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I- HUONG DAN CHUNG

1. Truy c4p hé thong

Str dung trinh duyét Internet Explorer, Firefox, Chrome... truy cap dia
chi:

192.168.11.111:8083 (mang ngi bo - LAN)

113.160.144.110:8083 (Mang ngoai - Internet)
Khuyen céo: véi Windows 10 ¢6 phan mém virus defender windows 10

nén dung trinh duyét Coc Coc dé sir dung hé thong.

@ ¢ c 92.168. e i
2. Pang nhap
p “ . HE THONG QUAN LY VAN BAN VA HO SO CONG VIECES
NPy = : s ‘ he
S TINH DIEN BIY
.| rNhgptenngwdiding
_ Mt khau dwoc cap

Tén dang nhap: | bichnt stitt

Mat khdu: |- \

Nh& mat khiu

Tich chon dé ghi
nhé matkhau

Déang nhap

> Tén ding nhép: La dia chi dang nhap TDoffice st dung tai Co quan.

» Mit khau: La mat khau duoc cap cua nguoi dung (méc dinh la 1). Neu
khéng nhé hoac khong biét mat khau cia minh hady lién hé quan tri dé duoc tro
giup.

Luwu y: Can doi mat khﬁu sau khi dang nhap d¢ dam bao mat

> Chon ¥/ Nh& m&tkhau 4& 10 mat khau cho 1in ding nhap sau

Chon “Pang nhap” q ‘ q

Luu y: Néu thay bao “Khong dang nhap duoc”, “Sai mat khau” can kieém
tra lai théng tin khai bao hoac lién hé¢ Quan tri vién dé dugc ho tro.

3. Giao dién, chirc nang

3.1. Trang cha

Danh muc | Van ban dén | Xi¥ Iy céng viéc | Van ban di | Thong tin téng hop |

La giao dién mac dinh ban dau dé nguoi diing thuan tién thao téc cac chuc
nang co ban cta phan mém nhu: Van ban dén, van ban di, xu ly cong viéc,...




%56 — Van ban dén*

TT téng hop Van ban chix xir 1y (0)

=3
=

Van ban dén

Danh muc

Van ban nhan dé biét (1)

n ban ndi bd cin xem (19)

Wan ban dén quan trong ©7 (0)
+ Hé so céng vigc

+ Van ban di*

3.2. P6i mat khau, Ding xuit
Phan mém cho phép ngudi ding dugc phép Ping xuat/Pdi mat khau

.

Vi Trong Nghtia [ Thoét] (941 ma(FRa0] Trang chi

Ddi mat khdu  HO so cONG viEC

PHA
' nguoi ding NG DIEN BIEN

N MEM
S0 M4

E = CHUC NA
""ﬂ (7] %ﬁ o
= 15] — Van ban dén (23)
Van ban dén Xiv ly cong viéc Vén ban di TT téng hop VEn e )
= () Vin ban phéi hop x& 1 (2)
g s Van ban ndi bg cAn xem (20)
Danh muc Nhac viéc Tro chuyén Tro gitp =

+ Hb so cong viéc (4)
- Dé dang xuat khoi phién lam viéc trén phan mém chon [ 7ho3!]
- Bé d6i mat khau chon [P0 mat khaul
bien mat khau cti va 2 1an mat khau mai theo yéu cau caa hé thong -

chon Chap nhan dé xac nhan yéu cau doi mat khau.
POl MAT KHAU

Hay nhap cac thong tin sau:
Mat kndu cii: | |
Mat khdu méi: | |

Nhap Izi mét khdu moi: | |

Lwu y: Mat khau méi s& dugc cap nhat sau vai phut

3.3. Danh muc
Cho phép nguoi dung tai van ban mau, ay quyén xir 1y vin ban.

CHUFC NANG

MAU van ban

— Uy quyén xU¢ Iy van ban

Cly quy&n =0 Ij van ban

Luwu y: Quan tri/Vin thw co quan/don vi c6 quyén chinh stra danh muc
thong tin van ban lién quan.



CHIFC NANG

— Quan tri danh muc
56 van ban
Loai van ban
Ky higu van ban
Linh wire van ban
B9 mat
B4 khdn
Cap co guan
Co quan ngoai
Bon vindi bé cip |
Bon vi ndi bé cdp Il
Co quan ban hanh VB
Danh sach nhom
Chirc vu
MAu van ban
Mgdy |& tét trong nam
Noi luw frif
Tir khoa trong tim kiém
Tl khoa van ban mat
Phuramg thire gii
+ Uy quyén xtr Iy van ban
Quan tri/Vin thw c6 thé t6 chirc cac danh muc sao cho thuén tién cho
qua trinh nhap vin ban. Sau day 1a mot sé danh muyc chinh:
> So6 vin ban: Liét ké c4c loai S6 vin ban (vin ban di/dén).
Tuy vao tinh hinh thuc té Vin thw c6 thé quan ly/thiét 1ap Sé viin ban
trong don vi minh,
Thém méi: Trong giao dién S6 viin ban chon Nhap méi
A~ . PHAN MEM QUAN LY VAN BAN VA HO SO CONG VIEC
" S0 THONG TIN VA TRUYEN THONG BIEN BIEN

>z -
y 1 q * | 75 S -

Naguyén Thi Bich [ Thoat ] Trang chu | Danh muc | Van ban dén \V::i;l ban di | Théng tin tong hgp

CHUC NANG

Danh muc s6 vin ban

~_Quan tri danh myc Nhap moi Kiémtrasd ting twdong || Khoitaokiémtaswcotangsd [ | (O
| 6 van ban |
Loai van ban . - Danh
T Tén tat Tén so Loai s6 CQ hoac BV si¥ dung Tinh trang ting =&
Ky hiéu van ban = tr
Linh v van ban CDD Van ban di cong doan $6 van ban di Van Phéng Binhthuwong 2
By mit VBD Van ban di S& Thong tin va Truyén thong 6 van ban di Van Phong Binhthudng 8
96 khd 7 3 2 PRI R E 2
- | BTN. Van ban di Doan thanh nién S0 van ban di Van Phong Binhthuong 1
Cap co quan i
% (BB Van ban di Dang bd S0 van ban di Van Phong Binhthuong 3
Co guan ngoai
TR | CVD Cong van dén S van ban Gén Van Phong Binhthwong 872
Bonvindibocap |
Don vindi b cAp Il ] CD $6 cong doan S6 van ban dén Van Phong Binhthudng 4
Co quan ban hanh VB | DTN Van ban dén Doan thanh nién $6 van ban dén Van Phong Binhthuong 11
Danh sach nhom (198 Van ban dén Dang bo $6 van ban dén Vin Phong Binh thuéng 6
] - DU Van ban dén Dang ly $6 van ban dén Van Phong Binh thuong 3
M3u van ban - = = = 1 :
= Nhdpméi Xéa  Kiém tra so tang tw dong  Khoi tao kiem tra sw co tang sO 4 )
Ngay I€ tét trong nam

Nhép day du thdng tin lién quan = Luu




oo st}

Luru

Ky higu (ding chovanbanay [ ]

Loai 5. |86 van ban dén v

CIpién nam hién tai treée ky higu

Ky twr phan céch s va ky higu:

M |

Loai van ban =
Bonvi* I\lén Phang

Banh 56 tir i

Ghi cha:

Banh sé 50 van ban méi nhap:
£ Méc dinh

» Loai viin ban: Quan ly/thiét 1ap thé loai van ban nham ho trg nhp dir
li¢u nhanh, dong b cho van ban dén/di. Bong thoi cho phép thiet 1ap han xt ly
cua tirng loai van ban (néu co).

~ Quan tri danh muc Tigpméi | Lwu

56 van ban

Loai vén ban Tén tht” | |

Ky higu van ban
Linh vurc van ban
Dd mét

B4 kndn

Cép co quan

Cor quan ngoai

Tén ady du | |

Han tra 16i (ngay)- | |
Bon vi* t\/én Phéng

Ghichi:

> S6 ky hiéu: Quan ly/thiét 1ap kiéu dit liéu S6 ky hiéu van ban mac

dinh

CHUC NANG

~ Quan trj danh muc

Danh muc ky hiéu

wona x| KIS

S6 vén ban
Loai van ban Tén tat Tén ddy du Bom vitao Ghi chi
Ky higu van ban . .
BC-84T BC-STTTT Van Phong

Linh vyre van ban

P BC-TTCNTT BC-TTCNTT Van Phéng
Bo mat
D6 khdn KH-STTTT KH-STTTT Van Phéng
Cdp o quan BET STTTT-88T Vin Phang

> Linh vue vin ban: Quan ly/thiét 1ap Linh vuc vin
ban.

~ v g wion | IO
36 van ban
Loai van ban Tén tat Tét dy dd Pon vitao Chii thich
Ky hiéu van ban N
- No Title Buu dién Co quan
Linh virc van ban
R CTDA Chuong trinh, Dy an Co quan
B mat
6 kndn CN Céng nghiép Co guan
CAp co quan CNTT Céng nghé thdng tin Caquan
Co quan ngodi No Title Cép nudc Co quan
Don vingib cap| DSGD Dén sb va gia dinh Cor quan
Bonvinéibacap i No Title Dén sy Cao quan
Cao quan ban hanh VB
DL Du lich Co quan
Danh sach nhém
~nnT Gt ©

> P mat, P khan: Phan loai van ban theo mac 6 dé phan biét voi
van ban thong thuong, van ban quy pham phap luat hay van ban hanh chinh. Cac
loai van ban nay phai dugc luu trit va bao quan riéng theo quy dinh.

> Cip co quan: Thiét 1ap phan cip nhém co quan dé tién theo ddi, quan
ly (Vi du: Trung wong/tinh/dia phuong/So, ban, nganh).



CHIFC NANG Danh muc ci‘ip co quan

Nhap m&i Xoa

~ Quén tri danh muc
5 vén ban
Loai van ban
Ky hiéu van ban
Linh wuc van ban
Pémat
D9 khdn
Cép co quan

Co quan ngoai

Bon vindi bd cdp |

|| Tén tat

Cptinh

Huy&n-Thi x3-Thanh phd
NGi b

S-Ban-Nganh

Trung wong

Nhap mai Xoa

Tén thwong goi

Ghi chi

<y M

M 4/ M

> Co quan ngoai: Quan ly/ thiét lap danh sach co quan theo phan cip co

quan.

CHUFC NANG Danh muc cor quan ngodi

— Quan tri danh muc
36 van ban
Loai van ban
K§ hiéu vin ban
Linh vire van ban
Pémat
D9 khdn
Cdpcoquan

Cor quan ngoai

Bon vindi bd cdp |

wine xow |
o Tén tit Tén ady di
3  wCaptinh
& [ HOND Héi dbng nhan dan finh Dién Bién
& O Tuy Tinh Oy Dién Bién
= [J UBND UBND finh Dién Bién

10 wHuyén Thixé Thanh phé

Bia chi nhén vén ban

NhanVB_hdnd
NhanVB_VPTINHUY

NhanVB_VPUBND

M

Bia chi email

4 »

Ghi cha

» Pon vi ngf)i h@ cap 1: Phong/ban/don vi truc thudc co quan chiu trach
nhiém sur dung phan

mém.

CHUFC NANG

— Quan tri danh myc

S vén ban

Loai van ban

K higu van ban
Linh virc vAn ban
Dg mat

B9 khin

Cépco quan

Co quan ngodi
Bon vindibd capl
Bon vindi bé cdp Il
Co quan ban hanh VB
Danh sach nhom

Chire vy

Danh myc don vi noi b@c;‘ipl

Nhdpméi  Tap trung Doc lap T déng hiéu chinh tén hé thong
[] Téntat Tén day di Ma lién thong/Email
7] 01BGD Ban Giam Béc
(] oavp _ 000.00.14.H18
] BBT Ban bién tap
0] PBCVT Phang B chinh - Vién théng
(1] PBCXB. Phéng Bao chi - Xuat ban
(] PCNTT Phong Céng nghé thing tin
] PKHTC Phéng Ké Hoach - Tai Chinh
[ PTT Phong Thanh tra
(] TTCNTTTT ;Lrg;g tam Céng ngh& Théng tin va Truyén 000.01.14.H18

wl Q

Ngwoi dai dién

@ Dang tin, bai (tinbai.stttt)

Mirc diF ligu

Tap trung
Tap frung
Tap frung
Tép trung
Tép trung
Tép trung
Tép trung
T&p trung

Bac lap

Ml 4 r

$0 VB dén mac dinh S VB di mac dinh

Céng van dén

> Pon vi ndi bd cap 2: Phong/ban/don vi truc thudc Pon vi ndi bo cap 1

CHUFC NANG

+ Quan tri ngwai stk dung
= Quan tri danh muc

6 van ban

Loai van ban

Ky higu van ban

Linh vue van ban

B mét

B4 knan

Cép co quan

Co quan ngodi

Bon vi ndi bd cp |

Bon vi ndi bo capll

@ Tén tit

4 ~Trung tam Céng nghé théng tin va Truyén théng

Phong Hanh chinh - Téng hop

O B Ban Ldnh Dao TT
[ PHCTH

@ PBT Phéng Do tao
[ PKT Phéng Ky Thuat

Nhap méi Xoa

Lanh dao

il

Ghi chi

4/r M

'» Co quan ban hanh VB: Quan ly/thiét 1ap danh sach co quan ban hanh

van ban



dén/di

CHUC NANG Danh muc co quan ban hanh vin ban
+ Quan tri ngwei stk dung — =
. Nhap méi Xoa
— Quan tri danh muc M 4 » M
86 van ban . .
N=Ey a Cap co quan Tén tat Tén thwdng goi
Loai van ban
K hiéu van b2n [ Céptinh UBND Uy ban nh&n dan finh
Linh vire van ban [ Céaptinh HBND H@i ddng nhan dan tinh
DG mat (] Captinh TU Tinh dy
94 kndn [ Huyén-Thi x-Thanh phd HTC-UBND Uy ban nhan d&n huyén Tia Chia
C4p co quan ] Huyén-Thi xa-Thanh phd HDB-UBND Uy ban nhan dén huyén Dién Bién
Co quan ngodi N L . N L P
R (] Huyén-Thi xa-Thanh pho HDBD-UBND Uy ban nhan din huyén Bién Bién Béng
Bon vingi bd cap |
Som vindi bd clp I (] Huyén-Thi xa-Thanh phd HMA_UBND Uy ban nhan dén huyén Muting Ang
Co quan ban hanh VB [ Huyén-Thi xa-Thanh phd HMC-UBND Uy ban nhan d&n huyén Muding Cha
Danh sach nhém (] Huyén-Thi xa-Thanh pho HNP-UBND Uy ban nhan dén huyén Nim P&
» Danh sach charc vu: Liét ké cac chuc vu cua can b t
u: Li¢ uc Vu cu 0 trong co
+ Quén tri nguoi sk dung L % M4 » M
— Quan tri danh muc
S0 vén ban o Tén tat Tén dy di Chii thich
Loai van ban L,
o ce Giam Boc
K§ hiéu vin b3n
Ui e [0 PGB Phé Giam Dic
Inh vurC van ban
Pamat o |cve Chanh Van Phong
Bé khdn (] PCVP Phé Chanh Van Phong
C#p co quan @ VT Vin Thur
Cor quan ngoai o cv Chuyén Vién
Pon vi ndi bd cp | . )
QTP Trudng Phong
Bon vindi bd cdp Il
- s hanh VE o PTP Phé Truéng Phéng
0 quan ban han
Danh sach nhém 8 KT [T
Chikc vy @lcTT Chanh Thanh Tra
&u vén ban @ PCTT Phé Chanh Thanh Tra
Ngay 1€ tét trong ndm - ve Vién Chire
Ao r o cs Can sy
Tiu Lhin tenn Him Lidm

> Mau vin ban: Quan ly/thiét 1ap van ban mau cho don vi (Qudn tri

vién

Toan bo biéu mau
Ngay tao
w 211212018 admin

Ngwai tao

lle=-]E]

Loai biéu mau Ghi chi

Phiéu bao hdng/mat thiét bi

[wlle>-]E]

> Ngay I€ tét trong nam: Khai béo cac ngay 18 tét dugc nghi theo quy
dinh nham phuc vu cho viéc tinh han xir Iy caa vin ban, (néu trong thai gian xu
1y vin ban cé ngay I& thi han xir Iy s& tu dong bo qua ngay dé va cong thém han

xur Iy vao ngay tiép
theo).

Danh muc ngay Ié trong nam

Nhap mei Xoda

O Ngay

(] MNgay 10thang 3
(] MNgay 30thang 4
(] MNgay1thang5
(] MNgay1thangé

Nhdpmdi =~ Xoa

3.4. Vin ban dén

| 4/ »r M
Chu thich
Git 16 hing virong (Ngay & m lich)
Naay gidi phéng hon todn midn Nam
Naay Qubc té lao ddng
Nady Qudc té thidu nhi
M4/ M

Van thu co quan/don vi



La dau mai tiép nhan vin ban dién ta truc tuyén trén hé thong lién thong
va la nguoi khai bdo/nhap mai van ban tiép nhan thi cong thanh van ban dién tur
tai don vi

CHIFC NANG

“an ban d&n qua manag (20)

“an ban d&n ndi b (87)
a0 =6 van ban

“Wan ban chuyén
C6 quyén quan 1y van ban dén cia toan co quan/don vi (ké ca vin ban da
bi loai bo)

Tra clru van ban dén

Q

) T Pomm——————— Van ban b Iogi b5

Viin thu/Lanh dao/Chuyén vién deu cd quyen xem/x 1y van ban lién
quan dén nguoi dung theo phén cap quan ly va yéu cau thuc té tai co quan/don
Vi

“&n ban dén trong ngay
Wan ban co gdn diu sao
Toan bd van ban dén ¢4 nhin
— VAN BAN XUr LY CA NHAN (4)
Van ban chd xor 1y {4)
+ Vian ban dang xir ly
+ Vian ban da xir Iy
“3n ban d3 Gy quyén xiF Ij
VAN ban d3 chuyén xi Iy
VAN ban d3 chuyén xir If trong ngay
VAN BAN DE BIET
VAN BAN BE PHOI HOP
VAN BAN XUr LY CO' QUAN

Bdo cdo va in sd

+ + + + +

Tra ciru van ban
Tra ciru van ban dén
| < ,

Luu y: Ngoai viéc tra ctru van ban lién quan truc tiép nguoi dung thi
Quan tri vién co quyén cau hinh ma rong quyén tra ctiru van ban khong lién
quan truc tiép nguoi dung theo yéu cau tinh hinh thyc té tai don vi.

3.5. Xir ly cong viéc
Chuyén vién

Lanh dao

3.6. Van ban di
Lanh dao ky duyét



Bao gom ca Lanh dao co quan/Phong chuyén mon/Pon vi truc thuoc/To
chtc/Ca nhan c6 tham quyén ky duyét céc loai van ban/gidy to phat hanh trén hé
théng phan mém déu c6 quyén xem/theo ddi/hdi béo vé vin ban lién quan truc
tiép ngudi dung.

Toan bd van ban
“an ban di trong ngay
— VAN BAN LA NGO KY
Toan bd van ban
“Wan ban thuréng
VAN BAN LA NGLFOl SOAN
VAN BAN CHi BAO
VAN BAN DE BIET
HOI BAO CUA CA NHAN
HOI BAO CUA CO' QUAN

+ + + + +

+ Tra ctru van ban di
Tra clru van ban di
| Q
Vin thw phat hanh
Ngoai chirc nang giong Lanh dao co quan/Phong chuyén moén/Don vi truc
thuoc/To chirc/Céa nhén thi Van thu co quan/don vi ¢0 quyéen khai bao/hiéu
chinh thong tin van ban trudc khi ban hanh.

CHIFC NANG

V&N ban chér ban hanh (18)

‘3o 6 van ban
Wan ban chira glri qua mang
B3 glri VB qua mang
Van bantra la
Toan bd van ban
Van ban di trong ngay
— VAN BAN LA NGLFOI SOAN
Toan bd van ban
Wan ban thuwérng
+ VAN BAN CHi PAD
+ VAN BAN BE BIET
+ HOIBAO COA CA NHAN
+ Bdo cdo vain sb
+ Tra cifu van ban di
Tra ciru van ban di
| Q
Phong Chuyén mon tra ctu
Ngoai Viéc tra ciru vian ban lién quan tryc tiép nguoi ding thi Quan tri
vién c6 quyén cau hinh ma rong quyén tra ciru vian ban khdng lién quan tryc tiép
nguoi ding theo yéu cau tinh hinh thuc té tai don vi .




4. C4c nut lIénh thwong dung

Nut Iénh

Chu giai

Danh sach cong viéc can giai quyét

e

Diéu khién trang in

s

Quy trinh xt 1y van ban

D4nh dau vin ban

Browse...

binh kém tép van ban
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Cap nhat thing tin xi ly VB

Cap nhat thong tin xur 1y van ban
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Két thdc xir Iy van ban

Chuyén van ban

Chuyén van ban dén don vi/ca nhan xu 1y van ban.

| Chuyén PHXL |

Chuyén van ban phoi hop xt ly

Xda VB Xoa van ban da chon
In phiéu xi¥ Iy In phiéu xt ly van ban
Quay lai Quay lai budc thyc hién trudc

| Thém méi (Gidng VB trwéc)(F9) |

Thém méi vian ban giir thong tin da dién van ban trudc.

Ghi lai (F8)

Luu thong tin Xt Iy van ban vao hé thong, chuyén vian
ban dén ca nhan/don vi dugc chon xir Iy van ban.

Il - QUY TRINH XU LY VAN BAN PEN

1. Vi tri Van thw co quan/don vi

1.1. Bao gom cac chirc ning:

Chirc ning

Chu thich

Vin ban dén qua mang Hién thi danh sach vin ban dén qua dudng mang

& trang thai cho vao sb

Vin ban dén noi bo

Hién thi cac van ban tir cAc phong ban, bo phan
chuyén mén cia co quan phat hanh va chuyén
cho van phong

Va0 sb van ban

Cap nhat (vao so) thong tin van ban dén vao hé
thdng.

Vin ban chuyén

Cho phép chuyén vin ban dén sang van ban phat
hanh.

Vin ban dén trong ngay Hién thi cac van ban dén trong ngay hién hanh cia hé

thong

Vin ban cd gin dau *

Hién thi cac van ban ma nguoi dung danh dau quan
trong d¢ ti¢n theo doi




Toan bo van ban déncd | Toan bd vin ban cua tai khoan dang nhap.
nhan
Vin ban ay quyeén xir ly Trong truong hop lanh dao di vang, cho phép van thu
phan xu 1y thay thi van thu c6 quyén st dung chirc
nang nay dé phan phoi van ban dén cac don vi dong
thoi co thé ket thuc xir 1y cac van ban.

Van ban dé biét Hién thi danh sach van ban ma nguoi dang nhap
dong vai tro ngudi nhan dé biét

Vin ban dé phdi hop Hién thi danh sach van ban ma nguoi ding nhap
dong vai trd ngudi phdi hop xtr Iy van ban

Van ban xur 1y co quan Théng ké van ban xtr Iy quéa han, dang han cua co
quan

Bé4o céo va in s6 Tao lap cac loai s6 dya trén théng ké tinh hinh xir Iy
cong viéc trong don vi theo cac tiéu chi nhat dinh do
nguoi dung lya chon.

Tra ctru van ban Tim kiém,tra ctru van ban da luu trong hé thong.

Tra ctru vin ban dén Phuong thic tra ciru nhanh, cho phép g6 tir khoa
cuia van ban dé liét ké ra két qua.

1.2. Cac chirc ning chinh
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Khi nhan dugc van ban dén, van thu tién hanh tiép nhan va vao s6 van
ban. Chon chtic ning Vin bdn dén\Thém mgi(F7).
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tich xudt sic trong phong trao HMTN nam 2018
&

+ Van ban dang xi¥ Iy
S Lao Bng - Thuong Du L& phat ddng Thang hanh ddng vé An toan, vé sinh
Binh va X3 Hoi 120 déng ndm 2019

- Nhdp cac thong tin qudn ly van ban: chay phan nay nén nhap day du dé
tién viéc tra ctiru van ban sau nay. Cac thong tin c6 dau (*) 1a cac truong bit
budc phai nhap.

3 1983  03/05/2019 842/GM-SLBTBXH Chu Xuan Trudng;

+ Van ban da xir Iy
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- Cac thong tin phén’phé'i, phan cong xu Iy van ban: Chon nguoi Xt ly
van ban, nguoi phoi hgp (néu co).

) Cac théng tin phan phéi, phan céng xiv Ij van ban

CIChuyén dé xuat

Lénh dao S&{ (Chu Xuan Trréng x|

Chi dao cla Lanh dao S&: x L]
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Mguyén Hing Cuéng @

U Anh Ding
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Ngwéi xiv Iy van ban:

Han i hy:

Bon i phéi hop 2 Iy

Nguéi phbi hop xir Iy

Mguwei xem d& biét:

© Phiéu chuyén vén ban
@ Van ban phat hanh
Quaylai ~ Ghilai(F8) ~ Thémmdi(F7)  Nhap gibng VB trwére (F9) | Xoad

Sau nhan nat Ghi lai (F8) dé két thuc viéc luu va chuyén vin ban.

* Luu y: V6i truong hop van ban bi chuyén phém cho co quan, van thu
sé suir dung chuc nang tao Phiéu chuyén van bdan dé gui lai cho don vi chuyén
van ban.

D¢ st dung chirc nang nay, sau khi dd vao s6 c4c thong tin cua van ban,
can nhan nut Ghi lgi (F8). Sau d6 nhan nut Hiégu chinh



[’ Cap nhat vin ban dén

' ta| Quay lai | Higu chinh(Fs) | Them mai (F7) || Xoa || In phiéu x Iy

Cac thdng tin co ban

Sé van ban* Vin ban dén S6 dén:* 348
S / ky higu 4/QD Co quan ban hanh VB: Cuc Cdng nghé thdng tin
Mgay dén: 05/09/2012 Mgay ban hanh:
Trich yéu: Trién khai phdn m&m Quan Iy van ban va Ha so céng viéc
Linh vwc: Loai van ban: Céng van
Mgwdi ky: Lé Bat Chirc vu: Pho gidm dic
Tinh chét van ban: Thwéng Phwong thire nhan: Théng thwéng

Mgwé&i nhdp: Van thw B
Hbi dap ciia van ban di-
Cén tra |&i bang VB di- Co Van ban cén phai xir Iy: Cd
Han tra le&i: sb ngay: Tinh trang tra l&i: Chuwa tra I&i
@ Tép chira ndi dung toan vin caa van ban

@ Cac théng tin xie Iy van ban

Tich chon C6 tgo phiéu chuyén

© Phiéu chuyén vén ban

@ Théng tin phan phéi vin ban
Sau d6 nhan Ghi lgi. Chon Ldp phiéu chuyén
™ Phiéu chuyén van ban
Co tao phiéu chuyén

Lap phiéu chuyén |

Nhap thdng tin rdi nhan Luu.

Thuéc van ban dén: 41QD
Luru

Ngay chuyén: 05/09/2012 02:52 PM

Mgwéi dé& nghi chuyén: | El
MNgwéi ky chuyén VB: | EI

. Trién khai phan mém Quan ly van ban va Hé so cdng viéc
Ve vidc:

Bé nghi:

Mei nhan van ban dén-

¥ kién lanh dao:

| Liru tép VB || || Browse...

Chtic ning Chuyén nhdn dé biét

uyén nhan dé biét

»

]

Mguai nhén VB:

-

Sau khi cap nhat xong thdng tin phan phéi van ban thi nhan Ghi lgi dé

luu.

Van ban phat hanh: Gin kém cac van ban phat hanh cua co quan c6 lién
quan dén van ban dén dang cap nhat (d¢ tham khao, 1a can cu).

1.2.2. Va0 s6 viin ban ndi bd

Cac van ban phat hanh cua cac don vi ndi bo trong co quan gui dén, van
thu tién hanh vao so theo cac budc sau:
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varthin e ] @ Van Phang 26/04/2019 133-BCRU Bao cdo tinh hinh thwc hién nhiém vu thang 4 nAm 2019 clia Dang b6 S& TT&TT Nguyén Hing Cuong
Van ban dén trong ngay 7
Van ban cé gin dau sao ] ¥ Van Phang 24/04/12019 1485/STTTT-KHTC Bdo cdo chitiéu théng ké linh virc théng tin va truyén théng nam 2018 va 4 thng d4u nam 2019 Pham Thanh Nam
TeanboNaban den canhdn ) ¥ Van Phang 24042019 14BB/STTTT-KHTC Bdo cdo chitiéuthéng ké finh vrc théng tin quj | nam 2019 Pham Thanh Nam
— VAN BAN XU LY CA NHAN (6) s

Van ban che xir If (6) ] g—] Van Phang 26/04/2019 /503/0B-STTTT  Quyét dinh vé viéc giao Phu tréch Trung tdm Céng nghé théng tin va Truyén théng (d.c Vi Hoang Thién)  Chu Xudn Truéng

Tich chon vian ban can vao s6 va nhan nit Vao sé VB. Cac thong tin véan ban cua

van thu don vi duoc giit nguyén, vin thu So chi can cap sé dé luu vao so.
Viin ban dén Q
% Quaylai  Chuyén xir ym Thém mdi (F7)  Nhap gibng VB trirére (F9) | XiFlyvanban ¥ | Xoa

Cac théng tin co ban

S6 van ban:* v S6 gén:

S/ ky higu [486/STTTT-KHTC 7\ Co quan ban hanh VB: [Van Phng v|

1 hanh: [24/04/2019 i

Ngay dén: [03/05/2019
Bao cdo chitiéu thang ké [inh vwc thdng tin quy | nam 20
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A
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Mgwéi nhdp: Mguyén Thi Bich
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Nhan nat Ghi lgi (F8) dé luu thong tin vao s6

1.2.3. VA0 $6 vin bdn qua mang

Cho phép van thu nhin dwgc va vao sé cac van ban do cac don vi gui dén
thong qua hom mail nhan van ban cta co quan.

Céach vao s6 thuc hién nhu sau:
Chon Vin ban dén\ Vin bin dén qua mgng

4~ . PHAN MEM QUAN LY VAN BAN VA HO SO CONG VIEC
_ 50 THONG TIN VA TRUYEN THONG DIEN BIEN

- 3
7> - *
Vo . ¥ Tk
Nguyén Thi Bicf TTIoaTT
CHUC NANG Danh sach vin ban dén qua dwong mang ché vao s6
| | Vén ban dén qua mang| | | vaossvs| xoapaxem Lammoi  nnan et tep xmL
Van ban dén néi b (220)

< lvm

(.‘ Trang 1

& Ngay dén $6 hiéu géc Loai van ban Co' quan ban hanh Trich yéu

Vao s6 van ban

ﬁ @) 0310512019 831/BC- Cong vin S Lao Déng - Thwong Binh va  Vivbao cao, danh gia két qua thic hién Nghi quyét s6 30a/2008/NQ-CP

Van ban chuyén SLDTB&XH Xa Hoi tai cac huyén nghéo

Van ban dén trong ngay % 5 e e o T S
" 9{ gay 7 ﬁg. ] 03052019 32p2/SLDTBXH Cong vén )S(? h?? Béng - Thwwong Binh va VI‘v cw can bd phoi hop tiep nhan thiet bi lu khéa bi mat (chirng thue

Van ban cé gan dau sao - a Hoi s0).

Toan bd van ban @én ca nhan Co téng s6 2 van ban Trang1 4 1B D

Xuat hién danh sach vin ban dén qua dudng mang.
Tich vao van ban dé xem ndi dung thong tin van ban.
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Loai van ban: |Cﬁng van V‘ Linh wre: | v
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MNgwei nhap: Mguyén Thi Bich

Tép chira ndi dung toan van cua van ban

HI Choose Files |Nn file chosen |'.-J'

¥ierrdor B2 #

Ta nhan nGt Ghi lai (F8) dé hoan tat qua trinh vao s6 van ban.

1.2.4. Tao b&o c4o in sb

Chtic niang Béo céo va in s6 cho phép vin thu thuc hién théng ké va theo
d6i toan bo van ban dén co quan theo nhitng khoang thoi gian cu thé.

Buéc 1: Chon Béo céo va in s6\ S6 chuan ciaa Cuc vin thw

— Bdo cdo vain sb

|sé chuan cua Cuc van thu I

S6 ¢6 in qua trinh XL (QTXL)

$6 ¢6 in QTXL & Ghi chi

BC Tinh hinh x&r Iy VB dén (VPCP)
BC theo ddi GQ van ban dén

BC giao viéc theo phong ban

BC van ban qua mang

Buéc 2: Giao dién tao bao céo hién thi

Nguoi st dung lra chon céc tiéu chi can tao 1ap béo c&o va nhan nat Chdp nhan.
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Hoac nhap chudt vao d¢ an ban dé Xem ndi dung chi tiét
a ap ot vao dong van ban ac 0 g (¥
Vin ban ché xiv Iy [==e}
Chuy&n XL  Chuyén theo d& xudt  Cép nhit théng tin xir Iy VBY Tao di thao ¥ Drwra vao HSCV Trang 1 41 p D
o sédén Ngay dén S6 ky hiéu Co quan ban hanh Trich yéu Thoi :1);?" xF  Ngwoi chuyén VB
Ol 25 22/02/2019 DS/KH-UBND UBND tinh Bién Bién =& nfigfh ban cizo quan If pnan mém Nguy&n Thi Bich
wriE aLviiscy

Co6 tdng s 1 van ban

Trang1 <4 1 p l:l

Chon tryc tiép van ban dé tai van ban hoic xem tryuc tiép bang trinh duyét,
chon (#'d¢ xem van ban bang phan mém doc van
ban.
Vin ban dén [}
ﬂ% Quay 7én XFlj  Chuyén PHXL  Cép nhatthéng tin PHXL X(Flyvanban ¥  GU¥i vdn banv

Van ban déwqua mang ngay 02/05/2019 07:19

Cac théng tin co ban

S van ban- Céng van dén Sh dén- 1947
Cor guan ban hanh VB: S& Ni v Ceor quan chi quan: S& Néi Vu
S8/ ky hidu: 539/SNV-CCVC Mgay ban hanh: 26/04/2019
Mgay dén- 02/05/2019 Loai van ban: Céng van
Trich yéu: Vv bao cao thuc hign Chi thi sb 33/2008/CT-TTg ngay 20/11/2008 clia Tha twéng Chinh phd
Ngwéi ky: Lé Hiku Khang Linh wwre:
S ban- S trang:
Tinh chét van ban: Thwing Phwirng thire nhdn: Thing thwdng
La van ban QPPL: Mire dd quan trong: Thwéng

Nguéi nhdp: Nguyén Thi Bich
Hai dap cla van ban di:
Cén tra |&i bing VB dic Co Vin ban cén phai xiv j- Co
@ Tép chira ndi dung toan vén cia van ban

Chon Chuyeén xir ly dé chuyén van ban cho Phong Chuyén mon xu ly >
Giri van ban

.
CIChuyén dé& xuéat Y klén XU Iy
Théng tin chuyén xir Iy védn ban
.. |Van phang tham muu. Thanh trg-ahAihan v
¥ kién X Iy Phong CM xu ly )

Van Phang - IS RV
Ca nhéan tiep nhan

Bon vi nhan xdr y:

: : xu ly —_—
Mguyén Anh Tudn_VP =
MNgw&i nhan xd ly:
4

Han xi¥ ly-  nhap sé ngay: Han xtr |y ’:E

Danh sach ngwei phéi hop xie Iy

Phéng Thanh tra Phong CM phéi hop l__;v

Ben vi phéi hop i Iy

Tran Van Thoa A A A |
Nquéi phéi hop XL: Ca nhan phoi hop ]

Danh sach ngw&i nhan tham khao

[ o



Danh sach ngwei nhan tham khao

C4 nhan xem dé biét 'h—-z

Mgui nhan:

Gurivan ban | Hay bo

3. Vi tri Lanh dao phong chuyén mén

Tuong ty Lanh dao co quan/ don vi, Lanh dao phong chuyén mon khi
nhan duoc van ban co thé truc tiép ket thuc xir ly hoac chuyén cho ngudi khac
Xt ly.
~Ngoai ra, Lanh dao phong chuyén mon con c6 j[hé tao van ban dy thao
ké thira van ban dén d¢ tham muu truc tiep (Xem chi tiet phan I1-muc 1-TH2)

4. Vi tri Chuyén vién
4.1. Xir Iy vin ban dén
Budc 1: Sau khi da dang nhap, chon Vin bdn dén/ Viin ban cho xii y

P Y o/ PHAN MEM QUAN LY VAN BAN VA HO SO CONG VIEC ’ A
-, !r S0 THONG TIN VA TRUYEN THONG DIEN BIEN s
B I Vo W X
L& Thi Kidu Trang [ Thoat]

CHUC NANG

Van ban dén trong ngay

Trang chi | Danh muy|

Cac cong viéc can giai quyét

Van bén cé gén dau sao VAN BAN DEN

Van ban dén néi bd

Toan bd van ban dén co quan

— VAN BAN XUF LY CA NHAN (7)
an ban cho xir I (7)
+ Van ban dang x& Iy
+ Vin ban da x Iy
an ban da Uy quyén xir Ij
Van ban a3 chuyén xi¥ I
Van ban da chuyén xi¥ Iy trong ngay
+ VAN BAN BE BIET
+ VAN BAN BE PHOI HOP

C6 20 van ban d3 dén trong ngay clia cg4

C6 11 van ban d3 qua hanx(#"tla toan co quan

=0 van ban qua han
- 7van ban khdng cé han
- 0van ban cé han

+ C6 1 van ban tir Van thw giri dén
+ €6 6 van ban cho y kién giai quyét
C6 185 van ban phéi hop xir Ij

C6 26 van ban nhan Gé biét

+ VAN BAN XU LY CO QUAN

Buwoc 2: Tai giao dién danh sach Vén ban che xa ly, cho chuot vao tép
dinh kém doc ndi1 dung van ban.

[ vin ban cher xe iy
Chuydn XL Cép nhét thdng tin xi¥ Iy VB ¥ Tao dw thao ¥ Bra vao HSCV Trang 1 41)p I:‘

sédén  Ngay dén $6 ky higu Co quan ban hanh Trich yéu i :‘;—‘” XP yowdi chuyén VB
tang cuc‘mg{

n e s g
¢ bién phap bao dam doén tét Pham Thanh Nam

i
1 047 " . e hin
= [wi 273 11/01/2019 95/UBND-NC UBND tinh Bign Bién Nguyén dan Ky Hei nam 2019

v
Trang 1 41)p l:‘

Cé téng sé 1 van ban

Buwéc 3: Bam chuot vao Trich yéu van ban can xir Iy xuat hién giao dién.
Bwoc 4: Tai giao dién chi tiét van ban, tich chon nat X Iy van bdn xuat

hién giao dién sau:




l Viin ban dén (3] (=}

o Quaylal | Xirly vin bin v
Van ban dén qua mang ngay 1

Céc théng tin co ban

S6 van ban

Sé ! ky hiéu

Ngay dén

Trich yéu

Linh vue

Ngudl ky

Tinh chét van ban

Ngué&inhdp

Hl ddp cta van ban di

Cdn tra 161 biing VB 4l

€ Cac théng tin xiv ly van ban
Tinh trang x& Iv VB

Guri van banv

1/01/2019 10:51

Coéng van dén Sé aén

95/UBND-NC Co quan ban hanh VB
11/01/2019 Ngay ban hanh
tang cudng céc bidn phap bao dam d6n tét Nguydn dan Ky Hoi nam 2019

Loai van ban
Lé Van Quy Churc vy

Thuéng Phuong thire nhan

Nguydn Thi Bich

Co Vin ban cln phai xir ly

€ Tép chiva ngi dung todn van clia van ban

95d0c = (&

Dana XL

273
UBND tinh Dién Bién
10/01/2019

Coéng van

Phé Chad tich
Théng thuéng

Co

Pé xir Iy van ban chon Tao dw thao hoic tao Ho so' cong viéc.

,;'I—'. Quay i | Xir 1y vhn ban ¥
Wan ban 34| Teodwthdo  Tao HSCV

Giri vn tin ¥

Cac thong tin co ban
56 vin ban
56 1 ky hidu
Mgy dén
Trich yéu
Linh wurc
MNaurdd ky
Tinh chdt vin bdn
Ngurési nhdp
Héi dap cia van ban di
Cén trd 16 bing VB di

Céng vin dén 56 dén
S5UBMD-NC Cor quan ban hanh VB:
180172019 Mgy ban hinh
1ang curdng cdc bidn phap bao dim dén 18t Nguyén din Ky Hoi nam 2019

Loai win bin
L& Van Quy Chire vy
Thirdmg Phureng thore nhdn

Mguydn Thi Bich

Cé Win bédn can phal xir

@ Tép chira ndi dung todn vin cia vin ban

#95d0c = [

273
UEBND tinh Eién Bién
1000172019

Cidng van

Phé Chi tich
Thing thudng

Cd

~ Bugc 5: Nhan nit Tgo dur thédo dé soan thao van ban tra 1oi cho van ban
den (Xem chi tiet phan 1H-myc 1-TH1)

4.2. Phoi

hop xi ly

Trong truong hop Chuyén vién déng vai tro 1a nguoi phdi hop Véi
Chuyén vién khac dé xur 1y van ban.
Buwéc 1: Trén giao dién cua Vin ban dén, tai chirc nang “Vin ban lién
quan” nhay chudt vao chiic ning “Vian ban phéi hep xir ly”, giao dién 1am

viéc chinh hién

thi cac van ban can phdi hop:

Bugc 2: Tai giao dién nay, Chuyén vién danh dau chon van ban can xir ly
va nhan nat Cap nhat thong tin PHXL dé chuyén gop y cho chuyén vién khac.

Khi do giao di¢

Nguyén Kim Anh [ Thodt]

CHUC NANG |

Vién ban chér xir ty
van ban cb 9dn cdu sao W

VB 43 chuyén

VB Sang xir Iy

Todn bd van bén dén

van bdn &én rong nody

Van ban én quan A
van b3n xem &6 biét

van bin phéi hop xir Iy

Tra cu van ban ¥

Loc van ban

n gop y hién thi

Trang chii | Danh myc | Van ban dén | Xir iy cdng viéc | Van ban di | Théng tin téng hgp |1

Van ban phéi hop xi Iy
|[Chuyén van ban|Cap nht théng tin PHA
[ r Nody ky

B xem] 39

S hidu gbc Cor quan ban hanh

"r— ) 12201V 10082011 Chinh phs

Cé téng s6 1 vén ban

Q

Trich yéu

Trang 1

y phi

Trang 1

Tr

41)

ang thal

Chua gép

4: )



Buwgc 3: Chuyén vién phdi hop nhap y kién dong gop va nhan nat Chap
nhan d& gui gép y cia minh cho chuyén vién xa 1y chinh vian ban.

Y kién phéi hop xir Iy:

-

© Gan tép van ban

Chon tép | Khéng c6 tép nao duoc chon |1'—'

%hén Huy bo

4.3. Vin bén dé biét , o
Nguoi s dung nhén cac van ban co ’tl’nh chat nhan dé biét o
Chon Van ban nhan dé biet & Xuat hién danh sach van ban nhan dé biét

VAN BAN DEN

CO 67 van ban ch xF Iy
- 0 van ban qua han
- 64 van ban khéng ¢ han
- 3 van ban cd han

C& 43 van ban phdi hop xF If

C4 7 van ban nhan d& bidt

Tich chon vin ban va 4n nat Pa xem hoic Cho y kién.

Danh sach vdn ban nhan dé biét chwra xem

19/03/2019
8] 14/03/2019

] 11103
1oz
¥ 01/0312019

] 05/01/2019

] 03/01/2019

] 2511212018

Co tong s6 7 van ban

S0/ ky hiéu Noi giFi

666/UBND-KGVX UBND tinh Dién Bién
313/STC-QLNS S Tai chinh

587/UBND-KGVX UBND tinh Bién Bién
515/UBND-TH  UBND tinh Bién Bién

4/QD-UBND UBND tinh Dién Bién

1973/SNV -CCVC $& Noi vu

1944/TB-HDTNN  $& Ndi vu

Trich yéu

Viv thrc hién ché dé bao cdo theo quy dinh tai
Théng twr 50 07/2017/TT-BKHDT clia B& K& hoach
va Bau tie.

Viv bao céo tinh hinh mua sam sira chiFa, diu tw
cdc cong trinh stk dung ngudn kinh phi st nghiép
thudc ngan sach dia phwong tie 2015 dén 2019
Viv trién khai thwc hién Quyét dinh cda Thi téng
Chinh phii phé duyét D& én hd tre thong tin, tuyén
truyén vé dan toc, ton gido

bédo cdo gidm sat danh gid ddu tw nam 2018

thanh Iap Ban Chi dao phat trién ddi twong tham
gia BHXH, BHYT, bao hiém thdt nghiép (BHTN) tinh
Dién Bién

Vv triéu tap cong chire dw thi ndng ngach 1én
chuyén vién cao cap nam 2018

Théng bao két qua diém thi ndng ngach cong chikc
Ién chuyén vién chinh nam 2018 tinh Dién Bién

111- QUY TRINH XU LY VAN BAN DI

1. Vi tri Chuyén vién
Tai vi tri Chuyén vién co6 2 truong hop:
a. Du thao van ban tham muu khi c¢6 ké thira vin ban dén.
b. Dy thao van ban tham muu méi (khdng ké thira vin ban dén).

- TH1: Dy théo van ban tham muu c6 su ké thira ciia van ban dén

Trang 1 4 1 } D
Ny xir Iy Trang thai x(F Iy
vii Hng Gam Chura xt? Iy
X Da xir Iy
Nguyen Thi Phwong {qué han)
Tran Thi Ha;Nguyén Cao  BDang x(¥ Iy
Thwong (trong han)
A N Ba xir Iy
Vi Hong Gam {qua han)
Nguyén Chau Loan B Xk 1y
{d@ing han)
Nguyén Thi Pang xir I§
. z - o X ly
Phwong;Nguyen Thi
Dung (trong han)
5 " Da Xt 1y
Nguyen Thi Dung {dting han)
Trang1 4 1 [I




M¢ khung xtr Iy Vin ban dén trén thanh cong cu
» ——
B i, R

- Van ban dén*

Van ban den Xt ly cong viéc Van ban di TT téng hop VA0 ban chdr xir 1§ (20)
(% Van ban phdi hop x{ 1y (10)
. & ‘-"\/J an ban phoi hop x&r 1y (10)
By - £ Van ban nhan dé biét (3)
Danh muc Nhac viéi " - Tro gitp b
~ 2 A x N 8 b8 cin x
Van ban den Van ban ndi b can xem (2)

Van ban dén quan trong W (0)
+ Hé so cong viéc
+ Van ban di*

Trong giao dién Vin ban dén cho xir Iy chon Vian ban can ké thira dé tao
van ban tham muu = Tao dw thio

) . =
C3pnhitthéng tin xir Iy VBY  Taegu thio¥  Dua vo HSCV Tang1 4 1P
6 ky higu Co quan ban hanh Trich yéu Theihanx¥  yoii chuyén VB
Viv didu chinh hach todn kinh phi ngubn ca
011022019 295UBND-KT  UBND tinh Dién Bién céch thin long g3 giao tai Quydt dinh s6 Nguy®n Anh Tudn_vP

1228/QD-UBND ngay 06/12/2018 cia UBND
tinh sang nién do nqiln sach nbm 2019

Dién thong tin lién quan dén vin ban tham muu can dy thao dé trinh
Lanh dao phong xét duyét

[E V&n ban dwe thao (]
Quay lai Ghi lai Sao chép VBDT mdai Chuyén ky duyét Xba VBDT

(1 Phat hanh kém tép VB dén

Ngay tao: [12/02/2019 ]
La v&n ban QPPL. @ Khéng Co Mgay c8p nhat: 03:58 CH 12/02/2019
Ngu&i soan thao: (gia dinh) Chuyén Vién Bon vi soan thao: van Phéng
Ma VB dw thao: DT299
Loai van ban:" [Céng van ~

. v didu chinh hach todn kinh phi ngudn cai cach tién lrong d3 giao tai Quyét dinh sé 1228/QB-UBND ngay 06/12/2018 cia UBND tinh
Trich yéu" |sang nién @& ngan sach nam 2019

2]
|

Nguwi ky: [(gia dinh) Lanh dao S& ~ Chuire vu: [Giam Béc
. ~|
Danh sach xin y kién:
=
Thei han cho § kién: ﬁ Trang thai: Pang soan thac

Tép VB bar . Chwa gén tép vin ban

@ Lién két van ban

Van bén dén | )54 ki hidu: 295/UBND-KT Thém link vin bin dén
D Noi nhin
) Theo déi hdi bao
® Khéng theo dbi hdi bio © Theo dai héi bia

) Théng tin D thac
¥ kién Binh kém tap
| Chon tép |K'|6'|g ..oz chgn || Chon t2p ‘ Khéng cb...oc chon || Chen tép | Khiing cb... o chon H
A Chon tdp | Khéng &6_..0c chan
Npay gide Ny tao ¥ kidn Nguréi nhin
. “u dizu chinh hach tean kinh phi nguon cal cach ten luong da giso tal Quyet dinh 5o 1223Q0-USND npay
11/02/2019 10:25 PM Nguy&n Thi Phuong 08122015 cua UBND tinh sang nien do ngan sach nam 2018.dog B X 7

® Nguwéi chiu trach nhigm vé néi dung

Danh sdch ngueéri nhén: | | Chuyén xielj

Quay lai | | Ghilai || a0 chép VBDT méi | | Chuyén by duyét | | Xéa VEDT
Luwu y: Céc vi tri c6 diu * khong duoc bo trong
- TH2: Du thao van ban di méi (khong c6 su ké thira ciia vian ban dén)
Mo khung Xir ly cdng viéc trén thanh cong cu
Trang chi | Danh myc | Vin bin dén | Xir Iy congvidc | Vi bin di | Thang tin tong hop
2

~ Xu ly cong viec

- - R =

Vin ban dén Xw ly cong viéc Van ban di TT téng hop

B v ()

Danh muc Nhic viéc Tro chuyén Tro gitp




Trong khung Xir ly cong viéc chon Nhap méi VBDT

=] Céc céng viic can giai quyét

[ PHIEU YEU CAU — HO SO CONG VIEC [ VAN BAN DU THAO
1 Hd s0 % I chinh 2VBDT chd xir Iy

21 Hb so phéi hop xiF I
Pién thong tin lién quan dén vin ban tham muu can du thao dé trinh
Lanh dao phong xét duyét
= Van ban dv thao F‘I

Quaylsi | Ghilai | Saochép VEDT méi = Chuyén ky duyét | Xéa VBDT
Phét hanh kém tép B dén

Ngay so: PEIDS2018 |
La vén bén QPPL: @ Khéng O €6 Ngay cép nhét: 10:39 CH 26/05/2010

Mgui sosn thie: Mguyén Thi Phugng Bon vi soan thie: VN Phang
MS VB di thée: DT9E8

Losi van ban:* k:éng vEn vl

Tham gia ¥ ki€n vao Nghi dinh chinh phi
Trich ydu:*

Nguii kj: [Chu Xusin Tnrimg v| Chic vy [3idm Déc

[

Danh sdch xin § kién:

P
Théi han che § kidn: 'ﬂ Trang théi: Dang sogn théo
Tég VE bsn mank: Chura oin t&p vin bin

@ Lién két vin bin
O Noinhin

© Theo ddi hdi bao

& Théng tin Dw thio

¥ Kién Binh kém tép
| Chon tép | Khéng cé...oc chon H Chon tép | Khéng ¢é...o¢ chon || Chon tép | Khéng cd...gc chon
L | Chon tép | Khéing c6...gc chon | H
Ngdy gite Ngui tao ¥ kidn Ngui nhin
SRIDSD13 1039 PM Nguyén Thi Phuong D 82586T583008T1218T fle-nsme docx B5f B x /

+

@ Ngwéi chiu trach nhiém vé néi dung

Danh séch ngudi nhan | ~ | | Chuyén xiv Ij

Luru y: Céc vi tri ¢6 dau * khong duoc bo trong
Sau khi dién day du thong tin van ban can du thao tham muu. Lua chon
ngudi Xi ly van ban (trinh Lanh dao phong xét duyét)

@ Ngudi chiu trich nhiém vé néi dung
Danh séch ngudi nhdn: l \vﬁuyh. Iy

_Trong giao dién nguoi nhan chon Phong, ban - Ngwoi nhan trinh duyét
- Dbongy
[Tim kiém |

Danh sach dom vi

Ban Giam Péc -
Van Phing

Ban bién tap

Phéng Blru chinh - Vién théng

Phéng Blo chi - Xut ban

Phong Cpng nghé thdng tin

Phéng Ke Hoach - Tai Chinh

Phong Thanh tra

Trung tam Céng nghé Théng tin va Truyén théng

Danh sach nhan s theo don vi

Nguyén Thi Bich =
Tran Xuih Cudng
Nguyén Tjhi Dung




Xéc nhan Chuyén xir ly

© Ngwoi chiu trach nhigm vé néi dung

Danh sach ngudi nhan: [Nguy&n Anh Tun_VP) v || Chuyén xi Iy
Luwu y: Trong truong hop tham muu truc tiép cho Lanh dao ky duyét
khdng can qua xét duyét thi lya chon Chuyén Ky duyét dé trinh tryc tiép cho
ngudi Ky duyét van ban
 Nguwéichiu trach nhiém vé ndi dung

Danh sach ngw&i nhan: |Nguy§n Agh Tudn_VFA| ~ | Chuyén xi¢ Iy

Quay lai Ghilai  %ao chép VBDT moi m duyét Xoa VBDT

2. Vi tri Lanh dao phong chuyén mén

Tai vi tri Lanh dao phong chuyén mon ¢ thé khai tai van ban tham
muu mai hoac van ban chi dao diéu hanh tham muu mdi, cac budc thuc hién
giong vi tri Chuyén vién (muc 1-TH2).

[® Céc cong viéc can gidi quyét

PHIEU YEU CAU HO SO CONG VIEC VAN BAY DI THAO
wnip i T

1VBODT chir xir Ij
Khi ¢6 van ban tir Chuyén vién gui dén Lanh dao phong chuyén mon
mo& xem ndi dung van ban. Van ban s€ ¢ khung Xi ly cong viéc > VBDT cho
Xt ly tham muru lién quan.

B Cic cing viéc can giai quyét

PHIEU YEU CAU HO SO CONG WIEC VAN BAN DUF THAO
[

1 tdn dang dy thdo

1 WBOT a3 chuydin x0r Iy (1 ngudn chuydn tdp)

Chon vin ban can xi ly
e

# # MNgaytao  MEDT Nguiri soan thao Nguedi ki \ Trich yéu

gz 20082018 DT232  Mguyén Thi Dung Chu Xudn Trudng W& vic bd nhiém lsi cng chirc (Mguyén Thi Hidn)
)

Xem noi dung > dua ra huéng giai quyét. Chon biéu tuong * dé doc va sira
tép tin (may tinh phdi cai phan mém BTE Adappter)

Luwu y: Sau khi stra noi dung cua file, phai luu lai sau d6 méi chuyén lai
cho Chuyén vién, tranh trueong hop thao tac khong ding quy trinh ndi dung da
sua khong ghi lai tai vi tri Chuyén vién.

Sau khi stra noi dung cuia van ban chuyén cho ngudi khac xu 1y chuong
trinh s& xuat hién bang twong tac, chon thém y kién xir ly dé file duoc cap nhat.

- 113.160.144.110:8083 cho biét

Y ki&n xr ly:

L | ‘
1

Ex -




Tép da chinh sira s& dugc dinh kém tiép vao phan Thong tin dw thao theo
dinh dang: Tén_tép(nguoi sura)(ngay gio sura)

5 Théng tin Dy thio
¥ kién Binh kém tép
| Chon tép | Khéng c6...gt chon || Chon tép | Khéng cé...g¢ chon “ Chon tép | Khéng cé...g¢ chon H
A Chon tép | Khéng cd.._gc chon
Npay gitr Ngui tao ¥ kién Ngui nhan
2005/2019 08:54 AM Nguyn Thi Dung ) Bontiem i o ¢ Nouyen T tien doc 257 5
) + Trinh 1&nh dzo VP
20/05/201% 08:54 AM Mguyén Thi Dung = L& Thi Kigu Trang
23/05/2019 15:04:44 & Thi Kigu Trang 1) Bo nhiem Isi d.c Nguyen Thi Hien(irs Stit)23.056.2018 15h04p4d).doc B
o + Trinh &ng chi CVR
23/05/201% 03:04 PM L& Thi Kigu Trang ‘.I;L;.'En Anh Tuér_'\,-'F'

Lanh dao phong chuyén mon c6 hai tinh hudng xu ly:
- TH1: Néu chua dat yéu cau thi chuyén lai Chuyén vién chinh sira.

@ Ngui¥i chiu trach nhiém vé ndi dung

Danh sach nguri nhdn: Pguyén Chéu Loan| v én xiF Ij

R [t e T = —
- TH2: Néu dat yéu cau trinh Lanh dao don vi ky duyét (hoac truc tiép

sua va trinh Lanh dao don vi ky duyét).

) Mgwi chiu trach nhiém vé ndi dung

Danh sach ngu&i?hég:\hlguyén Chéu Loan v | | Chuyén xi Ij
Quaylai | Ghilsi | SaochépVEDT méi | "Xy duydt | XoaVEDT

3. Vi tri Lanh dao co quan/don vi
Lanh dao don vi nhan van ban tr Lanh dao phong chuyén mon, cac
giao dién lam viéc giong nhu Lanh dao phong chuyén moén va Chuyén vién.

[=] Cac cong viéc can giai quyét

— PHIEU YEU CAU — HO SO CONG VIEC — VAN BAN DI THAO

Nhap méi PYC Nhap méi HSXLVB ¥ Nhap mdi VBDT
Nhdp m&i HSGQCWV

= 1 Wan ban ché ki duyét
Lanh dao don vi ciing ¢6 hai tinh huong xu ly:
£ & MNpaytao MaDT Noui soan thao Nguwéi ky

Trich yéu Cang viéc
=] 281052018 OTEEE L& Ti Kieu Trang Chu Xusn Trugng. \m gia du thao Nghi dinh Chirh ph Ché o duyét
(-]

- TH1: Néu chua dat yéu cau thi chuyén lai yéu cau Phong chuyén mén
sua lai (hoac Yéu cau soan thao lai)

& Mguwi chiu trach nhiém vé ndi dung

Ciznh 28gh nguii nhan: '_é Thi Kigu Trang v | | Chuyén xiv Iy

Quay lai || Ghilai Yéu cAu sban thao lai Hy duyét
- TH2: Néu dat thi chon ® xac nhan vin ban ban hanh (hoic chon biéu
twong * truc tiép sta rdi xac nhan vin ban ban hanh).
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Chon Ky duyét dé xac nhan ky vin ban
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Danh sach ngurdi nnén: |Wéu Trang v | | Chuyén xir Iy
Quaylai | Ghilai Yéu cau soan thao lai Ky duyét
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& Théng tin Dy thao
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Quay lai Ghi lai Chujrén Van thw CGQ

4. Vi tri Van thu

Trong Trang chi chon khung Van ban di

+ Van ban dén’

Vanbandi [~
S ® - @ VanE

Nhic viéc Trd chuyén Hom thw cong Tro gidp

Vén ban dén Van ban di

hann (14

Van ban can xem (1)

Van bdn quan trong W (0,

Chon Van ban cho ban hanh

V&n ban chix ban hanh (14

Danh sach vin ban cho ban hanh

Vaos3VE | Themmei | XeaVE | (8§ Tang1 410 [ ]

Vo 6 van bin

Loai van ban Bon vi ban hanh Trich yéu Nguwéi soan thao Nguwéi ky

Vin ban chua gli qua mang

Vv @iéu cn\nn hach toan Kinh phi ngudin ¢3i cach tién \uong da

@] Céng van Va&n Phéng giao tai Quyét dinh 56 1228/QB-UBND ngdy 06/12/2012 cla (gia dinh) Chuyén Vién (gia dinh) Lanh dg0 S&

UBND finh sang nién 38 ngdn sach nam 2019

Circan bo phu\ hop tham gia thanh tra, Kiém tra tin s vo tuysn
dién

D3 gl VB qua mang

V&n ban tra lai

@) Céngvan Phéng Thanh tra Trin Van Thoa Mauyén Hing Cudng

Toan bd van ban
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Chon Ghi lai dé x&c nhan théng tin




24/05/201\17-08 MguyEn Hing Cudng

-
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IV- MOT SO UNG DUNG THUONG DUNG

1. Tao Hb so, Phiéu yéu cau xir ly cong viéc

Trong qua trinh thyc hién nhiém vu ngudi ding c6 thé tao ra cac Ho so
giai quyet céng viéc/xir Iy cong viéc/van ban lién quan/phiéu yéu cau giai
quyét cong viéc dé thuan tién trong cong tac chuyén moén. Cach lam nhu sau:

1.1 Phiéu yéu cau:
Trong giao dién Xur ly céng viéc chon Nhap meéi PYC

L [® Cac cong viéc can giai quyét

PHIEU ¥EU cAu HO SO CONG VIEC VAN BAN DU THAO
Nbip mi PYC

%hong tln lién quan = Luu & Chuyén xir ly

Quay lai Ghi lai Lru & chuyén XL

Ngay gie cap nhat: 11:53 CH [12/02/2019 |
Ma phidu: PYC1

Ngusi Iap phiéu: (gia dinh) Lanh dao S&

Ngusi yéu cu: [(gia dinh) Lanh dao S& ~|

X0 Iy chinh:® |(gié dinh) LAnh dac Van phéng V|
Phéi hop xtr Iy: [(gia dinh) Chuyén Vién ~|
Thei han xtr Iy:* [20/02/2015 i |

Tham muwu bdc cdo tham luan giac ban thang 2 véi BS
Ngi dung céng viéc:®

@ Tép kém theo

HI Chon tép | Khéng co tép nac duoc chon PJ'

Nguoi nhan s& thuc hién theo ngi dung cta Phiéu yéu cu

= Phiéu yéu cau chwa xi ly <]
Nhap mé&i PYC Trang1 < 1 b [ |
Ngay tao M3 Théihan XL Ngwoi 1ap Nguwéi xie Iy chinh NGi dung céng viéc Tinh trang

(gia dinh) Lanh dao

\An phang Tham muru bao cao tham ludn giao ban thang 2 v&i BS Chura i 1y

12/02/2019 PYC1 20/02/2012 (gia dinh) L&nh dao S&

Co téng s6 1 phiéu yéu cau

1.2 Ho so xir ly cdng viéc, giai quyét cong vige, vin ban lién quan
Trong giao dién Xir Iy cong viéc tao Ho so' can st dung

' ‘Cac c6ng viéc can giai quyét

PHIEU YEU CAU HO SO CONG VIEC VAN BAN DY THAO
Nha i HSGQCV
1PYCchd xir ly Bie Mot HICH 1 Van ban dang duy thao
Nhip m&i HSVBLQ

1 VBDT @3 chuyén xr 1 (1@ ngudi chuyén tiép)
bién thong tin lién quan - Ghi lai

Ho s cong viec M
Quaylai | Ghilai (F8)
Loai h6 507 H8 s gidi quyét céng vide Ky higu hé s GIHSGOCY
NGi dung:
y
Ngdy tao hé so* [26/02/2019 | Han @ 1j: | i
Tiéu @ nd sow [VEn ban Gén thang 02/2019 |
Lanh dao phu frach: |Nguyén Anh Tudn_VP v| Chuyén vién x Iy chinh:* |Nguyén Chéu Loan v \
v

Chuyén vién phdi hop: |Nguyén Thi Dung; Tran Xun Cuwdng, Nguyén Thi Phurong, Nguyén Thi Bich; L& Thi Kiu Trang, Nguyén Thi Hién

Tinh trang x(r Iy Bang XL Ngudi tao Nguyén Chau Loan




Thém mdéi cac dix liéu lién quan vao Ho so

VAN BAN DIf THAO (0) | PHIEUTRINH(0) TRAOBOIGOPY(0) VAN BANLIEN QUAN (0) VAN BAN PHAT HANH  KET THOC HO SO

Thém ma

2. Tra ciru van ban

2.1 Viin ban dén

Tuy vao muc dich tra ctru hé thong cho phép ngudi dung tra ciu ho so
van ban den theo nhiéu phuong an khac nhau
— Tra ciru van ban
Toan bd van ban
Theo s van ban
Theao loai van ban
Theo co quan ban hanh
Theo ngay ban hanh
Theo d5 khan
“Wan ban quan trong
Theo ngudi =0 Iy chinh
Theo tinh trang =0 Iy
Tra ciru theo tidu thirc

Tra clru van ban gén

| (&'}
Hoac dung tién ich tim kiém nang cao dé thuc hién viéc tra ctiru
Tra c(ru van ban dén

[Théng tu] 4%..‘

Dlen t|eu ch| tim kiém - cang chi tiét két qua cang chinh xéac

Ngam dinh tim treng CSDL hign tai, dé thay d6i nhén vio day: )
Tir kh6a bat ky: [Thong tw |

S6 dén theo sé: tir sé | dén sé: | ‘

36, ky higu gée: |

Ngay dén: tLr:|

|
|
.ﬁ dén:| ﬁ
Ngay ban hanh: ttr:| Eﬁ dén:| Eﬁ
~|
v
v
|

58 van ban: |

Co quan ban hanh: |B|§ Théng tin va Truyén thang V|
Loai van ban: ‘ Linh wure: | v|
Ngui xir Iy | Nguai ky: v|
Tinh trang x{r Iy: ‘ Tép dinh kém: | v ‘
Trich yéu: ‘ ‘
Chap nhan
Tim trong CSDL hién tai ¢6 1 v&n ban B in két qua tim kiém
Didu kién sip x&p: Tang dén theo ngay nhan
50
# # # ﬂin Ngaynhan & Ngay BH$ 86, ky hiéu C%ﬁﬁ" Trich yéu Ngeévimoi xir 1y
W
& BOTNOND s
i 182018TT- fin v 8ng twr siva a8i, bé sung mot sb didu cla 1T sb 46/2016MMT-BTTTT ngdy 26122016¢0a
ﬂr i): D T 02/01/2019 20M12/2018 BTTTT T B& trucrng BG TTTT quy dinh danh muc thiét bi VTD duge mién glay phép sif dung thn s Vi van Canh
- fhn:n VTB, digu kién ki thuat va khai thac kém theo

2.2 Van ban di

Tuy vao muyc dich tra cau h¢ thdng cho phép nguoi dung tra cau hd so
van ban di theo nhi¢u phuong an khac nhau



= Tra ctru van ban di
Toan bd van ban
Theo s6 v&n ban
Theo loai VB
Theo ngurdi ky
Theo nguéri soan thio
Theo don vi soan thao
Theo don vi ban hanh
Danh sach van ban ndi bd
Theo dd quan trong
Theo d khin
Theo d& mat
Tra ciru theo tiéu thire
Tra clru van ban di
| ¢a can tim Q
= A ’

Hozc dung tién ich tim kiém nang cao dé thyc hién viéc tra cau

Tra clru van ban di

y kién —a

kiém vin ban dén theo tiéu thirc

Ngam dinh tim trong CSDL hién tai, & thay d8i nhén vac day: o
Tir khéa bét ky: |xin y kién| J
56 thit tw theo sb- | = |
Sé/ ky higu VB- | | S5 van ban: | ~]
Mgy ban hanh tir: EH dén: E
Loai wvan ban ‘ V| MNgueéi ky | V\
Bon vi soan thao ‘ Vl Ngu&i soan | ~ ‘
Bon vi ban hanh: ‘ Vl Linh vue | V‘
L& vEn ban QPPL: 0 Khéng ' Co ®Van ban di 0 Van ban ndi bé
Tép dinh kem: | v
Noi nhan: | ~]
Trich yéu ‘ |
Chép nhan
Tim trong CSDL hi&n tai €6 13 van ban In két qua tim kiém
Diéu kién sap xép: Tang d&n theo ngay ban hanh
# SDCVB Ngay BH & S8, ky hiéu NgWer ky Trich yéu Ngéi S0an thao
r T 551 2m202018  1FHSTITT Vi Anh Diing Céng van tham gia vao phidu xin y kién Pham Thi Quyén
cmso asmoie ST oudn g Cuong e e e i st s VIS g0 L8m Thi Thanh Ha
- mno ST 1290/STTTT- Alr K Ui Feafunn Viv xin § kién tham gia vao D thao Ké hoach Thong tin adi ngoai tinh | A Thi Wire This

2.3 Théng tin tong hop
Theo co quan

2 8

Cor quan CA nhan

+ TITH Van ban dén

= TTTH Van ban di
“an ban phat hanh trong ngay
“&n ban phit hanh trong ndm
“&n ban dang theo dai hdi bao
Wan ban d& két tnic hdi bao
Bao cao tng hop vin ban di

+ Bio cdo van ban dén

+ Bao cdo van ban di

+ Bido cdo hd so cong viéc

+ Bao cdo tinh hinh sir dung PM

+ Nhat ky truy cép

+ Nhét ky cong viéc

Theo ca nhan




Co quan Ca nhan

— TTTH Van ban dén
Wan ban chura xiF Iy
Wan ban dang x(r Iy
VAN ban dang %0 Y (qua han)
“an ban da xir Iy (dung han)
“an ban da xir Iy (qua han)
TTTH Van ban di
Béo cdo vén ban dén
Bdo cdo van ban di
Béo cdo h s cong viéc
Nhit ky truy cap

Nhit ky cong viéc ca nhan

+ + + + + +

3. Vin ban phoi hop, xem dé biét
Dbi voi van ban can phdi hop (tham gia ¥ kién) hay xem dé biét nguoi
dung xtr 1y nhu sau:

3.1 Vin ban dén
| chocwane ]

VEn ban Gén trong ngay

Van ban ¢ gan déu sao

ToanbdvAnbandéncanhdn 00— em s e s ccc———————
— VAN BAN XUr LY CA NHAN

Van ban chd xir Iy

+ Van ban dang x Iy
4+ Van ban da xir Iy
Van ban da dy quyén xir 1y 1 < 2 A A 1A 1
V&n ban da chuyén xir Iy ] — YEI_l P_ali iifll iif Pie_t _____ :
VN ban a3 chuyén xi Iy trong}ir/l
+ VANBANPEBET -~  ITTTTEEEEEsssssssssssssss

+ VAN BAN BE PHOI HOP — Vin ban dén phéi hop L
|

+ Tra ciru van ban

Tra ciru van ban dén

s
* Vian ban phoi hgp xi ly
Co 2 phuong an:

Chuyén nguoi khac phdi hep xir ly

E Vin ban chua phéi hop xi ly 1
Cf PHXL  Cépnhtthong tin PHXL DS xem Trangt 4 1P|

$b dén $6 ky hidy Ngdy 0én Co quan ban hanh Trich yéu Trang thai

5 a e 2AGI016 BN Badn s A3ne ac ngay e asy srQuantrgng .. &

v - 04-HDDDCO 300172019 BCH Poan can ¢chinh &ang » Crura gop ¥

L

' 2 " SAAE s maen P . < udc van 8dng xdy dyng 9ié ¥ hinh m3u thanh nén B8,

e 03-HDDDCD 30012012 BCH Doan ¢dn chinh &ang = it g Crua gop ¥

(s

¢ o ey amoe e AL Badn dln shink dlan €0 chin 83 fice Saa

pm - - 02-HDODCD 300012019 BCH Doan can chinh dang 3 gop ¥

- o

Ngay dén Trich yéu Trang thai
812010 A én trupbn by ndm cic ngdy 1€ 19n va sy odn 1eh sl quan trgng o
o &I e o o Yooy
- b 03-HODDCD 300112012 BCH Doan dan chinh Sing Ul SIS UL i Dch MOR TR iehmodp)
e o
T 02-HDDDCD BCH Doan ddn chinh &ang Ry 93 950
= o
C6 tdng s6 3 van ban Tangt 41 P[]

Thém y kién xur Iy hoic y kién xir Iy bing vin ban = Chap nhan



Y kién phéi hop xi ly:

@ Gan tép van ban

| Chon tép | Khdng cd tép ndo duoc chon H'i

' Chon tép dinh kém | i

o

th;:!( nhan  Hiy bo

* Van ban xem dé biet

Danh sach védn ban nhan dé biét

Trang1 4 1 B [ ]

@ Ngay dén S& ky higu Co quan ban hanh Trich yéu

MNgwéi xie Iy Théri han xdv Iy

- S, thanh Iap Ban Chi dac phat trién déi twong tham gia BHXH, BHYT, Ba xir Iy

(1 E] 05/01/2019 4/QB-UBND UBND tinh Bién Bién Do it that mohide (BHTNy tnh Bidn Bien Nguyén Chau Loan Aang hany

Nguyén Thi Py

] 03012019 1973/SNV CCVC  S& NI vu ::r:"';;‘ tap cong chirc dir thi ndng ngach Ién chuyén vién cac €8P phong;Nguyén Thi ﬁf:r?g"r"‘;%
Dung 5
P Thong bao két qua diém thi nang ngach coéng chirc 1&€n chuyén Ba xiF Iy

O 2511212018 1944/TEHOTNN | S& NOI vy vién chinh nam 2018 tinh Dién Bién Nguy&n Thi Dung (dung han)

Co téng sé 3 van ban

Trang1 4 1 Wb [ ]

oiai quyét

Mo ndi dung van ban - dua ra phuong an

om Quaylpl  Logikhéidanh wdch  Choy kin __ Girl vén banv

Van ban dén qua mang poay 05/01/2019 1520 ———————————————————-—_-.
Céc thong tn co ban -l—h . r . A 1
am giay kien, .., ., |}

----- - 0 SO ARG o/ BNG, fh Bien Bitn

Ngdy ban hann. 040172019
- -
Tgeh yéu  thanh 1ap Ban Chi dao phat 1§ trong tham gia BHXH, BHY T, bao hiém thit nghiép (BHTN) tinh Dién Bién

.
: Ke{ \Ehuc van ban 1 Loal van bdn  Quyét dinh

AN 1AW, . ; I Chire vu Phd Chi tich
L—--mem-nnmwmmg- --------- | Phuong thirc nhan. Théng thudng
Ngudi nhap: Nguy&n Thi Bich

HO dap cda van bdn a1

Can trd 161 bAng VB I C& Van bdn can phidl ¥ iy C6
€ Tép chira nél dung todn van cua van ban

~04doc B (&
€ Cac théng tin xir Iy van ban

3.2 Xir ly cong viéc
Trong khung Xu ly cong viéc co nhiéu ndi dung c6 thé yéu cau pho| hop
(tham gia y kién) khi nhan dugc ca nhan ma noi dung va dong gop y kién

[§] Cac cong viéc can gii quyet

Noi dung can phéi hop

PHIEU YEU CAU HO SO CONG VIEC VAN BAN DI THAQ
Nhip méi PYC Nhip moi HSXLVB ¥ Nhip méi VBDT
1 PYC chd phdi hop xir Iy 1 Hb 50 xir I chinh 1VEDT cho gop

* Van ban du thao 7 ,
Trong giao dién du thao nguoi dung co thé xin y kién tham gia vao du
thao ctia nguoi dung khac trong cung co quan



Danh sdch nhan sy theo don vi
Ban Giam Boc

Phéng
Ban bién tap
Phéng Buu chinh - Vién
Phong Bao chi - Xuét l-nm Kiém

-

Danh sdach nhan ;lp theo don v Danh sach lya chon
Nguy&n Thi Bich

(gia m..l.; ¢ wyén Vién

1A 2

Nguoi dung sau khi nhan dugc dy thao co the tham gia y kien xu ly tryc
tiép hodc bang van ban dinh kém

© Theng HRDIEthia — -
Hl| enién xu Iy 1 Dinh kem tep
A L L L I L I I I I I T - fChioniép | Khong cé...oc chon |[ Chon tép | Khéng cé...oc chon |
//‘ | Chon tép ‘Khéng co...oc chon || Chon tép ]K.héng cd.__oc chon |
Ngay gio Nguw&i tao ¥ kién
13/02/2019 04-12 PM (gia dinh) Lanh dao Van a mmmmmwﬂmm&mm __________ "7 Vi
?h'gr? h) Lanh dao Vi . 1 Y kién bang ™ %ugdil?'a?L%nn aaol
. gia dinl nh dao Van ~ i
13/02/2019 04:13 PM herg L ey i
B (gla dinh) L&nh dao Van (gia dinh) Lanh dao
13/02/2019 04:15 PM phong - Van phong
- (gla dinh) Lanh dao Van (gia dinh) Lanh dao
13/02/2019 04:17 PM phang - Van phéng
. (glé dinh) L&nh dao Van (gia dinh) Lanh dao
13/02/2019 04:17 PM phang - Van phong

| Quaylai  Ghilai
* Phiéu yéu cau

| Quay lai || Thém gopy 1 Gop ¥ :
'—Ngéy-gcéoép Phate 368 S FApE/asgeT =
M3 phiéu: PYC1
Ngu&i 1ap phiéu: (gid dinh) Lanh dao S&
Nguw&i yéu cau: (gid dinh) Lanh dao S&
X Iy chinh: (gia dinh) La&nh dao Van phong
Phdi hop x Iy: (gid dinh) Chuyén Vién
Th&i han x& Iy: 20/02/2019
N&i dung cdéng viéc: Tham muu bao cao tham luan giao ban thang 2 véi B

€ Noidung gop ¥

Ngay gio gori Ngwoi gori Don vi gwri No&i dung gop v
€ Thoéng tin luan chuyén phiéu x& Iy
Ngay gio Nguw&i giao VB Ngwoi nhan VB Y kién xur ly
12/02/2019 - 23:55  (gia dinh) Lanh dao sé(g'f‘ ‘g,':g% ;é"h 93%  Tham muu bao cao tham luan giao ban thang 2 véi B

Chon Thém gép y = Tham gia y kién

T

Ngay: 04:28 CH 13/02/2019 e ———
i =1

Y kién xur ly

Ngl.rdi gép v: (gia dinh) Chwén Vién

oz 5 Bo‘n vi: Van Phong |
1 Y Kien bang van |

b.lr;\i ung nnn N

Tép v&n ban kém theo: HFCI‘!QH tép ] Khéng cé tép nao dugc chon

* Ho so cong viéc

*




Quay lai In myc lyc VB

Loai hé so: Hb so gidi quyét cong viec Ky hiéu hé so: 3/IHSGQCV
NGi dung:
Ngay tao hé so: 13/02/2019 Han xtF Iy-
Tiéu d& hé so X4y dung bao cdo tham luén giao ban thang 2 véi B
L&nh dao phu trach: (gia dinh) La&nh dao Van phong Chuyén vién xi¥ Iy chinh: (gia dinh) Chuyén Vién
Chuyén vién phdi hop: (gid dinh) Lanh dao Van phong; Trin Anh Tuin
Tinh trang x& K- Bang XL Ngudi tao hSo™ (I8 o) L3HT dad van'pHong —
!  Van ban lién quan

= = - o e = N = L - = = = - :
VAN BAN DLf THAO (0) PHIEU TRINH (0) TRAO BOI GOP Y (0) VAN BAN LIEN QUANKO) VAN -BAN PHAT-HANH KET FHOC HO ST
=

(#= Van ban lién quan khac (sép xép tang dén)

mdri
1 van ban ai Thém méi
€9 van ban aén Thém méi

C6 thé dinh kém vin ban di/dén trén hé thong hodc trén méy tinh ca nhan
lam vién dan lién quan, dién théng tin xu ly phoi hop
Vi du:

Thugc hé so: IHSGACY I . R 1
e <—  Xacnhan |
Loooroooioon A
Ngay: 04:36 CH 13/02/2019
Ngui gan van ban lién quan: Tran Anh Tudn
. Trung tdm Céng nghé théng tin va oo EEmEmEmEEEmEEEEmEmm————
Bonvi: Truyén thdng : P P
s6ky e | 1 No1 dung phoi hop 1
R : |,
Ngay ky: | = !
Nguwdi ky: | |
Trich yéu /
p
Ghi chi:
y
Tép viin ban kém theo: k[ Chon tép | Document_2019-01-11_0006.pdf fesr

* Tong hop y kién dong gép
Y kién tham gia duoc giri vé nguoi Xt ly chinh trong phan Thong tin duw

N
thao
_ [Nguy&n Thi Van Anh; B8 Quang Minh v
Danh séach xin y kién: ’ !
Thi han cho ¥ kién: | | Trang théi: Dang soan thio
Tég VB ban hdnh. Chua gin tép vin ban
@ Lién két van ban
Vin ban dén Thém link van ban dén
©Noi nhgn
@ Theo ddi héi béo
® Khéng theo déi héi bao © Theo déi héi bao
 Théng tin Dy thio
Y kién Dinh kém tép
[ Chon tép izhang ¢b...oc chon || Chon tép khbng ¢6...0¢ chon | u
L A Chon tép | Khdng ¢...oc chon || Chon tép | Khdng c6...oc chon |
Ngay gi¢r Ngudi tao Y kién Ngudi nhin
2410202019 1057 PM Trin Anh Tudn Q‘Mmm.:ummum / 7
25/02/2019 11:46 PM Trdn Anh Tudn - Trinh lanh 430 xenfxél/ \ Trong Nghia
0410372018 15:37:35 V@ Trong Nghia > : B /
- - - YC sira lai- B4 sung ndi dung van ban 6i du i
04/0372019 03:37 PM Vi Trong Nghia hop cac phang chuyén mn- Cac Anh nhd mdi, uan
05/0312019 10:36:13 Nguyén Thi Van Anh @‘%ﬁM"—’m“‘m* ‘
01/04/2019 23.25:57 Trin Anh Tudn @ Il-hion cho .00 TOORCRQAUA MO QL2NP e thao [ /

Nguoi dung cé thé twong tac véi cac ¥ Kién tham gia nhu: Chon vin ban
ban hanh (trinh ky); Stra n6i dung van ban (xem va chinh sira); Xda du thao.



3.3 Van ban di

*Vin ban xem dé biét

La vin ban do don vi phat hanh chuyén dén nguoi ding ndm thong tin dé
biét, thuc hién thuong 1a do ca nhan tham muu, vin ban chi dao, duoc guri téi,
duoc hdi béo. Dé kiém tra vin ban xem dé biét lya chon thanh cdng cu bén tay

phai khung Van ban di
Vin ban dén néi bg chira xem ciia ¢ nhan

Toan bd van bin Pixem | ChuyénVB M danh sich VB da xem Trangt 4 1 P D
Van ban di trong ngay Ngay ban hanh SO/ ky higu Trich yéu Ngui soan thio
+ VAN BAN LA NGUOT SOAN ) V& viéc thanh Iap Ban Quan Iy Dy n Xay dung co s dif liéu hé thong
— = 1012019 165AIQD-STTTT thng tin Kinh té - xa hai tinh Dién Bién (thuc Chirong trinh Muc tiéu cong Vi Hong Gam
+ VAN BAN CHIDAO 2] nghé théng tin nam 2018)
~ VAN BAN BE BIET C g R . P
Bdo cdo ket qua thirc hién nhiém vu ndm 2018, phuwong hwrdng nam 2019 . -
Toan bd van ban xem aé biét ¢ 302019 103A-BCIRY ctia Bang b $& Thang tin va Truyén théng Lo Thi Kim Thu
Van ban chura xem C6 téng 6 2 van ban Trang 1 4 1 P D
Van ban da xem
+ HOIBAO CUA CA NHAN
+ Tra ciru van ban di
Tra clru van ban di
| Q
do:
Trong do:
Toan bd van ban
" N . .
Van ban di trong ngay
wx = = = S ———— — — —— — - -
+ VAN BAN LA NGOl KY I, ,
'+ Danhmuclon 1
+ VAN BAN LA NGOl SOAN _—1: : il
" e -
+ VAN BAN CHI BAO

+ VAN BAN CHi DAO 4 Danhmuclén 1

+ VAN BAN DPE BIET e
A m I . . .
— HOI BAO CUA CA NHAN 5 Danh muc chi tiét K
Toan bd vén ban hdi béo P e :

Pang theo déi héi bao ]

P4 két thuc hdi bao

+ HOIBAO CUA CO QUAN

+ Traciru van ban di 1| Tra ciru van ban

Tra clru van ban di

< Q

4. Cai dit phan mém chinh sira vin ban
May tinh méi st dung lan dau mudn xem/sira tryc tiép van ban can phai
cai dat phan meém BTEAdapter néu khdng sé cé thong béo:



113.160.144.110:8083 cho bié&t

Co ve nhu ban chua khdéi déong BTEAdapter, Hay khdi
dong BTEAdapter tir start menu trén may tinh caa ban.
Né&u chura cai dat Tandan BTEAdapter, chon "OK™ dé€ tai

> Chon OK d¢ tai b cai dit > Chon noi luu trit

E— 1 - = i — ...r
G e/l « TR E) » Toofice » <[4 Searcn 0OFce 2]
File name:  bte-setup.zip v

Save as type: lWinRAR ZIP archive v]

" Browse Folders :
Lwu y: Néu may str dung chuong trinh diét Virus can tam ding ché do
Real time dé tranh viéc hiéu nham phan mém la chuong trinh doc hai.
—> Giai nén, chay files bte-setup.exe

BTEAdapter - InstallShield Wizard

Preparing to Install...

ETEAdapter Setup is preparing the InstallShield Wizard, which
will guide you through the program setup process. Please
wait,

Extracting: BETEAdapter.msi

——— @@ |

—> Nhén Next dé tiép tuc

= ——— —
2] BTEAdapter - InstaliShield Wizard — =

Welcome to the Installshield Wizard for
BTEAdapter

The Installshield(R) Wizard will install ETEAdapter on your
computer. To continue, dick Next.

WARNIMG: This program is protected by copyright law and
international treaties.

- Chon Install dé cai dat
BTEAdapter - InstallShield Wizard -g‘

Ready to Install the Program

The wizard is ready to begin installation.

If you want to review or change any of your installation settings, dick Back. Click Cancel to
exit the wizard.

Current Settings:

Setup Type:
Typical
Destination Folder:
C:\Program Files (x86) {Tandan JSC\BTEAdapter),

User Information:
Mame: TuanTA
Company:

Installshield

[ <Back [ ®instal ] [ cancel |

- Chon Finish dé két thuc cai dat




) BTEAdapter - InstallShield Wizard

InstallShield Wizard Completed

A

<

The InstallShield Wizard has successfully installed ETEAdapter.
Click Finish to exit the wizard.

Launch the program

5. Cai dit phan mém trén dién thoai thong minh
Luu y: Hé thong yéu cau h¢ diéu hanh Android 5.0 hogc 10S 8.0 tro 1én
-> Truy cap tng dung Google Play = gd TDOffice trén thanh tim kiém

A= & @ o

< tdoffice &4
ﬁ Tan Dan JSC
16 MB - 39%

TDOfficeMobile
- Busofon b.v.
TDOffice
57MB*3,0%

- Chon Cai dit dé xac nhan
TDOffice
Tan Dan JSC Chon Cai dat
Lien lac

Chira quang cédo

- Chay Biéu tuong TDOffice dé khoi dong phan mém

OXpr X NOK .

Messenger Play Tro choi Facebook Zing MP3 Discord

TDOffice

- Nhan Tiép = Bé qua phan gigi thiéu phan mém



Chon 4 lan nat tiép

BO QUA TIEP

= Chon Tinh/Pon vi sit dung phan mém > Xong dé xac nhan

CHON TINH/THANH PHO éChon tl_nh
=
CHON BON V| )
S& Théng tin va Truyén thong "—___/':_,,..—--"I Chon don vi

- Pién tai khoan/mat khau > Ping nhap
TDOffice

S& Théng tin va Truyén théng

Tai khoan

Lura chon lai don vi | Quén mat khau

- Giao dién co ban cia phan mém = Chon Menu dé twong tac



v401638
o &

Chdy salr by Chura phdi
hap
K 2=

Van bén di

Wan bén di
trong ngdy
T

- Luya chon Chike ning trén Menu dé str dung phan mém
DA
L 3

Tran Anh Tull .
Vién Chice
a

B3 Vanbindén
£ Vinbina
i xulycong vide
B

Lich céng téc

B} Théng bo chung
R Théng bso méi
Thist 150

&%  Danh séch cén bd
A, ChdMEHbtrg

A, Quin Iy chir ky

' Thoat khoi
phan mém

e Dinh gié sén phém

K3 Nhimg sdn phim lién

= Luya chon Viin ban lién quan dé xir Iy van ban

w401638

= TDOffice a &

Van ban dén

Chr xn.'r\bf\ Chwra phii
NN

vanbandi Y

| Van ban lién quan

van ban di
trong ngay
1+




- Tich chon van ban dé xem noi dung chi tiét
€ DE PHOI HOP Q &

TOANBO CHUAPHOIHQP DA PHOIHOP

6 hugng viin bin: 2

Céng vin 04-CV/DDCD 20/02/2019
BCH Doan dén chinh ddng
VAV tham gla cude thi vidt tim higu 110 ndm thanh

Céng vin 05-CV/DDCD 21/02/2019
BCH boan dén chinh ddng
Viv chudn bi t8 chic Dgi hdi Doén clp co 56 nhiém

> Xem noi dung va dua phuong 4n giai quyét

=
Céng van 04-CV/BDCH

THONG TINCOBAN  TEP DiNH KEM  QUA TRINH XITLY  KE

55 higu géc:

0d-CVBDCE

Mgiry déinc

HW02201%

Ca quan ban hdnh

BCH Bodn din chinh ddng

Trich yéu:

Wi tham gia cud thi wisl tirm hifu 110 ndem thank Bp tink
Liinh dpo:

Chu Xudn Truding

Mgudd xr Iy chink:
Trn Xuda Cudng

Mguid phisi hop:
Khilc Thi Pruong Giang. Trln Anh Tusin ISR SEPT|

Ciip it thing tin PHXL W

Chon phuong
~an giai quyet |

V. HUONG DAN UNG DUNG CHU KY SO CHUYEN DUNG

1. Nguyén tic chung
Viéc cai dat, thiét 1ap chir ky sb vao phan mém TDOffice dugc thuc hién trén
cac may c6 nhu cau chix ky sé (may tinh cia Vin thu, 1anh dao don vi, 1anh dao
phong ban).

Thong thudng, chir Ky sb cua to chic s& thé hién 1a sé hiéu van ban, chir
ky sb cua c& nhan s& thé hién bang hinh anh chix ky va con dau cua don vi & vi
tri ky theo quydinh trén van ban. Truong hop co quan chi sir dung chir ky s cua
co quan dé ky s6 vin ban (lanh dao khong ding chir ky sb) thi chit ky sé cua to
chtic s& thé hién 1a sb hiéu van ban va ca hinh anh chix ky, con dau cua don vi
theo quy dinh trén van ban.

Pé dap ng yéu cau chit ky s, may tinh phai duoc cai dat phan mém diéu
khién thiét bj eToken (kiém tra trong thanh cong cu tac vu ciia Windows sé& thay



biéu tugng chir S) va ket ndi vai thiét b ky so (xuat hién thong béo Token da
duogc két noi).

F (2

Chua két ndi Di két ndi
B ¢ 0 B ¢ 0

> =
IC b w(eT
= =
Customize... Customize...

2. Huwéng dén cai dit, cau hinh, sit dung thiét bi ky sé dién tir eToken
2.1. Cai dat trinh diéu khién thiét bi eToken
Céc trinh diéu khién dugc luu trong thu muc “driver etoken” trong dia

CD kém theo bd cong cu ky sé6 GCA-01. M& dia CD dugc cip phat theo bo
GCA-01:

v o

S ‘
Chung thu driver Huong dan  vSign Setup
SO etoken su dung

Chon thu muc Driver eToken = chon phién ban phl hop véi hé diéu hanh cua
may tinh dang cai dat (32 bit hay 64 bit)

i3 gcabl-client-v2-332-8.3.msi

5 geall-client-v2-364-8.3.msi

Nhap d6i chudt dé chay chuong trinh cai dat.
Cai dat driver USB Token



Y CCAOLSetD e M S—

! Welcome to the GCA-01
SafeNet Installation Wizard
Authentication
Client The Setup wizard will install GCA-01 on your computer.

It is strongly recommended that you close all Windows
programs before running the Setup wizard.

ER My a0, Click Next ta continue.

Chon Next.

Interface Language
Select the interface language. feNet

Select the GCA-01 interface language:

Vietnamese y]

| <Back _ | Cancel |

Chon ngbn ngir Vietnamese - Next.



ﬁ:’ GCA-01 Setup ?lﬂl FE )

License Agreement

Please read the following license agreement carefully. @feNet

SAFENET SOFTWARE LICENSE TERMS -
SafeNet Authentication Client 4

|| |Legal notice:

SafeNet software is not sold; rather, copies of SafeNet software are

licensed all the way through the distribution channel to the end user.
UNLESS YOU HAVE ANOTHER AGREEMENT DIRECTLY WITH SAFENET THAT
CONTROLS AND ALTERS YOUR USE OR DISTRIBUTION OF THE SAFENET
SOFTWARE, THE TERMS AND CONDITIONS OF THE APPLICABLE LICENSE
AGREEMENTS BELOW APPLY TO YOU. Please read the agreements s

[ < Back ]LNext) | [ Cancel ]

‘5_.

Chon I accept the license agreement - Next.



5 safeNet Authentication Client 8.1 SP1 Setup ﬁm

Instaltation Type
Selectthe installation type. feNet.
9 Standard
B Standard installation
= Includes new implementation and user intedace for all eToken and
= E iy tokens,
| | BSec-compatible
B Legacy BSeccompatbla installaton
B Includes new implementation and user intarface lor all eToken and
et E ikeytakens. Also suppors legacy IFey implemantation and user
intedace.

Chon Next.

B oo L ek

Destination Folder

Select a folder in which the application will be installed. Cs, feNet

Setup will install the files for GCA-01 in the following folder.

|

! Tainstall in a different folder, click Browse, and select another folder.

| Destination Folder

| C:\Program Files\GCAOTY

“ |
| [ Cancel ]

y
>4

Chon Next - doi tién trinh tu dong cai dat > Finish dé két thic qua trinh cai
dat trinh diéu khién thiét bi USB Token.



. . S—
) GCA-01 Setup l a BN EE

GCA-01 has been successfully
SafeNet installed.

Authentication

a

Client |

Click Finish to exit Setup.

==

Kiém tra két qua cai dat c6 2 cach:

Céach 1: Kiém tra xem dudi géc man hinh c6 biéu twong SafeNet: |
Cach 2: Vao menu Start = SafeNet Authentication Client &> SafeNet
Authentication Client:

. SafeNet
.. SafeNet Authentication Client

=1\ S alla B ala = 1

(S) SafeNet Authentication Client

4 Back

2.2. Péi tén cho thiét bi eToken
Tu giao dién chinh ctua chuong trinh:



———— = = ~ > =
= =]

V@ SafeNet Au;\enticat'ion ClientTools‘__ —
j 4 9 F
3 15664UGS '5\16413
/Gc I '&,m,ﬁASBH 66+.Q1 5
CHUONG TRINH QUAN LY GCA-01 (us) i ? &

& | Chon “péi ten B e
token”.
EHHKK  OFIMEKnSu ca token
—— -

X6a token

®
S

A Ngat k&t néi SafeNet eToken Virtual
—

http://ca.gov.vn

A &) S5D566A5E
7 26D 5 H
R.5F4 F 5

S =

[ @ Bang nhap token u1

—= a

Nhap chinh xac mat uas sved
/GCA cHUonG TrIN| khau cua token, sau do
nhan nut “OK”. I

MNhap Mat khiu cuia token.

Tén token: |Ngu'_.f§n Thi Phudng |

M&t khidu clia token: sssesssensl

Mgdn ngtr hién tai: EN
Pay la ban sao khiéng cb ban quyén chi d& danh gia.

ok J[ cancel |

]

[

'@ Er Nhap tén token moi va E‘
' bam nut “OK” d¢ két thuc

SO5LIA4

thao tac doi tén cho token. |« o

)7/GCA CHUONG TRiNHZ el

Mguy&n Thi Phudng]

Tén token mdi:

Mgdn nglr hién tai; EM

507 dung t&n ndy d& nhan dang token cua ban.




3. Boi mdt khau cho thiét bj eToken

Cam thiét bi eToken vao cong USB - thiét bi bao dén xanh.

Nhéap phai chudt vao biéu twong SafeNet & goc phai man hinh va chon
Cong cu:

&

|"§"'|

Cong cu

Pai Mat khau cda token

Théng tin ching thu
o ong tin chirng

Thoat

Hoac vao menu Start = SafeNet Authentication Client &> SafeNet
Authentication Client.

. SafeNet
. SafeNet Authenticat

P

ion Client

Bwéc 3: Chon “Poi mat khau cia token”.



g — ———— — = S— ——— — o
@ SafeNet Authentication Client Tools ==

LR

bién théng tin doi mét khau 375 1866408SDENIARNS

, dé xac nhan
CHUONG TRINH QUANTT i ? @

’ Nguyén Thi Phuong - l e

Xoa token

Xem théng tin token

L Naat két ndi SafeNet eToken Virtual

Nhap cac thdng tin dé thay
doi mat khau, Chon OK dé

Xac nhan
034645 http:/ica.gov.
N s H ttp://ica.gov.vn
~R.AEF'L F 5

NS)061 M3t khsu: NguyEn Thi Phuong =

L4UBSOSY 44
A5554604nb0l

‘>7/Gc CHUONG TRINH QUAN LY GCA-01

M&t khdu hign tai cia tok bkl

Mat khdu mdi cia token:

#ac nhan Mat khau: sssssssens

100%

Mat khau mdi cin phai dap dng vdi cdc ddc tinh thigt 13p 43 dudc dinh nghif a trén token.

Mt Mat khau bdo mat cd it nhat 8 kof tu, va chifa chi vigt hoa, chi vigt thufing, 58, va cdc ko td dac
bigt (nhu 13 !, & #, %).

Mgdn nglf hién tai: EM




D&i Mat khdu: Nguygn Thi Phuang o

| Mat khiu d3 thay d&i thanh céng.

OK

. o

Luu y: Ngudi dung nén dé mat khau chtra ca ky tu viét hoa, viét thuong, sé va
Ky tu dic biét dé tang tinh bao mat.

Thiét bi USB Token cho phép nguoi ding nhap sai mat khau lién tiép
khdng qua 15 1an, qua sb lan theo quy dinh USB Token s& tu dong khoa va
nguoi ding sé khong tiép tuc st dung duoc USB Token.

Pé mo khoa thiét bi do sai thong tin mat khau, nguoi st dung can lién hé
va chuyén thiét bi vé Trung tam Cong nghé Thong tin va Truyén théng Pién
Bién duoc hd trg thuc hién mé khoa.

4. Ky sé dién tir trén phan mém TD-Office
4.1. Cai ddt, cdu hinh théng tin Ky sé dién tir
Cau hinh quan tri hé théng

Ping nhap tai khoan quan tri sau d6 vao phan Quan tri/Quan tri hé thong
/Thong tin hé thong tim den 2 phan

+ Céu hinh vin ban di: Sau d6 lya chon phan “ Ky ”

Hién thi Héi béo cta Ca nhan: ® Hién thi ' An Hién thi Héi béo clia Co quan: ® Hidp thi © An

Hién thi Vén ban chi dao:  ® Hién thj  An

Hién thi ndt "Y&u cau hiéu chinh™
(van ban di)

Chire nang xac nhan
khéng hoan thanh:

Khi van the gén VB @én lién quan, - . -
s& tyr dong két thic VB dén dg: ~ Kich hoat © Khong kich hoat

Hiénthi ® An Hién thi ® An

Vitri hien thi nguai/don vi sean thie: ) Pon vi, ngwei ® Ngwéi, don vi
Chuyén VB cho noi nhan ndi b&: ) Nhén nit "G van ban" © Chuyén ngay khi vio sé
Hién ngwoi ky cia don vi va co quan
* Hién ngwoi ky theo den vi (den vi tap trung sé hién thém ngwéi ky cla co quan)
G()? s trén van ban: ® Ky  Khéng
Cho chinh siva tryc tiep tép ban hanh: ® Cg O Khang ’k Lira chon phan "Kyj"
]

Chuyén "Vin ban dé biét" sang "Van Ban dén". O Chuyén @ Khéng chu

Danh sach Ngwdi ky van ban:

Déu phan céch sd ky higu "/ " hodc”-": ©'/'VD: 19/UBND ©®*.*VD: 18.UBND

+ CAau hinh HSCV: tim dén lya chon 1a “ Ky”



CHIFC NANG Théng tin hé thong

+ Quan tri nguwdi st dung Ghilai Cdp nhét chi myc (index) Khei tao nguwéi ding
+ Quan tri danh muc

+ Quan tri bdo cdo THONGTIN CHUNG ~ THONG SOHETHONG ~ CAU HiNH VB BEN

CAU HINH VB B | CAUHINH HSCV | CAU HiNH K

+ Uy quyén xi¥ I vén ban H so cong vide
— Quan tri hé thong

e ihi danh sach tra ciru” - ® Hidn thi © An
Thong tin hé thing =" | Hién thi Theo d6i héi bdo: ® Hién thi © An Hién thi Nit ap dy thao tir mau™ @ Hién thi © Ar
Théng tin kétndi LDAP Hin thi Bon vi ban hanh Hién thi © An ién thi Ky hidu van ban: O Hién thi © Ar
Phiéu (¥ 1j van ban ik t2p VB ban i i Dinh kem t%;? B ban hanh Sir dung ® Khong si dung
Théng tin ra ciru dif liéu p an hanh khéng qua muc Théng tin dur thao
Thiét 1p ham thir cang > dung\ph‘eu y0cU @ Sirdyng - Khong i dung
CAu hinh tiéu thire gl nhAn qua mail St dung o s cf>!1g Ve @ Sirdung - Khong si dyng
Thiét14p hé thdng gt tin nhn St dung Phicu tinh Str dung * Khang st dung
Thiét14p Iai tham s hé théng Rut ngan bucc DTVB (Ngﬁgmim c;tﬁ:tcﬂg\eri:n VBDT 33 cho Van thir sau khi Linh dao kj duyét trén gidy.)
Quan tri banner Déng ¥ vin ban dir thio: ® S dung - Khéng st dung
Qu%nm ndi dung forms @ng nhap Nt "Chuyén Van thu(ﬁgﬁgg\g:g;r: ;ﬁptﬁ;m An O Luén hign ® An hjfl theo cip
Quan tri cac module tich hep Nut "Ky duyét kh_Emg ?a” hg‘mh‘” An ® Hién
Quén trf thiét 14p trang chdl {LEng¥Snibanjdjtha) :
+ Cdu hinh form xir Iy Cho phiﬁqal;ugréqléﬁ;ﬂﬁ?gﬁvé&éﬁ ® Cé 'Khéng
+ Quén Iy binh chon Ky sé trén vin ban: ® Ky © Khéng
+ TL chireng trinh & PM hé tror Tigu & "Lanh dao Co quan” treng Phiéu trinh ‘Le”mh dao
+ Céng cy hé thong Vi tri ¢4t trong "cdc cang viée cin gidi quyét™: [Van ban dy thao v | [Hé 50 cong viée v | [Phiguyéucau  v| [ Phigu trinh v

Thay ddi tén cét trong "cac cdng viée can gidi quyét’ I\/én ban du thae, xir Iy cf)ngHHé 50 cong vigc

HPhiéu yEu cau, giai quyét uérHF'h\éu trinh

Lién két van ban, D& khan, Mic d6 quan trong, finh vuc:  ® s dung

Khéng st dung  (Yéu cau Phic Son)

Phan quyén cho nguoi sir dung co quyen ky s6: Vao Quan tri/ Quan tri
ngudi sir dung/ Nguoi sir dung tim nguoi can duogc phan quyen ky s6. Tim dén
lya chon “Quyeén sir dung ky s6” va tich chon vao quyén d6 = an Luu

Quyén xoa toan bg van ban di

Quyén xo0a toan bé vé sor céng viéc, van ban dw thao va phiéu trinh

Quyén cap nhat van ban dw thao da duyét

Quyén cap nhat van ban QPPL

Quyén khai thac théng tin téng hop cia co
¥ Quyén quét van ban

Quyén xo6a phiéu yéu cau

quan

Quyén khai thac théng tin téng hop cta don vi
Quyen xem vian ban den tir mét cilra toan co’ quan

Xem vanhs

Lanh dao UBND quan
Thwong trwee Quan ay

_'Van phong HDND-UBND Quan
Phong Néi vu
Phong Van hoa va Théng tin
Phong Lao déng TB va XH

ky so

Cai dit, cAu hinh nguwdi ding Ky sé
Ngoai cai dat thlet bi eToken nhu hudng dan phan |
thi can cai dat Phan mém ky sé TanDan-eSign

a2 cua don vi

Tich chon Quyeén sw dung

11.1 trong tai liéu nay

Pé chay dugc tng dung TanDan-eSign may tinh can dugc cai dat tng

dung nén tang .NET 4.0. Tai tng dung .NET 4.0 theo dia chi:

https://download.microsoft.com/download/9/5/A/95A9616B-7A37-4AF6-

BC36-D6EA96CSDAAE/dotNetFx40 Full x86 x64.exe



https://download.microsoft.com/download/9/5/A/95A9616B-7A37-4AF6-BC36-D6EA96C8DAAE/dotNetFx40_Full_x86_x64.exe
https://download.microsoft.com/download/9/5/A/95A9616B-7A37-4AF6-BC36-D6EA96C8DAAE/dotNetFx40_Full_x86_x64.exe

Dé tai phan mém thi can truy cap vao TD-Office va mé mot vin ban.

& Théng tin Dw thao

¥ kién Binh kém tép
Chon tép | Khéng co...oc chon || Chon tép | Khéng cé...oc chon
P Chon tép | Khéng co...oc chon || Chon tép | Khéng cé...oc chon
Ngay gid Nguréi tao Y kién

24/02/2019 10:57 PM

25/02/2019 11:46 PM

04/03/2019 15:37:35

04/03/2019 03:37 PM

05/03/2019 10:36:13

01/04/2019 11:42 PM

01/04/2019 11:48 PM

02/04/2015 05:48:05

02/04/2019 05:438 AM

09/04/2019 09:39 PM

09/04/2019 09:39 PM

113.160.144.110:8083 chg

Trdn Anh Tudn

Trén Anh Tudn

Vi Trong Nghta

Vi Trong Nghta
Nguyén ThiVan Anh
Tran Anh Tudn

Tran Anh Tudn

Vi Trong Nghta

Vi Trong Nghta
Trén Anh Tudn

Trén Anh Tudn

() TL- huong dan su dung TDOMce.docx P&
4

- Trinh lanh 4 -

ownmat Chon vao biéu twong

-¥C sira lai-

cdc phang chuyén mén- Cac anh nhd mdi, chinh t3

I} TL- huong dan su dung TOOffice(anhnty.stitt)(05.02

+ B3 slkra
() TL- huong dan su dung TDOffice-DaSua.docx
+

- D3 siFa va bé sung phan xin ¥ kién va thng hop y Kien vao van ban du thao.

Ky tép van ban nay

() TL- huong dan su dung TDOflice-DaSua(nghiavt stitt)

(02.04 2019 08h48p05) docx
+

- Ra so4t lai cho chinh xac, thé thire vEn ban

() TL_TDOfTce cocx BEF
=

Ngwi nhan

Vi Trong Nghta

Trén Anh Tuén

Vi Trong Nghta

Trén Anh Tudn

Vi Trong Nghta

Pong y yéu cau tai ung
dung cua hé thong

A A

=

Chua cai client hoac clienm::’ii chay. Ban co mudn

tai vé khong?

Giai

esign-setup.zip

Cai dat file hd trg ky s nhu cac hinh duéi:

nén tép tai v&, chay files eSign-Setup.exe

esign-setup.exe

Huy




~ = ™
2] Tandan Digital Signer - InstaliShield Wizard [

Welcome to the InstallShield Wizard for
Tandan Digital Signer

The InstallShield(R) Wizard will install Tandan Digital Signer on
your computer. To continue, dick Next.

WARNING: This program is protected by copyright law and
international treaties.

An Next

“ S

-
ﬁ Tandan Digital Signer - InstallShield Wizard | =X |

Ready to Install the Program

The wizard is ready to begin installation.

If you want to review or change any of your installation settings, dick Back. Click Cancel to
exit the wizard.

Current Settings:
Setup Type:
Typical

Destination Folder:
C:\Program Files\Tandan JSC\Tandan Digital Signer)\

User Information: An Install dé

Name: naominhth tién hanh cai dat
Company: .
InstaliShield

[ <Bak |[ @mstal | [ cancel |




s ST\
%) Tandan Digital Signer - InstaliShield Wizard S

InstaliShield Wizard Completed

The InstallShield Wizard has successfully installed Tandan
Digital Signer. Click Finish to exit the wizard.

Launch the program

An Finish dé két
thuc cai dat

Cancel

- S

Pé chay chuong trinh ky sé kich hoat biéu tugng Sign documents hozc
eSign ngoai desktop.

8 ¢ O

td Sign Customize...

ESign documents

Tai giao dién ky s6 s& xuét hién



e T M R ok

ESign - Ky s&

Chon biéu tugng

= Tandan ESign

1

Merginn: 11

httpy//tandan.com.vn

M Khéi déng cuing Windows. (Nén chon)

Ching thu
[] Chi hién thi chiing thu ding
[] Hién thi chifng thu trong may

Hién thj chiing thu cta nha cung cap

M Kiém tra ching thu
© Theo thdi gian trén m&y tinh
@ Qua dia chi OCSP
@ CRL
© LDAP




"B oy chinn il e )
- I N . - — p— p— e
Chik ky | Vi tri chif ky

Kiéu hién thi |Hinh dnh )
G2 ninh Hinh anh
Tennawsiki [/ Kybsi  [ennguaikj]

Chon Tab Mau chir ky I

- Chir ky Tuy chinh | -
thong tin chir ky theo yéu |-
cau chirc niang ky so trong |
thuc té

[Ty déng]

[Ty déng]

Ky bi [Tén ngusi kf]
Gig kjr o

m 3

Trong d6 ngudi ding co thé lya chon cac tiéu chi sau:

- Chi ky hinh anh chit ky, con dau

- Chi ky thong tin nguoi Ky, ching thu

- Ky két hop ca hinh anh va thong tin chimg thu
- Khéng hién thi hinh anh va théng tin ching thu

[ - —-— - -
B Toy chinh S W — o o=

C&u hinh -

Mau chif ky

Cau hinh vi tri chir ky

Chon Khi ky qua wng dung khac, dinh vi chir
ky trong luc ky dé xac dinh vi tri phu hop tinh
hinh thuc té

L -

Iz Khi ky gua ing dung khac, dinh vi chir ky trong lac ky.




Luu y: Hinh anh ky s6 phai 1a phi hop theo quy dinh tai diéu 12,13
Thong tu 01/2019/BNV caa Bo Noi vu ban hanh ngay 24/01/2019 vé viéc Quy
dinh quy trinh trao d6i, luu trit, xt |y tai lidu dién tir trong cong tac van thu, cac
chtc ning co ban cua Hé théng quan ly tai liéu dién tir trong qua trinh xir ly
cng Viéc cua cac co quan, to chuc.

Bén Tab Ciu hinh hiéu chinh nhu sau:

B Ty chinh — O X

Tandan ESign
Version: 1.1.54
T : Author: Mguyén Khéc Chinh
| Céu hinh ¢ Copyright © Tandan JSC 2015, Website: httn:/tandan comun

M3u chif kyf Bo6 chon hai muc nay

[ ] Khai déng cting Windows. (Nén chow

Ching thu

[] Chi hién thi ching thu ding

[] Hién thi chiing thu trong may

Hién th chung thu cua nha cung cap

[V Kiém tra chiing thu

Chon muc nay

O Theo thdi gian trén may tinh
® Qua dia chi OCSP

O CRL

O LDAP

B Tuy chinh — [} >
[

Thuit toan bam < Ch(')n muc nay

O sHAT
! SHA256

®

J 5HAZE4

(

! SHAS512

(

[M s& dung dich vu d&u thdi gian (TSA
g g9
Dia chi |httpifcagovun/tsa

Tai khoan
Mat khau Tich Chon muc nay
Thuat toan bam
) SHAZ256
() 5HA384
() SHAS512

Chuyén déi dinh dang

A ChinedEn A& A1 L& MSOffice sana PDE -




4. 2. Hwong ddan si dung chi ky, con ddu dién tir
4.2.1. Lanh dao ky duyét van ban dién ti
M¢ van ban can ky duyét

Ngay gid

21/05/2019 02:13 PM

21/05/2019 02:19 PM

21/05/2019 03:19 PM

21/05/2019 03:23 PM

21/05/2019 03:24 PM

22105/2019 09:54 AM

23/05/2019 02:52 CH

23/05/2019 03:51 PM

23/05/2019 03:51 PM

) Théng tin Dy thao

Ngw&i tao
Dwong Van Binh
Dwong VEn Binh

Nguyén Hang Cudng

Nguyén Hing Cudng

Nguyén Hang Cudng
Chu Xuén Trwdng
Chu Xuén Trwéng

Nguyén Hang Cuéng

Nguy&n Hing Cudng

¥ kién Nge&i nhan
@ Ke heach the thae thanh lap Sc 1-6 .docx @
+ K& hoach da xin y kién tham gia cda Chi tich CLB: Céu Iéng, Béng ban

- Kinh chuyén 13nh dao ky duyét Nguyén Hang Cudéng

0 Ke hoach the thao thanh lzp So 16 (cuongnh.siitt)(21.05 2019 15h19p37).docx. Y’
+ Téi 33 xem. Kinh chuyén d/c GB duyét cho chi dao./

10 Ke hoach the thao thann Iap So 16 (cuongnh sittt)(21.05.2019 15h23p20).docx. T
+ null

- Chu Xuén Trwdng

+Cong doan lay y kién cac dic Ban Gif
déc cho y kién

10 Ke hoach the thao thanh lap So 16 (iruongex.stiit)(22.05.2019 DGh54pad).docx 227

bt is i -

- Kinh chuyén 1anh dao ky duyét ChOIl Ky van
10 Ke hoach the thao thanh lap So 1-6 (truo bén ban hanh

+Van ban ky sé

Nguyén Hang Cuéng

10 Ke noach the thao thanh 1ap So 1-6 (ruongcx stitt)
(22.05.2019 09h54p44) signed signed.pdf (VE ban hanh)
+Wan ban ky sé

Windows Security

Chdng thu
Vui léng chon ching thu!

Nguyén Hiang Cwréng
Issuer: Co quan chung thuc so Chin...

Valid From: 4/1/2019 to 3/29/2029
Click here to view certificate prope...

Chon ding nguoi 6 thém
quyeén ky chang thu so

[ QK J | Cancel

Dién mat khau (néu hé théng yéu cau) va Chon chit ky phi hop véi Loai

van ban




L . |
B Chon chir ky - %

|'1

Khéng hién thi chit ky

Ky bdi [Tén ngui kjl

Gigkyo |
I
Quén by chir ky i
D Mac dinh (Chon dé khéng hdi lai) | Ok | | Hay | |
[ Jli
r. SignaturePlacementWindow - - . = | [= 3

4

don vi khach méi dang ky tham gia thi diu véi dong chi Trin Xuén Cuomg dé
tong hop. sdp doi thi daumdn bong ban trudc ngay 26/5/2019, mén ciu long
trude ngay 29/5/2019,

Trén diy la Ké hc-ach t6 chire Céu l6ng, Bong ban chao mimg Ngaythinh
lip S¢ Thong tin va Truyén théng (01/6/2007 01/6/2019). Ban Chép hanh Céong
dodn co so So Thﬁng tin vi Truyén thong yéu cau cdc Td Cong doan thye hién
dam bao dat chat luong hiéu qua./. i .

Noi nhin: TM BAN CHAP HANH
- Bfe Bi thu Dang bd (hic): CHU TICH

Chon Vi tri ky va nhap
chuét ky chon Xong dé
X&c nhan

e

Pl

Vin ban ty dong d6i dinh dang PDF va dinh kém thém vao phan xu ly

~ 2
van ban
@ Ke hoach the thao thanh lap So 1-6 (fruongex. siitt)
23/05/2019 03:51 PM Nguyén Hung Cuéng (22.05.2019 DQhEdpAl_d]ng[m

+Van ban ky sb




Ky Théng tin nguoi ky thao tac twong tu ky bang Hinh anh.
4.2.2. Van thu chirng thw s6 ban hanh viin ban
a. Chén Sé ky hiéu, Ngay thang

, Dé chén S6 ky hiéu, ngay thang ban hanh vin ban Chon vin ban can dién
so ky hiéu, ngay, thang.

Chon biéu tugng Ky
,,,,, van ban

< Dang_ky tap huan (cuongnh.stttt){21.05.2019 15h05p21)_signed signed signed.pdf %

@ Noi nhan van ban

Ky tép van ban nay

Noi nhén ca nhan

Hé théng yéu cau lua chon tiéu chi ky, chon tiéu chi ph hop

Ky sé co quan Chén sé ky higu Chén ngay, thang ban hanh '® Chi chén ngay ban hanh
Ky vin ban

D3t ndi dung can chén vao vi tri quy dinh
- SignaturePlacementWindow I. | (S |

il

CONG HOA X\A HOI CHU NGHIA VIET
D 13y - Ty do - Hanh phiac

én Bién, :r::."fvza theing 5 ndm 2019

[« I ;ILI

Luu y:

S6 ky hiéu hé théng nhan gia tri ty dém theo So6 vin ban.
Ngay, thang theo thoi gian trén may cha.

b. Chitng thw ddu co quan

Viin thu don vi két ndi thiét bi eToken vao may tinh
Chon vin ban can Ching thu

Chon Ky s6 van ban

1] Ke hoach the thao thanh lap So 1-6 {tru r
24/05/2019 08:42 AM Nguy&n Thi Bich (22.05.2019 08h54p44)_signed ndf [j X y

+

Ky tép van ban nay

Chon con diu chimg thu phu hop



-
B chon chirky

Khéng hién thi chit ky

Gigkro

-

Quan Iy chif ky

D Mic dinh (Chon d€ khang hdi lai) l Ok

| [y |

B SignaturePlacementWindow

(= [ [t

- Cac déng chi can by CC, VC Sa, Trung tam CNTT va Truyen thong, cic
don vj khach mai dang ky tham gia thi diu véi dong chi Trin Xuén Cuong dé
téng hop, sip doi thi ddumon béng ban trude ngay 26/5/2019, mén cau long

Chon vi tri dong dau phu hop theo
quy dinh. Chon "Xong" dé thyc
hién

- Dle Bi thu Dang bd (h/c):
- Van phong S (p/h):

- Céin b CC, VC,NLD;

- Luu: CD.

"Au 1ong, Bong ban chao mimg Ngaythanh
/612007 01/6/2019). Ban Chap hanh Cong
hong yéu cau cdc To Cong doan thuc hién

Notmhgm: TM BAN CHAP HANH

CHU TICH

¢ Cudmg

|

ol

| xong || Boqua |

Két qua nhan duogc



don vi khich moi dang ky tham gia thi dau véi ddng chi Tran Xuan Cuong dé
tong hgp, sap doi thi daumon béng ban trude ngay 26/5/2019, mon cau long
trudc ngay 29/5/2019.

Trén day 1a Ké hoach t6 chirc Cau 16ng, Bong ban chao mimg Ngaythanh
lip So Théng tin va Truyén thong (01/6/2007 01/6/2019). Ban Chap hanh Cong
doan co s¢ S¢ Thong tin va Truyén thong yéu cau cac T Cong doan thyc hién
dam bao dat chét lugng hiéu qua./.

Noi nhn: TM BAN CHAP HANH

- D/e Bi thu Pang b (b/c); CHU TICH
- Van phong S& (p/h); :
- Cén b CC, VC, NLD:
- Luu: CB.




