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

Pé st dung chuong trinh, dung trinh duyét Chrome, Céc cdc,... truy cap vao dia
Chi:
http://glvb...

Giao dién dang nhap chuong trinh hién thi:

Diang nhap hé thong

Tén dang nhap: Jehongtrung

Mit Khau: pessssas

Nh& mat khau
Diang nhap

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

khéu d3 dugc cap.

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

Str dung font UNICODE lam viéc véi chuong trinh.

2. Giao dién Trang chu

Giao dién trang chu:

L& Hdng Trung [Thoat] [©8i mat kndu]

é CHUFC NANG
B e 7% _—
= oo sz = Vién ban dén
Vén ban dén Xtk Iy céng viée Vén ban di TT téng hop Vian ban cha w17 (0)
15] @ VAn ban dén quan trong W (0)
Danh muc Lich céng tac Tre gitp + Ho so cong viec

+ Vin ban di

+ Tro chuyén ndi b

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

11. QUAN TRI DANH MUC

Chon chirc nang Danh muc
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=
=

r 2

Giao dién

Nguyén Thanh Huyén [ Thoat] Trang chii | Danh muc | Van ban d&n | Van ban di | Théng tin téng hg

Van ban dén

e R

Xie ly cdng viéc Vén ban di TT téng hop
o=
®
Lich cong tac Tree gitap

Quan tri danh muc hién thi:

CHUC NANG Danh sach ngw&i siv dung

— Quan tri danh muc
56 van ban

Loaivan ban

Ky hiéu van ban

Linh virc van ban

B mat

Bd khdn

Danh sach cép Co guan

Danh sach co quan ngoai

Danh sach don vi ndi bd cip

Danh sach chibcwu

Danh s&ch mau van ban

Danh sdch ngay |8 tétfrang nam

Quan tri ndi dung farms dang

nhap

+ TL chwrong trinh & PM ho tror

1 FEE=EE

Tén tat Tén sb Loai sb CQ hodc BV st dung Danh s6 ti
2 S van ban di 56 van ban di Van phang UBND 98
BC 56 Bao céo 56 van ban di Van phang UBND 1
ola) 36 Quyét dinh 56 van ban di Van phang UBND 1
4 Test S8 van ban di Wan phang UBND 3
c VB Chuyén 56 van ban di Van phang UBND 3
sy VBSaoy S8 van ban di Wan phang UBND 10
1 56 céng van dén 56 van ban dén Van phang UBND 143

SOVBDEN  S6VB dén 2013 56 van ban dén VV&n phong UBND

20

1. Gioi thiéu chung
Véi vai trd ciia Van thu thi chi c6 thé thay doi thong tin trong phan “Quan tri

Danh muc”.

Vin thu c6 thé to chic cac danh muc sao cho thuan tién cho qué trinh

nhap vin ban. Sau ddy 1a mot s6 danh muc chinh:

>
>

S6 viin ban: Liét ké c4c loai so van ban (ctia ca van ban di va dén).

Loai vian ban: Quan 1y tén day du va tén tit cia cac loai vin ban duoc
quan ly trong pham vi chuong trinh, phuc vu cho viéc nhap dir liéu
nhanh va chinh xac. Pong thoi quan ly han xir Iy caa tung loai van ban
(néu co).

Linh vue vin ban: Quan ly tén diy du va tén viét tat cua cac loai linh
vuc duoc quan ly trong pham vi chuong trinh, cac van dé nay 1a céc linh
vuc ma ndi dung cua van ban dé cap téi.

P mat, Po khan: Phan loai van ban theo tirng mirc do, va dé phan biét
Vi cac loai van ban thong thuong, van ban quy pham phép luat hay van
ban hanh chinh. C4c loai van ban nay phai dugc luu trir va bao quan
riéng theo quy dinh.
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Tai liéu huong dan si dung Hé thong phan mém Qudn 1y van ban va diéu hanh - TDOffice

> Danh séach cap co quan: Danh sach cac cap co quan dé phan cip céc to
chtic, co quan ngoai theo cap cu thé thuan loi cho viéc nhap di liéu va
sang loc cac t6 chtic, co quan.

> Danh sach co quan ngoai: Liét ké danh sach cac co quan, don vi ngoai
theo cip, mdi co quan hién thi thong tin chi tiét va dia chi nhan vin ban
trén mang.

> Danh sich don vi ndi bd cap 1: Liét ké danh sach phong ban trong co
quan.

Y

Danh sach chic vu: Liét ké cac chac vu cua cdn bo trong co quan.

> Danh sach ngay I& tét trong nim: Khai béo céac ngay 18 tét duoc nghi
theo quy dinh nha nuéc, nham phuc vu cho viéc tinh han xir Iy cta van
ban, (néu trong thai gian xir 1y van ban c6 ngay & thi han xir ly s& tu
dong bo qua ngay d6 va cong thém han xtr ly vao ngay tiép theo).

2. Nhap méi
Buwoc 1: Chon nit Nh@p mgi

CHIFC NANG Danh sach ngur&i sir dung

— Quan tri danh muc -

e | €
Sévan ban
Loaivan ban /
Ky hidu vin ban Tén tat Tén so Loai so CQ hodc BV
Lirh virc van ban 2 S van ban di Sé van ban di an phang UBND
Bomat BC 24 Bao céo S8 van ban di Van phang UBND
B4 kndn P P R

’ QD S0 Quyet dinh 3o0van ban di Yan phong UBMD
Danh sach Cép co'quan i

; ) 4 Test S0 van ban di Yan phing UBND

Danh sach co auan nooai

Buwéc 2: Nhap thong tin va an Luu

Danh muc s6 vin ban

Tén tat*

Tén day d-

Ky hiéu (dung cho van ban di)- | | Bidn nam hién tai treée ky hidu

Sd van ban dén W

Loai s6*
Bon i [Van phang UBND
Danh sb tir* |1 |

Ghi chu:
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3. Swra
Buwéc 1: Chon danh muc can stra

Tén tat Tén sb Loai s0 CQ hodc BV siF dung Panh

=) |2 S van ban di 56 van ban di Van phiing UBND o8

| BC 56 Bao cao 56 van ban di V&n phaing UBND 1

| aD S8 Quyét dinh Sé van ban di Van phang UBND 1

= 4 Test 54 van ban di Van phang UBMND g

5 C VB Chuyén 6 van ban di Van phaing UBND B

= |SY VB Saoy S8 van ban di Van phang UBND 10

= |1 S& cong van dén Sévan ban dén Van phang UBND 143

| SOVBDEN  54VE dén 2013 54 van ban dén Van phang UBND 20

Buwoéc 2: An nGt Sira

Tiép méi |St'ra Xba

Tén tat* 2
Tén day di-* Sé van ban di
Ky higu (ding cho van ban di):

Loai 56 S6 van ban di
Ben vi:® Van phang UBMD
Banh =6 ti-* 98
Ghi chu:
Buwéc 3: Stra thong tin roi 4n Luru

Danh muc s6 van ban

| Tiép mai || Lwu |

Tén tat* |2 |
Tén ddy da* |S6 van ban di |

Ky higu (dung cho van ban di)- | |

S8 van ban di

Loai sé-*
Bon vi* Van phang UBND
Banh s tir* (98

Ghi cha:
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4. Xba
Buwéc 1: Chon Danh muc can xéa
Tén tat Tén sb Loai 50 CQ hodc BV stk dung Panh

2 56 van ban di St van ban di Van phang UBND o8
BC 56 Bao cdo 56 van ban di Van phang UBND 1
QD S8 Quyét dinh Sévan ban di Van phing UBND 1

4 Test Sévan ban di Vian phong UBMND g
C VB Chuyén 56 van ban di Van phang UBND B
3y VB Saoy Sévan ban di Vian phong UBMND 10
1 S8 cing van dén Sévan ban dén Van phing UBND 143
SOVBDEN 30 VE dén 2013 56 van ban dén Van phang UBND 20

Bwéc 2: An nit Xoa
Danh muc s6 vin ban

Tiép méi | | Swva | | x6a |

Tén tat* 2

Tén day di-* S van ban di
Ky higu (ding cho van ban di):
Loai s6-* Sd van ban di
Ben vi® Van phang UBMND
Banh s ti* 98
Ghi cha:

I11. VAN BAN DEN
Cho phép vao sb cac vin ban dén co quan/ don vi.
Chon Module Vin ban dén

HE
EE e

Xir Iy cong viéc Vin ban di

15| @

Lich céng tac Troe gidp

=l

Giao dién Vin ban dén hién thi

i

TT téng hop
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Tai ligu huéng dan sir dung Hé thong phan mém Quadn Iy vin ban va diéu hanh - TDOffice

Quan tri hé thdng [ Thoat | Trang chi | Quan tri | Van ban dén | Van ban di | Thong tin tdng hop
CHIFC NANG Viéo s6 vin ban =Q
Vin ban dén qua mang Thémméi (F7) | Sao chépVE  Xoéa VB Trang1 41| ]
Van ban den ndi bd f, S6dén Ngaydén Séhigugdc Co quan ban hanh Trich yéu Noi dung xi Iy < Ngwéil don vi XL
Vao sd van ban R . Céng ty CP diutwva  Trich yéu vin ban & i Ban
re— & 2032018 |123 PTdénmiénBic3 S Congvindén 3) L& Binh Bal,
- ] 2 02032018 340/KH-UBND AN QuaNy Lang CNO - 7y s, van ban - LOVP: dsdsd L& Binn Bai
Van ban dén trong ngdy e teh Kb i Minh ¥
& 1 DZ03/2018 340KH-UBND BN BOINGOAITIUNG ey i) van ban L& Dinn Dat

V3N ban cé gdn dAu sao W
Toan b6 van ban 6én co quan Cotong s6 3 vén ban Tang1 4 1B [

wong

Toan bé van ban dén ca nhan

— VAN BAN X(F LY CA NHAN
VAn ban chéy xiF I

+ Van ban dang xi Iy

+ Van ban di xir Iy %
VEn ban d3 chuyén xiF 1

+ VAN BAN DE BIET

+ VAN BAN BE PHOI HOP

+ VAN BAN XU LY CO'QUAN
+ Bdo cdo vain sd

+ Tra civu van ban

Tra ciru vin ban dén

SN

(W Quan tri thiing rac

Chu thich cac chire nang liét ké bén trai manh hinh:

> Vin ban dén qua mang: Danh sach vin ban dugc cac co quan gui dén
thong qua phuong thic dién tir (qua mang).

> Vin ban dén ndi bd: Hién thi cac van ban tir cac phong ban, bo phan
chuyén mon cia co quan phat hanh va chuyén cho van phong.

> Vao s6 viin ban: Cho phép vao so cac van ban dén thong thuong (bang
giay)
> Vin ban chuyén: Cho phép chuyén vin ban dén sang van ban phat hanh.

> Viin ban dén trong ngay: Thong ké danh sach vin ban dén co quan/don vi
trong ngay hién hanh

> Toan bd vin ban dén co quan: Thong ké toan bo vian ban ma vin thu da
vao so trén chuong trinh.

> Toan bd viin ban dén ca nhan: Toan bd vian ban cua tai khoan dang nhap.

> Vin ban ¢6 gian diu *: Cho phép danh ddu cac van ban can theo doi cua
nguoi dung.

> Vin ban xir ly ca& nhan: Hién thi toan bo danh sach vin ban can xt ly cua
tai khoan dang nhap.

> Vin ban dé biét: Hién thi danh sach vin ban ma nguoi ding nhap dong vai
trd ngudi nhan dé biét

> Vin ban @é phéi hop: Hién thi danh sach vin ban ma ngudi dang nhap
dong vai trd ngudi phdi hop xir 1y vin ban

> Vin ban xir 1y co' quan: Théng ké van ban xtr Iy qua han, ding han cia co
quan.

> B&o c4o va in so: Cho phép in bao cao theo yéu cau cua ngudi ding

A\

Tra ciru viin ban: Cung cap cac phuong thire dé tim kiém van ban,

> Tra ctiu dir liéu cac nam: Ddi voi co quan, don vi di st dung chuong trinh
to 1 nam trd 1én, do nhu cau can tra ciru van ban nhanh, chuong trinh cho
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phép thiét 1ap ché do tach dir liéu theo nim. Dit liéu cac nim cil s& duoc
tach vao 1 thu muc riéng, cho phép ngudi stir dung tra ciru nhanh van ban.

> Tra ctru vin ban dén: Phuong thic tra ciru nhanh, cho phép gé tir khoa cua
van ban dé liét ké ra két qua.

Hudng dan cac chire nang chinh:
1. V&0 s6 vin ban
1.1. Va0 s6 vin ban dén thong thuong
Chtic nang nay cho phép vao sb cac vin ban dén thong thuong (bang gidy).

Buwéc 1: Chon chire ning 3. VA0 sé vin ban. Sau d6 chon Thém mdi (F7)

CHIFC NANG Vio s6 van ban
Van ban dén qua mang iem moi (F173) Sao chép VB | Xoa v Tang1 4 10 [ |

Van ban dén ndi bb !, Sbdén Ngaydén Séhiéugdc Co quan ban hanh Trich yéu Ngi dung xi Iy w  Ngwdil don vi XL
30 s van ban 3 Cong ty CP dautwva  Trich yéu van ban 25 .
T 1 2 2 2032018 123 PTaénmién 84 3 S6 Céna van dén (3) L& Binh Bai,
£ U 5 2 021032018 340/KH-UBND Faﬁﬁugﬂl!ym@gg SN r1ich yéu van ban - LOVP: dsdsd L& Dinh Dai:
Vin ban @n trong ng éﬁ DO" I '”T
Y . an Boi ngeai Trung e . )
Vian ban ¢o gén d4u sao 0 1 02/03/2018  340/KH-UBND vang Trich yéu van ban Lé Dinh Dai;
Toan bé vin ban én co quan Cotong 0 3 van ban Tang1 4 1 W D
Toan bé win ban dén ca nhan
— VAN BAN X(F LY CA NHAN N

Van ban chr xir I
+ Van ban dang xir Iy
+ Van ban da xir Iy

Vi ban da chuyén xir 1
+ VAN BAN BE BIET

Buwéc 2: Nhap céc théng tin quan 1y van ban

Nhap mé&i vin ban dén

Quaylai  Ghilai (F8) Thémméi(F7)  Nhap gidng VB trée (F9)
Céac thong tin co ban
58 van ban:* l hd S6 dén” | ‘
6/ ky higu:* | | Co quan ban hanh VE: | v|
Ngay dén: 02/0312018 | Ngay ban hanh: | |
Trich yéu:
4
Loai van ban: ‘ v| Linh vure | v|
£
Mguol ky: ‘ v| Chirc vu | ‘
Tinh chat van ban: Thuéng | Phuong the nhan: [Thang thuang v
Ngu&i nhap: Quan tr hé théng
‘ ~
Héi dap cla van ban di:
A
& Tép chiva ni dung toan vin cia van ban
Hl Chon tép | Khdng c6 tép nao dugc chon |'.-*
 Céc théng tin phan phéi, phan céng xi Iy vén ban
L&nh dao Van phang: ‘Nguyén Van Céng v
Tham muu cla LAnh dao Van
nhéAnn

Cac thong tin cd dau (*) 1a bt budc nhap.
Buwéc 3: Chuyén vin ban cho ngudi phu trach phan phéi van ban. Chon (1) hoic (2)
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) Cac théng tin phan phéi, phan céng xiv Iy van ban

Lanh dao Van phéng: ‘Nguyén Van Céng v 1
Tham muwu c0a L&nh dao Van
phong: P
Lanh dao: ‘ “~ 2

Chi dao cia LAnh dao:

|§

Bon vi xi¥ Iy: ‘ 3_ ~
Han xir Iy | HH  bng sd: [ ] Nguai xi¥ Iy van ban v
~
Bon vi phéi hop xiF Iy 4
. ~
Nguwdi phoi hop xi¥ Iy: §
r
~
Nguévi xem dé bit: §
1 A

> (1): Chon chuyén cho lanh dao vin phong. Dé mic dinh thi vin ban duoc
chuyén cho 1anh dao vin phong.

> (2): Chon chuyén cho lanh dao co quan.

> Trong truong hop lanh dao & (1), (2) khong lam viéc trén phan mém, ay
quyén cho vian thu phan xt 1y thay thi van thu s& nhap y kién chi dao cua
Lanh dao, Xt 1y so bd cia vin phong va chon chuyén dén (3) don vi xir ly
hoic ngudi Xt 1y van ban, (4) don vi phdi hop, (5) nguoi phdi hop, (6)
ngudi xem dé biét theo dung chi dao.

> Quy trinh xir Iy hién thi sau khi chon day du cac muc:

Tién ich st dyng % Quy trinh Xt Iy van ban!

NEl T
8 ot 8 o

Ngwe&i ding . > .
Mguyen Thanh Hufg Pham Bach Pang _ Do Manh HEi Phang MGi vl
Bon vi
Phang ban ﬁ
Nhom Phuing Gia [Thuy
-

B

Phuréng Viét Hung
1. Két qua x(¢ Iy van ban
STT Nowrivi xiF Iy Loai xiF Iy
1 ViThuHa Van ban duwr thao
2 Tran ThiMai Cdp nhat ndi dung
2. Quy trinh xie Iy chi tiét
STT Noay Nowdi giri ¥ kién xir Iy Nowéi nhan
1 09:48 22/06/2013 Nguyén Thanh Huyén Van thur chuyén vin ban. Pham Bach Bang
2 09:5522/06/2013 Pham BachBang Chuyern dicvan ban B4 Manh Hai
3 10:00 22/06/2013 DA Manh Hai CHuyenr phong A Phang MNaivu
4 10:00 22/06/2013 DA Manh Hai CHuyenr phong A Phurérng Gia Thuy
5 10:00 22/06/2013 DA Manh Hai CHuyenr phong A Phurérng Vigt Hung

Buwéc 4: Nhan ndt Ghi lgi dé luu va chuyén van ban,
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Tai liéu huong dan si dung Hé thong phan mém Qudn 1y van ban va diéu hanh - TDOffice

1.2. Vao sb viin ban dén qua mang

Chtc ning nay cho phép xem va vao sd danh sach vin ban duoc cac co quan gii
dén thong qua phuong thirc dién tir (qua mang).

Buwéc 1: Chon Vin bdn dén qua mang

CHIFC NANG

Vian ban dén gua mang

“an ban @uyén
“an ban den trong ngay

V&n ban cd gan dau sao W
Todn bd wan ban dén co quan

Toan bé vin ban d&n ca nhin

Danh sach vin ban dén qua dudng mang hién thi:

[®] Danh sach viin ban dén qua diréng mang 3 E'
| X6a VB || Nhan van ban dén qua mang | (4 Trang1 4 12345678910 P
Ngay dén S4 hiéu gdc Loai VB Co quan ban hanh Trich yéu
- Zoan N R I
7 2OTES  183/GHKHBT Gidy moi ?E H*;ENHSPCH VABAUTY qia) maiaas

(1BBIGM-KHET) Xem x&t 32 nghi cia Hocvién Chinh tri-

. 25.!'0?.!’2013 1BBIGH-KHET Gidy m SO Kﬁ HOACH VA BAU T El\l_] E.l_qo; phorlg tai \:"an'pan_ 50 21?:IHV;VF' ngay 71212013
= 08:01:17 AM TP HA NOI va 3¢ Giao théng Van tai tai Van ban so 1322/3GTVT-
KHET ngay 20/5/2013

25/07/2012  52B/CH- VAN PHONG UY BAN NHAN (GM 57 526) Vi h?ingh? tr2c tuy?n do Ph? Th? t?7ng

s - Gidy mi 2 - Mguy?n Xu?n Ph?c ch? ir? v? 7%y m?nh c?i c?ch h?nh
DEDIG M g DAN THANH PHO ch?nh v? c?i c?ch ch? ?? c?ng vw?, c?ng ch?c
% : - ;v CANgvan (So: 5328/SX0-MT) Viv: Dé xuat 1ap dat hang rao
240712013 . . VAN PHOMG UY BAN NHAMN ~7. JP e e -y
2 01:01:05 PM 4419/0B-UB  Céngvan DAN THANH PHO ngan nguéri di ba trén dai phan cach gitka dwéng Pham

Hing (o&n dudi cu can duwdng VD3)

i ) i _ CAngvan (S&: 5315/8K0-TE) Viv: Y kién thdm dinh TKCs
VAN PHONG UY BAN NHAM DABTXD hoan thién nut giao Chua Béc - Thai ha theo quy
DAN THANH PHS hoach tai gdc 1/4 niit giao tir Hoc vién Ngan Hang dén

cong trrng Bai hoc Céng Boan

i . i _ CAngvan (S&: 5314/SKD-TB) Viv: ¥ kign vé hd sv Bdo cdo
VAN PHONG UY BAN NHAN kinh t& kif thuat XDCT khu TEC tai thén Luu & , x3 Hoa
DAN THANH PHO CHinh, H.CHuwong Wi phuc vy GPMB DABTXD cdng trinh

cau Haa Vién

24/07/2013
01:01:05 PM

2.

4419/0D-UB  Céngvan

24/07/2013
P

01:01:05 P 4419/Q0b-UB  Cdéngvan

Buwéc 2: Mé xem chi tiét thong tin van ban
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Tai liéu huong dan si dung Hé thong phan mém Qudn 1y van ban va diéu hanh - TDOffice

[=] Vin ban den

| Quay lai | | Hiéu chinh(F8) || Thém mei (F7) || Xoa |

Cac thdng tin

o wvan ban* Sa den®

Sé / ky higu Co quan ban hanh VB: vanthu_sotttt@hanoi.gov.vn
Mgay dén: MNgay ban hanh:
Trich yéu: Re:GM B85/GM-STTTT-wHai nghi phé bién Nghi dinh sé 88/2012/NB-CP va Qb sé 25/2013/QB-TTg
Linh vwec: Loai van ban:
Mguwéi ky: Chuc wy:
Tinh chét van ban: Thuéng Phweong thive nhan: Théng thwdéng

Nguréi nhap: Mguyén Thanh Huyén

Héi dap cla van ban di-

Can tra |&i bang VB dic Cd Van ban can phai xi ly: Ca
Han tra l&i: sd ngay: Tinh trang tra l&i: Chuwa tra 1&i
Ghi cha:

 Tép chira ndi dung toan van cha van ban

& GM 65 1 signed.PDFE
Bwéc 3: An nit Higu chinh dé vao so van ban.

2. Tao béo c4o in s6
Buwéc 1: Chon Béo céo va in sé\ Sé chudn ciia Cuc vin thw
— Baocaovain so
54 chudn cia Cuc van thir
S8 cd in qua trinh XL (QTXL)

54 chudn ciia Cuc van thur (cé 7
kién LE)

Buwdéc 2: Giao dién tao bao céo hién thi
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[= Lap va in 56 vin ban

Tén té chive: |CE|ng ty cé phan tin hoc Tan Dan | Si cla 55:| |
| | LCT 56 dang kj van ban dén |
| | Chi thich:| |

|

In 56 trong ngay ® In s6 theo tiéu thirc

Sap xéptheo: ® S§ gén theo sb ' Ngay dén

Tiéu chiin sd:

séve: | v| Tinh trang % ly: | v|
Ngay dén: cTte: : % MNgay ban hanh: ﬂ:; : %
Cén trd &+ bing VB di° 0 Toan bé van ban ' Cé Sé dén theo suﬁ:| |>:=| |
Linh vurc | v Loai VB | v
Co guan glvi | v| Co guan banh hanh | v|
Van ban chuyén, saoy - | v| Bd khan | v|
Trich yéu : | |

Bwéc 3: An nit Chdp nhgn.

3. Tracuu
Cho phép tra cuu theo cac tiéu chi ctia van ban

— Tra ciru van ban
Toan bd van ban
Theo s6 van ban
Theo loaivan ban
Theo noi g
Theo ngay dén
Theo ngay ban hanh
Theo dd khan
“an ban quan trong
Theo nguedi x0r 1¥ chinh
Theo ngudi phéi hop XL
Theo tinh trang =i Iy

Tra ciru theo tiéu thirc

Tra ctru theo tiéu thuc
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[=l Tim kiém vin ban dén theo ticu thirc

Mgam dinh tim trong CSDL hién tai. dé thay ddi nhan vao day: 4
Tir khéa bat kj: Nhap tir khoa |
So dén thea sé- tir sé: | | dén sd: | |
Si. ky higu gﬁc:| | Co guan ban ha‘nh:| EI
Mgay dén- i | @ dén- |
MNgay ban hanh: i | @ dén: |
Sé van bén:| EI Loai van bén:| EI
Linh \J'I._.VCZ| EI
Nguéi xi Iy: | -l Nguéi ky: | |
Trich yéu:| |
Chép nhan

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

= Tim kiém viin ban dén theo tiéu thirc

Tir khoa bat Ky |Nhap tir khoa //’ |
S dén theo si tir si- | dén s6- | /{/ |

S8, ky higu gbc: |

|
| Co guan ban hénh:| // EI
Mgay dén: tfr:| @ dén:
it

dén: # @

Chon tat ca CSDL | B6 chon t4t ca CSDL

Mg

— DiF ligu nam 2009

MNgay ban hanh: tlr: |

Loc van ban:

Locwan ban

}gﬁ ndi dung cén tim |Q
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IV. VAN BAN DI

= EE
= b= EL %56
Van ban dén Ho6 sor CV Van ban di TT téng hop
= =,
5] ol ©/
Danh muc Lich cdng tac The dién tie Nhac viéc
i'\ o ;F Q o
M b — pinlg
Tro chuyén QL biéu méu Quan ly xe QL phéng hop
= o
Céng bao GUri tin nhan Tro gidp

“Quan ly viin ban di” dugc xay dung nham quan ly cac vin ban di cia don vi, t6
chic. Co sé dir liéu van ban cho phép luu trit va sap xép van ban di mot cach co hé
thng, phuc vu cho viéc tim kiém cap nhat van ban dé dang, quan Iy théng nhat. Van
ban di 1a phan chitc ning cho phép ngudi dung luu trit, tao 1ap va giri van ban qua
mang dén cac don vi noi bd va cac co quan ngoai. Ngoai ra mdi nguoi dung déu co thé
theo ddi duoc cong viéc cu thé cia minh dua trén nhitng van ban do minh soan thao,

ky hay theo d@i hoi bao.

1. Vao s6 vian ban

1.1. Va0 s6 viin ban thong thwong
Bwoc 1: Chon Van ban di

_
=
Vian ban dén

B =5]
15

Lich cdng tac

,iF
k-

QL biéu méu
ﬂ@

Giri tin nhan

Bwéc 2: An nit Thém méi (F7)

e,

Van ban di

Ll

Thw dién te

g
r=ni

| |

Quan ly xe

Hom thee cong
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=] Vo <6 viin ban

| Thém méi (F7) | Sao chép VB || X6a VB |
Moay ban R ams Pon vi soan
= nanh S0, Ky higu HNawoi ky thao
95/BC-UBMD-  PhamBach  Van phang
- o Bang UBND
3 06/07I2013 92i0B-VP L& Anh Quan  Phéng Maivu
. - Wan phang
- 24/06/2013 8TMZ234/UBMDP LE Anh Quan UBND

Buwoc 3: Nhap théng tin
[m] Vin ban di cia Van phong UBND

d123p

Nesi nhan

Trang 1

Trich yéu

Phwing Gia Thuy: Phwéng
Wigt Hung; Huyén M& Linh;
.;Phéng Mdi vu:Phuwéng 1
Cang tictuyén sinh 1ép10 ndmhoe  Sé Nai vu:Phwing 7:Phuéng
2013- 2014 [

Lédnh dac UBND:Phang Mai
vu;Phuwéng Gia Thuy,Phwéng

Test du thao gan 2 file

Bau twr ha tang xdy cac cau vurot tai ngd
4 khu d6 thi trung tam TP

Quay lai || Thém méi (F7) ¥ || Ghi lai (F8)

st Mail/'SMS cho ngwéi don vi nhan van ban: L Wail L SIS

Cac thong tin co ban

56 van ban di*

s6 thir tr theo 56

i ][«

* Van ban di ' Van ban néi bd

Sé, ky higu: /
MNgay ban hanh: |23.FUT.F2[]13

Ky higu van ban:*

Loai van ban: | Linh vuc: |
Ngay ky: 23/07/2013
Trich yéu:
P
Mgudi ky: | E Chirc wy: | |
Bern vi thao: | E MNgwdi soan thao: | v|
Sh ban: | | S trang: | |
Sé ban luwu: | |
Ba khan: I'I'hu@ng E Phureeng thire gl IThEung thudrng EI
Mirc §8 quan trong: IThLﬂ?ng E Mguwéi nhap: Mguyén Thanh Huyén

La van ban trd 1&i: = Khang - Cd

 Tép chira ndi dung toan vén cia van ban

La van ban QPPL: = Khéng - Cd

H| Choose File | Mo file chosen

| o

7

Bwéc 4: An Ghi lai (F8)

1.2. Vao s6 viin ban chd ban hanh

Vin ban chd ban hanh 1a danh muc hién thi toan bd van ban du thao cua co quan,
don vi cho ban hanh di (Céc dy thao cua chuyén vién duoc lanh dao duyét trén phan
mém va chuyén cho vin thu dé vao sé phét hanh).

Buwoc 1: Chon Vin ban cho ban hanh
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CHIFC NANG

Wan ban chir ban hanh
Vao sd v ban

GUri van bfn qua mang
Hdi bdo vBn Ban qua mang

Toan bd van ban
YWan ban di trong ngay

Van ban c6 gan dau sao

Danh sach van ban chd ban hanh hién thi:

[=]" Danh sach vin ban ché ban hanh

]
>

[ Them moi |[ x6ave | & Trang1 4 123

Ma DT MNgay ban hanh Howei soan thao Hguwrdri ky Trich yéu

1= D8 Tran Minh Hanh Tran Minh Hanh B4o cdo cong tacthang 7 nam 2013
DT156 Pham Bach Bang Pham Bach Bang fasf
DT118 Pham Bach Bang Pham Bach Bang HH test vb chi ban hanh bi nhan daivan ban
DT118 Pham Bach Dang Pham Bach Bang HH testvb ché ban hanh bi nhan ddivan ban
DT117 Pham Bach Bang Pham Bach Bang TestHH
DT117 Pham Bach Bang Pham Bach Bang TestHH
W) DT108 Nguyén Van Thang Bd Manh Hai Trich véu vb di thao chix ki duyét

Buwéc 2: Mo xem chi tiét noi dung cua vin ban

[m] Vin ban di cda Van phong UBND (Vin ban dir thao )

Quay lai || Hiéu chinh (F8) || Thém mdi (FT7) || Xoa

Van ban di

Cac théng tif cor ban Sh, ky higu:

van ban di: Mgay ban hanh:

S6 thir tu theo sé: Ky higu van ban-

Loai van ban: Cdng van Linh wre:

MNgay ban hanh: 30/01/2013

Trich yéu: Bao cao céng tac thang 7 nam 2013
Nguwei ky: Tran Minh Hanh Chire wu: Phd chanh Van phang
Born vi thao: Wan phang UBND Mguéi soan thao: Tran Minh Hanh
56 ban: 56 trang:
86 ban luu: Nei nhan ban Ieu: Tran Minh Hanh 0
Da khin: Thuéng Phweong thic gl

Mic dd quan trong: MNguwdi nhap:

La van ban tra l&i: La van ban QPPL: Khing
) Tép chira néi dung toan vén cia van ban

& Yeu cau-BNN0O4012013.docx

& Dot dao tao.xlsx

Buwéc 3: An nit Higu chinh (F8) dé vao s6 phét hanh vin ban.

2. Tao béo c4o in 6

Buwéc 1: Chon Béo cdo va in sé\ Sé chudn cua Cuc vin thuw
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— Béao caovain so
24 chudn cla Cucvan thu
Test di
Van ban can theo ddi hdi bao
Téng hop xem van ban di

Buwéc 2: Giao dién tao so hién thi

[= Lap va in 56 vin ban

Tén th chl}'c:|Cﬁng ty cé phan tin hoc Tan Dan | Sé cia sﬁ-:|
| | Tén s6:[S4 dang ky van ban di
| | Chi thich. |

“'In s trong ngay * In 56 theo tiéu thic

Sap xépthea: (® S4 thiy tw theo 55 Ngay ban hanh - Ngay ky

Tiéu chiin sb

S6 van ban: | - D4 khin: | -

Mgay ban hanh: tL‘.»':| ;ﬁ cTén:| ﬁ

Mgay nhap: tL'.v:| ﬁ cTén:| ﬁ

VB thuéng/QPPL: | Tét ca VB v sédi | =y |

Linh wuc: | E Loai van ban: | E
Bon v soan thao: | - Ngurdi ky: | E
Tinh trang héi bao: |T§t ca Vb V| Trich yéu: | |

Bwéc 3: An n(t Chdp nhgn

3. Tracwu

Tra ciru theo céac tiéu chi cua van ban:

— Tra ciru van ban di
Toan bd wvan ban
Toan ba gidy mii
Theo =8 van ban
Theo 58 ban hanh
Theo ngay ban hanh
Theo loai VB
Theo ngurii ky
Theo nguéi soan thao
Theo don vi soan thao
Cranh sach van ban ndi bé
Theo dd quan trong
Theo dd khan

Tra ciru theo tigu thirc
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Tra ciru theo tiéu thic:

Ngam dinh tim trong CSDL hign tai. & thay @8i nhén vao day: o
Tir khéa bét ky: [g6 tir khaa |
S6 thir tw theo Sfl_Il |:=>| |

Sé/ ky higu VB: | | Sé van ban: | -]

Mgay ban hanh : tir: | _ﬁ dén: | ﬁ

Mgay ky: tir: | _ﬁ dén: | _@

B khan: | E| Pa mat: | E|

Murc dd quan trong: | EI Linh virc: | EI

Loai van ban: | EI Nguwdri koy: | EI

Blern i soan thao: | EI Mguwéi soan: | EI
L& van ban QPPL: Khéng Cé #/Van ban di Van ban ndi ba

Trich yéu: l |

V. THONG TIN TONG HQP

1= E R

Van ban dén Hé so CV Vanbandi | TTtong hep
15 1 '
Danh muc Lich cdng tac Thw dién ti Nhac viéc
(A ?F e _

Tro chuyén QL biéu mau Quan ly xe QL phéng hop
= kel @)
Céng bao Giri tin nhan Tro gidp

Dit liéu trong phan Théng tin tong hop la céc dir liéu thong ké tong hop dugc trich
rat trong cac co so dir liéu Van ban dén, Van ban di va HO so cong viéc

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

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

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

Van ban d3 xr I¥ (qua han)

- TTTH Van ban dén cua ca nhan bao gom:

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

Van ban da xr ¥ (qua han)

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

Wan ban d3 két thiic hdi bao

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

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

Tinh hinh x ¥ céng viéc chung

- B4o c4o van ban dén cta c& nhan bao gom:
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— Bao cao vdn ban dén
Téng hop van ban dén

Chi tiét van ban dén

4. Bao cao van ban di
- Béo c4o vin ban di clia co quan bao gom:
— Bao cao van ban di
Toan cor quan - theo phang

Theo phing - ca nhan

- Béo céo vin ban di cua ca nhan bao gdom:

— Bao cao van ban di

Téng hop van ban di

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

— Bao cAo hd so ciing viec
— HO s cong viec

Theo phing - ca nhan

Toan oo quan -theo phéng
= Vin ban dw thao

Theo phang - ca nhan

Toan co quan -theo phing
— Phiéu y&u cau

Theo phang - ca nhan

Toan co quan -theo phang

- BA&o c4o ho so cong viéc cua ca nhan bao gom:
— Béao cao hd sor cHng viéc
Tang hop hd s cdng vide
Téng hop van ban du thao

Téang hop phiéu yéu ciu

6. Nhat ky cong viéc

- Nhat ky cong viéc ctia co quan bao gom:
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Nhat ky cong viéc

— Hhat ky cong viéc
Toan bd thao tac trong ngay
Thao tac trong ngay theo nagurdri
Thao tac trong ngay theao loai
Toan bd thao tac
Theo ngay thao tac
Theo nguwéri thao tac
Theo loai thao tac

¥da nhat ky cong viéc

ctia c& nhan bao gom:

— MNhét ky cong viéc cé nhan
Toan bd thao tactrong ngay
Thao tac trong ngay theo loai
Theo ngay thao tac

Theo loai thao tac
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