SO TAY ’
QUAN LY VAN BAN
VA DPIEU HANH

Quy trinh xtr ly van ban cua Lanh dao

Sé tay nay duwoc xay dung nham huwoéng dan cho Lanh dao cac
S@, ban, nganh trong tinh st dung phan mém Quan ly van ban va
Piéu hanh - TDOffice, dua trén nhu cdu thuc té, céc doi héi cép
thiét trong viéc xt Iy vdn bén cta Lanh dao.

Mot sbé vén dé trong sbé tay mang tinh chét quy dinh dé thuc
hién, mét sé van dé mang tinh chat huéng dan tro giip. Bén canh
dé, mot sb van dé chi duoc gidi thiéu so luoc, dé biét thém chi tiét
CBCC phéi tham khédo trong Gido trinh huéng dan st dung phén
mém Quan ly van ban va Diéu hanh.

S6 tay Quan ly van ban va diéu hanh dugc bat dau ap dung tir
ngay 01/9/2014. Mdt sbé chirc ndng trong phan mém trude day
khéng phu hop da dwoc stra déi va ndng cap dé dap ung yéu cau
thue té cha cac don vi.

THANG 7 NAM 2015



S6 tay Quan 1y van ban va Piéu hanh - Danh cho Lanh dao

Phan mém Quan 1y vin ban va Piéu hanh duoc xay dung nham hd trg hoat dong
chi dao, diéu hanh thuong xuyén cia Lanh dao; hoat dong tac nghié¢p ctia Lanh dao
trong viéc gui va nhan van ban gitra cac sd, ban, nganh; UBND céc huyén, thi, thanh
phd va can bo cong chic (CBCC) trong don vi qua mang Internet, théng qua viéc tin
hoc ho4 timg budc quy trinh tiép nhan, xr Iy vin ban di, dén; quy trinh ban hanh vin

ban; quy trinh quan 1y ho so va giri nhan van ban di¢n tu.
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Vinbndén ~ Xiljcongviee  Vinbandi TTtonghop
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13 Vinbin ohin 6 i )

Danh mc Lich cong te Trogiip 14 Vnban dang i1y (1)
15.Vinbinden quantong ()
1 Hoso cing it
3. Vi ban d

4, Trd chuyén ndi ba

5 Nhic vie

I. VAN BAN DEN

La nhitng vin ban do vin thu giri dén Lanh dao. C6 nhiéu loai vin ban dén (vin
ban chd xir 1y, van ban phdi hop xtr 1y, van ban nhan dé biét...), tiy vao ting loai vin
ban ma Lanh dao c6 cac phuong phép xtr 1y phu hop.

1. Van ban cho xur ly

Khi ¢6 van ban dén & muc Vin ban chd xur Iy, Lanh dao nhan vao muc Vin ban

ché xir Iy va xem qua noi dung tom tit & phan trich yéu ciia van ban. Tuy theo ndi
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dung cta vin ban ma Lanh dao c6 thé thyc hién qua trinh xr 1y (chuyén xt 1y, xt 1y
hodc khong xtr 1y).

[®] Vén ban chr xie ly

| Chuyén XL || Cap nhdt théng tin xi I VBY || Tao du thio ¥ |

R Sodén  Ngay dén S0 ky hiéu Cor quan ban hanh Trich yéu
17 06/07/2015 qatttttettttttettettt dfb dfg dfg
— H]16 060072015  1ftest Dai Phat thanh truyén hinh testvbd

C6 tong s6 2 vén ban

| Chuyén XL || Cap nhit théng tin xi Iy VBA || Tao du thao A

1.1. Chuyén xir Iy (chuyén van ban dén mét CBCC khdc xir Iy thay Lanh dao)

- Budc 1: Tich chon vin ban can chuyén

- Budc 2: Nhin ntit Chuyén xir Iy (Chuyén XL)

- Budc 3: Nhap céc thong tin yéu cau (¥ kién xir Iy, Pon vi nhdn xiv Iy, Ngwoi

nhén xir Iy, Pon vi phoi hop xir Iy, Danh sich nguwoi nhin tham khdo, Han xir 1y...)

Chuyén xiF Iy vin ban

- - -
Y kign x0r ly:
P
-
Blon vi nhan xr ly:
P
-
MNguéinhan xir ly:
P
Han x(r Iy nhdp sé ngay: I:l hodc chon ngay: ﬁ
-
Mhom =0 Iy
P
Danh séch ngwéi phdi hop xd Iy
s -
Bon viphoi hop xF Iy:
P
. -
Mguwai phdi hop XL:
P
Danh siach ngué&inhan tham khao
-
Mgurdi nhan:
e
Trang thai xi ly van ban ¥ K&t thic xir ¥ van ban
| Gui van ban | | Hiy bé

- Budc 4: Nhan nat Giri vin ban.
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1.2. Xt Iy van ban (Ldnh dao truec tiép xir 1y van bdn)
- Bué6c 1: Tich chon vin ban can xt Iy

- Bu6c 2: Nhan nit Tao du thao

Loaivan bdn v Linh we v
Trichyéu
Noay by duget DROTI2015 E Trangthai Dang soan thio
Nowai by: v Chizc
" v
Danh sach xin § kién: r
Thii han choy kién g
T20 V8 aznnan: Chua gan tép van ban
@ Liznktvia bin
Vinbindén stk hiéy oot | Thém ik vin bin dén
0 Noinkin
{9 Thea i hoi bio
¥ Khoag thea ddi hoi béo ' Theo gi haé bao
@ Thing tin Dy thao
Y kién Binh kém tép
Chan #p |Khingco__oc chon || Chen 8. Khdng co...cc chan 5
Chon #8p |Khong co...oc chon || Chen#p Khing co...oc chen d
Ngzy gio Nguwoi 20 Y kien Ngut nhia

ayla | G

- Bu6c 3: Nhap cac thong tin yéu cau (Logi véin bdn, Linh vwe, Trich yéu,
Nguwoi ky, Danh sdach xin y kién, Thoi han cho y kién,...)

- Budc 4: Pinh kém tap tin dy thao (nhan chon Browse) va nhan biéu twong Luu A
sau d6 chuyén tap tin dinh kém thanh tap tin dy thao chd ban hanh (nhan vao biéu

twong B§ )

- Budc 5: Nhin nit Ky duyét/Chuyén vin thw co quan (hoic nhan nut Chuyén
ky duyét néu ngudi xir Iy khong phai ngudi ky ctia vin ban) sau d6 nhan nat Ghi lai

1.3. Cap nhdt thong tin xuw ly van ban
- Budc 1: Tich chon vin ban can cap nhat thong tin xir 1y

- Budc 2: Nhan niit Cap nhét thong tin xir Iy vin ban
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Cip nhit thang tn ket thic vin ban

D ven

Chapohan || Hiybe

- Bu6c 3: Nhép thong tin cap nhat, nhin nit Chap nhan

1.4. Cdp nhdt théng tin xit 1y van ban (Lanh dao nhdn vin ban dé biét)

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

- Bu6c 2: Nhan ntt Cap nhat thong tin xir 1y vin ban/Khéng cin xir ly

- Phai soan san tap tin dy thao luu vao may trudc khi dinh kém.

- Nhitng vin ban khong xir 1y, néu lanh dao muén xem ndi dung cia vin ban thi
nhan vao biéu tuong ) hoac A (thy vao kiéu dir liéu cta van ban) dé tai van ban vé
may.

2. Viin bin phéi hep xir Iy

Khi ¢6 van ban dén ¢ muc Vin ban phéi hop xtr 1y, Lanh dao nhan vao muc Vin
ban phéi hop xir Iy va xem qua ndi dung tom tit & phéan trich yéu cta vian ban. Tuy
vao yéu cau phdi hop xtr Iy ctia vin ban ma Lanh dao c6 thé thuc hién qua trinh phdi
hop xir 1y (chuyén phéi hop xtr Iy hodc phéi hop xtr 1).

2.1. Chuyén phdi hop xiz Iy (chuyén vin ban dén mét ca nhan khac cing phdi
hop xu ly)

- Budc 1: Tich chon vin ban can chuyén
- Budc 2: Nhin niit Chuyén phdi hop xir Iy

- Bu6c 3: Nhap Ngwoi phéi hop xir Iy
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Chuyén PHXL || Cép nhatthong tin PHXL || D4 xem
Sodén  Sokyhiéu  Ngay ban hanh Co quan ban hanh
| V | , 9 ‘‘‘‘‘
I‘E 5 12333333333333 09/06/2015 QuY phat trien dat
l_/{l
= .4 tftest S& Giao thdng Van tai
Co tong s6 3 van ban

- Budc 4: Nhin nit Giri vin ban.
2.2. Phai hop xit Iy (Lanh dao xit Iy van ban phéi hop)
- Budc 1: Tich chon vidn ban can phdi hop xtr Iy

- Budc 2: Nhin ntit Cap nhét thong tin phéi hop xir Iy

B hoan thanh phan 1
Y kién phoi hop xi I:

 Gan tép van ban

H Chon tép | Khing ct6..0 dwor chonl

Chapnhin || Hiy bs

- Budc 3: Nhap Y kién phoi hop xie Iy va chon tip tin dinh kém (nh4n chon
Browse/Chon tép) néu c6

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

Trang 6



S6 tay Quan 1y van ban va Piéu hanh - Danh cho Lanh dao

2.3. Khong xu Iy
- Budc 1: Tich chon van ban da nhan
- Budc 2: Nhan nit Pa xem

Luu y: Néu mot trong cac CBCC phdi hop xir Iy chua tham gia vao qua trinh xtr
ly thi viin ban van dang & trong danh sach Viin ban chwa PHXL (mic du Lanh dao
nhén nat Pa xem)

3. Vin ban nhan dé biét

Khi ¢6 van ban dén & muc Vin ban nhan dé biét, Lanh dao nhin vao muc Vin
ban nhan dé biét va xem qua noi dung tom tit ¢ phn trich yéu ctia vin ban. Ty vao
ndi dung vin ban ma Lanh dao c6 thé thyc hién qua trinh xir Iy (P4 xem hodc Cho y
kién).

3.1. Xem van ban

- Budc 1: Tich chon van ban can xem

| Daxem | Choykién |
Ngay dén 80/ ky hiéu Noi gri Trich yéu
o L 0710712015 111111 dvdv df ffdf df a

- Bu6c 2: Nhan nit Pi xem.
3.2. Péng gop y kién
- Buéc 1: Tich chon vian ban can gop y

- Bu6c 2: Nhan nit Cho y kién

Tof
Y kién phdi hop xtr Ij:

@ Gan tép van ban

H Chon tép | Khéng co té...o duroc chon#

Chép nhan | | Hay bo
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- Bu6c 3: Nhap Y kién phéi hop xiv Iy va Chon tap tin dinh kém (nhan chon
Browse/Chon tép) néu co

- Bu6c 4: Nhan ntit ChAp nhan dé gtri gbp ¥ ctia minh

Luu y: Khi giri nham mot van ban dén CBCC, Lanh dao c6 thé thyc hién thao tac
thu hoi lai vin ban da chuyén bang cach:

- Bué6c 1: Chon muyc Vin ban di chuyén xir Iy
- Budc 2: Tich chon van ban can thu hdi

- Bu6c 3: Nhin nGt Thu hoi viin ban (vin ban sau khi thu hoi s& khong xuét
hién trong danh sach Vin ban di chuyén va hién thi trong danh sach Vin ban ché
xir 1y)

IL. XU LY CONG VIEC

Churc nang nay cho phép Lanh dao thyc hién cap nhéat két qua xu ly cong viéc
cling nhu tao van ban du thao va phiéu yéu ciu méi dé yéu cadu CBCC thuc hién cong
viéc. C6 nhiéu loai van ban can duoc xt ly (Phiéu yéu cau, Ho so cong viéc, Van ban
du théo, Phiéu trinh...), tuy vao tung loai van ban ma Lanh dao c6 cac phuong phap xir
1y phu hop.

1. Phiéu yéu cau (PYC)

Chtic nang nay gitp Lanh dao cap nhat thong tin co ban cta phiéu yéu cau nhu
xem danh sach PYC da chuyén, xem chi tiét PYC, xem PYC chd xu 1y, x6a mdt hoac
nhiéu PYC d4 tao... Khi c6 vin ban dén ¢ muc Phiéu yéu cdu, tuy theo ndi dung cia
vin ban ma Lanh dao c6 thé thuc hién qua trinh xir Iy (Xt 1y, Chuyén xur 1y) hoic
Lanh dao c6 thé tao mdi phiéu yéu cau dé yéu cau ca nhan khac xir 1y cong viéc.

" HEUYE CAy " HOSOCONGVEC " VENBANOU THiD " PHEU TR
{PYCcho i 2ot phaop {Vinban g u
{PYC g

1.1. Xat Iy PYC cho xi Iy (Lanh dao truc tiép xit Iy vin ban)
- Budce 1: Chon muc PYC cho xir ly
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- Bué6c 2: Chon vén ban can xir Iy
- Bu6c 3: Nhan nit Xir 1y

- Bu6c 4: Nhan chon Xu Iy véin bin (6 muc Théng tin xir 1y)

Quay fai || Luu || Thém gopy

Ngay gio cap nhat 08:315A 07/072015
M phiéu: PYC4
Nquoi lip phiéu: Hoang Ngoc Hoa
Nqudt yéu cau: Hoang Ngoc Hoa
Xir 1y chinh: L& Thi Thanh Nhan
Phai hop i - Pham Ngoc Tinh; Nguyén Thanh Thuj; Nouyén Thi Quj Hoi EJ
Tho han xirIy: 17/07/2015

Noi dung cang viéc: abe
(& Thong tin xie Iy
Chuyentiep VB ® Xar Iy VB
Ngay xUr[y xong: ?{]

Duthéo vén ban| | Lap phiéu i Iy

- Bu6c 5: Nhan ntit D thio vin ban hoic Lap phiéu xir ly
* Néu nhan niit Dy thao viin ban:

- Buédc 6: Nhap céc thong tin yéu cau (Loai vin bén, linh viee, trich yéu,
nguwoi ky, danh sdach xin y kién, thoi han cho y kién,...)

- Bu6c 7: Pinh kém tap tin du thao (nhan chon Browse) va nhin biéu
tuong Luu LH sau d6 chuyén tap tin dinh kém thanh tip tin dy thao chd ban hanh
(nhan vao biéu tugng BF )

- Budc 8: Nhin nit Ky duyét/Chuyén vin thw co quan (hoic Chuyén
Ky duyét néu nguoi xtr Iy khong phai nguoi ky ciia vin ban) sau d6 nhan nit Ghi lai

* Néu nhan nt Lap phiéu xir 1y:

- Budc 6: Nhip Tom tit qud trinh xi¢ Iy va dinh kém tp tin (nhan chon
Browse) néu co

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

Luu y: Trong qué trinh xtr Iy van ban, néu chon nat Lap phiéu xir Iy, sau khi

nhan nat Két thic xir Iy ma Lanh dao cn bo sung thém y kién vao van ban xu 1y thi

nhan nat Xir Iy (bén canh nut Két thiac xir Iy)

1.2. Chuyén PYC cho xiz ly (Chuyén yéu cau d@én CBCC khac xir ly thay)

- Budc 1: Chon muc PYC cho xtr ly

- Budc 2: Chon van ban can chuyén xu ly

- Bu6e 3: Nhan nit Xir 1y

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

gl v | Dingi| Chyi |

Noay go ciprhd: 0831 84 DTG
Waphis: PYCA
Mg phiy. Hoang Ngoc Hioa
Nautr el cau: Hoang Ngoc g

Kirf i L ThiThanh Nen

Phoibop . Pham Ngoc Tinh: Nougen Thanh Thuj Ngw Thi O o

Thaibanxirly. 17072016
Noi dingodng viéc: abe
) hingt i
W Chyeatieg VB () KB

Noay 96 giao: 0TIT2013 (83

E'Crﬂ ni é’l

Nguoiohan

v
v

Y e |)‘

B xeng

- Budc 5: Nhap cac thdng tin yéu cau (Pon vi nhin, Ngwoi nhin va Y kién xir y)

- Budc 6: Nhan niit Chuyén xir Iy

1.3. Xa Iy PYC phoi hop xit Iy (Lanh dao truc tiép xit Iy vin ban)

- Budc 1: Chon muc PYC Ché phéi hop xir ly.
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- Budc 2: Chon van ban can xu ly

- Budc 3: Nhan nat Thém gop y

Ngay: 08:40 SA (7/07/2015
Nguoi gop ¥ L& Thi Thanh Nhan
Bonvi Phang nghiép vu

Tot
Nai dung gap

Hl Chon t&p |Kh6ng cd tép nao durgc chon

i

Tép vén ban keém theo:

- Budc 4: Nhap Ngi dung gdp ¥ va dinh kém tép tin (nhan chon Browse) néu co

- Budc 5: Nhin nit Ghi lai &é chuyén goép ¥ ctia minh
1.4. Tao mgi PYC xu ly céng viéc

- Budce 1: Chon muc Nhap méi PYC.

- Bu6c 2: Nhép cac thong tin yéu cau (Ngwoi yéu cau, Xir ly chinh, Thoi han xiv

Iy, N§i dung cong viéc) va dinh kém tap tin (nhan chon Browse) néu c6

Quay fai || Luu Lug&chuyénXL

gy gid cip nhat 08:43 SA 0710772015

-

Ma phiéu: PYC5
Nquai lap phiéu: Lé Thi Thanh Nhn

Nguoi yéucau: |.é Thi Thanh Nhan

XU i chinh:

Pha hop xir I

Thoi han x{ Iy

o [ @[]

Nai dung cong viéc:

@ Tép kém theo

HI Chon tép | Khang ca tép nao duoc chon

® Thong tin xiv Iy

- Budc 3: Nhan niit Luu va chuyén xir ly
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S6 tay Quan 1y van ban va Piéu hanh - Danh cho Lanh dao

2. Van ban du thiao (VBDT)

Chtrc ndng nay giap Lanh dao cap nhat thong tin co ban cta van ban dy thao nhu
xem danh s&ch van ban dy thao di tao, xem chi tiét van ban, xem VBDT cho ky duyét,
x6a mot hodc nhiéu vin ban di tao. Khi ¢ van ban dén & muc Vin ban du thao, tuy
theo ndi dung clia van ban ma Lanh dao co6 thé thyuc hién qua trinh Ky duyét, chuyén
ky duyét, yéu cau soan thao lai hodc Lanh dao c6 thé tao méi van ban du thao yéu cau

CBCC khac xur ly cong viéc.

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

- Budc 1: Chon muc VBDT cho ky duyét

- Bué6c 2: Chon vén ban can ky duyét

- Budc 3: Chinh stra cac thong tin yéu cau (Logi van bdn, linh vwce, trich yéu,

nguwoi ky, danh sdach xin y kién, thoi han cho y kién,..)) néu c6, sau d6 nhan nut Ky
duyét hoic Yéu cau soan thao lai hoic Stra tép vin ban dinh kém

Quaylai | Ghilai [| Yéuchu soanthanlai || Kidwér | Ky duyt khing 84 |

Gur SMS ' G Mail
Ngsy tao: 11062015 =) Békhin' Thuong v
Lavanban OPPL. @ Knieg () Co Ngay cap nh& 03:13 CH 110672015
Ngui soan thio: L& Thi Thanh Nhan Bon visoan thao: Phang nghiép vu
Ma VB dr thao: DT6
Loaivan ban: Bao cao nhanh v Lich we: Dén s6 va gia dinh v
. |Vanbantrinh ky duyét
Trichyéu
Ny by dyét (110672015 = Trangthat Trinh ky duy@
Ngwod ky: Hoang Nooc Hoa vl Chizcwr Giam dc
iieg i O hio
Yiéa finh kém tép
Bz Browse Browse.. d
v B
by g N Ve N hin
. Y TEST O VB dee
WEMSHOA TiTete e N
[B-h“msze 37 | Lé-n T‘&T’ Yegn ‘\‘J‘ TEST QLVB'15r37pt 1 & 2)15ido0c
T T ¥ Schret doc VE 220 ham
0772015 G55 Al L& Th Taank M - Krh chuyen Geh da by duyét Heang Neo: Fod
. Ny ya ack
O Denh sich nguoi nhés fiep theo
Darh sich ngutishds. LE ThiThent Woin v Ok

vy | o | vacksmnis | gas |

K dof ingBH) | Lipdoietindy |
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* Néu nhan nit Ky duyét:

- Bu6c 4: Nhan nit Ky duyét/Chuyén vin thw co quan (hoic Chuyén ky

duyét néu nguoi xur Iy khong phai ngudi ky cua van ban) sau d6 nhan nut Ghi lai
* Neu nhan nut Yéu cau soan thdo lai:

- Budc 4: Nhan nit Yéu ciu soan thio lai (Thong bao nay s& duoc chuyén téi

tai khoan cua CBCC tao van ban)

* Néu nhdan niit Stea tép vén bdn dinh kém:

- Budc 4: Nhin chudt vao biéu tuong

- Budc 5: Stra dit liéu, sau d6 nhan nat Ghi lai va dong tap tin (phai co thao tac
chinh sira dit liéu, néu khong chinh sira thi may s& bao 16i)

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

- Budc 7: Xéa tap tin van ban di dinh kém true dé (nhdn bidu tuong 2 ) va

dinh kém tap tin du thao (nhan chon Browse) sau d6 nhan biéu tuong Luu L'E‘ roi
chingn tap tin dinh kém thanh tap tin du thao chd ban hanh (nhin vao biéu twong
¥ ]

)

- Bu6c 8: Nhan nit Ky duyét/Chuyén vin thw co quan (hoic Chuyén ky
duyét néu nguoi xur Iy khong phai nguoi ky ciia van ban) sau d6 nhan nat Ghi lai

Luu y:

- Trong qua trinh xtr Iy VBDT, néu chi chon néit Ghi lai ma khong chon nut Ky
duyét hoic Chuyén ky duyét thi vin ban dang xtr 1y s& duoc luu trit & muc Vin ban
dang du thao

1.2. Tao mgi VBDT xu ly cdng viéc

- Bude 1: Chon muc Nhap méi VBDT.

- Budc 2: Nhap cac thong tin yéu cau (Logi vin bdn, linh viee, trich yéu, nguoi

ky, danh sdch xin y kién, thoi han cho y kién,...)
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- Budc 3: Pinh kém tap tin dy thao (nhan chon Browse) va nhan biéu twong Luu

sau d6 chuyén tap tin dinh kém thanh tap tin du thdo chd ban hanh (nhén vao biéu

twong

=)

ouzylas | Gt || tipdrtdssinis — Gisi SMS [ Giri ai
Noiry sae: 0772815 Bohas: Thwdsg v
Lavas ban QPP ® Whing [ C3 Ngiry cip nsd 10-12 AN O7/0TR2HS
Kgwai saan thas: Hoéng Mgoc Hoa Bon visesnthie: Lishdaso
V3 VB de thas: OTH7
Lea vin ban v Linh v v
Tich yes:
Nazy by duyet A70TRHS g Treng thii Dang soen thae
g ki v Chirc va
-
Dash sich xin ¥ kién: b
Thiri has cho ¥ ledx: 3
Tés VB a5t Ches gan i6p vin bin
R
{Thea dai hoi béo

% ¥ndng theo dGi hai hio © Theo ddihoi béo

)rhing tin Du théo

Y kien Binh kém tép
Browsz . Bz Browse. J
gz g CLES Yiien g n
ETNTZ01S 112 A Koing Nase o3 W oo o WY o 24-Fi o 5 : X
{8 Danh sach g nhin tp theo
Dank sich ngudinkin v Chgdaury

o | G| Koné | Nawdioigs | 26000 | Lipasmiatinks | Tmmaf |

- Bu6c 4: Nhan nit Ky duyét/Chuyén vin thw co quan (hoic Chuyén ky

duyét néu nguoi xur Iy khong phai nguoi ky ctia vin ban) sau dé nhan nat Ghi lai.

III. VAN BAN DI

Chtrc ndng nay cho phép Lanh dao theo ddi va xem céc van ban do van thu gui di

ra bén ngoai hodc gui trong ndi b co quan.

1. Xem Van ban di trong ngay

- Budc 1: Chon muc Van ban di trong ngay

- Buée 2: Tich chon vin ban can xem

- Bu6c 3: Nhin nit P xem

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

- Budce 1: Chon muc Van ban la ngwoi soan (Van ban la nguoi ky)
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- Budce 2: Tich chon van ban can xem
- Budc 3: Nhén nit Pa xem

Luwu y: Khi nhan nat Pa xem, vdn ban vora 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 b vian ban.

IV. THONG TIN TONG HOP (TTTH)

Dit liéu trong phan Thong tin tong hop 1a cac dir liéu théng ké tong hop duogc rut
trich trong cac co s dir liu Van ban dén, Van ban di va Ho so cong viéc. Cac thong
tin hién thi trong phan nay thé hién tinh trang xtr Iy, ban hanh, ... clia tit ca cac vin ban
dén, van ban di, ho so cong viéc trong co quan phuc vu cho viéc theo doi va diéu hanh
cong viéc. Phan nay con bao gdm céc chirc ning tao 1ap, két xuat va in an cac bao céo
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. Thong tin tong hop Co quan
1.1. TTTH Van bdn dén (van bdn di)

Liét ké cac thong tin lién quan dén van ban dén va vin ban di nhu: Van ban dén
trong ngay, vin ban dén trong nim, vin ban chua xt 1y, vin ban di xu 1y, van ban
dang xir 1y, bao cao tong hop vin ban dén, vin ban di,... Pé xem thong tin tong hop
thuc hién thao tac sau:

- Budc 1: Chon muc TTTH Vin ban dén (TTTH vin bén di)

- Buédc 2: Nhin chon chiic ning cAn xem (Vin bdn dén trong ngay, vin bdn dén
trong nam, ...)

¢ | 9 | —

Cogun Vi | 5o en Ngay den Ngay B S0, i Nok gui Trich ey Norqudn VB
{. TTTH Viabin e | .

Y oo 1 OOV 4 i b
11 Vil b 30 tong gy ddia
12 ik g 9 omas gg;a“ Haig oo o O T uj e eing b i
13 Vi ki chua 1 oy L TV h o T T e P g ik
T N s {11111 e Longvuyen Thanh Thuy Nouyen T Hoa Thoongguyen T Quj ko)
| Vil g Gifa  SnEvEn 1AM TUFAUEN
YRR Vi it Ti T Cud g
koot i A onwms g’g?d‘ gt

4'0)

- Budc 3: Chon van ban can xem va in phieu xw ly (n€u can)
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1.2. Bdo cdo Vin ban dén (Van ban di)
1.2.1. Bdo cdo Van bdn dén

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

- Budc 1: Chon muc Bao cao Van ban dén

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

Bdo o ong hop odng v d ep hin ¥a tha i g guyes hed phing - i

PhongbarcLah Gz v

gy DOORLAS 3 gy A5 :
Chapredn

- Budc 3: Nhin nit Chap nhén dé in két qua xir 1y vin ban dén
1.2.2. Bao cdo Van ban di

Bao gom céc chure nang tao 1ap, két xuat va in an cac bao céo xur ly theo cac tinh
trang van ban khac nhau. Bé xem chi ti€t bao cao xur ly van ban di thuc hién thao tac
sau:

- Budc 1: Chon muc Bao cao van ban di

- Budc 2: Nhin chon chirc niang can in béo cdo (theo phong, cd nhan, ....)

Bdocaotong hop x 1y vin ben di theo phong - ¢ nhén

Phong banda dan v

tir ngay: 30062015 den ngay: 07AT015

e

- Budc 3: Nhan nit Chap nhan dé in két qua xtr Iy van ban di

1.3. Bdo cao ho so cong viéc (Ho so cong viéc, Van ban du thao, Phieu yéu cau)

Gom céc chlrc nang tao lap, két xuat va in an bdo cao xur 1y theo cac tinh trang
van ban khéac nhau. B¢ xem chi tiét bao cdo HO so cong viéc thuc hién thao tac sau:

- Budc 1: Chon muc Béo c4o ho so cong viéc

- Bu6c 2: Nhan chon chitc ning can in bao céo (theo phong, ca nhan)
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Bao cao tong hop coag viEc Xiz Iy ho So cong viec theo phong ban - ¢ nhan

Phong ban- Lanh da0
trngéy: 30062015 3 60 ngay: 7072015

Ll « |

- Budc 3: Nhan nGt Chap nhén dé in két qua xir 1y hd so cong viée
2. Thong tin tong hop Ca nhan (TTTH C& nhan)
1.1. TTTH Van ban dén (vin ban di)

Liét ké cac thong tin lién quan dén vin ban dén va vin ban di nhu: Vin ban dang
xtr 1y, van ban da xir 1y, vin ban dang theo ddi hdi bao, ... Bé 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 (Vdan bdan dang xi Iy, Vin ban d3 xi

¥, ...)
\en ban dang e y camhan

Ol Mydn Nyl kb NegE Ty N qudn VB

fé A Hiih AL Fodng Ngox oo i Qujeh Trang Hodng b Lk

- Budc 3: Tich chon vin ban can xem
1.2. Bdo cdo Van ban dén (vin ban di)

Bao goém céc chirc nang két xuat va in an cac bao cao xir Iy theo cac tinh trang
vin ban khac nhau. Dé xem chi tiét bao cdo xur 1y vin ban dén (vin ban di) thuc hién
thao tac sau:

- Budc 1: Chon muc Bao cdo Van ban dén (Bdo cdo vian ban di)

- Budc 2: Nhin chon chirc nang can in béo cdo (tong hop hodc chi tiét)

B cao g op g i i vd s o g et e phing -k

Ting o V i Bodng e o
gy OGRS : sy TS g

- Bu6c 3: Nhan nGt Chap nhan dé in két qua xtr Iy van ban dén (vin ban di)
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1.3. Bao cao ho so cong viéc (Ho so cong viéc, Van ban du thao, Phiéu yéu cau)

Bao gém céc chtrc ndng két xuat va in an cac bao cdo xu ly theo cac tinh trang
van ban khac nhau. B¢ xem chi tiét bao cdo HO so cong viéc thuc hién thao tac sau:

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

- Budc 2: Nhan chon chitc ndng can in bao cdo (tong hop ho so cong viéc, van
ban du thao hoac phicu yéu cau)

Ban ca0tong b b0 g ik cia Hodng Ngoc Hod

i i DAOGEAS 3 Sy TS 3
| Chaprbén

- Bu6c 3: Nhan nGt Chap nhan dé in két qua xtr 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 duoc
quén 1y trén phan mém bao gém ca vin ban dén va van ban di. Co thé tra clru van ban

theo ting tiéu thirc cu thé (ngay dén, trich yéu, ngudi ky...) hodc tra ctru nhanh bing

chtrc ndng loc van ban.
1. Tra ctru van ban theo tiéu thirc
- Budc 1: Chon muyc Tra ciru Vin ban dén (Vin ban di hoic Xir Iy cong viéc)
- Budc 2: Nhin chon Tra ciru vin ban theo tiéu thire

- Budce 3: Nhap tur khoa can tra ciru 6 6 Twr khéa hodc c6 thé tra clru theo cac ti€u

thirc khac nhu: ngay dén, trich yéu, ngwoi ky...

Ngim dinh tim treng CSDL hin tai, 32 thay d5i nhan vao iy
Tirkhda bat ky: |
84 dén thee sé fir s dén sb:
S, kj higugdc Cor quan ban hanh z
Neay g i § dén g
Ngay ban hanh: fir g dén =
Loai van ban’ | :v: Linh w i
S6 van bén: : Tinh trang xUr by v
Noui xi |y v Ngudiky
Tép dinh kém v
Trichyéy
Chap nhan
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- Budc 4: Nhin nit Chd'p nhdn dé thuc hién viéc tra ctru.
2. Tra ciwu mé rgng

2.1. Tra cvuu Van ban dy thao (VBDT)

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

- Bu6c 2: Nhan chon Tra citu mé rong

- Budc 3: Nhap tir khoa can tra ctru & 6 Tir khoa hoac co thé tra ctru theo cac ti€u

thirc khac nhu: Tinh trang, trich yéu, nguoi ky...

Tirkhda tim Kem
Tith frang E} Trchyéu
Ny 8 o 4 Bénngiy !
Logi vén ban v Linh e i‘
Ngwdi soan v Nouoiky 3

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

- Budc 1: Chon muc Xir ly cong viée/ Tra ctiru PYC

- Bu6c 2: Nhan chon Tra citu mé rong

- Budce 3: Nhap tir khoa can tra ciru & 6 Twr khoéa hodc c6 thé tra clru theo cac ti€u

thire khac nhu: Thoi han xie Iy, ngi dung céng viéc, xiv ly chinh, phoi hop xiz Iy, ...

Nhdp i Khéa tm e

That han i I g Den ngar 3
Ngay tao E Bén ngay E
N ip phiéy v Nt yéu v
b chin v b hop i v

NGi ding cing viéc

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

Nhéap tir khoa vao chirc ning Loc véin bédn, nhan chon cong cu “% dé thuc hién
viéc tra ctru.

] CHUC NANG [& Cac cong viéc can giai quyét

1.Van ban den trong ngay

2. Van ban co gan ddu sao > VAN BAN DEN
3. Van ban dén ndi bé R ———
Co0 3 van ban cho xur ly

4 Toan bd van ban dén don vi - 0 van ban qua han

T s e g - 3 van ban khéng co han
5. Toan bo van ban den ca nhan -0 van ban ¢o han
1. VAN BAN XU LY CA NHAN
Co 3 van ban phdi hop xir Iy
1.1.Van ban cho x{r ly {3) P Xy
1.2.Van ban dang xt Iy Co 1 van ban dang xir Iy

1.3.Van ban da xir Iy C6 1 van ban nhan dé bidt
1.4.VAn ban da chuyén x& Iy

6. Tra ctru van ban

Loc van ban

|hoéng ngoc hoal [%

Luwu y: Khi tra ciru khong tra ctru ndi dung “tir khoa” trong ndi dung van
ban dinh kém.

VI. MOT SO YEU CAU KHI SU DUNG PHAN MEM VA CANH BAO
KHI PANG NHAP

- Str dung trinh duyét Internet Explorer
- Phin mém soan thao vin ban : Microsoft Office hodc Open Office ...
- Phan mém doc file: .pdf, Adobe Reader, Foxit Reader ...

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