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I- HUONG DAN CHUNG

1. Truy cap hé théng

Str dung trinh duyét Internet Explorer, Firefox, Chrome... truy cap dia
chi: THEO THONG TIN PIA CHI VA MAT KHAU DO QUAN TRI CUA
PON VI CUNG CAP

Khuyén céo: voi Windows 10 ¢ phan mém virus defender windows 10
nén dung trinh duyét Céc Coc dé sir dung hé théng.

= I Nhap theo dia chi do quan
tr1 don vi cung cap
2. Dang nhap

p ﬂ  HE THONG QUAN LY VAN BAN VA HO SO CONG VIE G
Ny 5 : ~ S
. TINH DIEN BT

| +Nhép ten ngwoi dung

- Mat khéu dwoc cap

Tén dang nhap: | bichnt sttt

Mat khau: |

Nh& mat khiu

TlCh chon §é gh1
nhé matkhau

Pang nhap

> Tén dang nhap: La dia chi dang nhép TDoffice sir 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 ctia minh hay lién hé quan tri dé duoc tro
gidp. o , :

Luu y: Can d6i mat khau sau khi dang nhép dé dam bao mat

> Chon ¥ Nhé métkhau 44 1,y mat khau cho lan dang nhap sau

Chon “Dang nhap” q

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

3. Giao dién, chirc nang

3.1. Trang chua

Danh myc | Van ban dén | Xi¥ Iy céng viéc | Van ban di | Théng tin téng hop |

La giao dién mic dinh ban dau dé ngudi dung thuan tién thao tac cac chuc
nang co ban cua phan mém nhu: Van ban dén, van ban di, xt ly cong viéc,...
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%56 — V&n ban dén*

TT téng hep Wan ban chiy xir 1y (0)

=
=]

Van ban dén

Danh muc

Wan ban nhan dé biét (1)

2n ban ndi bd cin xem (19)
Van ban dén quan trong 7 (0)
+ Hé so céng vige

+ Van ban di*

3.2. P6i mat khau, Ding xuit
Phan mém cho phép nguoi ding dugc phép Pang xuat/Péi mat khau

DPbi mat khdu  HO so cONG VIEC
nguoi dung ONG DIEN BIEN

&= r
hﬁ_ 5] ”E-L 7?56 — Van ban dén (23)
Van ban dén X ly céng viéc Van ban di TT téng hop VN ban chér xir 1 (1)
@ < [ -9 Van ban phéi hop x¥ 17 (2)
\ o
& ' Van ban ndi bg cA )
Danh muc Nhac viéc Tro chuyén Tro gitup an barhithe can xem (20)

+ Hé so cong viéc (4)
- Dé ding xuét khoi phién l1am viéc trén phan mém chon [ 703t
- Pé d6i mat khau chon [P0 mat knaul
bien mat khau cti va 2 1an mat khau mai theo yéu cau caa hé thong -

chon Chap nhan dé xac nhan yéu cau dbi mat khau.
DOI MAT KHAU

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

Nhap lzi mt khdu méi: | |

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 van ban.

WAu van ban

— Uy quyén xU Iy van ban

Uy 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.
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CHUFC NANG

— Quan tri danh muc
54 van ban
Loai van ban
Ky higu van ban
Linh vure van ban
Bd mat
B4 khin
Cap co guan
Co gquan ngoai
Bon vi ndi bé cip |
Bon vi ndi bé cdp Il
Co quan ban hanh VB
Danh sach nhdm
Chirc vu
MAu vin ban
Mgay |& tét trong nam
Neri I i
Tir khéa trong tim kiém
Tl khoa van ban mat
Phuramg thire gii
+ Uy guyén x(¥ Iy van ban
Quan tri/Vin thw c6 thé to chirc cac danh muc sao cho thuan tién cho
qué trinh nhap van ban. Sau day 1a mot sé danh muc chinh:
> S6 van ban: Liét ké cac loai Sé viin ban (van 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 di¢n S6 viin ban chon Nhap méi

A&~ . PHAN MEM QUAN LY VAN BAN VA HO SO CONG VIEC
s ., 50 THONG TIN VA TRUYEN THONG BIEN BIEN '
I ' [ 75 SSERL "

Nguyén Thi Bich [ Thoat ] Trang chu | Danh muc | Van ban dén \V:;n ban di [Th&né tin tong hgp

CHUC NANG

Danh muc s6 vin ban

— Quan tri danh muc Nhapmoi  Moa | Kiémtrasé tingtwdong || Knoitaokiémtaswcdtangsd [ | () <
I $6 van ban I
Loai van ban . - Banh
T S Tén tat Tén so Loai s0 CQ hoac BV si¥ dung Tinh fratig ting -5
Ky hiéu van ban so tir
Linh vy van ban 7 CDD Van ban di cong doan $6 van ban di Van Phong Binhthuwong 2
B mat VBD Van ban di S& Thong tin va Truyén thong 6 van ban di Van Phong Binhthudng 8
96 khd E = 5 z 3
- | BTN, Van ban di Boan thanh nién 6 van ban di Vin Phong Binhthuong 1
Cép co quan .
% (] BB Van ban di Bang bd S0 van ban di Van Phong Binhthuong 3
Co guan ngoai
reXC—: ) cvD Céng van dén S6 v&n ban dén Van Phong Binhthudng 872
Bonvindibocap |
Don vini b cAp Il @co $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 Binh thuong 11
Danh sch nhom 188 Van ban dén Dang bd 6 van ban dén Van Phong Binhthudng 6
] DU Van ban dén Dang ty S0 van ban dén Vin Phong Binh thuong 3
M&u van ban 7 = 5 « s
= Nhdapméi  X6a  Kiém tra so tang tw dong ~ Khoi tao kiém tra sw c6 tang s6 4 )
Ngay I€ tét trong nam

Nhap day du thong tin lién quan = Luu
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oo st}

Luru

Ky higu (ding chovanbanay [ ] [CIpién ndm hién tai trwec ky higu

Loai 5. |86 van ban dén v

Ky tw phan cach sé va ky higu:

M |

Loai van ban *
Bonvi:* |Vén Phang

Banh 56 tir i

Ghi cha:

Banh sé 50 van ban méi nhap:

» Loai viin ban: Quan ly/thiét 1ap thé loai van ban nham hd trg nhap dir
liéu nhanh, dong bo cho van ban dén/di. Bong thoi cho phép thiét 1ap han xir ly

cua ting loai vin ban (néu co).

— Quan tri danh muc Tiépméi  Luu

56 van ban

Loai van ban Tén tét* | |

Kj nigu van ban Tén ady au | |

Linh wirc van ban Han tr3 I&1 (ngay): | |

B4 mat 5
— Bon vi* Van Phing
B§ khan
Cp co quan Ghi chu:
A

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

CHUC NANG Danh myc ky higu
= i g e N Y QIR

§6 van ban
Logyinbdn Tén tht Tén ady di Bon vitao Ghichi
K¥ hiéu van ban . N
BC-54T BC-STTTT Van Phéng

Linh vue van ban

P BC-TTCNTT BC-TTCNTT Van Phing
Bé mit
D6 khin KH-STTTT KH-STTTT Van Phong
Cép co quan BET STTTT-BET Van Phéng

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

~ Qi o wona | TIRIDIE
S6 van ban
Lagleinbon Ten tit Titady ai Bon vitao Chii thich
Ky hiéu van ban .
No Title Buu dign Co guan
Linh vue van ban
L. CTDA Churong trinh, Dy 4n Co quan
Bo mat
6 khdn CN Cdng 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
sanT A i ©

> Do mat, Po khan: Phan loai vin ban theo mic d6 dé phan biét véi
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).
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T
— Quan tri danh muc

36 van ban

Loai van ban

K§ hiéu vin ban

Linh wigc van ban

Bbamat

DG khin

Cép co quan

Co quan ngoal

Bon vindi by cp |

8

Danh muc c;‘ip o' quan

Nndpméi | Xéa M 4/ M
m) Tén tat Tén thwémg goi Ghi chi

o cT Céptinh

[ HTT Huy&n-Thi x&-Thanh pnd

] NB Néi b3

[ SBN 5G-Ban-Nganh

™ Trung wong

Nhipméi | Xoa 4/ r M

> Co quan ngoai: Quan ly/ thiét 1ap danh sach co quan theo phéan cép co

quan.

CHIFC NANG Danh muc co quan ngnal

— Quan tri danh myc
5 vén ban
Loai van ban
Ky hiéu van ban
Linh wigc van ban
Dé mat
B§ khén
Cép co quan

Cor quan ngodi

Pon vi ndi bd cép |

» Pon vi n

Nhapméi =~ Xda ==
o Tén tit Tén day du Bia chi nhan vin ban Bia chi email Ghi chi
3 wCaptinh
& [ HBND Héi dbng nhan dan finh Dién Bién NharvB_hdnd
& [ Tuy Tinh dy Dién Bién NhanVB_VPTINHUY
= [ UBND UBNE finh ién Bién Nhanva_VRPUBND
10  wHuyén-Thj xa-Thanh phé

noi bo cap 1 Phong/ban/don vi truc thudc co quan chiu trach

nhiém st dung phin

mém.

= Quan tri danh muc

S vén ban

Loai van ban

K higu van ban
Linh virc vAn ban
Bg mat

B9 khin

Cépco quan

Co quan ngodi
Bon vindibd capl
Bonvindibdclp Il
Co quan ban hanh VB

Danh sach nham

Chire vu

» Pon vi
[ oo ]

+ Quan tri ngwai stk dung

= Quan tri danh muc
6 van ban
Loai van ban
Ky higu van ban
Linh virc van ban
B6 mat
D4 khdn
Cép co quan
Co quan ngodi
Bon vi ndi bd cp |

Bon vi ndi bo capll

Danh myc don vi noi b@c;‘ipl

Nhdpméi  Tap trung Boc lap Ty déng hiéu chinh tén hé thong Xoa l:l Q 4| 4  » M
[] Téntat Tén day di Ma lién thong/Email Nguwoi dai dién MiFc diF lidu $0 VB dén mac dinh S VB di mac dinh
7] 01BGD Ban Gism Béc T4p trung
(] D2vp _ 000.00.14.H18 Tap frung Céng van dén
] BBT Ban bién tip @ Dang tin, bai (tinbai.stttt) Tap frung
(] PBCVT Phéng Buu chinh - Vién théng Tap frung
[ | PBCXB Phéng Bao chi - Xudt ban Tép trung
(] PCNTT Phong Céng nghé thing tin Tép trung
] PKHTC Phéng Ké Hoach - Tai Chinh Tép trung
O PTT Phéng Thanh tra Tap trung
(] TTCNTTTT Trung tam Céng nghé Thang tin va Truyén 000.01.14.H18 Déc lap

noi bo Cap 2: Phong/ban/don vi truc thudc Pon vi ndi bo cap 1

Nhapmet | [ xea | |G W oa[rn ==
@ Tén tit Tén day da Lanh dao Ghi chi
4 ~Trung tim Céng nghé¢ théng tin va Truyén théng
@ B Ban Ldnh Pao TT
O PHCTH Phang Hanh chinh - Téng hop
@ PET Phong Dac tao
[ PKT Phéng Ky Thuat
4
Nhdpméi ~ Xoa 4 P EE=E

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

van ban
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dén/di

CHUC NANG Danh muc co quan ban hanh vin ban
+ Quan tri ngwei st dung R .
= Nhap m&i Xoa
— Quén tri danh muc W 4 » M
S6 van ban . .
N Cap cor quan Tén tat Tén thirdng goi
Loai van ban
K hidu vén ban Cap tinh UBND Uy ban nhan dan finh
Linh vic van ban Céptinh HEND Hai dBng nhan dén tinh
DG mat Céptinh TU Tinh Gy
D6 kndn Huyén-Thi x3-Thanh phd HTC-UBND Uy ban nh&n dan huyén Tia Chia
Gap co quan Huyén-Thi x&-Thanh pho HDB-UBND Uy ban nhan dan huyén Dién Bién
Co quan ngeai . L . . L .
. Huyeén-Thi xa-Thanh pho HDBD-UBND Uy ban nhan dan huyén Bién Bien Bong
Bon vingi b capl
Dom vindi b cdp Il Huyén-Thi xa-Thanh pho HMA-UBND Uy ban nhan dan huyén Mudng Ang
Co quan ban hanh VB Huyén-Thi xa-Thanh phd HMC-UBND Uy ban nhan dén huyén Muting Cha
Danh sach nhém Huyén-Thi xa-Thanh pho HNP-UBND Uy ban nhan dén huyén Nam P
» Danh sach chu > Ligt ké cac chy 1a can bo
anh sach chirc vu: Liét ké cac chirc vu cua can bo trong co
- v g wionor x| RN
— Quan tri danh muc
S0 vén ban Tén tat Tén dy di Chii thich
Loai van ban B
Go Giam Doc
K§ hiéu vin b3n
- T FGD Pha Giam Bt
Linh vire van ban
D& mat cvP Chanh Van Phong
Bé khdn PCVP Phé Chanh Van Phong
Cp co quan VT Van Thur
Co quan ngodi oV Chuyén Vién
Pon vi ndi bd cp | . )
TP Trudng Phong
Bon vindi bd cdp il
N PTP Pho Trudng Phing
Ce quan ban hanh VB
Danh sach nhdm by [T
Chikc vy cTT Chanh Thanh Tra
AU vén ban PCTT Phé Chanh Thanh Tra
Ngay 1€ tét trong ndm v Vién Chire
Noi lu triy
e cs Can sy
Tiw UhAn feann tim Lidm

>
vién

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

Toan bo biéu mau

Coa |

Ngay tao
W 21122m8

admin

lle>]-]E]

Ngwi tao Loai biéu mau Ghi chi

Phigu bac hdna/mat thiét bi

[elle]]-]E]

> Ngay I8 tét trong nim: Khai b4o 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
Iy van ban c6 ngay I& thi han xu ly s& tu dong bo qua ngay d6 va cong thém han
xt ly vao ngay tiép

theo).

Nhap m&i || Xéa | 4/ »r M

Ngay
Ngay 10 thang 3
Ngay 30 thang 4
Ngay 1thang 5

Ngdy 1thang &

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

Nhdpméi  Xba M4/ M

3.4. Viin ban dén
Van thu co quan/don vi

TRUNG TAM CNTT&TT - SO THONG TIN VA TRUYEN THONG
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La dau moi tiép nhan van ban dién t truc tuyen trén hé thong lién thong
va la nguoi khai bdo/nhap mai van ban tiép nhan tha 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 quyeén quan 1y van ban dén cia toan co quan/don vi (ké ca vin ban da

bi loai bo)

Tra c(ru vdn ban dén

S

U Thing rac EEC)G-H—T" — ng ban bl 105.1i b(}

Viin thu/Lanh dao/Chuyén vién deu cd quyen xem/xt 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
W40 ban c6 gdn du sao
Toan bd van ban dén ¢4 nhan
— VAN BAN XU LY CA NHAN (4)
Van ban chd xr 1y {4)
+ Vian ban dang xir ly
+ Vian ban da xir Iy
“3n ban d3 Gy quyan xiF 1§
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
Bao cdo vain sb

+ + + + +

Tra ciru van ban
Tra clru van ban dén
| S

Luu y: Ngoai viéc tra ctru van ban lién quan truc tiép nguoi dung thi
Quan tri vién co quyén cau hinh mé rong quyén tra ctru 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

TRUNG TAM CNTT&TT - SO THONG TIN VA TRUYEN THONG



11

Bao gom ca Lanh dao co quan/Phong chuyén mén/Don vi truc thudc/To
chirc/Ca nhan co tham quyen ky duyét cac loai van ban/glay to phéat hanh trén hé
thong phan mém déu c6 quyén xem/theo ddi/hdi bao vé vin ban lién quan truc
tiép nguoi ding.

Toan bd van ban

“an ban di trong ngay

— VAN BAN LA NGUOI KY
Toan bd van ban
“an ban thurérng

+ VAN BAN LA NGLFO1 SOAN

+ VAN BAN CHi BAO

+ VAN BAN BE BIET

+ HOIBAO CUA CA NHAN

+ HOIBAO CUA CO QUAN

+ Tra clru van ban di

Tra ciru van ban di

| Q

Van thu phat hanh

Ngoai chirc ning giéng Lanh dao co quan/Phong chuyén mon/Pon vi truc
thudc/To chirc/Cé nhan thi Vian thu co quan/don vi c6 quyén khai béo/hiéu
chinh thong tin van ban trudc khi ban hanh.

CHIFC NANG

Van ban chd ban hanh (18)

‘a0 s van ban

Wan ban chwra glri qua mang
B3 glri VB qua mang

Van ban tra la

Toan bd van ban

Wan ban di trong ngay

— VAN BAN LA NGUQI1 SOAN
Toan bd van ban
Wan ban thurirng

VAN BAN CHi DAO

VAN BAN DE BIET

HOI BAO CUA CA NHAN

Bdo cdo vain s0

+ + + + +

Tra ctru van ban di

Tra clru van ban di

| Q
Phong Chuyén mon tra ciu

Ngoai Viéc tra ciru vian ban lién quan tryc tiép nguoi ding thi Quan tri
vién c6 quyén cau hinh mo rong quyén tra ciru vian ban khdng lién quan tryc tiép
ngudi ding theo yéu cau tinh hinh thuc té tai don vi .

TRUNG TAM CNTT&TT - SO THONG TIN VA TRUYEN THONG
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4. C4c nut Iénh thwong dung

Nut Iénh

Chu giai

Danh s&ch cong viéc can giai quyét

e

Piéu khién trang in

== Quy trinh Xt 1y van ban

D4nh du van ban

Pinh kém tép van ban

Thu héi van ban Thu héi van ban (chuyén nham)

| &4 | G& tir khéa tra ciru, tim kiém

Cap nhét thang tin xit Iy VB Cap nhat thong tin xu 1y van ban

Khéng can ik Iy | Két thiic xtr Iy vin ban
| Chuyén van ban | Chuyén van ban dén don vi/c& nhan xt 1y van ban.
| Chuyén PHXL || Chuyén vin ban phdi hop xu ly

Xda VB Xo0a van ban da chon

In phiéu xi Iy In phiéu xir 1y van ban

Quay lai Quay lai budc thyc hién trudc

| Thém msi (Giéng VB twoe)F9)| | Thém mGi vin ban gitr théng tin da dién van ban trudc.

Ghi lai (F8) Luu thong tin Xt Iy van ban vao hé thong, chuyén van
ban dén ca nhan/don vi dugc chon xir 1y van ban.

I1 - QUY TRINH XU LY VAN BAN PEN

1. Vi tri Van thu co quan/don vi

1.1. Bao gom cac chirc ning:

Chirc nang

Chu thich

Vin ban dén qua mang

Hién thi danh sach vin ban dén qua dudong mang
& trang thai cho vao s6

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

V20 sb vian ban

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

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 cua hé
thdng

Vin ban c6 gin dau *

Hién thi cac van ban ma ngudi dung danh dau quan
trong dé tién theo doi

TRUNG TAM CNTT&TT - SO THONG TIN VA TRUYEN THONG
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Toan bo vin ban dén ca
nhan

Toan b van ban cuda tai khoan dang nhap.

Vin ban ay quyén xi ly

Trong trudng hop lanh dao di ving, cho phép van thu
phan xir 1y thay thi vin thu c¢6 quyén sir dung chuc
ning ndy dé phan phéi vin ban dén cac don vi dong
thoi c6 thé két thic xu Iy cac van ban.

Vin ban dé biét

Hién thi danh sach vin ban ma ngudi ding nhap
dong vai tro ngudi nhan dé biét

Vin ban dé phdi hop

Hién thi danh sach vin ban ma nguoi dang nhap
dong vai tro ngudi phdi hop xtr Iy van ban

Vién ban xu 1y co quan

Théng ké vin ban xir Iy qua han, ding han cua co
quan

B40 c40 va in s6

Tao 1ap céc loai s6 dya trén thong ké tinh hinh xir ly
cong viéc trong don vi theo cac tiéu chi nhat dinh do
ngudi dung lua chon.

Tra ctru van ban

Tim kiém,tra ctru van ban di luu trong hé théng.

Tra ctru van ban dén

Phuong thic tra ciru nhanh, cho phép g6 tir khoa
ctia van ban dé liét ké ra két qua.

1.2. Cac chirc ning chinh
1.2.1.Vaosovanban , , q
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).

FITAIN WICIVI QUAIN LY VAIVNDAIYN VA TIU DU CUINO vico

S0 THONG TIN VA TRUYEN THONG BIEN BIEN

- =%

Nguyén Thi Bich [Thoat]

Van ban dén qua mang

Van ban dén néi b

Thém méi (F7) | SaochépVB  XdéaVB

S6 dén Ngay dén  S6 hiéu géc  Co quan ban hanh

[ 7 o S

Trang chii | Danh muc ‘ it Iy cong viéc | Van ban di | Théng tin téng hgp |

Tang1 412345678910 P [ |

Trich yéu Néi dung xi ly v Ngwéi/ don vi XL

+ Van ban dang xi¥ Iy

E‘GBS

+ Van ban da xi Iy

03/05/201¢

tich xuit séc trong phong trao HMTN n:
S&' Lao Dong- Thuong Du L& phét dong Thang hanh dong vé
1a0 déng ndm 2019

vé sinh Chu Xuan Truong,

Vao sb van ban [°V VN guri t3i lié VU Ho 20 xiic cir tri c(a DBQH > 3
/a0 56 vén ban T — Zn phong Doan Bai ol tai 18U phucvu Ho1 nghi i8p xic ci tr cia BBQH Chu Xudn Trrémg
TT—— biéu QH tinh BB (C6 tai liéu kem theo
o =90 Van phong Boan Bai a 5
— A 1988 03/05/2019 Chu Xun Trudn:
Van ban dén trong ngay & bidu QH inh BB ) i s g,
Van ban cé gan du sao & [@01987 0310512019 ;i“f:)ﬂat:i:‘m UBND tinh Dién Bién g::\c;;: :an guuﬂg h9 Quy HG trg ndng dan tinh Chu Xuan Truong,
Toan b vAn ban dén ca nhan & [ 0305201 R Ty iy més trinh truy8n hinh thuc tiép “Bién Bién- e
i&m hel
5 VAN BANCTLY.CANKAN () & [B1985  oaosi01g ETEVNPT- Congty phattrién dich 5y, &n khuyén mai Chu Xuan Trudng,
RS 6] Media-WyTV vy truyén hinh
an ban chi X T
& [R1984 03052019 1385BCH Ban chi dao VEHMTN YV Khenthuong cactap the, ca nhan, gia dinh ¢4 thanh Chu Xun Trudng
&

842/GM-SLDTBXH Binh va X3 Hi

- Nhdp céc thong tin quan Iy van ban: chi y phan nay nén nhap day da dé
tién viéc tra ctiru van ban sau nay. Cac théng tin cd dau (*) 1a cac truong bat

budc phai nhap.

TRUNG TAM CNTT&TT - SO THONG TIN VA TRUYEN THONG
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Nhip méi viin ban dén

Quaylai  Ghilai (F8) Thém mi (FT) Nhap gidng VB trwedee (F9)

CAc théng tin cor ban

S van ban: Cdng van dén Sh dén |199[] ‘
e o i V.| 0
Ngay dén: [03/06/2019 Ngay ban hanh- | ;

—— 2 =
i pen
Trich yeu: ChQn SO -

L | osahan [O-Eer e Chon an P‘j
Loal van ban: van ban v Ch t’\ Q \CO qu | & | ]
TS Pk on tep ban hanh ®r
guedri oy
L VM r A boe |2
Mguwéi nhdp: Mguyén Thi Bich dlnh kem o e
Libraries SGT.doc 10/2/2017 2:35 PM Micros
v i A 17 1 WinRA
oTép chira néi dung toan vén cia vin ban @ Documents = KH- ai eGov.rar 1/24/2017 1:48 PM WinRA
= 1/20/2017 1:28 PM Foxit R
kA [ Chosse Files [ fie ch @ TRA 152017730 AM M
2 = = .. iz, E; L — 5 [&] Pictures -doch A3/ 7 7:34 AM Wicros
@ Cac théng tin phan phéi, phan cong x Iy van ban

WPowerPoint Presentation....  6/5/2018 2:35 PM Micros
s QD 88 thanh lap Dyng bo.pdf 1/20/2017 1:28 PM Foxit R,
E._J QD_ dao tao eoffice B

E Videos

[JChuyén dé& xuét
L&nh dao S& |Chu Xudn Trwéng

- 8/4/2017 3:43 PM i |E‘
¥ Computer B olTsrar 1/20/2017 148 Bl :;:
&Lo(alD\sk(C:] |4 ‘_ y £ 24/ — : ‘v ... A
0] quy trinh backup, restore eQMpex 1/12/2017 3:25 AM - Micro:

s DULIEU (D:)
VANKEG (E: B guv trinh dved.doc 6/27/2017 1037 AM _ Micros ™
Nguéi xi¥ Iy van ban | =1 (E) Sl m \C | <

Han i Iy I—ﬁ ban File name: KHOS.pdf - Files -
R 5 o]
Bonw phal hep xd Iy pen ancel

. v
Ngwéi phodi hop xi Iy

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

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

Chi dao cla Lanh dao Sc

| i | i

L -Chuyén dé xuét

Lénh da0 S5{ (Chu Xuan Trwremg x|
Chi dao cla Lanh dao S&: L]

= Gl ———
Nauéi xi Iy van ban- | e H:':g Cutng v
Han i hy- ‘ _ﬁ béng sb l:l Pham Thanh Mam B qua v‘
. V|
Bon vi phoi hop xi by [
) )
Ngwéi phai horp xir Iy —

~
L |
Ngwéi xem dg biet: _

i

@ Phiéu chuyén van ban
@ Vvan ban phat hanh
Quay lai  Ghilai (F8) Thém mi (F7) Nhap gidng VB trirére (FA) Xoa

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

* Lwu y: Véi truong hop van ban bi chuyén nham cho co quan, van thu
s€ su dung chuc nang tao Phieu chuyén van ban dé gui lai cho don vi chuyén
van ban.

e sir dung chirc nang ndy, sau khi da vao so cac thdng tin cua van ban,
can nhan nut Ghi lgi (F8). Sau d6 nhan nut Hiéu chinh

TRUNG TAM CNTT&TT - SO THONG TIN VA TRUYEN THONG
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[= Cap nhat vin ban dén =
| Quay lai | Higu chinh(F8) } Thém méi (F7) || Xoa |[ In phidux ly |

Cac théng tin co ban

Sé van ban* Van ban dén Sb dén:* 348
86 / ky higu™ 4/QD Cor quan ban hanh VB: Cuc Cdng nghé thdng tin
Mgay dén: 05/09/2012 MNgay ban hanh:
Trich yéu: Trién khai phan mém Quan Iy van ban va Hi s céng viéc
Linh wwc: Loai van ban: Céng van
MNguwéi ky: Lé Bat Chirc vu: Pho giam dic
Tinh chét van ban: Thwéng Phwong thiee nhan: Théng thwéng

Mguwei nhap: Van thw Bd
Héi dap cia van ban di:
Cén tra I&i bang VB di- Cé Vin ban cin phai xir ly: C6
Han tra I&i: s ngay: Tinh trang tra I&i: Chuwa tra Ii

@ Tép chira néi dung toan vin caa van ban

) Cac théng tin xie Iy van ban
Tich chon C6 tgo phiéu chuyén
 Phiéu chuyén van ban

 Khéng tao phiéu chuyén ;5-Co tao phiéu chuyén

@ Théng tin phan phéi van ban
Sau d6 nhan Ghi lai. Chon Ldp phiéu chuyén
& Phiéu chuyén van ban
Co tao phiéu chuyén

Lap phiéu chuyén |

Nhap théng tin roi nhan Lueu.
Thugc van ban dén: 41QD
Luu

Ngay chuyén: 05/09/2012 02:52 PM

Nguwéi dé nghi chuyén: | El
Ngwei ky chuyén VB: | El

Trién khai phan mém Quan ly van ban va Hé so cdng viéc

W& vigo:

Bé nghi:

Mot nhan van ban dén-

¥ kién lanh dao:

| Liru tép VB || || Browse...

Chtc nang Chuyén nhén dé biét

»

v|
Mguai nhén VB:

-

Sau khi cap nhat xong théng tin phan phéi vian ban thi nhan Ghi lgi dé
luu.

Vin ban phat hanh: Gan kém cac vin ban phat hanh cua co quan c6 lién
quan dén vin ban dén dang cap nhat (dé tham khao, 13 cin c).

1.2.2. Va0 sb vin ban ndi bd

Cac vin ban phét hanh cua cac don vi ndi bo trong co quan giri dén, van
thu tién hanh vao sb theo cac budc sau:

TRUNG TAM CNTT&TT - SO THONG TIN VA TRUYEN THONG
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Chon Vén bén dén/ Vin bin dén nji by

= . PHAN MEM QUAN LY VAN BAN VA HO SO CONG VIEC
S0 THONG TIN VA TRUYEN THONG BIEN BIEN

o
r 1* = I 7% SIS

Nguyn Thi Bich [ Thoat]
“HUC NANG

<

Trang chii | Danh muc, a Xt Iy cong viéc | Van ban di | Théng tin tdng hgp |

Danh sach van ban dén néi bé ché vao s6

Van ban 6én qud mang Daxem | ChuydnVB | Mo danh sach VB dé xem Trang1 412345678910 P [ |
Don vi givi Ngay BH S6, ky hiéu Trich yéu Ngwoi ky
. J 7_5 Van Phang 26/04/2019 1500/8 -VP VI bdo cdo tinh hinh cdng khai du todn nam 2019 Nguyén Hing Cudng
Van ban chuyén @
PR = | N Van Phang 26/04/12019 133-BCHU Bao cdo tinh hinh thue hién nhiém vu thang 4 nam 2019 cla Bang b6 S& TT&TT Nguyén Hiing Cudng
Van ban dén trong ngay =B
Van ban cé gan ddu sao ) 1 Van Phang 24/04/2019 J485ISTTTT-KHTC Béo cdo chitiéu théng ké linh vurc théng tin va truyén théng nam 2018 va 4 thang d3u ndm 2019 Pham Thanh Nam
Toan b van ban @én ca nhan X ..., e o
N —— - 4| = Van Phong 24/04/12019 /486/STTTT-KHTC Bdo cdo chitiéu thdng ké finh vurc thong tin quy | nam 2019 Pham Thanh Nam
= VAN BAN XU’ LY CA NHAN (6) @_‘
Van ban ché x{r I (6) /_?:] Van Phang 26/04/12019 1503/0D-S Quyét dinh v& viéc giao Phu trach Trung tdm Cdng nghé théng tin va Truyén théng (d.c Vii Hoang Thién)  Chu Xuan Trudng

Tich chon vin ban can vao s6 va nhan nit Vao sé VB. Cac thong tin vin ban cia

van thu don vi duoc gitr nguyén, van thu S& chi can cap so dé luu vao so.
Vin ban dén Q

ﬁ% Quay lai  Chuyén xie Iy m Thém méi(F7)  Mhap gibng VB triedee (F9)  XFIyvdnban ¥ | Xoa

Cac théng tin co ban

S6 van ban™ [Cang van dén] v S6 gén= [1991 \
S/ ky higu: [486/STTTT-KHTC \ Co quan ban hanh VB: [Van Phng v
Ngay dén: [03/05/2019 | s hanh: [24/04/2019 ]

.
Bao cao chitizy thing k& nh we thang in auy 103m 20 Chon SO

' 2
Loai van ban: |C6r|g van V‘ Va'n ba‘n h wre: | V|
Nguéi kj- [Pham Thanh Mam v e vy [Phd Giam Béc |
Mguéi nhap: Mguyén Thi Bich

Trich yéu-

@ Tép chira ndi dung toan van ciia van ban
Hl Choose Files |ND file chosen H

R OBncTKaw 1201005
[JJcV_bao cao bieu chitiew thong ke quy | 2019 HamPT signed signed.ndf &= (&

Nhan nat Ghi lgi (F8) dé luu thong tin vao sb
1.2.3. VA0 $6 vin bdn qua mgng

Cho phép van thu nhan dugc va vao sé cac van ban do cac don vi gui dén
thdng qua hom mail nhan van ban cia co quan.

Céach vao s6 thuc hién nhu sau:
Chon Viin bin dén\ Viin bin dén qua mang

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

<

7 -
- VA - B
Nguyén Thi Bicf TTToaTT
CHUC NANG Danh sach vin ban dén qua dwwong mang ché vao s6
|| Van ban dén qua mang | | | vaoséve| xcaaxem Lammoi Nhan VB tirtep XNL Q Tangt 41 b ]
Van ban dén néi b6 (220) vk T = 5 Soox
Ngay dén $6 hiéu géc Loai vén ban Co quan ban hanh Trich yéu

Vao s6 van ban

e N o 831/BC- S S& Lao Dong - Thwong Binh va  Viv bao cao, danh gia két qua thirc hién Nghi quyét s6 30a/2008/NQ-CP
Van ban chuyen e B 03052019 SLDTB&XH Coud vl Xa Hoi tai cac huyén nghéo
Van ban dén trong ngay = % o 5 e - 5 SRR T BTy i
g ngay @ Sa ] 031052019 32p2]SLDTBXH Céng vén )S(g Iﬁg? Bong - Thwong Binh va \slg; CLF can bd phoi hop tiep nhan thiét bi lku khéa bi mat (chikng thu

Van ban c6 gin ddu sao

Trang 1 41p D

Toan b van ban dén ca nhan Co tong s6 2 van ban

Xuat hién danh sach vin ban dén qua dudng mang.

Tich vao van ban dé xem néi dung thong tin van ban.

TRUNG TAM CNTT&TT - SO THONG TIN VA TRUYEN THONG
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Quay lai  Ghi lai (F8) Thém mi (F7) Nhép giéng VB trueéee (F9) Xoa
Van ban dén qua mang ngay 03/05/2019 10:30

Cac théng tin cor ban

S6 van ban=" [Céng van dén v Sé dén [1991
Sé / ky higu® |922.|’SLE]TEIXH—VF' | Co quan ban hanh VB: |S@ Lao Bdng - Thweng Binh va X3 Hai hd

Ngay dén: [03/05/2019 | Noay ban hanh: [02/05/2019

|V civ cén b phai hep tiép nhan thigt bi lwu khaa bi mat (ching the sé)
Trich yeu:
P

Loai van ban- |Cﬁng van V‘ Linh wre: | v

Nouwei ky: [Ha Van Tén v Chirc vu: [Phé giam déc

Nguei nhdp: Nguyén Thi Bich

Tép chira ndi dung toan van cta van ban

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

¥ arrdoc B [

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

1.2.4. Tao b&o c4o in sb

Chte nang Béo céo va in s6 cho phép van thu thuc hién thong ké va theo
d6i toan bo van ban dén co quan theo nhitng khoang thoi gian cu thé.

Buéc 1: Chon Béo c&o va in so\ S6 chuan cia Cuc viin thw

— Bdo cdo vain so

|36 chuan cla Cuyc 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

Ngudi sir dung lua chon cac tiéu chi can tao 1ap bao c&o va nhan nat Chdp nhan.

TRUNG TAM CNTT&TT - SO THONG TIN VA TRUYEN THONG
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:Ll_ra chon cice tiélj
- chi tao lap bio
: cdo

54 dén theo s§|

Ngay dén

E] W
Tiéu chi in s6: x

b théing tin va truyén théng

Sécla sé:

n Phong ACUEA 56 dang ky van ban den
Cha thich:
n s trong ngay ®ln sé theo tidu thisc
S6 dén theo s6 'Ngay dén
tir s | | dénsh |
e | e 4
. = Ngay ban hanh: . =
dén [2210212019 | én | i |

Van ban sao luc:

Cén trd 161 bang VB 61| ®Toan bé van ban Co Vén bén sao lyc
56 van ban| | hd Co quan ban hanh | v
Loai van ban| | ~ Linh wvure | hd
Nouo xir Iy | v Van ban dén qua mang Cé Khéng ® Toan bé van ban
Tinh trang xir Iy | ~ Tép dinh kém: | hd |
Van ban chuyén, sao y | | ~
Trich yéu ¢ | |
In theo nguéi tac *=Tntheo ngwroTTao Hesov AT i - i
Chdp nhan
~ X N N -2 2 z ~ 4 - > P
Nhan duogc két qua la biéu tong hgp SO PANG KY VAN BAN DEN
IR Untitied (2) - Microsoft Werd (Product Activation Faled) W i N . T o G e
Home Insert Pagelayout  References  Mailings Review  View Design  Layout @
4 TmeNwRom -3 < A A | Ave | B S-S5 eI T | " ) A # Find -
A b E-0E Y AaBbCel | AaBbCcl AaBbC: AaBbce AAB aazbec. samsce Bl
2 &
i J Format Painter BZ U-dex,x A-Y-A- EEINR = &-3T TNormal |TNoSpac.. Headingl Heading2 Titte Subtitle  Subtle Em.. g;ﬁ“ﬂf l¢ seleat ~
Clipboard Font Paragraph Styles | Edtting
| YR TR AT PR YT T ORI FARE T I
S 3 3 . 5 d .
S thong tin va truyén thong CONG HOA XA HOI CHU NGHIA VIET NAM
Vin Phong Doc ldp - Ty do - Hanh phiic
—00o___
Quyén s6
SO DANG KY VAN BAN PEN
Théi gian tir ngay 01/02/2019 dén ngay 22/02/2019
] -
yogeoms | 86 P Ngay Basnas " srie oz o s . oncn Ky |Ghi
Ngay dén dén Tic gia thing So, ky hi¢u Tén logi va trich yéu néi dung Pon vi hojic ngudi nhin i ch
20/02/2019| 3 |Lién doan lao ddng tinh 40/TB-LDLD Théng bio duyét dy toan thu-chi tai chinh céng doan ndm 2019  |Duong Vian Binh
Cong doan vién chic X Vv khac d6i con dau cua 16 chirc cong doan theo TT s6 o B iy
21022019 4 tinh 21/CBVC 442017 TT-BCA Nguyen Thi Hien
20022019 g [BCH Boan din chioh 04-CVDDCD | Viv tham gia cudc thi viét tim hiéu 110 n3m thanh lip tinh... DS Quang Minh
20/02:2019| 9 ?ﬂ: Doan din chinh 05-HDBDCD  |Hutng din té chix ngay dodn vién nim 2019 Trin Xudn Cuimg
200222019 10 ?:;I'El DPoan din chinh 06.-HD/DDCD g;;ng dan o chirc cic hoat dong ky niém 65 nim Chién thing Khic Thi Phuong Giang
21022019 11 3;: Doan din chinh 05-CV/DDCD | V/v chudn bi 16 chirc Dai hoi Doan cip co s& nhiém ky 2019-2022 |Khiic Thi Phuong Giang
21022018 12 ?;: Doan din chioh 07-HDDDCD  |Hutng din t chirc Dai hdi Doan cip co o nhiém ky 2019-2022 ?:a“: Thi Phuong Giang:Dd Quang Minh;Trdn Anh
01/02/2019| 674 |UBND tinh Dién Bién  |30/012019|89/QD-UBND | Ban hanh Chuong trinh rong tim céng tic Tu phip nim 2019 trén v
dia ban tinh Di¢n Bién
= = - 3 = o
01/02/2019] 675 |UBND tinh Diéa Bién  |31/01/2019|291/UBND-KGVX | V.V tang cudng phong ngira tai nan lao ddng tai dién do han dién |5 s op pang .

2. Vi tri Lanh dao co quan/don vi
Nhén vin ban dén Lanh dao co quan/don vi mé Khung xt Iy Vin ban

7
A

deén

Van ban di TT téng hop

©  ©

- Van ban dén”

Wan ban chiy x0r Iy (1)

an dén quan frong 17 (0)

= —
£ EE
=
Van ban dén Xir Iy cong viéc
Mo | 3
y
Danh muc Nhéc viéc

Lanh da

+ Ho sor cong viéc

+ Van ban di

Vin ban dén

CHUFC NANG

ong c6 hai phuong an Xt ly Van ban dén

-TH1: Van ban lién quan truc tiép dén ca nhan > truc tiép xu Iy roi két

thuc

TRUNG TAM CNTT&TT - SO THONG TIN VA TRUYEN THONG
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Viin ban chér xie ly = Q
Chuyén XL || Chuyén theo dé xuat | Cap nhatthéng tin xir Iy VBY | Tao dw thao¥ Bura vao HSCV Trang1 < 1 B |:|
o Séaén  Ngay dé 6ng cén xir Iy Co quan ban hanh Trich yéu e I*;.:?"‘ X0 Ngwei chuyén VB

I 5 - ~ - Ké hoach ban giac quan Iy phan mém 5 _

oy %E 925 22/02/2019 DEKH-UBND UBND tinh Dién Bién QLVBRHSCV MNguyen Thi Bich

C6 téng s6 1 van ban Trang1 < 1 P I:l

Chuyén XL | Chuyén theo d& xudt  Cap nhét thong tin xiF IV VB A Tao dwr thao a Bwra vao HSCV

- TH2: Hoic cho y kién chi dao rdi chuyén Phong chuyén mon xi 1y.

Win ban ché xir Iy = Q
Chuyén XL  Chuyén theo d& xudt  CAp nhat théng tin xi 1Y VBY | Tao dw thao ¥ Bwra vao HSCV Trang1 < 1 W I:l
=) Sé dén  Ngay dén S& ky higu Co quan ban hanh Trich yéu Thei R;-’” P Ngwéi chuyén VB

v b - I, Ké& hoach ban giao quan If phin mém 5 R

f? %E azs 22/02/2019 D5/KH-UBND UBND tinh Bién Bién QLVBEHSCV Nguyen Thi Bich

Cé téng s6 1 van ban Trang 1 a4 1 p l:l

Chuyén XL  Chuyén theo d& xudt = C&p nhdét théng tin xi¥ Iy VB & Tao dy thao a Dwra vao HSCV

Hoac nhap chudt vao dong van ban dé Xem noi dung chi tiét

Vin ban chér xir Iy = Q
Chuyén XL Chuyén theo d& xudt  Cdp nhdt théng tin x 1y VBEY  Taodw thao¥  Bua vao HSCV Trang1 4 1 B [ |
o Sédén  Ngay dén S6 ky higu Co quan ban hanh Trich yéu ] R;-’" X Nguwei chuyén VB

O ek N A «é higgfh ban giao quan 1y phan mém £ .

-~ %E r_.“ a25 22/02/2019 D5/KH-UBND UBND tinh Bién Bién QLVI sov Nguyen Thi Bich

Co tdéng sé 1 van ban Trang 1 41 p D

Chon truc tiép van ban dé tai van ban hoac xem truc tiép bang trinh duyét,
chon [#£'d¢ xem van ban bang phan mém doc van
ban.

Ay Quaylai | Clygyénxirlj ~ Chuyén PHXL | Capmhatthong tin PHXL | Xi¥I§vdn ban v | Giri vén ban¥

Wan ban dégqua mang ngay 02/05/2019 07-19

Cac thong tin co ban

Sd van ban: Coing van dén S dén: 1947
Co quan ban hanh VB: S& Néi v Cor quan chi quan: S& N&i Vu
56 / ky higu: 539/SNV-CCVC MNgay ban hanh: 26/04/2019
Mgay dén: 02/05/2019 Loai van ban: Céng van
Trich y&u: Vv bao cdo thwc hién Chi thi sé 33/2008/CT-TTg ngay 20/11/2008 ciia Thi twéng Chinh phi
Nguwdi ky- Lé Hiku Khang Linh wre:
S ban: S trang:
Tinh chat van ban: Thwéng Phwong thive nhan: Théng thwéng
La van ban QPPL: Mure dé guan trong: Thuéng

Mgw¢i nhap: Mguyén Thi Bich
Héi dap cia van ban di:
Cén tra |&i bang VB di- Cd Van ban can phai xi Iy Cé
@ Tép chira néi dung toan van cia van ban

) )
Chon Chuyen xi ly dé chuyén van ban cho Phong Chuyén mon xa ly >
Giri van ban

TRUNG TAM CNTT&TT - SO THONG TIN VA TRUYEN THONG
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LIChuyén dé xuét Y Kién xir Iy

Thoéng tin chuyén xir Iy vin ban

Y kién x0 Iy

Phong CM xur ly

.. |VanPhang
Bon vinhan i Iy- Cé nhan tiép nhan

s
: : Xt ly e
Mguyén Anh Tuan VP =
Mgwdi nhan x by
4

Han x@ Iy nhap sd ngay: Han xu ly ':E

Danh sach ngw&i phéi hop xiv Iy

Phang Thanh tra Phong CM phéi hop [r—

Ben vi phéi hep 0 Iy:

Trdn Van Thoa Céanhan phél hO‘p B

MNguéi phéi hop XL:

p
Danh sach ngw&i nhan tham khao
I L
Danh sach ngw&i nhan tham khao
LA 2 ik T
nhan xem i T
MNgwi nhan: Ca nhan xem dé biét
i

Girivdn bdn | Huiy 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 tiep két 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
ke thtra van ban dén dé tham muu truc tip (Xem chi tiét phan I1-muc 1-TH2)

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

T PHAN MEM QUAN LY VAN BAN VA HO SO CONG VIEC ’ .
o a n P A ~ 8/
" 50 THONG TIN VA TRUYEN THONG DIEN BIEN '

= y
9 1 -Q . Vi W

L& Thi Kidu Trang [ Thodt] Trang chi | Danh myf | Van ban dér| | X ly cong viéc | Van ban di | Théng tin tong hop |

CHUC NANG Cac cong viéc can giai quyét

Van ban dén trong ngay
Van ban co gin diu sao = VAN BAN DEN

Van ban dén ndi bd SR o

R W C6 20 van ban @3 dén trong ngay clia cgflian
Toan bd van ban den co quan
"""" C6 11 van ban da qua hanxM"cla toan co quan

— VAN BAN XU LY CA NHAN (7)

an ban ch xir If (7) TR e T
+ Vian ban dang x& Iy = ;w_m ban Klchng cd han
- 0van ban co han

+ Vinban da xtr Iy
Van ban @& dy quydn xir If + C6 1 van ban ik Van thw gisi dén
Van ban Ga chuyén xi¥ I T, T,

gbange chu;ein R + Cad 6 van ban cho y kien giai quyet
Van ban @3 chuyén xi¥ Iy trong ngay
+ VAN BAN DE BIET

VAN BAN BE PHOI HOP : L o g
i Lo C6 26 van ban nhan de biét
+ VAN BAN XU LY CO QUAN

TRUNG TAM CNTT&TT - SO THONG TIN VA TRUYEN THONG

C6 185 van ban phdi hop xi¥ If




21

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

[ vén ban cher x Iy Q
Chuyén XL || Cap nhat théng tin xi Iy VBY | Taodwthao¥ | Biwravao HSCV Trang1 4 1B [ |
Sédén  Ngay dén 56 ky hiéu Co quan ban hanh Trich yéu i ';.f?"' XF  Ngwdi chuyén VB
b tang cubl]%}ién phédp bao dam doén tét
= 2?3 11/01/2019 95/UBND-NC UBMND tinh Dién Bién Nguyén dan Ky Hei ndm 2019 Pham Thanh Nam

Cé téng sé 1 van ban Trangl < 1 |:|
Chuyén XL Cap nhat thong tin xi¢ Iy VB A Tao dw thao & Bwra vao HSCV

Buwéc 3: Bam chuot vao Trich yéu van ban can xir ly xuét hién giao dién.
Buwéc 4: Tai giao dién chi tiét van ban, tich chon nit X Iy vian ban xuat
hi¢én giao dién sau:
L ———————————————————————————

1,,,‘— Quay 19l Xdrly vBn ban ¥  Giri van banv
Van ban dén qua mang ngay 11/01/2019 10:51

Céac théng Un co ban

Sé van ban Céng van dén Sédén: 273
S& / ky hidu. 95/UBND-NC Co quan ban hanh VB. UBND tinh Dién Bidn
Ngay dén: 11/01/2019 Ngay ban hanh: 10/01/2019
Trich ybu. tang cudng céc bidn phap bao dam dén tét Nguyén dan Ky Hoi nam 2019
Linh vue Loai van ban: Cdéng van
Ngudi ky: Lé Van Quy Chuc vy: Phé Chd tich

Tinh chit van ban: Thuéng Phuong thire nhdn: Thang thudng
Nguéi nhap. Nguydn Thi Bich

Hdi dap coa van ban di

Cin trd 16l bing VB 4. Cé
€ Tép chiva ngi dung todn vén clia van ban

~5d0c B (7
€ Cac théng tin xiv Iy van ban
Tinh trang x& Iv VB: Panag XL

Dé xtr Iy van ban chon Tao dw thio hoic tao Ho so cong viéc.

Vin ban cin phdi xir ly: Coé

/i Quaylai | Xir iy vhn bn ¥ | Girl vin Beny

Cac thing tin co ban

54 van ban: Céng vin dén 56 dén: 273
54 1 ky hidy: S51JBMD-NC Co quan ban hanh VB: UBND tinh Bién Bién
Mgiy dén: 1100172019 Mgdy ban hanh: 1000172019
Trich -J-éu tang cudmg cac bidn phap bao dam ddn it Mguyén dan K Hei nam 2019
Linh wyc Loai win bdn: Cdng van
Maurér by L& Viin Quy Chirc v Pha Chil tich

Tinh chit viin bin
N;Jo. nhap

Fidi Sdp cia van ban di
Cén trd 16 bing VB di

Thurdng

Mguydn Thi Bich

Cé

Phueng thare nhidn

Viin bin cdn phal xir I

Thing thudémg

Cd

@ Tép chira ndi dung todn vin cia vin ban
95 doc = £

~ Buocs: Nhén Ut Tgo dur thao dé soan thao vin ban tra 161 cho vin ban
den (Xem chi tiet phan 111-myc 1-TH1)

4.2. Phoi hop xir ly

Trong truong hop Chuyén vién déng vai trd 1a nguoi phdi hop Véi
Chuyén vién khac dé xur 1y van ban.

Buwéc 1: Trén giao dién cia Vin ban dén, tai chic niang “Vin ban lién
quan” nhay chudt vao chic ning “Vin ban phdéi hep xir 1y, giao dién lam
viéc chinh hién thi cac van ban can phéi hop:

TRUNG TAM CNTT&TT - SO THONG TIN VA TRUYEN THONG
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Buéc 2: Tai giao dién nay, Chuyén vién danh dau chon van ban can xur ly
va nhan nit Cép nhat thong tin PHXL dé chuyéen gop y cho chuyén vién khac.
Khi d6 giao dién gop y hién thi

Trang chii | Danh myc | Van ban dén | Xir iy cdng viéc | Van ban di | Théng tin téng hop | 1)
Vin bin phéi hop i

Vién ban chorxir ty

Chuyén vin ban| Cép nhét thing tin PPOQ.} D5 xem | =7

Trang 1 ‘ 1 p
= S6 hidu gbc Nogdy ky Cor quan ban hanh Trich yéu Trang thai
€ viéC sUa 4ol bo sung Mt sO Giéu cha Q Sinh vé
3n bin &én trong ng3 Cé téng s6 1 vén ban Taang1 4 1)
Van ban kén quan a

van ban xem &8 biét

3n ban phéi hop xir I
Tra ciru van ban ¥
Locvan ban

\* r 7 r r
Buwdc 3: Chuyén vién phoi hop nhap y kién dong gbp va nhan nat Chap
nhan dé gui gop y cta minh cho chuyén vién xa 1y chinh van ban.

-

Y kién phéi hop xir Iy:

© Gan tép van ban

Chon tép | Khéng c6 tép nao duoc chon |"'—J'

Chdp nhdn  Hiy bd

4.3. Vin ban dé biét
Nguoi sir dung nhan cac van ban co6 tinh chat nhan dé biét
Chon Vin ban nhan de biet - Xuat hién danh sach van ban nhan deé 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 nit Pa xem hoic Cho y kién.

TRUNG TAM CNTT&TT - SO THONG TIN VA TRUYEN THONG
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19/0312019
] 1410312019

i) Taors
() 0110312018

(] 05/01/2019

() 031012019

(] 25/12i2018

C6 téng s6 7 vin ban

$6/ ky hiéu Noi giki

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

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

4iQD-UBND UBND tinh Dién Bién

1973/SNV -CCVC S& Noi vu

1944TB-HDTNN  S& Noi vu

Q
Trang 1 { 1 } D
Trich yéu Ngwi x@ 1y Trang thai xie Iy
Vv thipe hién ché d bao cao theo quy dinh tai .
Théng tw s6 07/2017/TT-BKHBT cda B Ké hoach Vi Hong Gam Chura xir Iy
va bau tw.
Viv bdo cdo tinh hinh mua sa‘::m stra chira, dau tw . DA xir Iy
cdc cong trinh si¥ dung nguon kinh phiksgr nghiép Nguyen Thi Phirong (qua "a)"“
thudc ngdn sdch dia phwrong tir 2015 den 2019 q ©
Vv trién khai thiec hién Quyét dinh cia Thi teéng - s M -
Chinh ph phé duyét Dé an ho tro thong tin, tuyén Imfw-ll—_lm Ha;Nguyen Cao (E:?:ng x'l{;:.‘y)
truyén ve dan toc, ton gido 9 g ha
e —nn . I £ Paxrly
bao cdo giam sat danh gia dau tw nam 2018 Vi Hong Gam {qué han)
thanh 13p Ban Chi dao phat trién ddi twomg tham . Bé xir Iy
gia BHXH, BHYT, bao hiém that nghiép (BHTN) tinh Mguy&n Chau Loan (diin hyan)
ién Bién 4
P . 5 Nguyén Thi -
Vv tngu tg_p cong c‘hu'cudu thi nang ngach 1&n Phu’c_mg;Nguyén Thi bang xwr Iy
chuyén vien cac cap nam 2018 Dung {trong han)
Théng béo két qua diém thi nang ngach céng chirc PR D xir Iy
Ién chuyén vién chinh nam 2018 tinh Dién Bién Nguyen Thi Dung (ding han)
Trang1 < 1 p |:|

I11- QUY TRINH XU LY VAN BAN DI

1. Vi tri Chuyén vién
Tai vi tri Chuyén vién c6 2 truong hop:

a. Du thao van ban tham muu khi ¢6 ké thira van ban dén.

b. Dy thao van ban tham muu mai (khdng ké thira van ban dén).

- TH1: Dy thao vin ban tham muu c6 su ké thira ciia vin ban dén
M& khung xt ly Vin ban dén trén thanh cong cu

=

lrn/

Van ban dén

]

Danh muc

Xt ly cong viéc

-~

— Van ban dén*

Van ban cho xir Iy (20)

e

Van ban di

X

TT téng hop
Vian ban phdi hop x 1 (10)

Van ban nhan Gé biét (3)

Nhic vié

Vin ban dén

Tro giap
Vn ban ndi bd 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 ly chon Vin ban can ké thira dé tao
van ban tham muu - Tao dw thio

011022019

295UBND-KT

UBND tinh Din Bién

I
Capnhdtthong tin xir Iy VBY  Taeguthio¥  Duavao HSCV Trangt 41 P
S8 ky higu Co quan ban hanh Trich yéu Thi :;9“ ¥ Nowsi chuyén VB

Viv didu chinh hach todn kinh phi ngudn cal
cach tiin luong d3 giao tai Quydt dinh s6
1228/QD-UBND ngay 061272018 cia UBND
lin:m sang nién @3 ngdn sach ndm 2019

Nguyén Anh Tudn_VP

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

\ Vin ban di

Quay lai Ghi lai

Phat hanh kém t&p VB dén

Ngay tao

Loai van ban:”

Trich yéu:*

Thai han choe y kién

@ Lién két van ban

Sao chép VBDT m&i

L& v3n ban QPPL:
Ngw&i scan thao:
M3 VB dur thio:

Ngwi ky:

Danh sach xin y kién:

Tép VE ban hank

Chuyén ky duyét

X6a VBDT

: [12/02/2019 5|
* Khéng Co Mgay c&p nhat: 03:58 CH 12/02/2019
{gia dinh) Chuyé&n Vién Bon vi soan thao: Wan Phéng
DT299
|C«5ng van ~

“iv digu chinh hach toan kinh phi ngudn cai cach tién lrong 43 giao tai Quyét dinh sé 1228/QB-UBND ngay 06/12/2018 cia UBND tinh
sang nién dé ngan sach nam 2019

P

[(gia ginh) Lanh dac S&

- Chirc vu: [Giam Ddc |

F

Trang thai: Bang soan thao

Chwra gan tép van ban

TRUNG TAM CNTT&TT - SO THONG TIN VA TRUYEN THONG
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Vin bdn 88| )34 kj hidu 205/UBND-KT Thém link vin bin dén
DNoi nhin

) Theo dai héi bio

® Khéng theo dbi hai bao © Theo déi héi bio

@ Théng tin D thac
¥ kign Binh kém tép
| Chaon tép \ Khéing cé...oc chon || ‘Chon tép |K'|E'|g o ..occr'm“ Chon tép | Khing cd._..oc chon H
P Chaon tép | Khéng cé...oc chon
Npgay gidr Ngurei tao  kidn Mg nhin
. . 1) v disu chinh hach tosn kinh phi nguen ¢ai cach tien luong d2 gizo 13l Quyst dinh s0 1223Q0-USND ngay
11/02/2010 10:25 PM Nguyén Thi Phirgng

08122012 cua UBND tinh sang nizn do ngan ssch nam 2012.d

oe BXx v
d _

@ Nguwéi chiu trach nhigm vé ndi dung

Danh séch ngui nhén: | ~ | | Chuyén s 1y

Quaylai || Ghilzi || Saochép VBDT moi|  Chuyén kyduyét = Xéa VEDT
Luwru y: Céc vi tri ¢6 dau * khong duogc bo trong
- TH2: Du thao van ban di méi (khéng ¢6 su ké thira ctia van ban dén)
M¢ khung Xir ly cong vigc trén thanh cong cu

Trang chi  Danh muc Van ban dén | Xirly oBtE_viéc Van ban di | Théng tin tdng hop
N

Xt 1y cong viée

& m [ >

Vin ban dén X ly cong viéc Vin ban di TT téng hop
8 %) 2)
Danh muc Nhic viéc Tro chuyén Tro gitp

Trong khung Xir ly cong viéc chon Nhap méi VBDT

=] Céc cong viéc can giai quyét

[ PHIEU YEU CAU [ HO SO CONG VIEC [ VAN BAN DU THAO

Nhiap mé&i PYC Nhip mai HSXLVB ¥ Ap moi VBDT

1 Hb so xi¥ I chinh 2 VBDT chiy xir Iy

21 Hb so phdi hop xiF Iy

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

[
Quaylsi | Ghilai | Saochép VEDT méi = Chuyén ky duyét | Xéa VBDT
Bhét hanh k&m tép VB dén

Ngéy s: PBIDS2018 |
L& vén bdén QPPL: @ Khéng O Cé

Ngdy edp nhit: 10:30 CH 26052019
Mgui sosn thie: Mguyén Thi Phugng

M3 VB dy thde: DT988
Logi vin ban:* k:éng wan

Bon vi soan thée: VAN Phdng

v]
Tham gia ¥ ki€n vao Nghi dinh chinh phi
Trich yédu:*
P
Nguwii kj: [Chu Xusin Tnrmg v| Chie vy [Gidm Déc |
¥
Danh sdch xin § kién:
4
Théi han che § kidn: 'ﬂ Trang théi: Dang sogn théo
Tég VE bsn mank: Chura oin t&p vin bin
@ Lién két vin ban
©Noi nhin
© Theo ddi hdi bao
) Théng tin Dw thao
¥ Kién Binh kém tép
| Chon tép | Khéng cé...oc chon H Chon tép | Khéng ¢é...o¢ chon || Chon tép | Khéng cd...gc chon i
4 | Chon tép | Khéng cé...gc chon |
Ngay gies Ngusi tao ¥ kidn Ngui nhin
SRIDS015 1038 PM Nguydn Thi Fhuong D 82586T583008T1218T fle-nsme docx B5f

. BX s

@ Nguwdi chiu trich nhiém vé néi dung

Danh séch ngudi nhan | | Chuyén xiv Ij

Quaylai || Ghilai || SacchépVEDTméi | Chuyénkyduyét = Xéa VEOT

TRUNG TAM CNTT&TT - SO THONG TIN VA TRUYEN THONG
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Luru y: Cac vi tri ¢6 dau * khong duoc bo trong
Sau khi dién day du thong tin van ban can dy thao tham muu. Lya chon
ngudi Xir ly van ban (trinh Lanh dao phong xét duyét)

© Ngubi chiu trich nhiém vé néi dung
Danh séch ngudi nhin: l Nqén Xt ly

_ Trong giao dién nguoi nhan chon Phong, ban - Nguwdi nhén trinh duyét
- bongy

Tim kiém

Danh sach don vi

Ban Giam Déc
Van Phdng
Ban biér| tap

Phéng Blru chinh - Vién théng

Phéng Bgo chi - Xuat ban

Phoéng Cpng nghé thdng tin

Phéng K¢ Hoach - Tai Chinh

Phéng Thanh tra

Trung ta Céng nghé Théng tin va Truyén thdng

Danh sach nhan s theo don vi

Nguyen Thi Bich

Tran Xuih Cuéng
Nguyén Thhi Dung
Nguyén Thi Hién
Nguyén dhau Loan
Nguyén Thi Phuong
Quan tri hg théng

L& Thi Kidu Trang
Nguyeén Aaf: Tuan_VP

ooy Boqua
Xac nhan Chuyén xir ly
& Ngwoi chiu trdch nhigm vé néi dung
Danh sach ngudi nhan: |Ngu}'§n Anh Tuén_ VA ~ | Chuyén xi¥ Iy
Luwu y: Trong truong hop tham muu tryc tiep cho Lanh dao ky duyét
khong can qua xet duyét thi lya chon Chuyen ky duyét dé trinh tryc tiep cho
nguoi Ky duyét van ban

e Ngwai chiu trach nhiém vé néi dung

Danh sach ngudi nhan: |Nguy§n Agh Tuén_VP| ~ | Chuyén xi Iy

Quay lai Ghilai  Sao chép VBDT mdi 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 méi, cac budc thuc hién
giong vi tri Chuyén vién (muc 1-TH2).

[®] Cic cong viéc can gidi quyét

PHIEU YEU CAU HO SO CONG VIEC VAN BAY DIf THAO
hip ot vaoT

1VBDT ché xi¥ Iy
Khi c¢6 van ban tir Chuyén vién gai dén Lanh dao phong chuyén mon
m¢& xem ndi dung van ban. Van ban sé ¢ khung Xi ly cong viéc > VBDT cho
Xt ly tham muu lién quan.

TRUNG TAM CNTT&TT - SO THONG TIN VA TRUYEN THONG
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B Cic cing viéc cin gidi quyét

PHIEU YEU CAU HO SO CONG VIEC VAN BAN DU THAO

T orene s

1 Vi bdin Gang gy thao

1 VBDT a3 channbn xir ' (& nguni chuydn bido)

Chon vin ban can xir ly
L —————————————

Nhip m&i VEOT

# #  MNgaytao M3 DT Nguevi soan thao Nguwri ky Trich yéu

E  200NI1e DTE32  Mguyén Thi Dung Chu Xuén Trudng & vigc bd nhiém lai cong chire {Nguy&n Thi Hidn)
(¥}

Xem noi dung > dua ra hudng giai quyét. Chon biéu tuong © dé doc va sta
tép tin (may tinh phdi cai phdan mém BTE Adappter)

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

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

+ 113.160.144.110:8083 cho biét

¥ kign xur ly: _
L | |
Ex -

Tép da chinh sira s& duoc 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...ot chon || Chon tép | Khéng cé...gc chon “ Chon t€p | Khéng cé...o¢ chon H
A Chon tép | Khéng cd.._gc chon
Mgdy gids Ngudi tao ¥ kidn Ngui nhin
S0/D2015 08 54 AN Nouyén Thi Dung D) Bo nhiem Isi o.c Nouyen Thi Hiendoe 257 n
) + Trinh 1&nh dzo VP z

20/D5/2015 0854 AM Mguyén Thi Dung = LE Thi Kigu Trang
23/05/2019 15:04:44 & Thi Kigu Trang 1) Ba nhiem si d.c Nguyen Thi Hien(irs St)(25.05.2018 15n04pdd)doc 22 n

- ) + Trinh Gng chi CVP z
23/05/201% 03:04 PM L& Thi Kigu Trang ‘.I;L;.'En Anh Tuér_'\,-'F'

Lanh dao phong chuyén man c6 hai tinh hudng xu ly:
- TH1: Néu chua dat yéu cau thi chuyén lai Chuyén vién chinh sua.
& Nguivi chiu trach nhiém vé ndi dung
Danh sach noui nhan: muyén Chéu Loar| v uyén xiF I
Quaylsi || Ghilsi || Saochép VEDT mbi | Mgy Ghsliean
- TH2: Néu dat yéu cau trinh Lanh dao don vi ky duyét (hoic tryc tiép
stra va trinh Lanh dao don vi Ky duyét).
) Mguwi chiu trach nhiém vé ndi dung
Danh sach ngu&i?héq:\hlguyén Chéu Loan v | | Chuyén xi Ij
Quaylai | Ghilai | Saochép VEDT méi | “Kyduydt | XoaVEDT

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

TRUNG TAM CNTT&TT - SO THONG TIN VA TRUYEN THONG
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[®] Cac céng viéc can giai quyét

> PHIEU YEU CAuU > HO SO CONG VIEC > VAN BAN DY THAO

Nhap m&i PYC Nhép méi HSXLVB ¥ Nhap m&i VBDT
Nhdp méi HSGQCV I R =
1Van ban cho ky duyét
Nhap mai HSVBLQ

Lanh dao don vi cling ¢6 hai tinh huong xu ly:
£ £ Npaytso MEDT Nouwdi soan thao Nigudi ky

Trich yéu Céing viée
@ DEme DT80 L& Thi Kiku Trang Chu Xudn Trudng. \m giz du théo Nghi dinh Chinh phd
]

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

& Ngudi chiu trich nhiém vé ndi dung

Dianh 28gh ngurdd nhan: '_é Thi Kiéu Trang

~ | | Chuyén xir Iy
Quay lai | | Ghilai Yéu ciu sban thao lai Ky duyst

- 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).

. ~]
Danh sach xin y kien:
e
Théi han cho ¥ kién: ¥

e Trang thai: Trinh ky duyét

Tépvebanninn )X 0 g368s7583808713157_ile-name.docx [oE]
€ Lién két van ba

VEn ban dén
@© Noi nhan
) Theo déi hdi bao
® Khéng theo déi hél bdo O Theo ddi hdi bdo
@ Théng tin Du thao

¥ kién Binh kém tép
| Cnon tép [ knang c6.._ot chon |[ Chon tép | knéng cé.._oc chon |[ Chon tép | Rwdag co.._oc chon | [
P | Chen tép | Knéng cé...gc chon | d

Ngay giér Nguwéri tao ¥ kién MNguéri nTrS

SR80 1101 B L& Thi Kidu Trang () £36897553508713187 file-name.docx (B ban hanh) @2F
+

26/05/2019 11:07 PM L& Thi Kiéu Trang Chu Xuan Trudng,
26/05/2019 11:028 PM Chu Xuan Trudng L& Thi Kidu Trang
26/05/2019 11:09 CH Lé Thi Kiéu Trang - Kinh chuy&n 13nh dao kj duyét

Chu Xuan Trudng
@ Ngwoi chiu trach nhiém vé ndi dung

Danh sach ngué&i nhan: |Lé Thi Kiéu Trang ~ | Chuyén xi 1y

Quay lai | Ghi lai Yéu cau soan thao lai Ky duyét

Chon Ky duyét dé xac nhan ky vin ban
™ Ngwdi chiu trach nhiém vé n@N@

Danh sach nauwdi nhan: |I}Fhu-‘(liéu Trang
Quay lai | Ghilai Yéu cdu soan thao lai Ky duyét

v| Chuyén xir Iy

Chon Chuyén Vin thu co quan (hoic Chuyén Vin thw don vi d6i véi
don vi truc thudc ky van ban)
& Thong tin D thao

Mgay gidr Mguedri tao

¥ kién
26/05/2019 11-01 B L& Thi Kidu Trang 0 636397523908713157 file-name.doex (V'3 ban hanh) g
+
26/05/2019 11:07 PM L& Thi Kigu Trang -
26/05/2019 11:03 PW Chu Xudn Trrdmng. -
26/05/2019 11:09 CH L& Thi Kidu Trang - Kinh chuy&n 13nh dao ky duyét

26/05/2018 11:12 Chu Xuén Trromng. - Ky duyét van ban du thao
Quay lai = Ghilai huyén Vin thr CQ

4. V1 tri Van thu
Trong Trang chi chon khung Vin ban di

TRUNG TAM CNTT&TT - SO THONG TIN VA TRUYEN THONG
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+ Van ban dén

H Vén bén di \Vln’b::dl‘
» ) - U Van d ban hann (14,

Nhic viéc Tré chuyén Hom thw cong Tro gitp

H

Van ban dén Van ban di

Vén ban can xem (1)

Van bdn quan trong W (0]

Chon Vian ban cho ban hanh

Van ban chix ban hanh (14) VaosiVE | Thémméi | xéavB  (&f Trangt 4 1 D

Vo g6 van ba B x 2 : S
o sovanban Loai van ban Bon vi ban hanh Trich yeu Ngiwéi soan thao Ngwoi ky
VAN bE .
4N oan chu ol qua mang Viv didu chmh hach man kinh phi ngudn cai cach tién lvong 3
D3 giri VB qua mang ] Céngvan Van Phong giao tai Quyét dinh s6 1222/QD-UBND ngdy 061272018 cla (gia dinh) Chuyén Vién (gia dinh) Lanh dao S&
UBND tinh sang nién @8 ngan sach nam 2019

Van ban 1ra lai & Can bo x o
a @ Céng van Fhang Thanh tra CL_fnanhopholhuplhamglatnanmra,klemtratansovuluyen

Trin Van Thoa Nguyén Hing Cudng
Toan bd van ban

s B8] Théng bao Phong Thanntra  Théng bao @éu chinh bd sung lich tiép cdng ddnndm 2018 Cac Dirc Thudt Nguyén Hing Cudn
Wan ban i trong ngdy il a 'q g ) D cong L ] g

Chon van ban can ban hanh > Vao sé VB

VaoghVe | Thémmdi | XéaVB |4 Trang1 4 1 b [ |

Loai van ban Bon vi ban hanh Trich yéu Mgwéi soan thao Nguwri ky
g et
[t B4océo Egnong Baochi-Xudt  pop oo cdng tac quan If nha nwée vé Bao chi théng 5/2019 Tran Thi Ha Nguyn Hiing Cuéng
=X céng van Phéng Thanh tra Tham gia ¥ kién v&o dui an Ludt Tran Vén Thoa NguyEn Hiing Cuéng

<t Bs0cdo V&n Phang béo céo kt qua hoat dng niF céng € théng d4u ném 2019 Mguy&n Thi Hidn Nguyin Hing Cuéng

Dién day du thong tin lién quan trudce khi phat hanh van ban
@ Tép chira ndi dung toan van cia van ban
HI Chon tép | Khéng co tép nao dwgc chon f‘-’

x Bao cao quan |y nha nuoc ve bao chi thang 5(cuongnh.stttt)24.06.2019 17h07p02)_signed.pdf

& Noi nhan vén ban

L Wan thu frung t&m; Vu Heang Thién; Chu Xun Tredng; Ngufen Thi Ma| Vi Trung NghTa; Phung Thi Thu Hang Wil Birc Soﬂg Nguyen ThiVan Anh; A
Ca nhan: Dang tin, bai; Nguyén Thi Bich; Dwong Van Binh; Nguyén Trong Chién: Nguyén Hung Cu‘ong Trén Xuan Cuang; Nguyén Manh Cu'cmg Wi Van Canh
Nguyén Thi Dung Vii Anh Diing: Mai Xusn Diing: Khiic Thi Phurong Giang: Vil Hing Gam: L Thi Héng H&: Lam Thi Thanh HA: Trin Thi Ha Noguyén Thi 4

Noi nhén ndi bd:

Hoi déng nhan dén tinh Dién Bién; B4 Théng tin va Truyén thdng; S& Khoa Hoc Céng Nghé v
Mo nhin bén ngoai:

@ Theo déi hoi bao
® Khing theo ddi héi bao O Theo ddi hdi bao
@ Van ban kém theo
Gan vin ban dén
Thong tin luan chuyén
Ngay gidr N xiv Iy Ghi chii

24/05/201% 1708 Nguyén Hing Cuang Chuyén tir VBOT sang

Quay lai ~ Ghi lai (F8) Thém méi (FT) Nhap gidng VB trwdc (F9) Gl van ban & Xoa
Chon Ghi lai dé xac nhan thdng tin

24/05/201 MguyEn Hing Cudng

Quay lai ~ Hiédchinh (F8) = Mhip giéng VB triede (F9)  Thém méi(F7)  Gwi van ban A Xod

IV- MOT SO UNG DUNG THUONG DUNG

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

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

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

[ Cac cong viéc can giai quyét

HO SO CONG VIEC VAN BAN DU THAOQ

i
Pién thong tin lién quan > Lwu & Chuyén xir ly

TRUNG TAM CNTT&TT - SO THONG TIN VA TRUYEN THONG



29

Lwu & chuyén XL

Ngy gié c3p nhdt: 11:53 CH [12/02/2019 5]
Ma phidu: PYC1

Ngu#i lap phiéu: (gia dinh) Lanh dac S&

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

Xir Iy chinh:* |(g|a dinh) Lanh dao Van phong Vl
Phéi hop xi¥ Iy: [(gia dinh) Chuyén Vién v
Thoi han xir Iy [20/02/2019 |

Tham muwu bdo cac tham luan giac ban thang 2 v&i Bo
N&i dung eéng viéc:™

@ Tép kém theo

Hl Chen tép | Khéng cé tép nac dwoc chon H

Ngudi nhan s& thuc hién theo noi dung cia Phiéu yéu ciu

{gid dinh) Lanh dao

12/02/2012 PYC1 20/02/2019 (gia ginh) Lanh dao S& 30 Tl

Co téng sé 1 phiéu yéu cau

[=l Phiéu yéu ciu chwa xir Iy <
Nhap méi PYC Trang1 < 1 P [ |
Ngay tao PN\:,?: Théi han XL Nguw&i lap Ngwéi xir Iy chinh N&i dung céng viéc Tinh trang

Tham miru b&o c40 tham luén giao ban thang 2 v&i B8 Chura xi Iy

1.2 Hd so xir ly cdng viéc, giai quyét cong viéc, vin ban lién quan

“Trong giao dién Xir ly cdng viéc tao Ho so can sir dung

[ Cac cong viéc can giai quyét

PHIEU YEU CAU HO SO CONG VIEC VAN BAN DY THAO

Nhép mdi HSGQCV
1 PG ero 1B bin dang it
Nhip méi HSVBLQ

1 VBDT &3 chuyén xi¥ 1y (13 ngudi chuyén tiép)

bién thong tin lién quan > Ghi lai

Hd so cong viéc

Quaylai | Ghilai (F8)

Loai héh 50* Hé so gidi quyét cong vide Ky higu hé so* 6/HSGACY
NGi dung
P
Ngay tao hé so=* 6/02/2018 i Han xdr I | |

Tiéu @& nd sot* [vin ban Gén thang 02/2019

Lanh dao phy trach |Nguyén Anh Tudn_VP v| Chuyén vién xi¥ Iy chinh:* |Nguyén Chau Loan

Chuyén vién phdi hop |Nguyén Thi Dung; Trdn Xuin Cuéng, Nguyén Thi Phugng; Nguyén Thi Bich; Lé Thi Kiéu Trang; Nguyén Thi Hién

Tinh trang x(r Ij: Dang XL Ngwritac Nguyén Chéu Loan
Thém mai céc dit liéu lién quan vao Ho so

VAN BAN DU THAO (0) | PHIEUTRINH(0) TRAODOIGOPY(0) VAN BANLIEN QUAN (0) VAN BAN PHAT HANH

KET THOC HO SO

Thém mé

2. Tra ctru van ban

2.1 Viin ban dén

TOy vao muc dich tra citu hé théng cho phép ngudi dung tra ctu hod so

vin ban dén theo nhiéu phuong an khac nhau

TRUNG TAM CNTT&TT - SO THONG TIN VA TRUYEN THONG
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— Tra ciru van ban
Toan bd van ban
Theo sd van ban
Theo loai van ban
Theo co quan ban hanh
Theo ngay ban hanh
Theo d& khan
“wan ban quan trong
Theo ngudri x0F Iy chinh
Theo tinh trang >iiF Iy
Tra cru theo tiéu thirc

Tra clru van ban dén

| &N
Hozc dung tién ich tim kiém ning cao dé thyc hién viéc tra cau
Tra c(ru van ban dén

h’héng tuf —k_%

Dién tiéu chi tim kiém = cang chi tiét két qua cang chinh xac

Tim kiém vén ban dén theo tiéu thirc

Ttk khéa bat kjr: [Théng tu |

56 dén theo s tir 55'|

|
6, ky higu géc: | \
Ngay dén tir | dén| B3
Ngay ban hanh. i i dén | B3

86 van ban: | hd | Co quan ban hanh: |Bcf> Théng tin va Truyén théng ~ \
Loai van ban: | V| Linh wvirc: | V‘
Ngui xiv Iy | M Ngui ky v
Tinh trang xi Ij: | v| Tép dinh kem: | v
Trich yéu: | |
Chap nhan
Tim trong CSDL hién tai c6 1 v&n ban ] 1n két qua tim kiém
Diéu kién sap x&p: Tang dan theo ngay nhan
S“é CQb
# # # dn Ngaynnand NgayBHS S8,k higu % nﬁ" Trich yéu NgU&Filnoi xie Iy
W
i T — Eﬁ\g‘””g Théng fir sira 61, bé sung mét s6 didu ciia TT s6 462016 T-8TTTT ngay 261122016 clia
7 = A7 02/01/2019 0122018 prrpp Truydn BJ trwdng B4 TTTT quy dinh dann muc thiet bi VTE duroc mien giay phép strdung tansd  VOVan Canh
, thﬁ:n VTH, dieu kign ki thut va khai thac kém theo

2.2 Van ban di

Tuy vao muc dich tra cau hé théng cho phép nguoi dung tra cu hd so
van ban di theo nhiéu phuong an khac nhau

— Tra ctru van ban di
Toan bd van ban
Thea 56 van ban
Theo loai VB
Theo ngui ky
Theo ngudi soan thao
Theo don vi soan thao
Theo don vi ban hanh
Danh sach van ban ndi bd
Theo dd quan trong
Theo d8 khan
Theo dd mat
Tra ciru theo tiéu thire

Tra clru van ban di

| Q
Hoac dung tién ich tim kiém nang cao dé thuc hién viéc tra ctu

TRUNG TAM CNTT&TT - SO THONG TIN VA TRUYEN THONG
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Ngam dinh tim trong CSDL hién tai, dé thay ddi nhan vac day:

T khéa bt ky: [xin i kién |

Tim trong CSDL hién tai ¢d 13 van ban

Bidu kién sdp xép: Tang din theo ngay ban hanh

S6VB 3 =
# P Ngay BH 3 S0, ky hiéu Nguwei ky
= 554 28122018 S3NSTTTT- V@i Anh Diing
r = TTrA
= s10 20/11/2012 ;gféSTTﬁ' Nguy&n Hing Cuéng
- eno acreamne 1280/8TTTT- Co e e

2.3 Thong tin tong hep
Theo co quan

2

Co quan

8

Céanhan

+ TTTH Van ban dén
— TTTH Van ban di
“W&n ban phat hanh trong ngay
Wan ban phat hanh trong nam
V&n ban dang theo d&i hdi bao
Van ban d3 két thic hdi bao
Bao cao tdng hop van ban di
Bdo cdo van ban dén
Bdo cdo van ban di
Bdo cdo hd sor cong viéc
Bdo cdo tinh hinh str dung PM
Nhat ky truy cap
Nhat ky cong viéc

Theo ca nhan

+ + + o+ 4

Ca nhdn

Co quan
— TTTH Véan ban dén

Wan ban chura xiF Iy

“an ban dang x(r Iy

Wan ban dang xi¥ ¥ (qua han)

VAN ban 43 xir 1y (dlng han)

VAN ban 43 xir 1y (gué han)
TTTH Van ban di

Bdo cdo vin ban dén

Bdo cdo hd so cong vide
Nhit ky truy cap

+
+
+ Bdo cdo van ban di
+
+
+ Nhit ky cong viéc ca nhan

E 1n két qua tim kiém

Trich yéu
Céng van tham gia vao phiéu xin y kién

Wiy xin  kién thAm dinh ndi dung tiéng Lao khiu hidu tuyén truyén,
maket sa&n khau tai Ngay hdi "Tham tinh hiru nghi dac biét Viét - Lao”

Wiv xin ¥ kién tham gia vao D thao K& hoach Théng tin d4i ngoai tinh

3. Vin ban phoi hop, xem dé biét
Doi v6i van ban can phdi hop (tham gia y kién) hay xem dé biét nguoi

dung xtr ly nhu sau:

Nguwréri soan thao
Pham Thi Quyén

Lam Thi Thanh Ha

1A Th Wi The,

58 thur 1y theo sé: | ‘>>| |
S8/ ky higu VB: | | 84 van ban: | ~|
Ngay ban hanh ttr it aén |
Loai van ban: | ~| Ngui ky: | ~|
Bon vi soan thao: | Vl Nguw&i soan: | Vl
Dan vi ban hanh: | ~| Linh wye: | ~|

L& van ban QPPL: Khéng Cé & Wan ban di “an ban néi bd

Tép dinh kém: | v
Noi nhan | Vl
Trich yéu: | |

Chép nhan

TRUNG TAM CNTT&TT - SO THONG TIN VA TRUYEN THONG
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3.1 Vin ban dén
[ chocmawe |

VEn ban @én trong ngay [} . H

RSP S 1 Vin ban dé
Van ban ¢o gan dau sao 1 an ban den 1
1

Toanbdvanbandéncanhdn @00 2 e e ————————
— VAN BAN XUr LY CA NHAN

VAn ban chd xir Iy

+ Van ban dang xur Iy
+ Vanbandaxrly e ———————————

Van ban d3 Jy quyén xir Iy 1 o o A A A '}
R . . 1 Vin ban dén dé biét -
Van ban da chuyen xir Iy i 1
V&N ban d3 chuyén xi Iy trongM
o U TR T T e = ———— .

+ VAN BAN BE PHOI HOP — Vin ban dén phéi hop i
[

+ Tra ciru van ban

‘Tra clru van ban &én

P : Q
* Vian ban phoi hep xir ly
C6 2 phuong an: ]
Chuyén nguoi khac phdi hop xir ly

E Vin ban chua phéi hop xir ly
Chugln PHXL  C8pnhitthong tin PHXL DS xem Trangt 4 1 P
$b dén $6 ky hiy Ngdy dén Co quan ban hanh Trich yéu Trang thai

< e’ 04-HD/BDCO 30012019 BCH Doan ain chinn &ing g C3 npvY @ 3 5y g ieh st 0 ‘cruagini
=z
J a an A e o Huong adn trén kna: cudc vin 8dng xdy dyng ¢id M hinh mdu tnanh nién 8
Bz DR [ o1 kj moi 2019-2022 i 3 90p ¥
R 02HDBDCO 300172019 ; eochanBc Xy cruwa gop
o3

Cé tdng 6 3 van ban Tangt 41 P[]

Tham gia phoi hep xir ly

Chuyén PHXL hitthong tin PHXL D& xem Tangt 41 P

S8 ky hiu Ngay dén Co quan ban hanh Trich yéu Trang thai
7 - 04HDBDCO 30012018 BCH Doan adn chinh Glng e o stk b obedb oy T
= o
g - © 03-HDDDCD 30012018 BCH Doan dan chinh ding V0 X8Y.Yn 955 BL Rl M oh ON S0 | Sruraighp
& o
e 02HDODCO 30012012 BCH Doan ddn chinh &ng e T T
C6 téng s6 3 van ban Tang1 4 1P

Thém y kién xu ly hoic y kién xir Iy bang vin ban = Chap nhan

Y kién phéi hop x ly:

4
® Gan tép vin ban
| Chgﬂ tép | Khdng co tép nao duoc chon P
I' e
1 . 1
ik | | Dinh thém nhicu tép !
e |

th;:!( nhan  Hiy bo

* Vian ban xem dé biet
[ pann sach vén ban nhan aé biét

(=] Ngay dén S6 ky higu Cor quan ban hanh Trich yéu Nguwi xd Iy Thei han xi Iy

. - . . thanh 1ap Ban Chi dao phat trién déi twong tham gia BHXH, BHYT, D& xiF Iy
(@] osr01:2019 4/QD-UBND UBND tinh Bign Bién bao nibm that nghisp (BHTN) tinh Bién Bien Nguyén Chau Loan (atng hany
Vv trigu tap céng chirc dw thi nang ngach 18n chuyén vién caoc cap :ﬁ:r’c’ﬁ:‘gtl‘::uyen Thi  Pang xie iy

(] 03/01/2019 1973/SNV -CCVC  S& N&i vu nam 2018 P {trong han}

5 NG Théng bao két qua diém thi nang ngach céng chirc I€n chuyén x n Ba xir Iy
= ,
@] 25/12/2018 1944/TB-HBTNN  S& Ndi vu it ehinh nam 018 tinh Diew Bie Nguy&n Thi Dung (@tng han)

Cé téng sé 3 vén ban Trang 1 4 1p [ ]

Md noi dung van ban = dua ra phuong 4n giai quyét

TRUNG TAM CNTT&TT - SO THONG TIN VA TRUYEN THONG
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Van ban aén qua mang 05/01/2019 15.20 r-------_-_-_-_-_-_----l
Céc thong tn co ban 1 . r i
o8 vinjodr: /Cang van ale Tham gia y kien, ... .. |
867Ky piéu 4/0D-UBND i S Qa0 ZUhArSE JUENG foh ©ven Bien
Noay| 05/01/2019 Ngay ban nann. 04/01/2019
___________________
¥ Tgen yéu  thanh wo Ban Chi dao phat tnén ad tuong tham gia BHXH, BHY T, bao hiém thit nghiép (BHTN) tinh Dién Bién
' Ket thic van ban o Losi van b Cuydt dioh
LI IGMATARY.....| BN . il Chire vy Phd Chi tich
L--wmmmm-’m --------- | Phuong thirc nhan  Théng thubng

Ngudn nhap: Nguy&n Thi Bich
&t dap cda van bdn a1
Cén trd 161 bdng VB ai CO
£ Tép chira nél dung toan van cua van ban
w0adoc B (&
@ Cac théng tin xir Iy van ban

Van bidn can phdixar iy C6

3.2 Xir ly cdng viéc
Trong khung Xt ly cong viéc c6 nhiéu ndi dung c6 thé yéu cau phol hop
(tham gla y kién) khi nhan duoc ca nhan mo noi dung va dong gop ¥ kién
[&] Céc cong viec can giai quynt E N61 dllllg Cﬁﬂ phél thp

[ PHIEU YEU CAU ' HO SO'CONG VIEC [ VANBAN DY THAO
1 PYC chér phdi hop xir f 1 Hb sor i 1 chinh 1VBDT ché gép §

* Van ban dy thao Q ,
Trong giao dién du thao nguoi dung cé thé xin y kién tham gia vao du
thao cta nguoi dung khac trong cung co quan

Danh sach nhan sy theo don vi
Ban Giam Bdc

Phéng
Ban bién tap
Phéng Buu chinh - Viénfhéng
Phéng Bao chi - Xuét bin
Phong Céng nghé théng tin
Phéng Ké Hoach - TaifChinh
Phéng Thanh tra
Trung tdm Céng nghg Théng tin

Danh sdch nhan ;ly theo don vi
Nguy&n Thi Bich

Danh sach lya chgn

~ Nguoi dung sau khi nhan duoc dy thao ¢6 the tham gia y kién xir 1y truc
tiep hoac bang van ban dinh kém

TRUNG TAM CNTT&TT - SO THONG TIN VA TRUYEN THONG
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@ ThéngtinQuethaa — — o e e e e e e -
H ¥ekien xur 1y 1 Binh kém tép
A L L L I I L L I I — [Chiankép | Khang cé...oc chon |[ Chon tép | Khang cé...oc chen |
4 I Chon tép |Khéng c6...oc chon i Chon tép | Khéng cé...oc chon
Ngay giér Nguwéi tao ¥ kién
(gia dinh) Lanh dao Van @ dieu chinh hach toan kinh phi nguon cai cachfEMLEAGRSE — — — — T~ — — — "=
TzEs otz phong * ! | Y kién bang van ban i
) (gia dinh) Lanh dao Vn i ang Val i, dack
13/02/2019 04:13 PM ! 2 - R =
(gia dinh) L&nh dao VVan (gia dinh) Lanh dao
13/02/2019 04:15 PM phong - Van phéng
. (gia dinh) Lanh dao Van (gia dinh) Lanh dao
13/02/2019 04:17 PM phong - Van phéng
(glé dinh) L&nh dao Van (gia dinh) Lanh dao
13/02/2019 04:17 PM phong - Van phong

Quay lai  Ghilgi
* - )( A }\
Phiéu yéu cau
=] Phiéu yéu cau giai quyet cong viec
Quay lai Thém gép_y_el (Top ~

LNges-gte-eea Ahat= 263 Gl S2402/203 G = =
M3 phiéu: PYC1

Ngu&i 1ap phiéu: (gid dinh) L3nh dao S&
Nguw&i yéu cau: (gid dinh) Lanh dao S&
X Iy chinh: (gia dinh) Lanh daoc Van phong
Phéi hop xt¥ Iy: (gid dinh) Chuyén Vién
Th&i han xi& Iy: 20/02/2019
NG&i dung cdéng viéc: Tham muwu bao cao tham luan giao ban thang 2 véi Bé
© Noéidung gép y

Ngay gio gori Ngwoi gori Don vi gwri NoSi dung gop v
€ Thoéng tin luan chuyén phiéu x& Iy
Ngay gio Ngwoi giao VB Ngwoi nhan VB Y kién xor ly
12/02/2019 - 23:55  (gia dinh) Lanh dao sd{%ﬁ ‘ggg'?\g‘-é"" 93°  Tham muu bao cao tham luan giao ban thang 2 v&i B
- 4
Chon Thém gép y - Tham gia y kien

Thong tin trao doi ]
Thudc phiéu yéu cau cua: (gid dinh) Lanh dao S& .

Ghilai

Ngay: 04:28 CH 13/02/2019 e

1.,
Nguwi gop v: (gia dinh) Chuyén vien gt A = ’ |
-g------------ﬂo-nv: VanPhor-g | _%_ 1 1\1611 R l} :
i Y kién bang van ban T
I_'________:"'__""_“l“l...\___a .

Tép van ban kém theo: H‘FChqn tép | Khdng ¢ tép nac dugc chon }hﬂ

* Ho so cOng viéc

Quay lai In myc lyc VB

Loai hé so: Hb so gidi quyét cong viéc Ky hiéu hé so: IHSGQCY
MN&i dung:
MNgay tao hd so: 13/02/2019 Han x¥ ly:
Tiéu dé nd so. Xay dung bao cao tham luan giao ban thang 2 véi Bo
L&nh dao phu tradch: (gid dinh) Lanh dao Van phong Chuyén vién xir Iy chinh: (gia dinh) Chuyén Vién
Chuyén vién phdi hop: (gid dinh) L&nh dac Van phang; Tran Anh Tudn
Tinh trang xi¥ iy: Dang XL MNguwdi tao nél'ﬁg._@mm_?nﬂ'ﬁmmnﬁ' —_—————
! Van ban lién quan |

Wl T FHUE M-S

VAN BAN DI THAO (0) PHIEU TRINH (0) TRAO BOI GOP ¥ (0) VAN BAN LIEN QUANinJ AN BAN-PHAT-HANTE

== Van ban lién quan khac (sdp xép tdng dan)

£ Van ban ai Thém mé&i

~ C6 thé dinh kém van ban di/dén trén hé thdng hogc trén may tinh ca nhan
lam vién dan lién quan, dién théng tin xur ly phoi hop
Vidu:
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Thudc hé so: IHSGQCY

Ghi % Xac nhan | |

Ngay: 04:36 CH 13/02/2019
Ngu&i gan van ban lién quan: Tran Anh Tudn

Sonvyj 1Mung tam Céng nghé théng tin va 3

Truyén théng 1 A~ 1 1 Ao 1 :

56 ky hiéu | 1 NQI dung pho1 nop L
1

Ngay ky: _:fa

Ngudi ky |

Trich yéu /
4

Ghicha

Tép van ban kem theo: &Pl Chon tép | Document_2018-01-11_0006.pof g

* Tong hop y kién dong gop
Y kién tham gia dugc giri V& nguoi xt ly chinh trong phan Thong tin du
thao

. [Nguyén Thi Vin Anh; D3 Quang Minh v
Danh sach xin y kién:
Théi han cho y kién Q Trang thai: Dang soan thao
Tég VB ban hdnh. Chua gin tép van ban
© Lién két van ban

Van ban ¢én Thém link van ban dén

© Noi nhgn

@ Theo dbi héi bao

® Khéng theo doi hoi bao - Theo déi héi bao
@ Théng tin Dy thao
Y kién Dinh kém tép
Chon tép Khbng ¢6...0c¢ chon || Chon tép | Khdng ¢6...0¢ chon H
L Chon tép | Khdng c6...oc chon || Chon tép | Khéng cé...oc chon
Ngay gior Ngudi tao Y kién Ngudi nhdn

24022019 1057PM  Trin Anh Tudn 9 i dan su 0ung TOOMce docx m/n 7
25/02/2019 11:46 PM Trdn Anh Tudn - Trinh lanh da0 xent xei/ Trong Nghia

3= Chon van ban ban hanh

041032019 15:37:35 Vi Trong Nghia 9 Dohueoo g

- YC sira lai- B sung ni dung van ban di dy a0 can xin ¥

hop céc phéng chuyén mén- Cac dnh nhé méi ehinh !égﬁguvaﬁ mn
05/03/2019 10:36:13 Nguyén Thi Van Anh U.'L_’mea mom dung TDOMea(anhoty stty0s 4B 20

01/0412019 23:25:57 Tedn Anh Tudn ®.w9MQM¢MxM ‘—29—9—25?8&”&& thao \g_x 7

04/03/2019 03:37 PM Vi Trong Nghfa :rén An

Nguoi ding c6 thé twong tac voi cac ¥ kién tham gia nhu: Chon vin ban
ban hanh (trinh ky); Sira ndi dung van ban (xem va chinh sira); Xda du thao.

3.3 Van ban di

*Vin ban xem dé biét

La van ban do don vi phéat hanh chuyén dén nguoi ding nim thong tin dé
biét, thuc hién thuong 1a do ca nhan tham muu, vin ban chi dao, dwoc guri t6i,
duoc hoi béo. Bé kiém tra vin ban xem dé biét lya chon thanh cong cu bén tay
phai khung Van ban di
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CHIFC NANG Vin ban dén ngi bé chwa xem ctia ca nhan

Toan b van ban Paxem | ChuyénVB Mo danh sach VB da xem Trang 1 ‘ 1 } D
Van ban di trong ngdy Ngay ban hanh S8/ Ky hiéu Trich yéu Nguw&i soan thao
+ VAN BAN LA NGUG1S0AN &) V& viéc thanh lap Ban Quan Iy Dw dn Xay dung cor sé di liéu hé théng
= = = = 11/01/2019 J65AIQD-STTTT thang tin Kinh té - x3 hdi tinh Bién Bién (thudc Chwong trinh Myc tiéu céng Vi Hong Gam
+ VAN BAN CHI BAO L] nghé thang tin nam 2018)
— VAN BAN BE BIET ) T N . -
Toan bd vin ban xem d& biét : E 210172019 /03A-BC/BY Et?:ggznkgléqgg mﬁ:m sgl;?rmu;é\;r:‘:\?n%msl phurong hurong nam 2019, Thi Kim Thu
Van bin chira xem Cé téng s6 2 van ban Trang1 4 1 B D
Wan ban da xem
+ HOIBAO CUA CA NHAN
+ Tractru van ban di
Tra clu van ban di
\ Q
4 .
Trong do:
Toan bé van ban
. . . .
Van ban di trong ngay
> = = = T ——— — — — — —— - - -
+ VAN BAN LA NGUOI1 KY [ 1
!+ Danh muc Ién I
+ VAN BAN LA NGOl SOAN /-’—I : |
e o o e e e e e e e -
+ VAN BAN CHI bAO

+ VAN BAN CHi DAO / __ Danhmyclon 1
i a

+ VAN BAN DEBIET &

- HOIBAO CUA CA NHAN

Hy A ;
P Danh muc chi tiét o
Toan b van ban hdi bao P R !

Dang theo dbi hoi bao

D3 két thuc héi bao

+ HOIBAO CUA CO QUAN

+ Tra clru van ban di I\ Tra citu van ban

Tra clru van ban di S e
"'//O\

4. Cai @it phan mém chinh sira viin ban
May tinh méi sir dung lan dau mubn xem/stra truc tiép van ban can phai
cai dat phan meém BTEAdapter néu khdng sé cé thong béo:

| 113.160.144.110:8083 cho biét

C& vé nhu ban chua kh&i déng BTEAdapter, Hay khdi
. déng BTEAdapter tl start menu trén may tinh cda ban.
Né&u chura cai dat Tandan BTEAdapter, chon "OK™ dé€ tai

xudng va cai dat.

- Chon OK dé tai bo cai dat > Chon noi luu trir
G Savehs .-.- .

@Uv\ || « SETUP (E) » TDOffice » <43 search To0fce
File name: bte-setupzip =
Save as type: [WinRAR ZIP archive B
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Luru y: Néu may sir dung chuong trinh diét Virus can tam dung 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

r — =
1) BTEAdapter - InstaliShield Wizard 0 P ==

Welcome to the InstallShield Wizard for
BTEAdapter

The InstallShield{R) Wizard will install ETEAdapter on your
computer. To continue, dick Mext.

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

- Chon Install dé cai dat
mﬂmwad Wizard

'
Ready to Install the Program
The wizard is ready to begin installation.

If you want to review or change any of your installation settings, dlick 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:

I I
[ <Back ][ Binstal | [ cancel ]

- Chon Finish dé keét thuc cai dat

[ ‘ﬂ‘ﬂ-]'_EAdFﬂr - InstallShield Wizard [ = T

InstallShield Wizard Completed

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

Launch the program
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5. Cai dit phan mém trén dién thoai thong minh
Luru y: Hé thong yéu cau h¢ diéu hanh Android 5.0 hogc 10S 8.0 tro Ién
- Truy cap tng dung Google Play = gd TDOffice trén thanh tim kiem

& tdoffice &

Tan Dan JSC

16 MB=39%

TDOfficeMobile
h Busofon b.v.
TDOffice:
57MB-30%

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

Chira quéng céo

TDOffice dé khai dong phan mém

- Chay Biéu tuong

- Nhan Tiép = Bé qua phan giéi thiéu phan mém

Quan ly van ban
Bon gian hoéa viéc trinh ky va quan ly

van ban. Xay dung moi truong lam viéc
chuyén nghiép va uu viét hon

Chon 4 1an nat tiép

BO QUA . TIEP
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= Chon Tinh/Pon vi st dung phan mém = Xong dé xac nhan

CHON TINH/THANH PHG gChon tmh
=
CHON BON V| ;
S6 Théing tin va Truyen théng .’ﬂ’}':__,.-—-"ﬂ Chon don vi

- Dién tai khoan/mat khau > Ding nhap
TDOffice

S& Théng tin va Truyén thong

Lira chon lai don vi | Quén mét khau

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

=  TDOffice

V&n ban dén

Van ban di

Win bén di
trang ngay
14

- Lya chon Chire niing trén Menu dé sir dung phan mém

TRUNG TAM CNTT&TT - SO THONG TIN VA TRUYEN THONG
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ﬁ\_‘_’

’ .
Tran Anh Tull .
Vién Chuca g
B Vinbindén
£ Vanbinal
B Xirlycong vide
B Lichcong téc
B Théng bdo chung

A Théng bso méi

Thigt 3p

s  Danh séch cén bd

S CcaidataHbtrg

A\ Quinlj chr ky : ! -
Thoat khoi
. phan mém

i@ Dinh gid sén phém

3 Nhimg sin phim lién

- Lya chon Vin ban lién quan dé xir Iy vin ban

401638

= TDOffice a &

V&n ban dén

¢

Chiy sl fy Chua phdi

NG

Vanbandi Ty

| Van ban lién quan

Wian bén di
trong ngay
1

- Tich chon vin ban dé xem ndi dung chi tiét
“ DE PHOI HOP aQ &

TOANBO CHUAPHOIHQP DA PHOIHOP

$6 lugng viin ban: 2

Céng vin 04-CV/DDCD 20/02/2019
BCH Doén dén chinh ddng
VAV tham gia cude thi vid tim hidu 110 ndm thanh

Chua xir iy

Céng vén 05-CV/DDCD 21/02/2019
BCH Poén dén chinh ddng
Vv chudn bi t5 chix Dai hdi Boén clp co sd nhiém

Chura xir ly

- Xem noi dung va dwa phuong an giai quyét
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Cdng van 04-CV/BDCP

THONG TMCOBAN  TEP DiNM KEM  QUA TRINH XUTLY  KE

55 haju giic:
04-CV/BDCE

Mgy dén:

022019

Cio quan ban hdinh

BCH Bodn din chinh dédng

Trieh yéu:

Vv tham gia cuc thi vl tirn hifu 170 niem think Hip tinh
Liinh dga:

Chu X Trudmg

Mg xir Iy chink:

Triin Xudin Cudng

Mguid phil hop:
Khic Thi Phuong Gang. Trln Anh Tulin [EESEREETP

41

Chon phuong
- 4n giai quyet

V. HUONG DAN UNG DUNG CHU KY SO CHUYEN DUNG

1. Nguyén tic chung

Viéc cai dat, thié’t‘lép chir ky §6 vao phan mém TDOffice duoc thuc hién trén
cac may c0 nhu cau chir ky s6 (may tinh cta Van thu, 1anh dao don vi, lanh dao

phong ban).

Thong thudng, chir Ky s cua té chire s& thé hién 1a sé hiéu van ban, chir
ky s cua c& nhan s& thé hién bang hinh anh chit 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 sé vin ban (lanh dao khong ding chir ky s6) thi chit ky sé cua to
chtic sé& thé hién 1a s6 hiéu van ban va ca hinh anh chir ky, con dau caa don vi

theo quy dinh trén van ban.

~ Dé dap (ing yéu cau chix ky s0, may tinh phai duoc cai dit phan mém dicu
khién thiét bi eToken (kiém tra trong thanh céng cu tac vu cia Windows sé thay
biéu twong chir S) va ket noi vai thiét bi ky so6 (xuat hién thdng bao Token da

duogc két ndi).

F

Chua két noi
B ¢ 0
m (e
=
Customize...

b <

EH ¢ 0

b w(e
=

Customize...

[
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2. Huwdng dén cai dit, cau hinh, sir dung thiét bi ky sé dién tir eToken
2.1. Cai ddt trinh diéu khién thiét bi eToken

Céc trinh diéu khién dugc luu trong thu muc “driver etgken” trong dia
CD kém theo bd cong cu ky so GCA-01. Mo dia CD duogc cap phéat theo bo

GCA-01:
M 28 ! |
Chung thu Huong dan  vSign Setup
SO su dung

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

i gcabl-client-v2-x32-8.3.msi

ﬁ@ geall-client-v2-x64-8.3.msi

Nhép d6i chudt dé chay chwong trinh cai dit.
Cai dat driver USB Token

7 =
B GOAOLSp e M S—

Welcome to the GCA-01
SafeNet Installation Wizard
Authentication
C | |e nt The Setup wizard will install GCA-01 on your computer.
It is strongly recommended that you close all Windows
i programs before running the Setup wizard.
:P‘# St § Click Next ta continue.

[ MNext > ] [ Cancel ]

S 4

Chon Next.
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) GcA01 setup T ol

Interface Language
Select the interface language. CS’ feNet

Select the GCA-D1 interface language:

Vietnamese v]

¢ Back [ Cancel

Chon ngdn ngir Vietnamese - Next.

W ach ol s ?-lulﬂm:

License Agreement
|| Please read the following license aareement carefully. CSJ feNet
SAFENET SOFTWARE LICENSE TERMS 2
! safeNet Authentication Client L4

|| |Legal notice:

!l |safeNet software is not sold; rather, copies of SafeNet software are

l 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

[ < Back ]L Nest> | [ Cancel ]

Chon I accept the license agreement -> Next.
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& safeNet Authentication Client 8.1 SP1 Setup IEIE“

Instaltation Type [
Selectthe installation bpe. fENEt

9 Standard
B Standard installation
@g 1_n|:{udﬂ-a new implementation end user interface for all eTokan and
i ikKeny tokens,
" | BSec-compatible
B Legacy BSeccompatbla installaton
; B Includes new implementafion and user interface lor all eToken and
et E ikeytakens. Also suppors legacy IFey implemantation and user

intedacs.

Chon Next.
) GCA-01 Setup g |mon
! Destination Folder
Select a folder in which the application will be installed. CSJ 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\GCA01Y

[ Cancel ]

Chon Next = doi tién trinh tu dong cai dat > Finish dé két thic qua trinh cai
dat trinh diéu khién thiét bi USB Token.
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(8 GeA-01 Setup 3 o ecisi=i

) GCA-01 has been successfully
SafeNet installed.
Authentication

| Client |

Click Finish to exit Setup.

Kiém tra két qua cai dat c6 2 céch:

Cach 1: Kidm tra xem du6i géc man hinh c6 biéu twong SafeNet: =

Cach 2: Vao menu Start > SafeNet Authentication Client > SafeNet
Authentication Client:

N

.. SafeNet
.. SafeNet Authentication Client

=N AT U alla = ala = 1

(S) SafeNet Authentication Client

4 Back

| |Search programs and files

2.2. Péi tén cho thiét bj eToken
Tur giao dién chinh cua chuong trinh:
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V@ SafeNetAu;enticatT:nElie;To:s - ol o - — -; =] i
4 9 '
y/ 4‘ 15664UGS 15\16413
Gc I ":V'IAAESH 606+,Q1W5
CHUONG TRINH QUAN LY GCA-01 ® i ?2 @
* "4 Chon “Pdi tén B8 tén token
token”.
....... - D8I Mat kh3u clia token
M6 khéa token
X6a token
Xem théng tin token
A Naat két ni SafeNet eToken Virtual
s, 6“3‘;;“;*“{ http://ca.gov.vn
_R»_EFL F
F B
@ Bang nhap token u
Nhap chinh xac mat vasadisy
/GCA CHUONG TRIN| kKhau cua token, sau d6
nhan nut “OK”. [r—

MNhap Mat khiu cuia token.

Tén token: |Ngu'_.f§n Thi Phudng |

Mt khidu clia token: sssssssens

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

| oK || cancl
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Nhap tén token moi va |y
bam nat “OK” dé két thac

- —
';%' Bdi lai tén token

Shlbs

thao tac doi tén cho token. |« o

¢>7/GCA CHUONG TRiNHZ :.,H.U. :

Mguy&n Thi Phudngl|

Tén token mdi:

Mgdn nall hién tai: EM

507 dung tén nay d& nhan dang token cuia ban.

[ OK J [ Cancel

= ]

.

3. Doi mdt khau cho thiét bi eToken

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

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

S
B &
Cong cu
- Pai Mat khau cda token
o Thang tin ching thu
: Thoat

Hoac vao menu Start > SafeNet Authentication Client - SafeNet
Authentication Client.
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. SafeNet
. SafeNet Authentication Client

Budrc 3: Chon “Poi mat khau ciia token”.

@ SafeNet Authentica;ion (Elien;To;Is M‘
Dién thong tin d6i mat khau
/GC A theo yéu cau = Chon OK :
\ deé xac nhan
CHUONG TRINH QUANTT o i )
’ Nguyén Thi Phuong [ l i ] "
7 5t tentoken

¥ DBiMatkhdu cla token

rh M khda token

(X) Xoa token

p Xem théng tin token

= - Naat két ndi SafeNet eToken Virtual

Nhap céc thong tin dé thay
doi mat khau, Chon OK dé
Xac nhan

http://ca.gov.vn
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— B
DEi Mat khdu: Nguyén Thi Phugng [

.--I-_..:..I;-:'
)?GCA CHUONG TRINH QUAN LY GCA-01 :

Mzt khau hién tai cla token: LR AL L Ll

Mzt khdu mdi cla token:

¥ac nhan Mat khau: ssssssnens
100%
Mzt khau mdi cin phdi dép dng vdi cdc ddc tinh thigt l3p d3 dude dinh nghi'a trén token.

Mét Mat khdu bdo mat cf it nhat 8 kof tu, va chida chil vigt hoa, chil viét thuding, sd, va cac ky tu dac
higt (nhu (a1, 5, & 2.

Mgén ngir hién tai: EM

[ oK ][ Cancel ]

LS <

Déi Mét khdu: Nguyén Thi Phuong [ &3 |

| Mat khiu d3 thay d&i thanh céng.

OK

B

. o

Luu y: Ngudi dung nén dé mat khau chira 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
khong qua 15 lan, qua sb lan theo quy dinh USB Token s& ty dong khoa va
nguoi dung s& khong tiép tuc str dung duoc USB Token.

Pé mo khoa thiét bi do sai thdng tin mat khau, ngudi str dung can lién hé
va chuyén thiét bi vé Trung tam Cong nghé Thang tin va Truyén théng Pién
Bién duoc hd trg thuc hién mé khoa.
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4. Ky sé dign tir trén phan mém TD-Office
4.1. Cai dat, cdu hinh théng tin Ky sé dién tir
Céu hinh quan tri hé théng

Ping nhap tai khoan quan tri sau d6 vao phan Quan tri/Quan tri hé théng

/Théng tin hé thong tim dén 2 phan
+ Céu hinh vin ban di: Sau d6 lya chon phan “ Ky

Hién thi Héi béo clia Ca nhan:

Hién thi Vén ban chi dao

An
An

® Hién thi Hién thi HAi béo clia Co' quan:

* Hién thi

® Hién thi

Hién thi nit "Yéu cau hiéu ¢hinh™:
{van ban di)

Chirc nang xac nhan
khéng hean thanh:
Khi van thu gan VB dn lién quan,

Hiénthi ® An

Hién thi © An

An

sé ty ddng ket thic VB den dé:
Vitri hién thi ngudi/don vi scan thao:

Chuyén VB cho noi nhan ndi bé

Danh sdch Ngudi ky van ban

Kich hoat '® Khéng kich hoat
Bon vi, ngwdi * Ngwdi, don vi
Nhén niit "Giri vin ban" ® Chuyén ngay khi vao sé

Hién ngwoi ky cua don vi va co quan
* Hién ngwoi ky theo don vi (don vi tap trung sé hién thém ngwoi ky cla co quan)

Ky 6 trén vin ban

*Kj  Khéng

Cho chinh stra trye tiep tép ban hanh
Chuyén "Vin ban dé biét" sang "Vin Ban dén”

Déu phén céch sé ky hiéu " | " hodc

* Co " Khéng
Chuyén ® Khéng chu

'/'VD: 18/lUBND ®

l Lwa chon phan "Ky"
1

'-"VD: 18.UBND

+ Cau hinh HSCV: tim dén lya chon 13 “ Ky”

CHIFC NANG Théng tin hé théng

+ Quan tri ngwéi st dung Ghilai
+ Quan tri danh muc

+ Qudn tri bdo cdo

Cap nhét chi muc (index)

Khei tao ngueéi diing

THONGTINCHUNG ~ THONG SO HETHONG  CAU HINH VB BEN

CAUHINH VB B | CAUHINHHSCV ) CAU HiNH K

+ Uy quyén xi¥ I vén ban Hé so cng vide
— Quan tri hé thng
Théngtinhéthéng Y= |
Théng tin két ndi LDAP
Phiéu x 1j vin ban

Théng tin tra ciru dif liéu

Gan kém tép VB ban hanh khang qua muc Thong tin dur thao

Ten thi danh sach tra cru” @ Hién thi ' An
Hién thi Theo d&i hdi bdo- @ Hién thi ' An Hién thi Niit #(ap dr thao tir mau™ @ Hién thi © Ar
Hién thi Bon vi ban hanh O Hién thi ® An ién thi Ky hidu van ban: © Hién thi @ Ar

Binh kém tép VB ban hanh Sir dung ® Khang st dung

Py B Str dung phiéu yéu cau
Thigt14p hom thi edng

R . . Sir dung hé s céng viée
C4u hinh tiéu thire gii/ nhan qua mail ;
) N p S{r dung Phiéu trinh
Thiét13p hé thdng giri tin nhan

Thiét 14p lai tham s& hé thing Rut ngan buée DTVE

Quén tr| banner Déng ¥ vn ban dy thao

Nt "Chuyén Van thu phéng (don vi cap 2)'
(Trong Van ban du thao)
Nt "Ky duyét khdng ban hanh"
(Trong Vian ban du thao)
Cho phép chuyén ky duyét khi
chua cé tép dinh kém

Quan tri ndi dung forms dang nhap
Quan tri cac module tich hep
Quén trf thiét 14p trang chdl

+ Cdu hinh form xir Iy

+ Qudn Iy binh chon

+ TLchweng trinh & PM ho tree

Ky s trén van ban
Tiéu d& "Lnh dao Co quan” treng Phigu trinh

+ Céng cu hé théng an giai quyét”

Thay ddi tén cét trong "cac cong viée can gidi quyé

Lién két van ban [al+] khdn, Mic do quan trong. linh virc

® Sty dung - Khdng s dung

® Sir dung - Khéng st dung
Str dung ® Khéng s dung

Ngém dinh @ Riit ngan
(Ngudi dur thio 6 thé chuyén VBDT s

* Sir dung
An

Khéng sw dung
Luén hign ® An hjg
An ® Hign
®Cé ' Khéng
o Ky
[Lanh dao

Khéng

cho Van thu sau khi Lanh dao ky duyét trén giéy‘.')

theo cap

[Van ban du thio v |

|Hf>so cong viée ¥ ‘

[Phiguyéucau v | | Phigu trinh

|V§m ban dur thae, x(r Iy cE)ngHH5 so cong vigc

HF‘hléu veu cau, gial quyét uerF'h\éu trinh

* Sir dung

Khéng st dung  (Yéu cau Phic Son)

Phan quyén cho nguoi sit dung co quyen ky sé: Vao Quan tri/ Quan tri
nguoi sir dung/ Nguoi sir dung tim nguoi can dugc phan quyen ky s6. Tim dén
lya chon “Quyeén sir dung ky s6” va tich chon vao quyén d6 = an Luu
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Quyén xoa toan bg van ban di
Quyén xoa toan bé vé sor cong 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 clia co quan
¥ Quyén quét van ban
Quyén xo6a phiéu yéu cau
Quyén khai thac théng tin téng hop cia don vi
Quyén xem van ban dén tir mét cira toan co quan

cua don vi

Xem vanke

Lanh dao UBND quan
Thwong trwee Quan uy

~'Van phong HDND-UBND Quan
Phong NGi vu
Phong Van hoa va Théng tin
Phong Lao dong TB va XH

Tich chon Qu_\'é‘n sw dung
ky so

Cai dat, cau hinh ngudi ding ky sé
~ Ngoai cai dit thiét bj eToken nhu huéng dan phan 11.1 trong tai liéu nay
thi can cai dat Phan mém ky so TanDan-eSign
Pé chay duoc (ng dung TanDan-eSign may tinh can dugc cai dat ung
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-D6EA9GCBDAAE/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 c6...oc chon || Chen tép | Khéng cé...oc chon | I
P Cheon tép | Khéng cé...¢c chon || Chen tép | Khéng cé...oc chon
Ngay gid Ngurévi tao Y kién Ngueési nhan
2440212019 10-57 PM Trén Anh Tuin (0 Tu-hueng den su oung T0OMce docx 2P 5]
N
25/02/2019 11:46 PM Trén Anh Tudn - Trinh lanh 4 — Vi Trong Nghta
5
_ N -2
04/03/2019 153735 Vil Trong Nghia 0 T'—““"”‘-’ﬂ Chon vao biéu tlIQ’ng 5
+
04/03/2019 03-37 PM \iii Trong Nghia pcastrallony Tran Anh Tuin

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

Nguyén ThiVan Anh

Tran Anh Tudn
Tran Anh Tuan
Vi Trong Nghta

Vi Trong Nghta
Trén Anh Tudn

Trén Anh Tudn

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

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

+ B3 slkra
\l} TL- huong dan su dung TOOffice-DaSua.docx
+

(02.04 2019 08h48p05) docx
+

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

() TL_TDOffice cocx BeF
=

x
©
3 A

Ky tép van ban nay
- D3 slra va bo sung phan xin y kién va téng hop y kién vao van ban du thio.
@ TL- huong dan su dung TDOfice-DaSua(nghiav.siit)

Vi Trong Nghta

Trén Anh Tudn

Vi Trong Nghta

TRUNG TAM CNTT&TT - SO THONG TIN VA TRUYEN THONG
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| Pong y yéu cau tai tng
113.160.144.110:8083 chg dyng cua hé théng

Chua cai client hodac clienwﬁi chay. Ban co mudn

tai vé khong?

Giai nén tép tai vé, chay files eSign-Setup.exe

L ’—’ -
esign-setup.zip esign-setup.exe

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

(4]

pu
ﬁl Tandan Digital Signer - InstaliShield Wizard

eS|

Welcome to the InstallShield Wizard for
Tandan Digital Signer

your computer. To continue, dick Next.

The InstallShield(R) Wizard will install Tandan Digital Signer on

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

An Next

TRUNG TAM CNTT&TT - SO THONG TIN VA TRUYEN THONG
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-
ﬁ' Tandan Digital Signer - InstallShield Wizard '

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: AIl Insta]l dé
Nogee: pocou tién hanh cai dat

Company:

InstaliShield &,

[ <Back |[ ®imstal ][ cancel

]

-

' ST
ﬁ' Tandan Digital Signer - InstallShield Wizard M

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 ca dat

Cancel

- )

Pé chay chuong trinh ky s6 kich hoat biéu tugng Sign documents hoac

eSign ngoai desktop.

TRUNG TAM CNTT&TT - SO THONG TIN VA TRUYEN THONG
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O

m Sign Customize... I

ESign | documents

Tai giao dién ky s6 s& xuét hién

Chon biéu tugng

TRUNG TAM CNTT&TT - SO THONG TIN VA TRUYEN THONG



W Khai déng cting Windows. (N&n chon)

Ching thu
[ Chi hién thi ching thu ddng
[ Hién thi chiing thy trong méy

Hién thi chiing thu ctia nha cung cép

v Kiém tra ching thu

© Theo thdi gian trén may tinh
@ Qua dia chi OCSP

© CRL

© LDAP

W e e L [ ——— |
Tandan ESign =
Version: L1.8.1
- — Chon Méu Chl:r ky hitp://tandan.com.vn
Mau chif ky *

"B oy chinh R e e L %)
- o e - S —— — —
Chit ky | Vi tri chif ky
Kigu hién thi |Hinh anh v]
C&u hinh Hinh &nh

Chon Tab MAu chir ky
- Chit ky Tuy chinh
théng tin chir ky theo yéu
cau chirc ning ky s6 trong
thuc té

Ky bi [Tén ngusi kf]
Gig kjr o

D Mé&c dinh

m 3

[Tén nguei ky]

I

[Ty déng]

[Ty déng]

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

- Chi ky hinh anh chit ky, con dau

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

TRUNG TAM CNTT&TT - SO THONG TIN VA TRUYEN THONG
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L — - B
Ty i —— T — ] =

| v

Céu 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

o o

E Khi ky gqua Utng dung khac, dinh vi chiF ky trong lac ky.

Luu yp: Hinh anh ky s6 phai 1a phi hop theo quy dinh tai diéu 12,13
Thong tu 01/2019/BNV ctia B6 Noi vu ban hanh ngay 24/01/2019 vé viéc Quy
dinh quy trinh trao d6i, luu trix, Xt Iy tai liéu dién tr trong cong tac vin thu, cac
chtc niang co ban cua Hé théng quan ly tai liéu dién tir trong qué trinh xir ly
cdng viéc cua cac co quan, to chuc.

Bén Tab Ciu hinh hiéu chinh nhu sau:

TRUNG TAM CNTT&TT - SO THONG TIN VA TRUYEN THONG
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Tandan ESign

Version: 1.1.8.4

Author: Mguyén Khic Chinh

Copyright © Tandan JSC 2015, Website: hitp//tandan.com.vn

Bo6 chon hai muc nay

[ ] Khai déng cing Windows. (Nén chQV

Ching thu

[ Chi hién thi ching thu dang

[] Hién thi ching thu trong may

Hién AT chung thu cua nha cung cap

¥ Kiém tra ching thu Chon muyc nay
O Theo thdi gian trén may tinh

® Qua dia chi OCSP
O CRL
O LDAP

B Tay chinh

Thuét toan bam < Ch()ﬂ muc nay

O SHAT

® SHAZ2S6
O SHA384
O SHAS512

M s&r dung dich vy ddu thesi gian (TSA)
g g
Dia chi | httpifcagovwn/tsa

Tai khoan
Mat khau Tich Chon muc nay
Thuat todn bam
® SHAT /
O sHAZSE
O sHA384
O SHA512

Chuyén déi dinh dang

A Chiuwvén dAi tai lidgn MSOffice cana PDF

4. 2. Hweng dén siz dung chiz ky, con ddu dién ti
4.2.1. Lanh dao ky duyét van ban dién tir
Mé vin ban can ky duyét

TRUNG TAM CNTT&TT - SO THONG TIN VA TRUYEN THONG




&) Théng tin Dy thao
Ngay gidr

21/05/2019 02:13 PM
21/05/2019 02:15 PM

21/05/2019 03:19 PM

21/05/2019 03:23 PM

21/05/2019 03:24 PM
22/05/2019 09:54 AM
23/05/2019 02:62 CH

23/05/2019 03:51 PM

23/05/2019 03:561 PM

Ngwii tao
Dwong Wan Binh
Dwong Van Binh

Nguyén Hang Cuéng

Nguyén Hung Cuéng

Nguyén Hang Cuéng
Chu Xuén Trréng
Chu Xuan Trrdng

Nguyén Hang Cuéng

Nguy&n Hung Cuéng
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¥ kién Ngwéi nhan
D ke hoach the thao thann lap So 15 .docx 2P
+ Ké hoach a3 xin § kién tham gia cia Chii tich CLB- CAu Iéng, Béng ban

- Kinh chuyén I3nh dao ky duyét Nguy&n Hang Cuéng

D Ke hoach the thao thanh lap So 16 (cuongnh.siitfy21.05.2019 15h18p37).docx Tef
+ Toi da xem. Kinh chuyén dic GB duyét cho chidao./.

D ke hoach the thao thann lap So 1-5 (cuongnn.siitt)(21.06.2019 15h23p28).docx Pif
+ null

- Chu Xuan Trréng

+ Cong doan lay y kién cac d/c Ban Giam dée hoan chinh Ké hoach Bao cao Gidm
doc cho y kién

- Kinh chuyén I3nh dao ky duyét Nguyén Hang Cuéng

Chon Ky van
ban ban hanh

10 Ke hoach the thao thanh lap So 1-6 (fruol

+Van ban ky sé

@ Ke hoach the thao thanh lap So 1-6 (truongex. sfitt)
(22.05.2019 09h54p44)_signed signed.pdf (VB ban hanh)

+Wan ban ky so p vdn ban nay

Windows Secunty

Ching thu
WYui leng chon ching thu!

Nguyén Hung Cuéng
Issuer: Co quan chung thuc se Chin...
Valid From: 4/1/2019 to 3/29/2029

Click here to view certificate prope...

Chon dung nguoi €O thém
quyen ky chang thu so

[ 8] 4 ] | Cancel

Pién mat khau (néu hé thong yéu cau) va Chon chit ky phu hop véi Loai
van ban

TRUNG TAM CNTT&TT - SO THONG TIN VA TRUYEN THONG
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"B Chon chirky - L=

Khéng hién thi chit ky
<= rad
f}_@é{.f

Ky bdi [Tén ngudi kyl

Gigkeo |
I
Quan ly chit ky i
|:| Mac dinh (Chon d€ khang hai lai) | Ok | | Hay |
N A
r. SignaturePlacementWindow - . = | = P

dom vi khach méi dang ky tham gia thi déu véi dong chi Trin Xuin Cucmg dé
tong hop sap doi thi diumdn béng ban trude ngay 26/5/2019, mén cau long
trude ngay 29/5/2019.

Trén diy la Ké hoach t6 chirec Céu long, Bong ban chao mimg Ngaythanh
lip So Thong un va Truyen théng (01/6/2007 01/6/2019). Ban Chip hanh Cong
doan co so Sa Thf&ng tin vi Truyén thong yéu cau cdc Té Cong doan thuc hién
dam bao dat chit lugng hiéu qua./.

Noi nhin: TM BAN CHAP HANH
- B/ Bi thu Béng bj (bic): CHU TICH

Chon Vi tri ky va nhap
chudt ky chon Xong dé
Xéac nhan

=
| | »

Pl

Vin ban tu dong d6i dinh dang PDF va dinh kém thém vao phan xir Iy
van ban

@ Ke hoach the thao thanh lap So 1-6 (fruongg:x siitt)
23/05/2019 03:51 PM Nguyén Hing Curéng (22.05.2019 09h54p44] signed pdf

+Wan ban ky sb

TRUNG TAM CNTT&TT - SO THONG TIN VA TRUYEN THONG
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Ky Théng tin ngwoi Ky thao tac twong tu ky bang Hinh anh.
4.2.2. Vin thu chirng thw s6 ban hanh vin ban
a. Chén Sé ky hiéu, Ngay thang

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

Chon biéu tuong Ky

- 5
@ Tép chira néi dung toan vén cia van ban van ban
¢ Dang_ky_ tap huan {cuongnh.stttt)(21.05.2019 15h05p21)_signed signed signed.pdf %

@ Noi nhén véin ban

Nei nhén ca nhan:

Ky tép van ban nay

Hé thdng yéu cau lya chon tiéu chi ky, chon tiéu chi pht hop

Ky sb oo guan Chén sé ky hiéu Chén ngay, thang ban hanh ® Chi chén ngay ban hanh

Ky vin ban

D3t noi dung can chén vao vi tri quy dinh
- SignaturePlacementWindow I. = | =] |i:h

i

CONG HOA X\A HOI CHU NGHIA VIET
Dic lay - Ty do - Hanh phiac

Eign Bién, n L:.":'.‘23 theing 5 ndm 2019

Luu y:

S6 ky hiéu hé théng nhan gia tri tuw dém theo Sé viin ban.
Ngay, thang theo thoi gian trén may chu.

b. Chirng thw ddu co quan

Vin thu don vi két ndi thiét bi eToken vao may tinh
Chon vin ban can Chirng thu

Chon Ky sb vin ban

1} Ke hoach the thao thanh lap So 1-6 (rug” r
24/05/2019 08:42 AM Nguy&n Thi Bich (22.05.2019 08h54044)_signed ndf [j X ;

oy

Ky tép vin ban nay

Chon con dau chimg thu phu hop
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61

B chon chir ky E
Khéng hién thi chif ky

Gig ki o -
(|
L

Quén Iy chit ky

D Mic dinh (Chon dé khang hdi lai) l Ok l [ Huay ]

7. SignaturePlacementWindow =™ x
— v e - ¥ b v = ;'

- Cac ddng chi can by CC, VC Sa, Trung tam CNTT va Truyén thong, cdc
don vj khich méi dang ky tham gia thi dau véi dong chi Trian Xuan Cuong dé
tong hop, sap doi thi daumoén bong ban trude ngay 26/5/2019, mon cau long

ChQn _Vl tr1 dong"dau pl"'lU ,I'\\Op theo "au 1ong, Bong ban chao mimg Ngaythanh |
quy dinh. Chon "Xong" d¢ thuc 16/2007 01/6/2019). Ban Chip hanh Céng
hién hong yéu cau cdc To Cong doan thuc hién

Notmhgm: TM BAN CHAP HANH
- Dfe Bi thir Ding bj (bic):; CHU TICH

- Van phong Sa (pth): s J
- Cén b CC, VC, NLD; )

- Luu: CD.

ung Cudng

J — sl

| xong || Boqua |

=

Két qua nhan duoc
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don vi khach moi dang ky tham gia thi ddu véi dong chi Tran Xuan Cuomg dé
tong hop, sap déi thi daumon boéng ban trude ngay 26/5/2019, mon cau long
trudc ngay 29/5/2019.

Trén day la Ké hoach t6 chitc Cau 16ng, Béng ban chao mimg Ngaythanh
lap S& Thong tin va Truyén thong (01/6/2007 01/6/2019). Ban Chap hanh Cong

doan co s S Thong tin va Truyen thong yéu cau céc To Cong doan thuc hién
dam bao dat chat lugng hiéu qua./.

Noi nhin: TM BAN CHAP HANH
- D/e Bi thr Dang bé (blc); CHU TICH

- Van phong S& (p/h): 4 ’ /

- Cén b CC, VC, NLD;

-Luu: CD.
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