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PHAN | - GIOI THIEU

. COSO PHAPLY

Co s& phap ly dé xay dung phan mém Quan Iy vin ban va Diéu hanh tac nghiép
(QLVB&DHTN):

Nghi dinh caa Chinh phu sé 110/2004/ND-CP ngay 08 thang 04 nim 2004 vé cong
tac van thu.

Quy ché lam viéc cua Chinh phu, ban hanh kém theo nghi dinh s 23/2003/ND-CP,
ngay 12 thang 3 nam 2003 cua Chinh phu.

Thong tu lién tich sé 55/2005/TTLT-BNV-VPCP cta Bo Noi vu va Vin phong
Chinh phu, vé viéc huéng dan vé thé thirc va ki thuat trinh bay van ban quy pham
phap luat, van ban hanh chinh va ban sao van ban.

Quyét dinh sb 19/2008/QD-BTTTT cua Bo Thong tin va Truyén théng ngay 09
thang 04 nim 2008 ban hanh “Quy dinh 4p dung tiéu chuan chuan vé& ung dung
cdng ngh¢ théng tin trong co quan nha nudc”

Cong van sd 1654/BTTTT- UDCNTT cua Bo Thong tin va truyen thong, ngay 27
thang 05 nam 2008 vé viéc Huéng din cac yéu cau co ban Ve churc nang, tinh
ning k¥ thuat cho cac du &n ding chung theo Quyét dinh sé 43/2008/QD-Thu
tudng

Cong van s6 139/VTLTNN-TTTH cua Cuc Vin thu va Luu trit nha nudc, ngay 14
thang 03 ndm 2009 vé viéc Huéng dan quan 1y vin ban di, van ban dén va lap ho
so trong moi truong mang.

Chi thi s6 15CT/TTg Vé viéc ting cudng sir dung vin ban dién tir trong hoat dong
cua co quan Nha nudc.

1. GIOI THIEU CHUNG

Phan mém QLVB&DPHTN duoc xay dung trén nén cong nghé Lotus Note.

Phian mém QLVB&PHTN duoc xay dung véi muc dich phuc vu va quan ly c6 hiéu
qua cac quy trinh diéu hanh cong viéc, hoat dong tac nghiép, xir 1y, khai thac, trao ddi
théng tin tai cac co quan hanh chinh. Cac quy trinh hoat dong sé dugc quan ly va thuc
hién thdng qua cé&c qui trinh xir 1y va trao di théng tin trén mang.

Phan mém QLVB&DPHTN c6 nhiém vy hd tro toan dién cong tac diéu hanh cua lanh
dao, cac hoat dong tac nghiép cua can bd, chuyén vién trong co quan va tai cac co quan
don vi cac cap thdng qua viec quan 1y va theo ddi cac VB di va dén; xir ly VB, giai quyét
cong viéc thdng qua HSCV cua lanh dao, can b, chuyén vién tai cac co quan; cac trao
d6i thong tin ndi bo, trao doi thdng tin vai cac co quan, to chire, c4 nhan trong va ngoai co
quan.

Tai mdi co quan, Phin mém QLVB&DHTN bao gém cac chirc ning chinh sau:

e Chuc ning quan Iy cac VB di/dén, thuc hién giri va nhan VB véi cac co
quan, to chirc, ca nhan bén ngoai thong qua dudng mang.
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e Chtrc ning tao 1ap, quan 1y, luu trit, ludn chuyén xir Iy vin ban va ho so
cong viéc cua co quan thong qua mang LAN.

e Chtrc ning giai quyét va theo ddi tién do giai quyét cong viéc, vu viéc
trén mang théng qua HSCV
e Chtrc ning theo di, kiém tra, d6n déc thuc hién ciia Lanh dao.

e Chiic ning kiém tra, soat xét nhiém vu can thuc hién cia cac Phong/
Ban chuyén mon.

e Chuc ning hd tro cong tac luu trir hd so.

e CAc chure nang tra cuiru, khai thac théng tin.
e Chtrc ning thong ké va in 4n béo céo.

e CAc chirc nang quan tri hé thong.

Module gom bay phan: Danh muc, Vian ban dén, H6 so cong viéc, Vin ban du thao,
Phiéu trinh, Xt Iy céng viéc, Vin ban di.

Pham vi str dung cua phdn mém: Tét ca cac phong, bd phan tham gia qui trinh xur 1y
vin ban va ho so cong viée va tuy theo chirc ning cua tirng dbi twong, cu thé: Vin thu,
Chuyén vién, Lanh dao, Quan tri hé thong.

111. GIAO DIEN CHUNG CUA CHUONG TRINH

1. Pang nhap
e MG trinh duyét web Internet Explorer (IE) va go dia chi chuong trinh

e Nhap tén va mat khau

b’ =1 X
A@@ http://192.168.2.206:8083/hanam/index.nsf L~ReX H6 trg digu hanh tac nghié... % - #® ,*‘v-%r
Gle Edit View Favortes dools Help ]
3 . Van ban dép-* ss v | Web Slice Gallery v @) TDOffice - Van ban dén
i S CE R H{UONG TRINH QUAN LY. VAN BAN VAYHO{SO]CONGIVIECE < L =S|
ok vao chwong ]
trinh tai day

Nhéap tén va méat khau

Pang nhap hé thong

Tén dang nhap: [binhn |

Mat knéu:l--uuul |

I” Nhé mat khau

| Bang nhap |

Giao di¢n sau khi dang nhap
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http://192.168.2.206:8083/hanam/index.nsf P~ B & X | G Hb tro digu hanh tac nghié.. %

File Edit View Favorites Tools Help
5% @@ Van ban dén [[J Suggested Sites v &) Web Slice Gallery v TDOffice - Van ban dén

HE THONG OUAN LY VAN BAN VA BIEU HANH

CONG TY CO PHAN TIN HOC TAN DAN
5?;‘ Thiét lap trang chi
e _.T Vén ban dén A
= H ?f Van ban cho xir 1f (0)
Vén ban dén Hé so CV Vén ban di TT téng hop VAn ban néi b6 cAn xern (5)
=g @ VAN ban @ qua han xir I ciia to3 2
|l5A_} &7 \“\f) Q :an an. aqu.a. an xtr Iy ca toan co quan (2)
bl TR 2 s A s 2 Ho so cong viec Al 7
Lich céng tac Nhac viéc Tro chuyén VB phap quy
Van ban di 4flE 7
il N ]
FH = @ Tré chuyén néi bo ¥
QL biéu mau Quan ly xe QL phong hop Céng bao Nhic viéc 12
= @
Gii tin nhan H6 so lwu trip Tro aitp

e Tich chudt chon vao module can 1am viéc: Vian ban dén, Hd so CV, Vian ban
di...

2. Céc phan chinh caa man hinh lam viéc

Nouyén ThiLién [ Thoat] | Trang chi | Danh myc | Van ban dén | Van ban di | Théng tin téng hgp |10
l Vo 56 viin ban

/&nban dénquadubngmang || Thém mai (F7) ][ Sao chép VB || X6a VB || In phidu xiz Iy |27 (1) Tangt 41D

Véo $6 védn ban I
|r ! 0531 Nody én S hidu gde Cor quan ban hanh Trich yéu Nguén/ dom vi XL
Phan xur Iy thay | T 3 i
| K 85201110 Thuc hign thi Glem quan Iy ben luong Pham Xudn
v&n ban chuyén ir ,:g". ?_“ i vigades Chinh phi me - Tap doan Vién thén ;.‘n;,.,nv-. o
wong
I

Van ban 530y i o 1220117T-
[T sa ®|s 1708201 NHNN Ngéan hang Nha nuéc

‘ Hudng din 13p va quan Ij gid sn pha

éC mua. ban ngoal 1 cia Tap doan Minh

HO Xudn Huong
te g ty nha nuoc Y

V3n ban ¢d 93n dau s30 W

van bin dén ndi bd

I E— ¢ h trong fink v quan Iy, bao Phé z
| - SR2011TILT- o, . a ong Bo
VB dang xir lf r ﬁ 81)* 17082011 E-Y '-IE‘FT”T T Bé Tai Chinh- B6 GTVT quée hién theo phuong thy VTV b 0Ky
‘ S ek 9120 & hoach s dung ngudn vwin nodn sdc i
Toan bé van bdn Gén nude
_ I 8900 enn ol CB L e >
van ban dén trong noay [r Dr;. B2 17082011 ;*Tf"”ﬂ Bé Tai chinh HJJ;;:'J%“;'[ ¥ phuong phap xac dinh 0ia $30 930 0\ &1 ThiHing
A A wa L
Van ban lkén quan R | ¢ viéc 5013 001, b sung mot 56 diéu cia Quy dinh

Van ban xem dé biét I o A PO - ) —— Phong Té chic
raa # 170 "6 Chinh phis 830130
Van ban phdi hop xr
Béo cdo va in sb ¥ | ; . <
- | Co tdng 56 5 van ban Tangt 4 1P
Tra ciru van ban ¥
(3)

Loc van ban

Man hinh 1am viéc gom ba phan chinh:
e (1): Danh muc céc chire nang chinh
e (2): Vung hién thi cac chirc ning: Khi ngudi st dung chon mot linh vuc quan ly
(quan ly Danh muc, quan Iy Vian ban dén, quan Iy Vin ban di, Xt ly cong
Viéc) cac chire nang thudce linh vure d6 sé€ duoc liét ké tai day
¢ (3): Vung lam viéc chinh
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3. Poi mat khau

Khi dang nhép thanh cong vao chuong trinh, chon Trang chai trén thanh thuc don phia
trén vung lam viéc chinh

Danh myc | Van ban dén | X( ly cdng viéc | Vin ban di | Théng tin tng hop | ]

Chéanh van phang [ Thoat]

CHIFC NANG

[m] Cac céng viéc can giai quyét

VEn ban cho xce Iy
VB da chuyen Khi ngudi st dung vao chon Van ban dén, Chwrong trinh s& thing bdo danh sach cac céng vidc lién quan dén van ban
VB dang x(Ij den ma nguwdi s dung can giai quyet.

VB di cdp nhatthdng tin x 1y

R
Toan bd van ban dén T D AL
Viin ban dén trong ngay Cd 1van ban chir x(¥ ¥ ( trong dd: 1 van ban khéng cd han 0 1§, 0 van ban co han xir 7 )
C6 3 van ban ndi bd cin xem

VAn ban cé gan ddu sao 1y

Chon D6i mat khau

HE THONG QUAN LY VAN BAN VA DIEU HANH

CONG TY CO PHAN TIN HOC TAN DAN L 4
: - 2 |
Chanh van phéng [Thoét] ::‘:: Thiét lap trang chu
- — o Van ban dén Atk A
= BE R rry—
= BE [l Van ban chr xi¥ If (1)
Van ban dén Hé so CV Vén ban di TT téng hop Van ban ndl b6 cin xem (3)
(5= v B 2 = e %
5] ¢ 1‘:&,/_/l @ Hé so cong viéc Lk v
e 2 > 2 . m v
Lich céng tac Nhéc viéc Tro chuyén VB phap quy Vantmnd M
Tro chuyén ndi bé ¥
7| i [ =
= w w Nhéc viéc ¥
QL biéu mau Quan ly xe QL phong hop Céng bao
5 = @
Givi tin nhin Hb so lwu triv Tro giup

Nhap mat khau cii, nhap 2 1an mat khau méi va nhan Chdp nhgn dé hoan tat viéc thay
ddi mat khau
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- — e
(=2 http://192.168.2.206:8083/hanam/tdwebmail.nsf/RedirectChangePass?ChangePassword... Elﬂlg
R S————————,

POl MAT KHAU

Hay nhap cac théng tin sauw:

Mat khiu cii: || |

Mat khdu méi- | |

Mhap lai mat kh§U| |
mri:

| Chép nhan |

Nhu vay, trong cc lan dang nhap sau, nguoi ding s& sir dung mat khau mai nay.

Luew ¥: Sau khi thay déi, ngueoi sir dung ddng nhdp vao chirong trinh véi mdt khau méi
c6 thé xay ra hién tieong khéng ding nhdp dwoc. Hién twong ndy 1a do hé théng can mét
khodng thoi gian d@é cap nhdt cac thay doi ciia nguoi sir dung vao chwong trinh. Nguoi sir
dung cdn ddng nhdp lai sau it phut.

4. Chu thich cac nut Iénh sir dung
Cac nut Iénh

Cha thich

Liét ké danh sach cong viéc can giai quyét

=

Cai dat trang in

i

Hién thi quy trinh xur Iy vin ban

<@

| Thu héi van ban |
| ot

e

Panh dau van ban quan trong

NUt Iénh dinh kém tép van ban tir may vao hé thong
Nt lénh cho phép thu hoi van ban (chuyén nham)
G0 tir khoa dé tra cau, tim kiém

| Cap nhat thang tin xi Iy VB |

Nt 1énh cho phép cap nhat thong tin dé két thic xir 1y van
ban

| Khéing can xr ly |

Nt lénh cho phép két thic xur Iy vin ban

| Chuyén van ban |

Nt lénh cho phép chuyén vian ban dén don vi/ca nhan xu Iy
van ban.

| Chuyén PHXL ||

NGt 1énh cho phép chuyén vin ban cho nguoi phdi hop xur
ly
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Xda VB Xba van ban da chon
In phiéu xi¥ Iy | In phiéu xir Iy van ban
Quay lai | Quay Vé budc thuc hién trudge

| Thém méi (Gitng VB trrc)(F9) |

Mg giao dién thém mai vian ban tiép theo, giit lai cac thong
tin cta van ban trudce do.

Chon guy trinh KL|

Chon chuyén xir Iy vin ban theo quy trinh dinh san tai co
quan. Céc quy trinh nay duoc can bo quan tri khai bao trong
phan quan tri hé thong.

Ghi lai (F8)

Luu lai théng tin cta vin ban vao hé théng, chuyén vin ban

dén cac ca nhan/don vi dugc chon xir Iy vin ban,

Cho phép mé va sir dung cac module tich hop v&i chuong trinh quan 1y vin ban va hd
so cong viéc. Vi du nhu: Lich cdng tc. Quan ly xe, Quan ly phong hop, Chat... Tai li¢u

PHAN Il - TRANG CHU

huéng dan cu thé tirng module vui 16ng xem tai phan Tro giGp

Cac module Chu thich
Vin ban dén Cho phép thao tac tiép nhan va xtr Iy cac vian ban dén
Ho so CV Cho phép thao tac xir Iy ho so cong viéc, du thao, phiéu
trinh. ..
Van ban di Cho phép thao tac xir Iy van ban phat hanh

TT tong hop

Cho phép két xuat bao cao tong hop tinh hinh xir 1y van ban

Lich cbng tac

Cho pheép thao tac tao, xem lich cong tac cua cé nhan, phong
ban, co quan

Thu dién tu

Lién két dén hom thu dién tir ctia nguoi st dung

Nhic viéc

Cho phép tao nhac viéc ca nhan, co quan

Tro chuyén

Cho phép tro chuyén néi bo (chat) gitra cac ca nhan trong co
quan

VB phéap quy Cho phép xem dir liéu van ban phap quy va két chuyén vin
ban dén sang vin ban phap quy

QL biéu mau Cho phép xem, cap nhat biéu mau thuong dung trong co
quan.

Quan ly xe Cho phép thao tac tao phiéu ding ky va xép lich xe

QL phong hop Cho phép thao tac tao phiéu dang ky va xép phong

Cong bao Md module Céng bao

Giri tin nhan Cho phép trao doi cong viéc bang tin nhan

Ho so luu trit Cho phép tra ciu ho so luu trit vin ban

Tro gilp Cho phép xem va tai vé cac tai liéu huong dan s dung céc

module, phan mém hd tro quét van ban. ..

Giao dién Trang cha:
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ﬁ HE THONG QUAN LY VAN BAN VA DIEU HANH
CONG TY CO PHAN TIN HOC TAN DAN

| WL

Chanh van phong [Thoét] [B4i mét khdu Thiét lap trang chi
g — Van ban dén e A
I B ™ o S,
I!H BE =) 3 Van ban chér xi 1y (1)
Vén ban dén Hé so CV Vén ban di TT téng hop Vi ban ndi bd cAn xem (2)
E i@‘ I~ iu’f\ Ho so cong viec LTk v
Y e i g Bt Van ban di 4k v
Lich céng tac Thw dién tie Nhac viéc Tro chuyén
Trd chuyén néi bo ¥
= — =] ;
= = Nhéc vigc v

VB phap quy QL biéu mau Quan Iy xe QL phéng hop
Y =] =k Phan nhac viéc
® ) =
Céng bao Gtri tin nhén H6 so lieu trip Tro gitp

PHAN Il - TRQ GIUP
Hién thi tai liéu chuong trinh va phan mém hd trg. Cung cip cac duong link dé xem
tryc tiép hoac tai vé may céc tai liéu hudng dan ciing nhu phan mém hd tro dé sir dung
chuong trinh hi¢u qua .

Tai liéu chwong trinh va phan mém hod troe

Tai liéu HDSD chworng trinh

Thur dién tlr: Huwérng déan sie dung module Thire dién tie

Lich cing tdc: Hwérng dan sir dung module Lich coinag tac

Mhacwviécva nhac viéc offine: Hwdrmng dan stk dung module Nhac viéc offline

Huwrérng dan sir dung module Wan ban phap guy
Huwrérng dén sir dung module Quan b bao cao

Van ban phap quy:

Qwian |y bao cao:

H& so lweu tri

H& so cing vidc:

Biédu mau soan thao:
Quuan ly dang ky xe:
Quuan Iy phanag hop:

MhEn thoe dGién tir:
Cdng bao tinh:
Chat:

SME:

Phan mém hd troe

Setup phin mé&m nhac viéc offine:
Phin m&m nhan mail:

JWLE

Huwrérng dén sir dung module Hd sor lurw trik

Hwrérng dén sir dung module Hd sor céng viéc (Quan tri)

Hurdrng dan sir dung module HO sor céng viéc (VEn thur)
Huwrdérng dan sir dung module HO so cHng viée (Linh dao)

Huwérng dan sir dung module HO so cHng viéc (Chuyén vién)

Hirdérng dan sir dung module Biéu miu scan thao

Hirdérng dan sir dung module Quan by ddng ki xe

Hirdérng dan sir dung module Quan by phdéng hop

Huwrérng dén sir dung module Nhan thee dién toe

Huwrérng dén sir dung module CHéng bao tinh
Huwrérng dén sir dung module Chat
Huwrdérng dén sir dung module SMS

setupHSCV.rar

Dowrnload

ava. S n. CoOorm

H& tror quét van ban: TDAcCtiveX

Mudn xem chi tiét huéng dan ciia module nao, ngudi ding nhan vao link twong tng
ctia module d6. Dé tai cac phan mém hd trg, ngudi dung nhan vao link va chon Save File
dé luu vé may.

PHAN IV — VAN BAN DEN
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“Quan Iy Vin ban dén” duoc thiét ké dé quan Iy cac van ban dén ciia co quan; don vi.
T6 chire Iuru trir vin ban nhan dugc mot cach c6 hé thong, dé tim kiém dé xu ly; Tro gitp
viéc nhap vin ban va hd trg viéc phan xir Iy cac van ban theo tham quyén giai quyét; Gilp
Lanh dao c6 thé kiém soat, kiém tra, theo d&i qua trinh luan chuyén va tién do xu 1y vin
ban; Céc don vi ndi b, phong ban va tirng ngudi s dung o thé theo ddi duoc cong viéc

cu thé cua minh.

ﬁ HE THONG QUAN LY VAN BAN VA DIEU HANH

CONG TY CO PHAN TIN HOC TAN DAN L

Van the B [Thoat]

CHIFC NANG [=] vao s6 viin ban

Trang chi | Danh muc Vin ban di | Thisng tin tdng hop |"'j

. B

van ban dén qua duong mang | [FTiem mai (71| Sao chép VB || X6a VB ][ In phidusar ly |[27]

Ham thir cdng —_ R
Y g&n Noayden

Va0 56 van ban L.z AP
: : Co tong s6 0 van ban

Phan xir If thay

Van ban chuyén

Van ban saoy

Van ban dén néi b
Toan bé van ban dén
V&n ban dén trong ngay

V&N ban cd gan diu sao 1

»

Vin bén lién quan

Van ban xem d8 biét

Vin ban phdi hop xi 1y

Toan bé van ban dén ca nhan
B&o cdo vain s

Tra cifu védn ban

€ H K

Tra ciru diF liéu cac nam
Locvan ban

- Q

56 hiéu goc Co’ quan ban hanh Trich yéu ¥ Ngudil don vi XL|

|. Bao gom:

Chire ning

Cha thich

Van ban cho xu ly

Hién thi danh sach vin ban chd phan cong xu ly

Vin ban di chuyén

Hién thi danh sach vin ban da chuyén toi cac don vi

Toan bd van ban dén

Hién thi toan bd danh sach vin ban dén

Vin ban dén trong ngay

Hién thi cac van ban dén trong ngay hién hanh cua hé
théng

Vin ban c6 gan dau *

Hién thi cac vin ban ma nguoi dung danh dau quan
trong dé tién theo ddi

Van ban lién quan

Hién thi danh sach van ban ma ngudi dung vai vai tro:
Nguoi xem dé biét, Nguoi phdi hop xt 1y, Toan bo vin
ban lién quan dén c4 nhan nguoi ding (Trang thai vin
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Tai liéu hieong dan sir dung phan mém Qudn [y van ban va Piéu hanh tac nghiép

ban: Cho xtr ly, Pa chuyén xir ly, Phdi hop xu ly, Vin
ban can xem)

Theo ddi giai quyét van ban | Tao lap cac loai bao céo dya trén thong ké tinh hinh xit
ly cong viéc trong don vi theo cac tiéu chi nhat dinh do
nguoi dung lya chon.

Tra clru van ban Tim kiém,tra ciru vin ban da luu trong hé thong.

Tra ciru dir liéu cac nam Tra ctru van ban trén dir liéu dugc phan tach theo nam

Il. Cac chirc ning chinh

1. Xir Iy vin ban dén

Cho chudt vao dong thong bao Cé...van ban cho xir ly

@ HE THONG QUAN LY VAN BAN VA DIEU HANH

CONG TY CO PHAN TIN HOC TAN DAN

Chanh van phong [ Thodt] Trang chti | Danh myc | Van ban dén | X& ly cng viéc | Van ban di | Théng tin tdng hgp | £

CHUC NANG [®] Cac cong viéc can giai quyét

Van ban cho xa Iy
VB da chuyen Khi nguoi st dufig vao chon Vén ban dén, Chwong trinh s& théng bao danh sach cac céng viéc lién quan dén van ban
VB dang xir Ij den ma nguoi strldung can giai quyét.

VB d3 cap nhatthong tin xd Iy
Vén ban d

C6 2 van ban cho xtr X trong d6: 2 van ban khdng cd han xt Iy, 0 van ban co hanxi 17 )

C6 4 van ban ndi bd cn xem

Toan bd van ban dén
VAn ban dén trong ngay
Van ban c6 gan dau sao g

Van ban lién quan A

Danh sach van ban cho xu Iy hién thi

@ HE THONG QUAN LY VAN BAN VA DIEU HANH

CONG TY CO PHAN TIN HOC TAN DAN -
Ll i :ﬁ’i
Chanh van phong [ Thoat] Trang chti | Danh muc | Van ban dén | Xi Iy cdng viéc | Van ban di | Thong tin tong hgp | £
CHUC NANG Van ban ché xiv Iy L]
Viin ban chésxie Iy [ Chuyén van ban || Cap nhat théng tin x Iy VB | [ Khéng cén xt Iy |27 Tang1 4 1P
VB:a chuyen # >0 Ngay dén SO/ Ky hiéu Co quan ban hanh Trich yéu Théi han xir Iy Bauos
VB dang xi If den chuyen VB
= R e |5 % [ 372 15/09/2012 1489/BC-UB B chihuy quan sutinh  trich yéu vén ban s6 1489/BC-UB Van thu B6
VB d3 cap nhatthdng tin xtr Iy 1456/8C
Toan bé vin ban d&n | & r 371 15/09/2 UBND Cuc Hai quan Thanh Héa Trich yeu van ban so 1456/BC-UBND Van thu B
Van ban dén trong ngay Coténg s6 2 van ban | chd chudt vao van ban dé xd Iy Trang1 4 1 P
VAn ban c6 gn déu sao 1y | Chuy&n vén ban || Cap nhat théng tin xi¥ Iy VB || Khéng can xt Iy |

Ché chudt vao vin ban can xu ly, théng tin chi tiét ctia van ban hién thi.

Tai danh sach vin ban chd xu 1y, nguoi sir dung tich chon vin ban can xt 1y va c6 thé
thyc hién cac thao tac xir Iy nhu:

e “Chuyén vin ban” : Chuyén vin ban dén ca nhan/don vi xtt Iy (phdi hop)
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Tai liéu huéng dan sir dung phan mém Qudn Iy van ban va Piéu hanh tac nghiép

@ HE THONG QUAN LY VAN BAN VA DIEU HANH iz
- CONG TY CO PHAN TIN HOC TAN DAN md

et ~—c ]

Phé chii tich 1 [Thodt] Trang cht | Danh muc | Van ban dé&n | X Iy cng viéc | Van ban di | Théng tin t8ng hop | £

CHUC NANG Van ban cho x@ Iy £y

Vén ban chés xix Iy Chuyén van ban | Cap nhat thang tin xt Iy VB | Khang cén xt Iy |27 Trang1 4 1
BB chuy # ,’ S:° Ngay den Sol ky hiéu Co quan ban hanh Trich yeu Thoi han xw Iy Ng&rm
— den chuyen VI
VB dang xtr Iy /
= F L ) 0 é thong ti an thur BO
VB d3 cdp nhét thdng tin xir f 384 18/09/2012 251/CCNTT CucCodngnghéthdngtin saoy Van thu Bo
Toan bg van ban dén ﬁ ¥ 372 15/09/2012 1489/BC-UB BG chihuy quén swtinh trich yéu van ban s6 1489/BC-UB ,?r?::gh N
Van ban den trong ngay Cé téng sé 2 van ban Trang1 4 1 p
Ve ban'co/gan dail Sac Y Chuyén van ban | Cap nhat thong tin xi Iy VB | Khang can xi Iy |
Van ban lién quan A

Hinh 1.1 Chon vén ban va nhan nat Chuyén van ban

' i Nhan nit nay
Chuyén xir Iy van ban dé md danh
sach donvi

Y kién xi ly: |nhap ¥ kién phan cong x¥ Iy tai day

Bon vi nhan xt ly:

g pey Nhan nat nay dé mé danh
Nogrdn ohan X by: sach can bo trong co’ quan

Han xi¥ ly: bang sb:

Nhom xi ly:

Danh sach ngwai phéi hop xiv ly

Don vi phéi hop xi Iy:

Ngwi phdi hop XL:

Danh sach ngwéi nhan tham khao

Khi chi lwa chon nguw@i nhan van ban tham khao, thi van ban sé *

Ngwéi nhan: duworc két thac xd Iy. :

| Givanban | [ Hiy b |

Hinh 1.2 Giao dién chuyén xi Iy véin ban
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Tai liéu hieong dan sir dung phan mém Qudn [y van ban va Piéu hanh tac nghiép

e “Cap nhat thong tin xt Iy VB”: Cap nhat théng tin két thic xu 1y vin ban
e “Khong can Xu 1y”: Ké:[ thic xt ly van ban. Thong thuong ap dung véi cac vin
ban c6 tinh chat xem dé biet.

2. Thu hoi viin ban di chuyén
D6 voi truang hop chuyén nham, nguoi st dung lya chon chirc ning nay dé thyc hién
chuyeén lai van ban cho dung doi tuong. ‘ ‘
‘Tai giao di¢n van ban da chuyén, nguoi st dung tich chon vén ban can thu hoi lai va
nhan nut Thu hoi van ban
@ HE THONG QUAN LY VAN BAN VA DIEU HANH

CONG TY CO PHAN TIN HOC TAN DAN [

|

Van bdn chivxie 1 Chuyén van ban | Thu héi van ban |27 Trang1 4 1 B
VB 3 chuyén . . . . i . . "
gay depvsolky hiéu oi guFi rich yéu ey rang thai Nguwd&il don vi
[ # # Hgaydép®siky hi Noi giki Trich yé T":‘L’L:':" Trang thai Ngwoil dom vi XL
VB dang x(r [f ," . . Phd phang 1
VB 04 cdp nhitthéng tin xir1f ‘: Sau khi thu hoi, van ban nam trong danh sach van ban chér xc Iy phang 1:Pho
= e l’ phéng phang
0an oo van oan den RYES : A
B 5 10812012 111 sd sdafasd f Chura xir n’a]:g?;ll;g;‘;sigﬂnzg
Van ban dént 3 - hi g
an ban den trong ngay ’, phang 1-Chuyén
Van ban cé gan du sao 7 vién 3 phong
L. 7 1:Phong 1
Vdn ban lién quan A ! .
r Trwéng phong
Van ban xem dé bidt ] % ¢ 03/08/2012 6546 Chura xi¥ I 1;Chuyén vién vin
7 phéng 2
Van ban phdi hop xir 1§ A i
¢ 03/08/2012 001 chanh==ov Chura xir1j C:gr‘:e’;‘”e” t
Toan b vin ban dén cd nhin — - pnong
< WVao s0van ban den chon chic nang Trudna phan
Bao cao va in sb ¥ r 030082012 11111 nguii xir I vin ban khéng nhan dugc Chura xi¥ Ij 1_Tm69ng phbgng .
Theo doi gidi quyét VB v van bn.
T G TR v | % [ 3000772012 VL Huyén uj Vinh Lic chuyén phdi hop xi 1 Chura x¥ I Phd chi tich 2
Tra ciru dik liéu cac nam ¥ | Coténg sé 5 véan ban Trang1 4 1
Locvan ban

Vin ban s& duoc xo6a trong danh sach van ban da chuyén va nam trong danh sach vin
ban cho xur ly.
3. Theo ddi giai quyét viin ban

Chuc nang Theo dbi giai quyét viin ban cho phép ngudi sir dung tao 1ap céc loai bao
cao dya trén thong ké tinh hinh xir ly cdng viéc trong don vi theo c4c tiéu chi nhat dinh do
nguoi dung lua chon.

Chu thich cac chize nang:

— BC theo d6i GQ viin ban dén: Cho phép thong ké, theo ddi tinh hinh giai quyét
van ban dén cua cac phong ban, don vi.

— BC giao viéc theo phong ban: Cho phép tao bdo céo giao viéc cho cac phong ban
trong co quan.

Giao dién lya chon cac tiéu chi dé tao béo céo:
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Tai liéu hieong dan sir dung phan mém Qudn [y van ban va Piéu hanh tac nghiép

Bio cao theo d6i giai quyét vin ban dén

=

Tén td chL’J-‘c:| | 56 coa 95:| |
| | Tén 55 [THONG BAO TINH HINH X(F LY, TRA LOT VAN BAN
| | Chu thich |CUA CAC PHONG, BON VI (Tir ngay dén ngay ) |

" In sd trong ngay @ In sd theo tidu thic

Tiéu chi in sd:

56 VB: | v| Tinh trang 0 Iy | |

MNgay dén- dte:: : g MNgay han hanh: dte: : g

VB thuéng/QPPL | v Sé dén theo sd | b>| |

Linh vurc | v| Loai VB | v|

Co quan glri | v| Ce quan banh hanh | v|

Van ban chuyén. saoy - | E‘ B4 khan | E
Trich yéu - | | Cantra loibang VB di: & Toan bd van ban ( C6

Chép nhan

Nguoi sir dung lra chon cac tiéu chi can tao lap béo cdo va nhan nit Chdp nhdn.

CONG HOA XA HOI CHU NGHIA VIET NAM
SO TU PHAP L .
THANH PHO HA NOI Boc lap - Tu do - Hanh phiic

olo

THONG BAO TINH HINH XU LY, TRA LOI VAN BAN PEN CO GHI HAN TRA LOI
CUA CAC PHONG, DON VI (Tt ngay10/08/2011 dén ngay 20/08/2011)

sé v Co quan : Ngwéichi| Phong Thoi | Tnh
STT den,’nga;\' ban hanh Se CV Néi dung dao  |tham muu gian Irra rr'f_mg
thing lai xr Iy
! Vé viéc si'{a 461, ba sung mot s dicu cia Quy dinh vé boi }
S P 429011 08 thueéng, ho trr_:f'\'?l tai dm.h cw Dy an thuv dién Son La ban hanh (Nguven |Phong Tw | . |Chua
! ]\ﬁa; Chinh phu |432011VQD-TTG |\ 420 Quyét dinh sé 022007/QD-TTg ngiy 09 thang 01 |Van Vs |phip SRBY | e
i nam 2007 cua Tha twéng Chinh phu
2 s Phong .
2| Naiv: |P°T¥ |802011TTBTC |Hudng din vé phuong phip xdc dinh gid sin gao xudt khd o2 |phd bidn |3 ngay |S252
= chinh Hong Son tra lai
178 GDPL
3 Bs Tai Hudng din lip va quan I¥ gid san pham, dich vu céng ich trong
3 Naiv: Cl-lin.h— BS 762011 TTLT-  |linh viee quan 1¥, bao tri dwong sit quéc gia thye hien theo Phan Phong T |, neiv Chua
% ’ —  |BTC-BGTVT phwong thirc d4t hing, gio ké hoach si¥ dung ngudn vén ngin |Héng Son |phdp JHEY i ta
178 |GTVT -
sach Nha nwac
4 , e . . s a4 Z i Phong y
L Ngdn hang | 132011 TT- Quy dinh viéc mua, ban ngoai té cua Tdp dodn kinh té, Tong Phan e . . |Chuwa
4| Ngav: |qoo. . . " . S i o |phobién |dngdv | - ...
173 Nhanwée |[NHNN cong tv nha nwdc Hong Son GDPL tra 161
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Tai liéu hieong dan sir dung phan mém Qudn [y van ban va Piéu hanh tac nghiép

4, Tra cwu van ban

Chtrc ning Tra ciru van ban cho phép ngudi st dung tim Kiém, tra ctru todn bo van ban
dén da duoc luu trong co so dit liéu cua chuong trinh. Tai day nguoi sir dung c6 thé lra
chon tra ctu van ban Theo So vin ban, Theo noi giri, Theo loai vin ban hoic Tra ciu

mé rong.

Bang chu thich cac chirc nang:

Chirc nang

Chu thich

Toan bo van ban

Hién thi toan bo vin ban dén

Theo s6 van ban

Hién thi danh sach vin ban duoc sap xép theo s6 vin ban.

Theo loai van ban

Hién thi danh sach van ban duoc sap xép theo loai vin ban.

Theo noi guri

Hién thi danh sach vin ban duoc sip xép theo noi gui vin
ban.

Theo ngay dén

Hién thi danh sach vin ban duoc sip xép theo ngay dén
Cua van ban.

Theo ngay ban hanh

Hién thi danh sach vin ban duoc sip xép theo ngay ban
hanh van ban.

Theo d6 khan

Hién thi danh sach vin ban duoc sap xép theo do khan.

Vian ban quan trong

Hién thi danh sach vin ban duoc danh dau quan trong

Theo nguoi xur ly chinh

Hién thi danh sach vin ban duoc sap xép theo ngudi xtu ly
chinh van ban

Theo nguoi phdi hop xtr Iy

Hién thi danh sach vin ban duoc sap xép theo nguoi phoi
hop xtr Iy van ban.

Theo tinh trang xu ly

Hién thi danh sach vin ban dwoc siap xép theo tinh trang
Xtr ly van ban.

Tra ctru theo tiéu thic

Mo giao di¢n cho phép tra cau theo nhiéu tiéu chi cua vin
ban nhu: theo so, theo loai, theo ngay, theo nguoi Xt ly,
theo nguoi Ky, theo trich yeu...

Tra ctru toan van

Mg giao dién tra ciru toan van

Loc van ban

Tra ciru nhanh mét van ban bang cach g cum tir c6 lién
quan dén van ban can tim.
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Tai liéu huéng dan sir dung phan mém Qudn Iy van ban va Piéu hanh tac nghiép

> Theo sé vin ban:

y HE THONG OUAN LY VAN BAN VA DIEU HANH

CONG TY CO PHAN TIN HOC TAN DAN E
Van thir Bd [ Thodt] Trang chii | Danh muc | Van ban dén | van ban di | Théng tin téng hgp |F:J
(rC NANG
Van ban dén qua dwdng mang @E“E“E‘
Hom thu ciing Sé dén | Ngay dén | Ngay BH | S, ky hiéu |  Noi gisi | Trich yéu | Noi quan Iy VB

Vao s8 van ban i
R 4 @Van ban dén
Phan xir Iy thay

s Cuc Céng Trién khai phan mém Quan If vin ban va P
Van ban chuyen =8 RN GRED nghé théngtin ~ H so cong viée FOFIIEZ
Van ban saoy 246 05/08/2012 3T B0 chi huy tao phidu chuydn ViR thu

. quan sirtinh
Van ban den ndi bé R
A S 345 05/09/2012 ey g cap nhét néi dung cla lnh dao Truréng phng 1

Toan boywan ban den nghé thdong tin i T i
Van ban|aén trong ngay CucCng ki&m tra han tra Iévi va han xiv 1f. Néu qua

=7 2 344 05/09/2012 1/BC hé théng t han trd I&¥i van ban cd trang thai dang qua  Phd chi tich 2
WVan banjcd gan dau sao g ngne thongtin han khing???

«

«

»

Theo sd van ban

» Theo logi vin ban:

Van ban dén qua dwiérng mang lEHE"E"E‘

Hom thir cong S dén Ngay dén Ngay BH Sé, ky higu Noi givi Trich yéu Noi quan Iy VB
Vao sd van ban
1 P Bao cao
Phan xr If thay
S . 2 P Chithi
Van ban chuyen
2 @L‘ﬁng van

Van ban saoy

2 . R
Van ban dén néi bé @) 25 os0o2012 1cy tohll‘]:;’ﬁ:g o€ capnhatnéi dung cial3nh dao Trréng phéng 1
Toan bd van ban dén & chi N
— 346 05/09/2012 amT IE.“?”C”' huy quan s¥ 4.5 phidu chuyén VN thr
Van ban den trong ngay n
Lo g Cuc Cong nghé Trién khai phan mém Quan Ij vin ban va Ho P
Van ban cd gan dau sao | | 348 05/09/2012 40D théng tin S /cOn g ViEe Pha chd tich 2

<«

Vén ban lién quan

Bao cao vain sb ¥ lE“E“E“E‘

Tra ciru van ban

>

Toan bd van ban

Theo sé vin ban

Theo loaivan ban (1)

Theo noi giki

> Traciru nhanh
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Van ban lién quan

Bio0 cho va in o
A

Tra ciru van bap di

K K K

»>

Tra ciru diF hel:cac nam
Co sd ditliéu iuém 2007
Co s& dik liéu I\ém 2006
Co s6 dif liéu ham 2005
Co s& dit liéu ham 2008

ocvan ban

lgd tir khoa can tim vao day |}

» Tra ciru theo tiéu thec:

=l Tim kiém van ban dén theo tiéu thirc Tim kiém toan van

Ngam dinh tim trong CSDL hién tai. dé thay déi nhin vao day: “o
S6 dén theo sé- tir sé- | | dén sé: | |
Sh, ky higu géc: | Co guan ban h:‘anh:| vl
Ngay nhan: tir: | ﬁ dén: | E‘ﬁ
Ngay ban hanh: tir: | ﬁ dén: | E‘E
Sé van hén:l - | Loai van h:'an:| - |
Ngui xiv Iy: | -| Ngui ky: | |
Trich yéu:l |

Lya chon mét hoic nhiéu tiéu chi dé tra ctru van ban: Sb,ky hiéu goc, S6 dén theo s6,
Trich yéu, Nguoi ky...

Sau d6 nhan ndt Chdp nhgn dé chuong trinh bat dau qua trinh tim kiém.
Két qua hién thi 1a nhitng vin ban c6 céc tiéu chi thoa mén nhitng tiéu chi can tim.

> Tra ciru toan van:
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=] Tim kiém vin ban dén theo tiéu thirc Tim kiém toan vin

Tim theo tir khoa

Nhap tir khoa can tim kiém?

Vi du: mudn tim van ban s 100/QB clia S& théng tin thi gd: 100/QD and s& théng tin
Tim kiém cha:
"~ Toan bd cac tir & trén T M8i tlr & trén T Bling ci phap trén

Cac lya chon

Tim trong co s& diF ligu: b
S6 lworng két qua téi da: -
S6 lwong két qua hién thi trong mit trang: -

Nhép vao tir khoé cua van ban mudn tim kiém va lya chon cac phuong thac tim kiém.
Nhan Tim kiém dé xac nhan tim kiém theo tir khoa da lua chon.
Chu thich céac lwa cheon:

o Tim theo tir khoa:

e Toan bo cac tir & trén: Cho phép tim kiém céc van ban c6 chaa toan bo
cum tir da hya chon.

e MGi tir & trén: Cho phép tim kiém vin ban c6 chira mét tir hoac nhiéu
hon trong tir khoé da lea chon.

e Pung cl phap trén: Cho phép tim kiém vin ban c6 chta cum tir dung Vo
cu phép cua tir khoa da hea chon.

o Cé&c lwa chgn:

e Tim trong co s& dit liéu: Lua chon tim Kiém vin ban trong dit liéu duoc
phan tach theo cac nam.

e S6 lugng két qua téi da: La sé lwong van ban téi da hién thi cho mdi 1an
tim kiém.

e S6 luong két qua hién thi trong mot trang: La sé luwgng van ban hién thi
toi da trén mdi trang danh sach tim kiém.

Trang 17 /37
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5. Tra cwu dir liéu cac nam
Cho phép tra ctru van ban trong dir liéu dugc phan tach theo cac nam. Giao dién tra
ctru hién thi nhu sau:

CHUC NANG [ Co s& dir liéu ndm 2007

Van ban dén qua duirng mang

Ham thu cong Van ban dén Vn ban di H6 so cong viéc
vao sévan ban Toan bé van ban Toan bd van ban Toan bé Hé sor

Phan xi¥ Ij thay Vin ban quan trong Van ban quan trong Theo tinh trang

Van ban chuyén Van ban QPPL Van ban QPPL Theo loai Hé so

VVan ban saoy Theo sé vén ban Vin ban néi bé Theo linh viec

Van ban dén ni bé Theo loai vén ban Theo sé vin ban Theo xiv Iy chinh

Toan b van ban dén Theo linh viec Theo loai vin ban Theo lanh dao phu trach
Van ban dén trong ngay Theo co quan ban hanh Theo linh viec Theo ngay tao Hé so

V&n ban o6 gan dau sao |7 Theo nguéi xi Iy Theo nguéi soan thao Tim kiém HSCV theo tiéu thisc
Vén ban lién quan ¥ | Theo nguwéi phéi hop XL Theo nguéi ky Tim kiém toan van HSCV
Bao cdo vain sb ¥ | Theo ngay nhan Theo tinh trang TDHB

Tra ciru vin ban ¥ | Theo ngay ban hanh Theo ngay ban hanh

Tra ciru diF liéu cac ndm A | VB Saoy VB Saoy
VB chuyén VB qua dwéng mang

Co s& dif liéu nam 2006 Lap & in danh sach VB Lap & in danh sach VB

Co s dif lidu ndm 2005 Tim kiém theo tiéu thirc Tim kiém theo tiéu thivc

Co s& dif liéu nam 2008

Di¥ ligu nam 2009

Tim kiém vin ban dén, vin ban di, hd so cong viéc theo cac link dugc liét k.
PHAN V = XU LY CONG VIEC

l. Bao gom
Chire ning Chu thich

Van ban dy thao Hién thi danh sach vin ban du thao & cac trang thai: Cho
xt 1y, Pang du thao, P& chuyén xu ly, Chd duyét, P
duyét, Cho gop v....

Phiéu yéu cau Hién thi danh sach phiéu yéu cau & cac trang thai: PYC
cho xir Iy, PYC chwa chuyén, PYC dé chuyén, PYC phdi
hop xu ly, PYC da xu ly xong.

Ho so cong viéc Hién thi danh sach ho so & céac trang thai: ho so xir ly
chinh, hd so phu trach xu Iy, hd so phdi hop Xt Iy.

Tao moi VBDT, phiéu | Tao méi van ban du thao, phiéu yéu cau
YC

Tao mai ho so Tao mai ho so xir Iy van ban, ho so giai quyét cong viéc,
hd so van ban lién quan
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Tra ciru ho so Tra ctru ho so theo nhiéu tidu chi: thdi gian tao ho so,
loai ho so, nguoi xtr 1y chinh, ngudi PH xu ly, tinh trang
xt 1y, theo diéu kién tly chon.

Tra ctru van ban dy thao | Hién thi vian ban phat hanh duoc danh dau quan trong dé
tién theo doi.

Tra ciru phiéu yéu cau Hién thi danh sach van ban theo tinh trang hoi bao (vin
ban dang theo ddi hdi bao, Vin ban di két thic hoi bao,
La ngudi theo ddi hoi bao, Vin ban di xem dé biét)

B&o c4o va in s6 Tao lap céc loai s6 dua trén thdng ké tinh hinh xur Iy
cong viéc trong don vi theo céc tiéu chi nhat dinh do
nguoi dung lua chon.

Tra ctru van ban di Tim kiém,tra ctru vin ban da Iuu trong hé thong.

Tra ciu dir liéu cac ndm | Tim Kiém van ban trén dir liéu duoc phan tach theo nam.

Il. Cac chirc ning chinh
1. Duyét dw thao

1.1. Pdi véi lanh dao phong ban

Buwéc 1: Sau khi d3 dang nhap, lua chon Hé so' céng viéc hoac Xa ly cong viéc/ Dw
thdao cho xr ly

Mguyén Chi Diing [Thoat]

B

=

Vin ban dén Vin ban di TT tdng hop
o= (T
13 W M @
Lich cdng tac Nhac viéc Tro chuyén VB phap gquy
Iz =" = .
H = iy =
QL hiéu mau Quan ly ze QL phéng hop Cing bao
o) =
GWi tin nhan Ho so lwu trip Tro giap
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Khi ngudi s dung wao chon ?(ﬁ' Iy ciéng wiéc, Chuang trinh & thdng bao danh sach cac clng vide lién gquan dén xir 53
cdng viéc ma ngudi sir dung cdn gidi quyet.

X1 Iy cing viéc

Phiéu yéu ciu Tao mci PYC
w i Iy hi so
1 Hi s phii hop i v HS¥LWVE
HSGACY
HSYBLA

 an ban dw thao
1%an ban Jang duw thao
C1 VAN ban du thio chir kit Iy )

1%an ban duwthao (ky duwét) Tao mdi ¥BOT

Buwéc 2: Chon dy thao can duyét

V&n ban dy thao ché xi ly

m Trang 1 * 1 b
Ny tao Nyuwévi soan thao N ky Trich yéu Cihng viéc
08/08/2011  Mguyén Birc Ding  Hodng Thé Lién test HSCW Cher ik Iy
Cé tdng sd 1 van ban @ Trang1 4 1 P

Buwéc 3: Mé xem nodi dung vin ban tai phan Thang tin dee thdo.

 Thing tin Dw thao

Y kién Binh kém tép
Ché chudt xem Browse. Browse.. I
nai dung VB Browse. Browse..
Ngay gioy N ~% / ¥ kién Ngwi nhan
, & oo e UF"Chi i - Ho Chi Minh.doc P, Y
08/08/2011 10:05 Ah Mguyen ke Ding +trinh [&nh dao phing xem xét Mguyen Chi Ding n I

 Danh sach ngwii nhéan tiép theo

Danh sach ngwéi nhin: | El Chuyén xlr Iy
Quay lai | Ghilai |

Buwoc 3: Duyét du thao. C6 cac hudng xir ly sau:

+ Cho nhan xét, yéu cau stra d6i bd sung vao 8 Y kién. Sau d6 nhan nat Ghi lgi.
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© Thong tin Dy thao

¥ kién Binh kém tép
(1 Nhap y kién,yéu cau | Browse. | Browse.. |
Browse. Browse.. H
Moy gidv Mowivi tao ¥ Kién Mowii nhén
08/08/2011 10:05 AM Mguyen Birc Diing + trinh Vinh G20 phang xem xét MNguyen Chi Ding ﬂ
(2) Danh sach ngwéi nhén tiép theo
— (] g dn tiép

ich nguedi nhan: | E‘ Chuyén xir I§ |
Quay lai Ghi lai

+ Sua file cho chuyén vién: Tich chon vao biéu twong hinh bat chi, click dap chudt
vao tép van ban dé mo giao dién chinh stra. Thuc hién chinh stra van ban va nhan nat Ghi
lgi dé Tuu.

& Théng tin Dy thao Stra file
Y kién Binh kém tép
Browse. Browse.. H
Browse. Browse..
Ny gid Nguwdvi tao ¥ kién Ngwivi nhan

\UJ Chi Vi - Ho Chi Minh.doc o
+ trinh 1&nh dao phong xem xat Nguyen Chi Diing n

08082011 10:05 A Myuyén Bike Diing

© Danh sach ngwdi nhan tiép theo

Danh sach ngudti nhin: | EI Chuyén xir Iy |
Quay lai | Ghilai |

Chinh stra véin ban

Ban bat budc phai sia tép dinh kem bén dwdi (nhay kep chudt dé sia)

3

m

L |

Y kign kém theo:

- Chi v Méu chon hiy ba hoadc khdng sira tép dinh kém thi cac thang tin trén sé khing dwgc cap nhat tré lai van ban dw thao gﬁc.

+ DPinh kém cac tép van ban lién quan: Tai phén dinh kém tép, chon Browse va chon
dén tép van ban da luu trén may. Sau d6 nhan nat Ghi lgi dé hru.

Trang 21 /37



Tai liéu huéng dan sir dung phan mém Qudn Iy van ban va Piéu hanh tac nghiép

@ =@ =
File  Edit Miew Histary Bookmarks Yahoo! Tools  Help
ien dan Tester Viét Nam udng dau” wdi thai tigk - .. u Tandan Informatics 15.. ice - HO sa congwigc | = at le trang in - Timwdi Go..
FA DiEn dan T Vit N | 1D "Buzng dau” widi thiti tiét ||V|Th Tandan Infi ics IS |TDOf'f' Hi fing vié |. dat | gin - Timvdi G |+|
- B -
&2 [Fie Upload A=) cl[e BIE.
g-’ e Lok in: |' Desktop - D F B [ i
TR T ATy SO =
PYC then 1My Camputer J rnodel_test Chi |Th' P |
My Docurnents J Mew Folder e W inrong
FYC theo Fecent ?jMy Metwork Places J Mew Falder {2) ﬂ
FYC theol EAdDbe Reader J Mew Falder {3)
. 5% Google Chrame ] ~$anhdao.doc
L ELLG ” 'LAC VIET mtd2005-CvH ~WRLO0DL tmp
Lot hi so Desktop | |48 Mozills Firefox | AVAFIND_ERRORLOG
#5 080 Defrag [ avatarChip.gif
I: sOpenOFﬁce.nrg 33 X
X ) Skype
My Documents F,.?';Snagitg ﬂ
Y %] Snagit 9 Editor [ Google Chrame
el Windowes Media Player ob description.docx
2l indowys Media Play B Job description.d
nL' 53 Yahoo! Messenger Bjanhdan.doc ﬂ
i bien ban B g nidi ca.doc
My Computer ) . '
4| [T 3
: =]
@ File name: || M | Dpen |
MyMNetwork | Filesoftype: [ Al Files | Cancel |,
Y kign (1) Pinh kem tep
Browse. ) | Browse.. ‘ | I
Erowse. Browse..
Nyay gior Nyuwdi tao Y kién Nguwdi nhan
. U chivi- i Mi 5
08/08/2011 10:05 AM Nguyén Birc Ding ' CHiVi-Ho ChiMinhdoc Nguyn Chi Dirg lj
+ trinh 14nh dao phong xem xét

Buwéc 4: Chuyén vin ban

Danh sach nguwdi nhin: |

© Danh sach ngudi nhan tiép theo

(= | _Chuyén i 1y

> Vi trudng hop chuyén lai cho chuy@n vién thi thyc hién:

Tai danh sach nguoi nhan tiép theo, nhan vao niit mii tén va chon tén chuyén vién dé
xtr ly tiép van ban. Sau d6 nhan nat Chuyen xa ly.

hrf)SG’ v Danh sachxiny y;,nDalnh sach lya chon -- Webpage Dialog ﬁ ’—‘
Hoso . Y Théi han cho v |g, http:/F192,168.2.103:8083/HANAM fudien.nsfListh ox_Chuyen'YBBy ~|
VB dw thao ¥ Teo VE ban . o )
phigu yéu cau ¥ @ Noinhan ¢ Truedng phing 3 || Bongy
e Y ' Phs phang 1 phang 3 B qua =
! Calll ¢~ Phe phong 2 phéng 3
% " Pham Van Lam ﬂ
Ng | Chuyén vién 2
€ Ngd Thi Thu Huyén
Bénn| ¢ Giam déc co quan ﬂ
o~
~

& Théng tin Dw th

Ngay gicr

Phé giam déc
Van Thu TTTH
(2)

Mguyén Bic Diing
Phan Anh Sen

hittp://192.168.2.103:8083/HANAM 1L €D Intermet

08/08/2011 10:05 AM

Ty =TT s e + trinh 1&nh dac phéng xem xét

kém tép
Browse...
Browse... I'H
Nguw&i nhan
Mguyén Chi Diing n
(1)

© Danh sach ngwei nhan tiép theo

Danh sach nguwéi nhan: |

(*)] Chuydp xi Iy |

| Quay lai “ hi lai || Lép du thao tir miu

- [@IE)
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> Vi truong hop chuyén cho lanh dao co quan ky ban hanh thi thuc hién:
Chon dong c6 chtra vian ban can chuyén tai phan thong tin du thao. Nhan vao biéu

twong mii tén xanh q . Van ban dugc chon s& duoc day Ién thanh tép vian ban chd ban
hanh. Sau d6 nhan nut Chuyén ky duyét.

aw mao £ e PR
Tép VB ban hanh. Chwa gan tép van ban

¥
® Noinhan
¥

ligu cac nam
-
Ca nhan: \

I \

I 2
el yeu cau

Néi bé:

Bén ngoai:

& Théng tin Dy thao
¥ kién Binh kém tép

| \ ” Browse... || || Browse... | H
| \ ” Browse... || || Browse... |

Hgay git Ngurddi tao ¥ kién Hguedi nhan

inays £ AN S o PV Chi Vi - Ho Chi Minh.doc o o e f
08/08/2011 10:058 AM Nguyen Buc Diing @:tr‘mh lEinh dao phong xem xét t MNguyen Chi Diing @ 4

@ Danh sach ngwai nhan tiép theo

. L. IChuyé’n tép dinh kém thanh tép du thio chi ban h
Danh sach ngwéi nhan | W _CROyEm sy ]

| [RITENVE Y ” Zhi lai ” 1 Zn die thi3a bl ma S0

1.2. Poi véi lanh dao co quan
Dé duyét cac dy thao do chuyén vién giri, lanh dao thyuc hién theo cac budc sau:

Buwéc 1:Sau khi dang nhap, lya chon Hé so céng vigc hoic X ly cong viée/ Vin ban
du thao(ky duyét)
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Le “an Hoang [Thoat]

=

Vin ban dén Vin ban di TT téng hop
(el —— 2
15 | . k
Lich cing tac Nhic viéc Trd chuyén VB phap quy
Al T —
- Tr=mf
Ie = o
QL biéu méu Quan Iy xe QL phdng hop Cang bhao
=, :
= = i |
G tin nhan Hdim thw cing Quy trinh XL QL bao cao
@)
Hé so lwu trip Tro gidp

Cac chng viéc can giai quyét

Khi nguwoi sir dung wao chon }(L’p Iy cong wigc, Chuong trinh sé thing bao danh sach cac cdng vige liEn guan dén iy Iy
cdng wigc ma nguci s dung can giai quyet.

XU¥ iy cing viec
¥ Phifu yEu céu
1 Phiéu yéu ciu cd gén ddu sao
1 Phigu yéu cau chir s Iy Tao mdi PYC
w i I hd so
3 Hb s phy trach =i 1 HSXLWE
HSGOCY
HZYELQ

 Wan ban dy thao

2Van ban dang du thao

<1 Wan ban du thao (ky duyét)) Tao mei VBOT

Bwoc 2: Tai danh sach Van ban duw thdo (ky duyét), cho chudt vao tén Ngwoi sogn
thdo dé duyét vin ban cho chuyén vién d6

Vin ban du thao (ky duyéy

|:—‘ Trang 1 * 1
SO CYdén Ngaytao Ngwii soanthao Nowdi ky Trich yéu Cong viéc
H) 04/08/2011 Eﬁi;” TRBIEN  ang Thé Lien  vivtesthi so cangviee Chir kf duyét
Cé tong s0 1 van ban @ Trang1 <4 1
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Thong tin du thao caa chuyén vién hién thi

Van han dy thao

Quay lai | Ghilai | e cdu soanthao lai | Ky duyét | O 6ai sms i Mail
Mgay tao: 04,/05/2011 B khin: Thuwdng -
La wan ban QPPL. @ khing O Co Mgay cdp nhat: 02:29 PM 040552011
Mguwéi soan thdo: Pham Thi Bich Dung Bion vi soan thao: Cuc Tin hoc

MWa VB du thao: DT99

Loai vén ban: |Elén cad| v| Linh wwe: [C8ng nghé thing tin -
_ [Wivtest hd so cdng vige
Trich yéu:
Myay kit duyét: | B Trang thai: Trinh ky duyét
Nguwoi ky: Hoang Thé Lién v Chive wu; [Thi treng |

Danh sach xin y kién:

Thisi han cho § kién® | #H

Tép VB ban hink: XK (U Chi Vi - Ho Chi Minh.doc ﬁ C:lo chuc:;yaﬂ
© MNeinhan r“'r_r] €p van ban

Buwéc 3: Cho chudt vao tép VB ban hanh dé ma xem ndi dung vin ban

Buwoct 4: Lanh dao xem qué trinh tao du thao cua chuyén vién va duyét cua lanh dao
phong tai phan Thang tin de thao

) Thing tin Dy thao

¥ kién Binh kém tép
| Browse. | Browse.. | [ I
| Browse. | Browse... |
Ngay gic Nowdi tao Y Kién Nguwéi nhan
08/08/2011 09:43 A Pham Thi Bich Dung + trinh [nh dan phong xem xét Mouyen Chi Diing !3
08/08/2011 09:44 A Mooy én Chi Diing - dﬁng ¥ chuyén lanh dao ky duyét Pham Thi Bich Dung
08/408/2011 03:54 AM Pham Thi Bich Dung - Chuyﬁ:n l&nh dao ky duyét Hoang Thé Lign

Véi treong hop dong y duyét thi thuc hién budce 5

Buwéc 5: Nhan nit Ky duyét trén giao dién vin ban du thao. Bong thoi nhan nit
Chuyén thanh VB di dé chuyén vin ban tgi tai khoan cua vin thu co quan.

Véi truong hop khong dong y thi bé qua budc 5 thuc hién budc 6:

Buwéc 6: Nhan n(t Yéu cau soan thdo lgi. Thong béo nay s& duoc chuyén toi tai khoan
cua chuyén vién tao van ban va lanh dao phong.
2. Tao phiéu yéu cau

Pé giao viéc cho chuyén vién trén phan mém, lanh dao thao tac theo cac budc sau:

Buwéc 1: Dang nhap chuong trinh voi tén ding nhap va mat khau di duoc cap.
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Piang nhép hé thong

Tén dang nhap: |dungnc

Mt khau; [eesses

Elhghe mat khiu

Déng nhap

Buwéc 2: Chon Hoé so céng viécl Tao méi PYC

MguyEn Chi Diing [Thoat]

1= E Ths

Vin ban dén Vin ban di TT tdng hop
el = i
15] o : 7
Lich cing tac Nhac viéc Trd chuyén VB phap gquy
H = —
B =
QL hiéu méu Quan ly ze QL phdng hop Cing bao
=
=) =
Gi tin nhan Hé so lwu trip Tro gidap

Cac cong viéc can giai quyét

Khi nguwei st dung vao chon Xie ly céng viéc. Chureng trinh s& thdng bédo danh sdch céc céng viéc lién quan dén xir Iy
cdng viéc ma ngwei st dung can giai quyst.

YU Iy cong vidc

L B

Phiéu yéu cau

¥ K Iy hd so
1 HE sor phéi hop i 1 HSXLWE
HSGRCY
HSWEBLD

Tan moi PYC

¥ \an ban dw thao
1 Yan ban dang duwthao
1 Van ban du thao chi xir 17
1 Wan ban du thao (ky duyét) Tao mcti %BOT

Buwéc 3: Nhap cac thong tin yéu cu cong viéc va nhan nit Luu & chuyén XL
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Phiéu yéu cau giai quyét cing viéc
Quay lai | Luu | Luru & chuyén XL |

Mgay gicr cdp nhdt: 11:00 Ak

Mo eri 15p phidu:

MouyEn Chi Diing

Chon ngwéi xir ly va nhap

ndi dung cong viéc
08082011

Mowdri yvEu cau: |Nguy§n Chi Diing

Xi¥ Iy chinh: |

Phéi horp xir 1y: |

Thii han xir ly: |DB!DBI2011

M&i dung cdng vigc:

Liutép VB ||

) Thing tin xi Iy

chtrc. Co s6 dit liéu vin ban cho phép luu trit va sap xép van ban di mot cach c6 hé thng,
phuc vu cho viéc tim kiém cap nhat vian ban dé dang, quan ly théng nhat. Vin ban di 1a
phan chirc ning cho phép ngudi dung lwu trit, tao 1ap va guri vin ban qua mang dén cac
don vi ndi bd va cac co quan ngodi. Ngoai ra mdi ngudi dung déu c6 thé theo ddi dugc
cdng viéc cu thé ctia minh dua trén nhitng vin ban do minh soan thao, ky hay theo dai hoi

bao

|. Bao gom:

l Browse.. |

PHAN VI — VAN BAN DI

“Quan Iy vin ban di” duoc xay dung nham quan 1y cac vin ban di cua don vi, to

Chirc nang

Cha thich

Van ban cho ban hanh

Hién thi danh sach van ban dy thao dugc lanh dao duyét
trén chuong trinh, & trang thai cho vao so.

Vao sb vin ban

Cap nhat thong tin van ban phat hanh va chuyén van ban
cho cac don vi.

Guri van ban qua mang

Hién thi cac van ban cho phép giri qua mang tgi cac don
vi bén ngoai cuing sir dung hé thng quan 1y vin ban.

Hoi bao vidn ban qua
mang

Hién thi cac van ban can theo déi hoi bdo cua cac co
quan ngoai. Cho pheép cap nhat thong tin phtc dap cua
cac don vi khi da nhan dugc van ban qua dudng mang.

Toan bo van ban

Hién thi toan bo van ban phat hanh di duoc vao sé.
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Vian ban di trong ngay

Hién thi danh sach vin ban di da dugc vao sé trong ngay
hién hanh.

Vin ban ¢ gan dau sao

Hién thi van ban phat hanh dwoc danh dau quan trong dé
tién theo doi.

Van ban lién quan

Hién thi danh sach vin ban theo tinh trang hoi bao (vian
ban dang theo doi hdi bao, Vin ban da két thuc hoi béo,
La ngudi theo ddi hoi bao, Vin ban di xem dé biét)

B40 c40 Vva in sO

Tao lap cac loai so6 dwa trén thong ké tinh hinh xir ly
cong viéc trong don vi theo céc tiéu chi nhat dinh do
nguoi dung lua chon.

Tra ctru van ban di

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

Tra ctru dir liéu cac nam

Tim kiém van ban trén dir liéu duoc phan tach theo nim.

Il. Cac chirc ning chinh

1. B4o cdo va in so

Chtrc nang B4o c4o va in s6 cho ngudi sit dung thyc hién tao lap cac loai s6 dua trén
thong ké tinh hinh xir Iy cong viéc trong don vi theo cac tiéu chi nhat dinh do ngudi dung
lwa chon. Chirc ning nay cho phép nguoi dung lya chon két xuit bao cdo dudi dang

HTML hoac tép word tuy myc dich ngudi st dung. Pé thuc hién chuc nang Bao cdo va in

s0, nguoi dung thao tac nhu sau:

Buworc I: Lya chon danh muc chitc ndng Bdo cdo va in s6 bén trai giao di€én lam viéc

chinh

Buwoéc 2: Nhap chon loai s6 bao cao muén in tai danh muc Bao céo va in s, vi du doi

]

Bao cao va in so
58 chudn cia Cuc win thu

S8 cdin oot sd thir ty

v6i loai Vian ban di — S6 chuan cua Cuc van thu, giao dién hién thi nhu sau:
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Tén té u:hl]-'u::| | Sé cia 56:| |
| | Tén s& |S6 dang ky van ban di |
| | Ch thich: |

| |
" In sd trong ngay & In 58 theo tidu thic
Sap xép theo: & S thirty theo s ¢ Ngay ban hanh ¢ Ngay ky
Tiéu chiin sb

56 van ban: | EI B khan: | EI
Ngay ban hanh: tlr: | ﬂ dén: | ﬂ

VB thuéng/QPPL: [Tat ca VB - sé di | b>| |
Linh wrc: | EI Loai van ban: | EI
Blorn vi soan thao: | EI Nguwi ky: | EI
Tinh trang hdi béo: |Tét ca VB -| Trich yéu: | |

Chéip nhan

Buwéc 3: Nhap thdng tin trén cac truong tiéu thie dé loc ra nhitng van ban mudn in
nhu S6 van ban, Pon vi soan thao, Do khan,....

Buwéc 4: Nhap chudt vao biéu twong may in tai goc phai trén cing cua giao dién in sé
vin ban dé thiét lap kiéu di liéu hién thi sau khi in

Chiéu trang in: © Doc © Ngang

Kiéu hién thi- ™ Hién thi truec tiép = Microsoft Word  Microsoft Excel

Chu thich cac thdng so:

> Chiéu trang in: Cho phép thiét lap kiéu hién thi di liéu cua trang in 1a Doc
hoac Ngang

> Kiéu hién thi: Cho phép thiét lap kiéu hién thi noi dung trang in tryc tiép trén
trinh duyét hozc két xuét ra tép vian ban Word, Excel.

Bwéc 5: Nhian Pong y dé xac nhan kiéu hién thi trang in vira thiét lap

Buwée 6: Nhan nat chirc ning Chdp nhdn dé in bao co theo nhitng tiéu thirc da lya

chon.
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2. Tra ciru van ban di

Tra ctru van ban di 1a chirc ning cho phép nguoi st dung tra ciru, tim kiém lai nhirng

van ban di da dugc luu trong co s dir liéu cua chuong trinh theo cac ti€u thuc quan ly

ctia vin ban. Ngoai ra chic ning Tra cizu mé réng hd trg ngudi sir dung tim kiém toan
van Cac van ban di da duoc luu trir trong co s¢ di ligu.
Bang dién giai cac chuc ning:

Chirc nang

Chu thich

Toan bo van ban

Hién thi toan bo vin ban di

Theo s6 van ban

Hién thi danh sach vin ban duoc sap xép theo s6 vin ban.

Theo s6 ban hanh

Hién thi danh sach vin ban duoc sap xép theo s ban hanh

Theo ngay ban hanh

Hién thi danh sach van ban duoc sip xép theo ngay ban
hanh van ban

Theo loai van ban

Hién thi danh sach van ban duoc sap xép theo loai van ban

Theo nguoi Ky

Hién thi danh sach vin ban duoc sip xép theo nguoi ky
van ban

Theo nguoi soan thao

Hién thi danh sach vin ban duoc sip xép theo ngudi soan
thao van ban

Theo don vi soan thao

Hién thi danh sach van ban dugc sap xép theo don vi soan
thao van ban

Danh sach van ban ndi bo

Hién thi danh sach vin ban phat hanh noi bo

Theo d6 quan trong

Hién thi danh sach van ban dwgc siap xép theo do quan
trong cua van ban

Theo d@6 khan

Hién thi danh sach vin ban dugc sap xép theo do khan cua
van ban

Tra ctru theo tiéu thic

Mo giao dién cho phép tra ctu theo nhiéu tiéu chi cia vin
ban nhu: theo so6 thir tu theo so, theo loai, theo ngay ban
hanh, theo ngudi soan thao, theo nguoi ky, theo trich
yeu...

Tra ctru toan van

Mg giao dién tra ciru toan van

Loc van ban

Tra ciru nhanh mot van ban bang cach g cum tir co lién
quan dén van ban can tim.
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» Theo don vi soan thdo

Nhép chon loai tra ciru, vi du ddi véi lya chon tra cru Theo don vi soan thao
Theo don vj soan thio

e ' , lels sl
Vaosdvin bin Ngay BH | 6, ke higu | Trich yéu | Ngwdi kg | Noi nhan
Gl VB qua mang P Cuc Tin hoo

P Lanh dao UBND tinh
b Té Ciing nghé thing tin
Wan ban lién quan b (Khing éc dinh)

Béao cao va in sb EE”E”EI

Tra civu vén han di

Cap nhat VB du thao da duyét

Thea 58 v&n hin

Theo ngay ban hanh
Thieo noguri ky

Theo nguii soan thao
Tra citu theo tigu thir
Tra ciru dif liéu cac ndm

I

Nhan chudt vao miii tén trudc mdi don vi dé ma chi danh sach van ban thudc don vi

> Tra ciru theo tiéu thac:

86 thi tw theo sé:“ |>>|
S8/ ky higu VB: | | S van ban- | v
MNgay ky : tE.P:| :.E den | :.E
MNgay ban hanh : t[.r:| :*E den | :*E
D6 khin: | v/ D6 mat: | v/
Mcrc d6 quan trong: | - | Linh wwre: | - |
Loai van ban: | v/ Nguai ky: | v/
Blorn vi soan thao: | - | MNgwéi soan: | v|

Lavan ban QPPL: " Khang © Co

Trich yéu:

Chép nhan

Lya chon mot hoic nhiéu tiéu chi dé tra ctiru vin ban: S6,ky hiéu VB, Sé tht tu theo s,
Trich yéu, Nguoi ky...

Sau d6 nhan ndt Chdp nhgn dé chuong trinh bat dau qua trinh tim kiém.

Két qua hién thi 12 nhitng vin ban co céc tiéu chi théa man nhing tiéu chi can tim.
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» Traciru toan van:

=] Tim kiém vin ban d&n theo tidu thivc Tim kiém toan vin

Tim theo tir khoa

Mhap tir khoa can tim kiém?

Vi dy: mudn tim van ban s 100/QD cia S& théng tin thi g&: 100/QD and s& théng tin
Tim kiém cha:
"~ Toan bd cac tir & trén © M8&itlr & trén © Bling cd phap trén

Cac lya chon

Tim trong co s& diF ligu: -
S6 lwong két qua téi da: -
S6 lwong két qua hién thi trong mét trang: -

Nhap vao tir khod cua van ban mubn tim kiém va lya chon cac phuong thac tim kiém.
Nhan Tim kiém dé xac nhan tim kiém theo tir khoa da lva chon.
Cha thich céc lwa chen:

o Tim theo tir khoa:

e Toan bo cac tir & trén: Cho phép tim kiém céac van ban c6 chaa toan bo
cum tur da lea chon.

e MaJi tir & trén: Cho phép tim kiém vin ban cé chira mét tir hoac nhiéu
hon trong tir khoé da lea chon.

e Pung cl phap trén: Cho phép tim kiém vin ban c6 chta cum tir dung Vo
cl phéap cua tir khoa da hea chon.

o Cac lya chon:

e Tim trong co s& dit liéu: Lua chon tim Kiém vin ban trong dit liéu duoc
phan tach theo cac nam.

e S6 lugng két qua téi da: La sé lwong van ban téi da hién thi cho mdi 1an
tim kiém.

e S6 luong két qua hién thi trong mot trang: La sé lwgng van ban hién thi
toi da trén mdi trang danh sach tim kiém.

PHAN VIl - THONG TIN TONG HQP
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Dit liéu trong phan Thong tin tong hop 1a cac dit liéu thong ké tong hop duoc trich rat
trong cac co s¢ dit 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, hd so cong viéc trong co quan phuc vu cho vi¢c theo doi va
di€u hanh cong viéc.

Phan nay con bao gom céac chirc nang tao lap, két xuat va in an cac bdo cao theo cac
tinh trang van ban khéac nhau.

> TTTT Viin ban dén: Thong ké danh sach vin ban dén theo tinh trang (Chua xir 1y,
Pang xur Iy, Dang xur ly qué han, Pa xtr Iy, Ba xur ly qué han).

Chanh van phang [ Thodt]

CHUC NANG

b

Coquan
TTTH Vén ban dén

HE THONG QUAN LY VAN BAN VA BIEU HANH

CONG TY CO PHAN TIN HOC TAN DAN

R senird

Trang chi | Danh muc | Van ban d&n | Xi Iy céng viéc | Van ban di | Théng tin téng hgp

Théi han x Iy Nei quan Iy VB

Trich yéu

Ngay dén Ngay BH S6, ky hiéu Noi givi

¥ Nguwéi xir lIj: Pho cha tich 2

»

Kki€m tra han tra 1&i va han xir 1. Néu qué han tra 1&i

Vin ban dén trong ngay Calia 1Ee van ban cd trang thai dang qua han khéng??? CHRIEGE Phd chitich 2
Vin ban dén frong nam 05/08/2012 3T tao phiéu chuyén Phé chii tich 2
Wan ban chura xik 1y 05/00/2012 4/0D Trien khai phan mem Quan Iy van ban va Ho st Phé chil tich 2

congviéc
an ban dang X1y R . i
¥ Nguwéri xir ly: Treeng phong 1
Wan ban dang xi¥ Iy (qua han)

Trwéng phong 1

05/09/2012 UCY cap nhat ndi dung cla |&nh dao

Van ban & xi Iy

Wan ban da x Iy (qua han)
TTTH Van ban di

Tao lap bao cao

Bao cao tong hop

€ H € K

Nhét ky cong viéc
» TTTT Vin béin di:Thong ké danh sach vin ban di theo tinh trang hdi bao vin ban
(Pang theo doi hoi bao, Ba két thac hoi bao)

@

Chanh van phéng [ Thodt]

CHIFC NANG Vin ban dang theo dbi héi bao

HE THONG QUAN LY VAN BAN VA PIEU HANH

CONG TY €O PHAN TIN HOC TAN DAN

| S

Trang cha | Danh muc | Van ban dé&n | X Iy céng viéc | Van ban di | Théng tin t6ng hgp

Chuyén vién theo d&i

56/ ky higu Han tra léi Trich yéu

Ce guan Canhan ~ Phang Hanh chinh
TTTH Vién ban dén ¥ L .
4 Chuyén vién theo ddi hdi bao: be viet linh
TTTH Vién ban di A

Van ban phat hanh trong ngay

Wan ban phat hanh trong nam
(van ban dang theo ddi hdi bdo =TI

Vin ban a3 két thic hdi bdo
Tao lap bao cao
Bao cao tong hop

Nhat ky cong viéc

€ &« &«

4 Chuyén vién theo déi héi bao-
b Chuyén vién theo déi héi bao:
3 Chuyén vién theo déi héi bao:
b Chuyé&n vién theo dai héi bao:
4 Chuyén vién theo dai héi bao-
®thuyen vien theo dai héi bao:
1QD/BC-UBND-TC

Chanh van phdng
Chuyén vién 1 phéng 1
Chuyén vién 2
Nguyén Vi Quiynh
Phdng Hanh chinh
Pham Van Lam

Han tra 1&i: 3/M12/2010 bao cdo kinh té

Pham Van LAm
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> Tao lgp bao cdo: Cho phép tao lap bao cao vin ban dén, vin ban di, bio céo st
dung chuong trinh, 1ap bdo cdo hoat dong cta chuyén vién, hoat dong chuyén vién

theo phong ban.

o Bé&o céo téng hop vin ban dén

NANG

2 8

Co quan Cé nhan
TTTH Vén ban dén

«

TTTH Van ban di

»

Tao lap bao cao

Van ban di

Bao cdo tinh hinh st dung
chureng trinh

Hoat ddng chuyén vién

Hoat ddng chuyén vién theo
phéng ban
¥

Bao cao tong hop

Nhét ky cong viéc ¥

[v Béo cdo van ban tra 1&i
[~ Béo céo van ban héi bao
I~ Bao céo theo loai van ban
[~ Béo cdo theo nei givi

Danh sach bao cdo:

(Ngdy dén) tir ngay- [01/01/2002

| dén ngay: [01/01/2002 |

® Bt trang in theo chidu doc © Bit trang in theo chiéu ngang

@ Hién thi tryc tiép © Microsoft Word

Chéap nhan

o Bé&o céo tong hop van ban di

2 8

Co quan Cédnhan
TTTH Vn ban dén

«

TTTH Vén ban di

»

Tao lap bao cao

Vin ban d&n

Van ban di
oaol (4]

aoca nh sl dung
churong trinh

Hoat ddng chuyén vién
Hoat ddng chuyén vién theo

phéng ban

¥

Bao céo téng hop

Nhét ky cong viéc ¥

[+ Bao cdo van ban tra 1&i

[~ Bao céo van ban héi bao

I~ Béao cao theo loai van ban

[~ Béo cédo theo nguéi ky

I~ Bao cao theo noi soan thao
I~ Béo cédo theo nguévi soan thao

Danh sach bao cdo:

tir ngay: |01/01/2002

= dén ngay: [01/01/2002 |

® Dat trang in theo chiéu doc © B3t trang in theo chiéu ngang

® Hién thi trwe tiép © Microsoft Word

Chép nhin

o Bao cdo tinh hinh s dung chuwong trinh

CHIFC NANG

2 8

Cr quan Canhan
TTTH Vn ban dén
TTTH Vin ban di
Tao lp bao cao
Wan ban dén

Wan ban di

# Bdo cao tinh hinh sik dung
\c‘_hucrng trinh

Hoat ddng chuyén vién

Hoat d6ng chuyén vién theo
phang ban

Bao cao tong hop

Nhat ky cong viéc

« o«

b

«

«

Lap bao cao tinh hinh sir dung chwweng trinh

¥ Vian ban dén [ Van ban di 7 Phidu yéu cdu [v Van ban du thao @ Hd so céng vide

@ Lia chon chuyénvién © Toan bé chuyén vién trong té chirc

Tir ngay: [01/01/2002

i

= dén ngay: (01012002 [

Chuyén vién:

® Hién thi tree tiép © Microsoft Word

Chép nhin
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o Hoat dong chuyén vién

CHUFC NANG Lap bao cao tinh hinh xi Iy toan bd vin ban trong co quan

“»
Co guan Cé nhdn

TTTH Vén ban dén

&
)

® Chiin khi cé di¥ liéu © Intoan b

TTTH Vén ban di ¥ & Lua chon chuyén vién © Toan bd chuyén vién trong td chirc

Tao lap bao cao R

Van ban dén Tir ngay: [01/01/2002 | dénngay: [01/01/2002 [

Van ban di BEd

Béo cdo finh hinh si dung Chuyén vién:
chugng trinh e

» ® Hién thi trwc tiép T Microsoft Ward
STA0Ng CHUYEr VI —

phéng ban Chap nhan

Bao cao téng hop

LAl 4

Nhét ky cong viéc
> B&o céo tong hep: Cho phép tao lap Bao cdo tong hop cong viéc da tiép nhan va
tham muu giai quyét theo phong ban, B&o céo tong hop cong viéc da tiép nhan va
tham muu giai quyét cua toan co quan theo ca nhan, Bao cdo tong hop cdng viéc
da tiép nhan va tham muu giai quyét theo phong — ca nhan, B4o céo tong hop cong

viéc da tiép nhan va tham muu giai quyét theo ca nhan.

CONG HOA XA HOI CHU NGHIA VIET NAM
Pic lap - T do - Hanh phiic

eeeeeenmnns, 1EAV 07 thedng 09 ndm 2012

KET QUA XU LY CONG VIEC TOAN CC QUAN, THEO CA NHAN
Tir ngay: 01/07/2012 Dén ngay: 07/09/2012

TT Ho va tén Di nhin Dans hfs r'l" lami e gthg I|" guﬂ ——— Chwmaxwly | D chuyén
Linh dao UBND tinh
1 |Pho cha tich 2 HEE 0 | o ] 0 | o ] 3 | 0
Linh dao VP UBND tinh
2 |Chanh vin phong I 0 | o ] 0 | o ] 0 | 1
Phong 1
3 |Trwémg phong 1 1 0 0 0 0 1 0
4 [Vin thw phong 1 1 1 0 0 0 0 0
Xi Quai Cang
5 |VT Quii Cang 1 0 0 0 0| 0 | 1

NGUOI TONG HQP

Chanh van phong

» Nhdt ky cong viéc: Liét ké cac thao tac trong ngay cua nguoi si dung chwong trinh
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(FC NANG

2 8

Cr quan Canhan
TTTH Vén ban dén

<«

TTTH Vén ban di
Tao lap bao cao
Bao céo tdng hop

»

Nhat ky cong viéc
Toan bd thao tictrong ngay
Thao tac trong ngay theo ngurdvi

Thao tac trong ngay theo loai

Toan b thao tic

Theo ngudi thao tac
Theo loaithao tac

¥da nhat ky congviéc

EIEE I I RAn Am RAE D R IS R DR RS R |

Ngay giv

06/09/2012 09:09:49 AM
06/09/2012 09:07:20 AM
05/09/2012 04:17:09 PM
05/09/2012 02:50:44 PM
05/09/2012 02:36:42 PM
05/09/2012 02:28:25 PM
05/09/2012 10:13:03 AM
05/09/2012 10:03:01 AM
05/09/2012 09:59:17 AM
05/09/2012 09:58:37 AM
05/09/2012 09:57:47 AM
05/09/2012 09:52:15 AM
05/09/2012 09:51:54 AM
05/09/2012 09:51:29 AM

| Ngwéri diang

Van thur Bd
Van thur B
Van thu B
Van thur Bd
Van thur B
Van thur Bd
Van thur Bd
Van thur B
Van thur Bd
Chanh van phang
Van thu B
Van thur Bd
Van thur Bd
Van thu B

vibo
vibo
vibo
vibo
vibo
vibo
vibo
vibo
vibo
op

vibo
vibo
vibo
vibo

| Tén hé théng | Thao tac

Cap nhat VB dén
Cép nhat VB dén
Cdp nhatvan ban di
Cap nhét VB dén
Tao méi VB dén
Tao méi VB dén
Tao méi VB dén
Xéa (cac) van ban dén
Cdap nhatVB dén
Chuyén xi¥ Ij

Tao méi VB dén
Cdap nhatVB dén
Cap nhat VB dén
Cép nhat VB dén

[« [«][=][][=][E]
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