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

Pé sir dung chuong trinh, ding trinh duyét Chrome, Céc cdc,... truy cap vao dia
chi:

http://glvb...

Giao dién dang nhap chwong trinh hién thi:

Diang nhap hé thong

Tén dang nhap: Jehongtrung

Mit Khau: pessssas

' Nhé mat khiu
Diang nhap

Tai hop thoai Pang nhap ngudi sir dung dang nhap theo Tén dang nhip va mat
khiu da duoc cap. .

Tuy vao ting dbi tugng truy nhap, chuong trinh s& an hién mot sb chirc ning theo
nhom va theo mét s quyén do ngudi quan tri cap.

Str dung font UNICODE lam viéc véi chuong trinh.

2. Giao dién Trang chua

L& Héng Trung [ Thoat] [D4i mat khu]

- _— CHUC NANG
B " 2 ——
= L | - Vin ban dén
Vén ban dén Xt Iy cong viec Vén ban di TT tong hop VAN ban chér i 1 (0)
15 @ Van ban dén quan trang ¥ (0)
}

Danh myc Lich coéng téc Tro gidp itllkicisojconaidec
+ Van ban di

+ Tré chuyén ndi bé

+ Théng bao chung
Cac Module trong chwong trinh . .
Théng bao nhac viéc
tirng module

Il. VAN BAN DEN

I |
B liel s
Xir Iy cong viéc Vin ban di TT téng hop
o=
s @
Danh muc Lich céng tac Troe gidp
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“Vin ban dén” duoc thiét ké dé quan 1y cac vin ban dén cua co quan; don vi. T6
chtre luu trir van ban nhan dugc mot cach ¢ hé thong, dé tim kiém dé xu ly; Tro gilp
viéc nhap vin ban va hd tro viéc phan xir Iy cac van ban theo tham quyén giai quyét;
Giap Lanh dao c6 thé kiém soat, kiém tra, theo d&i qué trinh luan chuyén va tién do xir
1y van ban; Cac don vi ndi bo, phong ban va ting nguoi sir dung c6 thé theo ddi duoc
cdng viéc cu thé caa minh.

1. Xir Iy viin ban dén
Buéc 1: Chon Module Vin ban dén

1 e s

Xir ly cong viéc Van ban di TT téng hop
[F1==15]
]
Lich céng tac Troe gidp

Buoc 2: Chon Van ban cho xir ly
VAN BAN DEN
C6 118 van ban dén qua dudng mang
Co 57 vén bén d2 qua han ¥ by cla todn cor quan

Co 10 wvan ban chdy xir by I
-0 wan ban qua nan

- 10 van bdn khang co han
- 0 wén ban eo han

+ 410 vin ban tir Van thue gl dén
C4 1 vén ban nhin 38 bidt

Co 1 vBn bdn ndi bd can xem

Buwoc 3: Tai giao dién danh sach Van bdan cho it ly, mé xem thong tin van ban
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Van ban cho xie ly

Chuyén XL  Cip nhatthdng tin x¢ Iy VBY | Taodwthio¥  Duwavao HSCV

1
£ 1] 2 .
dz Ngay dén SO ky hiéu Co quan ban hanh é Trich yéu ThoA :':" XU Nguwéi chuyén VB
& | L Tham muu 88 nghi cila UBND
sli= | 7 huyén Tinh Gia vé viéc xin Uy quyén
147 2207-2013 EJS,S'UEHD' Huyén Ung Hoa PO U RGN G (0 Sy 93 Manh Hal
‘f} L THKH : phuc w phuong 3n déng dudng
e | R din sinh (Gudng 7) mat bing khu
= E, Du dn Loc héa ddu Nghi Son
‘ﬁ L Gdp ¥ cho du thao Théng tu hudng
ol | F 5458/UBND- dan Nghi dinh s6 38/201ND-CP ) .
= 144 22007-2013 L. Huyén Ung Hoa cUa Chinh phd vé quan ljva st 94 Manh Hai
{:’i dung nguon von ODA va nguon von
1 3 vay uu 331 c3 nha t3i tro
e Chap thudn chii trvong thac hién
& I 5457/UBND- . Dy Arrpidu tu kinh doanh vit iy . :
St 143 22/07-2013 NN Huyén Ban Phuong x3y duRg t3i xa Hoang Loc, huyén D0 Manh Hai
= Hoang Héa cua hd kinh doanh c&
= thé Lirena Xudn Vul

Thong tin van ban hién thi:

Vin ban dén
ED- Quay lai  Chuyén xirly X ly vanban ¥  In phiéuxirly = GUFi van banv

Cac théng tin co ban Tao dl_rmo Tao HSCV  Khéng can xtr Iy~ Cép nhét théng tin xir Iy VB
56 vin ban: 86 wong ' ’ 56 dén: 309
Co quan ban hanh VB: Phudhg Béng N Ce quan chd quan:
86/ ky higu: 12UHH Ngay ban hanh: 19/10/2017
Ngay dén: 19110/2017 Loai van ban: Théng bao
Trich yéu: Trich yéu vin ban
MNguwai ky: Linh vuwe:
Séban: 12 Sétrang: 34
Loai ban: 3
Tinh chit van ban: Thuéng Phuong thire nhan: Van ban dién tir
L& van ban QPPL: Mure 6 quan trong:

Nguw&i nhap: Wan thu UBND quan Ba Binh
Hi dap ciia van ban di:
Cén tr3 & bing VB di: C6 Wan ban cin phai xi ly: C6
Han tra |&i: 36 ngay: Tinh trang tra I&i: Chua tra |5i
<« N6i dung céng viéc
Nguw&i givi: Bai Thanh Binh Ngay givi: 12:00 19/10/2017 Y kién:

Buwdc 3: An nGt Xee Iy vin ban

Dbi v6i vin ban xem dé biét, thi lya chon Khong can xir ly (ding khi nhan dugc
gidy moi...), hodc Cap nhat thong tin xir Iy VB (thong tin xt Iy don gian)

Pé xir Iy van ban chon Vin ban dy thao hoic tao Hb so cong viéc

Giao dién Vin bdan dw thdo
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Vin ban dw thao

Quay lai Ghi lai Giri Sms [ Gi¥i Mail

Ngay tao: 26/10/2017
Lavanban: O Céngkhai ) Noiba Ngay cp nhat: 02:40 CH 261012017
La VB chi dao didu hanh: ) Khéng ' C6

Ngudi soan thdo: B4 Viét Binh Blon vi soan thdo: Lanh dao UBND quén
M3 VB dy thdo: DT161
Loai van ban:” | v| Ky higu:” “~
Bon vi ban hanh:* | ~|
Ngay ky duyét: |26f1 02017 EE Trang thai: Pang soan thao
Trich yéu:*
A
Nguwi ky: | v Chire vu: |
. ]
Danh séch xin y kién: —
4

Thoi han cho y kién: | |
Banh gia dy thao:
Tép VB ban hanh: Chuwa gé'm tép van ban
) Lién két van ban

Vanban dén L sbky nigw 121 Thém link van ban dén
Céch tao lap xem muyc 1. Xar ly cong viéc, 1.Tao vian ban duw thdo
2. Phdi hop xir ly
Trong truong hop Chuyén vién déng vai trd 1a ngudi phdi hop véi Chuyén vién
khéc dé xir Iy vin ban,

Buwéc 1: Chon Vin ban phéi hep xik Iy

[ VAN BAN BEN
Cd 17 van ban d3 qua han x0r ¥ cla todn oo guan
Cd4van béllrﬂ sap dén han cla oo quan { trong khoang 3 ngay)

1

i
Cd 4 van bin chir x(¥ I { trong do: 4 wan ban khdng co han x( 1§, 0 van ban co han xk [y )

@ 1 van ban phoi hop xF I*_.'f)

Cd 4 van ban nhan J& biét

C6 3 van ban ndi bé cin xem

Danh sach vian ban phdi hop xt Iy hién thi:

[=] Vin ban chira phéi hop xiv Iy : E
| Chuyén PHXL || cap nhat théng tin PHXL || D& xem | Trang1 4 1 W
Sd . . Mgay ban . s .
; dén So k‘j;'?ezli hanh Co quan ban hanh Trich yeu Trang thai
(1) Z 5467/UBND- Chap thudn chd treeeng thiee hign Ow an Jau tu kinh
@ 143 M ' 19/07-2013 Huyén Ban Phurgng doanh vat ligu xay dung taixa Hoang Loc, huyén Hoang  Chuwa gop ¥
s Hda clia hd kinh doanh ca thé Lurong Xuan Vui

Buwéc 2: Tai giao dién nay, Chuyén vién danh dau chon van ban can xu Iy va nhan
nGt Cap nhat thong tin PHXL dé chuyén gop y cho chuyén vién khac. Khi d6 giao
dién gop y hién thi
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Tai liéu huong dan sir dung Hé thong phan mém Qudn 1y van ban va diéu hanh - TDOffice

Y kién phéi ho'p xir Iy

€ Gan tép van ban

H| Choose File | Mo file chosen |"-J'

| Chép nhan | | Hiy bé |
Buwéc 3: Chuyén vién phdi hop nhap y kién dong gop va nhan nit Chap nhan dé
gui gép y cua minh cho chuyén vién xur ly chinh vin ban.

3. Vian ban dé biet
Chuc niang nay cho phép ngudi sir dung nhan cac van ban c6 tinh chat nhan dé biét
Buwéc 1: Chon Vin ban nhdn dé biét
> VAN BAN DEN
Cd 1van ban chi xir 1§ { trong d6: 1 van ban khdng cd han xdr 1y, 0van ban co han w1y )

Cd 3 van ban nhin d& hidt

C6 5vih ban ndi bd cdn xem

Danh sach van ban dé biét chua xem:

m] Danh sach van ban nhan dé biét chira xem - ﬁ
Paxem | Choykién | Trang1 4 1 P

Nga#flen SO/ ky hiéu Novi giFi Trich yéu N xiF Ij Trang thai x(F Iy
5 30712013 112 Chuyén ca bi Chwa x(r Iy

Trich yéu vin ban lan 1 tr SP sang

(@ 1] 20/06/2013  15/BC-UBND Vin ban quan Doy Chura xiv Iy
271052013 1M test phxl, gtxl Chira X Iy
21062013 12 Chuyén ca bi Chura xiv Iy

Cé tbng sé 4 van ban Trang1 4 1

Buwéc 2: Tich chon vian ban va an ndt Pd xem hoic Cho y kién

4. Thu hoi vin ban di chuyén
Déi véi truong hop chuyén nham, ngudi st dung lya chon chiic ning nay dé thuc
hién chuyeén lai van ban cho dung doi tugng.

Buwéc 1: Chon Vin béin di chuyén xir ly
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— VAN BAN XF LY CA NHAN

Van ban chir s 1V

+ Vin ban dang x
+ Vin ban da xr

Van ban d3 chuyén xr 1y

Buéc 2: Tich chon van ban va nhan nat Thu héi véin ban

| Chuyén van ban || Thu héi van ban | Trang1 4 123 W
Hoay dén  Sélky hiéu Hoi giri Trich yéu TILE. :‘f“ e Ttrl?{;lig Ngurildon vi XL
Tham muru d& nghi clia UBND
huyén Tinh Gia vé viécxin Oy
5 ) quyén phé duyét cic hang muc o ik |
22/07/2013 S455/UBND Huyén Lfng Hba céng trinh phuc vy phugng an Chu.a Y Thi H&ng Thiy
THKH ! M PRLGVUTE i
dang duwéeng dan sinh (duwing 7)
mét bing khu E, Dw 4n Loc héa
déu Nghi Son
e s e goa . TranThi
22/07/2012 5473/UBMND- S& Thong tin truyen  Giai quyet de nghi caa Cdngty 2510742013 Chura xir WaiBang
MM théng CP Dién may xang dau Bim Son Iy Phuong Lan
Ap dung gid vAt tu, vat lidu dic
thii, d3c chiing Cdng trinh bao
tdn, ton tao va phat huy gia tri Di
e s s tich LAng midu Tridu Trudng (giai - Tran Thi

22x0?x20133f2ME'ND ﬁigna;”g“"e” MO doan 1) aé Iap, thédm dinh, phé 2510712013 le? ¥ 1ai-Bang
duyét TK - BVTC&DT Conag trinh Phwong Lan
bao tén, ton tao B&n ther Tran
Hurng Bao, xa Ha Dworng, huyén
Ha Trung

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

5. Tra ctru van ban
Chtic nang Tra ciu van ban cho phép nguoi sir dung tim kiém, tra ciru toan bo vin
ban dén d3 duoc luu trong co sé dit liéu caa chwong trinh.

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

— Tra ciru van ban
Toan bd van ban
Theo sd van ban
Theo loaivan ban
Theo noi gir
Theo ngay dén
Theo ngay ban hanh
Theo d& khan
“an ban quan trong
Theo ngurdi xk I¥ chinh
Theo nguri phdi hop XL
Theao tinh trang xr Iy

Tra ciru theo tidu thirc

Tra cuu theo tiéu thuc:
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[= Tim kiém viin ban dén theo tieu thirc

PR

Nhap tir khoa va an nat Chép nhan.
Tra ctu dir liéu ¢ cac CSDL khéc nhau (Dt li¢u dugc phan tach theo nam):

= Tim kiém vén ban dén theo tiéu thirc

Tir khoa bt ky: [Nhap tir khéa / |
Sé dén theo sé- tir Sé:l | dén sb- | /'_ |
Sé, ky higu géc:| | Co guan ban hénh:l /’_ EI
Ngay dén: tir | @ dén: | /l_ @

MNgay ban hanh: tir | @ dén: 4

o
& Danh sach CSDL tra ciru x -

Chon tat ca CSDL | Bé chon tat ca CSDL

— DiF ligu nAdm 2009

Loc van ban:

Locwvan ban

|gﬁ ndi dung can tim |q

I11. XU LY CONG VIEC
=

e s

Vin ban dén X I*@:ﬁng viéc Vin ban di TT téng hop
Danh muc Lich céng tac Troe gitp

Quan ly toan bo ho so cong viéc phét sinh trong qua trinh xir 1y van ban dén, giai
quyét cong viéc, du thao vin ban, tap hop cac vin ban lién quan dén mot van dé trong
t6 chuc.
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Ngam dinh tim trang CSDL hién tai, dé thay déi nhan vaa day: *

Tir khoa bat k- Nhap tir khéa |
Sé dén theo sd: tlr 35:| | dén s6: | |
S4. ky higu géc:| | Co quan ban hénh:| E
Mgay dén- t[r:| ﬁ cTén:| ﬁ
Mgay ban hanh: tL‘r:| ﬁ cTén:| ﬁ
Sé van bén:| E Loai van bén:| E

Linh W‘CZ| E
Ngui x Iy | - Ngui ky: | |
Trich yéu:| |
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1. Tao dw thao
Bwoc 1: Sau khi da dang nhap, chon Xz ly cong vigc/ Nhgp mai VBDT

Tl lie, P

Vén ban dén Van ban di TT téng hop
Danh muc Lich céng tac Troy gitp

> VAN BAN DI THAO

5VBDT chiy xiF Iy
1v4an ban dang du thao

1VBDT di chuyén ky duyét (13 ngudi
chuyén tiep)

1Van bén chiy ky duyét

Buwéc 2: Nhap céc thong tin cho du thao: Loai vin ban, Linh vuc, Trich yéu, Nguoi
ky...

[m] Vin ban dw thao

| Quaylai || Ghilai | - Givi SMS - Givi Mail
Ngay tao: 24/07/2013 D6 khn: Thuéng v|
La van ban QPPL: = Khing Cd MNgdy cdp nhat: 09:57 AM 24/07/2013
Mguéi soan thao: Mguyén Van Thang Blorn vi soan thao: Van phang UBMD
M& VB dy thao: DT154
Loai van ban: | v| Linh vre: v
Trich yéu:
4
Ngay ky duyét: 24/07/2013 i Trang thai- Dang soan thao
Ngwoi ky: | v| Chre v |

. w
Danh sach xin y kién:
P

Theri han cho v kién:

.

Tép VB ban hank: Chua gan tép vin ban
@ Lien két van ban

Van ban dén | Thém link van ban dén |

Buwéc 3: Tai phan thdng tin dy thao: Tai phan dinh kém tép, chon Browse va chon
dén tép vin ban da luu trén may. Sau d6 nhan nat Ghi lgi dé luu.
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© Thang tin Dy thao (2) \ Ch6 dén tep véin ban \
¥ kién 4 /Uy trén may tinh Binh kem tep (3}'..
(1): g6 y kién Choose File | Mo file chosen Choose File | No file chosen H
|| _Choose File | Mo file chosen Choose File | Mo file chosen

Buwéc 4: Tai danh sach ngudi nhan tiép theo, nhan vao nit miii tén va chon tén lanh
dao phong duyét. Sau d6 nhan nit Chuyén xa ly.
g s . gy v g o v ey
M& VB du th{iE Bar B=E <
Loai van b} ™ 1972168.2.206:8083/HANAM tudien.nsf/Listbox_Nhansu_One?OpenForm

Danh sach don vi

Trich ]
Ldnh dao UBMD ”
Mgay ky du n = 0 soan thao
Ngwoi|| |Phuong 1o “{2): Chon phong
Phuwéng 11 “%
Danh sach xin y kifl |Phweng 2
Phwéng 3
. — Phuwdng 4
Théi han cho y ki Phuéng &
Tép VB ban hdl Phuwéng B v
° Lra [ e e Danh sach nhén sw theo don vi
i Bai Thi Minh Hién A "
VA ban &g Thi Min Hign [ Then
© HNoi nhan Cé Van Hué
; L& Quynh Anh
@ Theo déi hoi bao Mguyén Thanh Thiy
_ Mguy&n Thi Hai Yén
~ Khéng theo déi Mguyén Tién Linh . o
@ Théng tin Dy tha Tran Thi Minh Hurorng \“\Ei?l'l) 'é{éhq“ ngudi
Vi Thu Ha LYe
Wii Thi Thanh v
| Ding v || Bé qua | le | No file ch
le | Mo file ch
Noay gid )
: - 4
@ Danh sach ngwi nhan tiép theo (1) {4)
 —
Danh sach nguwdéi nhan: | (vu‘Chuyén *UF by ‘

Truong hop chuyén thang cho 1anh dao ky duyét phat hanh, nguoi sir dung bo qua
buwoc 4, thuc hién bwoc 5

Buwéc 5: Chon lanh dao ky duyét va chuyén ky duyét
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[m] Vin ban dw thao

Quay lai || Ghilai || Chuyén ky duyst Xoa VBOT — Givi SMS - G Mail

(2

Ngay tao- 24/07/2§13 6 khin: Thwéng v
La van ban QPPL: s Khdong Co MNgay cdp nhat: 10:33 AM 24/07/2013
Mguwéi soan thao: Mguyén Thanh Thiy Bon vi soan thao: Phdng MNdi vy
W& VB dw thao: DT155
Loai van ban: | z‘ Linh vuwc: z‘
Trich yéu: Al): Chon ngudi ky duyét p
MNgay ky duyét: | ‘ Iﬁ Trang thai: Bang soan thao
Ngui ky: P8 Manh Hai - Chire wu: [Chi tich
i L d
Danh sach xin y kién:
4
Thei han cho  kién: | i

2. Tao hd so
Trong chirc nang Tao hd so, ¢d ba chic nang tao mai:

[ HO 50 CONG VIEC

MNhip mdi HSXLVE ¥

Nhép mdi HSGACY
Mhip mdi HESVBLQ

— Ho so xt ly van ban: La hd so duoc tao 1ap theo van ban dén va can phai xir ly

— Ho so giai quyét cong viéc: La hd so duoc tao lap xuat phat tir nhitng céng viéc
cuia co quan, don vi, can phai xi 1y.

— H0 so van ban lién quan: La hd so tap hop c&c van ban c6 lién quan

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

Bwéc 1: Trong muc Hd so cong viée, nhay chudt vao chic ning Nhdp mdi

| Quay lai || Ghilai (F8) |

Loai hé 507" Hé so xd Iy van ban Ky higu hd so* 126/HSXLVB

Van ban dén:*

Mgay tao hé so=* 23/07/2013  Han xi Iy EP_J Ngwéitao hd se: Nguyén Van Thang
Tiéu dé hd se*

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

N[

Chuyén vién phéi hop: |

Tinh trang =0 Iy: Bang XL
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Buwéc 2: . Nhay chudt vao ndt miii tén chon = 4 chon dén vin ban dén lién quan

dén hd so

Danh sdch vin ban dén

((Gén kem [Tim kiém: |hoang thé lign { Tmkiém ) (2) Trangs 12345 P
——(4) 7'y |
ﬂf:;:] IIi?ll Ngay dén Mouwdvi e v Co quan ban hanh Trich yéu
goc
[T 135 28/BH 28/08i2008 Chuyén vigh 2 Bao hidm %4 hii tinh cona vin
131 28/KB 28/09/2009 UBMD An Giang
132 28iCT 28/09/2009 Cong ty Tan Dan’ cdng van
134 28/08 28/09/2009 Chuyén vigh 2 LBMD An Giang cing van finh an giang
137 30TD 2000972009 Chuyén vigh 2 Cong ty Tan Danl Tir trinh
Co toyg s_f:?,&]ﬁ van ban {1 _] Trang 3 " 12323445 F
2, ;
\

Dénh dau chon Mhép tiéu chitim
WB dén lién quan Kigm

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

Buwéc 4: Cap nhat cac thong tin quan 1y cho hd so va nhan nit chic ning Ghi lgi
(F8) dé luu thong tin vira cap nhat va bat dau quy trinh xir Iy hd so vira tao :

[m] Ho ser e6ng vigc

| Quaylai || Ghilai(F8) || XéaHs || InmuclucvB |

Loai hd so=* H so xi¥ Iy van ban Ky higu i so= 126/HSXLVE

|56 ky higu- 12 -
Van ban dén:* |Mgéy ban hanh:
Trich yéu: Chuyén ca bi p

&) Xem chi tiét vin ban dén
Mgay tao hé so 23/07/2013  Han xi Iy :u_| MNgwi taa hé 5o Nguyén Van Thing

Hé so cing visc 12

Tigu dé hi se

Lénh dao phu trach: [Bui Van Binh _w | Chuyén vign xi¥ I chinh-* Nguyén Van Thang

KA[ENj

Chuyén vién phii hop: I'I'rén Thi Kim Ciic

Tinh trang =0 Iy: Bang XL

Van ban dw thao | Phiéu trinh | Trao ddi gdp ¥ Van ban lién quan | Van ban phat hanh | Két thic h so

Sau khi luu thong tin, giao dién ho so va cac chirc nang hién thi:

> Vin ban duw thdo: Cho phép tao 1ap Van ban du thao trong hd so. Cach thuc
hién xem tai muc 1.Tgo du thdo

> Phiéu trinh: Cho phép tao lap cac phiéu trinh trong qué trinh xir ly cong viéc
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> Trao déi gop y: Cho phép tao lap trao ddi gop y véi nguoi dung khéc trong qua
trinh xtr ly cong viéc
Vin ban lién quan: Cho phép dua céc van ban lién quan vao ho so

Vin ban phat hanh: Hién thi toan bo cac van ban du thao da hoan thanh xu ly
dudi dang Van ban phéat hanh

> Két thuc hé so: Cho phép két thic xur Iy néu hd so dd hoan thanh

Ghi chl: Nhitng truong thdng tin c6 gan ddu sao doé 1a nhiing thong tin bat bugc
phdi nhap. Néu nguoi sir dung bé qua nhitng théng tin nay, chwong trinh sé hién thi
cdanh bdo va khéng cho phép lweu théng tin hé so.

3. Xir ly phiéu yéu cau

Khi lanh dao giao viéc trén phén mém, chuy@n vién thyuc hién cac budc sau dé nhan

va xtur ly céng viéc trén phan mém

Buwéc 1: Sau khi da dang nhap, Chon nhic viéc Hé so cong viéc/ Phiéu yéu cdu

cho xur ly

+ Vin ban dén

— Hé so céng viéc

— Phiéu yéu cau
Phiéu yéu cau ché xur Iy (1)
Phigu yéu cau phoi hop xi¥ Iy (0)
Phiéu yéu ciu quan trong "4 (0)

+ Hé so cong viéc

+ Vién ban dy thao

+ Van ban di

+ Tro chuyén ndi bé

+ Nhic viéc

Danh sach phiéu yéu cau hién thi:

=] Tang1 4 1P
MNgay tao  Thdi han XL Ngurdri lap Ng";:i“’;& Iy Mgirévi phdi hop MGi dung cdng viéc
¢ B 24072013 25/07/2013 D& Manh Hai ?ﬁﬁ;e” Thanh | ooi van ginn Tao bdo cdo cong tic thdng 7 nim 2013
:1 Cé téng s6 1 véan ban Trang1 4 1

Buwéc 2: Mé xem ndi dung chi tiét
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[®m] Phiéu yéu cau giai quyét cong viéc

Quaylai | Xely | Thémaspy

Mgay gidr cdp nhat: 02:58 PM 24/07/2013
M3 phidu: PYC1
Nguwéi 1ap phiéu: B8 Manh Hai
Nguwéri yéu cau: B8 Manh Hai
X Iy chinh: MNguyé&n Thanh Thiy
Phéi hop xir Iy: Bai Van Binh
Théi han x ly: 25/07/2013
M&i dung cdng vidc: Tao bao cao cdng tac thang 7 nam 2013
Tép dinh kém: & 01_2011_TT-BNV thé thirc van ban.doc
& Théng tin xie Iy

 Néi dung gop ¥
Moay gri Maurdvi gri Bon vi giFi
& Théng tin luan chuyén phiéu xir ly
& Théng tin ludn chuyén phiéu xir Iy
Buwéc 3: An n(t X ly
C6 2 huéng xu 1y: Chuyén tiép vin bér wosn =152 bin
+ Truong hop chuyén tiép: Tich chon  Chuyén tiép VB

) Thong tin xie Iy

» Chuyén tiép VB ) X(F Ij VB

Ngay gi¢ giao: 24/07/2013 14:59
Bon vi nhan: | E Y Kkién xir Iy
Ngweéi nhan: | EI

Nhap céc thdng tin chuyén tiép van ban: Cach chon Pon vi/ Ngudi xu Iy: Nhap
chudt vao miii tén mau den va chon nguoi theo danh sach phong ban.

+ Truong hop xir Iy: Tich chon & Xir 1§ VB
( Théng tin xi Iy
Chuyén tiép ‘u’
Mgay xir Iy xong: l_ ?.a

Dy thao van ban | Lap phiéu xtv Iy |

Xt ly phiéu yéu cau bang cach tao 1ap mét du thao (cach thuc hién xem trinh bay
tai muc 1. Tao du thao) hoic lap phiéu xu ly ghi tom tit qua trinh xir Iy cdng viéc.

Véi lya chon Lap phiéu xiz ly:

Trang 15 /20



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

Phiéu xir ly

Thudic: Phiéu yéu cau

Ghi lai

Mguéri % Iy chinh: Nguyén Thanh Thay

Tém tat qua trinh XL:

Gan tép van ban: H | Browse_ | No file selected.

Ghi lai

4. Tracwu
IV. VAN BAN DI

1=

Vin ban dén

s

i

Danh muc

1. Tracwu

Xir Iy cong viéc TT téng hop
Phan mém theo @
doi thee hién
Lich céng tac nhiém vu Tro gitp

Tra ciru van ban phét hanh theo phan chiic nang duoc liét ké bén trai man hinh:

Tra ctru nhanh:

Ccwcwine |
Cap nhat VB duw thao 3 duyét
Toan bd van ban
Van ban ditrong ngay
Van ban co gan diu sao
— VAN BAN LA NGLFOI SOAN
Toan bd van ban
Wan ban QPPL
Wan ban thudng
+ VAN BAN DE BIET
+ HOIBAO CUA CA NHAN
+ Tra ciru van ban di

+ Tra ciru dif liéu cac ndm

Locvan ban

gd ndi dung can tim |Q
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2. Cap nhat van ban du thiao da duyét
Cap nhat van ban du thao da duyét la chirc nang cho phép nguoi dung cap nhat cac
van ban du thao di dwoc ky duyét nhung khong 1am viéc trén chuong trinh. Dé cap
nhat van ban thugc dang nay, nguoi s dung thao tac nhu sau:
Buwéc 1: Nhap chon chirc ning Cdp nhgt VB de thdo da duyét tai danh muc
Chire nang bén trai giao dién lam viéc chinh

CHUFC NANG =] Vin ban dir thao da duyét

CdpnhatVe gurindo d duyét | Them mei | [ Xéa |27
Toan bad van El) (

Ngay cap nhat Loai vdn ban

Pt

YWan ban di trohg noa : : .
_ . ‘g ! Co téng s6 0 van ban
YWan ban co gan dau sao

Bwéc 2: Nhan nit chic ning Thém méi dé mo giao dién cap nhat van ban dy
thao:

[m] Vin ban di thao da duyét

Cac thing tin cor ban

Loai van ban: * - Ngay ban hanh: [25/07/2013 ]

Trich yéu- *

Nei nhan:*

Van ban di ndi bé:

4
MNguwdi ky-* E‘ Chrc wu: | |
Bern wvi thao:® Phang Mai v | Mguéi soan thao™ [Nguyé&n Thanh Thiy |
Sé ban: | | Sé trang: | |
Dé mat: [Thwéng 2 B khan: Thuéng -
Mirc d@d quan trong: ITer'c‘r'ng E‘
Lavan bantrd 161 = Khang Cé Lavan ban QPPL: = Khang Cé
File chira ndi dung toan vén cia van ban
MN&i dung todn van:* H| Choose File | Mo file chosen H

Bwoc 3: Cap nhat cac théng tin caa VB du thao va noi nhan van ban tai truong
Van ban di noi bo (Cac don vi ndi bo) va Noi nhan (Cac don vi ngoai)
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: E R — 21 =
La nguiri theo ddi hoi bao ) 2 e (3 2z j
= PR Trich yéu : «
Van ban dixem deé biét C =l Pong ¥ =
e S ey ¥ I™ Lanh dao UBND tinh B qua ] |
78 o oF Béu cic ndm v Noi nhan; I™ Ban Doi rpdl DN
I” Phong Tiep dén 2|
~v | } | \anh dao VP UBND tinh 5|
Van ban di noi bé: Phong D6i ngoai
g =1 P4 ‘ 6 Cdng nghé théng 1 2
(1): Nhan chuot | 1 s et ) —
g g e yc Tin hoc frc vy: (Thir trwdng
vao lien ket nay P ang Hanh chinh
) dng Hanh chin - thao: Chuyén vién 2
trang: 6
: 06 mét. [Thu o iios. 16672 10aMANA | Intermet khan: [Thuong -
(2): Chon cac av / S - 5 :I! © M|
o A A il i b { a a
ngi bo nhan VB ile chira ndi dung toan van cuava'n an
N@i dung toan van:* u| Choose File No file chosen e

Ghi chd: Noi nhdn thao tac twong tw Van ban di ngi bg.
Tai phan “File chita ngi dung toan vin cia van ban”, nhdy chuét vao nit
“Choose File” @é tim dén tép van ban dir thdo da dwoc duyér dé gan kém. Sau khi

chon tép VB gan kém, nhdn vao biéu nirong (3! (Hodgc nit chize nang Ghi lgi(F8)) dé
ghi lai cac théng tin vera cdp nhdt.

Muén thay déi tép véin ban khac thi nhan vao biéu firong £ pen canh tép van ban
dé xod van ban dé va gan keém vin ban khac.

Buéc 4: Néu khong gan thém tép Van ban thi bé qua budc nay, chuyén ludn dén
buwoc 5.

Muon gan kem thém tép van ban, thao tac f g tu. Hoic muon gan lien mét lc

nhiéu tép van ban, nhay chudt vao biéu twong ~ (bén canh nut Browse...) dé hién
thi thém cac truong gan tép van ban.

File chiva néi dung tean van cia van ban

H| ” Browse. . |‘|'—"’

Mdi dung todn van:® | ” Browse... |

| || Browsa. |

Tép hién thoi: x ™ tve_nghean.doex

Buwéc 5: Van ban nay khi da duoc cap nhat xong, chuyén vién chuyén dén bo phan
van thu dé vao s6 van ban di va phét hanh van ban.
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[m] Van ban dw thao da duyét
Ghi lai (F8) | | Chuyén van thu co quan (cdp 1) | | Chuyén van thu den vi (cdp ll) [ | Xda

Cac thong tin cor ban *
Loaivan ban: * Baocae  \ I -] Ngay ban hanh: [25/07/2013 e
. Bdo cédo cdng tac thang 7 nam 2013
Trich yéu: *

e

Huyén Quéc Oai: Huyén Thanh Oai: Huyén Thanh Tri; Huyén Tir Liém: Huyén WA: Huyén Ban Phuong:
Nei nhén:* |Huyén Bang Anh

e

Phwéng 1:Phwéng 10;Phwéng 11
Véan ban di ndi bé:

4
Nguéi ky-* B8 Manh Hai vl Chire vu: (Ch tich |
Bern vi thao* Phiong Nai vy | Mgudi soan thao* [Nguyén Thanh Thiy |
S6 ban: | | S6 trang: | |
B6 mat: Thueng vl 6 khin: Thuéng -
Mire dd quan trong: IThuf}'ng z‘
Lavan ban tra 160 '@ Khang Ca Lavan ban QPPL: ® ihing Co
File chira ndi dung toan van clda van ban
Mgi dung toan van:* H| Choose File Mo file chosen |"—'}

Chuyén vién nhay chuét vao nit chizc nang “Chuyén vin thw ”, khi d6 vin ban s&
duoc tu dong chuyén dén van thu dé cap nhat vao s6 va phat hanh van ban di.

V. THONG TIN TONG HOQP

i e

Vin ban dén Xir ly cong viéc Van ban di
15
13 Phan

Danh muc Lich céng tac thwe hién nhiém vu Trer gidp

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

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

Phan nay con bao gém cac chuc niang tao 1ap, két xuat va in an cac béo cao theo
cac trinh trang van ban khac nhau

1. Thong tin tong hep Vin ban dén
- TTTH Vin ban dén cua c& nhan bao gom:
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— TTTH Van ban dén
Van ban dang i Iy
Van ban dang xr 1Y (qua han)

Van ban d3 xr I¥ (ddng han)

Van ban da xr ¥ (qua han)

2. Thong tin tong hop Vin ban di
- TTTH Vin ban di cua c& nhan bao gdom:
— TTTH Vin bén di
Van ban dang theo dbi hdi béo

Wan ban d3 két thic hdi bao

3. B4o c4o viin ban dén
- Béo c4o vin ban dén ciia ¢4 nhan bao gom:
— Bao cao van ban dén
Téng hop van ban dén

Chi tiét van ban dén

4. Bao cao van ban di
- Béo c4o vian ban di cta ca nhan bao gom:
— Bao caovan ban di

Téng hop van ban di

5. B4o c4o ho so cong viéc
- B&o c4o hd so cong viéc cua c& nhan bao gom:
— Bao cao ho so cong viec
Tdng hop hd so cdng vide
Téng hop van ban du thao

Téng hop phidu véu ciu

6. Nhat ky cong viéc
- Nhat ky céng viéc cua ca nhan bao gom:
= HNhat ky cdng viéc ca nhan
Toan bd thao tac trong ngay
Thao tactrong ngay theo loai

Theo ngay thao tac

Theo loai thao tac
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