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Tai liéu hwéng dan stie dung phan mém Quan ly Van ban va biéu hanh HueCIT-eDOC

1. GIQI THIEU
1.1. Muc dich

Tai liéu nham hwéng dan chi tiét cho ngudi st dung cach quan tri va st dung
cac chirc nang cta phan mém Quan ly Van ban va Biéu hanh (HueCIT-eDoc).

1.2. T6 chirc tai liéu
N6i dung chinh cua tai liéu dwoc té chire thanh cac phan chinh sau:

- Danh muc: Nhém céc chirc ndng vé dinh nghia cac dir liéu tir dién ding
chung, riéng ctia co quan don vi tham gia vao hé thong.

- Hé thong: Nhom cac chirc nang veé thiét 1ap, phan quyén clia hé thong,
giup hé thong chay dwgc chinh xac.

- Van ban dén: Nhom céac chirc ndng vé xt ly van ban dén cla co quan.
Thyc hién nghiép vu vao so va tra ctru khai thac théng tin van ban deéen.

- X ly cong viéc: Nhém cac chirc ndng vé xtr ly cac cong viéc lién quan
dén mot ca nhan. Tiép nhan cong viéc, giao, theo ddi, trao doi, phé duyét,
xac nhan van ban dy thao hay cdng viéc.

- Van ban di: Nhém céac chirc ndng vé xt ly van ban di ctia co’ quan. Thuc
hién nghiép vu vao so va tra ctru khai thac thoéng tin van ban di. Theo doi
théng tin hoi dap xt&r ly cia cac co quan nhan van ban.

- Hb so cong viéc: Nhém cac chire nang vé td chire xtr ly cac cong viéc theo
ho so/dw an, giup cho viéc gom cac céng viéc theo géc nhin hd so duoc
thuan tién hon. M6t cong viéc co the dwgec nam nhiéu hd so khac nhau.

- Tong quan, thong ké: Nhom cac chirc nang vé mét so liéu phan anh cac
vai tro tham gia diéu hanh, xt ly van ban va cong viéc. bwa ra cac bang
tong hop so lieu hay nhirng biéu vé thé hién trirc quan cac con so, twr do
giup ngudi dung dwa ra nhirng quyét dinh phu hep.

1.3. Béi twong, pham vi str dung

- D6i twong str dung: Tat ca can bd, cong chirc, vién chirc va ngudi lao

dong tai cac co quan nha nwéec tinh Thira Thién Hue.

- Pham vi str dung: Tai liéu nay dwoc ap dung cho hé théng Quan ly Van
ban va diéu hanh trien khai tai co quan nha nwéc tinh Thira Thién Hue.
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1.4. Thuat ngir, dinh nghia

M6 ta bang thuat ngr, dinh nghia dwadi day:

# | Viét tat Thuat ngip, dinh nghia
1. |VB&DPH |Van ban va diéu hanh
2. | YKCP Y kién chi dao

3. |CTH Chuwa thwe hién

4, |BTH Dang thyc hién

5 | HT Hoan thanh

6. | CXN Ch& xac nhan

7. |DH Dung han

8. |TH Tré han/qué han

9. |UBND Uy ban nhan dan

10. | VP Van phong

1.5. Gi&i thiéu vé phan mém

Phan mém Quan ly Van ban va biéu hanh dwoc xay dwng trén nén web. Day
la mét thanh phan cda hé théng théng tin phuc vu diéu hanh va quan ly clia
UBND tinh, VP UBND tinh, cac co quan s&, co quan cap huyén va cp xa.

Phan mém Quan Iy Van ban va Diéu hanh cé nhiém vu hé tro toan dién céng
tac diéu hanh cla lanh dao, cac hoat ddng tac nghiép ctia can bd, chuyén vién
tai VP UBND tinh va tai cac co quan s&, cap huyén va cap xa théng qua viéc
quan ly va theo d&i cac van ban di va van ban dén; x& ly van ban, x& ly cong
viéc théng qua hod so ¢dng viéc cua lanh dao, can bd, chuyén vién tai cac co
quan; cac trao dbi thong tin nodi bd, trao déi théng tin véi cac co quan, t chirc,
ca nhan trong va ngoai co quan.

Phan mém Quan ly Van ban va biéu hanh sé hoat déng trén mang dién réng
cta tinh, lién két cac co quan cap tinh, cap huyén va cap xa véi nhau trong viéc
glri/nhan cac van ban trén mang tin hoc dién réng.

Phan mém Quan ly Van ban va Diéu hanh bao gdm cac chirc nang chinh sau:

> Chirc ndng quéan ly cac van ban di/dén, thwc hién glri va nhan van ban
V@i cac co quan, to chwre, ca nhan bén ngoai théng qua dwd'ng mang.

> Chirc nang tao lap, quan ly, lwu tri, luan chuyén xt ly van ban va hd so
cOng viéc cua co quan théng qua mang ndi bo.

HueCIT
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> Churc ndng giadi quyét va theo ddi tién do giai quyét cong viéc.

Y

Churc nang theo déi, kiém tra, ddn dbc thwe hién cta lanh dao.

Y

Chtrc ndng kiém tra, soat xét nhiém vu can thwc hién cda cac chuyén
vién, cac phong ban chuyén mén.

Chtrc ndng hé tro cdng tac lwu trir hd so.
Cé&c chirc nang tra ctru, khai thac théng tin.

Y V VY

Chtrc ndng thdng ké va in &n béo céo.
» CAc chirc nang quan trj hé théng.

1.6. Y&u cau thiét bi dau cuéi

DPé van hanh 6n dinh cac chirc nang ciia phan mém, yéu cau thiét bj dau cudi
nhw sau:

- Hé diéu hanh: Window 7 tr& lén.
- Trinh duyét théng thudng:

o Edge: 12 tré 1én.
o Internet explorer: 10.

o Fire fox: 38 tr& 1én.
o Chrome: 45 tro 1én.
o Cbc cbc: 82 tr& lén.
o Opera: 30 tro 1én.
o Safari: 9 tr& Ién.

- Microsoft Word: 2010 tr& 1én.
- Microsoft .Net framework: 4.0 tr& 1én.
- Xem thém diéu kién hé tro ky sé & muc “Ky sb”.
1.7. Piém moi
Ghi nhan diém méi ctia phdn mém méi lan cap nhat, cap nhat co6 thé thém bét chire ndng,
thém bét nghiép vu, stra 16i va cai thién hiéu nang.
Cap nhat ngay 12/07/2019:

- B6 sung tuy chon c6 xac nhan hoan thanh céng viéc hay khéng (bd sung checkbox &
budc chuyén xt ly).
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o Néu khdng cé yéu cau xac nhan hoan thanh, khi x& Iy chinh b&o céo véi trang
thai hoan thanh, thi céng viéc chuyén sang trang thai Hoan thanh ludn khong
phai ch& xac nhan nira.

o CO6 chon yéu cau xac nhan hoan thanh, khi x& ly chinh bao céo véi trang thai
hoan thanh, thi céng viéc chuyén sang trang thai Ché xac nhan ctia ngudi giao.

o Tinh chét xt ly chinh b&o hoan thanh thi van kéo theo phdi hop hoan thanh, khi
do6 phu thudc vao c6 xac nhan hay khéng ma trang thai chuyén sang HOAN
THANH hay 1a CHO XAC NHAN, tinh chat cé tinh da cap theo cap giao viéc

B& sung xt ly 1-N cdng viéc y kién chi dao ctia van ban chi dao:

o Khi dw thdo van ban di tr cong viéc y kién chi dao dwoc giao, cé thé chon nhirng
y kién chi dao khac ciing van ban chi dao. Dén khi van ban dw thdo dwoc lanh
dao déng y va van thu vao sb phéat hanh, thi nhirng céng viéc y kién chi dao
dwoc chon lién quan sé& duwoc dong kéo theo (chuyén dén trang thai CHO XAC
NHAN).

B& sung nghiép vu xt& ly mét dw thdo van ban di cho nhiéu céng viéc ctia cac van ban
dén.
Stra |6i va cai thién hiéu nang.

Cap nhat ngay 12/07/2019:

B sung nghiép vu x& ly mét dw thao van ban di cho nhiéu céng viéc cla cac van ban
dén.
Stra 16i va cai thién hiéu nang.

Cap nhat ngay 01/11/2019:

B& sung xt ly nghiép vu kiém nhiém. Tuy theo vai trd dang dirng, dé x& ly cdng viéc
phu hop.

Nguwoi dw thao trinh van ban dy thao, nhwng nguwdi nhan trinh chwa coé x ly, thi ngudi
dw thdo c6 thé slra dw thdo (c6 thé chinh stra théng tin va file dinh kém cta van ban
dv thao).

Stra 16i va cai thién hiéu nang.

Cap nhat ngay 22/11/2019:

B& sung ghi nhat ky b&o céo khi quan ly/lanh dao phé duyét dw thao chuyén van thw.
Mé& chirc nang “Xem van ban trinh”.

M& chirc nang “Cap nhat y kién chi dao sau khi phat hanh van ban”.

B& chirc ndng x6a ddi van ban dén da vao sb.

B& sung trwéng ngudi thwre hién tham muwu giao viéc.

B& sung chirc ndng “Chinh stra trwc tuyén”, chi di v&i don vi cau hinh chinh stra.
Stra 16i va cai thién hiéu nang.
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Tai liéu hwéng dan stie dung phan mém Quan ly Van ban va biéu hanh HueCIT-eDOC

Cap nhat ngay 25/11/2019:

- Cho phép ngu®i nhan trinh dy thao, thém méi file dinh kém vao dw thao. (muc Xin'y
kién ban hanh).

- B6 sung mé dialog xem danh sach nhan sy dwoc phan quyén xem van ban dén. (muc
Toan b6 van ban dén, va cac noi khac cé xem théng tin van ban dén).

- B6 sung théng tin chuyé&n van ban du thdo ra van thw {Ngwdi chuyén, ngay chuyén,
ndi dung}. (muc Vao sb van ban di).

- Stra 16i va cdi thién hiéu nang.

Cap nhat ngay 29/11/2019:

- M& cho phép cdng viéc khdng c6 yéu ciu trd 1&i bang van ban dang & trang thai van
c6 thé thwe hién lwu tham khao.

- Ghi nhan nhat ky cho vai phdi hop khi xt ly chinh cudi cung thwe hién lwu tham khao.

- B6 sung chirc nang “Lwu theo déi”. (muc Lwu theo ddi).

- Stra 16i va cai thién hiéu nang.

Cap nhat ngay 13/12/2019:

- Ghi nhan quan ly qua trinh dinh kém file ctia dy thao ttr viéc dw thao va qua cac buwéc
trinh phé duyét. (muc Xem két qua b&o céo xr ly céng viéc).

- Chay nghiép vu ldy mau chiv ky s theo pham vi c& nhan hay co quan. (muc Vao sbé
van ban di).

- B sung vung tim kiém cho chirc nang trao di. (muc Trao ddi).

- Diéu chinh giao dién chirc nang “Xin y kién ban hanh” cta Ianh dao UBND tinh. (muc
Xin y kién ban hanh).

- Stra 16i va cai thién hiéu nang.

Cap nhat ngay 03/01/2020:
- B6 sung chirc nang bé tri hop. (muc B tri hop (giao dién Van phong)).
- Stra 16i va cai thién hiéu nang.

Cap nhat ngay 10/01/2020:

- B6 sung muc hwéng dan “SO DO QUY TRINH QUAN LY VAN BAN DEN, VAN BAN
bI”. (muc 3).
- Stra 16i va cai thién hiéu nang.

Cap nhat ngay 06/02/2020:

- Chinh stra muc huéng dan “TONG QUAN — THONG KE”.
- B6 sung muc hwéng dan “MOT SO TRUONG HOP XU LY MINH HOA”. (muc 4).
- Stra 16i va cdi thién hiéu nang.
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2. NOI DUNG
2.1. DANH MUC

Bao gébm cac chirc ndng dé gilp td chirc cAc danh muc sao cho thuan tién
cho qué trinh nhap van ban, giip hé thdng van hanh dwoc théng nhét, tranh
chdng chéo trong sir dung va khai thac dir liéu, gip cho viéc trao dbi van ban
gitra cac hé théng quan ly van ban va diéu hanh dwoc chinh xac.

DPiém cha y:
- Vé dir lieu co quan, phong ban va nhan sy dwoc khai thac t kho dir liéu
t& chirc hanh chinh cda hé théng diéu hanh tac nghiép da cép lién théng.
2.1.1. S6 van ban

Pay 1a danh muc dworc tao lap va dung riéng cho méi co’ quan, bao gém sb
van ban dén, s van ban di va s van ban dén xt ly hd so phuc vu lvu van ban
theo dang x& Iy hd so céng viéc. Tuy theo dac thu ciia mdi co' quan dé tao 1ap
cac s van ban phu hop.

Chwrc ndng quéan Iy sé van ban dwoc kich hoat tir trinh don chirc nang Thiét
lap/Sé van ban, véi giao dién thé hién nhw sau:
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QUAN LY SO VAN BAN
Tir khoa:
Nhap tir khoa tim kiém

Co quan/phéng ban:

Tatca v
Trang thai:
Tatca v

Tén s vén ban Co quan/don vi Loai van ban Trang thai Thao tac
1 sbsaoy Trung tdm Cong nghé théng tin tinh | S& VB di S dung (4
2 | sbvan ban di Trung tdm Cong nghé théng tin tinh | S& VB di S dung (4
3 s6van ban dén Trung tdm Céng nghé thdng tin inh | S& VB dén Sir dung (4
4 | sbxi¥ Iy hd so cdng viée Trung tdm Céng nghé thédng tin tinh | 6 VB dén S dung (4
5 Demo di Trung tdm Cong nghé théng tin tinh | S& VB di Sir dung (4

Téng sb: 6 n 2 Tép Cubi Hiénthi 5 |~

a. Thém maoi

Cac budéc thuwe hién:
1. Kich “Thém meoi” IEEEN, §& mé trang cap nhat s van ban.
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Cap nhat sé van ban

Tén s6 van ban:

Co quan/phéng ban:

Trung tam Céng nghé théng tin tinh v

Thir tw sap xép:

Loai 56 VB:

® s6 VB di O S6 VB dén
Trang thai:

@® sir dung O Khéng sir dung
56 mac dinh:

® s$6 mic dinh O Khéng

S0 van ban sao y:

@® s6 sao Y O Khéng

2. Vao dir liéu cho cac trwdng di liéu.

3. Kich “Lwu va déng’, dé Iwu va két thic qua trinh cap nhat.
4. Kich “Dong”, dé huay bo cap nhat va tré vé danh sach.

DPiém cha y:

- Trwong “Sé méc dinh”, dé& xac dinh ltc vao sé van ban chon sé van ban
nao nap mac dinh.

- Phan loai sb van ban 1a sb van ban dén thi cé tuy chon sé xt Iy hd so cong
viéc va S cac nhan/sé Iwu tham khao (khi van thw chon sé nay thi mac
dinh khéng cé ngudi trinh). Con la s van ban di, thi co tuy chon la Sé van
ban saoy.

H Uecn' TRUNG TAM CONG NGHE THONG TIN TINH THU'A THIEN HUE 8
Dia chi: 6 Lé Loi, thanh phé Hué. Website: www.huecit.vn
Dién thoai: (0234).3823650



Tai liéu hwéng dan stie dung phan mém Quan ly Van ban va biéu hanh HueCIT-eDOC

- Trwdng “Sé xr ly hd so cdng viéc”, dé ltc vao sé tw dong dbi véi cac cong
viéc dwoc co quan trén giao thi chon dung sé dé vao sb van ban dén lién
quan cho don vij dwoc giao.

- Chi cap nhat dwoc sb van ban clia co quan minh va co quan dwoc phan
coéng lam van thw. Déi véi tai khoan admin cla trang diéu hanh tac nghiép
thi cap nhat dwoc cho cac don vi str dung chung site.

- Khi khéng st dung sd nao do6 nira, thi chon trang thai khdng s dung
(khdng cho phép xd6a hang muc sé da tao, vi anh hwdng cac van ban da
vao sb trwde day).

- Dbi v&i loai sb van ban 1a van ban di, thi co tuy chon sb van ban sao y.

b. Hiéu chinh

Cac budéce thuwe hién:

1. Kich chon biéu twong thao tac stra [ ctia hang muc tr danh sach, dé mé
trang cap nhat s6 van ban cua hang muc twong rng.
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Cap nhat s6 van ban

Tén s6 vin ban:

$6 van ban dén
M6 ta:

56 dlung dé quan Iy théng tin vin ban dén cua co quan
Co quan/phong ban:

Trung tam Céng nghé théng tin tinh v

Thir tw sap xep: 1
Loai s6 VE:
(O s6VBdi ® s6 VB dén

Trang thai:
@® Sir dung O Khéng sir dung

50 méc dinh:

C 56 mic dinh ® Khéng
S0 XI¥ Iy ho so cong viéc:
() 86 xir Iy HSCV @ Khéng

$6 ¢a nhan, so lwu tham khao:
() $6 ¢a nhan, so6 lwu tham khao ® Khéng

2. Vao dir liéu cho cac trwdng di liéu.

3. Kich “Lwu va dong”, dé Iwu va két thlic qua trinh cap nhat.
4. Kich “Dong”, dé huay bd cap nhat va tré vé danh sach.

2.1.2. Loai van ban
Pay la danh muc dwoc tao lap va dwoc dung chung hay dung riéng trong hé

théng. Danh muc dwoc xay dwng theo quy dinh cta chinh pha, dwoc td chire
theo loai van ban quy pham phap luat hay van ban hanh chinh.
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Chtrc ndng quan ly loai van ban dwoc kich hoat t trinh don chirc ndng Thiét
lap/Loai van ban, véi giao dién thé hién nhw sau:

Tir khéa:
Ihap tir knoa fim kiém

Co quan/ phdng ban:

Trung tam Céng nghé théng tin tinh

Tén loai vdn ban

Tén
viét tat

s6 ngay xir Iy

Trang thai:

~| Slrdung

Nhém loai van ban

Co quan/ don vi

Trang thai

Thao tac

1 Lich
2 56 Bao cao
3 Chi thi

4 Ké hoach

5 S6 Cong van
6 Két qua

7 Nghi quyét

8 Két luan

9 Nghi dinh

10 Quyét dinh

CcT

KH

NG

ND

Qb

VB Hanh chinh

VB Hanh chinh

VB Hanh chinh

VB Hanh chinh

VB Hanh chinh

VB Hanh chinh

VB Hanh chinh

VB Hanh chinh

VB Hanh chinh

VB Hanh chinh

Trung tdm Céng nghé théng tin tinh
Trung tdm Céng nghé théng tin tinh
Trung tdm Cong nghé thong tin tinh
Trung tdm Céng nghé théng tin tinh
Trung tdm CAng nghé théng tin tinh
Trung tdm Céng nghé théng tin tinh
Trung tdm Cong nghé théng tin tinh
Trung tdm Cong nghé thong tin tinh
Trung tdm CAng nghé théng tin tinh

Trung tam Cong nghé thong tin tinh

Sl dung
Sir dung
St dung
Sir dung
Sir dung
Sl dung
Sir dung
Sir dung
Sir dung

Sl dung

®
®
(4
4
(4
®
®
(4
4
(4

Tdng 25 10 [~
a. Thém méoi
Cac buéc thwe hién:
1. Kich “Thém meoi” IEEEN, §& mé trang cap nhat loai van ban.
HUGCIT TRUNG TAM CONG NGHE THONG TIN TINH THU'A THIEN HUE 11
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Tai liéu hwéng dan sir dung phan mém Quan ly Van ban va Diéu hanh

Cap nhat loai van ban
Tén loai vin ban:

Tén viét tat:

SO ngay xi Iy:

Van ban hanh chinh/ QPPL
® vB @QPFL O VB Hanh chinh

Co quan/ phéng ban: Trang thai:

Trung tam Céng nghé théng tin tii |~| Sl dung

HueCIT-eDOC

2. Vao dir liéu cho cac trwdng dir liéu.

3. Kich “Lwu va déng”, dé lwu va két thac qua trinh cap nhat.

4. Kich “Déng”, dé khong cap nhat va tré vé danh sach.

DPiém cha y:

- Trwéng Tén viét tat, dé phuc vu tim kiém nhanh khi thao tac & nghiép vu.

b. Hiéu chinh

Cac buwéc thwe hién:

1. Kich chon biéu twong thao tac stra [ cta hang muc tr danh sach, dé mé

trang cap nhat loai van ban cua hang muc twong ng.

H ueCIT TRUNG TAM CONG NGHE THONG TIN TINH THU'A THIEN HUE
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Tai liéu hwéng dan sir dung phan mém Quan ly Van ban va Diéu hanh

HueCIT-eDOC

Cap nhat loai van ban

Tén loai vin ban:
K& hoach

Tén viét tat:
KH

SO ngay xr Iy:

]

Van ban hanh chinh/ QPPL
@® vB QPPL O VB Hanh chinh
Co quan/ phéng ban: Trang thai:

Trung tam Céng nghé théng tintil |~ || Sk dung

2. Kich chon hang muc tir danh séach.
3. Vao di¥ liéu cho cac trwvong div liéu.

4. Kich “Lwu va déng”, dé lwu va két thac qua trinh cap nhat.

5. Kich “Déng”, dé& hly bd cap nhat va tré vé danh sach.

2.1.3. Ky hiéu van ban

Pay la danh muc dworc tao 1ap va dung riéng cho moi co quan. Ty theo dac

thu ctia méi co’ quan dé tao lap cac ky hiéu van ban phu hop.

Chirc nang quan ly ky hiéu van ban dwgc kich hoat ttr trinh don chirc nang

Thiét 1ap/Ky hiéu van ban, v&i giao dién thé hién nhw sau:

=1 Uecn' TRUNG TAM CONG NGHE THONG TIN TINH THU'A THIEN HUE
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Tai liéu hwéng dan st dung phan mém Quan ly Van ban va Diéu hanh HueCIT-eDOC

Tir khoéa:
hap tlF khoa tim kié
Co quan/ phéng ban: Trang thai:
Trung tam Céng nghé théng tin tinh ~| | SlFdung ~

Co quan/ don vi Trang thai  Thao tac
1 CTr Trung tdm Cong nghé théng tin tinh Sir dung (4
2 | UBND-TTLT Trung tdm Cong nghé théng tin tinh SiF dung (4
3  BC Trung tdm Cong nghé théng tin tinh Sir dung (4
4 | UBND-CN Trung tdm Cong nghé théng tin tinh Sir dung (4
5 | UBND-KNTD Trung tdm Cong nghé théng tin tinh Sir dung (4
6 | 8Y Trung tdm Cong nghé théng tin tinh S dung (4
7 | UBND-XH Trung tdm Cong nghé théng tin tinh Sir dung (4
8 | CNTT-NCTK Trung tdm Cong nghé théng tin tinh Sir dung (4
9 | BC-VPUB Trung tdm Cong nghé théng tin tinh Sir dung (4
10 | BC-BBT Trung tdm Cong nghé théng tin tinh Sir dung (4

Tdng 153 10 [«

<< < 1 2 3 4 5 » ES2

a. Thém maoi

Cac buwéc thwe hién:
1. Kich “Thém méi” IEEEM, g& mé trang cap nhat ky hiéu van ban.

HUGCIT TRUNG TAM CONG NGHE THONG TIN TINH THU'A THIEN HUE 14
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Tai liéu hwéng dan sir dung phan mém Quan ly Van ban va Diéu hanh

Cap nhat ky hiéu van ban

Tén ky hiéu:

Co quan/ phéng ban: Trang thai:

Trung tam Céng nghé théng tin til |~ | | Sk dung

2. Vao dir liéu cho cac tredng di liéu.

3. Kich “Lwu va dong”, dé Iwu va két thlic qua trinh cap nhat.
4. Kich “Dong”, dé hay bo cap nhat va tré vé danh sach.

b. Hiéu chinh

Cac buwéc thwe hién:

HueCIT-eDOC

1. Kich chon biéu twong thao tac stra [ cta hang muc tr danh sach, dé mé
trang cap nhat ky hiéu van ban cda hang muc twong tng.

Cap nhat ky hiéu van ban

Tén ky hiéu:
CHNTT-NCTK
Co quan/ phéng ban: Trang thai:

Trung tam Céng nghé théng tin tii |~ || Sk dung

2. Vao dir liéu cho cac tredng di liéu.

3. Kich “Lwu” va dong, dé Iwu va két thic qua trinh cap nhat.
4. Kich “Dong”, dé hay bo cap nhat va tré vé danh sach.

H UeC"' TRUNG TAM CONG NGHE THONG TIN TINH THU'A THIEN HUE
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Tai liéu hwéng dan sir dung phan mém Quan ly Van ban va Diéu hanh HueCIT-eDOC

2.1.4. Linh vwc van ban
Pay la danh muc duoc tao 1ap va dwoc dung chung trong hé théng.

Chirc nang quan ly tén linh viec van ban dwoc kich hoat twr trinh don chirc
nang Thiét 1ap/Linh vwc van ban, v&i giao dién thé hién nhw sau:

Tir khoa:
Co quan/ phéng ban: Trang thai:
Van phéng UBND tinh ~| | Silrdung ~

Stt  Ténviéttit Tén linh vuc Co quan/ don vi Trang thai Thao tac
1 Hanh chinh Van phong UBND tinh Sir dung
2 Bién gidi Van phong UBND tinh Sir dung
3 Khoa hoc - Céng nghé Van phong UBND tinh Sir dung
4 Y té - Sirc khoé Van phong UBND tinh Sir dung
5 Lam nghiép-ndng nghiép Van phong UBND tinh St dung
6 Quy hoach - Kién tric Van phong UBND tinh St dung
7 Phap luat Van phong UBND tinh St dung
8 Xuét Nh&p Canh Van phong UBND tinh St dung
9 Thanh tra - Kiém tra Van phong UBND tinh St dung
10 Tham dinh gia Van phong UBND tinh St dung
Tong 104 10 [«
< = 1 2 3 4 5 = ES

a. Thém méei

Cac budc thwe hién:
1. Kich “Thém moi” BEEEEN, §& mé trang cap nhat Iinh v van ban.
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Tai liéu hwéng dan sir dung phan mém Quan ly Van ban va Diéu hanh

Form cap nhat

Tén linh vuwe:
Tén viét tat:

Co quan/ phéng ban: Trang thai:

Vin phéng UBND tinh ~| | Sirdung

2. Vao di¥ liéu cho cac trwong di ligu.
3. Kich “Lwu va déng”, dé lwu va két thic qua trinh cap nhat.
4. Kich “Dong”, dé hay bo cap nhat va tré vé danh sach.

b. Hiéu chinh

Cac budéc thuwe hién:

HueCIT-eDOC

1. Kich chon biéu twong thao tac stra L2 cGia hang muc tlr danh sach, dé mé

trang cap nhat linh virc van ban cua hang muc twong rng.

Form cap nhat

Tén linh vwe:
Khoa hoc - Céng nghé

Tén viét tat:

Co quan/ phong ban: Trang thai:

Vén phéng UBND tinh ~| | SlFdung v

2. Vao di¥ liéu cho cac trg’(‘)’ng di lieu.
3. Kich “Lwu va déng”, dé lwu va két thuc qua trinh cap nhat.
4. Kich “Doéng”, de huy bé cap nhat va tré vé danh sach.

HueCIT
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Tai liéu hwéng dan sir dung phan mém Quan ly Van ban va Diéu hanh HueCIT-eDOC

2.1.5. D6 mat

Pay la danh muc dwoc tao lap va dwoc ding chung trong hé thdng. Danh
muc duwgc xay dwng theo quy dinh cua chinh phu.

Chlrc nang quan ly d6 mat van ban dwoc kich hoat tir trinh don chirc nang
Thiét 1ap/Dd mat, véi giao dién thé hién nhw sau:

Bd mat
Cmemmo | e

Téng sb 4 L

g - Form chinh stra dé mét

D R
7 i a&: Tuyst mat
Trang thai- S&r dung Mic dd(")  Tuyét mat
Trang thai S dung ~

O mirc dd: Thwéng
Trang thai: Sir dung

O mire dé: Téi mat

Trang thai: Sr dung

a. Thém méei

Cac buwéc thwe hién:
1. Kich “Thém moi” IEEEN, §& mé trang cap nhat théng tin.

Form chinh stra do mét

Mirc d6()
Trang thai  Khong siF dung |~
2. Vao di¥ liéu cho cac trwdng dir liéu.

3. Kich “Luu”, dé Iwu va két thic qua trinh cap nhat.
4. Kich “Hay bé”, dé khdéng cap nhat va tré ve danh sach.

H Uecn' TRUNG TAM CONG NGHE THONG TIN TINH THU'A THIEN HUE 18
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b. Hiéu chinh

Cac buéc thuwe hién:

1. Kich chon hang muc t&r danh sach, dé¢ mé trang cap nhat théng tin cta
hang muc twong wng.

Form chinh stra dé mat

-

Mirc i Tuyét mat

Trang thai S dung w

2. Vao di¥ liéu 0[10 cac truvong dir liéu.
3. Kich “Lwu”, dé lwu va két thuc qua trinh cap nhat.
4. Kich “Huay bd”, dé khdong cap nhat va tré vé danh sach.

c. Xba

Cac buwéc thwe hién:
1. Kich chon cac hang muc tir danh sach.
2. Kich “Xéa”, dé mé ctra s6 xac nhan.

C6 mudn xda loai dd mat dang chon?

Cancel

3. Kich “OK”, dé xoa.
4. Kich “Cancel”, de hay bé thao tac xoa.

2.1.6. Mau chie ky

Pay 1a danh muc dwoc tao lap va dwoc ding riéng cho mdi co quan trong hé
thdng. Phuc vu dbi véi hoat déng ky sé clia ca nhan.

Churc nang quan Iy mau chir ky dwoc kich hoat tir trinh don chire nang Thiét
lap/M&u chir ky, v&i giao dién thé hién nhw sau:
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QUAN LY MAU CHUF KY

Xoa Thém méil hiéu chinh mau chir ky

Ceo quan, don vi

Liu
Trung tdm Cong nghé thong tin tinh ~
Co quan/ phong ban: | Trung tdm Cong nghé théng tin inh v
[J L& Quéc Thinh « PR
T - M hir k H - «
Trung tdm Cdng nghé théng tin tinh au chir ky cua | Lé Quoc Thinh - Igthinh._ttentt -
M&u chif ky- Ca nhan
Trang thai: S dung Tén miu chir ky: I KyCaNhan
[J Lé Vinh Chién Chir kj miu: Lipgl.png

/ M&u chir ky: C& nhan
. Trang thai: Sir dung
Browse... | No file selected.

. . R Miu chif ky mic dinh: @®La miu mic dinhCKhéng phai mau mic dinh
[J Nguyén Hoang Nguyén % R . z . z —
o e Mé&u chif ky cla co quan/don vi: @®M3u chik ky cla ca nhanOMAu chir ky cla co quan
=W Trung tdm C6ng nghé thdng tin tinh N £ ®si Olths - »
= MAu che ky: C4 nhan Trang thai: // $lr dungOKhéng s dung L
Trang thai: Sir dung / Ph I:
Phuc vu ky ca nhan uc vu ky co’ quan
Téng s6 3 5 |~

a. Thém méei

Cac buwéc thwe hién:
1. Kich “Thém moi” IEEEN, §& mé trang cap nhat théng tin.
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Thém méil hiéu chinh mau chir ky

Liru
Co quan/ phong ban: Trung tdm CHng nghé théng tin tinh -
Mau chir ky cua: L& Vinh Chién - lvchien tcntt v
Tén mau chi ky: L& Vinh Chién
Chir ky mau: lipal.png

Chon file

Mau chir ky méc dinh: @® La mau mic dinh O Khéng phai mau méc dinh
Mau chir ky cia cor ® M3iu chi¥ ky cGa ca nhan O Mau chir ky cha co quan
quan/den vi:
Trang thai: @® Sir dung O Khéng sir dung

2. Vao di¥ liéu cbo cac truvong dir liéu.
3. Kich “Lwu”, dé lwu va két thac qua trinh cap nhat.

DPiém cha y:

- M6t sb trwong hop 1anh dao co quan chuy&n mén, ding ky thira 18nh doi
v&i co quan hanh chinh. Nén phai chon dung co quan va ngw&i ky phu
hop.

- Nguoi dung dang dang nhap chi c6 thé thao tac véi mau chir ky co quan
cua minh.

- Quan trj trang diéu hanh tac nghiép c6 thé quan ly dwoc mau chir ky cla
cac co quan s dung chung trang, bang cach phan quyén thém thao tac
“Quéan ly mau chir ky cac cap’.

- Co quan nao ap hai chir ky tach biét (ca nhan + co quan), thi phai chon
pham vi mau chi ky ca nhan/co quan cho dung.

- Co quan nao chi 4p mét 1an ky cho ca ca nhan va co quan, thi phai chon
pham vi mau chir ky 1a cta co quan.

b. Hiéu chinh
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Cac budéce thuwe hién:
1. Kich chon hang muc tlr danh sach, d& mé trang cap nhat théng tin cla
hang muc twong ng.

Thém mé&il hiéu chinh mau chir ky

Lru

Co quan/ phong ban: Trung tdm Cdng nghé thong tin tinh v
Mau chie ky cua: L& Vinh Chién - Ivchien ttentt .
Tén mau chir ky: L& Vinh Chién

Chir kj mau: lLipal.png

Chon file

Mau chir ky mic dinh: ® La mau mic dinh O Khéng phai mau mic dinh

Mau chir ky cua co @® MAu chir ky cla ca nhan O MAu chir ky cla co quan
quan/don vi:

Trang thai: @® s dung O Khéng si¥ dung

2. Vao dir liéu cho cac truong dir liéu.
3. Kich “Lwu”, dé lwu va két thdc qua trinh cap nhat.

c. Xoa

Cac buwéc thwe hién:
1. Kich chon cac hang muc tir danh sach.
2. Kich “x6a” IS d& mé civa sb xac nhan.

XAac nhan

Ban cd chac chan mudn x6a cac mau chir ky nay khong?

3. Kich “Péng y”, dé xoa.
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4. Kich “Hay bd”, d& hiy bé thao tac xoa.
2.1.7. Nhém co’ quan

Pay 1a danh muc dwoc tao lap va dwoc ding riéng cho mdi co quan trong hé
théng. Phuc vu dbi véi hoat ddng dy thdo van ban va vao sbé van ban di.

Chirc nang Nhém co quan dwgc kich hoat tr trinh don chirc nang Thiét
lap/Nhém co quan, véi giao dién thé hién nhuv sau:

Di lieu cua co quan: Trung tdm Cong nghé théng tin tinh ~

Chon co quan, don vi: . .
Tén nhém co quan:

Trung tdm Céng nghé thong tin tin - |~

Cac cor quan thude nhém: 2
Tén nhém co quan: UBND cap huyén

Sap xép: 1
Tén nhém co quan: §¢, ban, nganh N

Trang thai: ® s dung O Khéng sir dung
Tén nhém co quan: nhém s&

(4]
<

Tong 56 3

a. Thém méei

Cac buwéc thwe hién:
1. Kich “Thém moi” IEEEN, §& mé trang cap nhat thong tin.

D lieu cua co quan: Trung tdm Céng nghé thdng tin tinh ~
Tén nhém co quan:

Cac co quan thudc nhém: I
Sap xép: ’

Trang thai: ® sir dung O Khéng st dung

LiFu

2. Vao di liéu cho cac trwong dir liéu.
3. Kich “Lwu”, dé lwu va két thuc qua trinh cap nhat.
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b. Hiéu chinh

Cac budc thwe hién:
1. Kich chon hang muc tlr danh sach, d& mé trang cap nhat théng tin cla
hang muc twong ng.

DU lieu cua co quan: Trung tdm Céng nghé théng tin tinh ~

Tén nhém co quan: UBND Cép huyén

Cac co quan thuoe nhom: x UBND huyén A Ledi | * UBND huy&n Nam Béng

» UBMND huyé&n Phong Dién % UBND huyén Phu Loc
= UBND huyén Phu Vang » UBND huyén Quang Dién

x UBND thanh ph6 Hué | = UBND thi x3 Hrong Thiy

= UBND thi xa Hrong Tra

sap xép:

Jo

Trang thai: ® sir dung O Khéng sir dung

2. Vao di¥ liéu cho cac treong dir ligu.
3. Kich “Lwu”, @& lwu va két thic qua trinh cap nhat.
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2.2. THIET LAP, CAU HINH

Nhém céc chirc ndng vé thiét 1ap, phan quyén cua hé théng, giup hé théng
kh&i tao cac théng sb ban dau, xac 1ap cac dir liéu méac dinh, gitp cho hé théng
hoat déng dwoc chinh xac.

C6 cac dir liéu dworc thiét 1ap dé dung chung trong toan hé thdng, cac di liéu
dwore 1ap chi tac déng & pham vi mdi co quan.

2.2.1. Thao tac

Pay la danh muc dwoc tao 1ap va dwoc dung chung trong hé théng. Danh
muc dwoc xay dwng dé phuc vu vao viéc phan quyén thao tac trén cac giao
dién. Pay la danh muc hé thdng quan trong, nén chi dwoc quan ly béi quan tri
hé thdng cla hé thdng nay.

Chtrc ndng quan ly thao tac dwoc kich hoat tir trinh don chirc nang Thiét
lap/Thao tac, v&i giao dién thé hién nhw sau:

QUAN LY THAO TAC

Chinh stra thao tac
Téngsé1s==n 2 3 > » |5|v
"~

| Tén thao tac I
Tén thao tac: Bdng y

M6 ta- BAng ¥ cho Iy lai, thu hdi, cAp nhat, M3 dinh danh thao tac I

M6 ta
O
Tén thao tac: Khdng dong y
M ta: Khéng ddng v cho Idy lai, thu héi, cap
nhat,...

|

Tén thao tac: Quan Iy chif ky cac cap
M6 tA: Quan Iy mAu chiF ky co quan cép dwdi

a. Thém méi

Cac buwdc thwe hién:
1. Kich “Thém méi” BEEEEN, g& mé trang cap nhat thong tin.
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Chinh stra thao tic

Tén thao tac I
M3 dinh danh thao tac I

Mé ta

Lou
2. Vao di¥ liéu cho cac treong di liéu.
3. Kich “Lwu”, dé lwu va két thuc qua trinh cap nhat.
4. Kich “Hay bé”, dé khdéng cap nhat va tré veé danh sach.
DPiém cha y:

- Trwerng Ma dinh danh sé dwoc can cir dé thwe hién phan quyén, nén cap
nhat chinh xac theo quy dinh cta hé théng.

b. Hiéu chinh

Cac budéce thuwe hién:
1. Kich chon hang muc tlr danh sach, d& mé trang cap nhat théng tin cla
hang muc twong ng.

Chinh stra thao tic
Ten thao tac I Thém mdri
M4 dinh danh thao tac I ThemMoi

Mo ta Thém mdi die thao, van ban dén, vin ban di, cong viéc

2. Vao di liéu cho cac trwong dir liéu.

3. Kich “Lwu”, dé lwu va két thuc qua trinh cap nhat.

4. Kich “Xéa”, de x@a hang muc dang thao té‘c.

5. Kich “Huy bd”, dé khéng cap nhat va tré vé danh sach.
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2.2.2. Chirc nang hé théng

HueCIT-eDOC

Pay la danh muc dworc tao lap va ding riéng cho mdi co quan. Ty theo dac
thi ca méi co quan dé tao lap cac chirc nang cho phu hop. Méi chirc nang sé
cho phép st dung dwoc cac thao tac nao, ngudi dung nao.

Chtrc ndng quan ly chirc nang hé théng dwoc kich hoat tir trinh don chirc
nang Thiét 1ap/Chirc nang hé théng, véi giao dién thé hién nhuw sau:

QUAN LY CHU'C NANG:
Tir khoa Q 0\1-
Chinh stka chire ning
Téng s6 57 5 v

< <23>>>

Thém moi Xoa

Tén chirc nang

M3 chirc nang

O

Tén chifc nang: Cau hinh lich [am viéc Tén I6p CSS

M6 ta:

Trang thai- StF dung Anh icon
Mé ta

O

Tén chic nang: CAu hinh nguoi dai dién
nhén van ban

M6 ta:

Trang thai: St dung

Chirc ndng cip cha

Thir ty sdp xép

Trang thai
Dﬁ I Ao s .z Loai lién két
Tén chirc nang: Cau hinh van thir vao so )
Mé &

Trang thai- St dung Thao tac ho tro

O

Tén chirc ndng: Ché xac nhan
M6 t&:

Trang thai- St dung

O

Tén chirc ndng: Chira thirc hién
MG ta:

Trang thai: St dung

a. Thém méi

Cac budc thwe hién:

Chon file

Khéng co cdp cha +

® skdung O Khéng si¥ dung

O Khéng O url O Trang ndi bo

0 M@ lign két & clra sO trinh duyét mai?
[ Xem danh sach

L1 Thém méi

[ chinh sira

O Lwu

[ xéa

(] cap nhat trang thai

[ Nhan van ban tir server

O panh dau van ban dén di vao sbé

[ Gl vin ban aua mana

1. Kich “Thém méi” BEEEEN, g& mé trang cap nhat thong tin.
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Chinh st¥a chure néng

Tén chire nang

M43 chirc nang

Tén Iop CSS
Anhicon

M6 ta

Chirc nang cap cha
Thir tw sap xép

Trang thai

Loai lién két

Thao tac ho tro

Browse... | Mo file selected.

Khiing cd cap cha -

® sirdung O Khong siF dung

O Khéng O urd O Trang ndi bd

(I Mé& lién két & clra 56 trinh duyé&t mai?
(1 Xem danh sach

] Thém méi

[ chinh sira

(I Lwu

[ Xoa

[ cap nhat trang thai

[J Nhan van ban tir server

L] Panh dau vin ban dén di vao sb
[ Gi van ban qua mang

O] chuyén xi 1y

] Ky ban hanh

1 pong bd co quan lién théng

[] Lién théng

] Hay lién théng

[lvao so

2. Vao dir liéu cho cac trwdng di liéu.

3. Kich “Luu”, dé lwu va két thic qua trinh cap nhat.
4. Kich “Huay bd”, dé khdong cap nhat va tré vé danh sach.

Piém cha y:

HueCIT-eDOC

- Trwerng Chire ndng cap cha, dé xac dinh theo nhém chirc ndng cap 1. Mot

s6 chirc nang dwoc gdp chung & nhdm chirc nang cap 1.
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- Trwdng Loai lién két, dé xac dinh chirc nang dang thao tac cé lién két dén
trang web bé&n ngoai hay mét trang thanh phan trong hé théng nao hay
khéng lién két dén trang nao. Khi chon:

o URL thi mét 6 nhap cho phép cap nhat vao dia chi cu thé.
Loai lién két O Khéng @ url O Trang ndi bo

Dia chi lien ket hittp-//

o Trang ndi bd thi mét danh sach cac trang ndi bd thé hién dé cho phép

chon.
Loai lién két O Knéng O Ul ® Trang ndi bd
Trang lien ket Theo ddi, x& Iy hd so mot clra a

...... Chwrong trinh cong tac

Thao tic hétro Bao cao cong tac

Theo ddi, x(F Iy hd so mot clra

Theo ddi y kién chi dao va ban hanh van ban

Thong ké don thir va khiéu nai o cdo

Quan Iy van ban va diéu hanh
L
- Menu chirc nang sé lién két dén moét trang web néu cé, va médi trang sé
gan két véi md-dun nghiép vu cu thé va cac thao tac cu thé, nhw: Chuyén
Xt 1y, 1ap dw théo, ... D& cho phép chirc ndng nao thuc hién dwoc cac thao
tac ndo, can phai chon & danh sach thao tac hé tro.

b. Hiéu chinh

Cac buwéc thwe hién:
1. Kich chon hang muc tir danh sach, dé mé& trang cap nhat théng tin cta
hang muc twong ng.
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Chinh stra chire ning
Tén chirc nang I Chira thige hién
Ma chire nang I CV.ChuaThucHien
Tén lop CSS
Anhicon Browse... | No file selected.
M ta

Chirc nang cap cha Cong viéc cla toi ~

Thir tw sap xép 1

Trang thai O slrdung ® Khéng siF dung
Loai lién két O Khéng O Ul @ Trang ndi bd

Trang lien ket H& so céng viéc v

L1 mé& lign két & clra 56 trinh duyét mai?
Thao tac ho trg (] Xem danh sach
[ Thém méi
[ chinh sira
(I Leu
[ Xéa
O cap nhat trang thai
[] Nhan vian ban tir server
(] Danh diu vin ban dén di vao sb
[ Giri vén ban qua mang
[ chuyén xir ly
1 Ky ban hanh
0 péng bd co quan lién théng
(] Lién théng
[ Hay lién théng
[Ivao sb
2. Vao dir liéu cho cac trwdng dir liéu.
3. Kich “Lwu”, dé& lwu va két thac qué trinh cap nhat.
4. Kich “Hiy bd”, d& khéng cap nhat va tré vé danh sach.

c. Xba

Cac buwdc thwe hién:
1. Kich chon cac hang muc ttr danh sach.
2. Kich “Xoa” IEEM, 3& mé& clra sb xac nhan.
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Cé mudn xda chirc nang dang chon?

Cancel

3. Kich “OK”, dé xoéa.
4. Kich “Cancel”, dé huy bé thao tac xoa.

d. Sao chép mau

Truwéng hop bat dau tao 1ap danh muc chirc ndng, néu chwa cé hang muc
nao, thi hé thdng cho phép sao chép mau tir trang mau (trang dwoc ciu hinh
lAy m4u). Khi chwa cé hang muc nao, trén danh sach xuét hién nit [énh Sao
chép mau.

Cac buwéc thwe hién:

1. Kich “Sao chép mau”, dé thwc hién lay cac hang muc mau tir trang mau.

2. Sau khi thyc hién xong, cac hang muc menu chic nang duwgc nap Ién.
Vao di¥ liéu cho cac trwdong dir liéu.

3. Céc thao tac cap nhat tiép theo nhw trworng hop hiéu chinh.

QUANLY CHUC NANG

DA copy 73 chiFc nang ti¥ co quan mau

Tir khoa Q Y

Chinh stra chirc ndng

o
<

Téng s6 73

<L & n 23 = ==
Tén chirc nang
Thém méi Xoa

Ma chirc nang

= |

Tén chifc nang: Chura thire hién Tén I6p CSS
M5 ta:
Trang thai: St dung Anh icon Browse... | Mo file selected.
M6 ta
O
Tén chifFc ndng: Phong Nghién ciru Phat trién Chirc ning cap cha Knong c6 cAp cha ~
du lich
M6 ta: Thie ty s3p xép
Trang thai: Sir dung N
Trang thai ® sirdung O Khéng siF dung
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2.2.3. Vaitro

Pay la danh muc dworc tao lap va ding riéng cho mdi co quan. Ty theo dac
thi ca méi co quan dé tao 1ap céac vai trd cho phu hop.

Chlrc ndng quan ly vai trd hé théng dworc kich hoat tir trinh don chirc ndng
Thiét 1ap/Vai tro hé théng, véi giao dién thé hién nhu sau:

Thém méi Xba

[ Tén vai ird: Administrators Chinh stra vai rd
M6 ta: Administrators of this Website

Tén vai tro I
] Tén vai trd: Registered Users
M6 ti: Registered Users Ma vai trd I
. M6 ta
[] Tén vai tro: Subscribers
M6 t& A public role for site Trang thai
subscriptions '
[ Tén vai trd: Unverified Users
Mé ta: Unverified Users

[ Tén vai tro: Bien tap vien
WM& ta: Bign tap vién

a. Thém mée&i

Cac budc thwe hién:
1. Kich “Thém moi” IEEEN, §& mé trang cap nhat thong tin.

Chinh stka vai trd

Tén vai tro I
Ma vai tro I
Mé ta

Trang thai

2. Vao dir liéu cho cac trvong dir liéu.
3. Kich “Lwu”, dé lwu va ket thdc qua trinh cap nhat.
4. Kich “Hay bé”, dé khdéng cap nhat va tré ve danh sach.
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b. Hiéu chinh

Cac buéc thuwe hién:
1. Kich chon hang muc ttr danh sach, d& mé trang cap nhat théng ti cia hang
muc twong &ng.

Chinh stra vai tro

Tén vai tré I hscv_Van thie co quan

Ma vai tré I VAN_THU_CO_QUAN

Mé ta Wai trd Van thir cor quan thudec PMHSCV
Trang thai

2. Vao di¥ liéu cbo cac truvong dir liéu.
3. Kich “Lwu”, dé lwu va két thuc qua trinh cap nhat.
4. Kich “Hay bé”, dé khdéng cap nhat va tré veé danh sach.

c. X6a

Cac buwéc thwe hién:
1. Kich chon cac hang muc tr danh sach.
2. Kich “Xoa” HEEM | 3& m& clra sb xac nhan.

C& mudn x6a vai tré dang chon?

Cancel

3. Kich “OK”, dé xoa.
4. Kich “Cancel”, dé hay bé thao tac xoa.
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2.2.4. Phan quyeén vai tro

Chtrc ndng cho phép thyc hién phan quyén theo vai tro. Vai trd dwoc tao 1ap
tor chirc ndng quan ly vai trd. Di v&i vai trd Administrator 1a ¢6 toan quyén, nén
khéng phai phan quyén cho vai trd nay.

Chwrc nang phan quyén vai trd dwoc kich hoat tir trinh don chirc ndng Thiét
lap/Phan quyén vai tro, v&i giao dién thé hién nhw sau:

PHAN QUYEN VAl TRO HE THONG

Danh sach vai tro

E! X Lién két Chire nang véi Vai tro
Tén vai trd” bpmEmployees
M ta: *Can b, cng chirc, vién chirc

va ngurdi lac don & itro

g ong Tén vai tro ppmEmployees |«
]
Tén vai trd: bpmHelpDesk Chon chire ndng (1 céng viéc cia téi

MG ta: =Van thi ] chon tit ca [1 ché xac nhan

O

Tén vai trd- bpmLeaders
Mé ta: **Lanh dao co quan

Thaotac: [ Xem danh sach
[ chura thue hién

Thaotac: [ xemdanh sach [J Chuyén xir Iy

|
[ Duyét phan céng

Tén vai tro: bpmManagers
M& t3: **Quan Iy phong ban
Thaotac: [ xem danh sach [ Chuyén xir Iy
O [1 Trac déi
Tén vai tro: Registered Users
M t3° Registered Users Thaotac: [ Xem danh séch
[ Xin y Kién ban hanh

O
Tén vai trd- Subscribers Thaotac: [ Xem danh sach
WM& ta: A pub\lc role for site ] Hwérng din sir dung (chura €6)
subscriptions ’

I Thém méi
O [1céng viéc

Tén vai tro: Unverified Users
M6 t&: Unverified Users

Thaotac: [ Luu

[JHé so

Thaotac: [ Luu
[1van ban dy thac

Thaotac: [ Luu

Cac buwéec thye hién:

1. Kich chon vai trd can thao tac tr danh séach.

2. Banh d4u chon chirc nang duoc phép thao tac & vung phai.
3. Kich “Lwu”, dé thwc hién cap nhat phan quyen

4. Kich “Hiy bd”, dé thwe hién hdy bd phan quyén.

H Uecn' TRUNG TAM CONG NGHE THONG TIN TINH THUA THIEN HUE 34
Dia chi: 6 Lé Loi, thanh phé Hué. Website: www.huecit.vn
Dién thoai: (0234).3823650



Tai liéu hwéng dan stie dung phan mém Quan ly Van ban va biéu hanh HueCIT-eDOC

DPiém cha y:
- Tuy vao chirc ndng sé c6 thém céac thao tac gi. Hoat ddng phan quyén
theo chirc nang, déng thdi cho phép chon phan quyén trén thao tac ludn.

2.2.5. Phan quyén ngw®i ding

Chtrc nang cho phép thye hién phan quyén theo ngwdi dung. Mot ngudi dung
dwoc phan quyén theo vai trd nao va déng théi phan quyén theo chirc ndng
nao.

Chtrc nang phan quyén nguwdi dung dwoc kich hoat tir trinh don chirc nang
Thiét 1ap/Phan quyén nguoi dung, véi giao dién thé hién nhw sau:

PHAN QUYEN NGU'O1DUNG
Chon don vi-

S& Tal nguyén va Mo trirdng M

Danh sach ngwei ding
Chon tlr danh sach:
Nguyén Van Ngoc v L -
Chinh stra lién két nguwoi dung véi vai tro va chire nang
Téng 56 75 5 v Tén ngwéi ding

< <f45>> Nguy&n Van Ngoc

Tén ngudi diing: Nguyén Vin Ngoc
Tén tai khodn: nvngoc.stnmt Chon vai tro [] Administrators

. . Registered Users
0O [J chon tatea
- L P . i
Tén ngurdi ding: L& Ba Phiic & subscribers
Tén tai khoan- Ibphuc_stnmt U unverified Users
[J bpmHelpDesk
O ] bpmEmployees
Té&n ngurdi ding: Tén NiF Hiép Hoa

o . [J bpmManagers
Tén tai khodn: tnhhoa stnmt

bpmLeaders
O

Tén ngwdi ding: Phan Thai

Tén tai khoan: pthai.stnmt —

O
Tén ngwdi ding: Binh Nhwr Khanh

Tén tai khodn: dnkhanh stnmt

Cac buwéec thyee hién:

1. Kich chon ngwéi ding can thao tac tir danh séach.

2. Banh dau chon vai trd dwoc phép thao tac & viing phai.
3. Kich “Lwu”, dé thuwc hién cap nhat phan quyén.

4. Kich “Hay bd”, dé thwe hién hay bd phan quyén.
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DPiém cha y:

- C6 thé chon nguoi dung théng qua ving loc & trén.

- Ngoai thwc hién phan quyén ngudi ding theo vai trd & trén, co thé thuc
hién phan quyén theo chirc ndng, bang cach chon tab Thém chirc ndng
riéng, vao thao tac nhuw & muc phan quyén vai trd. Cac hang muc khéng
cho phép twong tac la do da dwoc xac lap tw vai trdo da chon trwéec.

Tén ngwoi diing

Nguyeén Van Ngoc

Céng viéc cla tdi

Hwéng din st dung (chwa cd)

Thém mei

I Heé se

Thaotac: [ Lwu
[1van ban dw thao

Thaotac: [ Lwu
[ Thiét 1ap

[J €au hinh van thw vao so

Thaotac: [ Xemdanh sach [J Thémméi (] Chinhstra [ Leu [ Xéa
(1 ché dé giao dién (chwa cé)

Thaotac: [ Xem danh sach
[J chirc ning hé théng

Thaotac: [ Xemdanhsach [ Thémméai (I chinhsra O Lru [J X6a
[J co quan lién théng 4 cap

Thaotac: [J Bdng bd co quan lién thang
] 26 khan (chwa co)

Thaotac: [ Xemdanhsach O Thémmei O Chinhsra [ Liru [ Xoa
(1 9é mat
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2.2.6. Cau hinh van thw vao soé

Chtrc ndng cho phép thwc hién cau hinh van thw vao sé, dé xac dinh van thw
vao sb cho co guan nao, van thw nao mac dinh, hay xac dinh van ban cua cac
co quan nao khéng phai van thw vao sb.

Chtrc nang ciu hinh van thw vao sé dworc kich hoat tr trinh don chirc nang
Thiét 1ap/C4u hinh van thu vao sb, v&i giao dién thé hién nhw sau:

CAU HIiNH VAN THUF CO QUAN

Sira Xoa Chinh stra ciu hinh vin thw co’ quan

Cai Thi Dung Tén van thw: VP.Cai Thi Dung -
Ho tén van thie: Cai Thi Dung

oz i Danh sach co quan dwoe  Tén cor quan VT mac dinh
Vao so co quan: han céng viao sé: 5 0 Lo Xoa
~ UBND huyén Ph Loc P . UBND huyé&n Phi Loc ’
Van phong HDND va UBND Xoéa

- Wan phong HBND va UBND (Van thrr mac dinh)
UBND huyén Pha Loc = [ VT mic dinhThém

[ L& Hong Son Danh siach Co quan trong
Ho tén van thu: L& Hong Son tinh ma van thw khéng
Vo sb co quan: phai vio 6 vin ban dén:

- UBND huyén Phi Ldc (Van thre mac dinh)
~ V3N phéng HBND va UBND huyén Phi Loc Yran CEeTyim?

Danh sach Ce quan lién
théong ma van thw khéng

[ L& Thi Quynh Tran L e Lo
Ly g phai vao 06 van ban dén:

Ho tén van thir: L& Thi Quynh Trang

Vao 50 o' quan: Chon CQ lién thng

- Phong Y t& huyén Phi Lic (Van thir mac dinh)
POLGRTNTINANTIUY o L r o o g r o p b0 5t o o Jo o0 p o pord s g sfossnd s s fo g p b B P fs o o ey 0
a. Thém méi

Cac buwéc thwe hién:
1. Kich “Them moi” IEEEEM | 98 mé trang cap nhat thong tin.

H UeC"' TRUNG TAM CONG NGHE THONG TIN TINH THU'A THIEN HUE 37
Dia chi: 6 Lé Loi, thanh phé Hué. Website: www.huecit.vn
Dién thoai: (0234).3823650



Tai liéu hwéng dan sir dung phan mém Quan ly Van ban va Diéu hanh

Chinh stra cau hinh van thw co quan

Ten van thw: VP.C4i Thi Dung
Danh sach co quan dwoe  Tén co’ quan VT mac dinh
phan céng vao so: UBND huyén Pha Loc

WVan phong HEIND va UBND

UBND huyén Phi Léc = ] VT mac dinhhsthém

Danh sach Cor quan trong
tinh ma vian thw khéng
phai vao s6 vin ban dén:

Chon CQ trong tinh

Danh sach Cor quan lién
thdng ma van thw khéng
phai vao s6 vin ban dén:

Chon CQ lién thiing

Chon van thu tir combobox.
Chon co quan tir danh sach.
Kich “Thém”, d& thém co quan duwoc chon.
Chon VT mac dinh néu can.

oghwn

thdng. Chon thdng qua ctra sé chon co quan.

7. Kich “Lwu”, dé cap nhat thong tin cau hinh van thu.
8. Kich “Huy bd”, dé khéng cap nhat cau hinh van thuw.

DPiém cha y:

HueCIT-eDOC

Chon co quan trong tinh néu can. Tuwong tw dbi véi chon co quan lién

- Danh sach co quan la tuy thudéc vao ngw&i dang nhap. Luc d6 xac nhan
dwoc co quan minh dang dirng va co quan cap cha cung trang PHTN.

- Ctra s6 chon co quan:

H ueCIT TRUNG TAM CONG NGHE THONG TIN TINH THU'A THIEN HUE
Dia chi: 6 Lé Loi, thanh phé Hué. Website: www.huecit.vn

Dién thoai: (0234).3823650

38



Tai liéu hwéng dan sir dung phan mém Quan ly Van ban va Diéu hanh HueCIT-eDOC

@ phulocthuathienhue.egov.vn/DesktophModules/Ph s D 1:? =

HOP THOAI CHON CO QUAN TRONG TiINH

_J Cay don vi ~
||| Tinh Thira Thién Hué
_J UBMD huyén, thi x&, thanh pho
; [ 1.l UBND huyé&n A LIFGi
- []/.] UBND huyén Nam Béng
- [[]/.] UBND huyén Pha Loc
- []/.] UBND huyén Quang Dién
- []/.] UBND thanh phd Hué
- []/.] UBND thi x& Hrrong Thay
- []/.] UBND thi x& Hurrong Tra
-~ [[]/.] UBND huyén Phong Dién
- [[]1.] UBND huyén Phd Vang
_J Co quan chuyén mén thudc UBND tinh
.| Bon vi siF nghiép thudc UBND tinh hd

Cor quan dwrgic chon

UBMND huyén A Lwedi
UBND huyén Nam Bdng
UBND huyén Quang Dién

b. Hiéu chinh

Cac budc thwe hién:

1. Kich chon hang muc tr danh sach.

2. Vao dir liéu cho cac trvdng nhu tredng hop thém maoi.
3. Kich “Lwu”, d& cap nhat théng tin cau hinh van thw.

4. Kich “Huay bd”, dé& khéng cap nhat cu hinh van thw.

c. Xoa

Cac buwdc thwe hién:
1. Kich chon cac hang muc ttr danh sach.
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2. Kich “X6a” IEM d& m& civra s& xac nhan.

C4 mudn xda chire ning van thur cla nhan vién dang chon?

Cancel

3. Kich “OK”, dé xoéa.
4. Kich “Cancel”, dé huy bé thao tac xoa.

2.2.7. Ngwei dai dién nhan van ban

Chtrc ndng cho phép thuc hién cau hinh nguoi dai dién nhan van ban, nguoi
nguw®i mac dinh dwoc chon dé trinh xr ly van ban dén.

Chtrc ndng clu hinh ngwdi dai dién nhan van ban dwoc kich hoat ti trinh
don chirc nang Thiét 1ap/Nguwoi dai dién nhan van ban, véi giao dién thé hién
nhw sau:
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CAU HINH NGLFO1 BAI DIEN

Chu y: Cac dia chi email, s6 dién thoai di déng nhap phan cich béi diu ;
3 . Co quan: N
Chon co quan, don vi: S& Dulich |+~ q 50 Du lich v

Ngwoi dai dign: L& Hiku Minh 1
Tén co quan: $& Du lich
Tén Ngw&i dai dién: Lé Hiru Minh Email dai dién dé bao

¢6 vin ban dén:

$6 dién thoai di déng

dé nhin tin bao co vin

ban dén:

Email dai dién dé bao

c6 giao viéc tir cap trén:

56 dién thoai di déng
dé nhin tin bao c6 giao
viéc tir cap trén:

Email dai dién dé bao
ne viéc:

$6 dién thoai di déng

dé nhan tin bao ng
viéc:

ctm p!"Ep €O’ quan xem * Trung tAm Thong tin xic tién du lich
van ban:

Théng tin cau hinh cac nhian & form In phiéu xi Ij vin ban
Tén co' quan chi quan: Uy ban nhan dan tinh

Tén co quan: s& Du lich

Nhin cho cét s6 1:
Nhin cho cét 6 2:
Nhin cho cét 6 3:

Théng tin ¢au hinh brand dé gi tin nhin SMS

Tén dédng nhap dé gii
SMS:

M3t khiu ding nhap dé
glri SMS:

Brand ID:

Théng tin ciu hinh dé g&i email

Smtp Server:

Tén diang nhap Smtp
Server:

M3t khau dang nhap
Smtp Server:

Str dung SMTP SSL:

Luwru

® Khéng O cé

n
<

Téng s6 1

a. Thém

Cac buwdc thwe hién:
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W=

Kich “Thém moi” IEEEEM . d& mé trang cap nhat thong tin.

Vao di¥ liéu cho cac trwdng dir liéu.

Kich “Lwu”, d& cap nhat ngudi dai dién. Néu da cé ciu hinh ngudi dai dién
cta co quan rdi thi nhan dwoc théng bao “<Tén co quan> da cau hinh
nguw®i dai dién nhan van ban/céng viéc la <Tén nguwoi dai dién”,

DPiém cha y:

Ngoai viéc cau hinh théng tin ngwdi dai dién, c6 thé ciu hinh thém céac
thdng tin khac, nhw: Sé dién thoai, dia chi thw dién tlr va théng tin ciu hinh
cac nhan & form In phiéu x& ly van ban.

Co quan c6 chia s& CSDL van ban dén/di v&i co quan khac, tai truéng
thdng tin “Cho phép co’ quan xem van ban”, tién hanh chon co quan dwoc
cho phép xem. Viéc chon cé thé g6 tim truc tiép hay cé thé chon qua ctra
sb chon co quan. Sau khi ciu hinh thanh céng, thi cac don vi dwoc chon
& trwdng thdng tin nay, cé thé khai thac dwoc di liéu van ban dén/di cla
co quan chon cau hinh, tai cc chirc nang tra ciru van ban dén/di, tim kiém
van ban dén/di.

b. Chinh stra

Cac buwéc thwe hién:

1. Chon hang muc ngudi dai dién tr danh sach.

2. Vao dir liéu cho cac trwdng di liéu.

3. Kich “Lwu”, dé cap nhat ngudi dai dién. Néu da c6 cau hinh ngudi dai dién
cta co quan rdi thi nhan dwoc théng bao “<Tén co quan> da cau hinh
nguw®i dai dién nhan van ban/céng viéc la <Tén ngwoi dai dién>".
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2.2.8. Thi gian biéu

Chtrc ndng cho phép thuc hién ciu hinh thdi gian lam viéc chung, ngay nghi
|& ngay lam b va mét sé théng sb thei gian lién quan dén vao sbé van ban.

Chtrc nang thoi gian biéu dwoc kich hoat tir trinh don chic nang Thiét
lap/Thoi gian biéu, véi giao dién thé hién nhw sau:
THIET LAP LICH LAM VIEC

Chen lich clia co quan:  TRUNG TAM CONG NGHE THONG TIN TINH |+

LICH LAM VIEC HANG TUAN

(Lww §: Sau khi hoan thanh céu hinh bam nat "AP DUNG LICH LAM VIEC" & cudi trang)

Thir Hai dén thir Sau Thir Bay
sang T 0730 © dén 1130 o O T 0730 © dén 1130 ®
Chiéu T 1300 @© dén 1700 O O T 13:00 © dén 1700 ©

Bbat lai theo gidr mac dinh

DANH SACH NGAY NGHI LE, NGHIi BU, LAM BU

Chonngay: = 20/10/2019 ©® @ nghi & O Lam bu
Mé ta:
5 DUNG ..

n STT NGAY LOAI AT Mo TA
1 01/01/2019 Nghi 1€ Tét Dirong lich
2 04/02/2019 Nghi 1€ Ba muoi Tét Am lich
3 05/02/2019 Nghi 1€ Méng Mét Tét Am lich
4 06/02/2019 Nghi 1€ Mdéng Hai Tét Am lich
5 07/02/2019 Nghi 1€ Mdng Ba Tét Am lich
6 08/02/2019 Nghi 1& Méng Bon Tét Am lich
7 14/04/2019 Nghi 1& Gif T Hang Virong
8 30/04/2019 HNghi 1& Ngay Thiing nhat dat nwrére
9 01/05/2019 HNghi 1& Qube té Lao déng
10 02/09/2019 Nghi Ié Qudc khanh

Xoa ngay da chon

THIET LAP THO1 GIAN DANH CHO VAN THU
Khodng thévi gian quy dinh phai vao sb (phut): 120
Thévi diém cudi vao sé trong ngdy: 1600 ©

Théi diém cudi trinh 13nh dao trong ngay: 15:00 le]

AP DUNG LICH LAM VIEC
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Cac budéce thuwe hién:

1. Kich chon co quan can lap thoi gian biéu (trwong hop co nhiéu co quan).
2. Lap lich lam viéc hang tuan. Chon thém th Bay néu can.

o Chon va déi gio tir va dén.

o Kich “Dét lai theo gi& mac dinh”, dé dat lai gio méc dinh.
3. Cap nhat ngay |&, lam bu:

a. Thém
o Chon ngay.
o Chon tay chon ngay & hay lam bu.
o Nhap mé ta.
o Kich “Thém”, dé thém hang muc lich vao danh séch lich.

b. Xoa
o Chon cac hang muc ngay tr danh sach.
o Kich “Xéa” ngay da chon.
o Kich “OK”, dé x6a hang muc ngay da chon.
o Kich “Cancel”, @& hay bé thao tac xda.
4. Bt cac thong so thoi gian ddi véi quy dinh vao s6, gém co:
o Khoang thoi gian quy dinh phai vao sb.
o Thoi diém cudi vao sé trong ngay.
o Thoi diém cudi trinh 1anh dao trong ngay.
5. Kich “AP DUNG LICH LAM VIEC”, dé chinh thtrc &p lich v&i cac thdng tin
da thiét 1ap & trén.
DPiém cha y:
- Co quan la ay ban Nhan dan tinh mai tao lap quan ly dwgc ngay nghi/lam
bu dung chung duwgc, va ap chung cho toan co quan don vi.

DANH SACH NGAY NGHi LE, NGHI BU, LAM BU

Chen ngdy:  29/11/2019 © @ nghi 1€ O Lam bu B Ding chung
] sTT NGAY LOAI DUNG CHUNG MO TA
| 1 01/01/2019 Nghi I& Tét Drrong lich
O 2 06/02/2019 Nghi 1€ Ba muoi Tét Am lich
O 3 07/02/2019 Nghi I8 Mong Mot TEE Am lich
O 4 08/02/2019 Nghi 1€ Mbng Hai Tét Am lich
o 5 00/02/2019 Ngh 1€ Mong Ba Tét Am ncn
SV VOV SV ST SN TV SV VNV SN S S VRN O " A7 A VP Vo AV L v o SR I AV Y SV SV S S A A AT A

- E)e chét cau hinh, kich nut “AP DL_JNG LICH LAM vu_zc:” & cubi trang.
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2.2.9. Nhat ky st dung

Chirc nang cho phép thwc hién xem nhat ky s&r dung cua ngwoi str dung, co
thé loc theo co quan, khodng thdi gian, hay céc tiéu chi khac.

Chwre ndng Nhat ky dwoc kich hoat tir trinh don chirc ndng Thiét 1ap/Nhat ky,
véi giao dién thé hién nhu sau:

NHAT KY SU DUNG HE THONG
@® Théng ké tat ca O Théng ké theo théi gian

Co quan: Trung tm Cong nghé thong tin tinh 7

Téng céng c6 3317 Irot sF dung

Ngueesi stF dung 36 lrot Tilé % LAn cudi st dung

B8 Xuan Huyén 39 | 18/01/2019 02:52:35 CH

H& Minh 53 | 21/01/2019 0819°50 SA

Hoang Thi Ngoc Dung 181 I 21/01/2019 09:43:27 SA

Lé Phuéc Binh 105 | 18/01/2019 04.03:25 CH

L& Quédc Thinh 32 | 09/01/2019 07:27:14 SA

Tong s6 25 5 |v

=< < 1 2 3 4 5 = >>
P

Kich chon tuy chon Thong ké theo thdi gian:

NHAT KY SU' DUNG HE THONG

O Théng ké tat cd @ Théng ké theo thi gian

T ngay: 01/01/2019 = DPénngay 3110112019 =
Co quan: Trung tdm Céng nghé théng tin tinh | Tén ngudi st dung:
Pia chi IP: S6 Ky hiéu:

Thong ké

Téng cong c6 3317 Irot siF dung

Nguéi sir dung 56 lrgt T € % Lan cudi sir dung

D4 Xuan Huyén 30 | 18/01/2019 02:52:35 CH

H6 Minh =) I 21/01/2019 08:19:50 SA

Hoang Thi Ngoc Dung 181 I 21/01/2019 09:43:27 SA

Lé Phirdc Binh 105 I 18/01/2019 04:03:25 CH

Lé Qudc Thinh 32 | 09/01/2019 07:27:14 SA

Téng 56 25 5 |v

e £ 1 2 3 4 5 = 3
Kich chon nguwdi diing can xem nhat ky chi tiét:
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Théng ké theo ngwedi sir dung >> nhtnam.ttcntt (Nguy&n Hibu Thanh Nam): Tdng cdng cd 127 et truy cap
1 10.239.10.10 389/QB-CNTT Xem Van ban Bi 19/01/2019 03:31:22 PM
2 10.239.10.10 Xem Van ban Bi 19/01/2019 03:31:20 PM
3 10.239.10.10 119/QB-CNTT Xem Van ban Bi 19/01/2019 03:31:08 PM
4 10.239.10.10 119/QB-CNTT Xem Van ban Bi 19/01/2019 03:31:05 PM
5 10.239.10.10 Xem Van ban Bi 19/01/2019 03:31:03 PM
(3] 10.239.10.10 11/QB-CNTT Xem Van ban Bi 18/01/2019 03:30:05 PM
7 10.239.10.10 Xem Van ban Bi 19/01/2019 03:30:02 PM
8 10.239.10.10 Xem danh sach Bi 19/01/2019 03:29:51 PM
9 10.239.10.10 11/QD-CNTT Xem Van ban Bi 15/01/2019 04:57:14 PM
10 10.239.10.10 Xem Van ban Bi 15/01/2019 04:57:11 PM
Tdng sb 127 10 |~
< <ll2345678910 1 >

DPiém cha y:

- C6 thé loc lai pham vi di¥ liéu théng quan vung loc & trén danh sach.
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2.3. VAN BAN PEN

Nhom céc chirc nang vé xt ly van ban dén cta co quan. Thuc hién nghiép
vu tiép nhan vao sé, tr chdi nhan, thao tac thu héi, thao tac thay thé, thao tac
lay lai, cap nhat van ban khi c6 yéu ciu, nhan van ban dé biét, tra ctru, tim kiém
thdng tin van ban dén va thuc hién in sé van ban dén.

2.3.1. Vao sd van ban dén

Chtrc ndng nay liét ké cac danh sach van ban dén qua dwdng mang, hay cac
van ban dén gidy maéi dwoc cap nhat vao hé théng nhung chwa vao sb. Théng
qua chirc ndng nay, ngudi ding cé thé xem théng tin van ban chwa vao sb, xem
nhanh théng tin van ban da vao sé, ddng thoi thdng ké dwoc van ban vao sbé
dung han, hay chwa vao sé qua han.

Chtrc nang chd vao sd dwoc kich hoat t trinh don chérc nang Van ban
dén/Vao sb van ban dén, vai giao dién thé hién nhw sau:

VAO SO VAN BAN BEN m Chura vao sb Chérvao sb @ Davao sé @) Davao sb qua han @  Dén trong ngay chravao s6 @

Chura vao sb h ~
B e A Chi tiét vin ban wa vao sé trong han €2

Chura vao sb qua han @)

Ky higu, Trich yéu, Loai vén ban, Linhwe, Ba mat, Ba khi Q| Y )
D3 danh dau xda @

Co' quan nhan Co' quan ban hanh Nghiép vu vin Vén ban méi .
g : q hgﬂ_ P Tir chéi nhan van ban @)
UBND Tinh TT-Hué ~ ~Tétca—-
sé/ky hiéu gée: 02//TTr-P3 Ngay ban hanh: 02/01/2019
Sap xép theo ngay dén J; Co quan ban Thanh tra tinh
. S hanh:

[ S0 ky hiéu: 02/ TTr-P3 . . L, ) A i . 3

Ngéy dén: 02/01/2018 9:43:38 SA Trich yeu: Viv Bao cao ket qua thirc hién Chithi 50 20/CT-TTg nam 2018

Viv Béo cao két qua thire hién Chi thi s6 20/CT-TTg nam 2018 File dinh kém:

Os6 ky hicu: 2297/SCT-KT 00.19.H57-02—TTr-P3-2019-PL3._signed.pdf

Ngay dén: 02/01/2019 11:24:00 SA

s e A L . . Ngay dén: 02/01/2019 09:43:38 SA Ngay vb gidy

Viv bao cao ket qua thuc hien Ke hoach so 269/KH-UBND ngay dén:

29/12/2017 clia UBND tinh trong nam 2018 )
$6 van ban: VB VB hanh chinh

[ 56 ky hiéu” 3ILDTBXH-VP thweng/QPPL:

Ngay dén: 02/01/2019 2:35:43 CH Loai van ban: Théng tie lién tich Leai phan hbi Khéng cn phan hbi

G6p ¥ dir thao D& an “Ngay Chil nhat xanh” VE:
Ngwoi ky: Nguyé&n Binh Quang Chirc vu: Pho Chénh Thanh tra tinh

S6 ky hiéu: 4643/KH-UBND 5 R

Lsé k}i eu P6 mat: Thuéng D6 khan: Thiréng

Ngay dén: 02/01/2018 2:40:30 CH
Phan loai VB:

Trién khai Churong trinh trong diém 2019 vé cai cach hanh chinh,
trona tAm Ia cai cach t6 chirc bo mav. siét chat ki luat. kv crona he Mipc d6 quan Binh thirdng Linh vwe: Thanh Tra

x 5 trong:
Téng s6 93 H.n 2 3 s = 10 [© °ng .

2.3.1.1. Duyét qua cac danh sach

Chlrc nang cho phép duyét qua danh sach cac van ban theo phan loai mét
s tiéu chi nhanh, nhw chwa vao s, da vao sb, quéa han, tré han, .... Cho phép
xem thdng tin chi tiét cia mot van ban.
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Cac budéce thuwe hién:

1.
2.

3.

10.

Kich “Chwa vao s6”, dé xem tat ca cac van ban dén chwa dwoc vao sb.
Kich “Ché vao sb”, d& xem tat ca cac van ban dén gidy da dwoc cap nhat
vao hé théng nhwng chwa dwoc vao sé.

Kich “Dén trong ngay chwa vao s6”, d& xem tat ca cac van ban dén trong
ngay hién tai chwa dwoc vao sé.

Kich “Chwa vao sb trong han”, dé xem t4t ca cac van ban dén chwa dwoc
vao sb trong han.

. Kich “Chua vao sb quéa han”, d& xem tat ca cac van ban dén chwa duoc

vao sb qua han.
Kich “Da vao sb6”, dé xem tat ca cac van ban dén da dwoc vao so.

. Kich “Da vao sb quéa han”, d& xem tat ca cac van ban dén da dwoc vao sb

gua han.

. Kich “Da danh dau x6a”, dé xem tat ca cac van ban dén da dwédc danh dau

x6a, day la cac van ban dén thwéng bi tring.

. Kich “Tw chdi nhan van ban”, dé xem tat ca cac van ban dén dwdng mang,

da dwoc tlr chdi nhan.

Kich chon mét van ban & danh sach bén trai, dé xem théng tin van ban
dwoc chon & ving bén phai. Tly theo ngi¥ cdnh van ban dén cé trang thai
thé ndo, vling phai sé c6 cac nat Iénh chirc ndng phu hop.

DPiém cha y:

Déi v&i van ban mat dwoc nhan biét bang ky hiéu mat [447 ], vi du:
P MAT
[] S0 ky hiéu: 548/SKHCN-TBC
Ngay dén: 29/08/2018 9:03:59 SA

Viv méi tham gia t8p huan chuyén doi ISO 9001:2008
sang 1SO 9001:2015

Péi v&i van ban trung dwoc nhan biét bang ky hiéu trang 7., vi du:

'D S0 ky hiéu: 1385/BC-SKHDT

Ngay dén: 13/06/2018 12:00:00 SA

Bao cao cong tac cai cach hanh chinh 6 thang dau
nam 2018

Danh sach van ban dwoc sap xép theo wu tién:
o Do khan giam dan.
o Ngay dén tang dan.
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2.3.1.2. Tim kiém van ban qua ving loc

Chtrc nang cho phép tim kiém nhanh van ban théng qua sb ky hiéu va trich
yéu, hay tim kiém thém mét sé tiéu chi khac. O’ dang thu gon:

Ky hiéu, Trich yéu Loai van ban, Linh vuec, B4 mat, Ba khan T
Co quan nhan Cor quan ban hanh
UBND Tinh TT-Hué v ~Tatca— v

Sap xép theo ngay dén 12

Cac budc thwe hién:
1. Nhap di liéu vao 6 tir khoéa. . ]
2. Kich biéu twgng kinh 1ap bén canh, dé tim kiem van ban theo tir khoa.

Ky higu, Trich }féu Loai wvan ban, Linh vwec, B8 mat, Ba khan Y
Co quan nhan Co quan ban hanh
UBND Tinh TT-Hué v —-Tat ca— v

Sap xép theo ngay dén 12

Nam ban hanh

Trang thai van ban dén

Tt cd chira vao s v

Cac budc thwe hién:

1. Kich chon biéu twong kinh lGp céng, d& mé ving tim kiém.

2. Nhap di¥ liéu cho cac trwdng tiéu chi tim.

3. Kich “Loc”, dé tién hanh loc theo di¥ liéu dwa vao.

4. Kich “Tat c&”, dé tién hanh loc tat ca van ban (bé qua diéu kién).
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2.3.1.3. Nhan van ban dén

Chtrc nang cho phép tién hanh tai cac van ban dén tir server vé, day la cac
van ban dén chwa duoc server glri nhan chuyén dén. Thao tac nay la thao tac
chd déng lay van ban.

Cac buéce thuwe hién:

1. Kich “Tai xuéng” I trén dau danh sach. ]
2. Sau khi van ban duoc lay ve sé thé hién & danh sach Chwa vao s0, va co
thdng bao nhan van ban thanh coéng.

Mhan van ban dén tir Server thanh céng.

2.3.1.4. X6a van ban

Chtrc ndng cho phép danh diu xo6a cac van ban dén chwa vao sé khéng con
phi hop khéng phai vao sbé niva, hay cac van ban rac, gitp 1am gon danh séach
van ban dé viéc theo ddi, thao tac dwoc thuan tién hon.

Cac buwéc thwe hién:
1. Kich chon cac van ban can xda tr danh sach théng quan checkbox M.
2. Kich “Xéa” m, xuat hién clra sO xac nhan viéc xoba.

Ban c¢6 chac chan mudn danh dau x6a cac van ban dén dwroc chon khdng?

3. Kich “Dong y”, dé chap nhat xda.
4. Kich “Hay bé”, dé hay bo hoat dong xoa.

DPiém cha y:
- Trwéng hop chwa chon hang muc van ban dé xda, sé co6 théng bao “Vui
long chon van ban dén can danh dau xoa!”.

- Hoat déng x6a nay chi mang tinh chat danh dau, khéng phai x6a thuc su.
- Cac van ban dwoc danh diu x6a, cling cé thé vao sé néu can.

HUGCIT TRUNG TAM CONG NGHE THONG TIN TINH THU'A THIEN HUE 50
Dia chi: 6 Lé Loi, thanh phé Hué. Website: www.huecit.vn
Dién thoai: (0234).3823650



Tai liéu hwéng dan st dung phan mém Quan ly Van ban va Diéu hanh HueCIT-eDOC

2.3.1.5. Panh dau da vao sb6

Chtrc nang cho phép lam gon danh sach van ban dén, trong dé cé cac van
ban da dwoc vao sb trudc day. Vi du, trwdc da tién hanh vao sé van ban dén
gidy, bay gi® hé théng nhan dwoc van ban dén dién t&r, nhw thé tén tai hang
muc van ban thira. Chlrc nang nay thwc hién cap nhat théng tin theo van ban
dién ttr, di¥ liéu cac thong tin di¥ liéu & van ban dién t&r khdng co.

Cac buéce thuwe hién:

1. Kich chon cac van ban can danh dau da vao sé.

2. Kich “Danh d4u vao s&” B, xuét hién cira sb xac nhan tron thong tin gitka
hai van ban tring nhau.

Ban co chac chan mudn danh dau 13 d3 vao sb khong?
Co thé trrérc d6 da vao sb van ban gidly nén hé thong s& lay cac file dién tlr dinh kém dé
thay cho cac file d& co cla van ban di vao sb.

3. Kich “Dong y”, dé chap nhat tron thong tin va danh dau da vao so.
4. Kich “Hay bé”, dé hady bé hoat ddng danh dau da vao so.

Piém cha y:

- Cac van ban tring c6 diu hiéu 7. & trén hang muc van ban.

- Trweng hop chwa chon hang muc van ban dé danh dau da vao sb, sé co
théng béo.

Théng bao

Vui 16ng chon van ban dén can danh dau di vao so!

Bong
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2.3.1.6. Sao chép van ban dén

Chtrc ndng cho phép sao chép van ban dwoc chon, dé sinh ra nhiéu muc van
ban cé ndi dung gibng nhw van ban da chon va chwa dwoc vao sb. Sau khi
duwoc sao chép thanh cong, sé chuyén dén danh sach Chd vao sb.

Cac buéce thuwe hién:
1. Tim va chon van ban can sao chép.
2. Kich “Sao chép” W, a2 mo ctra sb sao chép van ban.

Sao chép van ban

SO ban: | |

3. Vao so lvgng ban sao. ,
4. Kich “Sao chép”, dé thyc hién sao chép va két thuc.
5. Kich “Huy bd”, dé hiy bd hoat ddng sao chép.

DPiém cha y:

- C6 thé sao chép van ban chwa vao sb hay da vao sd.
- C6 thé sao chép nhiéu van ban cung luc.
- Khi chwa chon van ban can sao chép, xuat hién théng bao canh bao:

Théng bao

Vui 16ng chon van ban dén can sao chép!

Bang

2.3.1.7. Ttr chéi nhan van ban

Chwrc nang cho phép tr chdi nhan van ban dén tlr dwérng mang, van ban bj
tr chdi c6 thé do dau vao chwa phu hop, cé thé 1a nham dia chi, chwa co file
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dinh kém, ... gitp lam gon danh sach van ban dé viéc theo ddi, thao tac dwoc
thuan tién hon.

Cac buéce thuwe hién:
1. Kich chon cac van ban tir danh sach van ban chwa vao so.
2. Kich “Ttr chbi nhan” BEEIERIEN | xuét hién civa sb tir chdi van ban.

TU CHOI VAN BAN

Ly do:

3. Nhap ly do t chdi va Kich “Lwu”, dé& xac nhan.

Ban co chac chan mudn tF chdi nhan van ban dioc chon khéng?

4. Kich “Bdng y’, dé chap nhan tr choi va cap nhat thong tin tir choi.
5. Kich “Huay bd”, dé huy bd hoat déng ttr chai.

Piém cha y:

- Khi thye hién tr chdi nhan thanh céng, thi van ban nay chuyén vé danh
sach Tl chdi nhan van ban, va co hdi dap trang thai véi don vi da guvi.

- Néu twr chdi nhan dbi véi van ban yéu cau thu hbi/thay thé, tirc 1A KHONG
CHO PHEP cho phép thu héi/thay thé dbi véi nhivng van ban bj yéu cau
thu héi/thay thé. Vi du hinh dwi: Van ban 42/DEMO-VPUBND la van ban
yéu cau thay thé, con van ban 28/DEMO-VPUBND la van ban bj yéu cau
thay the.
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Nghiép vu vin Vin ban thay thé
ban: Danh sach van ban dwrgc yéu cAu thay thé
STT S6/ky hiéu Mgay BH Trich yéu
1 28/DEMO-VPUBND 12/11/2018 Van ban bi thay thé
Sa/ky hiéu goc: 42/DEMO-VPUBND Ngay ban hanh; 08/03/2019
Co quan ban Van phong UBND tinh
hanh:
Trich yéu: Thay thé van ban (yéu ciu) Béi vdi 28/DEMO-VPUBND
File dinh kém: 00.02 H57-42-DEMO-VPUBND-2019 docx
Ngay dén: 27/03/2019 10:08:47 SA Ngay vb gidy dén:
$6 van ban: VB thwong/QPPL: VB hanh chinh
Loai vin ban: Tham dinh Loai phdn héiVB:  Khdng cdn phan hoi

SNETNG I T AT AN s e S e JTMRTI N S O R Y T S
2.3.1.8. Trén — Cap nhat van ban

Chwrc ndng cho phép tron — cap nhat van ban da vao sd dén. Thao tac tréng
thwérng tr viéc da vao sé mot van ban gidy roi, gi nhan dwoc van ban dién ti.
Con thao tac cap nhat thuwérng da cé mot van ban da vao sé réi, gio nhan dwoc
van ban cap nhat. Viéc trén — cap nhat van ban giap cap nhat dwoc ndi dung
van ban va lam gon danh sach van ban dén chwa vao sb, dé viéc theo dai, thao
tac dwoc thuan tién hon. Tron — cap nhat van ban, sé tién hanh Iy ndi dung
van ban mang mai nhét va két hop cac thong tin cla van ban gidy khac néu co,
vi du: file dinh kém dwoc sb hoa, ngay dén cla van ban gidy.

Cac budc thwe hién:

1. Kich chon cac van ban tr danh sach van ban chwa vao sé. Néu trung voi
van ban da dwoc vao sé rbi (cap khoa {Sé ky hiéu, co quan ban hanh, nam
ban hanh, co quan nhan}) c6 dau hiéu I, thi sé xuét hién thong bao canh
bao bao trung dé tron — cap nhat.
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Théng bao

B3 cd mdt van ban co théng tin s6 ky hiu, co quan nhan, co guan gl tring véi thong tin

van ban droc chon da deoc vao s, co thé trirée do da vao so van ban gidy. Ban co chac
& £ £ n - o) e 2 - n e . - 2 e - & o~

chan mudn lay théng tin tie van ban nay trén vai van ban da vao so khong?

HE& thong sé 1ay cac thong tin, file dién tir dinh kém cda van ban dwoc chon dé dra vao

van ban da vao so trede do.

2. Kich “Trén van ban”, dé tién hanh trén — cap nhat van ban.
3. Kich “Huy bd”, dé hiy bé thao tac tron — cap nhat van ban.

Piém cha y:
- Phai vao sb van ban theo nghiép vu la van ban maéi trwdc, réi mai tién
hanh tron — cap nhat van ban cap nhat.

2.3.1.9. Vao s6 dén tir van ban dién tr

Chtrc ndng cho phép vao sb van ban tir van ban dén dién t&v. Gitp hoat déng
vao sé dwoc thuan tién hon khi cac théng tin cia van ban dén da cé.

Cac budc thwe hién:

1. Kich chon van ban tir danh sach chwa vao sé.

2. Kich *Vao s&” EEEEEl, d& mé trang cap nhat thong tin van ban dén. D6i véi
van ban den dién t&, cac trwong thong tin dwoc lay tir van ban dén mang.
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S6 dén tdng hop: 9775
Théng tin chung
56 ky hiéu goc: AS02/TTr-UBND Ngay ban hanh: 14/12/2018 =

Co quan ban hanh:

| UBND huyénPha - % f @  Ngwoivaose: HG Anh Toan

Trich yeu: V& viéc d& nghi thu hoi va giao dat tai Khu quy hoach dan cw xen
ghép trén dia ban xd Vinh Heng, huyén Phi Léc, tinh Thira Thién Hué

File dinh kém: .doc|.docx|.rtf). pdf] xis|.xlsx|. ppt|. pptx| zip|.rar

00.33 . H57-4502-TTr-UBND-2018 doc

00.33.H57-4502-TTr-UBND-2018-PL1._pdf

Chonfie ©

[+]
Ngwoi ky: Nguy&n Van Manh Chire vu: Chd tich UBND
Co quan nhan: 2 s VB hanh . .

; UBND Tinh TT-Hue o i ® VB hanh chinh O VB QPPL
chinh/QPPL: Q

Loai vin ban: To trinh - TT ,  Linhvwe: DAt dai - Nha & v
$6 van ban: | S6 VB Don thie . 5019 v S$6déntheo s 44
Ngay dén trén 02/01/2019 23-46:27 Ngay vb gidy dén: =
mang:
Do mat: Thurdmg .| D& khan: Thurdmg "
Loai phan hoi VE: Khéng can phan hdi v| FPhanloaiVB: Tham quyén ~
Phan quyén xem: 2
Ghi chu:
Trinh xr ly
Nguoi xw Iy VB: Tran Thi Hoai Tram .2
Gei §y chuyén vién: - % 2
Theihan x@ly van 5 (Ngay) 13/05/2019 10-16 =
ban:

Bao qua tin nhan sms [

Bao qua Email []

3. Nhap thong tin quan ly van ban dén con thiéu, cac trvong nhu: s6 van ban,
sb vao sb va cac thong tin khac. O buéc nay chd y dén thong tin trinh xd
ly, chon dung ngudi can trinh va thdi han x ly van ban.

HueCIT
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4. Kich “Lwu’, dé cap nhat thong tin van ban dén tam thoi. Van ban dén nay
chwa duoc [uu rlénh trén hé thong. ] ,
5. Kich “Vao s0”, dé cap nhat théng tin van ban dén chinh thirc. Van ban den

nay chinh thtrc lwu hanh trén hé théng, va phat sinh cdng viéc dwoc

chuyén dén nguoi dwoc trinh xtr ly. ,
6. Kich “Huay bd”, dé huy boé thao tac vao s6 van ban dén.

Diém cha y:

Sau khi Van thw nghién ctru ndi dung van ban, ¢ thé chon lai “Loai phan
héi VB”. Vi mét sé trudng hop don vi giri chon & can phan héi, trong khi
chi nhan dé biét. Néu la van ban chi dao, thi khéng cho phép thay dbi
gia tri trwdng nay.

Néu chon sé van ban dén thudéc phan loai la “Sé ca nhan, sé lwu tham
khao”, thi mac dinh khéng c6 nguwi trinh.

Truwéng hop c6 chon “Goi y chuyén vién”, sau khi vao sé thanh cdng, thi
cong viéc phat sinh twong &ng ctia ngwdi dwoc trinh nam & danh séach
“‘Duyét phan cong’.

O day hé théng lay mac dinh thei han xi ly theo tén loai van ban, ngudi
dung co thé diéu chinh lai néu can. Néu la van ban chi dao, co y kién chi
dao don vi thwe hién, thi ldy mac dinh mébc thdi han theo méc y kién chi
dao, va khéng cho phép chinh stra.

Néu c6 chon phan quyén xem, thi nhirng nhan sy sau xem dwoc van
ban dén nay. D6 1a: cac nhan sy dwoc chon & truwéng phan quyén xem,
cac nhan sw la lanh dao co quan, cac nhan sv la van thw co quan. Nén
khi chon phan quyén xem thi khdng can phai chon lai cac nhan sw thudc
lanh dao va van thw. Ngoai ra nhirng ngw®i tham gia xt& ly cdng viéc
van ban nay cling xem dwoc van ban. Nhirng ngudi khong dwoc phan
quyén xem thi khéng thé tra cteu hay tim kiém thdy dwoc van ban twong
ng.

Sau khi thye hién vao sb van ban thanh céng, hang muc van ban nay
van thé hién va&i ngtr canh xuat hién nat 1énh “Stra” va “In phiéu x ly”.
Néu vao sb dbi vdi van ban yéu cau thu hdi/thay thé, tirc 1a DONG Y
cho phép thu héi/thay thé dbi véi nhirng van ban bi yéu cau thu hdi/thay
thé. Vi du hinh dw&i: Van ban 42/DEMO-VPUBND la van ban yéu cau
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thay thé, con van ban 28/DEMO-VPUBND la van ban bj yéu cau thay

the.

Nghiép vu vin Van ban thay thé
ban: Danh sach van ban dwrgc yéu cdu thay thé

SO/ky hiéu Mgay BH Trich yéu

1 28/DEMO-VPUBND 12/11/2018 Van ban bi thay thé

S&/ky hiéu géc: 42/DEMO-VPUBND Ngay ban hanh: 08/03/2019
Co quan ban V&n phang UBND tinh
hanh:
Trich yéu: Thay thé van ban (yéu ciu) Béi voi 28/DEMO-VPUBND
File dinh kém: 00.02 H57-42-DEMO-VPUBND-2019 docx
Ngay dén: 27/03/2019 10:08:47 SA Ngay vb giay dén:
§6 van ban: VB thw&ng/QPPL: VB hanh chinh
Loai vin ban: Tham dinh Loai phdn hdiVB:  Khéng cin phan hdi

SN AT )0 b PG GO p fon D0y 0 NGNS 0 S FOIMGF NG U, P S
- O vung phai chi tiét van ban, néu vai trd co’ quan nhan chi 1a nhan dé biét,
thi dwoc thé hién & trwdng “Nhan dé biét: Van ban nhan dé biét”.
Chi tiét van ban

Vao sb Tt chdi nhan

Nhan dé biet: Van ban Nhan dé biét

Nghiép vu vin ban:  Van ban méi

2.3.1.10. Vao sé dén tir van ban giay

Churc ndng cho phép vao sb van ban tir van ban dén gidy (truyén théng). Hoat
dong vao sb phai tién hanh cap nhap toan bd cac thdng tin ciia van ban dén.

Cac buwdc thwe hién:

1. Kich “Vao s¢” ﬂ & trén dau danh sach, dé mé trang cap nhat thong tin
van ban dén. BOi v&i van ban dén giay, cac treong thong tin nay cho phép
thao tac, mac dinh di liéu trong.
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S6 dén tdng hop: 9775
$6 ky hiéu géc: Ngay ban hanh: =

Co quan ban hanh: | X A A Ngwéi vao s6: HO Anh Toan
Trich yéu: |
File dinh kém: .doc|.docx|.rtf). pdf] xis| .xlsx|.ppt|.pptx|.zip|.rar
Ngwri ky: Chirc vu:
Co quan nhan: 2 s VB hanh . .

- UBND Tinh TT-Hug ~

chinh/QPPL: ® VB hanh chinh O VB QPPL

Loai van ban: | —Chon loai vin ban— - Linh vire: | —Chon Linh viwrc van ban— -
$0 van ban: | 36 VB Bon the . 5010 |~ 90 dentheo so: I 44
Ngay dén trén = Ngay vb giay dén: 08/05/2010 10:52-00 =
mang:
D& mat: Thuong .| Ddkhan: Thuong "
Loai phan hoi VE: Khéng can phan hdi v| FPhanloaiVB: Tham quyén ~
Phan quyén xem: 2
Ghi chu:
Trinh xr ly
Nguoi xw Iy VB: Tran Thi Hoai Tram -
Gei §y chuyén vién: - % 2
Thoihanxely van - 5 (Ngay) 13/05/2019 10:52 =
ban:
Bao qua tin nhan sms [ Bao qua Email []

2. Nhap théng tin quan ly van ban dén. O buwéc nay chu y dén théng tin trinh
Xt Iy, chon dung ngwdi can trinh va thdi gian xdr ly van ban.

3. Kich “Lwu”, dé cap nhat thoéng tin van ban dén tam thdi. Van ban dén nay
chwa dwoc lwu hanh trén hé théng.

4. Kich “Vao sb”, dé cap nhat thong tin van ban dén chinh thirc. Van ban dén
nay chinh thirc lwu hanh trén hé théng, va phat sinh cdng viéc dwoc
chuyén dén ngudi dwoc trinh x@ ly.

5. Kich “Hay bd”, dé hdy b thao tac vao sé van ban dén.
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DPiém cha y:

Truwérng Co quan ban hanh, cé thé chon tir danh muc co’ quan ctia CSDL
TCHC, c6 thé chon tr danh muc co quan lién thdng ciia CSDL co quan
lién thdng 4 cép, trwdng hop khdng c6 & hai ngudn dé thi cé thé nhap truc
tiép tr 6 nhap Co quan ngoai hé thdng, lic cap nhat théng tin van ban dén
thi hé théng sé tao ma&i co’ quan ban hanh néu chwa cé.

Ngudi dung cé thé gb nhap tén co quan ban hanh ngay tai 6 nhap “Co
quan ban hanh” (hang trén), dé& hé thdng tim kiém nhanh tir di¥ liéu co
quan trong tinh, co’ quan ngoai tinh va co’ quan ngoai hé théng (da dwoc
tao 1an trwdc).

Trwérng Co quan nhan, trong trwéng hop ¢é nhiéu co quan st dung chung
hé thdéng, thi Biém chi y chon ding co quan nhan van ban dén do. Tuy
theo ngudi dung dang dang nhap dwoc phan quyén cap nhat van ban dén
cua co quan nao thi danh sach co quan nhan sé c6 cac hang muc twong
eng. Vi du, dbi v&i trang ciia VPUBND tinh, c¢6 nhiéu co quan nhan: UBND
tinh; VPUBND tinh; Céng théng tin dién tl tinh; Trung tdm Tin hoc hanh
chinh; Trung tdm Hanh chinh cong.

Truwong hop vao sbé dbéi véi nhirtng van ban khéng co sé ky hiéu, thi &
trwng s ky hiéu nay co6 thé bé tréng hay 1a nhap vao ky ty “KS”, khi d6
hé théng bé qua viéc kiém tra tring sé ky hiéu.

= GOP Y: dbi v&i cong van dang nay, nén lay chinh sé dén theo s dé
lam ludn sé ky hiéu van ban, co6 thé két hop thém théng tin cGa van ban,
vi du tén nguw&i ky van ban hay ngay ban hanh ...

2.3.1.11. Stra van ban dén

Chrc ndng cho phép van thw slra théng tin van ban dén, cac van ban da
dwoc lwu hay da vao so roi.

Cac buwéc thwe hién:
1. Kich chon van ban tir danh sach van ban da duwoc lwu hay da vao so.
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Chi tiét vin ban
SO/Ky hiéu goc: 198/STC-TTr Ngay ban hanh: 18/01/2019
Co quan ban hanh: S& Tai chinh
Trich yéu: viv bao cao két qua thire hanh tiét kiém chéng l&ng phi ndm 2018
File dinh kém: 00.12 H57-198-STC-TTr-2019 doc
00.12 H57-198-STC-TTr-2019-PL1_pdf
Ngay dén: 18/01/2019 3:05:38 CH Ngay vb giay dén:
Ngay vao so: 18/01/2019 3:28:00 CH Vao so dung han: Vao sb dang han
506 dén téng hep: 48 56 dén theo s6: 48
56 van ban: 50 van ban dén VB thwdng/QPPL: VB hanh chinh
Loai van ban: Théng béo - TB Loai phan héi vB: Can phan hdi
Nguwei ky: Nguyén Van Khiét Chirc vuy: Pho Giam Bbc
Dé mat: Thirdng Dé khan: Thiréng
Mirc dd quan trong:  Binh thueding Linh vwc: Phong, chdng tham nhiing
Phan quyén xem: Khéng c6 phan quy&n xem Gri vin ban qua GlFi vn ban gqua mang
mang:
Théng tin luan Xem théng tin ludn chuyén van ban goc

chuyén vin ban:

Tra I&i vin ban: 119/UBND-TC - Viv bdo cdo thirc hién thire hanh tiét kiém, chong lang phi 2018

2. Kich “Stra” , xuat hién clra sb cap nhat thdng tin van ban dén.
3. Cac thao tac tiép theo, thwc hién nhw cap nhat thong tin clia vao so van
ban mang hay van ban giay. Tham khao muc Vao so van ban dén dién tw

hay Vao sbé van ban dén giay.

DPiém cha y:

- Trweng hop cdng viéc phat sinh lién quan van ban nay CHUA BUQC XU
LY (déi v&i giao viéc buwéc modt & co quan), thi viéc stra 1a cap nhat lai
thdng tin van ban va théng tin trinh xt ly. Néu thay déi nguei trinh, thi giao
viéc budc mét sé dwoc dbi thanh ngudi dwoc trinh giao nguwdi dwoc trinh.

- Truwéng hop cdng viéc phat sinh lién quan van ban nay DA CO XU LY (dbi
v&i giao viéc bwdc mot & co quan: chuyén xi Iy tiép hay xt ly), thi viéc
stra khéng hién thj viing théng tin trinh xt, stra chi cap nhat théng tin van
ban. Van ban chi dao ciing khéng stra dwoc théng tin trinh khi cé mét cong

viéc chi dao da co xw ly.
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2.3.1.12. In phiéu x@ ly van ban

Chtrc ndng cho phép van thw in phiéu xt ly van ban dén, cac van ban da
dwoc lwu hay da vao sb rbi.

Cac buéc thuwe hién:
1. Kich chon van ban tir danh sach van ban da dwoc lwu hay da vao sO.

Chi tiét vin ban

Sira In phiéu xie Iy

sé/ky hiéu géc: 198/STC-TTr Ngay ban hanh: 18/01/2019
Co quan ban hanh: S& Tai chinh
Trich yéu: viv bao cao két qua thire hanh tiét kiém chéng l&ng phi ndm 2018
File dinh kém: 00.12.H57-198-STC-TTr-2019.doc
00.12.H57-198-STC-TTr-2018-PL1_pdf
Ngay dén: 18/01/2019 3:05:38 CH Ngay vb giay dén:
Ngay vao so: 18/01/2019 3:28:00 CH Vao so dung han: Vao sb dang han
$6 dén téng hop: 48 $6 dén theo sé: 48
$6 van ban: 50 van ban dén VB thwdng/QPPL: VB hanh chinh
Loai van ban: Théng bao - TB Loai phan héi vB: Can phan hdi
Nguwéi ky: Nguyén Van Khiét Chire vuy: Pho Giam Bbc
Do mat: Thuring D& khan: Thuréng
Mirc dd quan trong:  Binh thuedng Linh vwc: Phong, chdng tham nhiing
Phan quyén xem: Khéng c6 phan quy&n xem Grri vdn ban qua GlFi van ban qua mang
mang:
Théng tin luan Xem théng tin ludn chuyén van ban goc

chuyén vian ban:

Tra I&i vin ban: 119/UBND-TC - Viv bao cdo thire hién thire hanh tiét kiém, chong lang phi 2018

2. Kich “In phiéu xcv ly” IR, xuat hién ctra sb phiéu va dialog Print.
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@ huecit.thuathienhue.egov.vn/DesktopModules/PMHSCV/InSo/PhieuXLVBDen.aspx?MaVB=9z === ) ﬂr =
UY BAN NHAN DAN TINH _ CONG HOA XA HOI CHU NGHIA VIET NAM
TRUNG TAM CONG NGHE THONG Péc lip - T do - Hanh phi
e — - -
T]N T]ITH ocC lap 1F A0 4NN pouc
PHIEU XU LY VAN BAN DEN
S6 dén: 48
Co quan ban hanh: Sé& Tai chinh S0 ky hidu VB:  198/STC-TTr
Ngay ban hanh- 18/01/2019 Ngwai xir If VB: L& Vinh Chién
N.Dén trén mang:  18/01/2019 Ngay vao s0: 18/01/2019
Trich yéu: v/v bio cdo két qua thire hanh tiét kiém chéng 1ang phi nim 2018
Y kién xit Ij-
Chuyén vién Lanh dao don vi Linh dao co quan
Ngay : 18/01/2019 Neay: .../......[2019 Neay:.../...... /2019

Printer

Name:  |HP Laserlet 400 M401 PCL6 Class Driver | | Propetties...

Status: Offline; 0 documents watting

Type: HF LaserJet 400 M401 PCLE Class Driver

Where:  10.238.200.200

Comment: [ Print to file

Print range Copies

® Al Mumber of copies: 1 =

() Pages from: ta: .

3 3 ollate
Selection _I)EJ _I)EJ
Cancel

3. Kich “OK”, d& in phiéu (xuéat ra may in).
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2.3.2.Van ban sao y

Chtrc ndng cho phép hién thj tat ca cac van ban dén ma co tuy chon dé nghi
sao y. Theo ddi dwoc van ban dén dé nghi sao y da chuyén sang van ban di
hay chuwa.

Chlrc nang van ban sao y dwoc kich hoat ttr trinh don chirc nang Van ban
dén/Van ban sao vy, v&i giao dién thé hién nhw sau:

VAN BAN SAQ Y Chuwa chuyén thanh van ban di D4 chuyén thanh van ban di 3

. z . . a
i Chuyén sang VB di Chuyén sang vén ban di

Chi tiét vin ban

Ky higu, Trich yéu, Loai van ban, Linh wre, D8 mat, D6 khdn  Q h 4
Nghiép vu vin Vin ban méi
[ S kj hiéu: 46/QLTT-TCHC S bam:
Ngay dén: 29/12/2018 12:00:00 SA SO/Ky hiéu goc: 46/QLTT-TCHC Ngay ban hanh: 28/12/2018
/v xac nhan ngach, bac céng chikc Co quan ban Cuc Quan Ly Thi Triréng Co quan nhan: Uy ban nhan dan finh
hanh:
[ 86 ky hiéu: 5150/QD-BGDDT Trich yéu: Vv xac nhan ngach, béc cong chirc
Ngay dén: 28/12/2018 12:00:00 SA File dinh kém: 2018/VBDen/T12/46_1.PDF
Vv céing nhan két qué thi thang hang chirc danh nghé nghiép gido Ngay dén: 20/12/2018 12:00-00 SA Ngay vb gidy dén:
vién ¥ hang Il Ién hang | nam 2018
Ngay vao sé: 29/12/2018 10:00:00 SA Vao s6 dung han:  Vao s6 ding han
[ 86 ky hiéu: 5448/BGDDT-NGCBQLGD 5& dén téng hop: 32356 S6 dén theosé: 637
Ngay dén: 28/12/2018 12:00:00 SA $6 vin ban: 56 VB ¢o quan TW dong trén dia ban VB thwéng/QPPL: VB QPPL
Vv ¢6ng nhén k&t qua thi thing hang CONN giao vién ti hang Il g Loai van ban: Cong van Loai phan hdi VB:  Khong can phan hdi
hang | nam 2018 v v
Ngwoi ky: Nguyén Duy Thanh Chirc vu: Quyén Cuc treéng
[ 56 ky higu: 1817/GD-LBTEXH D6 mat: Thirong DG khan: Thiréng
Ngay den: 28/12/2018 12:00:00 SA Mire 46 quan Quan trong Linh vie:
\Lv ban hanh danh muc c&c vi tri céng tac phai dinh ky chuyén ddi treng:
trong cac finh vire quan Iy NN thudc nganh LBTBXH . N " R N - N e .
Phan quyén xem:  Khong ¢ phan quyén xem Givi vdn ban qua G van ban gidy
. mang:
[ s6 ky higu: 2279/TTCP-TCCB
o v Phan loai vin Tham quyén Ngwéi vao so: Tran Thi Ngoc Dung
Nrasv Adan® 27/12/2018 12-00-NN QA bén

Thng sb 12 H‘Z 3 > > 5 |v o
Ghi ehu:

Cac budc thwe hién:
1. Tim kiém va chon van ban can xem.
2. Kich “Chuyén sang van ban di”, d& m& ctra s6 xac nhan.

Ban co chac chan mudn chuyén sang van ban di cac van ban droc chon khdng?

3. Kich “Dong y”, dé thyc hién chuyén sang van ban di.
4. Kich “Hay bé”, dé hay bo thao tac chuyén sang van ban di.
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DPiém cha y:

- Van ban chwa chuyén sang van ban di, mé&i ¢6 hién thi nat 1énh “Chuyén
sang van ban di”.

- C6 thé chuyén sang van ban di mét lic nhiéu van ban, bang cach danh
d4u chon nhiéu van ban va kich chon nit Iénh “Chuyén sang VB di” & trén
dau danh sach.

- Sau khi chuyén thanh céng sang van ban di, van ban nay sé & hop thw
van ban di chd vao sbé. Van thw thwe hién nghiép vu vao sé van ban di.

2.3.3. Van ban dén nhan dé biét

Chtrc nang cho phép hién thj tat ca cac van ban dén ma trong qué trinh vao
s c6 chon nhan sy nhan dé biét, phuc vu cho muc dich tra ctru khi can thiét.
Theo dbi dwoc van ban nao da xem hay chwa xem.

Chwrc ndng van ban nhan dé biét dwoc kich hoat tir trinh don chirc ndng Van
ban dén/Nhan dé biét, vdi giao dién thé hién nhw sau:

VAN BAN NHAN DE BIET

58 ky higu, Trich yéu Q A

[ 6 ky hiéu: 04/CT-UBND

Ngay dén: 17/01/2019 10:12:51 SA

Chi thi vé viéc ting cirdng cac bién phap
dam bao Bén Tét Nguyén dan Ky hoi
2019 vui teoi, lanh manh, an toan, tiét
Kiém.

[ 86 ky hiéu: 65/2018/QD-UBND

Ngay dén: 168/11/2018 6:22:04 CH

Ban hanh Quy dinh si¥ dung Hé thdng
Thie dién tlF céng vu trong hoat @éng ciia
co' quan nha nwdc trén dia ban tinh Thira
Thién Hué

[ 56 ky hiéu: 2138/LBTBXH-DN

Ngay dén: 15/10/2018 9:11:51 SA

Vé viéc clr thanh vién tham gia Ban Chl
nhiém x&y dwng dinh mic kinh té - ki
thuat cda tinh

[ 56 ky higéu: 2261/QP-UBND
Ngay dén: 12/10/2018 10:20:15 SA

Ban hanh Quy trinh quan Iy vin ban dén,
van ban di tai cac sd. ban. naanh trén dia

Cac budc thwe hién:

Chi tiét vin ban
Sé/ky hiéu goc:
Cor quan ban hanh:

Trich yéu:

File dinh kem:
Ngay dén:

Ngay vao so:

§6 dén téng hep:
56 van ban:

Loal vén ban:
Nguwéri ky:

b6 mat:

Mirc d6 quan
trong:

Phan quyén xem:

Thoéng tin luan
chuyén vin ban:

Saoy:

Titca @ Chraxem @ Dixem @)

04/CT-UBND Ngay ban hanh: 09/01/2019

Uy ban nhan dan tinh

Chi thi v& viéc ting curdng cac bién phap dam bao H6n Tét Nguyén dan Ky hoi 2019 vui teoi, 1anh manh,
an toan, tiét kiém.

04-CT-UBND-09012019 pdf

17/01/2019 10:12:51 SA Ngay vb giay dén: 17/01/2019 10:13:00 SA

17/01/2019 10:16:00 SA Vao so ding han:  Vao s6 ding han

43 56 dén theo sé: 43
VB hanh chinh

S0 van ban dén VB thwéng/QPPL:

chithi-CT Loai phan héi VB: Knéng can phan hoi
Phan Ngoc Tho Chire vu: Cha tich

Thirérng D6 khan: Thiraing

Binh thirong Linh vwe: Van hoa - Xa hdi

Knéng cé phan quyén xem GiFl van ban qua Gl van ban gidy

mang:
Xem théng tin ludn chuyén vin ban gbc Xem toan bé thang tin xiF Iy

Khéng

1. Kich chon danh sach can xem {T4t ca, Chwa xem, Da xem}.
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2. Kich chon van ban can xem.
3. Kich chon file dinh kém, dé tai vé va danh dau da xem van ban do.

2.3.4. Yéu cau |3y lai
Chwrc ndng cho phép ddng y lay lai van ban hay tlr chéi 14y lai van ban da

duwoc vao sb trwdc day khong.

Churc nang dwoc kich hoat tir trinh don chirc ndng Van ban dén/Yéu cau lay
lai, v&i giao dién thé hién nhw sau:

DANH SACH VAN BAN BEN BUO'C YEU CAU LAY LA (&) Chwaciy kién @ Béng y cho ldy lai @  Khéng ding v €

Ky higu, Trich yéu, Loai van ban, Linh we, Do mét, 6 khén @, | Y Bong y cho ldy lai | Khong dong ¥

Chi tiét van ban

[ S6 ky hiéu: 14/DEMO-HueCIT Nghiép vu vin Van ban m&i
Ngay dén: 10/05/2019 10:09:18 SA ban:
V& vige ban hanh quy dinh gié' chudn va tinh th lao day vieot giér Buoc yéu cau lay Ly do: NGi dung Iy do lay lai Phan héildy lai:  Chuwa coy kién
chudn d6i v&i giang vién co' hibu, chuyén vién day thém, chuyén vién lai:
TS WL el ) 3 S (e e G @ LIy (T sb/ky hiéu gbc:  14/DEMO-HueCIT Ngay ban hanh:  10/05/2019
[ 56 Ky hiéu: 13/[DEMO-HueCIT Cor quan ban Trung t&m C6ng nghé théng tin tinh Co quan nhan: S& Du lich

i hanh:
Ngay dén: 09/05/2019 8:50:09 SA

Trich yéu: V& viéc ban hanh quy dinh gié chudn va tinh thil lao day viret gior chuén doi véi giang vién co hiku, chuyén

Ki€m tra thé nién adi vol co quan nhan aé biét. (VAO SO) vién day thém, chuyén vién diroc mién cong téc chuyén mén dé gidng day cda Trung tAm

[ 56 ky hiéu: 44DEMO-VPUBND File dinh kém: QuyetDinh_TrungTam_QuyCheThuLaoVuotGioChuanGiangVien_DT_2018.14.11.doc
Ngay dén: 27/03/2019 3:01:17 CH Ngay dén: 10/05/2019 10:09:18 SA Ngay vb giay
. . dén:
Léy lai vin ban 02° V& viéc d& nghi mién nhiém chikc vu Uy vién Uy ban i )
nhan dan tinh, nhiém ky 2016 - 2021 Ngay vaoe soé: 10/05/2019 10:11:00 SA Vao s6 dlng han:  Vao s6 dang han
. §6 dénténg hop: 52 $6 dén theo s6: 52
[ s6 ky hiéu: 43/DEMO-VPUBND ) . B
. SO van ban: S0 van ban dén VB thwong/QPPL: VB hanh chinh
Ngay den: 27/03/2019 10:12:04 SA
. e . e s . X Loai vin ban: Phirong an Loai phan héi VB:  Khdng can phan hdi
Léy lai van ban 01: Bang tdng hop béo co két qué danh gia, phan loai
c6ng chire ném 2018 SDL VAQ SO Nguoi ky: L& Vinh Chién Chirc vu: Giam dbc
D§ mat: Thuang B8 khan: Thuang
Mirc d6 quan Binh thuong Linh vire: Gido duc Dao tao - GDDT
trong:
Phan quyén xem:  Khéng c6 phan quyén xem GUri vin ban qua  Giri van ban qua mang
mang:
Tong s 4 5 & Phan loai vin Tham auvén Nawdi vio sé: V& Quana Minh Nhan

Cac budc thwe hién:

1. Chon van ban can thwc hién tir danh sach Chuwa cé y kién.

2. Kich “Dong y cho lay lai” | Dong y cno Ay lai JH chap nhan dong y cho don
vi gtri lay lai van ban. Théng bao “Cap nhat thong tin dong y cho lay lai van
ban thanh céng.”.

3. Kich “Khéng déng y” IEEIFEENR, & mé civa sb tir chéi.

H Uecn' TRUNG TAM CONG NGHE THONG TIN TINH THU'A THIEN HUE 66
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TU CHOI LAY LAI VAN BAN

Ly do:

Liru Bong

4. Nhap ly do tir chéi I3y lai van ban.
5. Kich “Luw’, d& thyc hién tir chéi 14y lai.
6. Kich “Doéng”, dé huy bé thao tac.

DPiém cha y:

- Sau khi déng y cho phép lay lai, thi viéc tra cteu hay tim kiém trén CSDL
van ban dén dbi vadi van ban bij lay lai s& khong co.

- Céc van ban & danh sach “Ddng y cho lay lai” va “Khéng ddng y” chi xem.
Trang xem c6 thé hién trang thai ddng y hay khéng déng y va ly do.

Chi tiét van ban

Nghiép vu vin Van ban méi

ban:

Pwoc yéu cau lay Ly do: LAY LAI VAN BAN DA PHAT HANH Phan hoi lay lai: pong y
lai:

So/ky hiéu goc: 45/DEMO-VPUBND Ngay ban hanh: 26/11/2018

- Céc van ban dén chwa dwoc vao sb, khi co sy kién yéu cau lay lai tir don
vi glri, cac van ban nay sé duwoc ty dong lay lai, khéng can budc xac nhan
c6 cho phép dong y 13y lai hay khéng.

2.3.5. Yéu cau thay thé

Chtrc nang cho phép xem danh sach van ban yéu cau thay thé, thé hién dwoc
van ban ndo chwa co y kién, déng y cho thay thé va khéng déng y thay thé. Cac
danh sach chi mang tinh chat xem.

Churc ndng duoc kich hoat ttr trinh don chirc ndng Van ban dén/Yéu cau thay
thé, v&i giao dién thé hién nhw sau:

H Uecn' TRUNG TAM CONG NGHE THONG TIN TINH THUA THIEN HUE 67
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DANH SACH VAN BAN BEN YEU CAU THAY THE VAN BAN E Chura cd ¥ kién @  Déng y cho thu hdi @  Khéng déng v @
Ky higu, Trich yéu, Loai van ban. Link vire, D6 mét, D6 khin Q T Chi tiet van ban
Nghiép vu vin Vén ban thay thé
[ 86 kj hiéu: 42/DEMO-VPUEND ban: Danh sach van ban dugc yéu cu thay thé
Ngay dén: 27/03/2019 10:08:47 SA S Sy IS e Gl THEnED
Thay thé van ban (yéu céu)E}r’n v&i 28/DEMO-VPUBND 1 28/DEMO-VPUBND 12M11/2018 V&n ban bi thay thé
— Sé/ky higu géc: 42/DEMO-VPUBND Ngay ban hanh: 08/03/2019
[] 86 ky hiéu: 41/DEMO-VPUBND
N Co quan ban V/&n phong UBND tinh Co quan nhan: Trung t&m Céng nghé Théng tin
Ngay den: 27/03/2019 9:58:16 SA hanh: )
Thay thé van ban (y&u cau): V& viéc sl dung Cong bao dién tir thay thé L i s
C6ng béo in cAp phat mién phi DS varl van ban 30/DEMO-VPUBND Trich yeu: Thay Ihé van ban (yéu cau) Boi vo1 28/DEMO-VPUBND
File dinh kém: 00.02 H57-42-DEMO-VPUBND-2019.docx
Ngay dén: 27/03/2019 10-08°47 SA Ngay vb gidy dén:
Ngay vao sbé: Vao 6 dung han:  vao sb dang han
sé dénténg hop: 0 $6 dén theo sé: 0
$6 vin ban: VB thwéngiQPPL: VB hanh chinh
Loai vén ban: Tham dinh Loai phan héi VB:  Khéng can phan hbi
Ngwi ky: Hoang Ngoc Khanh Chire vu: Chanh Van phong
P4 mat: Thuéng D khan: Thudng
Mire d6 quan Binh thuéng Linh ve: Can b, cdng chikc, vién chiee NN
trong:
Phan quyén xem: Khong ca phan quyén xem Giri van ban qua GiFi van ban qua mang
mang:
Phan loai vin ban: Ngwéi vao sé:

Téng sé 2 5 |v

Cac budc thwe hién:

1. Chon danh séach trang thai {Chwa cé y kién, déng y cho thay thé, khéng
doéng y}.

2. Chon van ban can xem, dé thé hién théng tin chi tiét bén ving phai. Vang
phai thé hién théng tin van ban va théng tin danh sach van ban dwoc yéu
cau thay thé.

Vin ban thay thé
Danh sach van ban dwroc yéu cau thay thé

So/ky hiéu Ngay BH Trich yéu

1 28/DEMO-VPUBND 12/11/2018 Van ban bi thay thé

2.3.6. Yéu cau thu hoi

Chtrc ndng cho phép xem danh sach van ban yéu cau thu héi, thé hién dwoc
van ban nao chuwa co y kién, ddng y cho thu hdi va khédng ddng v thu héi. Cac
danh séach chi mang tinh chét xem.

Chtrc ndng dwoc kich hoat tir trinh don chirc ndng Van ban dén/Yéu ciu thu
héi, v&i giao dién thé hién nhw sau:

HUGC'T TRUNG TAM CONG NGHE THONG TIN TINH THU'A THIEN HUE 68
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DANH SACH VAN BAN BEN YEU CAU THU HOI VAN BAN &)
Ky higu, Trich yéu, Loai van ban, Linh virc, B3 mét, B khin Q A &

[ 86 ky hiéu: 17/SVHTT-VP
Ngay dén: 11/03/2019 9:41:37 SA

Demo, thu hdi ma khéng chon van ban bi thu hdi nao

[ 86 ky hidu: 10/SVHTT-VP
Ngay dén: 08/03/2019 11:22:48 SA
DEMO, van ban yéu cau thu hdi vin ban 8/SVHTT-VP

Téng sb 2 5

Chi tiét vin ban

Nghiép vu van
ban:

So/ky hiéu goc:
Co quan ban
hanh:

Trich yéu:

File dinh kém:
Ngay dén:

Ngay vao sé:
$6 dén téng hop:
§6 vin ban:
Loai van ban:
Ngw&i ky:

Do mat:

Mirc d6 quan
treng:

Phan quyén xem:

Phan loai vin ban:

HueCIT-eDOC

Chuwa c j kién @  Déng y cho thu héi @)  Khong ding v €

Van ban thu héi
Danh s&ch van ban dwoc yéu cau thu hdi

STT  SO/Ky hiéu Ngay BH Trich yéu
1 8/SVHTT-VP 04/03/2019 DEMO, giFi van ban tir s& VHTT => HueCIT va UBND
10/SVHTT-VP Ngay ban hanh: 08/03/2019

S& Van héa va Thé thao Cor quan nhan: Trung tdm Céng nghé Thong tin

DEMO, v&n ban yéu cau thu hdi vin ban 8/SVHTT-VP
00.16. H57-10-8VHTT-VP-2019 doc
08/03/2019 11:22:48 SA Ngay vb gidy dén:

Vao sb ding han: Vo sb tré han

0 $6 dén theo sé: 0
VB thwéng/QPPL: VB hanh chinh
Cbng van Loai phan hdi VB:  Khéng cén phan hdi
Nguyén Thién Binh Chirc vu: Phé Gidm Bbc
Thireng Do khan: Thuang
Binh thuong Linh vwe: Giao thong Van tai
Khéng ¢ phan quyén xem Gri vdn ban qua GFi ven ban qua mang
mang:

Ngwoi vao sé:

Cac buwéc thwe hién:

1. Chon danh sach trang thai {Chwa c6 y kién, déng y cho thu héi, khéng

doéng y}.

2. Chon van ban can xem, dé thé hién thong tin chi tiét bén viing phai. Ving
phai thé hién théng tin van ban va théng tin danh sach van ban dwgc yéu

cau thu hoi.
Van ban thu hoi

Danh sach van ban dwoc yéu cdu thu hoi

STT So/ky hiéu
1 35/DEMO-VPUBND
2 34/DEMO-VPUBND

2.3.7. Toan boé van ban dén

Kgay BH
02/03/2019
01/03/2019

Trich yéu

Thu hdi 05 (bi) HueCIT vao sb

Thu hdi 04 (bi)

Chtrc ndng cho phép tra clru toan bd van ban dén da dwoc vao sb. Chirc
nang dwoc kich hoat tr trinh don chire nang Van ban dén/Toan bd van ban, voi

giao dién thé hién nhu sau:

HueCIT
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TRA CFU TOAN BO VAN BAN BEN
Tir khda Q h #
2018 (53)

Ngay BH

Co quan BH

Trich yéu

21/01/2019

07/01/2019

17/01/2019

19/01/2019

19/01/2019

S& NGi vu
B& Thong tin va
Truyén théng

Uy ban nhan dan
tinh
Uy ban nhan dén
tinh

Uy ban nhan dan
tinh

V& viéc bao cao théng ké sb Irong, chat Ikgng can bd, cong chiFc vién chifc nam 2018

V& viéc tham dir héi nghi s k&t 5 ndm thire hién Nghi dinh 154/2013/NB-CP va 04 nam trién khai
quy hoach téng thé& phat trién kho CNTT tap trung dé&n nam 2020 va dinh hiréng dén nam 2025

V& viéc trién khai thire hién Thong tr 01/2019/TT-BKHOT

Ban hanh Quy dinh viéc I¥a chon nha thau d& mua sdm tai san céng nham duy tri hoat déng
thirérng xuyén cda co quan, t6 chikc, don vi thudc pham vi quan Iy trén dia ban tinh Thika Thién Hué

Phé duyét & an td chikc Ngay Chl nhat xanh “Hély hanh dong @& Thira Thién Hué thém Xanh -

So/ky hiéu Ngay dén
112212019
1 53  B9Y/SNV-CCVC SEAL BT
% = 43/BTTTT- 112212019
CNTT 9:47:59 AM
112212019
3 51 281/UBND-TH SAGLmAT
g 0 7/2019/QD-  1/21/2019
UBND 8:53:36 AM
5 49 130/QD- 112172019
UBND 8:51:09 AM
Téng s6 53
< < 1

2018 (922)

Cac budéc thuwe hién:
1. C6 thé thuc hién tim kiém thdng qua tir khda va co quan nhan tir viing loc.
2. Kich chon van ban can xem, dé mé trang thong tin chi tiét.

Chi tiét vin ban
Nghiép vu vin ban:
s6/ky hiéu géc:

Co quan ban hanh:
Trich yéu:

File dinh kém:
Ngay dén:

Ngay vao sé:

56 dén téng hop:
56 van ban:

Loai van ban:
Ngwéri Ky:

Do mat:

Mirc dé quan trong:
Phan quyén xem:
Phan loai vin ban:
Ghi chu:

Théng tin luan chuyén van
ban:

Ssaoy:

Van ban méi
T0/2019/BC-VPUB

Van phong UBND tinh

Sach - Sang”

Ngay ban hanh:

Co quan nhan:

Tinh hinh thwre hién céng tac Van the, Lieu trie nam 2018

00.02 H57-70-2019-BC-VPUB-2019 docx

04/04/2019 10:10:06 AM
04/04/2019 10:13:00 AM
60

56 vén ban dén

Phirong an

Tran Thi Hoai Tram
Thrdng

Binh thurong

Khéing cé phan quyén xem

Tham quyén

Xem théng tin luan chuyén vin ban gbc

Khong

Ngay vb gidy dén:

Vaoe s6 ding han:

$6 dén theo s6:

VB thwéng/QPPL:

Loai phan hoi VB:
Chire vu:

D6 khan:

Linh vwec:

Guri vdn ban qua mang:

Ngw&i vao so:

02/04/2019

Trung tdm Cong nghé théng tin tinh

Vao sb dang han

59

VB QPPL

Khéng can phan hoi
Chanh van phéng
Thwdng

Luru trir

GiFi vAn ban qua mang

Nguyén Viét Minh Durong

Xem toan bd théng tin xir Iy

3. Kich lién két “Xem thdng tin luan chuyén van ban géc”, dé mé clra s6
thong tin luan chuyen.

HueCIT
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Théng tin ludn chuyén vin ban

Ngay cép nhat Nguwiri giao VB Ngwéri nhin VB Y kién xiv Iy

23/08/2019 01:53 PM = V& Quang Minh Nhan =~ Lé Hiru Minh - Cha tri

Phong Quan ly lie hanh - Cha tri
23/08/2019 01:58 PM | Lé Hiku Minh
Phong Quén Iy co s& luu tni - Phéi hop

Phan Thi An - Cha tri
23/08/2019 01:59 PM | La Thi Thanh Luyén
Ng6 Thi Anh The - Phéi hop

Nguyén Thi Lan Hwong - Cha tri
23/08/2019 02:00 PM | Tran Binh Minh Brc
Nguyén Hitu Tué - Phéi hop
< »

4. Kich “Xem toan b6 thong tin xu ly”, dé mé trang théng tin x& ly céng
viéc twong tng voi giao viéc dau tién dugc chon. . .
5. Néu c6 phan quyéen xem, kich vao lién két “Cé phan quyen xem”, dé moé

trang dialog .
R = B T Tralfrag o v v U T R SN TR R B KRt v T e o Bedag
Mirc dé quan trong: Binh thuréing Linh vuc: Hanh chinh
Phan quyén xem: C6 phan quyén xem @ Gri vin ban qua mang: Giri van ban gidy
Phan loai vin ban: Tham quyén Ngwéi vao sé: V& Quang Minh Nhan
Nguwei thu Iy: Lé Hifu Minh Ghi chua:
Tf]ﬁﬂg tin luan chuyén van Xem théng tin luén chuyén vin ban gbc Xem toan bd thdng tin xi¥ Iy
L S e e L VN L L N Loy S o Y e iV S W S Sy PO N N SN TV SV L AV S SV A S
HUGCIT TRUNG TAM CONG NGHE THONG TIN TINH THU'A THIEN HUE 71
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Danh sach ngwéi dwoc xem van ban

I

1

2

Nguyén Thai Hoa
L& Hiru Minh
Nguyén Van Phic
L& Ngoc Sanh
Trirong Thanh Minh

W& Quang Minh Nhan

DPiém cha y:

Bang

- Trwdng hop cé cau hinh cho phép khai thac di¥ liéu van ban cla co quan
khac, khi d6 & vung loc danh sach co quan cé thém co quan da cho phép
co quan hién tai khai thac. Vi du & day, trung tdm “Théng tin xdc tién du
lich”, khai thac dwoc di¥ liéu van ban cda s& Du lich.

TRA C'U TOAN BO VAN BAN DEN

Tir khba

Vin ban dén cla co quan

Trung tdm Théng tin xac tien du lich

[ =& Dulich

1

2

6

7

2

76

75

VBGiay_26-01 26/06/2019 24/06/2019

37/DEMO-SDL 24/06/2019 24/06/2019

JE:E[’)EMO' 24/06/2019  24/06/2019
U;:%EMO- 24/06/2019 24/06/2019
L:EB:I[IZ))EMO 21/06/2019  21/06/2019
L?:I[[’)EMO' 21/06/2019 21/06/2019

Trung tam Céng nghé
théng tin tinh

S6 Du lich

Uy ban nhan dén tinh

Uy ban nhan dan tinh

Uy ban nhan dan tinh

Uy ban nhan dén tinh

Demo trich yéu

Demo, van ban chi dao tir s& dén don vi truc thuge

Demo, kiém tra mét dw thdo cho nhidu cdng viéc ¥ Kién chi dao_24.01 [giao tham muru]

Demo, ki#m tra mdt du thdo cho nhiéu céng viéc ¥ kién chi dao_24.01

Demo, kiém tra di thdo tra 161 cho nhigu cong viéc YKCE _ 21_2 [giao tham muru]

Demo, kiém tra di thdo trd 161 cho nhidu cdng viéc YKCD _ 21 2

[P aV A AV AV AV Vel A B AT A o e e T A" BT AV AV S A A W Y S AV AV AV SV A W T S T A T BT AV AV e S e PV e

- Danh séch van ban duoc sap xép theo wu tién:
o Ngay dén gidm dan.

HueCIT
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2.3.8. Bén trong ngay

o Sbé dén tébng hop gidam dan.

HueCIT-eDOC

Chwrc nang cho phép tra clru van ban dén da dwoc vao sbé dén trong ngay.
Chuwre nang dworc kich hoat tiy trinh don chirc nang Van ban dén/bBén trong ngay,
véi giao dién thé hién nhu sau:

TRA CUFU VAN BAN DEN TRONG NGAY

Tir khda

Trich yéu

STT S6dén So/ky hiéu

1 59 T0/2019/BC-VPUB
2 58 221/2019/QB-VPUB
3 57 3/DEMO-UBND

4 56 T7/BC-VPUB

5 55  VBGiay_04.04 01
Téng s6 5

Ngay dén

04/04/2019
04/04/2019
04/04/2019
04/04/2019
04/04/2019

Cac buwéc thwe hién:
1. Tim kiém van ban can xem. ,
2. Kich chon van ban can xem, dé mé trang thong tin chi tiét.

3. Thao tac tiép theo nhu tra ctru theo toan bo.

Chi tiét vin ban
Nghiép vu van ban:
So6/ky hiéu goéc:

Co quan ban hanh:
Trich yéu:

File dinh kém:
Ngay dén:

Ngay vio sé:

$6 dén téng hop:
$6 van ban:

Loai van ban:
Ngwei ky:

Do mat:

Mirc dé quan trong:
Phan quyén xem:
Phan loai vin ban:
Ghi chu:

Théng tin luan chuyén vin
ban:

Sacoy:

Ngay BH Co quan BH

02/04/2019 Van phong UBND tinh
01/04/2019 Van phong UBND tinh
14/02/2019 Uy ban nhan dan tinh
01/04/2019 Van phong UBND tinh

01/04/2019 S& Cong Thirong

Van ban méi

T0/2019/BC-VPUB

Van phong UBND tinh

Tinh hinh thire hién cong tac Van ther, Liru trif ndm 2018

Vv trich Kinh phi siF dung cho hoat déng Hoi ciru chién binh

Viv xiF Iy vat liéu nao vét khi thi céng Bén s6 3 — Cang Chan May

V& viée thire hién K& hoach s6 51 -KH/TU ngay 27/11/2013

V& viée thirong mai dién tlr

Ngay ban hanh:

Co quan nhan:

Tinh hinh thiee hién cong tac Van thur, Lieu trif nam 2018

00.02.H57-70-2019-BC-VPUB-2019.docx

04/04/2019 10:10:06 AM

04/04/2019 10:13.00 AM

60

S6 vén ban dén

Phirong an

Tran Thi Hoai Tram

Thirdng

Binh thurong

Khéng cé phan quyén xem

Tham quyén

Xem thong fin luan chuyén vin ban géc

Khéng

Ngay vb gidy dén:

Vio s6 dung han:

$6 dén theo s6:

VB thwéng/QPPL:

Loai phan hoi VB:
Chirec vu:

D6 khan:

Linh vwec:

Gri vdn ban qua mang:

Ngwéi vao sé:

n
<

02/04/2019

Trung tdm Cong nghé thong tin tinh

Vo s6 dang han

59

VB QPPL

Khéng can phan hoi
Chéanh Van phong
Thréng

Luru trip

GIFi vAn ban qua mang

Nguyén Viét Minh Dirong

Xem toan bd thong tin xir Iy

~

HueCIT

Dién thoai: (0234).3823650
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Tai liéu hwéng dan sir dung phan mém Quan ly Van ban va Diéu hanh HueCIT-eDOC

2.3.9. Theo ngay dén

Chtrc ndng cho phép tra ctru van ban dén da dwoc vao sb theo ngay dén.
Chtrc nang dwoc kich hoat ttr trinh don chirc nang Van ban dén/Theo ngay dén,
véi giao dién thé hién nhu sau:

TRA CFU VAN BAN BEN THEO NGAY BEN
Tir khoa Q h

Nim 2019 (52) -

Thang 4 (7) -
Ngay 4 (5) -
STT S6dén sbiky hiéu Ngay dén Ngay BH Co quan BH Trich yéu
1 59 70/2019/BC-VPUB 04/04/2019  02/04/2019  Van phong UBND tinh Tinh hinh thire hién céng tc Van thu, Lieu trir ndm 2018
2 58 221/2019/QB-VPUB 04/04/2019  01/04/2019  Van phong UBND tinh Vv frich kinh phi st dung cho hoat déng Hoi ceu chién binh
3 a7 3/DEMO-UBND 04/04/2019  14/02/2019 Uy ban nhan dan tinh Viv xi¥ Iy vat liéu nao vét khi thi cong Bén sb 3 — Cang Chan May
4 56 77/BC-VPUB 04/04/2019  01/04/2019  Van phong UBND tinh V& viéc thire hién Ké hoach 56 51 -KH/TU ngay 27/11/2013
5 55 VBGiay_04.04_01 04/04/2019  01/04/2019  S& Céng Thirong V& viéc thirong mai dién il
Téngsb 5 20 |+
Ngay 3 (2) +

Cac buwéec thyee hién:

1. Thwc hién tim kiém van ban theo diéu kién tt ving loc néu can.
2. Kich chon nam/thang/ngay, dé hién thi danh sach van ban.

3. Kich chon van ban can xem, d& mé trang théng tin chi tiét.

4. Thao tac tiép theo nhw tra clru theo toan bo.
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Tai liéu hwéng dan st dung phan mém Quan ly Van ban va Diéu hanh HueCIT-eDOC

2.3.10. Theo ngay ban hanh

Chtrc ndng cho phép tra clru van ban dén da dwoc vao sb theo ngay ban
hanh. Chirc nang dwoc kich hoat tir trinh don chirc nang Van ban dén/Theo
ngay ban hanh, véi giao dién thé hién nhw sau:

TRA CUFU VAN BAN BEN THEO NGAY BAN HANH

Tir khda Q T
N3m 2019 (46)
Thang 1 (46)
» Ngay 11 (7)
SO/ky hiéu Ngay dén Ngay BH  Co guan BH Trich yéu
1M17/2019 a D e M B 12 o 2 e e o o -
1 42 120/5TC-QLGCS 10:04:05 AM 11/01/2019 S& Tai chinh Ve viéc bao cao tinh hinh quan ly, sir dung tai san cong nam 2018,
1/17/2019 A V& viéc trién khai thire hién Nghi dinh cda Chinh phd v& giao dich
2 41 92/STC-QLNS 11/01/2019 S Tai chinh e = =
9:58:22 AM dién tr trong hoat dong tai chinh.
1/16/2019 Bao Tai nguyén & . = Y, .
3 38 12/BAOTAINGUYEMN&MT /o2 Trich dan nguon tin trén Bao dién tiF.
10:46:39 AM M&I trirdng g
1/16/2019 - Théng bao Vé viéc khdng phén b s6 Ieong ngwdi lam viée nam
4 36  54/TB-SNV 11/01/2019  Sd& NGi vu PO - o A it 2 - .
10:36:52 AM T 2019 doi v&i Trung tam Cong nghé Thong tin Tinh Thira Thién Hué.
1/15/2019 Uy ban nhdndan S e e e e s _—
5 33 08/KH-UBND 9:55:00 AM 11/01/2019 finh KE hoach To chirc Lé phat dong " Ngay chu nhat xanh" nam 2019
Téng s 7 5 |v
<< < 1 2 = >
Ngay 10 (1)
Ngay 9 (5)

Cac buwéc thwe hién:

1. Thwc hién tim kiém van ban theo diéu kién tt ving loc néu can.
2. Kich chon nam/thang/ngay, dé hién thi danh sach van ban.

3. Kich chon van ban can xem, d& mé trang théng tin chi tiét.

4. Thao tac tiép theo nhw tra clru theo toan bo.
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Tai liéu hwéng dan st dung phan mém Quan ly Van ban va Diéu hanh HueCIT-eDOC

2.3.11. Theo loai van ban

Chtrc ndng cho phép tra clru van ban dén da dwoc vao sé theo loai van ban.
Churc nang dwoc kich hoat tir trinh don chirc ndng Van ban dén/Theo loai van
ban, v&i giao dién thé hién nhu sau:

TRA CUFU VAN BAN DEN THEO LOAI VAN BAN
Tir khoa Q T

GIAY MO (1)
Cong van - CV (16)

SO/ky hiéu  Mgay dén Ngay BH  Co quan BH Trich yéu

1 53 89/SNV- 112212019 21/01/2019  S& NBI VU Ve viéc bao cao thong ke so Irong, chat Irong can bd, ¢dng chiFc vien chirc

ccve 9:54:48 AM nam 2018.

4BTTTT 112212019 B6 Thong tin Ve viéc tham dw héi nghi sor két 5 nam thure hién Nghi dinh 154/2013/NB-CP va

2 52 e AT 07/01/2019 va Truyén 04 nam trién khai quy hoach tong thé& phat trién kho CNTT tap trung d&n nam
o théng 2020 va dinh héng dén nam 2025

281/UBND-  1/22/2019 Uy ban nhén R : " .

3 51 TH 9:35-49 AM 17/01/2019 dAn tinh Ve viéc trién khai thure hién Thong twe 01/2019/TT-BKHDT

4 5 TTISVHTT-  1/18/2019 16/01/2019 S6 Van hoava Ve viéc trigu tap tham di tap hudn HEé thdng quan 1Y van ban va diéu hanh( van
VP 9:54:45 AM Thé thao ban mai).
120/STC- 1/17/2019 A A\ P PG B P et P P -

5 42 aLGes 10:04-05 AM 11/01/2019 So Tai chinh Ve viéc bao cao tinh hinh quan ly, sir dung tai san céng nam 2018.

Tong s6 16 5 |v

< < 1 2 3 4 > E

Gidy Uy Quyén (2)
Phiéu bao (3)

Loai van ban chwa xéc dinh (26)

Cac budc thwe hién:

1. Thwc hién tim kiém van ban theo diéu kién tt ving loc néu can.
2. Kich chon loai van ban, dé hién thj danh sach van ban.

3. Kich chon van ban can xem, dé mé trang théng tin chi tiét.

4. Thao tac tiép theo nhw tra clru theo toan bo.
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Tai liéu hwéng dan st dung phan mém Quan ly Van ban va Diéu hanh HueCIT-eDOC

2.3.12. Theo linh vuwc

Chtrc ndng cho phép tra clru van ban dén da duwoc vao sbé theo linh vyc.
Churc nang duoc kich hoat tr trinh don chire ndng Van ban dén/Theo linh vuec,
véi giao dién thé hién nhu sau:

TRA CLFU VAN BAN DEN THEO LiNH VUFC

Tir khda Q T
Chworng trinh cdng tac (1)

Ngan hang & Tién té (1)

Cai cach hanh chinh (1)

+ + o+ o+

GPMB, Béi thiérng, hé tro (1)

X3 héi (6) -

SO/ky hiéu Mgaydén NgayBH  Co quan BH Trich yéu
197-CTr- Uy ban nhan dan L . . .
1 846 UBND 06/12/2018 30/11/2018 ll):h Churong trinh ¢dng tac thang 12 nam 2018 cda UBND tinh

Uy ban nhan dan

finh Bao cao finh hinh kinh té - x8 hoi thang 11 ndm 2018 va mét s6 nhiém vu frong tam thang con lai.

2 842 322/BC-UBND 06/12/2018 30/11/2018

UBND tinh Thira Viv nghi Tét Am lich ndm 2017 d6i v&i can bd, cong chike vién chic va ngudi lao dong cda cac co

3 684 360/TB-UBND 19/12/2016 14122016 . N - . Az . : 5 -
Thién Hué guan hanh chinh, st nghiép, td chizc chinh tri, 16 chize chinh tri xa hoi

Co quan chua biét V/V nght 1€, tét ndm 2016 dbi véi can bd, cong chiFc, vién chirc va ngudi lao dong cda cac co quan

4 530 280/SY-UBND 14/12/2015 091272015 N . I B . A -
ma dinh danh hanh chinh, su nghiép, & chirc chinh tri, 1 chic chinh tri-xa hoi

38/ KH- UBND tinh Thira VE viéc tiép tuc ddy manh cong tac quan Iy, giam sat thie hién cac ché do chinh sach dam bao an
2 el BHNKTQT ZIETD | STZEVE Thién Hué sinh xa hoi nam 2015

Tf)ngsl‘)B E. 2 > > 5 |w

Cac budc thwe hién:

1. Thwc hién tim kiém van ban theo diéu kién tt ving loc néu can.
2. Kich chon linh vwe, dé hién thj danh sach van ban.

3. Kich chon van ban can xem, dé mé trang thong tin chi tiét.

4. Thao tac tiép theo nhw tra clru theo toan bd.

HUGC'T TRUNG TAM CONG NGHE THONG TIN TINH THU'A THIEN HUE 77
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Tai liéu hwéng dan st dung phan mém Quan ly Van ban va Diéu hanh HueCIT-eDOC

2.3.13. Theo co’ quan ban hanh

Chtrc ndng cho phép tra ctvu van ban dén da dwoc vao sé theo co quan ban
hanh. Chirc nang duoc kich hoat ttr trinh don chirc nang Van ban dén/Theo co
quan ban hanh, véi giao dién thé hién nhw sau:

TRA CUPU VAN BAN DEN THEO CO QUAN BAN HANH

Tir khoa Q Y

5¢& Céng Thwong (29)

SO/ky hiéu  Ngay dén Mgay BH  Coquan BH Trich yéu

M tham die khai trrong San giao dich thuong mai dién tie Thira Thigén Hué va Hoi

1355/GM-  8/3/2018 9:11:56 S& Con P B = L ) g,

1 520 01/08/2018 9 thao ve lgi ich cua doanh nghiép khi tham gia vao san giao dich thirong mai dién
SCT AM Threng B o

e uy tin
972/GM- 6/712017 S& Cong . . p R

2 358 scT 12:00:00 AM 05/06/2017 Thurong Mé&i tham dw tap huan thirong mai dién tr nam 2017
2065/SCT-  12/6/2016 S& Céng A o s P . " . Gty el a2 I -

3 656 01/12/2016 Ve viéc thong bao dan thire hién dir an phat trien cdng nghiép céng nghé cao
KT 12:00:00 AM Thirong i g g ky thu =N du p g nghiep cong ngne
1961/QBD-  11/24/2016 S6 Cong P A A X A . ‘

4 639 SCT 12:00:00 AM 17/11/2016 Thiromg V& viéc thanh I3p TO trien khai Dich vu cong triec tuyen

5 235 486/QD- 4/19/2016 11/04/2016 So Cong Qu‘yel d[n‘h viv thanh lap Ban quan Iy va van hanh Cong thuong mai dién tr San
SCT 12:00:00 AM Thirong pham Hue

Téng s6 29 5 [«

<< < 1 2 3 4 5 =3 S >

$& Du lich (3)
5& Giao duc va bao tao (3)

Cac buwéec thyee hién:

1. Thuwc hién tim kiém van ban theo diéu kién t ving loc néu can.
2. Kich chon co quan, dé hién thj danh sach van ban.

3. Kich chon van ban can xem, dé mé trang théng tin chi tiét.

4. Thao tac tiép theo nhw tra clru theo toan bo.

HUGC'T TRUNG TAM CONG NGHE THONG TIN TINH THU'A THIEN HUE 78
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Tai liéu hwéng dan st dung phan mém Quan ly Van ban va Diéu hanh HueCIT-eDOC

2.3.14. Theo ngwi xwe ly

Chtrc ndng cho phép tra clru van ban dén da dwoc vao sb theo ngudi xt 1y.
Chtlrc nang dwgc kich hoat tir trinh don chirc nang Van ban dén/Theo Nguoi Xor
ly, v&i giao dién thé hién nhw sau:

TRA CLFU VAN BAN BEN THEO NGU'OI X(F LY I}

Tir khda Q h ¢
Tran Anh Hién (2) +
Lé Vinh Chién (950) -

& SOy hiéu Ngaydén NgayBH  CoquanBH  Trich yéu

Uy ban nhan Cdng bd danh muc thi tuc hanh chinh diroc sika ddi, bd sung trong linh vire Thanh 1&p va hoat ddng

1 351 1115/QD-UBND 08/05/2019 07/05/2019 ., . = - I = 5 a2 £ o a - T o e 5 P
@ dan tinh clia HO kinh doanh thudc tham quyén gidi quyét cia UBND cac huyén, thi x& va thanh phd Hué

20/2019/QD- Uy ban nhan Diéu chinh, sira ddi va b sung mdt s6 ndi dung tai Bang gia dat trén dia ban tinh Thira Thién Hué ap
2 350 08/05/2019 06/05/2019 a L =
@ UBND dan tinh dung trong thai gian 05 nam (2015-2018)
Uy ban nhan

3 349 £  110/BC-UBND 08/05/2019 07/05/2019 Bao cao két qua minh bach i san, thu nhap nim 2018

dan tinh

Uy ban nhan

A Viv tham miru tra 11, thao g& virdng mic cda cac doanh nghiép

4 348 4  2698/UBND-DN 08/05/2019 07/05/2019

1520/UBND- UBND thanh
5 347 @ CNTT 07/05/2019 07/05/2019 phé Hué

Tong s0 950 E.z 3 4 5 6 7 8 9 10 11 > > 5 |v

d& xuét. kién nghi higu chinh c&c phin mém

Cac buwdéec thyee hién:

1. Thwc hién tim kiém van ban theo diéu kién tt ving loc néu can.
2. Kich chon nguoi xt ly, dé hién thi danh sach van ban.

3. Kich chon van ban can xem, dé mé trang théng tin chi tiét.

4. Thao tac tiép theo nhw tra clru theo toan bo.

DPiém cha y:
- Danh sach duoc sép xép theo thir ty alphabet tdng dan cta “TEN” ngudi
X ly.
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Tai liéu hwéng dan stie dung phan mém Quan ly Van ban va biéu hanh HueCIT-eDOC

2.3.15. Theo ngwei thu ly

Chtrc ndng cho phép tra ctvu van ban dén da dwoc vao sb theo ngudi thu 1y.
Chirc nang dwoc kich hoat ttr trinh don chérc ndng Van ban dén/Theo nguodi
thu ly, v&i giao dién thé hién nhu sau:

TRA CIPU VAN BAN DEN THEO NGU'Q'l THU LY

Tir khéa Q h ¢
La Thi Ngec Tinh (1)

V& Bai Nin (4)

Tén chwa xac dinh (10)

+ + + 4+

Hoang Thi Héng (42)

Lé Thi Kiéu Thy (8)

STT ;;n SO/Ky hiéu Ngay dén NgayBH Co quan BH Trich yéu

1 3528 55-CVIBU 08/12/2018 03/12/2018 Béng ly S& Théng tin va Truyén thong :g;:; Sl gl e e (g EEy 0 £ T (e TR
2 3507 104-CV/BU 06/12/2018 28/11/2018 k::ing iysdlolconriunobn i Viv xin ¥ kién tham gia danh gié, xép loai chét lrong Bang bd S&

3 3504 éfTUTfUEND’ 05/12/2018 04/12/2018 UBND thanh phd Hué Viv s dung Cong bao dién ti thay thé cong bao in cap phat mién phi

4 3501 270-CVIBU 05/12/2018 03/12/2018 Dang Oy S& Van hoa va Thé thao Viv xin y kién tham gia danh gia, xép loai chét lvgng Dang bd S& VHTT

: pe YR 05/12/2018 04H2/2048 Chi b S Ngoai vu Viv @& nghi cac chd thé c6 lién quan tham gia danh gia, xép loai chét lrong TCCS

DPang

EEn: - - “E

Cac buwdéec thyee hién:

1. Thwc hién tim kiém van ban theo diéu kién tlr viing loc néu can.
2. Kich chon nguoi thy ly, dé hién thi danh sach van ban.

3. Kich chon van ban can xem, d& mé trang théng tin chi tiét.

4. Thao tac tiép theo nhw tra clru theo toan bo.

DPiém cha y:

- Danh sach duoc sép xép theo thir ty alphabet tdng dan cta “TEN” ngudi
thu ly.
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Tai liéu hwéng dan sir dung phan mém Quan ly Van ban va Diéu hanh HueCIT-eDOC

2.3.16. Theo sé van ban

Chtrc ndng cho phép tra clru van ban dén da dwoc vao sb theo ngudi xt 1y.
Chtlrc nang dwgc kich hoat tir trinh don chirc nang Van ban dén/Theo Nguoi Xor
ly, v&i giao dién thé hién nhw sau:

TRA CLFU VAN BAN BEN THEO SO VAN BAN

Tir khéa Q T
$6 VAn ban Lwu tham khao (18) +
S6 vin ban dén (241) -
STT S6dén SOy hiéu Ngay dén Ngay BH Co quan BH Trich yéu

1 59 70/2019/BC-VPUB 04/04/2019  02/04/2019  V&n phong UBND tinh Tinh hinh thiec hi€n cong tac Van thie, Lieu trir nim 2018

2 58 221/2019/QD-VPUB 04/04/2019  01/04/2019  Van phong UBND finh Vv trich kinh phi sir dung cho hoat dong Hai cueu chién binh

3 57 3/DEMO-UBND 04/04/2019  14/02/2019 Uy ban nhan dén tinh Vi xi® Iy vat liéu nao vét khi thi cong Bén s6 3 — Cang Chan May

4 56 77/BC-VPUB 04/04/2019  01/04/2019  V&n phdng UBND tinh V& viéc thire hién K& hoach sé 51 -KH/TU ngay 27/11/2013

5 55 VBGiay_04.04_01 04/04/2019  01/04/2019  S& Céng Throng V& viéc thurong mai dién 1l ..

Tong s6 241 E. 2 3 4 5 6 7 8 9 10 1 > > 5 |v
Demo dén (1) +

Cac buwéec thyee hién:

1. Thuwc hién tim kiém van ban theo diéu kién t ving loc néu can.
2. Kich chon sb van ban, dé hién thj danh sach van ban.

3. Kich chon van ban can xem, dé mé trang thong tin chi tiét.

4. Thao tac tiép theo nhw tra clru theo toan bd.
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Tai liéu hwéng dan st dung phan mém Quan ly Van ban va Diéu hanh HueCIT-eDOC

2.3.17. Tim kiém van ban dén

Chtrc nang cho phép tim kiém tat ca van ban dén da vao sb theo diéu kién
co ban hay c6 thé tim kiém theo cac diéu kién nang cao. Chirc ndng dwoc kich
hoat ttr trinh don chirc ndng Van ban dén/Tim kiém van ban dén, v&i giao dién
thé hién nhw sau:

TIM KIEM VAN BAN DEN

Ngay dén:

Ngay ban hanh:
$6 ky hiéu:

Loai phan hgi VB:
Loai vén ban:
Phong thu ly:
Phong X Iy:

Trich yéu:

~Téatca—

Dén ngay:

= H

- Dén ngay: -

= g2y =
Co quan ban hanh:

.| VB thwong/QPPL: _TAtca— -
Linh vye: .
Ngwei thu Iy: -
Ngwi xw ly: .

o0

< SO/ky higu

den kY hi€

1 53 BY/SNV-CCVC
43/BTTTT-

2 52 CNTT

3 51 281/UBND-TH
7/2019/QD-

4 50 UBND

5 49 139/QD-UBND
Tong s6 4404

<<

Ngay dén

22/01/2019
9:54:48 SA

22/01/2019
9:47:59 SA

22/01/2019
0:3549 SA

21/01/2019
8:53:36 SA

21/01/2019
8:51:09 SA

Ngay BH Co quan BH

21/01/2019  S& Néi vu

B& Théng tin va

07/01/2019 3 -
Truyén théng

17/01/2019 :,l:hban [ EET

19/01/2019 L:Iy ban nhan dén
tinh

19/01/2019 #:hban nhan dan

a. Tim kiém co ban

Cac buwéc thwe hién:

arwnE

ban twong ng.

Trich yéu

V& viéc bao cao thdng ké sb lrong, chat lrong can bd, cong chikc vién chikc ndm 2018

V& viéc tham du hdi nghi so' k&t 5 nam thire hién Nghi dinh 154/2013/ND-CP va 04 nam trién khai quy hoach
tbng thé phat trién kho CNTT t&p trung dén nam 2020 va dinh hirdng dén ndm 2025,

V& viéc trién khai thuc hién Thong tw 01/2019/TT-BKHET

Ban hanh Quy dinh viéc lra chon nha thau d& mua sam tai san cong nham duy tri hoat dong thiedeng xuyén
clia co quan, td chike, don vi thudc pham vi quan Iy trén dia ban tinh Thira Thién Hué

Phé duyét £& an td chirc Mgay Chi nhat xanh “Hay hanh dong dé Thika Thién Hué thém Xanh - Sach - Sang’

5 ~

Kich hoat, mac dinh tim kiém theo co ban.
Vao di¥ liéu can tim kiém.
Kich “Tim kiém”, dé thwc hién tim kiém van ban theo di liéu dwa vao.
Kich “Tat c&”, dé thwc hién tim kiém tat ca van ban.

Kich lién két Sé/ky hiéu hay tiéu dé trich yéu, dé mé trang xem chi tiét van

HueCIT
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Tai liéu hwéng dan sir dung phan mém Quan ly Van ban va Diéu hanh

N

Chi tiét van ban
So6/ky hiéu gbc:
Co quan ban hanh:
Trich yéu:

File dinh kém:
Ngay dén:

Ngay vao sé:

$6 dén téng hop:
$6 vin ban:

Loai van ban:
Ngwoi ky:

Do mat:

Mirc d6 quan trong:

Phan quyén xem:

Théng tin luan chuyén van

ban:

Saoy:

89/SNV-CCVC

S& NGi vu

Ngay ban hanh:

HueCIT-eDOC

21/01/2019

V& viéc bao cdo thdng ké sb Irong, chét Ikong can bd, cdng chikc vién chirc ndm 2018.

89-SNV-CCVC-21012019 pdf
1/22/2019 9:54:48 AM

1/22/2019 9:57:00 AM

53

56 van ban dén
Céng van - CV
Bach Chon Béng
Thirdng

Binh thudng

Khéng co phan quyén xem

Khéng

b. Tim kiém nang cao:
Kich hoat, mac dinh tim kiém theo co ban.

Kich chon tab “Nang cao”, & mé& ra viing loc v&i nhiéu tiéu chi hon dé hd
tro hoat déng tim kiém hon

Ngay vb gidy dén:
Vao sé dung han:
$6 dén theo sé:

VB thwirng/QPPL:
Loai phan héi VB:

Chirc vu:
D6 Khan:

Linh vwc:

Gri vdn ban qua mang:

Xem toan bd théng tin xir Iy

1/22/2019 9:55:00 AM

Vao sb dung han

53

VB hanh chinh

Khong can phan hoi

Giam dbc

Thudng

Céng chirc vién chic - CCVC

Giri van ban gidy

~
x

56 dén theo sé: Pén sé:
Ngay dén: = DPén ngay: =
Ngay ban hanh: = DPén ngay: =
Co quan ban hanh: Ngwéi ky:
§6/Ky hiéu: VB thwéng/QPPL: _Tht ca "
Loai vin ban: . Linhvwe: .
Do mat: _Ttca- D% khan: _Ttca- v
Phéng thu Iy: . Ngweithy Iy: .
Phéng xi Iy: . Nguweixely: .
Loai phan hdi VB: Thtca
Trich yéu: 00
3. Cac buorc tiép theo nhw tim kiém co ban.
DPiém cha y:
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- Né&u c6 nhiéu diéu kién trich yéu thi ciing tim kiém theo diéu kién VA.

- Trweng hop cé cau hinh cho phép khai thac div liéu van ban clia co quan
khac, khi d6 & vung loc danh sach co quan cé thém trwdng thong tin “Van
ban dén clia co quan” va danh sach bao gébm co quan minh va cac co
quan da cho phép co quan hién tai khai thac. Vi du & day, trung tdm Thong
tin xdc tién du lich, khai thac dwoc di lieu van ban cla s& Du lich.

Co ban

Van ban dén cua co quan: Trung tdm Thong tin xuc tién du lich M v
Trung tdm Thdng tin xdc tién du lich

Ngay dén: S& Du lich

- Danh sach van ban duoc sap xép theo wu tién:
o Ngay dén giam dan.
o Sb dén theo sbé giam dan.
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2.3.18. In sO van ban dén theo mau

Chtrc ndng cho phép 1ap va in theo cac mau sb van ban dén theo mau. Chirc
ndng dwoc kich hoat tr trinh don chirc ndng Van ban dén/In theo cac mau sbé
VB, v&i giao dién thé hién nhw sau:

LAP VAIN SO VAN BANDEN

Théng tin
Tén cor quan chu quan: Van phong UBND finh

Tén co quan:

Trung t&m Tin hoc hanh chinh v
Tiéu dé sé vin ban:
Mau so: S6 dang ky van ban dén v
Chon tiéu chi 1&p va in 36
Ngay ban hanh ti: =  Dénngay: =
50 van ban: _Thtca— e

VE hanh chinh/QPPL: Loai vin ban:

O -- T4t ca—- @ VB hanh chinh O VB QPPL ~Tét ca— -
Bon vi xir ly: —TAtca— ¥
Chuyén vién: _TAtca— ¥
Ngay dén tir: 01/12/2017 & DPénngay: 30/09/2018 =]
Co quan gui: .
sip xép theo: 56 VB dén ¥

Cac budc thwe hién:

1. Kich hoat trang In theo cac m4u sé VB.

2. Nhap mét sb thong tin can lap sé: Co quan, tén sb, mau sb va cac diéu
kién loc khac.

3. Kich “DPéng y”, dé két xuét ra file Word.
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STT| Ngay dén dsfn Tacgia $4, k¥ hiéu Ngay thing Tén logi va trich yéu nii dung vn ban Ngudixi | Don vixi nlﬁ;n Ei:::
1 [09/032014|207 hgjkki 00/05/2014 Nguyin |Dichvu -
Thi Tram |Hatang
CNTT
2 [15/05/2014[223[UBND tinh  |34'UBND-TTIN  |26/03/2014|V/v phin céng thanh vién HDTDKT tinh chidae  |Nguyén [Nghicn
Thira Thign cac Khoi thi dua nam 2014 Vian Tinh |coutrién
Hus khai
3 |15/05/2014(224|UBND tinh  |131/CT-UBND 21/03/2014|VE dang k¥ nghia v quin sy nam 2014 Ngurin |Nghitn
Thifa Thién Van Tinh |coutrién
Hus khai
4 [14/052014|225 138 VILTNN- 14/05/2014|V/v Hudng din quan 1¥ vin ban di, vin ban dénva |Ngwin |Nghién
TTTH lap ho so trong maéi trrong mang Vigt cuu trign
Minh tchai
Durong
5 (02012014 1 |S&Khoa hoe |1240BC-SKHCN  |02/01/2014|VE vide thim tra thidt ké va dy todn phan mém thye |Nauvin  [Nghitn
Céng nghé hién d& tai nghién ciu khoa hoc va cing nghé Duong  |ciutrizn
Anh lchai
6 (03002014 2 |Ban Quan ¥ |138BQLKQLI2-  |27/12/2013[VE vide théng bdo xét duvét kinh phi thye hign DE  |L& Vinh  |Linh dao
Béan 112 |KT anl12 Chiéfn  |Trung
tim
7 (03/01/2014( 3 |Ban Tuvén  [110-GMBTGTU  |02/01/2014(Hai nghi tong két cong tic tuvén gido nam 2013 H6Minh |Hinh
gido Tinh uy chinh
tong hop
8 (06012014 4 |Sétai chinh - |3673/STC-KBTTH |31/12/2013|VE vige hwdng din bé sung khéa sb quyét todn nidn [HOMinh |Hanh
Kho bac nhi @6 2013 va tam cap kinh phi 2014 chinh
nude tinh tong hop
9 [06/01/2014] 5 |5¢Tai chm.h 3674/5TC-QLNS J]. 12/2013|ve ='\1=c st dung s6 tidt kidm chi theimg suvin H \Imh Hanh

4. Tay chmh mot sb thong tin can thiét tir file word dwoc két xuét ra
5. Tién hanh in an tw file Word.

DPiém cha y:

TRUNG TAM CONG NGHE THONG TIN TINH THUA THIEN HUE

O

© 0O 0O O 0O 0o 0 0 o 0o o o o o

Tuy thudc vao chon mau sb, sé co file két xuat twong &ng.
Céc mau sb dwoc hé tro 1a:

Sb dang ky van ban dén.

Sé van ban dén — (mau VPCP).

Béo céo tébng hop van ban dén — (mau VPCP).

Téng hop tinh hinh x& ly van ban dén — (mau VPCP).
Téng hop tinh hinh x& Iy van ban dén cta don vi — (mau VPCP).
Sb van ban theo chuyén vién xu ly.

Sb dang ky van ban mat dén.

S6 theo dbi gidi quyét van ban dén.

B&o céo thdong ké tinh hinh x& ly van ban dén.

B&o céo chi tiét tinh hinh xw ly van ban dén — (mau VPCP).
S6 dang ky van ban mat dén cua van thw.

S6 dang ky van ban mat dén cta TT lwu triv.

Sb chuyén giao van ban dén.

Sb giao nhan van ban dén.

Bé&o céo thong ké tinh hinh g van ban qua mang.

HueCIT
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o BA&o céo thdng ké tinh hinh gvi van ban qua mang cua tat ca don vi.

o Bé&o céo théng ké tinh hinh glri van ban dién t& c6 ky sb cla tat ca
don vi.

S0 van ban dén - (mau VPCP)

Bao cao tdng hop van ban dén - (mau VPCP)

Tong hop tinh hinh xF Iy vdn ban dén - (miu VPCP)

Tong hop tinh hinh xF Iy vdn ban dén cia don vi - (mau VPCP)

S0 van ban theo chuyén vién xiF Iy

S0 dang ky van ban mat dén

S0 theo dbi gidi quyét van ban dén

Bao cao thong ké tinh hinh x¥ Iy van ban dén

Bao cao chi tiét tinh hinh x Iy van ban dén - (mau VPCP)

S0 dang ky van ban mat dén cda van thie

S0 dang ky van ban mat dén cda TT I tri

S0 chuyén giao van ban dén

S04 giao nhan van ban dén

Bao cao thong ké tinh hinh giFi vdn ban qua mang

Bao cao thong ké finh hinh giFi van ban qua mang cda tat ca don vi

Bao cao thong ké tinh hinh giFi van ban dién tlr c6 ky s6 cla tat ca don vi
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2.4. TAO LAP CONG VIEC, HO SO, VAN BAN DY THAO
Nhém céac chirc nang vé tao lap méi cong viéc, ho so va van ban dw thao.
2.4.1. Tao cOng viéc

Chlrc nang cho phép tao ma&i cdng viéc, cong viéc nay doc lap v&i van ban
dén, c6 thé nhan nhiém vu tr 1anh dao hay quan ly dé thwc hién, hay tw chinh
minh tao cdng viéc dé thwc hién tr hoat ddng chuy@n mdn. Céng viéc nay cé
thé hiéu nhw 13 y kién chi dao khéng cé van ban dén. Chirc ndng dwoc kich
hoat ttr trinh don chirc ndng Thém m&i/Céng viéc, véi giao dién thé hién nhw
sau:

Théng tin chung A
Tiéu dé I Théi gian hoan thanh I
S a | -— Vui long chon — v A a - . 5
Chu tri thwe hién Ngwei giao viée | Nguyen Xudn Hing
Giao cho ti :
Y kién xir ly

Phoi hop thwe hién

Théng tin mé& réng A

Cac budc thwe hién:

1. Kich hoat Thém m&i/Céng viéc, m& trang cap nhat théng tin céng viéc.
2. Nhap di liéu cho céac trwdng thong tin, chu y cac trwdng bat budc.

3. Kich “Lwu”, @& thwc hién cap nhat théng tin céng viéc.

4. Kich “Hiy bd”, dé thwe hién hay bd cap nhat cdng viéc.

Piém cha y:
- Ngoai cac trwedng thdng tin chung, c6 thé cap nhat thong tin mé réng, bang
cach kich nhém Théng tin mé réng.
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Théng tin mé réng A
Nguén gbc céng viéc — Chon ngudn céng viéc — v Céng viéc cép cha — Vui Idng chon —

Hb sof D &n — Chon dy an — v Ngw&i theo dbi

File dinh kém a

- Trong qua trinh tao céng viéc, phai xac dinh dwoc cac vai tro tham gia vao
Xt ly cong viéc. Vai tro chi tri thwe hién (xir ly chinh), la vai trd c6 quyén
tao lap van ban dy thdo; Vai trd phdi hop; Vai trd theo ddi; Vai trd giao
Viéc.

- Sau khi thwe hién cap nhat céng viéc thanh céng. Cong viéc nay sé duwoc
thé hién & danh sach céng viéc twong &rng tirng vai tro:

o Chuwa thuc hién cta nhirng vai trd cha tri thwe hién, phdi hop.
o Giao thwc hién cda vai trdo nguwdi giao viéc.
o Theo ddi cta vai tro nguwoi theo doi.
o Thera lénh cda vai tro nguwoi da tao cong viéc.
- Cong viéc dworc tao ra duwoc xép vao ngudn cong viéc la “khac”.

2.4.2. Tao ho so

Chtrc nang tao mai hd so/dy an dwoc kich hoat tr trinh don chirc ndng Thém
m@&i/Ho6 so, véi giao dién thé hién nhw sau:
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Cép nhat hé so A
Tén hd so I

Tén viét tat Ngay mé hd so 22/01/2019 2:09:21 CH

XiF Iy chinh I — Chon — v | Phbi hop tham gia

Theo dbi

MNGi dung

Théi han xiF Iy Loai hd so Canhan |«

Cac buwéc thwe hién:
1. Kich hoat Th@m m@i/H6 so, mé trang cap nhat théng tin hé so'.
2. Nhap di liéu cho céac trwdng théng tin, chu y cac trwdng bat budc.
3. Kich “Lwu”, dé thwc hién cap nhat théng tin hd so.
4. Kich “Hay bd”, dé thwe hién hay bd cap nhat hé so.
DBiém cha y:
- Vai trd Nguoi x& Iy chinh c6 quyén g& bd dwoc cong viéc khdi hd so.
- Loai hd so gébm c6: Céa nhan, phong ban va co quan.
2.4.3. Tao van ban dw thao

Hoat déng tao 1ap dw thao cé hai diém vao, dé 1a tao van ban dy thao doc 1ap
va tao van ban dw thao twr viéc xtr ly cdng viéc dworc giao.

2.4.3.1. Tao van ban dw thao déc lap

Chlrc nang tao méi van ban dy thao doc lap, dwgc kich hoat tir trinh don
chirc nang Thém m¢i/Van ban dw thao. Tao lap thdéng tin quan ly cia dv thao
mot van ban, lam co s& dé trinh va phat hanh van ban di sau nay.

Cac buwdc thwe hién:
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HueCIT-eDOC

1. Kich hoat Thém m¢i/Van ban dw thao, mé& trang cap nhat thong tin van
ban duv thao.

Trich yéu:

Co quan ban hanh:

Ngwoi ky:

Nghiép vy vin ban:
D6 mat:

Mirc d6 quan trong:

Loai van ban:

Biéu miu vin ban:

File dinh kém:

VB dén lién quan:

Cac van ban lién quan
khac:

Noi nhan trong co quan:

Co quan trong tinh:

Co quan ngoai tinh:

Thee nhém dai dién:

Té chirc, ca nhan khac:

Co quan nhan dé biét:

Bao qua tin nhan sms []

Phan quyén xem:

Ngwéi giao 13p dw thao:

I Trung tam Cong nghé thdng tin tinh

| L& Vinh Chién - Ivchien.ttentt
Van ban méi
Thuréng
®ThwengOQuan trong

—Chon loai van ban--

—Chon mau van ban—

| doc|.docx|.rtf|.pdf].xis|.xisx). ppt|. pptx|.zip|.rar
Chon file
]

chonfie | @
[+]

Toan bé co quan [J

Loai phan héi VB:

Chirc vu:

D6 khan:

VB hanh chinh/QPPL:

Linh vwec:

Bdo qua tin nhin qua Email (]

| L& Vinh Chién

2. Nhap di liéu cho cac trwdng thong tin, chu y cac trwong bat budc.
3. Kich “Lwu”, dé thuc hiép cap nhat thdng tin dw thao. ]
4. Kich “Trinh dy thao”, dé thwc hién cap nhat théng tin dw thao va tien hanh

trinh xin y kien ban hanh. Budc trinh dw thao, tham khao muc “Trinh dw

thao”.

Giam dbc

Thuréng

@VB hanh chinhOVE QPPL

—Chon Linh virc van ban-—-

5. Kich “LAy y kién duw thao”, dé thwc hién hoat dong 14y y kién dw thdo. Tham

khdo & muc “Lay y kién du thao”.

DPiém cha y:

HueCIT
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- Trwéng “Loai phan héi VB”, dé dinh hwéng x& ly van ban nhuw thé nao khi
dw thdo tlr co quan givi va x& Iy tr co’ quan nhan tiép nhan.

o Khéng can phan héi: Van ban phat hanh di ma co quan glvi khéng
can co quan nhan phan héi lai van ban.

o Can phan hdi: Van ban phat hanh di ma co quan gl can co quan
nhan phan hdi lai van ban. Tuy nhién trong qua trinh giao x& ly 1&nh
dao/quan Iy cé thé tiy chon bd yéu cau van ban tra 1.

o Van ban chi dao: Van ban phat hanh la van ban chi dao, c6 kémy
kién chi dao dbi v&i co quan nhan. Khi co quan nhan c6 cong viéc y
kién chi dao lién quan, & vai trd ch tri cta minh thi BAT BUQC phai
c6 van ban tra 1oi.

o B&o céo chi dao, van ban phan héi: Van ban phat hanh di la van ban
trad 1o dbi voi viec x& Iy ¢dng viéc tlr van ban cé loai “Can phan
hoi”/“Van ban chi dao”.

- Ngoai ra, khi mudn co quan nhan khéng can phai tra 1&i trong mét van ban
glri co’ quan khac lai can tra 1o, thi cé thé chon co quan khéng can tra I
& trwdng “Co quan nhan dé biét”.

- O day c6 thé duw thdo phan quyén xem théng qua trwdng phan quyén xem.

- Né&u c6 chon dd mat thi hé théng khdng rang budc dinh kém file.

- Trwong “Nghiép vu van ban” xac dinh van ban dang thao tac la van ban
m&i hay van ban thu héi hay 1a van ban thay thé. M&c dinh 1a van ban mai.

- Trwdng hop mudn phat hanh mét van ban thu hdi, chon nghiép vu van ban
la “Van ban thu héi”, khi dé cho phép chon cac van ban can thu héi dbi voi
co quan nhan nao. Tham khao muc “Dw thdo van ban thu hoi”.

- Trwdng hop mudn phat hanh mét van ban thay thé, chon nghiép vu van
ban la “Van ban thay thé&”, khi dé cho phép chon céac van ban can thay thé
nao. Nghiép vu thay thé chi chon van ban, khéng chon co quan duoc thay
thé van ban. Tham khao muc “Dw thdo van ban thay thé”.

2.4.3.2. Tao van ban dw thao tw céng viéc

Chirc nang tao méi van ban dy thao tir cong viéc, dwoc kich hoat tlr qua trinh
X ly cdng viéc cua vai tro xt&r ly chinh. Tao lap théng tin quan ly cua dv thao
mot van ban, lam co s& dé trinh va phat hanh van ban di sau nay.

Cac budéce thuwe hién:
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1. Chon cong viéc can xt ly, kich “Xt ly”, @& mé ving x& ly cdng viéc.

Xir ly cong viée ~
Trang thai Bang thirc hién v
Néi dung : -

P
File dinh kém

Chuyén nhan dé biét
Chuyén toan don vi dé biét

Lwru Lap dir thio

2. Kich “Lap dw thdo”, d& mé& trang cap nhat théng tin van ban dw thao.
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s w

DU THAO VAN BAN

Trich yéu:
Ceo quan ban hanh:
Ngwori ky:
Nghiép vu van ban:

D& mat:
Mirc d6 quan trong:

Loai van ban:

Biéu miu van ban:
File dinh kém:

VB dén lién quan:

Cac vin ban lién quan
khac:

Nei nhan trong cor
quan:

Co quan trong tinh:
Co quan ngoai tinh:

Theo nhom dai dién:

T6 chike, ¢a nhan khac:

Ce quan nhin dé biét:

Bao qua tin nhan SMS

Phin quyén xem:

I 8¢ Du lich

| Lé Hiu Minh - Ihminh.sdl

Van ban moi

Thréng

® Thwong ) Quan trong

--Chon loai van ban--

--Chon mdu vdn ban-—

| doc).docx|.rtf].paf].xis|. xIsx|.ppt].pptx|.zip|.rar
(+]

Toan bo cor quan

Nhap di¥ liéu cho cac trwdng théng tin, cha y cac trudng bat budc.
Kich “Lwu dy thdo”, dé thwe hién cap nhat thdng tin dy thao.
Kich “Trinh dy thao”, dé thwc hién lwu dw thdo va tién hanh trinh xin y kién

ban hanh. Buéc trinh dw thao, tham khao muc “Trinh dw thao”.

Loai phan hdi VB:

Chire vu:

D& khin:

VB hanh chinh/QPPL:

Linh vire:

Bao qua tin nhan qua Email

Q.Giam ddc

Thiréng

® VB hanh chinh ' VB QPPL

—Chon Linh vire van ban-—-

HueCIT-eDOC

Kich “Lay y kién dw thao”, dé thwc hién hoat dong lay y kién dw thdo. Tham

khdo & muc “Lay y kién du thao”.

DPiém cha y:

HueCIT
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- O'trweng “VB dén lién quan”, khi chon van ban dén lién quan, thi céng viéc
twong (rng cla van ban dén da chon sé dwoc dong kéo theo dbi véi vai
tro ciia nguwdi dy thao khi van thw vao sé ban hanh néu nhw céng viéc doé
chwa dwoc dong. (Gidi quyét bai toan mot van ban di cho nhiéu céng viéc
van ban dén).

- Khi dy thdo van ban tir cong viéc y kién chi dao cta van ban chi dao, néu
c6 cac cong viéc y kién chi dao khac cGia van ban chi dao nay, thi & cudi
trang dw thdo c6 bd sung thém ving dé chon y kién chi dao can déng kéo
theo (khéng theo vai trd) khi van thw vao sé ban hanh cta van ban dw thao
nay. (Giai quyét bai toan mot van ban di cho nhiéu cong viéc y kién chi dao
cua mét van ban chi dao).

Phan quyén xem: 2

Bao cao cho cac YKCE: (] N&i dung v Kién chi dao giao cho ci SDL, HueCIT va TPHue
[ Néi dung chi dao giao cho SDL
[] N&i dung chi dao giao SDL chd tri, TPHue phéi hop
] N&i dung chi dao giac TPHue chu tri, SDL phdi hep

Trinh dir thao Léy y kién du thao

2.4.3.3. Dw thao van ban thu hoi

Tinh nang cho phép chon van ban va co quan bi thu héi, van ban da phat
hanh trwdc day, trong viéc phat hanh van ban thu hbi.

Cac buwdc thwe hién:

1. O buéc cap nhat thong tin chung clia dw thao, chon nghiép vy van ban la
“Van ban thu hoi”, dé mé tinh nang chon van ban va co quan can thu hoi.

2. Kich biéu twong chon van ban ™™ B dé mé
dialog chon van ban.

H Uecn' TRUNG TAM CONG NGHE THONG TIN TINH THU'A THIEN HUE 95
Dia chi: 6 Lé Loi, thanh phé Hué. Website: www.huecit.vn
Dién thoai: (0234).3823650



Tai liéu hwéng dan st dung phan mém Quan ly Van ban va Diéu hanh HueCIT-eDOC

5.

6.

Tim kiém vin ban

Van ban di cda co quan: V&n phong UBND tinh ~

Ngay ban hanh: = Bén ngay:

Tir khoa:

PR MNgay ban MNguwdi soan Blorn vi soan e e - z
STT  So hiéu goc hanh thao thio MNgwei ky Trich yéu
Phong Hanh R . .
0§ 200019BC- o0 Nouydn Thi Ch;:g Tg” Trén Thi Thu hi van ban d4 thu héi 22 va 24/DEMO-
VPUB Thanh Thiy L Hoai Tram  VPUBND
chirc
) R . .. Hoang W& vigc thu hdi van ban - Thu hdi HueCIT:
26/DEMO- Phan G Céng théng t i
O 7 eusnd 22/03/2019 Nh;” 2 di;:gn.r PrIET goc 22/DEMO-VPUBND va 24/DEMO-VPUBHND - Thu
: i Khanh hdi SDL: 22/DEMO-VPUBND
272019 Phéng Hanh Hoang . s ra Lz S
— = [ P LA Aok Trfn ik TE I Kiém tra van ban lién quan cd hién thi & don vi w
Téng s6 245 << < WM 3 4 > = 5 |~

. Tim va chon van ban can thu hdi, va kich nat Iénh Chon, dé xac nhan chon.

Nghiép vy van ban: Vn ban thu héi v
Danh sach vanbandican g1 vin ban di cin thu héi Danh sich don vi cin thu héi Xéa
thu héi o

Chon tat ca co quan nhan vian ban

1 26/DEMO-VPUBND = Trung tdm Céng nghé théng tin tinh * S& Du lich

Chon tat ci co quan nhan van ban

e
x
2 T Trung tdm Céng nghé théng tin tinh

Chon co quan thu héi twong rng cGa van ban. Co thé chon tat ca co quan
& checkbox & trén mdi van ban.

Kich biéu twong x6a van ban dé& chon & biéu twong xéa cudi hang van ban
twong wng.

Thuwc hién tiép cac thao tac cla lap du thao.

DPiém cha y:

Viéc chon van ban va co quan bj thu héi tr danh sach van ban thu héi,
cling gitp chon nhanh co quan nhan trong tinh can gui.
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2.4.3.4. Dw thao van ban thay thé

Tinh ndng cho phép chon van ban bj thay thé, Ia van ban da phat hanh truwéc
day, trong viéc phat hanh van ban thay thé.

Cac buwdc thwe hién:
1. O bwéc cap nhat théng tin chung ctia dy thdo, chon nghiép vu van ban Ia
Van ban thay thé, dé mé tinh ndng chon van ban can thay thé.
2. Kich biéu twong chon van ban ‘& 2] g& me
dialog chon van ban.
Tim kiém van ban

Vén ban di cua co quan: Van phong UBND tinh v

Ngay ban hanh: Z  Dénngay:

Tir khoa:

Tim kiém Tat ca

PR Ngay ban Ngw&i soan  Benvi soan OB [ -
STT  Sé hiéu goc hanh thao thio MNguwdi ky Trich yéu
Phéng Hanh : . .
O 5 292019BC- g Nowyén Thi Chl,i’;g_ Tg” Trén Thi Thu héi vén ban d& thu héi 22 va 24/DEMO-
VPUB Thanh Thiy . Hoai Tram  VPUBND
chirc
) s .. . Hoang V& vige thu héi van ban - Thu hdi HueCIT:
26/DEMO- Phan G Céng théing t i
O 7 eusiD 22/03/2019 tht" ' di;:gw o8 higec 22/DEMO-VPUBND v& 24/DEMO-VPUBND - Thu
; - Khanh héi SDL: 22/DEMO-VPUBND
2772019 Phdng Hanh Hoang -z e e . P
— = S iR LA Aok Toie oliok TE R Kiém tra van ban lién quan cd hién thi & don v W
Téng s6 245 LI 3 4 = == 5 w

3. Tim va chon van ban can thay thé, va kich “Chon”, dé& xac nhan chon.

Nghiép vy van ban: Vin ban thay thé v El
Danhsachvanbandican  gry Vin ban di cin thay thé Xéa
thay thé o

1 70/2019/BC-VPUB

2 221/2019/QD-VPUB o

3 77/BC-VPUB o

4. Kich biéu twong x6a van ban dé chon & biéu twong xéa cudi hang van ban
twong wng.
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5. Thuc hién tiép cac thao tac clta lap dw thao.
DPiém cha y:
- Viéc chon van ban bi thay thé tw danh séch véan ban thay thé, cling gitp
chon nhanh co quan nhan trong tinh can guri.
2.4.3.5. Cap nhat y kién chi dao

Churc néng cho phép tao lap y kién chi dao tlr mét van ban dy thao hay van
ban da dwoc duyét ban hanh cé truéng Loai phan héi van ban la “Van ban chi
dao”, lam co s& dé hinh thanh cac cong viéc chi dao khi van ban dy thao duoc
phat hanh. Day la cac cong viéc chi dao lién co quan.

Trang quan ly danh sach y kién chi dao dworc kich hoat tir tab “Y kién chi dao”
cua van ban dv thao hay van ban da dwoc duyét ban hanh.

Cac buwdc thwe hién:

1. M& trang cap nhat théng tin dw thdo c6 loai phan héi la “V&n bén chi dao’.
2. Kich chon tab “Y kién chi dao”, d& m& danh séach y kién chi dao.

3. Thuc hién thao tac cap nhat y kién chi dao, gdbm: Thém, stra va xoa.

Dur thao vén ban

Trinh dv thao
Y kién chi dao
Danh séach y kién chi dao

NGi dung chi dao Chuyén vién theo ddi | Co quan thiec hién

YKCB: N&i dung théng tin y kién chi dao abc ~ NGUYEn Xuan Hing  $& Xay dwng 14/09/2018  # ®

2 YKCB: N&i dung théng tin  kién chi dao xyz ~ NYUYEn Xuan Hung  UBND huyén Phi Léc  2g/09/2018 # @

# [ +]
Trinh dw thao

a. Thém y kién chi dao

Cac buwdc thwe hién:
1. Kich biéu twgng thém méi ¥ kién chi dao ©, dé mé civa s6 cap nhat thong
tin y kién chi dao.
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BN

M&i dung ¥ kién chi dao|
N&i dung chi dao:

MguyEén Viét Minh Dwong
Chuyén vién theo doi:

Tit ca co quan nhén vén ban

Co quan cha tri: 5S¢ Cong Thirong S& Van hoa va Thé thao | | = S& Xay dung

Co quan phdi hop:

22/01/2019

Nhap thong tin y kién chi dao.

Kich “Lwu”, dé& cap nhat thdng tin y kién chi dao va dong ctra sé.

Kich “Lwu va thém méi”, dé cap nhat thdng tin y kién chi dao va mé lai clra
sb cap nhat thdng tin.

The&i han:

. Kich “Déng”, dé& déng clra s6 cap nhat théng tin.

b. Stra y kién chi dao

Cac buwéc thwe hién:

1.

5.

Kich biéu twong stra y kién chi dao ', dé md clra s6 cap nhat thong tin y
kieén chi dao twong &ng.

2. Nhap théng tin y kién chi dao.
3.
4. Kich “Lwu va theém ma&i”, dé cap nhat thong tin y kién chi dao va mé lai ctra

Kich “Lwu”, d& cap nhat théng tin y kién chi dao va dong clra sb.

s0 cap nhat thong tin. ,
Kich “Déng”, dé dong ctra s6 cap nhat thong tin.

c. Xéa y kién chi dao

Cac buwdc thwe hién:

1.

Kich biéu twong x6a y kién chi dao ®, dé mé ctra s6 xac nhan xoa.
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Ban co chac chan x6a y kién chi dao droc chon?

2. Kich “Bong y”, dé xo6a y kién chi dao.
3. Kich “Hay bd”, dé hay bd viéc x6a y kién chi dao.
2.4.3.6. Trinh dw thao

Chrc ndng cho phép trinh xin y kién ban hanh mét van ban dw thao. Trong
hoat ddng xin y kién thi cé thé trinh xin y kién tham khao.

Cac buwdc thwe hién:
1. M@ trang cap nhat théng tin dw thao.
2. Kich “Trinh dy thao”, & mé& clra s trinh dw thao.

Xir Iy cdng viée ~

Trang thai Bang thire hién ~
Mhap vao ndi dung xiF Iy

M&i dung

V& viéc phic dap cdng van 24/UBND-CNTT - V& viéc hd tro tip huan phin mém quan Iy van

D thao A . e P - -
. ban va ho so cong viéc tich hop y kién chi dao (Pang dw thao)
Ky s6 O
GiFi dén Mguyén Thi Thanh Thiy - nttthuy ticntt v

Xin ¥ kién tham khao
File dinh kém VanBanDi.docx
3. Nhap di¥ liéu cho cac trwdng, chon dung ngw&i trinh x& ly hay nguoi dwoc
trinh Xxin tham,kh’éno.
4. Kich “Lwu”, dé tiéﬁ hanh trinh dw thao.
5. Kich “Huay bd”, dé huy bé trinh dw thao.

DPiém cha y:
- Trwéng hop c6 chon checkbox Ky sé, lic thwe hién trinh, sé kiém tra diéu

kién hé tro ky sé va hién thj clra s d& nhap vao gia tri khoa cta chirng
thw twong ng. Tham khao muc “Ky sé”.
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- Sau khi thyc hién trinh dw thao thanh céng, hang muc trinh dw thao twong
ing sé thé hién & danh séach:

o Xiny kién ban hanh cta vai trd ngudi dwoc glri dén.
o Trao déi clia vai tro xin tham khao.

- Pbi v&i dy thdo méi dwoce trinh thanh céng, néu ngwdi nhan trinh chwa xt
ly, thi ngwdi sw thdo cé thé chinh sira thdng tin dy thdo. Bang céch kich
biéu twong stra £ tr danh sach dw thao clia cong viéc, hay tir chirc ndng
guan ly danh sach dv thao (tham khao muc “Van ban di/Quan ly dw thao”).

[# Danh sach dw thao ~

Tén d thao Trang thai | Hanh dd

Lap dw thdo trd & 2/2019/DEMO-UBND - DEMO ki€ém tra trang thai cip nhat: MOT SO NOI DUNG
1 HOINGHI XUC TIEN BAU T VA QUANG BA DU LICH VUNG DUYEN HAI MIEN TRUNG
(04/12/2013)

Chd phé

duyét

- Déi v&i cdng viéc dwoc tao ra khi thye hién tao van ban dy thao doc lap,
khi trinh dy th&o thi trang thai ctia cdng viéc nay duwoc chuyén dén hoan
thanh ludn.

- Déi voi trinh dy thao déc 1ap ban dau, thi khdng co trwdng trang thai dé
thao tac, mac dinh la hoan thanh.

- Pbi v&i nhan sy 1anh dao/quan ly don vi tree thudce thao tac, khi co quan
ban hanh 1a co quan chi quan, thi danh sach nhan sy gt dén bao goém
cé nhan sy thudc co quan chd quan. Vi du, trwéng phong Gido duc cap
huyén c6 thé g&ri dén chuyén vién phu trach mang gido duc cia Van phong
HDND&UBND cép huyén.

2.4.3.7. LAy y kién dw thao

Chwrc ndng cho phép I3y y kién dy thdo mét van ban dw thdo. Hoat dong 13y
y kién c6 thé dén nhiéu nguoi.

Cac buwéc thwe hién:
1. Mo trang cap nhat thong tin dw thao. ]
2. Kich “Lay y kién dy thao”, dé mé ctra so lay y kién dy thao.
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Lay y kién dw thao A~

Thi gian: MiFa ngay <

Glri dfc ... ra soat ndi dung cda d thao dinh kém|

MGi dung:

DiF thao Demo, vé viéc khao sat phuc vu xdy dirng hé thdng m3 dinh danh(Bang duwr thao)
, = Nguyén Van Tinh - nvtinh.ticnit

Glri dén

3. Nhap di liéu cho céc tredng, chon ding ngwoi can lay y kién.
4. Kich “Luu’ va dong, dé tién hanh Iy ¥ kién d thao.
5. Kich “Huay bd”, dé huy bé lay y kien dw thao.
DPiém cha y:
- Viéc lay y kién dy thdo sé& dwoc thé hién & hop thw “Trao dbi” ctia ngudi
nhan.
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2.5. XU LY CONG VIEC (VAN BAN, Y KIEN CHI PAO, ...)

Nhom céc chirc ndng vé xt ly cac cong viéc lién quan dén mot ca nhan. Tiép
nhan cdng viéc, giao x ly, theo ddi, trao déi, phé duyét van ban du thao, xac
nhan hoan thanh céng viéc.

Coéng viéc c6 ttr nhiéu nguén khac nhau, nhw: van ban dén, y kién chi
dao, chwong trinh céng tac, phan anh kién nghi, dan héi co quan chirc
nang tra |&i, ... hay mét céng viéc dwoc tao |ap tr quan ly, lanh dao hay
chinh minh.

Chtrc ndng nay liét ké cac danh sach cdng viéc, gbm coé: Chwa thuc hién,
dang thwc hién, hoan thanh, thtra 1énh, theo d6i, giao thwc hién, chd xac nhan,
trao ddi, xin y kién ban hanh, duyét phan céng, dé xu4t. Théng qua chc ndng
nay, ngudi dung cé thé xem théng tin cng viéc, thuc hién cac nghiép vu twong
trng. Chirc nang céng viéc cua téi dwoc kich hoat ttr trinh don chirc nang menu
ngang H6 so céng viéc, hay tir trinh don Céng viéc cua toi v&i giao dién thé
hién nhu sau:

CONG VIEC CUA EBE¢M
Chua thuc hién @) Bangthuc hién @  Hoanthanh € Theo ddi @)  Giao thuchisn @@ Cho xécnhin@) DPéxuvétralai) Traoddi@ Xinyjkiénbanhanh @ ...
Duyét phan cong @ -
sk £ T : ; . Bé xuit @
Sdp xép theo méc thyc hign 12 | 151/DEMO-UBND - N&i dung chi dao giao SDL chu tri, TPHue phdi hop
S (B B (B . N . (2, . Nhén dé biét €
®Tdtcd OvBxirly OVB1cla Ngwéi giao: Thuc hién: = ¢ @Phéihop(1) [Z1 O22/07/2019 & Xem ludng
VB chuyén trec tiép O Y kién chidac O Khac L wrt
37/DEMO-SDL - N&i dung chi @ao ca hai don vi V kién x Iy C6 xac nhan.
tne thude Li¥ hanh va Iwu trd cung thire hién.
@ o0123Hs57
© Théng tin chi tiét ~
35/DEMO-VPUBND - XNHT::: Thu hdi 05 (bi)
O 12/07/2013 ® =1 oo2aHsT
(# Danh sach don vil ca nhin thuc hién xir ly ~
156/DEMO-UBND - Demo vén ban 1 nhiéu
@ 17/07/2019 00.23.H57 62 X .
° f&n Phéng Quan 1y 1tk hann E3ENGEGTTETEE
80/DEMO-VPUBND - Kiém tra van ban gk 2 cor
quan cha con G R L R . N
'® 1910712019 ® o023H57 g ) Pnong Quan Iy oo s ey trul Chura thirc hién
151/DEMO-UBND - NGi dung chi dao giao SDL .
chil tri, TPHUe phél hop Trung tim Théng tin xic tién du lich I Chura thuc hign
© 22/07i2019 @D @1 0023Hs7
167/DEMO-UBND - Kiém tra van ban gii cho ca © Thong tin luan chuyen ~
2co quan cha-con

Débi v&i phién ban ctia UBND tinh va VPUBND tinh, c6 giao dién nhw sau:
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= HE THONG QUAN LY VAN BAN DIEU HANH Q Nangcao W Tnodt

CONG VIEC CUA EEQGM

Chura thure hién @ Dang thuc hién €) Van ban trinh ) Luu theo déi @ Hoan thanh €3 Theo dbi €5 Giao thurc hién € Chd xdc nhan @D Duyé1>

a | ¥ ]
Sap xé&p theo méc thie hién 12

.. L . 46/BC-HDND - Bao céao két qua hoat déng cta HDND tinh nam 2018 va nhiém vy trong tdm nam 2019
©Tétcd O VBxFl O VB1cha

VB chuyén trirc tiép ¥ kién chi dao Nguoi giao:o Thire hién: @ @2 ©07/06/2019 & Xem ludng
Khac wr

e . © Théng tin chi tiét N
46/BC-HBDND - Bao cao ket qua hoat ddng

cta HEND tinh ndm 2018 va nhiém vu

trong tam nam 2019 . # Danh sach don vil ca nhan thue hién xi Iy -

@ 2w

4175/CT - VB can phan héi == can soan p Pham Quang TI'II

dir thdo tra 1&i

@ o1 @5 0

% File dinh kém ~

514/KL-TTr - K&t ludn thann tra viéc chap

hanh chinh sach, phap luat, nhiém vu va BC_PhoiHop_27_5_2019_08_25 33_633_SA.docx

quyén han cia Uy ban nhan d

© 271112019 O @2 © ¥ kién trao déi (0) ~
Téng 3 10 v

2.5.1. Duyét qua cac danh séach

Chtrc nang cho phép duyét qua danh sach cac cong viéc theo phan loai mét
sé tiéu chi nhanh, nhu: Chwa thuc hién, dang thwc hién, hoan thanh, thira 1énh,
theo ddi, giao thwc hién, chd xac nhan, trao ddi, xin y kién ban hanh, duyét phan
cong, dé xuat. Théng qua chirc nang nay, ngudi ding cé thé xem théng tin cong
viéc, thye hién cac nghiép vu tvong ng.

Cac budc thwe hién:

1. Kich “Chwa thuwc hién”, dé xem va thao tac céng viéc chwa thwc hién.

2. Kich “Pang thuc hién”, d& xem va thao tac céng viéc dang thwe hién.

3. Kich “Van ban trinh”, & xem va thao tac van ban xin ban hanh di qua cac

vai tro phé duyét thé nao.

Kich “Lwu theo d&i”, d& xem va thao tac van ban dang neo theo déi.

Kich “Hoan thanh”, dé xem va thao tac cdng viéc da hoan thanh. (m&i hoan

thanh ndm trén).

6. Kich “Thira I&nh”, d& xem va thao tac céng viéc dwoc chinh minh tao 1ap.

Chi xuét hién déi véi ngudi lam coéng tac van thw, muc dich dé thira 1énh

phan phdi van ban khi can.

Kich “Theo d6i”, d& xem va thao tac céng viéc giao minh theo ddi.

. Kich “Giao thwc hién”, d& xem va thao tac cong viéc dwgc minh giao thuc
hién ma nguwoi thwe hién chinh chwa bao hoan thanh.

oA

© N
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9. Kich “Ch® xac nhan”, dé xem va thao tac cbng viéc dwoc minh giao thyc
hién ma nguwdi thwe hién chinh bao hoan thanh.

10. Kich “Duyét tra lai”, & xem va thao tac céng viéc dwoc ngudi dwoc
giao tra lai.

11.  Kich “Trao déi”, dé xem va thao tac trao déi dén minh, cac trao ddi cé
thé xu4t phat tir hoat ddng x(r ly cong viéc, t lay y kién duw thdo hay trinh
xin tham khao dw thao.

12.  Kich “Xin y kién ban hanh”, d& xem va thao tac cac dy thao trinh xin
ban hanh.

13.  Kich “Duyét phan cdng”, d& xem va thao tac cong viéc dwoc ngudi
khac dé xuét giao viéc can minh phé duyét.

14.  Kich “Duyét gia han”, dé xem va thao tac cac dé xuat méc hoan thanh
cua nguwoi dwoc giao.

15.  Kich “Dé xuét”, dé& xem va thao tac céng viéc dwoc minh dé xuét.

16.  Kich “Nhan dé biét’, d& mé trang van ban nhan dé biét. Xem muc “Van
ban dén nhan dé biét”.

17. Kich chon mét hang muc & danh sach bén trai, d& xem thdng tin hang
muc dwgc chon & vung bén phai. Tuy theo nglr canh hang muc dwoc chon
la gi, s& cé xuét hién cac nat Iénh chirc ndng twong (rng dé thao tac.

DPiém cha y:

- Trang xem chi tiét cdng viéc cé nhiéu vang thdng tin, tly theo ngir canh
dir liéu dang c6 sé xuat hién twong rng, hay c6 nhirng ving théng tin thu
gon lai. Nhw cac vung: Thong tin chi tiét; Thong tin dw an/hé so; Théng tin
lun chuyén; Cac codng viéc con; Danh sach don vilca nhan thwc hién; Dy
thdo dang thwc hién; Dy thao da ban hanh; File dinh kém; Y kién trao dbi.

- Nguwoi dung c6 thé kich chon cac ving twong &ng dé thu gon/mé rong dé
xem théng tin.

- C6 thé sap xép hién thj theo tang dan hay gidm dan cta ngay tao céng
viéc, bang cach kich chon biéu twong 12 / 45 trén ddu danh séach.

- M6t sb thé hién truc quan:
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1TT-CNTT - V& viéc d& nghi xem x&t bo sung 01 Phé Giam
dbc tai Trung tdm Céng nghé théng tin tinh
© 28/05/2019 ® us

1/TB-UBND - K&t ludn cla ddng chi Trin Song — Pho Chi tich
UBND Thanh phd tai budi hop ra soat viéc xik Iy vip...
© 24/05/2019 @ us

02VBGiay_02 - Kiém tra van ban chuyén trc tiep
28/05/2019 B

Giao Van phéng UBND tinh theo déi viéc thurc hién Két ludn
cla UBND tinh, bao cao UBND tinh triedrc ngay 30/11/20...

@ 30/11/2018

o Biéu twong @ thé hién cong viéc van ban thAm quyén (van ban xc
ly), Iu van thw va tra lai do sai thé thure.

Biéu twong @ thé hién cong viéc van ban thdm quyén mét clra.
Biéu twong ' thé hién cong viéc van ban chuyén truc tiép.

Biéu twong @ thé hién cong viéc y kién chi dao.

Biéu twong UB thé hién cdng viéc ctia co quan UBND tinh.

Biéu twong VP thé hién cdng viéc cla co quan VPUBND tinh.

Biéu twong MA BINH DANH thé hién céng viéu cta co quan mang
ma dinh danh doé.

Pao tao, tp huan ISO dién tr
o Vi dy: ©31/07/2019 ® ©1 21 0059H57 | |3 cHng Viec van

ban tir thAm quyén cua trung tam Coéng nghé théng tin tinh giao.

O O 0O O O O

2.5.2. Tim kiém cdng viéc qua vung loc
Chwrc nang cho phép tim kiém nhanh van ban théng qua sb ky hiéu va trich
yéu, hay tim kiém thém mét sé tiéu chi khac.
a. O dang thu gon

Cac buwdc thwe hién:
1. Nhap di¥ liéu vao 6 tr khoa.
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Y

Sép xép theo mée thwe hién 17

© Tatcd O WBxkly U VB1clka
VB chuyén trgc tiép ' Y kién chi dao Khac

2. Kich biéu twong kinh [ap bén canh, dé tim kiém céng viéc theo tir khoa
dwa vao.

b. @ dang mé& réng

Cac budéce thuwe hién:
1. Kich chon biéu twong phiéu loc Y, d& mé ving tim kiém.

Y

Sap xép theo mée thwe hién 12

®Tatcd O VBxkly VB 1cia
VB chuyén trec tiép ' Y kién chi dao Khac

TiF khoa

Ngudn cong viéc — Tatca — v
Co guan nhan —-Tat ca— v
Phan loai Tat ca v

2. Nhap di¥ liéu cho cac trwedng tiéu chi tim.

3. Kich “Loc”, dé tién hanh loc theo di¥ liéu dwa vao.

4. Kich “Tat c&”, dé tién hanh loc tat ca cong viéc (bd qua diéu kién).
5. Kich “Déng”, d& dong vung diéu kién loc.

DPiém cha y:
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- Dbi véi danh sach Theo déi va Giao thwc hién, cd thém trwong Trang thai.
Trang thai

Tat cd

c. Loc nhanh theo nguén

Cac buéce thuwe hién:

®Tatca OvBxrly OVB1clra
(O VB chuyén trre tiép O Y kién chidao O Khac

Chon “Tat c&”, dé hién thj tAt ca céng viéc cla tat ca céac nguon.

Chon “VB x& ly”, dé hién thi cong viéc cla nguon van ban xu Iy.

Chon “VB 1 ctra”, dé hién thj céng viéc ctia ngudn van ban 1 clra.

Chon “VB chuyén tryc tiép”, d& hién thj cdong viéc cha ngudn van ban
chuyén truec tiép.

Chon “Y kién chi dao”, dé hién thi cong viéc cua nguén y kién chi dao.

. Chon “Khac”, dé hién thj cong viéc ctia ngudn khac.

NP

o o

d. Loc nhanh theo phan loai xtr ly van ban dén (giao dién van phong)
Cac buéce thuwe hién:
Chuwa trinh @) D& trinh ) B3 cd chi dao )

1. Chon “Chua trinh”, dé hién thi cong viéc chwa trinh xin y kién x ly.
2. Chon “Da trinh”, dé hién thi cdng viéc da trinh xin y kién xt ly.
3. Chon “Da c6 chi dao”, dé hién thi céng viéc da co y kien chi dao xu ly.

2.5.3. Thém y kién trao doi

Chtrc ndng cho phép thém méi y kién trao dbi. Tai ving dwéi cda trang chi
tiét cong viéc, cd vung trao dbi y kién dé gitp thdng tin qua lai phuc vu hoat
dong xtr ly céng viéc.
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' L& Phwde Binh - 10/09/2018 5:04:05 CH
File k& hoach dé xuat co gian thai gian ra méi Huyén mdi ngay thay vi méi budi, va tap huén cac Sé tai trung tdm thi méi budi 2
S& thay vi 3 S& dé dam bao chudn bi cai dat trién khai kip va khi tap huén thi cling ¢ kip thai gian tiép nhan va tra 1&i theo nhie
v Kién cla TP
Giri dén: Chienlv; Thinhlg; Tinhny
Ba xem: Chienlv;
KeHoachTrienKhai_HSCV_NangCap_ GianThoiGian.xlsx

E Lé Vinh Chién - 19/09/2018 5:08:59 CH

Thurc hién eéng vin s 286/VPUB-CNTT - Viv dé nghi hoan thién phan mém Quan Iy Vin ban va diéu hanh dwa vao
vén hanh chinh thire cla Van phong UBND tinh. Do nhu cAu gép rit vé théi gian, kinh chuyén cac phong d& dé xuét nhan s
phéi hop thirc hién, hi tro thém di an
Gi¥i dén: Binhlp; Huyendx: Thinhig: Minhh

¥ kién

File dinh kem

Thém

Cac buwdc thwe hién:

1. Kich chon cong viéc twr danh sach.

2. Nhap di liéu cho cac trwong: Y kién, file dinh kém va glri dén.
3. Kich “Thém”, dé thém y kién trao dbi.

Giri dén

DPiém cha y:

- Khi c6 chon gt dén nhan sy cu thé, thi y kién trao déi d6 sé& cé xuét hién
dong Gwi dén, déng thoi y kién nay sé xuét hién & danh sach Trao dbi clia
nhan sw do.

- Tuy theo nguwdi dang thao tac cdng viéc thudc vai tro, thi danh sach nhan
sw & trwdng gtri dén hién thi phu hop. Vi du: Cong viéc cda s& thi co thé
gUri dén nhan s thudc s&, cong viéc cta don vi tric thudc thi chi co thé
gUri dén nhan sy thudc don vj trwe thudc.

2.5.4. Xuat lich céng tac

Chwrc ndng cho phép xuét hién hang céng viéc hién tai sang lich cdng tac ca
nhan thudc hé thdng diéu hanh tac nghiép.

Cac buwdc thwe hién:
1. Kich chon cong viéc tir danh sach.
2. Kich chon nat 1énh 3 chAm Bl bén phai.
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3. Kich chon Xuat lich cong tac.

XUAT BAN CONG VIEC VAO LICH CA NHAN

Thé&i gian: Chon gid:
31/08/2018 = =
Mé ta ndi dung:

Ké& hoach tap huan, trién khai phan mém HSCV phién ban néng cap cho cac don vi
trirc thudc tinh

Thanh phan tham gia:

x Nguyén Viet Minh Dwong

4. Ty chinh lai di¥ liéu cho cac trwong. D liéu mac dinh dwoc 14y tir cong
Viéc sang.

5. Kich “Lwu va dong”, dé& xuéat cong viéc sang lich cong tac.

6. Kich “Dong”, d& hay thao tac xuét lich céng tac.

2.5.5. Lay dwéng dan

Chtrc nang cho phép lay dwdng dan cong viéc hién tai, ndi dung dwdng dan
dwoc lwu tai bd nhé tam cta may tinh (Clipboard).

Cac budc thwe hién:

1. Kich chon cong viéc tr danh sach.

2. Kich chon nat 1énh 3 cham Il bén phai.

3. Kich chon “Xuét lich cong tac”.

4. Chia sé ndi dung dworng dan nay dén bén thi ba bang Iénh dan (Paste).

2.5.6. In phiéu xtr ly van ban dén
Churc nang cho phép két xuét file phiéu x& ly van ban dén cua cong viéc.

Cac buwdc thwe hién:
1. Kich chon cong viéc tw qlanh sach.
2. Kich chon nat 1énh 3 cham Bl bén phai.
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3. Kich chon “In phiéu xtr ly van ban dén”, dé két xuat ra file dinh dang Word
phiéu xt ly van ban den.

1.3. MAu phiéu trinh xir Ij céng viée

TEN CO QUAN, TO CHU'C CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Ty do - Hanh phiic

Van phong UBND tinh .. .
PHIEU XU LY VAN BAN PEN
S6 dén: 9797

Co quan ban hanh VB: Bé Chi huy quan sy Sé ky hiéu VB: 2018/ALUOI-TC
Ngay thang nam van ban: 07/06/2019 Nguwaoi xik Iy VB: H6 Anh Toan
Trich yvéu ndi dung VB: Test luvu Can phan hoi

Thu tredng co quan
Ngay:.../.../20
Thu trivomg don vi Ho Anh Toan
Ngay:.../.../.20
Cong clnre/vién chive xr ly Ho Anh Toan
chinh Ngay 14/06/2019: Lap du thao
Ngay:.../.../20 Ngay 14/06/2019: Chinh swa dw thao
Cac v kién khac
Negay:.../,.../20

Cac ngay ¥ kién cén lay thong tin tir CSDL hru 1y kién xi¥ Iy ciia cac can b tham gia xirly, &
mue ¥ kién thu trnrong co quan thuong mét s6 tneomg hop lanh dao co quan cho ¥ kién ngoai
van ban giay khi trinh phicu thi khéng co6 théng tin ngay thang thi §¢ nam hién tai tai thoi diém
FOBIRDIEY L, o ) 2 s ol 2l 20 s Jossrid 8 S s g A sl g P f ] i
4. Ty chinh thém néu can trwdc khi in file.

2.5.7. In phiéu yéu cau phat hanh van ban

Chtrc néng cho phép két xuét file phiéu yéu cau phat hanh van ban clia dw
thao co trang thai “Ch& phé duyét” (da dwoc trinh), “Chd ban hanh” (da duoc
phé duyét) hay “Da ban hanh” (da vao sé di phat hanh) cia cong viéc.

Cac buwdc thwe hién:
1. Kich chon céng viéc tr danh sach (dang thyc hién, hoan thanh), da co6 dw
thao dworc trinh xin ban hanh. Tai vung danh sach dv thao.
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[# Danh sach dw thao A
Tén dw thdo Trang thai Hanh ddng
1 du thdo hoan thanh rdi xac nhan luén (08/07/2019) B©d ban hanh
2 Kki#ém tra xnht véi I3p duw thao (08/07/2019) Chd phé duyét
3 D thdo kéo bao cao hoan thanh (08/07/2019) DPang di thdo
4 Céng van dbi vai ndi dung ABC (08/07/2019) Ché ban hanh

2. Kich chon biéu twong in =, dé két xuét file dinh dang Word phiéu yéu cau

phat hanh van ban.
UY BAN NHAN DAN TINH

PHIEU YEU CAU PHAT HANH VAN BAN

Pé nghi bé phan Van the phat hanh van ban (dinh kem):

Trich yéu: Demo, kiém tra nit 1énh in phiéu dé xuit ban hanh vin ban tir chuyén vién

1.S86 hrong van ban phat hanh:(2) 1

S6 hrong dé nghi phat hanh themii(3) ... oo e e ee e e e e e e e e e et eeeeeae e e eaeeaaaaaaaas
2.Dinh Kem phut I0e:ile) e S0 BTBILE T ettt e e e e e ene s
3.P6 khan (khén. thuong khin, héa t6¢):(6) Thudne

4.P6 méat (méat, tdi mat. tuyst mat):(7) DEMO

5 TAL UL T B0BE 108 oo e e e e e e e e e e e e e e e e mnnnn
6.Hinh thire chuyén phat (thuwomg, bao dam., EMS, hoa tée):(9)

7.Thoi diém van ban chuyén dén van thw (10): ....gio......phat ngay...... thang 6 naAm 2019

8.Thé&i diédm chuyén file dén van thw (11): ......08 gi&r 40 phut ngay 28 thang 06 nam 2019

L YL T Yo (o 1y

10.Céc vin ban kém theo trong hd so trinh ki gém:

B
Sé, ky hiéua Ngay thiang van Co gquan ban - £ o Ao Ghi
STT A3 | on ban (14) ban (15) hanh vin ban (16)| Lrich¥eéungidung (17) | Sot& (18) | .,
Ngwdi yéu ciu
s A g e A o o B P g g g g T B AT D gt

3. Tuy chinh thém néu can trwéc khi in file.

2.5.8. Sao y van ban dén
Chtrc nang cho phép ngudi xi ly thwc hién dé xuat sao y van ban dén cta
cbng viéc van ban.

Cac buwdc thwe hién:
1. Kich chon cong viéc tw qlanh sach.
2. Kich chon nat 1énh 3 cham Bl bén phai.
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3. Kich chon “Sao y”, @& mé trang D& nghi sao y.

Dé nghi sao y

Ngwot de nght: Nguy&n Viét Minh Durong Nguot ky sao y: L& Vinh Chién v
Chirc vy ngwor ky Giam dbc Ngay ky saoy: 24/01/2019 ﬁ
saoy

Sésaoy: 3 Ky hiéu sao y: sy

$6 ban: 1 Nguwéi nhdn sao y:

Toan bé co quan

Co gquan nhidn sao
y:

Té chire, ca nhin
khac:

| L | oong |
Nhap thong tin dé nghi sao y. ‘
Kich chon “Lwu”, dé cap nhat thénci tin dé nghi sao y. L4c nay c6 thém nut

oA

lénh “In phiéu dé xuét sao y’. In phiéu dé xuat sao y

Kich chon “In phiéu dé xuat sao y”, dé két xuat phiéu ra may in.
Kich chon “Dong”, dé hly cap nhat thdng tin dé nghi sao y va dong ctra
SO.

~N o

DPiém cha y:

- Chi cbng viéc van ban m&i cé sao y.

- Sau khi thyee hién hoat déng sao y thi cong viéc dwoc hoan thanh. Va van
ban sao y chuyén dén danh sach “Van ban sao y’ & nhém van ban dén.
Van thw thwc hién nghiép vu chuyén sang van ban di, xem muc “Van ban
saoy’.

2.5.9. Chuyén xtv ly

Chtrc ndng cho phép chuyén x{ Iy (giao viéc) cia céng viéc chwa xi ly dwoc
chon truc tiép cho céac vai tro tham gia x ly.

Cac buwdc thwe hién:
1. Kich chon cong viéc tir danh sach chua xu ly.
2. Kich “Chuyén xtr ly”, d&é mé vung Chuyen xt ly cong viéc.
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Chuyén xtr ly cong viéc A

Tiéu dé 4/DEMO-UBND - Viv bao cdo tdng két 15 nam thirc hién Nghi dinh 56 110/2004/NB-C
Yéu ciu cé VB tra I

Chu tri thwe hién

Dé xuat

Thé&i gian hoan thanh 18/07/2019 Nguw&i giao viéc L& Hiku Minh - -

Phéi horp thwe hién

Ngwei theo déi
Y Kién xi¢ Iy

Yéu ciu xac nhin

File dinh kém

Chuyén nhidn dé biét
Chuyén toan don vi dé biét

3. Nhap di liéu cho cac trvong.
4. Kich “Lwu”, dé th,l_J’C hién giao viéc.
5. Kich “Huy bd”, dé huy bdé hoat déng giao viéc.

DPiém cha y:

- Cha tri thwe hién cé thé dwoc chon giao cho 03 vai tro, dé la don vi truc
thudc, phong ban va ca nhan. Cha tri thwe hién co thé [a ddng cha tri.

- C4ac thanh vién la 1anh dao don vj triee thudc thi thiy cdng viéc dwoc giao
cho don vi tric thudc va xtir ly. Cac thanh vién la quan ly phong ban thi
thdy dwoc cdng viéc dwoc giao cho phong ban va xi 1y.

- Nhap dung cac vai tro tham gia xtr ly céng viéc.

- Checkbox “Dé xuét” chi xu4t hién & giao viéc l1an dau. Vi du, van ban duoc
van thw vao sé trinh cho nguwoi dai dién xt ly, ngwdi dai dién vao giao viéc
sé co checkbox nay. Nguwoi dai dién & day thwdng la khdng phai lanh dao
cao nhéat. Thwc hién hoat ddng dé xuét giao viéc.
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- Khi c6 chon checkbox dé xuét, thi trwong Nguoi giao viéc cho phép chon
lai. Sau khi cap nhat giao viéc, cong viéc chwa dén thdng cac vai tro tham
gia x& ly (cha tri, phdi hop, theo di). Phai dwoc Ngudi giao viéc dwoc
chon, phé duyét tai danh sach “Duyét phan cong” méi chinh thirc giao viéc.

- Checkbox “Yéu cau c6 VB tra I&i”, d& xac lap nghiép vu chéng lwu tham
khao va phai cé van ban dv thao tra I1&i, m&i hoan thanh céng viéc dugc
giao. Khi c6 chon checkbox nay, thi hoat déng x&r ly cbng viéc sé khbng
c6 chirc nang Iwu tham khao. Vi vay, viéc chon checkbox nay ngudi giao
viéc phai can nhac.

- Pbi voi cong viéc tr ngudn YKCD, checkbox “Yéu cau co VB tra 1&1” nay
mac dinh dwoc chon.

- Checkbox “Yéu cau xac nhan”, dé& xac 1ap nghiép vu GIAO VIEC NAY la
can c6 xac nhan hoan thanh sau khi x& Iy chinh bdo céo v&i trang thai
hoan thanh. Néu khéng can xac nhan hoan thanh, khi x& ly chinh béo céo
hoan thanh, thi trang thai dwoc chuyén thanh HOAN THANH; nguwoc lai
trang thai 1a CHO XAC NHAN.

- Sau khi thyee hién cap nhat céng viéc thanh céng. Cong viéc nay sé dwoc
thé hién & danh sach céng viéc twong &rng tirng vai tro:

o Chwa thuc hién cla nhirng vai tro cha tri thwe hién, phdi hop.

o Giao thwc hién cuda vai tro nguwoi giao viéc.

o Theo ddi cia vai tro nguwoi theo doi.

o Thdra lénh cda vai tro nguwoi da tao cong viéc.

o Duyét phan cdng cla vai trd ngudi giao viéc, néu c6 chon dé xuét.
Khi d6 cac vai tré khac chwa nhan dwgc cong viéc.

o Deé xuat cda vai trd ngudi da thuc hién dé xuat giao viéc.

o Cac dbi twong tham gia xtr Iy cong viéc van ban, déu xem dwoc
van ban lién quan.

- Phan biét chirc ndng “Chuyén x Iy” va “X& Iy”. “Chuyén x& Iy’ 14 hoat
ddng giao viéc, ban than khéng cho ra két qua; con “X& ly” 14 hoat ddng tw
minh x& ly va cho ra két qua.

- Giao viéc cho Bon vi trwe thudc/PHONG la khac vai giao tree tiép cho ca
nhan. Giao viéc cho Don vj truc thudc/PHONG.
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2.5.10. Chianho

Chtrc nadng cho phép tao ra cac cdng viéc con cla cong viéc dwoc chon, roi
giao cho cac vai tro tham gia xt ly.

Cac buéc thuwe hién:
1. Kich chon cbng viéc ttr danh sach chwa xtr ly.
2. Kich Chia nhé, dé mé vang Chia nho céng viéc.
Chia nho coéng viéc ~

Tiéu dé | |
Yéuciuco VBtrilgi @ [

Chu tri thwe hién

Giao cho tdi
Thoi gian hoan thanh 30/06/2019 Ngwoi giao viéc Nguyén Viét Minh Drong - nvmduong tientt =
Phéi hep the hién
Ngwi theo doi
Y Kién x 1y
File dinh kém

3. Cac thao tac tiép theo nhu trwong hop chuyén x ly. Tham khdo muc
Chuyén xu ly.

DPiém cha y:
- Sau khi cap nhat cdng viéc chia nhé thanh céng, sé c6 mot cong viéc con
Xuat hién & viing C4c codng viéc con cla cong viéc dwoc chia nhd. Vi duy:

= Cac cong viéc con A
! m Ra soat lai cac trang BHTN S&, Ban, Nganh va Huyén, o1 4 O100
_ Thix&, Thanh phd

2.5.11. Chinh stra cbng viéc

Chirc nang cho phép stra cong viéc da giao xtr ly. Cong viéc c6 trang thai
chwa xt&r ly m&i cho phép stra va chi ngwdi giao viéc méi stra.
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Cac budc thwe hién:

1. Kich chon cbng viéc tir danh sach.

2. Kich Khac, chon tiép Chinh stra, @& mé ving ctra sé cap nhat thdng tin
cobng viéc.
Hiéu chinh céng viéc A

Tiéu dé & I 14/DEMO-HueCIT - V& viéc ban hanh quy dinh giér chuan va tinh thi lao day vurgt giér chudn doi véin

Yéu cau co VB tra I €

% Phong Quan Iy I hanh
Chu tri thwe hién €
Giao cho t6i
Th&i gian hoan thanh @ | 15/05/2019 Ngwoi giao viéc € L& Hiku Minh - lhminh.sdl =

Phéi hop thie hién
Ngwoi theo doi €)
. Chuyén phong Quan Iy ITF hanh thic hién
Y Kign xi Iy
File dinh kém
3. Thao tac tiép nhu trwdng hop chuyén x& ly/chia nhé/tao cdng viéc.
2.5.12. Duyét phan céng
Chtrc ndng cho phép xem céac cong viéc dwoc dé xuét, phé duyét theo dé
xuat hay c6 thé chinh sira lai d& dwoc cong viéc giao cudi cung.

Cac buwéc thwe hién:
1. Kich chon cong viéc tlr danh sach Duyét phan cong. O giao dién nay co
thé hién théng tin nguwoi thyee hién tham muwu giao viéc.
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T I =
208/DEMO-UBND - Kiém tra viéc vin thw nhan thao tac thira 1énh - Néi dung trich yéu cha dw thao tir cong viéc

Nguwéi giao: n Thuwe hién: ﬂ @ 22/11/2019 & Xem ludng
i

Y kién xi@ ly: Chuyén ddng chi Chinh nghién ctru tham muru van ban

Nge&i thiee hién tham mwu: VP.Phan Trong Ngha |« Khi xudt hién thong tin nay la céng viéc chwa chinh thirc giao viéc!

© Théng tin chi tiét A

# Danh sach don vi/ ca nhin thwc hién xi ly ~

Q VE.Dang Van Chinh Chuwa thirc hién

2. Kich “Phé duyét” sau khi xem xét ndi dung cdng viéc va dé xuat tlr ngu i
tham muwu, dé thwc hién giao viéc chinh thirc.

3. Néu trwdng hop thdy viéc tham mwu chwa dat, kich “Khac/Chinh stra” dé
m¢& trang chinh stra giao viéc. Tham khao muc “Chinh stra céng viéc”.

DPiém cha y:
- DPéi v&i giao dién & VPUBND thi nhw sau:

DANH SACH DUYET PHAN CONG

03/QB-STC - Vv phé duyét quyét todn du &n hoan thanh Virémn
swru tAp, nhan gidng bao tOn cac gidng cay phuc vu cac khu viec
di tich (giai doan 2)

UBND Tinh TT-Hué
)

-4532-CT-UBND-2018-PL1_signed.pdf
-4532-CT-UBND-2018. doc

Phan phéi thwe hién A

4532/CT-UBND - Chi thi phat déng phong trao thi dua thirc hién File dinh kém

thang loi ké hoach phat irién kinh i€ - x& hdi nam 2019
UBND Tinh TT-Hué Trich yéu 4532/CT-UBND - Chi thi phat déng phong trio thi dua thuc hién thang loi ké hoach ¢
1/KH/PTQD - V& viéc cho chi trrong tiép tuc thic hign GPMB » Trén Thi Hoai Tram - tthtram_ubnd

dte &n Khu du lich nghi diréing, s&n golf Lang C5 tai thén Ph EmETIERD

Hai, xa Loc Vinh, huyén Phi LAc.
UBND Tinh TT-Hué Théi gian hoan thanh | 15/04/2019 NQU&i giao viec Tran Thi Hoai Tram - -
4527/UBND-GT - V/v dang ky bd sung danh muc ciu dan sinh

cén dAu tw xdy ding m&i trén dia ban huyén Phi Loc
UBND Tinh TT-Hué

Pnéi hop thirc hign

Ngw&i theo déi

HSNV-TCBC - Viv giao co ché tw chd tai chinh va bién ché cho
Chi cuc Chan nudi va Tha v.

UBND Tinh TT-Hué ¥ Kién xi¥ Iy
2324/BC-UBND - V& viéc kiém tra, xac minh, ird 161 don ciia ong 4
Nguyé&n Van Bon. (KIEM TRA NGO XUF LY, NGO THU LY) Yéu ciu cé VB tr3 14

UBND Tinh TT-Hué

Tai giao dién trén:
o Chon cong viéc can thao tac.
o Tién hanh nhap lai dir liéu néu can.
o Kich “Ddngy”, dé cap nhat chinh thirc giao viéc.
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2.5.13. Thira I&nh phan phoi van ban

Chtrc nang cho phép xem va thao tac céong viéc dwoc chinh minh tao lap. Chi
xuat hién déi véi ngwdi 1am cong tac van thw, muc dich dé thiva 18nh phan phbi
van ban khi can.

Cac budc thwe hién:
1. Kich chon cong viéc tir danh sach dé thao tac.
2. Thao tac theo nghiép vu tuy theo trang thai cong viéc dang chon:

o Débi v&i cong viéc & dang goi y-dé xuat, c6 xuat hién nat lénh “Phé
duyét” va “Khac/Chinh stra”. Lic nay c6 thé hién théng tin ngudi thyc
hién tham mwu. Thao tac chirc nang xem muc “Duyét phan cong”.
Chu y, khi chon thao tac chinh stra thi c6 thé duy tri goi y-dé xuat
néu van chon (trwdng hop van thuw mudn stra lai goi y chuyén vién).
2/DEMO-GDDT - D thao tra 1&i déi véi 7/DEMO-UBNDHUE

Ngw&i 9‘3°:a Thye hién:ﬂ @ 20/11/2019 & Xem ludng
i

Ngwé&i thwe hién tham mwu: VPV Thi Thanh Huyén

© Théng tin chi tiét ~

[# Danh sach don vil ca nhan thue hién xr Iy ~

a VP.Dang Van Chinh Chura thirc hién

o E)éj v&i cbng viéc & dang chinh thirc va chwa thyc hién, sé khéng
xuat hién nut 1énh “Phé duyét”. Tai day chon “Khac/Chinh stra” dée
tien hanh phan phoi van ban theo bat phé tir 1anh dao.

]

2019.09.25_A - Demo, kiém tra van thw sira lai ngwéi trinh xie Iy khi giao viéc dau tién chwa thwe hién

Ngwéi giao: r Thuchién:e ©09/10/12019 & Xem ludng

© Théng tin chi tiét A

[# Danh sach don vil ca nhan thuc hién x ly A

La Thi Thanh Luyén Chira thirc hién

o DA4i v&i cong viéc dang thic hién hay hoan thanh, chi xuat hién nit
lénh “HO so”, trc khdng cho phép thuc hién giao viéc theo thira 1€énh
nira.
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=

200/BTDKT-NVCH - Viv gop y dw thao Quy ché xét ting danh hiéu Céng dan danh dw tinh TTH

Ngwei giao: c Thwe hién: h @2 ® ©22M10/2018 & Xem ludng
Y kién xir Iy: dic Thao gop ¥ dir thao
@ Théng tin chi tiét A

[# Danh sach dorn vil ca nhén thuwe hién x& ly ~

n Nguyén Ngoc Phwong Thaoc JELEGRGEN

2.5.14. bé xuéat gia han

Chtrc ndng cho phép dé xuét gia han thdi gian x& ly cong viéc dbi véi ngudi
Xt ly. Cong viéc cb trang thai chwa hoan thanh mai thwe hién dwoc dé xuat gia
han. Céng viéc & ngudi tiép nhan dau tién (Ianh dao) khéng cho phép dé xuét
gia han.

Cac budéce thuwe hién:
1. Kich chon cong viéc canthaotac.
2. Kich “Dé xuat gia han”, dé m¢ ctra sO dé xuat gia han thu ly.

DE XUAT GIA HAN THU LY

Ly do gia han:

Moc dé xuat:

=
Liru Bong
3. Nhap thong tin gia han vai ly do va moc dé xuat.
4. Kich “Lwu”, dé }huc hién dé xuat g‘ia hgn.
5. Kich “Déng”, dé huy bd thao tac de xuat gia han.
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DPiém cha y:
- Pé xuét gia han sé dwoc chuyén dén ngudi giao viéc & danh sach “Duyét
gia han”.

2.5.15. Duyét gia han

Chtrc ndng cho phép phé duyét dé xuat gia han thoi gian xt Iy céng viéc dbi
voi ngudi X ly dé xuat 1én. Chirc nang dwoc kich hoat tlr Cong viéc cla toi.

Cac buéce thuwe hién:
1. Kich chon danh sach Duyét gia han, danh sach dwoc phan loai chwa phé
duyét va da phé duyét, va chon hang muc can thao tac.
CONG VIEC CUA TOI =E B¢ M

Chua thuc hién @) Dang thuc hién @) Hoan thanh €I Theo ddi @) Giao thuc hién @) Ché xéc nhan @) Trao d6i @) Xin y kién ban hanh @) Duyétphan cong @ D& xudt @

Phé duyét mbc khac

Chura phé duyét @ D3 phé duyét @

01/VBGiay - Vio sé van ban gidy Xin gia han dén cudithang 7
Xin gia han @én cudi thang 7 Ngwi giFi Ngay tao Méc a8 xuit
Nguy&n Thi Lan Hirong - 03/07/2019 3:58:01 CH
Nguyén Thi Lan Hwrong 03/07/2019 3:58:01 CH 31/07/2019
V& viéc cap thé hwéng dan vién du lich ndi dia dot
26.2018 (02 thé) Théng tin cong viée ~

N@i dung xin gia han thé hién & day
Nguy&n Thi Lan Hrong - 03/07/2019 3:58:46 CH

186/ TTr-P3 - Bao cdo noi dung theo Dé cwrong bao
céo cla Té cong tac Thanh tra Chinh phu

N@i dung xin gia han thei gian ¥ Iy
Nguy&n Thi Lan Hrong - 03/07/2019 3:59:18 CH

Kich chon danh sach “Chwa phé duyét” hay “Da phé duyét”.

Kich chon hang muc, dé& xem théng tin gia han. C6 thé kich m& ving théng

tin cdng viéc dé xem chi tiét cong viéc twong rng. DI véi hang muc chua

dwoc phé duy@t maéi c6 nat Iénh “Phé duyét” va “Phé duyét méc khac’.

4. Kich “Phé duyét’, dé tién hanh phé duyét dé xuat gia han theo méc dé
xuat.

5. Kich “Phé duyét méc khac”, d& mé clra sb thao tac “Phé duyét gia han thu

ly”, tr day déng y m&i méc khac va ly do hay khéng ddng y véi Iy do.

W N
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PHE DUYET GIA HAN THU LY

Noi dung:

Méc phé duyét:

31/07/2019 =

6. Nhap ndi dung va moc can phé duyét. ,
7. Kich "Bong y”, de tién hanh phé duyét theo ndi dung va moc dwa vao.
8. Kich “Khong dong y”, dé tién hanh khéng phé duyét gia han.

DPiém cha y:

- Khi nguoi phé duyét 1a ngudi trung gian, thi dé xuat nay dwoc chuyén dén
cho ngwi giao viéc & budc giao viéc trén.

- Nguoi giao viéc trén cung phé duyét dé xuét gia han, khi do6 dé xuét gia
han mé&i chinh thirc c6 hiéu lwc, va thdi gian xtr ly dwoc tinh theo thoi gian
dé xuat méi. Chi duyét dén ndt giao viéc da dé xuat.

- Céc ndi dung dé xuét va phé duyét gia han, déu dwoc ghi nhan théng tin
& di liéu y kién trao dbi.

2.5.16. Phan cong lai

Churc nang cho phép chuyén xt ly (giao viéc) lai ctia cong viéc chwa hoan

thanh. Trong qué trinh quan ly cia minh, ngw&i giao chu déng phan céng lai khi

nhan thay giao viéc trwédc d6 chwa dwoc 6n, hay két qua x& ly cla ngudi duwoc
giao chwa phu hgp.

Cac buwdc thwe hién:
1. Kich chon cong viéc dang/da thwc hién tir danh sach Giao thwc hién.
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ancong [

13/DEMO-SDL - Kiém tra cap nhat van ban doi véi diéu chinh file dinh kém. Van
ban c6 loai phan hoi la Can phan hoi. Cé chon UBND nhan dé biét.

Nguwé&i giao: Q Thue hién: ! &1 ©07/05/2019

Y kién xw ly: Chuyén dic Drong thic hién

©® Théng tin chi tiét ~
[# Danh sach don vil ca nhan thuwc hién xwr ly A

!‘ Nguyén Viét Minh Duong [Rocik a1

% File dinh kém ™

¢ Y kién trao déi (0) ~
2. Kich “Phan cong lai”, & mé& vang Phan céng lai cong viéc.
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Phan cong lai céng viéc ~
Tiéu gé I 13/DEMO-SDL - Kiém tra cAp nhat van ban ddi v&i didu chinh
Yéu ciu cé VB tra 1&i
Chu tri thwe hién
Th&i gian hoan thanh I 07/05/2019 MNgw&i giao viéc L& Vinh -
Phoi hop thwe hién

Ngw&i theo doi
Y kién xt¥ ly
File dinh kém

Chuyén nhin dé biét
Chuyen toan don vi dé biet

3. Nhap di liéu cho cac trwong, nhw hoat dong chuyén xtr ly.
4. Kich “Lwu”, dé thyc hién giao viéc.

5. Kich “Hiy bd”, d& hiy bd hoat déng giao viéc.

DPiém cha y:

- Pbi véi trwdng hop cong viéc giao x& ly, nhwng nguwdi nhan chwa thyc
hién xt ly, thi ngwoi giao thwe hién chinh stra giao viéc (& menu “Khac”)
thay vi phan céng lai.

- Sau khi phan cong lai thanh céng, cong viéc dwoc giao xtr ly trwdc day,
tré thanh cdng viéc con cua cong viéc hién tai va trang thai la hoan thanh.

2.5.17. Dé xuat tra lai

Chirc nang cho phép nguwdi xtr ly chinh nhan céng viéc tra lai van ban, khi
ngudi Xt ly chinh nhan thay cong viéc dwoc giao khéng phit hop. Cong viéc khi
chwa thuc hién mai cho phép tra lai. Cong viéc & ngwdi tiép nhan dau tién (Ianh
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dao) khéng cho phép tra lai. Cong viéc xuat phét t 1ap van ban dw thao khdng

cho phép tra lai.

Cac buéce thuwe hién:
1. Kich chon cong viéc tir danh sach chwa thwc hién.

Coninsiy | sy obwitvi | obwiionran ] 0

217/DEMO-UBND - 1, ndi dung giao SXD xtr Iy chinh, SDL xt Iy phéi hop.
Ngwoi giao: ' Thuc hién: p| & Phéihop (1) ©27/10/2019 & Xem ludng
Y Kién xt ly: Li¥ hanh
© Théng tin chi tiét
¢ Danh sach don vil ca nhin thuc hién xdr ly

T{?ﬁ Phéng Quan Iy IiF hanh Chuwa thiec hién

9 Phéng Quan Iy co s& lweu tri Chura thiec hién

® Théng tin luan chuyén

STT Ngwoi giao Thwe hién Ngay hoan thanh Ngay chuyén

1 Phan Ngoc The S& Xdy dung; S& Du lich; 27102019 08/10/2019 3:03:36 CH

~

Y kién  Chi tiét

Xem

2 L& H{ru Minh Phéng Quan Iy IF hanh; Phong Quan Iy co sd iwu tri; 27/10/2019 08/10/2019 3:04:27 CH L{# hanh Xem

% File dinh kém

~
A e M v v Ll e T A A E ek i i e e i A i T e A T AL A S v

2. Kich “Dé xuét tra lai”, d& m& clra sb tra lai van ban.

DE XUAT TRA LAl

Ly do tra lai:

3. Nhap di¥ liéu pho trrd'ng Ly do tra lai.
4. Kich “Lwu”, dé }huc hién tra lai.
5. Kich “Déng”, de hdy bé hoat dong tra lai.

H ueCIT TRUNG TAM CONG NGHE THONG TIN TINH THU'A THIEN HUE
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DPiém cha y:

- Sau khi tra lai thanh cong, cdng viéc dwoc tra lai ndm & danh sach “Duyét
trd lai” cla nguoi giao, trang thai ciia ngudi xtr ly 1a “Dé xuét tra lai”.

- Cobng viéc nay sé khong dwoc tinh dbi véi nguei thue hién.

2.5.18. Duyeét tra lai

Chwrc nang cho phép ngudi giao viéc, nhan lai cac cdng viéc dwoc dé xuat
trd lai van ban, tlr day nguoi giao co thé thwe hién phan céng lai.

Cac buéce thuwe hién:
1. Kich chon cbdng viéc ttr danh sach Duyét tra lai.

CONG VIEC CUA =E B¢ M

< Hoan thanh @& Theo dbi @ Giao thire hign €€ Cho xdc nhan €3 Duyét tra lai @ Trao d6i gD Xin § kién ban hanh @ Duyét phan céng €3 Duyét gia han @ >

© Y | T ]

Sdpxéptheomée thye hién L2 |y ey | iBND . Viv bao cac tong két 15 ném thue hign Nghi dinh sé 110/2004/ND-CP ctia Chinh phi vé céng tac

.. L § van thw

® Tatca VBxtly ©VB1cta

VB chuyén trirc tiép ¥ kién chi dao Ngwoi giao: Thue hién: (&’ @1 @©1807/2019 & Xem ludng

Knac ¢ Trur?
33/DEMO-VPUBND - Thu héi 03: V& viéc Y kién x¥ ly: xem giao viéc thik
cho phép vién chikc di nudc ngoai viéc riéng
(8ng Nguy&n Xuan Hiing Dai véi @ Thong tin chi tiét N
27/03/2019 ©O1 1 0023.H57
38/DEMO-VPUBND - Thay thé van ban 02 [# Danh sach don vi/ ¢a nhan thwe hién xir 1y ~

(yéu cduy Tham dinh van ban QPPL Van
ban bi thay thé: 37/DEMO-VPUBND SDL...

2032018 @ ©1 F1 0023 Hs7 lﬂi‘ Phéng Quan Iy Ii¥ hanh

135/DEMO-UBND - YKCD SDL + UBND TP

HUE Trung tim Thong tin xic tién du lich FEERIERENET
21/06/2019 @D ©1 0023157
128/DEMO-UBND - Chi dao sé& Du lich @ Théng tin lun chuyén A
© 30/06/2019 &4 0023 H57
STT Nguwoi giao Thyc hién Ngay hoan thanh Ngay chuyén ¥ kién Chi tiét
WSQ'DE,MO'UBND - 'E'en chi dao 4ol véi o Trung tam Thong fin xtc tién du lich; Phang 12/07/2018 *em giao
SDL chinh, TPHUE phdi hop 1 L&Hitu Minh T 18/07/2019 e S Xem
- Quan Iy Itk hanh; 9:35:38 SA vige thip
01/07/2019 ©1 0023 H57
Trirong Thanh X e 12/07/2018 g
s Phong Xuc tién du lich 18/07/2019 donvicdp2  Xem
4/DEMOQ-UBND - V/v bao cdo tong két 15 < Minh 9 10:34:55 SA P
L T N I Y A I N T S R Y e NV ol e S 7 AT S S S S P SV AV N Y S NS S P A S SV e

Kich m& réng vung Y kién trao dbi, d& xem trao ddi ctia dé xuét tra lai.
Kich “Phan céng lai”, & mé& ving Phan céng lai cong viéc.

Nhap di liéu cho cac trwong, nhw hoat ddng chuyén xi ly.

Kich “Lwu”, dé thwc hién giao viéc.

Kich “Huy bd”, d& hiy bé hoat ddng giao viéc.

OOhWN

DPiém cha y:
- Sau khi phan cong lai thanh cdng, céng viéc nay tré thanh céng viéc con
cua cong viéc hién tai va trang thai la “Van ban tra lai”.
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2.5.19. Xt Iy

Chtrc ndng cho phép x& ly cdng viéc dwoc giao dbi vai vai tro xt ly chinh va
vai trd phdi hop. Co thé xtr ly theo huwéng béo céo cdng viéc hay co thé 1ap dy
thao.

Cac buéce thuwe hién:
1. Kich chon cc“)ng viéc tr danh sach Chwa thyc hién/bBang thwc hién.
2. Kich “Xtr ly”, d&é mé vung bao céo cbng viéc.

Xt ly cdng viéc ~
Trang thai Bang thirc hién ~
NG dung

File dinh k&m

Nhap di¥ liéu cho cac trwong {Trang thai, noi dung file dinh kém}.

Kich “Lwu”, d& cap nhat bao céo x&r ly cdng viéc. Két qua dwoc thé hién
vung Danh sach bao cao.

Kich “Hay bd”, dé& hly bé thao tac bao céo trong xt Iy cong viéc.

Kich “Lap dv thao”, dé tién hanh lap dw thdo van ban dinh kém t& cong
viéc dang xtr ly. Hoat dong thwc hién 1ap dy thao tham khao muc “Tao van
ban dv thao twr céng viéc”.

> w

o o1

DPiém cha y:

- Phan biét chirc ndng “Chuyén xt ly” va “Xt ly”. Chuyén xt ly 1a hoat déng
giao viéc, ban than khéng cho ra két qua; con X ly 1a hoat déng tw minh
Xt ly cong viéc va cho ra két qua.

- Cdng viéc c6 “Yéu cau co VB tra 1677, thi phai lap dw thdo méi dan dén két
thlc céng viéc dwgc. Khi chwa co 1ap dw thao thi khéng c6 trang thai “Hoan
thanh” dé chon thao tac. Cong viéc y kién chi dao phai cé van ban di phat
hanh lién quan, m&i cho phép bao cao hoan thanh.

- Cac van ban dy thdo dang thwc hién, co thé kich chon dé tién hanh hiéu
chinh va trinh xin y kién ban hanh.
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- Dbi vai vai trd phdi hop, hay vai trd x& Iy chinh trong nhanh phéi hop, thi
ctra sd xt ly cdng viéc sé khoéng co nit Iénh chirec ndng “Lap dw thao”.

X(r ly cong viéc ~
Trang thai Bang thirc hién w
MG dung

File dinh kem

- DOI VOI CONG VIEC Y KIEN CHI BAO, VAI PHOI HOP CO THE THUC
HIEN LU THAM KHAO, BAO CAO HOAN THANH, HAY CUNG CO THE
THUC HIEN LAP DU THAO.
=

Xit Iy
Xirlvicong o Ltru tham khao ~
Trang thai Hoan thanh A
NGI dung ‘
P
Gtk dén Nguy&n Xuan Son - nxson sttt v
File dinh kem

Chuyén nhan dé biét
Chuyén toan don vi dé biét

Liru m Lép dv thdo

252/DEMO-UBND - 1, ndi dung y kién chi dao giao s& DL ch tri, s& TTTT phéi hep

Ngufvigiao:o Thue hién: ;3 ®12112/2018 & Xem ludng

© Théng tin chi tiét
(# Danh sach don vil ¢a nhan thwe hién xir ly

ig 1- Céng nghé théng tin Chura thirc hién

@ Théng tin luin chuyén

1 Phan Ngoc Tho S& Du lich; |SD‘ Thdng tin va Truyén thdng; | 12/12/2019 11/12/2019 9:18:30 SA

‘ Nguy&n Xuan Son 1- Céng nghé théng tin; | 12/12/2018 11/12/2019 11:02:56 SA Xem

- Khi chon trang théi Ia Hoan thanh, ltic dé cho phép chon ngudi gtvi dén dé
béo cao.
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Xir Iy cong viéc ~
Trang thai Hoan thanh w

Chét phoi hopl

MGi dung
Glri dén Hoang Ngoc Khanh v
File dinh kém B

- Cong viéc c6 yéu cau van ban tra |&i, nhung dbi véi vai trd phdi hop, thi
khéng cé lwu tham khado, nhwng van chon dwgc trang thai Hoan thanh.

- Néu céng viéc dwoc giao khdng yéu cau xac nhan, khi xt ly chinh cudi
cung b&o céo hoan thanh, thi trang thai dwoc chuyén vé HOAN THANH
ludn, ddng thdi kéo theo cac phdi hop HOAN THANH. Ngwoc lai néu co
yé&u cau xac nhan thi trang thai chuyén vé CHO XAC NHAN. Tinh ch4t nay
cé tinh kéo theo dbi v&i giao viéc cap trén. Vi du, 1anh dao giao viéc cho
cac phong khéng c6 xac nhan, trweédng phong giao viéc cho cac chuyén
vién khéng c6 xac nhan. Khi chuyén vién x& ly chinh cudi cing béo céo
hoan thanh, thi trang thai cta chuyén vién va phdi hop la HOAN THANH,
dong thoi trang thai ctia phong x& Iy chinh cudi cing la HOAN THANH,
nén kéo theo trang thai phdi hop ctia cac phong khac 1a HOAN THANH,

2.5.20. Lwu tham khao
Chuirc nang cho phép xtr ly céng viéc theo hwéng Iwu tham khao, vi ¢ cong
viéc khdng nhat thiét phai c6 van ban tra I&i, chi la ndm bat thong tin dé biét.

Cac budc thwe hién:

1. Kich chon céng viéc tir danh sach Chwa thwc hién/Bang thyc hién.

2. Kich mi tén xubng ctia Xt ly, chon tiép “Lwu tham khdo”, dé tién hanh xo
ly theo hwéng lwu tham khao.
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XF Iy

'| Lwru tham khao

Liru theo dai

LUU THAM KHAO

N&i dung:

Liru Bong

3. Nhap ndi dung béo céo theo Ivu tham khao.
4. Kich “Lwu”, dé }ién hanh Iwu tham khao.
5. Kich “Déng”, dé hay bé thao tac lwu tham khao.

DPiém cha y:

Chwrc nang lwu tham khado xuét hién khi xr ly van ban dén khéng c6 yéu
cau phai c6 van ban tra 1oi.

Lwu tham khao khdng can cé xac nhan hoan thanh cta ngudi giao viéc.
X0 ly chinh hoan thanh kéo theo phdi hop hoan thanh, kéo theo giao viéc
trén hoan thanh.

Mot cdng viéc doc lap, khéng cho phép lwu tham khao.

Coéng viéc dwoc lwu tham khédo sé& khong dworc tinh trong thdng ké cong
viéc hoan thanh.

POI VOI CONG VIEC Y KIEN CHI BAO, VAI PHOI HOP CO THE THUC
HIEN LUU THAM KHAO, BAO CAO HOAN THANH, HAY CUNG CO THE
THUC HIEN LAP DU THAO.
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2.5.21. Lwu theo d6i (giao dién Van phong)

Chtrc nang cho phép xtr ly céng viéc theo huwéng tam Iwu theo ddi, vi nhirng
cong viéc nay thwdng UBND, VP UBND tinh nhan van ban véi vai trd nhan dé
biét, con co' quan chuy&n mén méi xi ly. Lwu theo ddi giup chuyén vién VP
UBND neo lai cdng viéc dé theo di két qua xt ly tlr co' quan chuyén mén, sau
d6 mé& neo va tiép tuc xtr Iy cong viéc ctia minh.

Thwc hién lwu theo doi.

Cac buwdc thwe hién:

1. Kich chon cong viéc tir danh sach Chwa thwc hién/bBang thyc hién.

2. Kich mii tén xudng ctia X ly, chon tiép “Lwu theo d&i”, dé tién hanh xc ly
theo hwdng lwu theo doi.

X0 Iy

Lwru tham khao

Liru theo doi
b B4 tri hop I

LU'U THEO DOI

N&i dung:

N&i dung thé hién Iy do thirc hién Iwu theo doj

3. Nhap ndi dung ly do lwu theo dai.
4. Kich “Lwu”, dé tien hanh lwu theo doi.
5. Kich “Déng”, dé hay bé thao tac lwu theo ddi.

DPiém cha y:
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- Lwu theo dbi chi cho phép dbi vé&i cong viéc van ban.
- Sau khi thwe hién lwu theo déi thanh céng, céng viéc dwoc chuyén dén
danh sach “Lwu theo dbi”. Twr day tiép tuc thao tac cac nghiép vu x& ly
cong viéc binh thwdng va cé thé theo dbéi dworc lich st x& ly van ban di
twong rng cua co quan ban hanh.
Chuathchién @Z) | Pangthuchién @) | Vanbantinh @  Lvutheoddi@ B iri hop @ Homha‘-.h@;'

- Pa thuc hién lwu theo dai thi khéng cho phép bé tri hop.

Thwc hién theo dbi co quan cung xtr ly va xte ly thao tac nghiép vu sau

theo doi.

Cac budéc thuwe hién:

1. Kich chon cong viéc tir danh sach “Lwu theo doi”, dé mé trang thong tin
chitiét cdng viéc bén phai. Trang théng tin chi tiét sé cé thém lién ket “Theo
ddi co quan cung xt ly van ban”.

Vanbantrinh @ | Luutheo ddig®  Hoanthanh @ | Theo dsi@d = Giaothuchién @ | Ché xdc nhan €Y Du‘_v'é>

734/SGTVT-KHTC - Test Bé Tai nguyén va Moi truedng yéu cau tra 1oi

Ngw&i giao: 0 Thuwe hién: (:,' &1 @1106/2019 & Xem ludng "O Theo ddi co quan clng x¥ Iy van Dén‘
wr
© Théng tin chi tiét ~
[# Danh sach don vil ¢a nhén thuwe hién xir ly ~
E” Pham Quang Tri BELTRGEGR G
% File dinh kém -~

¢ Y kién trao dbi v

2. Kich lién két “Theo déi co quan cung xt ly van ban”, d& mé trang lich st

X ly van ban di cua co quan ban hanh. Tt day chuyén vién theo doi biét
dwoc co quan cung xt ly c6 trang thai va két qua xt&r ly thé nao.
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1/3 cor quan trd 1&i

Danh sach van ban phan hdi

Ngay Co quan phan hoi S0 ky hiéu viin ban phan hoi
N 108/DEMO-SDL

11/28/2019 9:10:33 AM S¢ Du lich
o bulic [28/11/2019]

Lich st cap nhat trang thai xce ly
1. UBND thinh phé Hué - (D3 dén (Chwa vao sé)) +

2. 8¢ Du lich - (Hoan thanh) -

Ngay thirc

hién Bon vi thire hién Ngu&i thre hién NGi dung xt¥ Iy
27111/2019 D& nh&n nhung Van thir chira vao sé
271112019 Van phong V8 Quang Minh Nhan B3 tiép nhan - Chuyén: L& Hifu Minh B3 tiép nhan
27/11/2019 L& Hiku Minh DA chuyén thuc hién cho Phong Quan Iy I hanh, Phén céng
2811172019 P!mng Quan Iy It TrAn Binh Minh Bic B3 chuyén thire hién cho Nguyén Thi Lan Hueng - ntihuong sdl.; Chuyén d.c Hrong thire hién tham p—

hann muru

Phong Quan 1y I Nguyé&n Thi Lan . . o
ety o Trinh TP xem xét
28/11/2019 Phong Quan Iy ¥ Nguyen Thi Lan Trinh TP xem xét

hanh Hurong
28/11/2019 L& Hiku Minh B6ng ¥, chuyén van thi phat hanh van ban Hoan thanh du thdo
281172019 P!wong Quén Iy It Nguyé&n Thi Lan Hoan thanh 108/DEMO-SDL

hanh Hurong

(281112019 €3

3. Vin phéng UBND tinh - (Bang x(¥ Iy)

[ oo |
3. Mubn mé& neo lwu theo dbi va xt ly tiép céng viéc duoc giao, chuyén vién
thao tac theo nghiép vu cua cac chirc nang khac. Tham hwéng dan cac
nghiép vu khac.

DPiém cha y:

- Khi céng viéc ¢ trang thai “Lwu theo doi”, thi khéng cho phép Iwu theo doi
nira.

- Khi mé& neo lwu theo ddi, hé théng sé cong thém sb ngay lam viéc da bi
lwu theo dbi ttr ngay neo cho dén ngay mé neo, cho méc han xi Iy.

- Chi theo d&i dwoc néu cac co quan giri nhan trén cung hé thdng cta tinh.

2.5.22. B6 tri hop (giao dién Van phong)

Churc ndng cho phép xtr ly cong viéc theo hwéng tam neo cong viéc dé b tri
hop, vi nhirng céng viéc nay can phai b tri cac cudc hop dé di dén théng nhat
néi dung xt&r ly cong viéc. Lwu theo ddi giup chuyén vién VP UBND neo lai cong
viéc dé song song td chirc cac cude hop, sau dd mé neo va tiép tuc xi Iy cdng
viéc ctia minh.

Thwc hién lwu theo doi.
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Cac budéce thuwe hién:
1. Kich chon cong viéc tir danh sach Chuwa thyc hién/Dang,thujc hién.
2. Kich mii tén xudng cua X ly, chon tiép “Bo tri hop”, dé tien hanh x& ly

theo hwéng neo bd tri hop.

X0 Iy

Lwru tham khao
Liru theo doi
B4 tri hop I

BO TRi LICH HOP

N&i dung:

Pé xuat bo tri cudc hop dé Iay v kién

3. Nhap néi dung dé xuat bo tri hop.
4. Kich “Luu’, dé tién hanh Iwu dé& xuét bd tri hop.
5. Kich “Déng”, dé huy bé thao tac de xuat bo tri hop.

DPiém cha y:

B tri hop chi cho phép déi véi cong viéc van ban.

Sau khi thwe hién lwu bé tri hop thanh coéng, cng viéc dwoc chuyén dén
danh sach “Bé tri hop”. Twr day tiép tuc thao tac cac nghiép vu xt ly cong
viéc binh thudng.

Chuathwchién @Z) = Dangthuchién €@  Vanbantinh@ @ Luutheoddi@  Bdtihop@  Hoan thanh @3 ’/
Khi céng viéc & trang thai “B6 tri hop”, thi khéng cho phép bé tri hop nira.
Khi mé& neo bb tri hop (sang trang thai dang thwc hién hay hoan thanh), hé
thdng sé cdng thém sd ngay lam viéc da bj neo bd tri hop t& ngay neo cho
dén ngay mé neo, cho méc han xu ly.
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Thwc hién theo ddi bé tri hop.

Cac buéce thuwe hién:
1. Kich chon céng viéc t&r danh sach “Bé tri hop”, d& mé trang thdng tin chi
tiet cobng viéc bén phai.
Coinjiin x| 5~ obwigaran | oso— L
VBG-UB_2020.01.03_A - Néi dung trich yéu cta VBG-UB_2020.01.03_A

Ngwei giao:o Thwe hién:O @ 10 ©09/01/2020 & Xem ludng

Y Kién Xt ly: Chuyén ddng chi Hang x¥ Iy

© Théng tin chi tiét -
# Danh sach don vif ¢ nhan thwe hién xor ly S
Trdn Tén Thu Hang [Nl 10
& Danh sach dw thao A
STT  Tén dwthao Trang thai Hanh déng
1 Lap dw thdo (méc hién tai 7/1) (03/01/2020) Ché phé duyét
% File dinh kém ~

00.14 H57-967-STTTT-_CNTT-201&__pdf
O Y kién trao dbi (0) ~
2. Muén mé& neo bbd tri hop, chuyén vién thao tac theo nghiép vu cta cac

chtre nang khac: Bao cao két qua, lwu tham khao, 1ap dv thdo ... Tham
hwéng dan cac nghiép vu khac.

2.5.23. Xac nhan hoan thanh
Chirc nang cho phép xac nhan hoan thanh céng viéc, khi nguwdi xtr ly chinh

thong bao da hoan thanh céng viéc dwoc giao. Chirc nang dwoc thwc hién béi
ngudi giao viéc tr danh sach “Ché& xac nhan”.

Cac buwdc thwe hién:
1. Kich chon cbng viéc tir danh sach “Chd xac nhan”.
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CONG VIEC CUA =E | ¢~

Chua thyc hién @) Bangthyc hién @ Hoanthanh @) Theo ddi@) Giaothuc hign @) Choxécnhin@ Déxudttralai@ Trao d6i@  Xin y kién ban hanh @

X&c nhdn hoan thanh Yéu ciu Iam lai H so ~
= | o5 | =

Nhap tir khéa cAn tim kiém Q
S&p xép theo ngay tac J2 | 107/DEMO-UBND - Xuc tién cac chwong trinh quang ba I& hai dé thu hat khach du lich trong dip
. nay.
107/DEMO-UBND - XUc tién cac chueng trinh quang ba 1€ Ngw&i giao: t Thwe hién: s L % Phéi hop (1) &Theoddi(1) 1 & O30/05/2019
héi & thu hit khach du lich trong dip nay. N
@ 30/05/2019 @ €1 00.23Hs7

. - ¥ kién x& Iy: phéng Itk hanh thyc hién, phang co s Iku tri phdi hop, dic nhan theo dai
106/DEMQ-UBND - Chil tri xdy dwng CSDL huwéing dan vién
du lich, d& tién i tich hep diF liéu dan cw.

@ 31/05/2019 @ =1 co23ms7 | @ Thongtin chitiet ~
1/BCD-HMTN - Chi dao trung tdm phdi hep s& du lich thuc | L L
hign [# Danh sach don vil ca nhian thuee hién xie ly A
@ 29/03/2019 @ £2 0023 H57
@ Phéng Quan 1y 1t hanh (e ey < 1
9 Phong Quan Iy co s& lwu trd  Chuea thure hién
@ Théng tin luin chuyén ~
Phan Ngoc _, S 15/05/2019
The S¢ Du lich; 30/05/2019 05645 SA Xem
. A Phéng Quan ly I hanh; phéng I hanh thuc hién,
Tong 3 0 r g ‘e Phong Quén iy co sy 30052019 002201 hsng co'sé wutra ol Xem

2. Kich “X&c nhan hoan thanh”, déi véi xac nhan giao viéc trung gian, hién thi
giao dién sau:

XAC NHAN HOAN THANH CONG VIEC

Chon file dé bao cao
KeHoachTapHuanVBDH&YKCD doc

Binh kém file

00 59 H57-404-CNTT-NC-2018 doc o
Né&i dung xtr Iy:

3. Nhap di¥ liéu cho cac trwdng. O day co thé chon file bao céo tir cap duwéi,
va co thé thém file dinh kém khac. Nhap néi dung béo céo lén cép trén.

4. Kich “Xac nhan”, dé& xac nhan déi véi giao viéc dwdi va déng thdi bao cao
lén dbi véi cong viéc trén.

5. Kich “Déng”, d& hiy bé thao tac xac nhan.
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DPiém cha y:
- Pbi v&i danh séch theo ddi, mac dinh khéng thé hién cac cong viéc co
trang thai hoan thanh, nén can loc va tim duang cbéng viéc can xac nhan.

Chua thuchién @@  Bang thuc hién ) Hoan thanh Theo déi @  Giao thuc hign @) Ché xacnhan @) Déxudttralai@® Trao déi@)  Xin y kién ban hanh @)
Xac nhan hoan thanh Yéu céu 1am lai m -
o v | S

Sap xép theo ngay tao |7 =~ 105/DEMO-UBND - Vé viéc kiém tra theo ddi xt¥ ly cong viéc

Ngwoi giao: Q Thwe hién: ﬁ &Theoddi(1) 3 ¥ ©16/05/2019

02/VBGiay - V& viéc kiém tra theo déi

© 16/05/2018 @ @3 0023Hs7
A . N P Y Kién xtr Iy Chuyén dong chi Hrong thiec hién x Iy, d/c Tué theo ddi don ddc thuc hié
14/DEMO-HUECIT - V& viéc ban hanh quy dinh gié chudn va tinh L2JEPE (IR AL SO LA CE IS LD CRe S0 G FULE ITEG
thil lao day viret giér chudn ddi véi gidng vién co

© 15/05/2019 @ @2 0023H57 © Théng tin chi tiét ~

105/DEMO-UBND - V& viéc kiém tra theo d&i xt Iy céng viéc

© 16/05/2019 @ @3 go23Hs7 (# Danh sach don vi/ ca nhan thuc hién xi ly ~
106#DI§M§)-UBND - Chu tri x8y dwng CSDL huéng dan vién du = Nguyén Thi Lan Hwong R 1] H1 23
lich, d& tién t&i tich hop dif liéu dan cuw 3
© 310512018 @ =3 o023Hs7
106/DEMO-UBND - X4y dieng quy dinh ___ phuc vu hiréng dén tai © Théng tin luan chuyén ~
cac diém du tich
© 30/06/2019 @ @2 oo23HsT STT Ngudigiao  Thuc hién Ngay hoan thanh Ngay chuyén Y kién
Phong Quan Iy I BIEETT Phong Quan Iy IiF hanh thyc hién
1 LéHiuMinh hanh; Phong Quan Iy 16/05/2019 e S chinh. Phong Quan Iy co s& vy Xem
co 56 Iueu tril; : tr. d/c Nh&n thuc hién theo dbi
3 er o Chuyén ddng chi Hureng thic
Tran Binh Nguyen Thi Lan 15/05/2019 L n -
Téng 5 0 - Minh Birc Hurong: 16/05/2019 85711 SA Tf_n ﬁw Iy, tzf—c Tué theo déi dén Xem

- Dbi v&i ngudi giao viéc dau tién, giao dién chi cé phan néi dung, khdng co
phan chon file b&o c&o (Vi khéng phai bao céo 1&én niva).

XAC NHAN HOAN THANH CONG VIEC

N&i dung xir Iy:

Xac nhan bong

- Céc giao viéc khong c6 yéu cau xac nhan, khi dwoc nguwdi xi Iy chinh cubi
cung béao céo hoan thanh, thi chuyén vé trang thai HOAN THANH [udn,
nén khéng nam & danh sach ch& xac nhan niva.

2.5.24. Yéu cau lam lai

Chwrc nang cho phép yéu cau lam lai cdng viéc, khi nguwdi x& ly chinh théng
bao da hoan thanh céng viéc dwoc giao. Chirc nang dwoc thwe hién b&i ngudi
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giao viéc tr danh sach Ch¢ xac nhan hay nguwdi theo ddi tir danh sach Theo
doi.

Cac buéce thuwe hién:
1. Kich chon cong viéc tir danh sach Ch& xac nhan

Chua thuc hién @)  Dangthuc hién @  Hoan thanh Theo ddi @)  Giaothuchién @  Ché xdcnhan @) Déxudttrdlai@) Trao ddi€)  Xin ¥ kién ban hanh
Xac nhan hoan thanh Yéu ciu lam lai m -
o v I

Sdp xép theo ngay tao |7 105/DEMO-UBND - Vé viéc kiém tra theo doi x(¥ Iy céng viéc

Ngwoi giao: Q Thwe hién: ﬂ &Theo ddi (1) @3 & ©16/05/2019
02/VBGiay - V& viéc kiém tra theo déi Ve
© 16/05/2019 @ (#3 pp23Hs7
14/DEMO-HUSGIT - V& viéc ban nanh quy ainh giés chun va tinh Y kién xt Iy: Chuyén ddng chi Hirong thyc hién x( 1y, dic Tué theo di dén déc thuc hién
thi lao day vuret gier chudn d6i véi gidng vién co ...
@ 15/05/2019 @ [#2 pp23Hs7 @ Théng tin chi tiét A~

105/DEMO-UBND - V& viéc kiém tra theo ddi xt Iy cong viéc

© 16/05/2019 @ &3 go23Hs7 (& Danh sach don vi/ ca nhan thwe hién xi Iy A
WDSﬂDI‘_EMlO—U'BND - Cchu I['\ x?y dl:rng CSDL hiréng dan vién du e Nguy&n Thi Lan Hwrong I Eee ] 1 3
lich, @é tién t&i tich hop diF liéu dan cw ,
© 310512018 @ =3 o023Hs7
108/DEMO-UBND - Xay dieng quy dinh __ phuc vu hiréng dén tai @ Théng tin luan chuyén ~
cac diém du tich
© 30/06/2019 D @2 go23HsT STT Nguwdigiao  Thuc hién Ngay hoan thanh Ngay chuyén Y kién
Phong Quan Iy I BIEETT Phong Quan Iy IiF hanh thyc hién
1 L& HiruMinh  hanh; Phong Quan Iy 16/05/2019 SIS S chinh. Phong Quan Iy co s& vy Xem
CO SG LU Brd; o tri. d/c Nhan thirc hién theo ddi.

Chuyén ddng chi Hurong thirc

" . 16/05/2019 hién x Iy, d/c Tué theo ddi don Xem
Téng 5 10 v Minh Brc Huong; 85711 5A J:;,Mﬂyh.:ﬁ

Tran Binh Nguyén ThiLan 15/05/2019

2. Kich “Y&u cau lam lai”, @& mé& ctra sb yéu ciu lam lai.

YEU CAU LAM LAl

Y kién:

3. Nhap y kién yéu cau 1am lai.

4. Kich “Lwu va dong”, dé yéu cau lam lai céng viéc. Cong viéc chuyén trang
thai thanh dang thwc hién.

5. Kich “Doéng”, d& hiy bé thao tac yéu cau lam lai.

DPiém cha y:
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- CAc giao viéc khong c6 yéu cau xac nhan, khi dwoc ngudi x& ly chinh cudi
cung b&o c&o hoan thanh, thi chuyén vé trang thai HOAN THANH ludn,
nén khéng nam & danh sach ch& xac nhan niva.

- Pbi v&i danh séch theo ddi, mac dinh khéng thé hién cac cong viéc co
trang thai hoan thanh, nén can loc va tim ding céng viéc can thao tac.

2.5.25. Theo ddi, xac nhan cda chuyén vién theo déi YKCD & giao viéc géc

Chtrc ndng cho phép theo ddi tinh hinh thuwc hién cong viéc y kién chi dao va
xac nhan cta chuyén vién theo ddi cong viec YKCD & giao viéc gbc. Pay la
nhirng cong viéc YKCD dwoc co quan giao viéc qua dwong van ban chi dao va
c6 chi dinh chuyén vién theo ddi. Xac nhan cua chuyén vién theo ddi dwoc thwc
hién trén méi co' quan tham gia thuwc hién, va chi déi véi nhirng trang thai chua
hoan thanh (Chd xac nhan, dang thwc hién va chwa thuwc hién).

Cac buwéc thwe hién:
1. Kich loc va chon cbng viéc tr danh sach Theo dbi.

CONG VIEC CUA E H G ﬂ

Chua thue hién @ Dang thwe hién @9  Hoan thanh @)  Thiralénh  Theo d6i €E)  Giao thwc hign @) Chér xdc nhan @) Déxudttralai@) Trao d6i@) Xiny kiénban hanh @ ...

Mhap tiv khoa can tim kiém Q T -

sdpxépthecngaytao li | oenemo UBND - Chi tri xay dwng CSDL hwéng din vien du lich, dé tién toi tich hop diF lieu dan cw.

107/DEMO-UBND - Xic tién céc chuong trinh quang . Ngwéi giao: ‘%’ Thue hién: r & Phéi hop (1) &Theo ddi(1) (5 ©31/06/2019
b I1& hdi & thu hit khach du lich trong dip nay.
30/05/2019 .
@ ©® Thong tin chi tiet A

107/DEMO-UBMD - T4 chirc I& hdi nghé truyén thdng
trong pham vi tiét kiém __.

07/06/2019 @ (# Danh sach don vil ca nhin thwe hién xtr ly ~
106/DEMO-UBND - Xy dieng quy dinh . phuc vy T LI Bang thire hien Tali=ad
nwréng dén tai cac diém du tich - B
30/06/2019 D =3
= = ~ - ~ . e ~
106/DEMO-UBND - Chil fri xdy ding CSDL hiréng ﬁ Trung tam Gong nghe thang tin tinh | Chua thue hien
dan vién du lich, d& tién téi tich hop dif liéu dan ce. *
© 31/05/2019 D o1E5
% File dinh kém A

103/DEMO-UBND - HueCIT xiF Ij chinh. SDL phoi
hop.
© 23/05/2018 =1 ik 5

D ¢ Y kién trao déi (1) ~

ANUNEMO_NBND _ NAT Aunn G kidn rhi Aan dAi udi i

Tong 17 H. 2 = = 10 [»
2. Kich vao lién két {Chd xac nhan, bang thwc hién, Chwa thwc hién} cta
don vi twong (rng can xac nhan, dé maé ctra sO xac nhan.
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XAC NHAN TINH TRANG THUC HIEN

Trang thai:

‘Hoan thanh v

Ngay bao cao:

Y kién:

File dinh kém:

3. Nhap dir liéu cho cac trudong.

o E)é xac nhan hoan thanh, chon trang thai “Hoan thanh”.

o Deé yéu cau lam lai, chon trang thai “Dang thwc hién” hay “Chwa thyc
hién”.

o Trwong Ngay bao cao chi chu dong dwa vao khi xac nhan dbi voi
nhirng don vi khdng tham gia vao hé thong, mac dinh sé lay di liéu
cua don vi da CO bao cao. ]

4. Kich “Lwu va dg’mg”, dé tién hanh xac nhan doi véi cong viéc YKCD.

5. Kich “Déng”, dé huy bé thao tac xac nhan.

DPiém cha y:

- Khi thue hién xac nhan hoan thanh déi v&i vai tro x ly chinh cudi clng,
néu cac vai tro phdi hop chwa hoan thanh, thi kéo theo hoan thanh dbi voi
cac vai tro phdi hop do, va mdc bao céo lay theo mbe xac nhan hoan thanh.
Va vai trd phdi hop da thwe hién rdi thi cling xac nhan hoan thanh.

- Néu chon trang thai “Dang thwc hién” hay “Chwa thwc hién”, thi mirc cdng
viéc-giao viéc dau tién & co quan x& ly chuyén vé trang thai dang thuwc
hién (thwong & mire Ianh dao co quan giao viéc).

- Néu coéng viéc y kién chi dao chwa c6 ban hanh van ban di twong &ng, thi
trang thai van & DPANG THU'C HIEN, mac du cap co quan da bao cao hoan
thanh rai.

H UeC"' TRUNG TAM CONG NGHE THONG TIN TINH THUA THIEN HUE 140
Dia chi: 6 Lé Loi, thanh phé Hué. Website: www.huecit.vn
Dién thoai: (0234).3823650



Tai liéu hwéng dan stie dung phan mém Quan ly Van ban va biéu hanh HueCIT-eDOC

2.5.26. Gan cdng viéc vao ho so

Chtrc nadng cho phép gan céng viéc vao hd so cdng viéc, dé gitp hoat déng
quén ly theo d&i cong viéc dwoc tap trung, dé dang hon.

Cac buwdc thwe hién:

1. Kich chon cc“)ng viéc tir danh sach.

2. Kich HO so, dé mé ctra sO chon ho so dang co.
Cong dich vu céng TT-Hué -

Cong Théng tin dién tr giai

doan 2

Cong théng tin Du Lich

oo od

Cung cap va xay dung phan
mém Quan Iy nhan st cham
cdng cho DSS

[] ©é tai Cong s& dién tir di déng
(MGOV) v
Cap nhat )
Tao mdi
3. Banh dau chon hé so can gan céng viéc vao.
4. Kich “Cap nhat”, dé tien hanh gan céng viéc hién tai vao cac hd so da
chon.
5. Tredng hgp danh sach khéng c6 hd so can chon, tién hanh tao méi ho so
bang cach kich chon “Tao m&i”. Thao tac tao méi ho so tham khao muc
“Tao ho so”.

DPiém cha y:

- Danh séach chi hién thj cac hd so ma nguwdi dang thao tac 1a thanh vién
{X@& ly chinh, phdi hop, theo dai}.

- M6t cong viéc cé thé dwoc dwa vao nhiéu ho so.

- Pé& dwa moét cong viéc ra khdi hd so thi nguoi xir Iy chinh hd so méi thue
hién dwoc. Bang cach chon bd danh dau hé so can bd, rdi kich “Cap nhat”.
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2.5.27. Trao doi

Chtrc ndng cho phép theo di, trao dbi va phan héi qua trinh xt ly cng viéc,
cac y kién dwoc giri dén tric tiép nguwdi nhan cu thé. Cac y kién nay cé thé
dwoc ngudi khac thém vao tr trang chi tiét cdng viéc, va c6 chon ngudi nhan,
hay y kién dwoc thém vao khi trinh xin y kién ban hanh dw thdo ma c6 trinh
tham khao, hay xin y kién xin x& ly cdng viéc.

Chutrc nang trao di dwoc kich hoat ttr danh sach Trao ddi, cé giao dién nhw
sau:

Chwathwe hién @€ | Dangthwe hién @ = Hoanthanh @ ~ Thira lénh Theo déi @ Giao thwe hién @ Ché xdc nhan @  Duyéttrd lai@)  Traoddi@  Xin v kién ban hanh @ = Duyét phan cing @ >

Cén anh Dwong chuyén cho em céc file hwréng dén cia tirmg module

Nhap tir khéa can tim kism Q

Chuacé i kién @@ Dédxem @) Décé v kién €

o I . L. " Nguwéi giri Ngay tao Dw thao
83/UBND-VP - Viv ho tror cai dat phién ban moi cua
Trang diéu hanh tic nghiép va Phin mém Quan Iy Nguy&n Hiu Thanh Nam 14/03/2019 10:35:17 SA
vin bdn va Biéu hanh tich hop cho cap xi
DA ndl y kién phia VPUB aé 13m céng van tra 151 hodc Théng tin céng viéc ~
cung c&p néi dung ch...
Nguy&n Thi Thanh Thiy - 22/02/2019 2:49:15 CH . . . o
Dung kénh hwéng dan sir dung trén Hé thong HSCV
Ra s0it hd so, céc két qui LGSP phuc vy phéi hop File dinh kém
nang cip 2019
Y kién trao d6i ~

An ko, cdi nay giao cho anh, déng thi xin gia han & anh
Chién, knianh C_.

Nguy&n Thi Thanh Thily - 22/02/2019 8:13.44 SA

Ra s0it hé so, céc két qui LGSP phuc vy phéi hop
nang cip 2019

Mbc cli 31/01/2019

Lé Vinh Chién - 21/02/2019 1:29:33 CH

Nguyén Viét Minh Dwong - 20/03/2019 15:18:33

Xem file hieéng d&n hién tai ¢ phin BookMarks né.

Cb thé khdng phai di dén chi tiét cac muc abc.

Gl @én: Nguy&n Hiru Thanh Nam; Nguy&n Thi Thanh Thiy

D& xem’ Nguyén Viét Minh Drrong; Nguy&n Thi Thanh Thiy; Nguy&n Hiru Thanh Nam;
HueCIT-EDOC_HDSD_2019.01.25.BookMarks.pdf

Nguy&n Thi Thanh Thily - 26/03/2019 08:27-02

Dung theo bd cuc nhie anh Dirong dé xuét ciing ok anh.
G dén: Nguyén Viét Minh Dwong; Nguyén Hiru Thanh Nam
D xem: Nguy&n Hiu Thanh Nam; Nguy&n Viét Minh Drong;

83/UBND-VP - VIV hé tro cai dit phién ban méi cla
Trang diéu hanh tic nghiép va Phin mém Quan Iy
v&n bdn va Piéu hanh tich hop cho cap xi

Na nhdm rAi Anh li&n h& RATthEm r4e nALALRA A mie

Nguyén Viét Minh Dwong - 25/03/2019 07:46'38

| Trwée mat phai dung droc noi @& dwa néi dung 1én.
Nam ding theo dang tin bai phai knéng? CLF dung Ién tiF d6 cd chd dé c&p nhat tin bai, tin bai & ddy chinh 13 cAc chiFe ning can hirdng

Téngss <= < 1 [

Cac buwéec thyee hién:

1. Kich chon y kién trao déi tlr danh sach {Chwa xem, Da xem, C6 y kién}.

2. Kich “Danh dau da xem” dbi voi cac trao dbi & danh sach Chwa xem, dé
danh dau da xem dbi voi y kién duwoc chon.

3. Kich “Xem chi tiét”, & mé trang théng tin chi tiét cdng viéc.

4. Kich “Glri y kién”, d& mé& clra sd Glri y kién x{r Iy cong viéc.
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Guri y kién xtr ly céng viéc

Y Kién:

File dinh kém:
GiFi dén

x L& Tang Son | * Tran Thi Ngoc |

5. Nhap di liéu cho cac trwong {Y kién, file dinh kém, glvi dén}.
6. Kich “Lwu va dong”, dé tién hanh glri y kién trao doi.
7. Kich “Déng”, dé huay boé gwi y kién trao doi.

DPiém cha y:

C6 thé thuc hién tim kiém cong viéc can xem trao dbi & ving tim kiém trén
dau danh sach.

Déi v&i trao dbi cong viéc va lay y kién dy thdo, sau khi chon xem y kién
trao dbi la ghi nhan trang thai da xem.

Péi v&i trao dbi xin ban hanh dy thao, phai kich chon danh diu da xem
ma&i ghi nhan dwoc trang thai da xem.

Y kién trao d6i khi chwa dwoc chon xem chi tiét thi & trang thai “Chuwa
xem”, con da xem chi tiét réi thi & trang thai “Da xem”. Y kién chwa xem sé
c6 nat lénh “Danh diu da xem”.

C6 thé chon nhiéu ngudi dé glri v kién trao dbi.

Trwdng hop y kién trao dbi dén tr bwdc trinh xin tham khao, thi giao dién
trang “Guri y kién x ly cong viéc” c6 thém hai tly chon “Déng y” va “Khéng
ddng y”, d& cé thé ghi nhan trang thai x&r ly cla ngudi dwoc xin tham khéo
vé dy thao lién quan.
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Guri y kién xuwr ly cong viéc

Y Kién:

@® pong y O Khéng déng y
File dinh kém:
Gl @én

% Tran Thi Ngoc

- Pbi v&i giao dién UBND tinh nhw sau: (XIN Y KIEN XU’ LY VAN BAN).

DANH SACH XIN Y KIEN XUF LY VAN BAN Xin y kién xi¥ Iy van ban Xin ¥ kién ban hanh van ban

Chuyén vién -

Trich yéu File dinh kém Théi gian thirc hién Hanh déng
Pham Quang Tri (2) VP - 5 kha iEC i)
14?;’8XD§VF’ )VN Kh}o KI:]anulror]g Vll?c SEI’ 05/04/2019 —
1 dung phan mem Quan Iy V&n ban va Bicu TanEn Gi¥i y kign
Nguyén Xuan Hung (3} hanh phién ban méi o

UTT-SVHTT - V& viéc ban hanh Ké hoach 1 *> 00-18.H57-1-TTr-SVHT

Linh dao VP + chirc Ngay héi Van hoa, Thé thao va Du lich  1-2019.doc 0810412019
2 céc dan toc thiéu sb 06 tinh ving bién gigi > 0016 HS7-1-TT-SVHT  17-07-07 Giri yf kidn
Lénh daoc UB + Viét Nam - Lao, khu vigc mién Trung, Tay T-2019-PL1.pdf o
Nguy&n nam 2019
» 00.33 H57-4645-BC-UB
4645/BC-UBND - V& viéc bd sung danh sach ~ ND-2018.doc 10/0412019
3 céc pheong tién mién, gidm gia dich vu sk > 00.33.H57-4645-BC-UB  11-45.28 Gi¥i y kién
dung dwdng bo tai tram thu phi Pha Bai ND-2018-PL1_signed.pdf T
Tong 3 10 [«

Tai day co thé: ‘ o ,
o Kich chon tiéu dé van ban dén, dé xem thong tin van ban den.
o Kich “Gwriy kien”, dé mé trang cho y kién (view 4 khoi).
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- N - ~ . "
(:3 Pham Quang Tri - 29/07/2019 14:51:58 Y kign:
-l. Kinh trinh 1&nh dao UB xem xét
Giri @n: Phan Ngoc Tho 96ng ¥ véi ¥ kién cla chuyén vién
> Pham Quang Tri - 26/07/2019 09:52:43
‘;. Xin ¥ kién xi? Iy van ban dén

G¥i @&n: Phan Ngoc Tho; Nguy#n Dung
D& xem: Phan Ngoc Tho; Nguyén Dung;
Phan Ngoc Tho - 26/07/2019 10:57:26

Hb Anh Toan - 26/07/2019 09:37:30 % .. . s
v @I PhanNgoc Tho di ky ban hanh di thao van ban w

NAi Anna tran AAi cia nhAi hen

L&nh dao Van phong Chuyén vién phbi hop
Nguyén Binh Bach - 26/07/2019 09:52:00
Théng nhét vai dé xudt cda chuyén vien Nhanh du thao thdi
G @&n: Pham Quang Tri

Tran Thi Hoai Tram - 26/07/2019 09:31:06
Théng nhét véi dé xuat cda chuyén vien. DONG Y.
Giri @&n° Pham Quang Tri

<=

o Sau khi xem xét cac y kién trao doi ctia cac bén, nhap y kién x ly.
o Kich “Gwri y kién”, dé tién hanh gt y kién x&r ly dén nguoi da xin y
Kién x(r 1y
2.5.28. Xin y kién xt ly (giao dién Van phong)
Chtrc nang cho phép ngudi xt ly chinh tién hanh xin y kién xt ly van ban dén
nhw thé nao.

Cac buwéc thwe hién:

1. Kich chon cong viéc tr danh sach “Chwa thyc hién/dang thyc hién”.

2. Kich “Xin y kién xi Iy’ IED LA |, 03 m& civa sb “Xin y kién xi Iy van

ban”.
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XIN Y KIEN XU’ LY VAN BAN DEN

Ngi dung:

Grri dén:

Glri Bong

3. Nhap néi dung va chon ngwo’l can gui dén xin y kién.
4. Kich “Gwi”, dé tién hanh gwi xin y kién. .
5. Kich “Déng”, d& hly bd thao tac xin y kién va déng ctra sé nay lai.

2.5.29. Xin y kién ban hanh

Chutrc ndng cho phép xi Iy y kién xin ban hanh dy thao, théng qua chirc nang
nay, quan ly hay Ianh dao co6 thé déng y v&i y kién trinh xin ban hanh, ky ban
hanh ludn hay yéu cau lam lai dy thao.

DPéi v&i giao dién sé nganh va cac don vi khac:

CONG VIEC CUA TOI EBQEM
Chura thuc hién €& Bang thuc hién €D Hoan thanh €D Theo doi @ Giao thwc hién €3 Ché xac nhin €D Duyét tra lai @ Trao doi @3 Xin y >

Viv xac minh bang cdp trong hd so dé

nghi cdp thé Huéng dan vién du lich Chi tiét xin y kién ban hanh duw théo
cua éng Vo Thanh Tam

@ nghi van thw ban hanh Béng ¥ Kybanhanh | Yéucdu lam lai

Nguyén Thi Lan Hwong - 11/10/2018 N 5 3
10:44-54 SA Trinh TP (hoan thanh)

Nguw&i xin y kién Ngay tao Dw thao
105/DEMO-UBND - Vé viéc Kiém tra
theo doi xw Iy cong vige Nguy&n Thi Lan Hirong 15/05/2019 10:20:12 SA

kinh trinh dir thdo xin ban hanh {déng
cdng viéc luén: Hoan thanh)

Van ban tra &1 ddi voi § kién chi dao vé xdy dung quy
dinh ... (15/05/2019)

File @nh kém BanHanh_2 10 2019 15 06 45 122 CHdocx| Chon tép khac
Nguyén Thi Lan Huong - 15/05/2019
9:00:56 SA
106/DEMO-UBND - Xy dung quy dinh Ngurei kj L& HEru Minh
... phuc vu hwéng dan tai cac diém du
tich Loai phan hdi van ban Bao cao chi dao, van ban phan hdi

Trinh TP (hoan thanh) Cép nhat file

Mguyén Thi Lan Hureng - 15/05/2018
10:20:12 SA

Théng tin céng viéc ~
Téng 14.." 2 = > 10 v
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Tai liéu hwéng dan stie dung phan mém Quan ly Van ban va biéu hanh HueCIT-eDOC

- Tw danh séach, chon dw thao can thao tac, d& mé théng tin chi tiét trinh.

- Kich lién két dw thdo, d& mé& trang xem thdng tin chi tiét dw thao.

- Kich lién két file dinh kém, dé tai vé file dinh kém.

- Kich “Chon tép khac”, & mé clra sb chon file khac thay thé file twong ng.

- Kich biéu twong “Cong” 5. 38 md civa s& thém mai va chon file dinh kem
cho dv thao.

- Sau khi chon file khac xong, kich nuat Iénh “Cap nhat file” , dé
tién hanh cap nhat thay thé, ciing nhw file dinh kém md&i néu c6. Hé théng
nghi nhan file ma&i déng th&i ghi nhan nhat ky cap nhat file da chon thay
doi.

- Kich mé réng viing thdng tin cdng viéc, d& xem thdng tin chi tiét cong viéc.

- Kich mé roéng viing théng tin chi tiét, dé& xem chi tiét van ban dén lién quan.

a. bong y:
Trwdng hop ndy can phai trinh 18n cép trén hay chuyén dén van thw dé ban

hanh.

Cac budéce thuwe hién:
1. Kich chony kién,tr‘lnh ban hanh tr danh sach.
2. Kich “Dong y”, dé ma trang phé duyét dv thao.

Phé duyét ban hanh dw thao

Y Kién:

[ | 2bngy

Giri dén:
Chuyén van thie ban hanh
Ky s6
D 1
3. Nhap di¥ liéu cho cac truong. {Nhap ¥ kién, giri dén, ky s8}.
4. Kich “Luu va déng’, dé tién hanh phé duyét.
5. Kich “Déng”, dé huy bé phé duyét.
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DPiém cha y:

- Né&u chon glri dén Ia “Chuyén van thw ban hanh”, thi van ban dy thdo dwoc
chuyé&n dén hop thw van ban di va trang thai thanh “Ch® ban hanh”.

- Né&u chon Ky s, sé thuc hién thém thao tac ky s6. Xem khdo muc “Ky s6”.

b. Ky ban hanh:

Trwdng hop nay khoéng phai can phai trinh 18n cap trén niva, ma chuyén dén
van thw dé ban hanh luén.

Cac budc thye hién:

1. Kich chon y kién trinh ban hanh tir danh séach.

2. Kich “Ky ban hanh”, dé tién hanh ky sé va chuyén van van ban dw thao
thanh cho ban hanh.

c. Yéu cau lam lai
Trwdng hop ndy yéu cau lam lai do van ban dy thdo chwa dat yéu cau theo
y kién giao viéc.

Cac buwéc thwe hién:
1. Kich chon y kién trinh ban hanh tr danh sach.
2. Kich “Yéu cau lam lai”, d& m& clra sO Yéu cau lam lai.

Yéu cau lam lai

Y kién:

File dinh kém: [

e

3. Nhap dir liéu cho .caz ’Eru(‘?’ng. ]
4. Kich “Lwu va dong”, de tién hanh yéu cau lam lai dw thao.
5. Kich “Déng”, dé huay bé yéu cau lam lai.
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Dia chi: 6 Lé Loi, thanh phé Hué. Website: www.huecit.vn
Dién thoai: (0234).3823650
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DPiém cha y:

HueCIT-eDOC

- Khi yéu cau lam lai dy thao, thi trang thai céng viéc dwoc chuyén thanh
“Dang thuc hién”, ddng thdi trang thai dy thao la “Dang dy thao”.

DPéi vé&i giao dién VP UBND tinh nhw sau:

O giao dién nay thé hién nhém theo nguoi trinh, va mé sn viing cap nhat

ddng y/yéu cau lam lai.

DANH SACH DU’ THAO XIN BAN HANH Duyét phan céng Xin § kién xir Iy vn ban Xin y kién ban hanh van ban
Ghuyen vien Dwthao: Céng van giao s& Du lich thire hién tham muwu quy ché quan ly théng tin hieéng dan vién du lich trén dia ban (12/12/2019)
File dinh kém: BaoCao_12_12 2019 14 25 39 340 CH.doc | chon tap khac Cap nhatfile
Nguyén Xusn Hung (1) +
. Ngw&i ky: Phan Ngoc Tho Lol phan héi van ban: Knong can pnan ho; Ky 8
Nguyén Kim Tung (1) + g Y P! F y Bong ¥ Yéu chu Iam lai
Hoang Phuée Nhit (3) + Théng nhat véi d théo, trinh ky
Pham Quang Tri (2) +
Quan tri hé théng (van phong) (2) + y
L& vin Phwéce (14) + Phan Ngoc Tho - pntho.ubnd v
Hé Anh Toan (1) +
Trin Tén Thu Hing (1) - Chuyén vién
Trdn Tén Thu Hang - 12/12/2019 14:26:40
Cong van giao s¢ Du lich thurc hién tham muu Kinh trinh 1&nh dao van phdng cong van giao nhiém vu cho s& Du lich
quy ché quan Iy thdng tin hréng dén vién du
lich trén dia ban Trdn Ton Thu Hing - 1212/2019 14:25:39
Lap dif thdo
© Thong tin vin ban dén A
87/DEMO-SDL - DEMO: Van ban tir s& Du lich (HDSD)
File dinh kem 00.23.H57-87-DEMO-SDL-2019.docx 00.23.H57-87-DEMO-SDL-2019-PL1.pdf 00.23.H57-87-DEMO-SDL-2019-PL2.docx
Y kién trao doi ~
Nguyén Dinh Bach - 12/12/2019 14:46:33
D8ng yi - Théng nhét véi d& xudt ctia chuyén vién
Y A A A eV e ™ N B L o A e AV G S S G A NV S W A N SV A SaS el ol O A Vs

Cac buwéc thwe hién:

1. Taiday, mac dinh giao dién cap nhat: Néu ky nhay thi mac dinh cau “Théng
nhat v&i dy thao, trinh ky” va gri dén la muc nguwoi ky phat hanh. Néu ky
phat hanh thi mac dinh cau “Dong y ky ban hanh” va g&i dén la muc

“Chuyén van thw ban hanh”.

Nhap y kién x( Iy lai néu can.

Cap nhat thay thé file néu can.

Chon ngu®i can chuyén.

Kich “Déng y”, dé tién hanh phé duyét.

R

DPéi vé&i giao dién UBND tinh nhw sau:

Kich “Yéu ciu lam lai”, dé tién hanh yéu cu lam lai dw thao.

O giao dién nay thé hién nhém theo nguwdi trinh va thé hién & hai danh sach

“Cho ky ban hanh” va “Da ky ban hanh”.

H ueCIT TRUNG TAM CONG NGHE THONG TIN TINH THUA THIEN HUE
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Tai liéu hwéng dan sir dung phan mém Quan ly Van ban va Diéu hanh

DANH SACH DU THAO XIN BAN HANH

HueCIT-eDOC

Xin y kidn xi Iy van ban Xin § kién ban hanh van ban

Nhap tir khoa cén tim kiém Q Dwthdo: Cong van giao s& Du lich thwc hién tham mwu quy ché quan ly thong tin hwéng dan vién du lich trén dia ban (12/12/2019)

File dinh kém: BaoCao_12_12_2019_14_25_39_340_CH.dOC | Chon tép khac
Che ky ban hanh @) D4 ky ban hanh €

Ngwéi ky: Phan Ngoc Tho  Leai phan héi van ban: Khong can phan hi

Danh sach trinh ky -
Tran Thi Hoai Tram - 12/12/2019 14:53:10
Trin Thi Hoai Tram (12) - Théng nhat v&i die thao, frinh ky.
Gia, huyén Phi Léc vao Quy hoach ha tang ~
K thuat vién thdng thu déng finh Thira B0ng ¥ ky ban hanh.

Thién Hué dén ndm 2020 va dinh héng
dén ndm 2030

Ban Tiép Dan kndng thu Iy don chuyén

Huong Thiy Chuyén van thie ban hanh

87/DEMO-SDL - DEMO: Van ban tie s& Du

en o)

Tran Tén Thu Hing - 12/12/2019 14:26:40
Nguyén Binh Bich (1) + Kinh trinh 1&nh dao van phong cong van giao nhiém vu cho sé Du lich

Tran Tén Thu Hing - 12/12/2019 14:25:39
Lap d thao

© Théng tin vin ban dén

87/DEMO-SDL - DEMO: Vin ban tir s& Du lich (HDSD)

Cép nht file

File dinh kém 00.23.H57-87-DEMO-SDL-2019.docx 00.23.H57-87-DEMO-SDL-2019-PL1.pdf 00.23.H57-87-DEMO-SDL-2019-PL2.docx

S N N PN N A sV VN SN SV P B L AV S W IV L Y oY SV SV Y SV NV Y e Y N Y Y Y e T W W N N N eV

Cac budéce thuwe hién:
. Tim kiém theo céng viéc lién quan dy thao.

O wWNERE

. Chon thay thé file théng qua cap nhat file néu can.

. Kich “Béng y”, dé phé duyét dw thdo va chuyén van ban hanh.

. Kich “Yéu cau lam lai”, dé tra dw thdo cho chuyén vién soan thao.
. Kich chon tiéu & dw thao, d& xem théng tin dw thao.

6. Kich chon tiéu dé van ban dén, dé xem thong tin van ban dén.

7. Kich chon tab “Da ky ban hanh”, dé c6 tim kiém va xem lai cac van ban dw

thao da dwoc phé duyét ban hanh.

DANH SACH DU THAO XIN BAN HANH

in  kidn xi 1j van ban Xin ¥ kign ban hanh vin ban

o L Dw thao: Céng vin giao s& Du lich thwe hién tham mwu quy ché quan Iy théng tin
Nhap tlr khoa can tim kiem Q

hwéng dan vién du lich trén dia ban (12/12/2019)

Chér ky ban hanh @) Daky ban hanh @y~ File dinh kem: BaoCao_12_
. ) . ~ Ngw&i ky: Phan Mgoc Tho  Loai phdn héi vdn ban: Khang can phan hai
Danh sach trinh ky -
L&nh dao Uy ban
Tran Thi Hoai Tram (25) -
Phan Ngoc The - 12/12/2019 16:28:00
~

W Bdng ¥ ky ban hanh.
87/DEMO-SDL - DEMO: Van ban tir s& Chuyén vin thw ban hanh

Du lich (HDSD)

Ban Tiép Dan khong thu I¥ don chuyén L&nh dao Van Phong
Hireng Thiy -

VBGiay-CP_10.20 - N6i dung trich yéu ¢
(a VBGiay-CP_10.29

VBGiay-UBND_10.21_01 - NGi dung trich v

.

Thoéng nhat voi di thao, trinh ky.

Kinh trinh [3nh dao van phong cong van giao nhiém vy cho s& Du lich

Nguy&n Binh Bach (1) + Trin Tén Thu Hang - 12/12/2019 14:26:40

E

L&p dv thao

Trin Thi Hodi Tram - 12/12/2019 14:5310

Trin Tén Thu Hing - 12/12/2019 14:25'39

R N N Y R N Y N N N N N W N N I N Y N T W N W AW Y A e VAV N P LV NV o s W W N S P
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2.5.30. In phiéu xtr ly (giao dién Van phéng - chuyén vién xtr Iy cong viéc)

Chtrc ndng cho phép két xuat file phiéu xt ly van ban dén cta coéng viéc hién
tai tir chuyén vién xt ly.
Cac buéc thuwe hién:

1. Kich chon cbng viéc tw gIanh sach ghUja thwee hién/dang thuwe hién.
2. Kich mii tén & “Xin y kien x& ly”, dé x6 menu nglr canh.

Xiny kienxkly - I
In phigu xi Iy
Cap nhat 0y quyén

3. Kich “In phiéu xt ly”, dé két xuét ra file dinh dang Word phiéu xc ly vén
ban deén.
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UBND TiNH THUA THIEN HUE  CONG HOA XA HOI CHU NGHIA VIET NAM
- Poc lip - Tw do - Hanh phic

PHIEU XU LY VAN BAN DEN
S6 den: 9811

Co quan ban hanh: Trung tdm Coéng nghé thong tin tinh

$6 ky hiéu: 21/DEMO-HueCIT Ngay ban hanh: 16/07/2019
Trich yéu: DEMO_ldp du thao

Ngudi giao: Trin Thi Hoai Trim Nguwot xir Iy: Pham Quang Tri

Néi dung giao: Chuyén d.c Tri thue hién. C6 xde nhén.

Chuyén vién:

Pham Quang Tri - Phé Trieang phong

- [26/07/2019 09:28:32]:N5i dung ¥ kifn xin hwéng xir Iy vin ban
- [26/07/2019 09:52:43]:Xin v kién xi¥ Ij vén ban dén ...

H& Anh Toan - Phé Trwdng phong ) )

- [26/07/2019 09:37:30]-Néi dung trao d4i ctia phéi hop.

Chuyén vién phéi hop:

Linh dao Vian phong:

Trén Thi Hoai Tram - Chanh Vin phong

- [26/07/2019 09:31:06]: Théng nhat vdi d& xudt cia chuyén vién. DONG V.

Nguyén Dinh Bach - Pho Chanh Vin phong

- [26/07/2019 09:32:00]: Thong nhat véi dé xuat cia chuyén vién. Nhanh die thao thoi.

Linh dao UBND tinh:

Phan Ngoc The - Chu tich

- [26/07/2019 09:58:25]:Déng ¥ vdi ¥ kien cua chuyén vién. (UB) .

- [26/07/2019 10:21:51]:N&i dung duyét cia lanh dao dwoc nhép dudi dang Uy quyén tir chuvén
vién

Nguyén Dung - Phé Chi tich '

- [26/07/2019 10:18:38]:Déng ¥ vdi ¥ kién cua chuyén vién. (ND)

Y Kién khic

2.5.31. Cap nhat ay quyén xin y kién xtr ly van ban (giao dién Van phoéng)

Chrc ndng cho phép ngudi xr ly tién hanh nhap y kién phé duyét cla lanh
dao cho y kién x(r ly van ban dén & ban gidy vao hé théng nhw thé nao.

Cac buwdc thwe hién:
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1. Kich chon cong viéc tw gianh sach ghu3a thwee hién/dang thuwe hién.
2. Kich mii tén & “Xin y kien x& ly”, dé x6 menu nglr canh.

Xiny kienxkly - I
In phigu xi Iy
Cap nhat dy quyén
3. Kich “Cap nhat 0y quyén”, d&¢ mé& clra s6 “Cap nhat Gy quyén x ly van
ban dén”.

CAP NHAT UY QUYEN XU LY VAN BAN DEN

NGi dung:

Chon lanh dao Oy quyén:

- Chon I&nh dao dy quyén — -

m Béng

4. Nhap néi dung cla lanh dao da phé duyét to ban gidy, chon lanh dao
twong wng.

5. Kich “Gwri”, dé tién hanh cap nhat y kién cda lanh dao.

6. Kich “Dong”, dé& hly bé thao tac cap nhat Gy quyén va dong ctra sb lai.

2.5.32. Xem van ban trinh (giao dién Van phong)

Chtrc nang cho phép ngui dw thao van ban theo déi van ban dwoc trinh va
dang & dau. Tai day cé thé tién hanh in phiéu yéu cau phat hanh, xem duoc
thong tin xtr ly.

Cac buwéec thyee hién:

1. Kich chon “Van ban trinh” tir nhém céng viéc cla tdi, d& mé trang van ban
trinh, mac dinh mé tab “Ch® phé duyét’. Thé hién cac van ban dy thdo
dang & bwédc cua ngwdi nao phé duyét, danh sach duwgc gom theo ngudi
phé duyét.

H Uecn' TRUNG TAM CONG NGHE THONG TIN TINH THU'A THIEN HUE 153
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Cher phé duyét @ D4 chuyén van the )

VPNguyén Treéng (3)

VP.Tran Quéc Sinh (1)

Tai day co thé:

D thao VB di File dinh kém

V& viée 1y ¥ kién hé théng
truyén hinh hoi nghi t phong
chuyén mén (13/11/2019)

¥ HSCV-GM.doc

Vv tra I tap hudn cong tac
truyén théng (13/11/2019)

Tra 161 Viv @& nghi gép y dw
thao Quy ché phéi hop chuyén
phat hd so, tiép nhan va tra két
qué gidi quyét TTHC théng qua
dich vu biru chinh céng ich
gitra Trung t&m Phuc vu hanh
chinh céng tinh, cac Trung tam
Hanh chinh céng cAp huyén va
B6 phén mét cira hién dai cap
X (13/11/2019)

Tai liéu hwéng dan sir dung phan mém Quan ly Van ban va Diéu hanh

Théng tin xw Iy

Xem

Xem

Xem

HueCIT-eDOC

Tim kiém:

Théng tin VB dén Hanh déng

SQ/STTTT- CNTT - Khio sat
hién trang hé théng truyén
hinh hoi nghi

1009/UBND-CTTET - Viv 10
chirc tap huan cong tac truyén
théng

TANVPUB-HCC - Viv d& nghi
g6p ¥ dir thao Quy ché phéi
hop chuyén phat ho so. tiép
nhén va tra két qua giai quyét
TTHC théng qua dich vu buru
chinh ¢éng ich gifa Trung tam
Phyc vu hanh chinh céng tinh
cac Trung tdm Hanh chinh
céng cép huyén va BS phan
mét cira hién dai cap xa

Téng 3
Ty Y R s o RV AW AV s W eV T ST AV N W

10 |

o L g JEDTE 0PI IR P g o fo o AT gy J sy pon o8 SIS kg

o Kich chon tiéu dé dw thao, dé xem théng tin dw thao.
o Kich chon tiéu dé van ban dén, dé xem thong tin van ban dén.
2. Chon tab “Da chuyén van thu”, 3¢ mé danh sach van ban du thdo dwoc
ai chuyén van thw. Thé hién cac van ban dy thdo da dwoc chuyén ra van
thw b&i ngudi ndo, danh sach dwoc gom theo ngudi chuyén ra van thu.

Cher phé duyét @ D4 chuyén van thw €3

VP.Nguyén Treéng (2)

VP Tran Quéc Sinh (1)

Tai day co thé:

Tim kiém:
Dw thao VB di File dinh kém Théng tin xi 1y Théng tin vin ban dén In phiéu
V& viéc 18y y kién hé thd PP
S TSNS > HSCV-GM.docx 5Q/STTTT- CNTT - Khdo sét hién
truyen hinh hi nghi tir phong Xem trang hé théng truyén hinh hai nghi
chuyén mén (13/11/2019) S R LU e
Tra 16 Viv d& nghi gop ¥ di thao 2 .
A 7ANPUB-HCC - Viv d& nghi gop ¥
Quy ché phoi hgp chuyén phat = i s
3 s e o g z dw thao Quy ché phoi hop chuyen
ho so. tiép nhan va tra két qua ar " ar m g h LA
= . . phat ho so, tiep nhan va fra két
giai quyet TTHC thdng qua dich = = . R
. . . qua giai quyet TTHC thong gua
vu biru chinh cong ich giiFa q - -
- . . Xem dich vu biru chinh céng ich gilra
Trung tAm Phuc vu hanh chinh N - ;
R . . - . Trung tam Phuc vy hanh chinh
cong tinh, cac Trung tam Hanh e . - .
E - P v o cong tinh, cac Trung tdm Hanh
chinh ¢dng cap huyén va B . . P AR
A e oA e Y chinh céng cap huyén va B phan
phan mot clra hién dai cap xa mot cira hién dai cAp xa
(1311/2019) : NG
Téng 2 10 |

o Kich chon tiéu dé& du thao, dé& xem théng tin dw thao.

o Kich chon tiéu dé van ban dén, dé xem théng tin van ban dén.

o Kich “Xem”, d& xem thong tin x& ly céng viéc (view 4 khéi).

o Kich “In phiéu”, d& két xuat phiéu yéu cau phat hanh van ban cua

chuyén vién.

3. Péi voi giao dién VPUBND c6 tab “Lanh dao VP?, dé mé danh sach van
ban dv thao dang & lanh dao VP UBND.

HueCIT
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Lanh dao VPQ Linhdao UB @ D& chuyén vén the @ Tim kiém:

Dw thdo VB di ¥ File dinh kém 4 Thong tin vdn ban dén &

» 00.59 H57-359-CNTT-NC-20

Tran Thi Hoai Tram (2) D thao tra I doi véi 21/DEMO-HueCIT ve 18 pd 24/DEMO-HUSCIT - DEMO_I3p du thao

tap hudn phan mém HSCV(29/07/2019)
Nguyén Binh Bach (1)
54/STTTT-BCVT - V/v b sung vi tri c6t ang
ten phii s6ng truy&n hinh tai dinh d&o Pha
DEMO_V/v bd sung vi tri cdt &ng ten phi » BC_PhoiHop.docx Gia, huyén Phi Ldc vao Quy hoach ha ting
s6ng truyén hinh tai dinh déo _ (29/07/2019) kif thudt vién thong thu dong tinh Thira
Thién Hué dén nam 2020 va dinh hiréng
dén ndm 2030

Tai day co thé:
o Kich chon tiéu dé& dw thao, dé& xem théng tin dw thao.
o Kich chon tiéu dé& van ban dén, dé xem théng tin van ban dén.
4. Bbi véi giao dién VPUBND c6 tab “Lanh dao UB”, d& m& danh sach van
ban dy thao dang & lanh dao UBND.

Lanh dao VP @ Lénhdao UB @ D3 chuyén van the @ Tim kiém:
Dir thdo VB di 4| Filedinh kém 4 | Théng tin xi¥ Iy Théng tin VB dén 4 Hanh dong 4
Phan Ngoc The (2) 670/SKHOT-ETTE - Viv a8

> BC XuLyChinh ; Lo
DEMO v vide 48 xudt 26 7 2019 11 xudt phueng @n hodn trd chon
e s S" xem IAp m&t bang sau khi dao via m
1| @a072019) E' 45 434_SAp hé adi vé&i cac céng trinh thi
o cdng ddng thri véi cong trinh
XU Iy nuée thai

Nguyén Dung (1)

PR » 00.59.H57-359-
Dur thao trd 161 doi véi so-HeTEs

ya v 4 | CNTT-NC-2018 21/DEMO-HueCIT - DEMO_I4
2| 21/DEMO-HUeCIT vé tgp hudn | &p Xem e ue =P m
phan mém HSCV(29/07/2019) | ~

Tai day co thé:

Kich chon tiéu d& du thao, dé xem thong tin dw thao.

Kich chon tiéu d& van ban dén, dé xem thong tin van ban dén.

Kich “Xem”, d& xem thong tin XU Iy cong viéc (view 4 khdi).

Kich “In phiéu”, dé ket xuat phiéu x& ly van ban den cua chuyén vién.
Kich mi tén x4 xubng, chon “Cap nhat Gy quyén”. Tham khao muc
“Cap nhat Gy quyén phé duyét dw thao”.

O O O O O

2.5.33. Cap nhat ay quyén phé duyét dw thao (giao dién Van phong)

Chwrc nang cho phép ngudi x ly tién hanh nhap y kién phé duyét cta lanh
dao cho y kién ban hanh dw thao & ban gidy vao hé théng nhw thé nao.

Cac buwdc thwe hién:
1. Kich chon Van ban trinh.
2. Kich chon tab Lanh dao UB, chon tén lanh dao.
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CONG VIEC CUA TOI = 8¢ M
Lanh dao VP @ Lénh dao UB @) D3 chuyén vin thr D)
Tim kiém:
STT Duw thao VB di File dinh kém Théng tin xt Iy Théng tin VB dén Hanh déng
Phan Mggc Tho (2)
670/SKHET-DTTE - Viv &
Nguyén Dung (1) . > BC_XuLyChinh_ xudt phirong &n hodan trd chén
, _DE':”O—“E:f“ ge xuat 29 7 2019 11 30 xem 14p mat bang sau khi dao via m
(29/07/2019) _45_434_SApdr hé déi voi cac cong trinh thi
céng ddng thér voi cong trinh
X Iy nuéc thai.
A cian o ok > BC_XuLyChinh 546/TDC-VP - Vv dé xuat
DEMO_Vé viéc dé xudtnhikng | _ T o L
X A . 29 _7_2019_13_28 nhifng diem noi bat va gidi
2 | diem noi bac va gioi thiéu DN - = . Xem - P s
- 30_280_CH.pd thiéu DN dién hanh @& thanh
diém hinh . (29/07/2019) - s
cong vé NSCL
Téng 2 10

3. Kich mi tén & “In phiéu”, dé x4 menu ngt canh.

Cap nhét dy quyén

4. Kich “Cap nhat 0y quyén”, dé mé& ctra sbé “Cap nhat Gy quyén x& ly van
ban dén”.

CAP NHAT UY QUYEN BAN HANH DU THAO

N&i dung:

Chon linh dao ay quyén:

Phan Ngoc Tho - pntho.ubnd s

Chuyé&n vin thuw Y&u céu 1am lai Pong

Nhap néi dung va chon lanh dao Oy quyén.

Kich “Chuyén van thu”, d& ddng y va chuyén dw thdo ra van thu.

. Kich “Yéu cau lam lai”, & khéng déng y va chuyén dw thao vé lai nguoi
soan thao.

~NOo O

2.5.34. Xem két qua béo cao xtr ly céng viéc

Chwrc nang cho phép ngwdi dung thao tac xem két qua bao cao xt& ly céng
viéc. Tr viéc xem chi tiét cong viéc & danh sach cong viéc cua tdi hay 1a to két
qua tim kiém nhanh céng viéc. Chi y, mét cdng viéc cé thé dwoc giao x& ly qua
nhiéu murc, nén mudn xem giao x& ly ctia mrc nao thi chon giao viéc twong
rng.
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Cac buwdc thwe hién:

1. Kich chon céng viéc can xem, dé& mé trang chi tiét cong viéc. Vi du, man
hinh cong viéc dwdi day thé hién cong viéc dwoc giao qua 3 mire, va dang
xem giao viéc cla mrc thtr 3, cong viéc nay hoan thanh tré han.

151/DEMOQ-UBND - Néi dung y kién chi dao giao cho ca SDL, HueCIT va TPHue

Ngu&i giao: ﬁ Thuchién:g @Phéihop(l) @3 & ©1907/2019 & Xem ludng

Y Kién xt Iy: Khéng cb xac nhan

Huong chinh.
@ Théng tin chi tiét A
(# Danh sach don vi/ ca nhan thwe hién xir ly ~

ﬂ Nguyén Thi Lan Hwong

n Nguyén Hiku Tué RELELEIEN]

@ Théng tin luan chuyén ~
STT Nguw&i giao Thye hién Ngay hodn thanh Ngay chuyén Y kién Chi tiét
1 Phan Ngoc Tho SSIEIE“‘tnanh phé Hué; Trung tm Céng nghé thdng tin tinh; Sé& TS ?}9;0?1201 9 1:50:05 S
2 L& Hifu Minh Phong Quan Iy I hanh; Phdng Quan Iy co s i tri; 19/07/2019 ?39;0?.’201 SALSAC Li¥ hanh chinh. Cé xac nhan.  Xem
3 Qf;' DO | e B i e g (g s T 19/07/2013 (130;07#201 935139 cKr:?:]g EOREEMEDATSN | [y
(# Danh sach dw thio ~

STT Tén dw thao Trang thai Hanh déng
1 D thdo Izm kéo theo (03/10/2019) B4 ban hanh
% File dinh kém ~
© Y kién traoc déi (0) ~

2. Kich vao murc giao viéc thir hai & xem nédi dung giao viéc nay. Kich tiép
vao tén don vi/ca nhan thwc hién X ly, vi du & day la “Phong Quan ly I
hanh”, dé xem ndi dung bao cao xt ly.
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151/DEMO-UBND - Néi dung ¥ kién chi dao giao cho ca SDL, HueCIT va TPHue

Nguw&i giao: T Thue hién: _&} & Phéinop (1) ) F1 ¥ ©19/07/2019 & Xem lubng

¥ Kién xt¢ Iy: LiF hanh chinh.

Co xac nhan
© Théng tin chi tiét v
[# Danh sach don vi/ ca nhan thwe hién xw v ~
(578 phong auin 1y 1& hanh T R
£ o oran
STT Thwe hién NGi dung File dinh kém Théi gian thwe hién Dw thao
1 TranDinh Minh B*c B3 chuyén thurc hién cho Nguyén Thi Lan Hrong: Nguyén Hifu Tué; 10/07/2019 15:51:40

Nguyén Thj Lan Hwong
1 Nguy&n Thi Lan Hrong Lap dy thdo 00.23 MO-SDL-2019.docx  03/10/2019 15:41:51  Xem
2 Nguyén ThilLan Hreng D3 thic hién chuyén vén thu 0.23 MO-SDL-2019.docx  03/10/2019 15:41:56 Xem

Nguyén Hiru Tué

1 Nguyén Hiku Tué Bao cao dang thuwc hién 10/07/2019 15:59:09

9 Phong Quan Iy co s& lwu tri @RELEGRGED

@ Théng tin luin chuyén ~
STT Nguw&i giao Thue hién Ngay hoan thanh Ngay chuyén ¥ kién Chi tiét
1 Phan Ngoc Tho g?l;l?h‘tnénh phé Hué; Trung tdm CAng nghé théng tin tinh; Sé& 19/07/2018 ggéfnmm 9 1:50:05 Xem
2 Lé Hiru Minh Phong Quan Iy I} hanh; Phong Quan Iy co s i tri; 19/07/2018 g:_‘;ngm 915448 Li¥ hanh chinh. C6 xac nhan. | Xem
3 sz BT o i e i i i T 19/07/2019 '1:0;071201 JERAED ng EOEEMENRSEE | sem
% File dinh kém A

3. Théng thwéng xt ly cdng viéc van ban, thi chi & murc giao viéc dau tién 1a
cta lanh dao co quan xudng cho phong ban/ca nhan thudc co quan thuc
hién. Con dbi véi cong viéc y kién chi dao, thi mirc dau tién 1a tr co quan
gli (ngwoi ky van ban chi dao) cho co quan nhan, vi du & day la ddng chi
Phan Ngoc Tho giao cho UBND TP Hué, HueCIT va s& Du lich. Kich chon
dé mé xem giao viéc va két qua bao céo x Iy cla co quan.
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151/DEMOQ-UBND - Ndi dung y kién chi dao giao cho ca SDL, HueCIT va TPHue

ot =) " . . - .
Ngudlgiao: S Thue hién: nﬁ T &Theoddi (1) [£4 ©18/07/2019 &k Xem luéng
<«»r e 4

© Théng tin chi tiét ~

(# Danh séch den vil ¢4 nhin thue hién xc ly ~

n UBND thanh phé Huél Chura thigc hién
i
ﬁ Trung tdm CAng nghé théng tin tinh I Chura thuc hién

f PPPNE e mien|

STT Thwc hién Noi dung File dinh kém Théi gian thue hién  Dw thao
R Da ch'uyén thikc hién cho Phang Quén Iy Itk hanh; Phang Quan Iy co s& TG 15
Ipu tri;
a " . . , 00.23.H57-94-DEMO-SDL- i
2  So Dulich Ba co van ban s0 94/DEMO-SDL ban hanh ngay 03/10/2019 2019 docx 03/10/2019 15:42:42
3 Hb Anh Toan B4 cap nhat trang thai: Hoan thanh 03/10/2019 15:44:31
Phéng Quan ly I hanh
1 Nguyén Hiru Tug Bao cao dang thuwrc hién 10/07/2019 15:59:09
= - = 00.23.H57-94-DEMO-SDL-
2 Nguyén ThilLan Hrong Lap di thao o 2 B 7 1T 03/10/2019 15:41:51  Xem
2019.docx
= . = - P 00.23.H57-94-DEMO-SDL- .
3 Nguyen Thi Lan Hrong B3 thuc hién chuyen van thu 2019 docx 03102019 15:41:56 Xem
Phoéng Quan Iy co so lwu tri
Chira thire hién bao céo
% File dinh kém ~

O day, co thé thay duwoc két qua bao cao xir ly tr cap co quan xuong

Ngoai ra thdy dwoc nhat ky xac nhan hoan thanh hay yéu cau lam lai cua
chuyén vién theo ddi y kién chi dao. Vi du & day la xac nhan hoan thanh.

M6t sb tredng hop thwdng thac mac la co quan da cé ban hanh van ban
di twong &ng réi, nhwng trang thai vdn DPANG THU'C HIEN & murc giao
viéc dau tién ctia co quan. Vi chuyén vién theo déi da tra lai trang thai cong
viéc y kién chi dao. Luc nay nguoi nhan xi ly mie dau tién cha co quan
vao xt ly tiép cong viéc bi tra lai.

2.5.35. Thao tac nhanh

Churc néng cho phép ngudi diing thao tac nhanh mét sd chire nang, nhw: Tao
ma&i céng viéc, hd so, dw thao, tim kiém cong viéc, mé& trang tim kiém van ban
dén, mé trang tim kiém van ban di.

Cac buwdc thwe hién:
4. T phan hé H6 so cdng viéc, trén dau man hinh c6 mét sé chirc nang
twong ng.
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HE THONG QUAN LY VAN BAN BIEU HANH Tim kiém nhanh Q Nangcao W Thoat
Cong viéc @ Tim kiém vin ban dén

- - - 1)
CONG VIEC CUA Hb so Tim kiém van ba-di T

N@D Dangthuc hién @ Hoanthanh @) Thiralgnh  Theo ddi @  Giao thyc hién @ Ch VAN ban dihdo xudttrdlai @ Treo ddi@)  Xiny kin banhanh @ ...

5. Kich biéu twong diu cong [, sé x4 ra menu ngtr canh, chon tiép Cong
viéc, dé mé trang tao méi cdng viéc.

6. Kich biéu twong dau cong (1, s& x4 ra menu ngi canh, chon tiép Ho so,
dé mé trang tao méi hd so'.

7. Kich biéu twong dau cong [, sé x4 ra menu ngi¥ canh, chon tiép Van ban
dw thao, d& mé trang tao mai van ban dw thao.

8. Kich “Nang cao”, s& xb ra menu ng canh, chon tiép “Tim kiém van ban
dén”, d& mé trang tim kiém van ban dén.

9. Kich “Nang cao”, s& xb ra menu ng canh, chon tiép “Tim kiém van ban
di’, @& mé trang tim kiém van ban di.

10.  Nhap di¥ liéu vao 6 nhap “Tim kiém nhanh”, kich biéu twong tim kiém,
dé tién hanh tim kiém codng viéc. K&t qua tra vé & trang két qua tim kiém.
Tw day co thé kich chon dé xem théng tin chi tiét cong viéé; twong &ng.

nghién cFu xay durng

€6 thng céing 10 céing viéc dwgc fim thay!

Két qua tim kiém

841/QD-UBND - Ouyel dinh Thanh Iap HGi dong Khoa hoc va Céng nghe e van dé tai

KHCN"Nghién clru xdy ding (fng dung hé théng chi huy, diéu hanh thdng nhat (U-COM). L& Vinh Chién; L& Vinh Chién Hoan thanh Rt

Phong Nghién
2 TwvéAn vé k& hoach tdng thé 16 frinh nghién ciru xd3y dung d6 thi théng minh cho tinh clruva Trién L& Vinh Chién Hoan thanh 31/12/2018
khai (Fng dung:

PHIEU KHAQ SAT V& céc loai hinh diF liéu va quy dinh danh mé sb cda don vi phuc vu Nguy&n Hiku

nghién ctru xdy ding hé théng mé dinh danh trong chinh quyén dién t& tinh Thika Thién Hué  Thanh Nam; Lo@mEe T ezt LA

Phong Nghién

4 Hoan thién dé xuét nhiém vu lan 2 ciru va Trién L& Vinh Chién Hoan thanh 17/07/2018
khai (Fng dung:

Phong Nghién
5  TwvAn vé& k& hoach tdng thé 16 frinh nghién ciru xdy dung dd thi théng minh cho tinh ciuva Trién L& Vinh Chién Hoan thanh 15/07/2018
khai rng dung:
LAV ans A v v DS AV RV TS Y MY B S AW S Sy LA ST AN SV T AV LR AN LI Y i L W A SV AN SV AV AV AV T LV AV A S g

DPiém cha y:

- Tim kiém céng viéc, tir khoa tac dong 1én trwdng Tiéu dé va Y kién xir ly
(chi dao xtr ly).

- Kich céng viéc dé mé trang thdng tin cong viéc. Néu cé théng tin nguoi
thyee hién tham muwu, c6 nghia la céng viéc chwa chinh thirc giao viéc.
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[ eneowe | bso- | ke L]

208/DEMO-UBND - Kiém tra viéc vin thw nhan thao tac thira 1énh - Néi dung trich yéu cha dw thao tir cong viéc

Nguwéi giao: n Thuwe hién: Q @ 22/11/2019 & Xem ludng
i

Y kién xi@ ly: Chuyén ddng chi Chinh nghién ctru tham muru van ban

Nge&i thiee hién tham mwu: VP.Phan Trong Ngha |« Khi xudt hién thong tin nay la céng viéc chwa chinh thirc giao viéc!

© Théng tin chi tiét

# Danh sach don vi/ ca nhin thwc hién xi ly ~
ﬁ VE.Dang Van Chinh Chuwa thirc hién
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2.6. VAN BAN DI

Nhém cac chirc ndng vé xr ly van ban di ctia co' quan. Thwe hién nghiép vu
tao 1ap, vao sb, tra ctru, tim kiém théng tin, in sé van ban di.

2.6.1. Vao s6 van ban di

Chirc nang nay liét ké cac danh sach van ban dw thao da dwoc duyét ban
hanh, cac van ban nay duoc tao 1ap trén hé théng, hay cac van ban di gidy méi
dwoc cap nhat vao hé thédng nhwng chwa vao sb. Thong qua chirc nang nay,
nguwdi ding c6 thé xem théng tin van ban chwa vao sb, xem nhanh thdng tin
van ban da vao sb, déng thoi théng ké dwoc van ban vao sbé dang han, hay
chwa vao sé qué han.

Chtrc nang chd vao sé duoc kich hoat ttr trinh don chire ndng Van ban di/Vao
sb van ban di, v&i giao dién thé hién nhw sau:

VAO SO VAN BAN BI Che vio sb (48)  Ché vao sb trong ngay @)  Ché givi qua mang @)  Dévao sb trong ngay @)  Dé vao sb €Y

—— T " " Chi tiét dy thao van ban Che vao sb qué han €
Bl Sao chép Gi VB qua mang R
— P— Divao 6 qua han @

” . L P Ngay chuyén: 25/11/2019 09:54:00 Nguwéi chuyén: L& Hifu Minh

Ky higu, Trich yéu, Loai van ban, Linh vuc, B3 mét, g khan Q A
54p xép theo ngay chuyén 12 N@i dung chuyén: Dong y. chuyén van thie phat hanh
[ Ngay chuyén: 25/11/2019 09:54 (234/DEMO-UBND) Van ban dén: 234/DEMO-UBND
Ngudi ky: Lé Hiru Minh Nghiép vy vdn ban:  Van ban méi
Trich yéu: Dy thao phiic dap vé& viéc Kiém tra vén ban chi dao, tredng hop dy Co quan ban hanh: S Dulich
thao dang thuc hién/ndy rdi bao céo hoan thanh cé dinh kem file van ban di . .
36 téng hop: S6/Ky hiéu:
[ Ngay chuyén: 22/11/2019 02:28 86 ditheo sé: $6 van ban:
NgLesi ky: L& HiFu Minh Ngay ban hanh: VB thuéong/QPPL: Vian ban hanh chinh
Trich yéu: Di thao thie hai v& cAp thé hiréng dén vién du lich quéc té Loal vin ban: Tham dinh Linh viee: DU lich
R D6 mat: Thiedng DO khan: Thedng

I Ngay chuyén: 13/11/2019 04:27 (187/DEMO-UBND) i

o Mirc @@ quan treng:  Binh throng Ngw&i vao sé:
Ngoi ky: L& Hiku Minh
Trich y&u: Kiém tra ghi nhan log chuy&n van thiz ban hanh_G Ngwéi soan thao: Nguy&n Thi Lan Hrong Don vi soan thao: Phéng Quén I¥ I hanh

Nguwréi ky: L& Hifu Minh Chire vu: Q Giam dbe
[ Ngay chuyén: 13/11/2019 04:20 (187/DEMO-UBND) Trich yéu: Du thao phic dap vé viéc Kiém tra van ban chi dao, tredng hop du thao dang thiec hién/hdy rdi bao cio hoan thanh cé
Ngroi ky: L& Hizu Minh dinh kém file vén ban di
Trich yéu: Kiém tra ghi nhan log chuyén vén thi ban hanh_TP File dinh kem; HSCV-KeHoach_25_11_2019_09_31_26_163_SA dot
R BC_PhoiHop.docx BB el [ NE

[ Ngay chuyén: 13/11/2019 04:16 (187/DEMO-UBND) -

. GiamDoc pdf
NgLrdi ky: L& Hiku Minh
Trich yéu: Kiém tra ghi nhdn log chuy&n van this ban hanh_CV v Cacnoinhan van ban: Trong co quan:

Tong s6 48 -- 2 3 > 10 [~ Ngoii co quan:

DPbi v&i cac van ban dién ti dwoc chuyén dén van thw trén nghiép vu xi ly
cong viéc, giao dién c6 thé hién thdng tin: Ngay chuyén, ngu®i chuyén va noi
dung chuyén & viing phia trén théng tin ctia van ban. D& van thw nam bat dwoc
ndi dung, vao sé dwoc thuan tién.
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2.6.1.1. Duyét qua cac danh sach

Chirc nang cho phép duyét qua danh sach cac van ban theo phan loai moét
sb tiéu chi nhanh, nhw chwa vao sé, da vao sb, diang han, quéa han, .... Cho
phép xem thdng tin chi tiét ctia mot van ban.

Cac buéce thuwe hién:

1.
2.

3.

~N o

Kich “Chd vao sd”, dé& xem tat ca cac van ban di chwa dwoc vao so.

Kich “Che vao sb trong ngay”, dé xem tat ca cac van ban di trong ngay
hién tai chwa dwoc vao sd.

Kich “Ché vao sb quéa han”, d& xem tat ca cac van ban di chwa duwoc vao
sb qua han.

Kich “Ché glri qua mang”, dé xem tat ca cac van ban di da vao sé nhung
chwa gtri qua mang.

Kich “Da vao sb trong ngay”, d& xem t4t ca cac van ban di da dwoc vao sb
trong ngay.

Kich “Da vao sb”, dé xem tat ca cac van ban di da dwoc vao so.

. Kich “Pa vao sb quéa han”, d& xem tat ca cac van ban di da dwoc vao sb

gua han. .
Kich chon mét van ban & danh sach bén trai, dé xem théng tin van ban
dwoc chon & vung bén phai.

DPiém cha y:

Van ban di néu co y kién chi dao, sé hién thj thém vang théng tin y kién chi
dao dw¢i dang bang.

N6i dung chi dao Chuyén vién theo d6i | Co quan thirc hién

Chi dao S& xay dwng test 20 08 Nguyén Xuan Hung  S& Xay dwng 24/08/2018
2 Chi dao huyén Phu Léc test 20 08  Nguyen Xuan Hung  UBND huyén Phu Loc  4/08/2018

Tai viing phai, kich chon chinh stra trwec tuyén dé bd sung théng tin, nhw
thém théng tin sé ky hiéu va ngay thang ban hanh. Tham khao muc chinh
stra truc tuyén.

Tai vung phai, kich chon ky sé phat hanh. Tham kh&o muc ky sb.

Déi v&i van ban da vao sb thi khéng cho phép vao s, x6a, yéu cau lam
lai.

Van ban chd glri qua mang khi: C4u hinh chd déng gvi van ban; cé don
vi nhan nam ngoai hé thdng ma hé théng chwa gli di theo dinh ky.
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- Pbi voi van ban nghiép vu la thu hoi, sé thé hién thém théng tin van ban
va don vi dwoc thu hoi.

Vin ban thu héi
Danh sach van ban duwoc yéu cau thu hdi

STT So/ky hiéu NgayBH  Trich yéu Danh sac don vi bi thu héi
1 1/DEMO- SO0 Kiém tra van ban y kién Trung tdm Cong nghé thdng tin tinh; S& Du lich; UBND thanh
UBND chi dao phd Hué; S& Xay dueng
2/DEMO- e . S& NI vu; S& Du lich; Trung tAm Cdng nghé thdng tin tinh;
2 29/03/2019 Van ban chi dao : -
UBND i UBND thanh pho Hug

- Dbi v&i van ban nghiép vu la thay thé, sé thé hién thém théng tin van ban
dwoc thay thé.

Vin ban thay thé
Danh sach van ban dirgc yéu cau thay thé

STT S&/ky hiéu Ngay BH  Trich yéu
4  A49/DEMO- 04/04/2018 er viéc kiém tra giri van ban tir VPUBHND tinh dén VPHDND tinh va VPDDBQ tinh
VRPUBND va HueCIT

2 70/2019/BC-VPUB 02/04/2019 Tinh hinh thire hién cdng tac Van the, Lweu trie nam 2018

221/2019/QD- . ) - = - . i
= VPUB 01/04/2019 Vv trich kinh phi siF dung cho hoat dong Hoi cwru chien binh

- Danh sach van ban dwoc sap xép theo wu tién:
o Chuwa vao sé:
= P khan gidm dan.
= Ngay chuyé&n phat hanh gidm dan (méac dinh).
o Pavao sb:
= Ngay phat hanh gidm dan (mac dinh).
= Ngay vao sbé giam dan.

2.6.1.2. Tim kiém van ban qua viing loc
Chwrc nang cho phép tim kiém nhanh van ban théng qua sb ky hiéu va trich
yéu, hay tim kiém thém mot sb tiéu chi khac.
a. O dang thu gon

Cac buwdc thwe hién:
1. Nhap di liéu vao 6 tir khoa.
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Ngw&i dw thao

Nguyén Thi Thanh Thdy (8) v

Ky higu, Trich }féu Loai van ban, Lint Q, Y

2. Kich biéu twong kinh 1Gp bén canh, dé tim kiém van ban theo tir khéa dua
vao.

b. @ dang mé& réng

Cac buéc thuwe hién:
1. Kich chon biéu twong phiéu loc ¥, d& mé vung tim kiém.
Ngwéi dw thao

Ky higu, Trich yéu Loai van ban, Linh vt Y

Cor quan ban hanh

—Tat cd— v
Trang thai
Ché vao sb ~

2. Nhap d lieu cho cac trwong tiéu chi tim.
3. Kich “Loc”, dé tién hanh loc theo di¥ liéu dwa vao.

2.6.1.3. Gtri van ban qua mang
Churc nang cho phép tién hanh chon va glri cac van ban di qua mang, day la

cac van ban di da vao sbé nhung chwa duoc givi di qua mang, hay cac van ban
m&i thwe hién cap nhat. Thao tac nay la thao tac chi ddng day van ban di.

Cac buwdc thwe hién:

1. Kich chon céc van ban can gl tr danh sach Ché gl qua mang.

2. Kich “Gwi VB qua mang” trén dau danh séach.

3. Sau khi van ban dwoc giri sé mat thé hién & danh sach Cho gliri qua mang.
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DPiém cha y:
- Nt Iénh “Gri VB qua mang” chi cé tac dong dbi véi van ban di da vao sb
chwa dwoc glri qua mang.

2.6.1.4. X6a van ban

Chulrc ndng cho phép xéa cac van ban di chwa dwoc vao sb khdng con pho
hop khéng phai vao sbé nira, gitip 1am gon danh sach van ban dé viéc theo ddi,
thao tac dwoc thuan tién hon.

Cac buwdc thwe hién:
1. Kich chon cac van ban can xda tlr danh sach van ban chwa vao sé.

Chi tiét di thao véan ban

Vio sé Yéu cdu lam lai

Nghiép vu van Van ban méi

ban:

56 téng hop: 93 Sé/ky higu: 6/DEMO-UBND

S$6 di theo sb: 6 Sé van ban: S6 Ké hoach - Dé an - Chuwong trinh -
Huwéng dén

Ngay ban hanh: 01/03/2019 VB thweérng/QPPL:  Wan ban hanh chinh

Loai van ban: Két luan Linh vipc: Can bd, cdng chirc, vien chirc NN

Bo mat: Thwéng D6 khén: Thwéng

Mirc d6 quan Binh thuéng Ngwéi vao sé: Hd Anh Toan

trong:

Ngwéi soan thao: Nguyén Hiu Phuwére Ben vi soan thao: Phang Néi chinh

Nguwei ky: Phan Mgoc Tho Chirc vu: Cha tich

Trich yéu: viv hep nhét cac phdng chuyén mén thudc S& Nai vu

File dinh kém: 2018/NVBDIT1M/BSNV-1393-SNV-TCBC-2018 xls

VB dén lién quan:

VB lién quan
khac:

Cac nei nhan van ban: Trong co quan:

Ngoai co quan:
Sd& Néiwu

Nhom ce quan:
Céc co quan td chirc khac:

Loai phan héi VB:  Khéng cdn phan hdi

2. Kich “Xo6a” & vung chi tiét, xuat hién ctra sd xac nhan viéc xda.
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XAac nhan

Ban cd chac chan mudn x6a van ban di nay khing?

3. Kich “Péng y”, dé chap nhat xoa.
4. Kich “Hiy bd”, dé hay bd hoat ddng xoa.

DPiém cha y:
- Hoat déng x6a nay la chuyén van ban trang thai “Chd ban hanh” thanh
trang thai “Hay dw thao”.
2.6.1.5. Sao chép van ban di

Chtrc ndng cho phép sao chép van ban dwoc chon, dé sinh ra nhiéu muc van
ban c6 ndi dung gidng nhw van ban da chon va chwa dwoc vao sb. Sau khi
duwoc sao chép thanh cong, sé chuyén dén danh sach Chd vao sé.

Cac buwdc thwe hién:
1. Mé& trang Vao sé van ban di.

2. Tim va chon van ban can sao chép.
3. Kich nat 1énh Sao chépqi 520 chep |
$0 ban:

4. Vao sb lveng ban sao. ' ,
5. Kich “DBong y”, dé thyc hién sao chép va ket thuc.
6. Kich “Huay bd”, dé huy bé hoat déng sao chép.

DPiém cha y:
- C6 thé sao chép van ban chwa vao sb hay da vao sé.
- C6 thé sao chép nhiéu van ban cung luc.
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- Khi chwa chon van ban can sao chép, xuat hién théng bao canh béo:

Théng bao

Vui 16ng chon van ban di can sao chép!

Bong

2.6.1.6. Yéu cau lam lai

Chtrc ndng cho phép yéu ciu lam lai dy thao khi da ddng y ban hanh. C6 thé
van ban sai sét trong thé thwe, thiéu y kién chi dao, ....

Cac buwdc thwe hién:
1. Kich chon cac van ban dé xem chi tiét.

Chi tiét dy thao vén ban

Yéu cau lam lai

Nghiép vu van Van ban méi
ban:
56 téng hop: 93 Sé/ky higu: 6/DEMO-UBND
56 di theo sé: 6 56 van ban: S6 Ké hoach - D& 4n - Chweng trinh -
Huwéng dén
Ngay ban hanh: 01/03/2019 VB thweéng/QPPL:  Van ban hanh chinh
Loai van ban: Két luan Linh viec: Can bd, céng chirc, vién chikc NN
Bé mat: Thuéng bé khén: Thuéng
Mirc d6 quan Binh thwing Ngwoi vao sé: Hé Anh Toan
trong:
Ngwéi soan thao: Mguyén Hiku Phudc Den vi soan thao:  Phang Néi chinh
Nguwéi ky: Phan MNgoc Tho Chirc vu: Cha tich
Trich yéu: wlv hop nhét céc phong chuyén mén thudc S& MNbi wu
File dinh kém: 2018NVBOIT11/35NV-1393-SNV-TCBC-2018 x5
VB dén lién quan:
VB lién quan
khac:
Cac noi nhan van ban: Trong co quan:
Ngoai co quan:
S&r Ndiw
Nhém cor quan:
Cac co quan té chirc khac:
Loai phan héi VB:  Khidng cén phan héi
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2. Kich “éu cau lam lai” IRCSISGl xuAt hien cira sB “Yéu cau 1am lai duw
thao”.

YEU CAU LAM LAI DU’ THAO

Ly do:

3. Nhap ngi dung ly do yéu cau lam lai. ‘
4. Kich “Gwi va d@ng”, dé chap nhat thong tin yéu cau lam lai.
5. Kich “Déng”, dé hdy bé hoat ddng yéu cau lam lai.

DPiém cha y:

- Sau khi yéu cau lam lai, van ban du thao tr& lai dbi v&i vai trd soan thao
v&i trang thai dang dw thao. Sau khi chinh stra, cap nhat thi gwi lai trwc
tiép dén van thw.

- Pbi v&i van ban di gidy duwoc sb hoa, khdng c6 chire ndng yéu cau lam lai.

2.6.1.7. Vao so6 di ttr van ban dién tor

Chtrc ndng cho phép vao sb van ban tir van ban dy thao dién tlr da dwoc
duyét phat hanh. Giap hoat déng vao sé dwgc thuan tién hon khi cac théng tin
cuia van ban di da co.

Cac budc thwe hién:

1. Kich chon van ban tir danh sach chwa vao sé.
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Chi tiét dw thao vin ban

Vao sb Yé&u cau 1am lai

Nghiép vu vian ban: Vian ban méi

Cor quan ban hanh: Trung tAm Cong nghé théng tin tinh

$6 téng hop: SO/KY hiéu:

s di theo s6: $6 vin ban:

Ngay ban hanh: VE thwéng/QPPL:
Loai van ban: Quy ché - QC Linh vwe:

Do mat: Thiréng D& khan:

Mire d6 quan trong: Binh thréng Nguwé&i vao s6:
Ngwé&i soan thao: Tran Vinh Hanh Porn vi soan thao:
Nguw&i ky: L& Vinh Chién Chirc vu:

Trich yéu: D& xuat chinh sach marketer dbi vai chuyén vién, hoc vién va cong tac vién.
File dinh kém: DexuatChinhSachMarketer2019_hanhtv.doc

Cac noi nhan van ban: Trong co' quan:

Ngoai co quan:
Nhém cor quan:
Ciac co quan td chirc khac:

Loai phan hoi VB: Can phan hoi

HueCIT-eDOC

Van ban hanh chinh
Cdng nghé Théng tin

Thiréng

Phong Bao tao

Giam dbc

2. Kich “Vao s&” B, d& mé trang cap nhat thong tin van ban di. Déi voi
van ban dén dién tl, cac trwong théng tin dwoc lay méc dinh tir van ban
dw thdo va cac trwdng théng tin nay ciing cho phép thay dbi, dé diéu chinh
mot sb théng tin can thiét theo phé duyét ban hanh cla lanh dao, hay diéu
chinh cac file dinh kém (cap nhat sé ky hiéu, thé thirc, ky sb).

H ueCIT TRUNG TAM CONG NGHE THONG TIN TINH THU'A THIEN HUE

Dia chi: 6 Lé Loi, thanh phé Hué. Website: www.huecit.vn
Dién thoai: (0234).3823650

170



Tai liéu hwéng dan ste dung phan mem Quan ly Van ban va Bieu hanh HueCIT-eDOC
Théng tin chung
56 di tbng hop: 819
SO/ ky hiéu vdn ban- 1/
Co quan ban hanh: Trung tdm Cong nghé théng tin tinh v Loai phan hoi VB: C&n phan héi v
$6 van ban: | . 5010 | S6ditheosé: I 1
Ky hiéu VB: Ngay ban hanh: 44T a—
Yy hieu | ~ gay ban han I 22/11/2019 =

Trich yeu: & xudt chinh sach marketer dbi v&i chuyén vién, hoc vién va cong tac vién
Nguwoi ki: L& Vinh Chién - lvchien ticntt v Chire vu: Giam db6c
BPo6 mat: Thireng .| Dodkhan: Thirong -
Mire 44 quan trong: ®ThwengCQuan trong VB thwong/QPPL: ®VB hanh chinhOVB QPPL
Loai van ban: | Quy ché - QC ~ | Linhwvye: Cong nghé Théng tin - CNTT -
Nguwéi soan thao: Tran Vinh Hanh - tvhanh ttentt . Bon vi soan thao: Phong Déo tao
$6 ban: I 1 Ngw&i vao sé: Nguyén Viét Minh Drang
Ngay VB giay dén: = Nghiép vu vin ban: Van ban méi o
File dinh kém: | doc|.docx).rif]pdf| xis| xisx|.ppt|.pptx|.zip|.rar

DexuatChinhSachMarketer2019_hanhtv.doc ®

Browse... No file selected.

(+]
Nei nhan trong co 2
quan:

Toan bé co quan [
Co quan trong tinh: &
Co quan ngoai tinh:
Theo nhom dai dién:
T6 chirc, ca nhan
khac:
Co quan nhan dé
biét: Ll
Bao qua tin nhan sms: [ Bao qua Email: []
Phan quyén xem: Iy

3. Nhap théng tin quan ly van ban di.

4. Kich “Stwra” , dé kich hoat chirc nang chinh stra trwc tuyér). Tham khao
muc “Chinh stra triec tuyeén”. Nat Iénh nay xuat hién khi cé cau hinh chinh

stra tryc tuyén.

5. Kich “Luw’ IEZM, g8 cap nhat thong tin van ban di tam thoi.

o

7. Kich “Hay bo” IEEES 4 hay bé thao tac vao sbé van ban di.

H ueCIT TRUNG TAM CONG NGHE THONG TIN TINH THU'A THIEN HUE
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DPiém cha y:
- Van ban di sau khi dwoc chinh thire vao s, tiy theo ciu hinh givi van ban:
o Néu céu hinh glri ch ddng, thi van ban di sé dwoc chuyén dén danh
sach Cho gri qua mang. Twr danh sach nay, ngwoi dung chu déng
chon van ban va thwc hién gt van ban qua mang. Va c6 thé thuc
hién stra van ban néu can.
o Né&u khéng céu hinh gri chd ddng, thi van ban di sé duwoc tw déng
gli ngay trén hé théng.

- Néu co quan nhan khéng st dung chung hé théng “Quéan ly Van ban va
diéu hanh”, thi van ban di cé thé & danh sach “Chd gri qua mang”, tuy
nhién van ban d6 khéng cho phép stra, va dinh ky (30 phat) hé thdng sé
quét va giri van ban di.

- Ngoai trwdng “Loai phan hdi van ban”, d& xac dinh don vi nhan c6 can tra
| bang dy thao hay khéng. Néu truérng hop mudn glri don vi nhan mang
tinh chat cung cép thdng tin, nhan dé biét, thi chon & danh sach dbi voi
trwdng “Co quan nhan dé biét” & phia duéi.

- Trwerng B&o qua tin nhadn SMS, néu chon thi hé théng chd ddng béo tin
nhan dén vai trd nhan.

- C6 chon phan quyén xem, thi nhitng nhan sy thudc danh sach nay, nguoi
soan thao, ban lanh dao va van thw co quan méi xem duwoc.

- Co trwdng Nam sau trworng S6 van ban, muc dich dé vao sé déi véi nhirng
van ban cda ndm trwdc néu can, thuwong roi vao nhirng ngay thang dau
cla ndm mdi. Khi chon nam trwéc, thi s di sé dwoc tinh cho ndm truwérc.

- Van ban di dwoc vao sé ban hanh, néu co lién két cac cong viéc y kién chi
dao can déng, thi tién hanh dong cac cong viéc y kién chi dao dé dung voi
vai tro cua nguwoi dy thao.

- Van ban di dwoc vao sé ban hanh, néu cé lién két cac van ban dén cé céac
cong viéc can doéng, thi tién hanh dong cac cong viéc do dung véi vai tro
cta nguwoi dy thao. Chi van ban di dwoc tao 1ap x ly cdng viéc tir van
ban dén méi thwc hién kéo theo.

- Débi voi cong viéc y kién chi dao, viéc xac dinh co tré han hay khéng thi
can c vao thdi diém bao céo cta co quan x& ly, chinh 1a thoi diém phat
hanh van ban di lién quan. Khi c6 nhiéu van ban di thi can cl vao van ban
di sau cung.
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) O o i
) !

File dinh kém Théi gian thwc hién Dw thao

STT Thwe hién Noi dung
1 L& Hifu Minh D3 chuyén thirc hign cho Phéng Quan 1Y 1 hanh; Phong Quan Iy cor & leu tru; 23/08/2019 13:58:51
2 |86r Du lich DA ¢ van ban s6 65/DEMO-SDL ban hanh ngay 23/08/2019 23/08/2019 14:23:42 |

- Né&u van ban nghiép vu Ia thu hdi, cho phép van thw chon van ban va co
quan dwoc thu hoi.

Vin ban di cin

STT e Danh sach den vi can thu hoi Xoa
thu héi '
Chon tat ca co quan nhan vin ban ©
LRIV IRV VI ~ Trung tam Cong nghé thong tin tinh | x S Dulich |
Q

Chon tat ca co quan nhan van ban

2 26/DEMO-VPUBND * Trung tdm Céng nghé théng tin tinh

- Néu van ban nghiép vu la thay thé, cho phép van thu chon van ban dwoc

thay thé.
STT Vin ban di cin thay thé Xoa
1 29/2019/BC-VPUB ©
2 26/DEMO-VPUBND ©

2.6.1.8. Vao so6 di tir van ban giay

Churc nang cho phép vao sb van ban tir van ban di gidy (truyén thdng). Hoat
dong vao sb phai tién hanh cap nhap toan bd cac thdng tin ctia van ban di. Day
la hoat ddng khi mét van ban di da dwoc phé duyét phat hanh theo dwong truyén
thdng, gio tién hanh cap nhat vao hé théng.

Cac buwéc thwe hién:

1. Kich “Thém moi” & trén dau danh sach, dé mé trang cap nhat
thdng tin van ban di. Déi v&i van ban di gidy, cac truwéng thdng tin nay cho
phép thao tac, méc dinh di¥ liéu tréng.

H Uecn' TRUNG TAM CONG NGHE THONG TIN TINH THU'A THIEN HUE 173
Dia chi: 6 Lé Loi, thanh phé Hué. Website: www.huecit.vn
Dién thoai: (0234).3823650



Tai liéu hwéng dan sir dung phan mém Quan ly Van ban va Diéu hanh HueCIT-eDOC

Théng tin chung

s6 di tbng hop: 45

S6/ ky hiéu van ban: 1/

Coquanbanhanh: .50 boang UBND finh ~  Loaiphan hoi VB: Knéng can phan hdi v
$0 van ban: | . 5019 |v SO0 ditheo so: I 1

Ky hiéu VB: | . Ngay ban hanh: I =
Trich yéu: |

Ngwri ky: . Chirc vu:

Do mat: Thung . Ddkhan: Thung "

Mirc d6 quan
trong:

VB thwérng/QPPL:

@® Thwéng O Quan trong @® VB hanh chinh O VB QPPL

Loai van ban: | Linh vwc:

Pon vi soan thao:

4

Ngwoi soan thao: Tran Thi Hoai Tram - tthtram.ubnd
$6 ban: I 1 Ngwéi vao s6: HO Anh Toan

Ngay VB giay den: = Nghigp vu van VAn ban mai "
ban:
File dinh kém: | doc|.docx].rtf]. pdf].xls| xIsx|.ppt|.pptx|.zip|.rar
Browse... | Mo file selected.

(-]

Nei nhan trong cor 2
quan:

Toan bé co quan []

Co quan trong
tinh: #

Co quan ngoai
tinh:

Theo nhom dai
I ; -
dién:
T6 chire, ca nhan
khac:

Co quan nhan dé
biét: bl

Bao qua tin nhan sms: [ Bao qua Email: [
2. Nhap théng tin van ban va théng tin quan ly van ban di.
3. Kich “Luu” IR, & cap nhat thong tin van ban di tam thoi. Van ban di
nay chwa dwoc phat hanh trén hé thong.
4. Kich “Vao sb” , d& cap nhat théng tin van ban di chinh thiec.
5. Kich “Hay bo” IEEEIM, d& hiy bd thao tac vao sb van ban dén.

H Uecn' TRUNG TAM CONG NGHE THONG TIN TINH THU'A THIEN HUE 174
Dia chi: 6 Lé Loi, thanh phé Hué. Website: www.huecit.vn
Dién thoai: (0234).3823650



Tai liéu hwéng dan stie dung phan mém Quan ly Van ban va biéu hanh HueCIT-eDOC

2.6.1.9. Stra van ban di

Chirc nang cho phép van thw stra thong tin van ban di, cac van ban chi méi
dwoc lwu, da vao sbé réi nhung chwa giri qua mang hay da vao sbé va phéat hanh
rdi hay van ban phat hanh ndi bd (khéng ¢6 co’ quan nhan bén ngoai).

Cac buéce thuwe hién:
1. Kich chon van ban tlr danh sach van ban da duwoc lwu, chd giri qua mang
hay da vao so.

Chi tiét vin ban

Stra
56 tong hop: 38 Sé/ky hiéu: 19/KH-CNTT
56 di theo =6: 19 $6 van ban: S5 van ban di
Ngay ban hanh: 16/01/2019 VB thwéong/QPPL:  Van ban hanh chinh
Loai vin ban: Ké hoach Linh vec: Phong, chdng tham nhiing
D6 mat: Thirdrng Dé khan: Thirdng
Mirc do quan trong: Binh thwréng Ngwéi soan thdo: Nguyén Thi Hrong LA
Ngwiri Ky: L& Vinh Chién Chirc vu: Giam dbe
Trich yéu: Cang tac phong, chéng tham nhiing nam 2019
File dinh kém: 00.59.H57-19-KH-CNTT-2019.doc
00.59 H5T-19-KH-CNTT-2019-PL1_signed_pdf
VB dén lién quan:
VB lién quan khac:
CAc noi nhan van ban: Trong cor quan:

Ngoai co quan:
Thanh tra tinh

Nhém cor quan:

Cac co quan t6 chire khic:

2. Kich “Stra” BEEM, xuét hién ctra sb cap nhat thong tin van ban di.
3. Cac thao tac tiép theo, thwc hién nhw cap nhat théng tin cda v@o sO van
ban di. Tham khao muc cap nhat thong tin van ban di dién t&/giay.
DPiém cha y:
- Chi thwe hién stra van ban di khi:
o Van ban chi méi lwu chwa vao sb.
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o Van ban da vao sbé nhuwng chwa duwoc gl di (d6i véi cau hinh gl

chu dong).
o Vé&n ban da vao sb nhung khéng gl cho co quan ngoai (chi ndi bo).
- Van ban da vao sb va da phat hanh rdi, chi cho phép stra théng tin: Nguoi
soan thdo va ngay dén cta van ban gidy. Mudn stra céac théng tin khac thi
thwe hién chirc ndng Céap nhat van ban di (theo nghiép vu quyét dinh 28).

2.6.2. LAy lai van ban

Chwrc nang cho phép I8y lai van ban di da phat hanh. Chirc nang dworc kich
hoat ti trang thdng tin chi tiét ctia van ban di.

Cac budérc thuwe hién:
1. Chon van ban can thao tac, tr danh sach van ban da vao so.

Chi tiét van ban

Lay lai vén ban CAp nhéat van ban

Nghiép vu vadn ban:  Van ban m&i

Sé téng hop: 99 So/ky hiéu: 4/DEMO-UBND

Sé di theo sé: 4 $6 vén ban: $6 Ké hoach - B& an - Churong trinh - Heéng
dén

Ngay ban hanh: 08/04/2019 VB thwérng/QPPL: V&n ban hanh chinh

Loai vin ban: Tham dinh Linh vwe: Tuyén truyén

D& mat: Thiréng D6 khan: Thirdng

Mdrc d quan trong:  Binh thirding Ngwéi vao sé: H6 Anh Toan

Nguwéi soan thao: H6 Anh Toan Bon vi soan thao: Phang Hanh chinh - T4 chirc

Ngwéri ky: Phan Ngoc Tho Chirc vu: Chu tich

Trich yéu: Vv bao cdo tbng két 15 nam thirc hién Nghi dinh s 110/2004/NB-CP cda Chinh phi v& cong tac van thi

File dinh kem: 00.00.H57-4-DEMO-UBND-2019 docx

VB dén lién quan:
VE lién quan khac:
Cac nei nhan van ban: Trong co quan:

Ngoai co quan:

Trung tdm Cdéng nghé thdng tin tinh
Sd Du lich

UBND thanh phd Hué

Nhoém co quan:
Cac co quan té chire khac:
Loai phan héi VB: Cé&n phan hoi

2. Kich “L&y lai van ban”, d& mé clra s6 LAy lai van ban.
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LAY LAI VAN BAN

Ly do: N&i dung Iy do lay lai

Cor quan bi lay lai: Tat ca co quan nhan vin ban

m x Uy ban nhan dan tinh

3. Nhap thong tin Iy do va chon co quan can I3y lai. Co quan thudc danh sach

da gt trwde day.
4. Kich “Lay lai” m , dé tién hanh 13y lai.
5. Kich “Déng”, dé hay thao tac lay lai.
DPiém cha y:

- Trwdng hop co quan nhan chwa vao sé van ban dwoc 13y lai, thi hé théng
cha déng I3y lai luén (chuyén trang thai d& khong thay trén giao dién cta
co quan nhan).

- Trwdng hop co quan nhan da vao sb van ban duwoc I3y lai, thi hé thdng
khéng chi déng 13y lai. Lic nay & giao dién co quan nhan, danh sach van
ban dén dwoc yéu cau lay lai (Chirc nang “Van ban dén/Yéu cau lay lai”)
c6 hang muc van ban nay. Thao tac tiép theo tham khao muc “Yéu cau lay
lai” & nhém hwéng dan xi ly van ban dén.

- O thao tac chon van ban can lay lai. Néu van ban nay da tién hanh |3y lai
hét cac co quan nhan réi thi khdng c6 nat [énh “Lay lai van ban”. Néu chi
lAy lai mét phan co quan nhan, thi & danh sach “Co quan bi 13y lai” chi con
co quan chua duoc lay lai.

2.6.3. Cap nhat van ban

Chirc nang cho phép cap nhat van ban di da phat hanh. Chirc nang dwoc
kich hoat tr trang théng tin chi tiét cia van ban di.

H Uecn' TRUNG TAM CONG NGHE THONG TIN TINH THU'A THIEN HUE 177
Dia chi: 6 Lé Loi, thanh phé Hué. Website: www.huecit.vn
Dién thoai: (0234).3823650



Tai liéu hwéng dan sir dung phan mém Quan ly Van ban va Diéu hanh HueCIT-eDOC

Cac budéce thuwe hién:
1. Chon van ban can thao tac, tr danh sach van ban da vao so.

Chi tiét vin ban

Léy lai van ban CA&p nhat van ban

Nghiép vu vadn ban:  Van ban m&i

6 téng hep: 99 S6/ky higu: 4/DEMO-UBND

Sé di theo sé: 4 $6 vén ban: $6 Ké hoach - B& an - Churong trinh - Hréng
dan

Ngay ban hanh: 08/04/2019 VB thwéng/QPPL: V&n ban hanh chinh

Loai vin ban: Tham dinh Linh vwe: Tuyén truyén

D& mat: Thuréng D6 khan: Thuréing

Mirc d6 quan trong:  Binh thréing Ngwei vao sé: H& Anh Toan

Ngwéi soan thao: HG Anh Toan Bon vi soan thao: Phang Hanh chinh - T4 chiec

Ngwéri ky: Phan Ngoc Tho Chirc vu: Chu tich

Trich yéu: Vv bao cdo tbng két 15 nam thirc hién Nghi dinh s 110/2004/NB-CP cda Chinh phi v& cong tac van thi

File dinh kém: 00.00 H57-4-DEMO-UBND-2019 docx

VE dén lién quan:
VE lién quan khac:
Cac noi nhan van ban: Trong co quan:

Ngoai cor quan:

Trung tdm Cdéng nghé thdng tin tinh
S& Du lich

UBND thanh pho Hué

Nhém co quan:
Cac co quan té chirc khac:
Loai phan héi VB: Cé&n phan hoi
2. Kich “Cap nhat van ban”, d&8 mé& ctra sb6 cap nhat van ban. C6 hai hinh
thirc cap nhat 1a thay ddi co quan nhan va chinh stra théng tin.
3. Chon tuy chon “Thay dbi co’ quan nhan”.
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CAP NHAT VAN BAN

Hinh thirc cap nhat: ® Thay déi cor quan nhan O Chinh slra théng tin
Thém den vi

Co quan trong tinh: A
Co quan ngeai tinh: A

Co quan nhan dé biét:
q - ~

Bé don vi

Chon don vi dé bo: [] Tat ca don vi dd dwoe chon

Thiee hién cdp nhat Béng

a. Nhap théng tin co quan nhan maéi hay boé don vi da gt trvde day.
b. Kich “Thwc hién cap nhat”, dé tién hanh cap nhat co quan nhan.
c. Kich “Doéng”, d& hay bd thao tac cap nhat van ban.

4. Chon tuy chon “Chinh stra thong tin”.

CAP NHAT VAN BAN

Hinh thirc cap nhat: O Thay d6i co quan nhan @ Chinh sira théng tin

Thire hién cdp nhat Béng

a. Kich “Thwc hién cap nhat”, d& mé trang cap nhat théng tin van ban
di. O ng canh cap nhat théng tin nay, mét sé thdng tin khéng cho
phép stra la: Co quan ban hanh, loai phan héi van ban, s van ban,
sb di theo s6, ky hiéu van ban va ngay ban hanh.
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Théng tin chung

$6 di tbng hop: 20

56/ ky hiéu vin ban® 14/DEMO-HueCIT
Cor quan ban hanh: Loai phan héi VB:

Trung tam Céng nghé théng tin tinh Knéng cén phan hi

$6 vin ban: | S& v3n ban di . 2019 $6 di theo sé: | 14

Ky higu VB: | DEMO-HueCIT -~ Ngay ban hanh: I 10/05/2019 s

Trich yéu: | V& viéc ban hanh quy dinh giér chudn va tinh thil lao day virgt giér chuén doi vai gidng vién co hiku, chuyén vién day thém, chuyén
vién dwoc mién céng tic chuyén mén dé gidng day cda Trung tam

Ngui ky: L& Vinh Chién - lvchien tientt - | Chircvy: Giam déc

P& mat: Thireng . Dékhan: Thireng .

Mirc d6 quan trong: VB thwong/QPPL:

® Thweng C Quan trong ® VB hanh chinh O VB QPPL

Loai van ban: | Phirong an - Linh vipe: Giao duc Bao tao - GDDT -
Ngw&i soan thao: V& Thanh Son - vison ttentt . bon vi soan thae: Phong Bao tac
56 ban: I 1 Ngwdi vao sé: Hguyén Viét Minh Dirong

. R . S b E
Ngay VB giay dén: E Nghiép vu van ban: Van ban méi -
File dinh kém: | doc|. docx).rtf]. pdf] xis| xlsx|. ppt|. pptx) zip|.rar

QuyetDinh_TrungTam_QuyCheThulLaoVuotGioChuanGiangVien_DT_2018.14.11.doc @

Browse... Mo file selected.
[+

Nevi nhan trong co
quan:
Toan bé co quan [

Cor quan trong tinh: m
f

Cor quan ngoai tinh:

f

Theo nhém dai dién: %
Té chirc, ca nhan
khac:
Co quan nhan dé biét: Uy ban nhan dan finh N
Bao qua tin nhan sms; [ Bao qua Email: []
Phan quyén xem:

quy 32

. .
b. Nhap théng tin cho van ban nhuw tredng hop vao so van ban di. O
day ciing co thé chon lai co quan nhan.
c. Kich “Lwu”, dé tién hanh cap nhat van ban.
d. Kich “Hay”, @& hdy b thao tac cap nhat van ban.

’

DPiém cha y:
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- Pbi voi trworng hop cap nhat la thay ddi co quan nhan, thi hé thdng tién
hanh gt van ban di cho co quan méi, va glvi goi tin 14y lai van ban cho co
quan bo di.

- Pbi v&i trvdng hop cap nhat 1a chinh stia théng tin, thi hé théng tién hanh
g&i van ban di cho tat ca cac co quan nhan tai thdi diém d6. Bbi véi co
quan mai thi gt goi tin van ban di méi, co quan ci thi gi goi tin van ban
di cap nhat. Péng thdi gii goi tin 1ay lai van ban dbi véi co quan bj bd di.

2.6.4. Cap nhat y kién chi dao sau khi phat hanh van ban

Chtrc nang cho phép chuyén vién theo déi, chuyén vién da dw thao cap nhat
cong viéc y kién chi dao cta van ban da phat hanh. Chuyén vién theo déi chi
thdy va chinh stra dwoc cdng viéc y kién chi dao dwoc giao, con chuyén vién
dw thdo c6 thé thém sira x6a cdng viéc y kién chi dao. Chirc ndng dworc kich
hoat t&r menu chirc ndng Van ban di/Cap nhat y kién chi dao. Giao dién nhw
sau:

CAP NHAT ¥ KIEN cHipAO (&)

Ky higu, Trich yéu, Loai van ban, Linhwe, Do mét, Bikh Q| Y DANH SACH Y KIEN CHi BAO

R ; ~ R A Chuyén vié " . h
Ngay ban hanh: 20/08/2013 STT N&i dung chi dac uyer: VN ¢y quan thwe hién Thei han . a0
theo dbi tac
Ngwdi ky: Phan Ngoc Tho
6 ky higu: 180/DEMO-UBND 1 1. GIAC SO DU LICH HOAnh Toan | S& Du lich 19/08/2019 ¢ ®
Trich yéu: Van ban chi dao XYZ S
L Nguy&n Xuan . .
2 2 GIAO SO XAY DUNG Hing S0 Xay dyng 16/08/2019 4 @

Ngay ban hanh: 20/08/2019
NgU&i Ky Phan Ngoc Tho Nguyén Xuan  UBND thanh pho Hué

S6 ky hiéu: 179/DEMO-UBND 3 3, GIAC UBND THANH PHO HUE CHINH, SDL PHOI HOP Hing 3 Du lch 21/08/2019 # ®
Trich yéu: Van ban chi dao ABC

: R . o . Nguy&n Xuin : P .
Ngay ban hanh: 19/08/2018 4 4,YKEN CHI DAO BUGCT BO SUNG SAU KHI BAN HANH, BONG CHI hUNG THEO DO Hiing UBND thanh pho Hue Pc)]

Ngudi ky: Phan Ngoc Tho

S6 ky hiéu: 178/DEMO-UBND 5
Trich yéu: Kiém tra giao diém cap nhat YKCE doi voi nguroi du

thao, theo d&i va ngudi knéng lién quan

5, ¥ KIEN GHI DAO DUOT BA SUNG SAU KHI BAN HANH, BONG GHI Cirong THEO DOI sl Hoang Viét Trung tam Céng ;0
vGi HueCIT ... Curdng nghé théng tin tinn  05/09/2019

Hoang Viét 2 " .
6 6, YKCD bbsung giao cho SDL Cudng S0 Du lich 31/08/2019 # ®
Ngay ban hanh: 16/08/2019

Mgueoi ky Phan Ngoc Tho # ©
58 ky higu: 177/BC- UBND
Trich yéu: Chi dao thue hién ngay 16_08

Ngay ban hanh: 16/08/2019

Ngwoi ky: Phan Ngoc Tho
86 ky hiéu: 176/DEMO-UBND
Trich yéu: Kiém tra cdp nhat ¥ kién chi dao ngay 16/08/2019_01
v

Téng sb 56 << 3 4 > 5 [«
a. Thém y kién chi dao

Cac buwdc thwe hién:
1. Kich biéu twgng thém méi y kién chi dao ©, dé mé ctra s6 cap nhat thong
tin y kién chi dao.
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(@) hsorvpubnddemo.thuathienhue.egov.vn/DesktopMaodules/PMHSCV/VBDI/CapMhatYKC| ==+ 1:?

N&i dung chi dao:

H& Anh Toan
Chuyén vién theo doi:

L] Tat ca cor quan nhan vin ban
Co' quan cha tri:

Co quan phdi hop:

Th&i han:

2. Nhap théng tin y kién chi dao.

3. Kich “Lwu”, d& cap nhat thdng tin y kién chi dao va déng ctra sb.

4. Kich “Lwu va thém mai”, d& cap nhat théng tin y kién chi dao va mé lai clra
sb cap nhat thdng tin.

5. Kich “Déng”, d& dong ctra sb cap nhat théng tin.

DPiém cha y:

- Sau khi thém méi thanh coéng, cdng viéc y kién chi dao sé xuét hién & cac
vai trd twong tng (x&r Iy chinh, phdi hop, theo dbi).
b. Stra y kién chi dao

Cac buwdc thwe hién:

1. Kich biéu twong stra y kién chi dao ', dé mé clra s cap nhat thong tin y
kieén chi dao twong &ng.
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@ hscv.vpubnddemo.thuathienhue.egov.vn/DesktopModules/PMHSCY/NVBDI/CapMNhatYKC| =+ 1:? =

3, GIAO UBND THANH PHO HUE CHiNH, SDL PHOI HOP

Néi dung chi dao:

i 21/08/2019
Thei han:

2. Nhap théng tin y kién chi dao. Chi cho phép stra 02 trwdng thdng tin [a
“NOi dung chi dao” va “Thoi han”.

3. Kich “Lwu”, @& cap nhat théng tin y kién chi dao va déng clra sé.

4. Kich “Déng”, dé déng clra sb cap nhat théng tin.

Piém cha y:

- Sau khi stra thanh céng, céng viéc y kién chi dao trwdc sé dwoc cap nhat
ndi dung va th&i han theo dir liéu maoi.

- Khi van ban chi dao chwa c6 giri qua mang (trwdng hop cau hinh g chd
dong), thi stra cho tat ca cac trwdng thong tin.

c. Xéa y kién chi dao

Cac buwdc thwe hién:

1. Kich biéu twong x6a y kién chi dao ®, d& mé clra sd xac nhan xda.

Ban cd chac chan xda y kién chi dao droc chon?

2. Kich “Déng y”, dé xoa y kién chi dao.

3. Kich “Huay bé”, dé huy bo viéc xda y kien chi dao.

Piém chay
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- Khi cdng viéc y kién chi dao da cé tién hanh x& ly, sé nhan dwoc théng

bao canh bao sau:

Y kién chi dao d3 deoc Co quan thire hién nén khdng cho phép xoa!

2.6.5. Quan ly dw thao

Chtrc ndng cho phép chuyén vién du thao cé thé theo ddi va thao tac cac dw
thdo chwa dwoc ban hanh ctia minh. C6 thé thay dwoc trang thai ctia dy thao,
ai da yéu cau hay hdy dy thao, stra, hily dy thdo hay in phiéu yéu cau phat
hanh van ban. Chirc nang dwgc kich hoat tir menu chirc nang Van ban di/Quan

ly dw thao. Giao dién nhw sau:

VAN BAN DY THAO (&) Titci €D Dangdwithio @ Chophéduyét@ Chobanhanh @  Yéuciulamlai €  Hiy dv thio €@
Q T CHI TIET DI THAO
Ngay dw thao: 12/02/2019 In phiéu yéu cdu phét hanh VB

Ngudi ky: Phan Ngoc Tho Nghiép vu van ban:  Van ban mé&i
Trich yéu: V& viéc trd 1&1 van ban chi thi v& ting cudng si 18nh dao cla cac

cap iy dang di véi cong tac tiép cong dan va gidi quyét khiéu nai, 16 céo VB thuéng/QPPL VB hann chinh :;°?' vén ban chi Khéng can phan hoi
20
Ngay dy thao: 01/01/2019 Loai van ban Nghi dinh - ND Linh vic
Ngudi ky: Hoang Ngec Khanh Do mat Thuréng Bo khan Thudng
Trich yéu: Vé viéc op ¥ dw &n “Nang cép hoan thién ha ting ding chung Mirc d quan trong  Binh thudng Ngwé&i soan thao Nguyé&n Xuan Hing
phuc vu phét trién dich vu dé thi théng minh B B
Ngwoi ky Phan Ngoc Tho Chire vu Chd tich
Ngdy dv thio: 01/01/2019 Ngwei ky trinh Trang thai Ché phé duyét
Nguo1 ky: . Trich yéu V& viéc trd & van ban chi thi vé tng cwéng su IAnh Gao cla cac cap dy dang ddi voi cong tac tiép cong dén va gidi
Trich yéu: Ve viéc gop ¥ du @n “Chudn hoa hé thdng théng tin két ndi ngudi quyét khiéu nal, 16 cao
dan, doanh nghiép’
File dinh kém: test.docx
Ngay dy thao: 01/01/2019 Cac nei nhan van Trong co quan
Ngudi ky: Hoang Ngoc Khanh ban: Ngoal co quan:

Trich yéu: vé viéc gép ¥ du &n “Nang cdp nén tng tich hop, chia s&, lién .
théng Chinh quyén dién i’ NRom co' quan

Céc co quan 18 chirc khac
Ngay du thao: 01/01/2019

Ngwi ky: Nguyén Dinh Bach

Trich yéu: Viv v&n hanh chinh thikc phan mé&m Quén Iy Van bédn va Diéu hanh

phién ban mé&i

Téng s6 15 < 1 10 v

Cac budc thwe hién:

1. Chon danh séch can thao tac {T4t ca, dang dw thao, ch® phé duyét, yéu
cau lam lai, hay dw thao}. Bbi véi danh sach tat ca thi bao gdm céc hang
muc & cac danh sach con lai.

2. Chon hang muc dy thdo v&i trang thai Pang duw thao/Yéu cau lam lai.
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CHI TIET DU THAO

Sira d thao Huy duv thao

Nghiép vu van ban:
VB thuwérng/QPPL
Loai vin ban

Do mat

Mirc do quan trong
Ngwori ky

Nguwéi ky trinh

Trich yéu
File dinh kém:

Cac noi nhan van
ban:

Tra I&¥i van ban:

Tai trang nay:

Van ban moi

VB hanh chinh

Thong bao - TB Linh vwe
DEMO D6 khin
Binh thuwéng Ngw&i soan thao
Lé Hiru Minh Chirc vu
Trang thai

don vi phdi hop ¥ kién chi dao thirc hién du thao tra 16

Trong co quan:
Ngoai cor quan:
Nhém cor quan:

Cac co quan td chirc khac:

Loai vin ban chi dao

HueCIT-eDOC

Bao cdo chi dao, van ban phan hdi

Pau tw

Thudng

Nguyé&n Thi Lan Hurrong

Q.Giam ddc

Yéu cdu lam lai (22/08/2019 03:00 CH-Nguyén Thi
Lan Huong)

83/DEMO-VPUBND - Kiém tra cdp nhat nguwi thu Iy khi ¢o nhiéu cong viéc ¥ kigén chi dao véi vai phdi hop

o Kich “Stra dv thdo”, d& mé trang cap nhat thdng tin dy thdo. Tham
khao muc “Tao van ban du thao”.
o Kich “Hly dw thdo”, d& xac nhan hiy dw thdo nay.
o Dbi voi dy thdo yéu ciu lam lai, c6 thé hién thdng tin ngudi va thoi
gian yéu cau lam lai.
3. Chon hang muc dw thao v&i trang thai Chd phé duyét/Chd ban hanh.

CHI TIET DU THAO

In phiéu yéu ciu phat hanh VB

Nghiép vu van ban:
VB thworng/QPPL
Loai van ban

Do mat

Mirc d6 quan trong
Ngwoi ky

Ngwei ky trinh
Trich yéu

File dinh kém:

Cac nei nhan van
bén:

Tra I&i van ban:

HueCIT

VB hanh chinh

Van ban méi

Hiréng dan Linh vuie
Thuwéng D khan
Binh thuédng Ngwéi soan thao
L& Hiru Minh Chirc vu

Trang thai

Wan ban tra I+ ddi véi v kién chi dao vé xay dung quy dinh ...

Trong cor quan:

Ngoai co quan:
Uy ban nhan dén tinh
Trung tam Cong nghé théng tin tinh

Nhém co gquan:

Céac co quan td chirc khac:

Loai van ban chi dao

Bao cao chi dao, van ban phan hoi
Du lich

Thuréng

Nguyén Thi Lan Hureng

Q.Giam déc

Ch& phé duyét

106/DEMO-UBND - Van ban chi dao s& Du lich tham muwu mét s6 van dé.
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Tai trang nay:
o Kich “In phiéu yéu cau phat hanh VB”, dé két xuét phiéu ra file dinh
dang Word.
o Néu van ban dy thao dworc trinh lan dau, nhwng chwa dwoc xi 1y,
thi c6 thé stra dw thdo. Cha y, van gir nguyén viéc trinh dy thao.

Titca@d Pangduthiao@) Chophéduyét@ Chobanhanh @  Yéucdulamlai @  Hiy du thio €

CHI TIET DY THAO

In phiéu yéu céu phat hanh VB

Nghiép vu van ban:  Vin ban méi

Ceo quan ban hanh Uy ban nhan dan tinh

VB thwéng/QPPL VB hanh chinh Loai van ban chi Khéng can phan héi
dao

Loai van ban Tham dinh Linh vuwe Dién

D6 mit Thuéng D6 khan Thiréing

Mirc d6 quan trong  Binh thuéng Nguw&i soan thao Pham Quang Tri

Ngu&i ky Phan Ngoc Tho Chirc vu Chu tich

Nguw&i ky trinh Trang thai Ché phé duyét

Trich yéu DEMO_V& viéc & xuat phirong &n hoan trd chdn Idp

I e s A Ul Ty s e e N T A Y e P T N S

4. Chon hang muc dw thao v&i trang thai Hay duw thao.
CHI TIET DY THAO

Nghiép vu van ban: Van ban m&i
VB thwéng/QPPL VB hanh chinh Loai vin ban chi dao Bao cao chi dao, van ban phan hdi
Loai vin ban Phiéu chuyén - pc Linh vwe Gido duc Pao tao
Pé mat Mat Do khan Thuéng
Mirc dé quan trong Quan trong Nguwéi soan thao Nguyé&n Thi Lan Hureng
Ngwéi ky L& Hiru Minh Chirc vu Q.Giam déc
Ngwéi ky trinh Nguyén Hiru Tué Trang thai Huy dv thdo (29/08/2019 10:01 SA-VE Quang Minh
Nhan)
Trich yéu dif thao cho y kién chi dao 151
File dinh kém:
Cac noi nhan van Trong co quan:
ban: Ngoai co quan:
Nhém cor quan:
Cac co quan td chirc khac:
Tra 1&i van ban: 152/DEMO-UBND - Kiém tra ¥ kién chi dao tao ra theo van ban chi dao_152

Tai trang nay: .
o DOi voi dy thao hady dw thao, cé thé hién thong tin nguwoi va thi gian
hay dw thao.
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2.6.6. Yéu cau lay lai

Chtrc nang cho phép xem théng tin danh sach van ban di da c6 yéu cau lay
lai. Chirc ndng dworc kich hoat ttr trinh don chire ndng Van ban di/Yéu cau lay

lai, v&i giao dién thé hién nhw sau:

VAN BAN BI DA THUC HIEN LAY LAI VAN BAN [E)
Ky higu, Trich yéu, Loai van ban, Linh vwee, D81 Q h d

[ Ngay ban hanh: 10/05/2019

Ngudi ky: L& Vinh Chién

Trich yéu: V& viéc ban hanh quy dinh gier chudn va tinh
thil lao day virot i chudn dbi véi gidng vién co hifu,
chuyén vién day thém, chuyén vién duroc mign cong tac
chuyén mén dé giang day cda Trung tam

[0 Ngay ban hanh: 08/05/2019

Ngurdri ky- Nguyén Thi Thanh Thiy
Trich yéu- Kiém fra thé hién doi vai co quan nhan dé biét

Téng s6 2 5 |v

Cac buwdc thwe hién:

VAN BAN BI

Nghiép vy van ban:
Sé thir tw tong hop:
$6 van ban:

VB thwong/QPPL:

Ngay ban hanh:

Loai van ban:

Do mat:

Mirc d§ quan trong:

Nguwoi ky:

Trich yéu:

File dinh kém:

Céc noi nhan van
ban:

Ngwoi vao so:

Lay lai vin ban:

Vén ban méi

20 6 di theo so: 14

S6 van ban di

VB hanh chinh Sé/ky hiéu géc: 14/DEMO-HueCIT

10/05/2019 Loai van ban chi Khang cén phan hoi
dao:

Phirong an Linh vwe: Giao duc Bao tao

Thirong D6 khan: Thureng

Binh thueng Ngwéi soan thao: V& Thanh Son

Lé Vinh Chién Chire vu: Giam déc

Vé viéc ban hanh quy dinh gio chuén va tinh thi lao day virot gid chuan ddi véi gidng vién co hiku, chuyén vién day thém,
chuyén vién durge mién cong tac chuyén mon dé giang day cda Trung tam

QuyetDinh_TrungTam_QuyCheThuLaoVuotGioChuanGiangVien_DT_2018.14.11.doc
Trong co quan:

Ngoai co quan:
S& Du lich
Uy ban nhan dan tinh

Céc co quan 16 chirc khac:
Nguyén Viét Minh Dirong

Ly do: Noi dung Iy do Ay lai
Co quan bi [y 1ai: ¢ Du lich; Uy ban nhan dan tinh

@Xem tinh hinh thyc hién céng viéc

1. Chon van ban di can xem, dé md théng tin chi tiét & ving phai. O day
ngoai théng tin van ban, cudi trang c6 thé hién thong tin lay lai, v&i ly do

va co quan bij lay lai.

2. Kich tab “Lich st xtr ly”, dé& xem thong tin lich st xt ly. O day ciing c6 ghi
nhan mét hang muc doi véi thao tac lay lai.

2.6.7. Yéu cau thay thé

Churc nang cho phép xem théng tin danh sach van ban di da cé yéu cau thay
thé. Chirc nang dworc kich hoat tir trinh don chirc ndng Van ban di/Yéu cau thay
thé, v&i giao dién thé hién nhw sau:
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VAN BAN DI YEU CAU THAY THE vin BAN [)
Ky hiéu, Trich yéu Loai van ban, Linh vyc, B9 mat, £ Q h 4

[1 Ngay ban hanh: 08/03/2019
Ngtrai ky- Hoang Ngoc Khanh

Trich yéu: Thay thé van ban (yéu ciu) Dbi véi 28/DEMO-
VPUBND

[ Ngay ban hanh: 07/03/2019

Nouedi ky:

Trich yéu: Thay thé vén ban (yéu cdu): V& viéc sir dung Cong
bao dién tir thay thé Cong bao in cap phat mién phi D véi van
ban 30/DEMO-VPUBND

[J Ngay ban hanh: 06/03/2019

Nguoi ky:

Trich yéu: Thay thé van ban (yéu cau): v& viéc Ivu gilk &n
phém céng bao in BGi v&i van ban 40/DEMO-VPUBND

[0 Ngay ban hanh: 05/03/2019

Nguéi ky: Trén Thi Hoal Tram
Trich yéu- Thay thé van ban 02 (yéu cau) Tham dinh vén ban
QPPL Van ban bi thay thé: 37/DEMO-VPUBND

VAN BAN BI

Nghiép vu vin ban:

$6 thir tw tong hop:

$6 vin bén:

VB thwréng/QPPL:
Ngay ban hanh:
Loai van ban:

Do mat:

Mirc d6 quan trong:

Ngwéri ky:
Trich yéu:
File dinh kém:

Cdc noi nhan van
ban:

Ngwéi vao sé:

VAn ban thay thé
Danh sach van ban diroc yéu cau thay thé

STT So/ky higu Ngay BH
1 28/DEMO-VPUBND 12/11/2018
33 $6 di theo s6:

1.50 Van ban di (demo)

VB hanh chinh Sé/ky hiéu géc:

08/03/2019 Loai van ban chi dao:
Tham dinh Linh vc:

Thurang Do khan;

Binh thirdng Nguwé&i soan thio:

Hoang Ngoc Khanh Chirc vu:
Thay thé van ban (yéu cau) Ddi véi 28/DEMO-VPUBND
00.02.H57-42-DEMO-VPUBND-2019.docx

Trong co quan

Ngoai co quan:
Trung tdm Cang nghé théng tin tinh
S& Du lich

CAc co quan t6 chire khac:

HO Anh Toan

HueCIT-eDOC

Trich yéu

Vn ban bi thay thé

42/DEMO-VPUBND

Khéng can phan hai

Can b, cong chikc, vién chirc NN
Threng

Hoang Thi My Trang

Chanh Van phong

A Yy N T Y T A St T e L Y N T S T AV SV sV

Cac budéce thuwe hién:

1. Chon van ban di cAn xem, dé mé& théng tin chi tiét & vung phai. O day
ngoai théng tin van ban, dau trang c6 thé hién théng tin thay thé, véi danh
sach van ban bj thay thé.

2. Kich tab “Lich s xt ly”, d& xem théng tin lich st x¢ ly.

2.6.8. Yéu cau thu hoi

Churc nang cho phép xem théng tin danh sach van ban di da c6 yéu cau thu
héi. Chirc nang dwoc kich hoat tir trinh don chirc nang Van ban di/Yéu cu thu
héi, v&i giao dién thé hién nhw sau:

HueCIT

TRUNG TAM CONG NGHE THONG TIN TINH THU'A THIEN HUE
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VAN BAN BI YEU CAU THU HOI VAN BAN  [E)

Ky hiéu, Trich yéu, Loai van ban, Linh wc, D6 mat, Ba khdn  Q h ¢
VAN BAN DI b
N . "
[1 Ngay ban hanh: 22/03/2019 Nghiép vu vdn ban:  Vin ban thu héi
NgUGi ky: Trén Thi Hoai Tram Danh s&ch van ban dwgc yéu cau thu hdi
Trich yéu: Thu héi vén ban @4 thu hdi 22 va 24/DEMO-VPUBND STT  Sbiky hicu Ngay BH Trich yéu Danh sac don vi bi thu hdi

1 22/DEMO-VPUBND ~ 20/03/2019  Vin ban bi thu hdi_2 56 Du lich: Trung tdm Céng nghé thong tin tinh

[0 Ngay ban hanh: 22/03/2019 .
S 2 24DEMOVPUBND  20/03/2019 DEMO van ban bithu héi  Trung tm C6ng nghé thang tin finh
Nguai ky: Hoang Ngoc Khanh

Trich yéu: V& viéc thu hbi van ban - Thu hdi HUeCIT: 22/DEMO- S thir ty téng hop: 19 $6 di theo s6: 29

VPUBND va 24/DEMO-VPUBND - Thu hdi SDL: 22/DEMO-VPUBND

86 vin ban: 1.58 Van ban di (demo)
] Ngay ban hanh: 20/03/2019 VB thwdng/QPPL: VB QPPL S6/Ky hiéu gbc: 20/2019/BC-VPUB
Nguoi ki Nguyén Binh Bach Ngay ban hanh: 22/03/2019 Leai vdn ban chi Khang cén phan hdi
Trich yéu: Demo, phat hanh van ban thu héi van ban "Demo vé thu dac:
ndi van ban_1". Thu ndi tt c& don vi - HUeCIT g4 vao sb - S& Du Loai van bin: sa0y Linh vue: Khoa hoc Cong nghé
lich chira vao so

D6 mat: Mat D6 khan: Thueang
O Ngay ban hanh: 13/03/2019 Mirc 46 quan trong:  Binh thiong Ngwéi soan thao: Nguy&n Thi Thanh Thay
Ngueot ky Phan Ngoc Tho . Ngwoi Ky: Tran Thi Hoal Tram Chire vu: Phé Chanh Van phang
Trich yéu: VB3a UBND tinh gi¥i S& Du Lich va VPUBND tinh dé thu . A .
hbi VB1 dbi véi Sé Du Lich, VB2 dbi véi VPUBND tinh Trich yéu: Thu hdi vin ban d& thu hdi 22 va 24/DEMO-VPUBND

File dinh kém:
[ Ngay ban hanh: 13/03/2019 R .

Cac noi nhan van Trong co quan:
Ngéi ky: Phan Ngoc Tho ban: A
Trich yéu: VB3 UBND tinh gifi S& Du Lich v3 VPUBND finh @& thu héi Ngodicoquan.
VB ddi véi S& Du Lich, VB2 déi véi VPUBND tinh Trung tdm Cong nghé thdng tin tinh

S0 Du lich
s Céc co quan B chize khac:
LIpngsat0 -rf"-/m-ﬁl 2 PEAZT gL ST P NRAEL P frin JIEBOE TR s sl PSS AL IS I P s f S LS st sl i g P g

Cac buwéec thye hién:

1. Chon van ban di can xem, dé mé& thong tin chi tiét & viung phai. O day
ngoai théng tin van ban, dau trang c6 thé hién théng tin thu héi, véi danh
sach van ban co quan bj thu hdi.

2. Kich tab “Lich s xt ly”, d& xem théng tin lich st x¢ ly.

2.6.9. Van ban bj ttr chéi nhan

Churc nang cho phép xem théng tin danh sach van ban di da bj tr chdi nhan
ctia mét trong cac don vi nhan. T chdi nhan & day cé mét sb trwéng hop sau:
Tt chdi nhan van ban mai, tir chdi cap nhat van ban, tir chdi thu héi van ban va
ttr chéi thay thé van ban. Chirc ndng dwoc kich hoat tlr trinh don chirc ndng
Van ban di/Bj tr chdi nhan, v&i giao dién thé hién nhu sau:

H Uecn' TRUNG TAM CONG NGHE THONG TIN TINH THU'A THIEN HUE 189
Dia chi: 6 Lé Loi, thanh phé Hué. Website: www.huecit.vn
Dién thoai: (0234).3823650



Tai liéu hwéng dan st dung phan mém Quan ly Van ban va Diéu hanh

VAN BAN DI Bl TU cHOI NHAN (@)

HueCIT-eDOC

Ky higu, Trich y&u, Loai van ban, Linh vec, B8 mat, B§ khin Q h 4
n VAN BAN BI

[ Ngay ban hanh: 13/06/2019
Nguoi ki :g:.lgp vu vin Vin ban cap nhat
6 ky higu: 67/DEMO-VPUBND ) . .
Trich yéu: Demo kiém tra tr3 lai vin ban 1 5o thir tw tong 76 56 di theo s6: 69

hop:
[1 Ngay ban hanh: 13/06/2019 56 van ban: 1.86 Van ban di (demo)
Ngwi ky: VB thrdng/QPPL: VB hanh chinh S&/ky hiéu gée: BY/DEMO-VPUBND
SO Ky hicu. 8/DEMO-VPUBND Ngay ban hanh: 13/06/2019 Loai vin ban chi Knhéng ¢An phan héi
Trich yéu Demo it chéinhan 2 dao:
[ Ngay ban hinh: 13/06/2013 Loai van ban: Phieu chuyen Linh vic: Giao thong Van tai
NgUo1 ky: Nguy&n Binh Béch Do mat: Thiedng Do khan: Thiedng
Sé ky hiéu: 69/DEMO-VPUBND Mirc 6 quan Binh thiréng Ngwii soan thao: Tran Thi Hoai Tram
Trich yéu: Demo kiém tra ti chdi cap nhit ... 3 - sau kni tién hanh cip nhat trong:
aib=l Ngwoi ky: Nguyén Dinh Bach Chirc vu: Phé Chanh Van phong
[ Ngay ban hanh: 13/06/2019 Nguoi ky trinh:
N kY- Trich yéu: Demo kiém tra ti¥ chdi cdp nhat ... 3 - sau khi tién hanh cap nhat van ban di
S ky higu: 70/DEMO-VPUBND File dinh kém: 00.02 H57-69-DEMO-VPUBND-2019 zip
Trich yéu: Demo kiém tra i chdi thu hdi van ban 4 : R, .

Cac noi nhan van Trong co quan:

ban: R .
[1 Ngay ban hanh: 13/06/2019 Ngoai co quan: L.

. UBND thanh pho Hué
Nguol ky- Trung tAm Cong nghé thong tin tinh
S6 ky higu: 71/DEMO-VPUBND S& DU lich
Trirh uhn- Namn Lidm fra 15 shAl nhdn uln hin thou thi 4 S6 X4y ding
Tong s6 23 = 2 3 = 5 [v Nhom co quan: v

Cac budc thuwe hién:
1. Chon van ban di can xem, dé
ngoai théng tin van ban.

mé& théng tin chi tiét & vang phai. O day

2. Kich tab “Lich st xt ly”, d& xem théng tin lich st x¢ ly.

Lich str cap nhat trang thai xw Iy van ban

0/4 co quan tra I

Lich str cap nhat trang thai xir ly
1. UBND thanh phé Hué - (Da tiép nhan)
2. Trung tam Céng nghé théng tin tinh - (D3 dén (Chwra vao
3. 5& Du lich - (Tir chéi liy lai/cap nhat vin ban)

Ngay thirc
hién

Bon vi thre

- Ngudi thire hién
hién gt thrc hic

14/06/2019

< . V& Quang Minh
14/06/2019  Vén ph A

an pnong Nhan
14/06/2019

- . V@ Quang Minh
14/06/2019  Van phong 9

Nhan

4. 5& Xay deng - (Da dén (Chira vao sé))

HueCIT

Dia chi: 6 Lé Lgi, thanh

TRUNG TAM CONG NGHE THONG TIN TINH THU'A THIEN HUE

s6))

Trang thai

N&i dung x@ Iy

B4& nhan nhwng Van th chira vao
sb

Dg tiép nhan - Chuyén: L& Hifu D4 tiép nhan
Minh

D& nhan nheng Van thr chra vao

sb

NP e x a Tt chbi I4y lai/cAp nhat van ban
ilr choi cdp nhat van ban Y falitap nna

190
phd Hué. Website: www.huecit.vn

Dién thoai: (0234).3823650



Tai liéu hwéng dan stie dung phan mém Quan ly Van ban va biéu hanh

2.6.10. Phat hanh lién quan

HueCIT-eDOC

Chtrc ndng cho phép hién thj tat ca cac van ban di ma cé chon glvi dén ngudi
trong co’ quan, phuc vu cho muc dich tra ctru khi can thiét. Theo déi dwoc van

ban nao chwa doc va da doc.

Chirc nang van ban phat hanh lién quan dwoc kich hoat ttr trinh don chirc
nang Van ban di/Phat hanh lién quan, v&i giao dién thé hién nhu sau:

VAN BAN PHAT HANH LIEN QUAN

56 ky higu, Trich yéu Q A

VAN BAN BI
[J Ngay ban hanh: 18/01/2019

86 thir tw téng hop:

Ngurov ky: L& Vinh Chién i
Trich yéu: Vé viéc ké hoach nghi phép nam 2019 86 van ban:

VB thwong/QPPL:
[ Ngay ban hanh: 25/12/2018 Ngdy ban hanh:
N ky: L& Vinh Chién

" . o Loai vin ban:
Trich yéu: DEMO dbi voi Demo 911

Do mat:
1 Ngay ban hanh: 05/12/2018
Ngdi ky: L& Vinh Chién

Nguwoi ky:
Trich yéu: K&t qua danh gia phan loai cdng chikc, s
vién chirc nam 2018 Trich yeu:

File dinh kém:

[J Ngay ban hanh: 22/11/2018

N ky: L& Vinh Chién Cac noi nhan vin
Trich yéu: Trién khai K& hoach sé 83-KH/TU ngay ban:

10/9/2018 cda Tinh ty vé “trién khai thue hién Chi

thi 6 21-CT/TW cda Ban Bi thir Trung Fong Bang

vé tiép tuc ddy manh céng tac phu nit trong tinh

hinh méi* cda Trung tAm Cong nghé théng tin tinh.

[J Ngay ban hanh: 21/11/2018

Ngdi ky: L& Vinh Chién

Trich yéu: Vé& viéc ban hanh Quy ché td chire va
hoat déing H6i ddng Khoa hoc, sang kién Trung tam
Céng nghé& Thing tin

[l
<

Téng 5615

<< < 1 2 3 > >>

Cac budc thwe hién:

Mirc d6 quan trong:

Titch @) Chuadoc @D Didoc @

42 $6 di theo s6:
56 van ban di

VB hanh chinh sbiky hiéu géc:

18/01/2019 Loai van ban chi dao:
Thong bao Linh vwe:

Thirdmg Dd khan:

Binh thwedng Ngwéi soan thao:

Lé Vinh Chién Chirc vu:

V& viéc ké hoach nghi phép nam 2019

00.59 H57-23-TB-CNTT-2018 doc
00.59 H57-23-TB-CMTT-2019-PL1_signed. pdf

Trong co quan:

L& Vinh Chién

Hoang Thi Ngoc Dung
Nguy&n Thi Hrong Lai
H& Minh

L{F Thi Tra My

Pham Van Tan

Nguyén DiFc Thién
Nguyén Thiy Trang

Lé Phirdc Binh

Nguyén Viét Minh Drong
Tran Anh Hién

Phung Van Hoa

B Xuan Huyén

Mguy&n Thanh Man
Mguy&n Hifu Thanh Nam
Ngd Trong Mghia

Phan Van Hoai Nhan

23

23/TB-CNTT

Khéng cén phan hi
Té chiFc can bd
Thurong

Pham Van Tén

Giam dbc

1. Thwc hién loc van l;én theo diéu kién (théng qua viing loc), hay chon nhanh
tlr menu ngang {Tat ca, Chwa doc, Da doc}.

2. Kich chon van ban can xem.

3. Kich file dinh kém, dé tai vé va danh dau da doc van ban do.

HueCIT

TRUNG TAM CONG NGHE THONG TIN TINH THUA THIEN HUE

Dia chi: 6 Lé Loi, thanh phé Hué. Website: www.huecit.vn
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2.6.11. Toan b6 van ban di

Chtrc ndng cho phép tra clru toan bd van ban di da dwoc vao sb. Chirc nang
dworc kich hoat tlr trinh don chirc nang Van ban di/Toan bd van ban, véi giao
dién thé hién nhw sau:

TRA CUFU VAN BAN Bl THEO TOAN BO
Tir khoa Q' Y

2019 (33)

Ngay ban Ngu&i soan
hanh thao

STT Sb hiéu gbc

Bonvisoanthdo  Trich yéu

Nguyén Van

1 106/UBND-DEMO 30 18/01/2019
Ngoc

Ban Tiép Cong dan Demo, UBND finh gi¥i van ban chi dao

Phong Hanh chinh

2 105/UBND-DEMO 29 18/01/2019  Hb Anh Toan PR
- TO chirc

Demo. UBND gi¥i van ban chi dao

Phong Hanh chinh

3 5/DEMO-VPUBND 13 18/01/2019 HG Anh Toan PR
- TO chifc

Demo, VPUBND tinh giri vdn ban

4 103/UBND-DEMO 27  17/01/2019 H Anh Toan Phong Hanh chinh  Demo, UBND tinh guri van ban ve viéc bao cao tinh hinh s

- T6 chirc dung phién ban phan mém HSCV mdi
102/2019/UBND- 5 = Phong Hanh chinh  Demo, UBND giFi van ban ngay 17_01 (VB QPPL, Cong thi,
5 26 17/01/2019 HG Anh Toan z 9 . . : gay 1701 ( 2
DEMO - TG chiFc Bién Iwrc)
Tdng s6 33 5 |+
<= = 1 2 3 4 5 6 T > ==

Cac buwdc thwe hién:
1. Thyec hién loc van ban theo diéu kién (thdng qua ving loc).
2. Kich chon van ban can xem, de hiéen thi trang théng tin chi tiét van ban.
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o o

VAN BAN Bl
$0 thir tw tong hop: 27 $6 di theo sé: 103
86 vin ban: Demo di
VB thw&ng/QPPL: VB hanh chinh sé/ky hiéu géc: 103/UBND-DEMO
Ngay ban hanh: 17/01/2019 Loai vin ban chi dao: Van ban chi dao
Loai vin ban: Quy dinh Linh vwe: Thirong mai
Do mat: Thiréng Dé khan: Thirdng
Mirc d6 quan trong: Binh thirdng Ngw&i soan thao: HO Anh Toan
Nguwi ky: Phan Ngoc Tho Chirc vu: Chd tich
Trich yéu: Demo, UBND tinh gi¥i vén ban vé viéc bao cdo finh hinh sl dung phién ban phdn mém HSCV mdi
File dinh kém: 00.00.H57-103-UBND-DEMO-2019.doc
Cic noi nhan vin ban: Trong co quan:

Ngoai co gquan:
* S& Van hoa va Thé thao

Cac co quan to chirc khac:

Danh sach y Kién chi dao:

Chuyén vién "
NGi dung chi dao lheoydm Co quan thiec hién/Trang thai

S& VHTT bao c&o finh hinh siF dung phan mém HA Anh Toan | SO V&N hoa va The thao - 31/01/2019
phién ban méi Ch& xac nhan i ]
S& 6 van ban chi dao cac don vi free thude e 13 ann Toan | S0 Van noa va Thé thao - 25/01/2019
hién xF Iy cong viéc trén mai triedng mang. Chura thirc hién trong han (i ]

. Kich chon biéu twong xem tinh hinh thwc hién ©, dé chuyén dén trang
cong viéc cla y kién chi dao twong ng.

Kich chon lién két ti trwérng “Tra 10 van ban™, dé mé trang xem chi tiét
cla van ban dén twong &ng.

Kich chon tab “Lich sty xtr ly van ban”.

. Kich chon don vi nhan, dé xem théng tin tinh trang x Iy.
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Lich sir x&F Iy van ban

Lich sir cdp nhit trang thai xir Iy vin ban

1M co quan tré &

Danh sach van ban phan héi

Co quan phan hoi S6 Ky hiéu vin ban phan hoi

3509/STC-GCSEDN

12/20/2019 9:52:22 AM S& Tai chinh
[20112/2019]

Lich str cap nhat trang thai xw ly

1. $& Tai chinh - (Hoan thanh) -

Ngay thirc hién  Don vi thire hién Ngwdi thire hién NGi dung XU Iy Trang théi Banh gid
18/12/2019 DA nhéan nhung Van thir chira vao sé

19/12/2019 Nguyén Van Khiét B3 chuyén thirc hién cho Phong Quan Iy Gia - Cong s&n va Doanh nghiép,

19/12/2019 Phong Quan Iy Gid - Cong s&n va Doanh nghiép  Nguyén Duyén D3 chuyén thirc hién cho Ngé Phi Hang - nphung stc,

19/12/2019 Phong Quéan Iy Gia - Céng sén va Doanh nghiép  Ngd Phi Hing Vv phirong an thué tai san cong tai Trung tam Céng nghé thong tin tinh

19/12/2019 Phong Quan Iy Gid - Céng san va Doanh nghiép  Ngd Phi Hing Vv phirong an thué tai san cong tai Trung tdm Céng nghé thong tin tinh

20/12/2019 Tran Ba Man Péng ¥ Hoan thanh dy thao

2011272019 Phong Quén Iy Gid - Cong s&n va Doanh nghiép  Ngd Phi Hing Hoan thanh 3599/STC-GCSEDN

[20112/2019] €

DPiém cha y:
- Né&u van ban di co y kién chi dao, sé xuét hién danh sach y kién chi dao.
Cac nei nhan van Trong co quan:

ban: .
Ngoai co quan:

UBND huyén Phi Lic
S& Xay dung

Céc co quan td chirc khac:

S:I,n;a?m y kien NGi dung chi dao Chuyén vién theo d6i | Co quan thirc hién

. o S& Xay dung
1 Giao S& xay dung phdi hop Pha Loc bao cao | NGUyen Xuan Hung 30/09/2018 @

UBND huyén Phi Lic
- Né&u van ban di nay la tra I&i cia mét van ban dén, sé xuét hién trwdng Tra
|>i van ban vai lién két van ban dén twong &ng.

Cac nei nhan van Trong cor quan:

ban: .
Ngoai co quan:
S& Thong tin va Truyén thang
Cac co quan td chirc khac:
Tra I1&i van ban: 984/STTTI-TTBCXB - Viv gdp v dw thio D& an “Tang cwéng hoat déng truyén théng vé du lich”

- O vung loc, néu cé nhiéu co quan ban hanh, sé hién thj thém diéu kién loc
theo co’ quan ban hanh. Néu chi c6 mét co quan ban hanh thi sé& an biéu

twong loc Y.
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Ti¥ khoa Y

Van ban di cda co quan

—Tat ca— v

- Théng tin lich st x& ly van ban di, thé hién ca nhirng don vi nhan da gl
trwdc day khi cap nhat van ban ma cé loai bé don vi nhan do.

- Trwéng hop cé cau hinh cho phép khai thac div liéu van ban clia co quan
khac, khi d6 & vung loc danh sach co quan cé thém co quan da cho phép
co quan hién tai khai thac. Vi du & day, trung tdm Théng tin xuc tién du
lich, khai thac dwoc dir liéu van ban cua sé Du lich.

TiF khéa T

Van bdn di cla co quan
--Tét cé— s
—Tat cad—

Trung tdm Thong tin xtc tién du lich
S& Du lich

Nguyén X L
40/DEMO- Phdng Quan x . - e (14 - = PR 5
1 L 26/06/2019 ThiLan ¥ 1 I?iinn Hiku DEMO, kiém tra déng céng viéc ¥ kién chi dao khac trong mét van ban chi dao
Hrong Minh
) Nguyén R . Lé
2 SI0END- 26/06/2019 Van P!“’”g xue Hiku Dur thdo chi trd 1&i mdt céng viéc § kién chi dao (SDL_3)
SDL tien du lich
Hung IMinh
' 02 DEMO, kiém tra tra ciru/tim kiém van ban ik don vi diroc cap quyén. tir cAu hinh kiém tra tao 1ap du thao
3 38/DEMO- 26/06/2019 Quang Véin phong Hiru sauﬂkhl‘lach Ea sir.dlfng !‘\.hIEL"I chyul K?] noi !(hac nh?u f:ho cac ﬂQhIFD \‘ru khac nhau_&"ie U"?U'Ih }at ca‘phu-
SDL Minh - thudc vao 1 két ndi dac biét bén giao viéc goi qua ma ding chung k&t ndi véi tac nghiép vao so vb clia van
Nhan thu"
37/DEMO: \é?JaH —
4 S[;-L : 24/06/2019 o 9 van phong Hiru Demo, van ban chi dao tir sé dén don vi trirc thuge
Nhan Minh
Nguyé R . e . .
RV AV S - LT v g e Sy s pir? }I e | A N A Y W ]

- Mac dinh van ban duwoc sap xép theo wu tién:
o Ngay phat hanh gidm dan.
o Sb ditbng hop giam dan.

2.6.12. Di trong ngay

Chtrc ndng cho phép tra clru van ban di da dwoc vao sb di trong ngay. Chirc
nang dwoc kich hoat tir trinh don chirc nang Van ban di/bi trong ngay, véi giao
dién thé hién nhw sau:
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TRA CUFU VAN BAN Bl TRONG NGAY

Tir khoa Q h ¢
.. .. _«_ S0 Ngayban Ngw&i soan  Don vi soan . a
STT S0 hiéu goc E — . P Trich yéu
- e e | Hoejmg Phirére P.h’ong thoam Tinh hinh, K’et quafong tac“phong_ chong té nan x& hoi nam 2018 va
Nhat gido - VVan x3 phirong hrdng nhiém vu nam 2019

189/Qb- Durong Phurdc . z W& viéc cong nhan danh hiéu thi dua va khen thidng thanh tich cong
2 919 23/01/2019 . Phong Tong ho R - = N = =
UBND Phi 9 TONGNOP 44 nam 2018 cho Gong ty C& phan Cang Thuan An
3 443/UBND- 918 23/01/2019 Hoé?ng Viét Phéng Kinh i Vf\'.'nho’p tejc V@i VNPT vé trién khai B0 thi théing minh tai tinh Thira
CcT Curdng Thién Hué
442/UBND- Nguyén Thanh _ N = A S e (12 I
4 S 917  23/01/2019 M?‘)n{; Phong MNoi chinh  Wiv kiém fra, gidi quyét va tra 1&i don cda dng Lé Phirdc Hieu
1858/QD- Bang Ngoc . P - - X . . . P
5 o 916 23/01/2019 Aﬁhg 9c Phdng Noi chinh  Phé duyét Chirong trinh cdng tac nganh T phap nam 2019

Tong s6 25

<< < 1 2 3 4 5 = ES

n
i

Cac buwdc thwe hién:

1. Thwe hién tim kiém van ban theo diéu kién ti ving loc néu can.

2. Kich chon van ban can xem, dé& mé trang théng tin chi tiét van ban.
3. CAc thao tac tiép nhw muc tra clru theo toan bo van ban.

2.6.13. Theo ngay ban hanh

Chtrc ndng cho phép tra clru van ban di da dwoc vao sé theo ngay ban hanh.
Chirc nang dwoc kich hoat tlr trinh don chirc nang Van ban di/Theo ngay ban
hanh, v&i giao dién thé hién nhw sau:
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TRA CLFU VAN BAN Bl THEO NGAY BAN HANH

Tir khéa Q

Nam 2013 (17)

Thang 1 (17)

» Ngay 18 (2)

STT Sohiéugdc SO6di Mgay ban hanh Ngwdi soan thao Bon vi soan thao Trich yéu

1 23TB-CNTT 42  18/01/2019 Pham Van Tan  Phong Hanh chinh - Tdng hop Veé viéc ké hoach nghi phép nam 2019

2 22/CNTT-HC 40 18/01/2019 Pham V&n Tan  Phong Hanh chinh - Tdng hop Viv ding ky danh higu thi dua ndm 2019

Tong s6 2 20 |v

Ngay 16 (1)

Cac buwdéec thyee hién:

Thuwe hién tim kiém van ban theo diéu kién tw viing loc néu can.
Kich chon nam/thang/ngay, dé hién thi danh sach van ban.

Kich chon van ban can xem, d& mé trang théng tin chi tiét van ban.
Céc thao tac tiép nhw muc tra ctru theo toan bd van ban.

HwnNE

2.6.14. Theo loai van ban

Chtrc nang cho phép tra clru van ban di da dwoc vao sb theo loai van ban.
Chtrc nang dwoc kich hoat tr trinh don chirc nang Van ban di/Theo loai van
ban, v&i giao dién thé hién nhu sau:
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TRA CU'U VAN BAN Bl THEO LOAI VAN BAN
Tir khoa Q
Céng van (815)
Coéng van - CV (2)
Gidy chirng nhan (9)

Quyét dinh (897)

36 hiéu Ngay ban Ngu&i soan  Bon vi soan

5 : s i - Trich yéu

gbe hanh thao thio Y
1 380/QD- 281 20M1/2018 Le.\:'rnh \:’e \necnphe duyét n;lu)c Irong nang e hiéu qua va lrong khuyen khich doi voi

CNTT Chien ong Ngd Trong Nghia

. ) Phong Hanh

377IQD- Hoang Thi . x PO, A . ik = o
2 270 27/11/2018 g Tt chinh - Tong Ve viéc cong nhén sang kién cap Trung tam nam 2018

CNTT MNgoc Dung

hop
. Phong Hanh P - T O . PR . s

365/QD- Pham Van . z Ve viéc ban hanh Quy ché to chirc va hoat ddng Hi dong Khoa hoc, sang kién
3 261 21M11/2018 & chinh - Tong - . o . .

CNTT Tan o Trung tAm Cong nghé Thdng tin

362/QD- Tran Vinh N . V& viéc cap chirng nhan Lap trinh web huéng dbi ftrong OOP véi PHP & MySQL
4 257 15/11/2018 Phong Bao tao .

CNTT Hanh 9 *  cho hoc vién I&ép PHP-K28

— . V& viéc ban hanh guy dinh gi& chudn va finh thi lao day virot gir chuan dbi véi
5 253 14/11/2018 Phong Daotao  giang vién co hifu, chuyén vién day thém, chuyén vién diroc mign cdng tac

CNTT Son . PO = =
chuyé&n mén dé giang day cua Trung tém
Téng sb 898 5 |+
LS < 1 2 3 4 5 6 7 8 9 10 11 = B

Cac budc thwe hién:

1. Thwc hién tim kiém van ban theo diéu kién tt ving loc néu can.

2. Kich chon van ban can xem, d& mé trang théng tin chi tiét van ban.
3. Céc thao tac tiép nhw muc tra clru theo toan bo van ban.

2.6.15. Theo linh vuc

Chtrc ndng cho phép tra clru van ban di da dwoc vao sb theo linh viwre. Chire
nang dworc kich hoat ttr trinh don chirc nang Van ban di/Theo linh vic, véi giao
dién thé hién nhw sau:
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TRA CUFU VAN BAN Bl THEO LiNH VUC

Tir khda

Céng nghé Théng tin (83)

5. s S
STT S0 hiéu goc

[ EVEED]
hanh

Ngwrdi soan
thao

Bon vi soan thao

Trich yéu

16/BC-
CNTT

2 8MH-CNTT

453/CNTT-

3 NC

4 460/CNTT-
NC

5 459/CNTT-
NC

Téng s6 83

<< <

Dat dai (1)

32

321

1

1

Dau tw xay dwng (1)

Cac budéce thuwe hién:

11/01/2019

08/01/2019

28/12/2018

28/12/2018

28/M12/2018

Hoang Thi
Ngoc Dung

HS Minh
Nguy&n Thi
Thanh Thiy

Nguyén Thi
Thanh Thiy

Nguyén Thi
Thanh Thiy

Phong Hanh chinh -
Tbng hop

Phong Hanh chinh -
Téng hop

Phong Mghién clru va
Trién khai (Png dung

Phong MNghién clru va
Trién khai (Png dung

Phong Mghién clru va
Trién khai (rng dung

V& hién trang Trung tAm Cong nghé thong tin tinh ThiraThigén Hué
khi tham gia vao Chudi Cdng vién phan mém Quang Trung

Vé viéc t6 chirc 1am thém gié tai Trung tdm Céng nghé théng tin
tinh nAm 2019

Viv déng ky hé tro dao tao phan mém QLVBAHSCV

Viv hé tror dao tao phan mém QLVBAHSCY

Viv hé tro dao tao phan mém QLVB&HSCV

1. Thuc hién tim kiém van ban theo diéu kién tir viing loc néu can.
2. Kich chon van ban can xem, dé m¢ trang thong tin chi tiét van ban.
3. Cac thao tac tiep nhw muc tra ctru theo toan bd van ban.

2.6.16. Theo ngwei ky

Chtrc ndng cho phép tra clru van ban di da dwoc vao sé theo ngudi ky. Chire
nang duwgc kich hoat tlr trinh don chrc nang Van ban di/Theo nguwdi ky, voi
giao dién thé hién nhw sau:

HueCIT
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TRA CUFU VAN BAN DI THEO NGUO| KY
Tir khéa Q

Lé Vinh Chién (179)

Ngay ban Ngroi soan
hanh thao

Bon visoan thdo  Trich yéu

23/TB- Phong Hanh chinh

1 —_— 42 18/01/2019  Pham Van Tan “Téng hop V& viéc ké hoach nghi phép ndm 2019
22/CNTT- R Phang Hanh chinh - . . : -
2 40 18/01/2019  Pham Van Tan = 9 Viv dang ky danh hiéu thi dua nam 2019
HC - Tong hop
19/KH- Nguy&n Thi Phong Hanh chinh | ) . _ .
3 38 16/01/2019 . z Cong tac phong. chong tham nhiing nam 2019
CNTT Hrong Lai - Téng hop g tac pnong. chong g
17/BC- R Phang Hanh chinh Ao e . . e . o 2 .
4 34  14/01/2019  Pham Van Tan = < Vé viéc finh hinh thiee hién Quy ché dan chid & co s& nam 2018
CNTT - Tong hop
5 16/BC- 28 11/01/2019 Hoang Thi Phdng Hanh chinh V& hién trang Trung tAm Céng nghé thang tin tinh ThirFaThién Hué khi
CNTT Ngoc Dung - Téng hop tham gia vao Chuéi Céng vién phan mém Quang Trung
Téng s6 179 5 |v
<= < 1 2 3 4 5 6 7 8 9 10 11 > >

Nguyén Dwong Anh (1)

Cac budéce thuwe hién:
1. Thuc hién tim kiém van ban theo diéu kién tir viing loc néu can.
2. Kich chon van ban can xem, dé m¢ trang thong tin chi tiét van ban.
3. Cac thao tac tiép nhw muc tra clru theo toan bd van ban.
DPiém cha y:
- Danh sach duoc sap xép theo thir tw alphabet tdng dan cta “TEN” nguoi
ky.
2.6.17. Theo ngw®i soan thao

Chwrc ndng cho phép tra ctru van ban di da duwoc vao sé theo ngwdi soan
thao. Chirc nang duwoc kich hoat ttr trinh don chirc nang Van ban di/Theo nguoi
soan thao, v&i giao dién thé hién nhw sau:
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TRA CU'U VAN BAN Bl THEO NGUOT SOAN THAO

Tir khéa Q

D& Xuan Huyén (3)

S6  Ngay ban
hanh

STT 56 hiéu goc

Bon vi soan thao Trich yéu

Phong Dich vu va

3T6/CNTT- B6 Xuan A . . Vv nghiém thu Giai doan 01 céc goi thau thude di &n Xay dung Cong dich
1 267 27/11/2018 2 Ha téng Céng nghé 1ghic e e A T L s
HC Huyen N vu cdng trwee tuyén tinh Thira Thién Hué
thong tin
e T th)l:g Di_c[1 vu va . V.fy gép’»y chCl.lrchr?g dé“u tw d\L_P 'f’m 'GEEEJ lLI’\dL_I’ éﬁ "péu tw hé’lhénng c&:meﬂra
2 - 241 08/11/2018 ——— Ha tang Cdng nghé giam sat an ninh cdng céng va x(r Iy cac hanh vi vi pham phap ludt ve trat te
v thdng tin an toan giao théng trén dia ban tinh Thira Thién Hué giai doan I”
. Phong Dich vu va
3 ;if”c“ﬁ' 236 31/10/2018 SS )él;an Ha tang Cong nghé Ve viéc thanh toan tién thué van phang
v thong tin
Tbng s6 3 20 |~
Hé& Minh (15)

Hoang Thi Ngoc Dung (30)

Cac buwdc thwe hién:

1. Thwce hién tim kiém van ban theo diéu kién t viing loc néu can.

2. Kich chon van ban can xem, dé& mé trang théng tin chi tiét van ban.
3. CAc thao tac tiép nhw muc tra clru theo toan bo van ban.

DPiém cha y:
- Danh sach duoc sap xép theo thir tw alphabet tdng dan cta “TEN” nguoi
soan thao.

2.6.18. Theo co’ quan nhan

Churc nang cho phép tra clru van ban di da dwoc vao sé theo co’ quan nhan.
Chtrc nang dwoc kich hoat ttr trinh don chirc nang Van ban di/Theo co quan
nhan, v&i giao dién thé hién nhw sau:
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TRA CUFU VAN BAN Bl THEO CO QUAN NHAN

Tir khda

S$& Céng Thwong (10)

S& Du lich (5)

S& Gido duc va Pao tao (5)

s6

Ngay ban

NgLrdi soan

Bon vi soan thao

Trich yéu

STT S6 hiéu gbc g

420/CNTT-

1
NC
2 404/CNTT-
NC
3 1/UBND-BIN
4 SICNTT-BT
5 313/TB-
UBND
Téng s6 5

S§& Giao théng Van tai (6)

282

35

293

hanh

21/12/2018

14/12/2018

07/12/2018
10/01/2017

26/10/2015

56 Ké hoach va Dau tw (43)

Cac buéc thwe hién:

thao

Nguyé&n Thi
Thanh Thiy

Lé Quéc Thinh

L& Vinh Chién

Phong Nghién clru va
Trién khai (g dung

Phong Nghién clru va
Trién khai (g dung

Viv dang ky hd fro dao tao phan mém QLVB&HSCVY

Viv khao sat phuc vu nghién clru xay deng Hé théng ma dinh
danh trong chinh quy&n dién ti¥ tinh Thira Thién Hué

[Demo] Gui VB cap S&

Viv Bang ky té chiFc thi va cAp chieng chi (fng dung CNTT
Théng bao viv gidi thigu chiec danh va mau chif ky Pho Giam
déc Trung tAm CNTT finh Thira Thién Hué.

20 |~

1. Thuc hién tim kiém van ban theo diéu kién tir viing loc néu can.
2. Kich chon van ban can xem, dé m¢ trang thong tin chi tiét van ban.
3. Cac thao tac tiép nhw muc tra ctru theo toan bd van ban.

2.6.19. Theo sé van ban

Chtrc ndng cho phép tra ctru van ban di da dwoc vao sb theo sb van ban.
Chtrc nang dwoc kich hoat tir trinh don chirc ndng Van ban di/Theo sb van ban,
v&i giao dién thé hién nhw sau:
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TRA CU'U VAN BAN Bl THEO SO VAN BAN

Tir khéa Q

$6 van ban di (108)

[EVEED] Nguwrdi soan  Bon vi soan

£, . s S0 Lo
STT S0 hiéu goc e thao thao Trich yéu
= Phong Hanh
23/TB- Pham Van . =z PO F A
1 42 18/01/2018 P chinh - Tong Ve viéc ké hoach nghi phép nam 2019
CNTT Tan
hop
< Phong Hanh
2 E':gCNTT_ 40  18/01/2019 _Tgim van chinh - Téng Viv dang ky danh hi€u thi dua nam 2019
hop
» ~ Phong Hanh
19/KH- MNguyen Thi . x - . . 5 = -
2 38 16/01/2019 .. chinh-Ton Cong tac phong, chong tham nhiing nam 2019
CNTT Hurong Lai 9 : el : :
hop
= Phéng Hanh
17/BC- Pham Van . = PR . . o e P 3 =
4 e 34 14/01/2019 Tér-1 chinh - Tdng Ve viéc tinh hinh thiee hién Quy ché dan chd & co s& nam 2018
hop
5 ~ Phong Hanh - . . e e i iE . . £ )
5 16/BC- | Hoang Thi chinhg . V€ hién trang Trung tam CoOng nghé théng tin tinh ThiFaThién Hué khi tham gia
CNTT Ngoc Dung hop 9 vao Chudi Céng vién phan mém Quang Trung
Téng s6 108 5 |v
< < 1 2 3 4 5 6 = =

Cac buwdc thwe hién:

1. Thuwce hién tim kiém van ban theo diéu kién t viing loc néu can.

2. Kich chon van ban can xem, dé& mé trang théng tin chi tiét van ban.
3. Céc thao tac tiép nhw muc tra clru theo toan bo van ban.

2.6.20. Tim kiém van ban di

Chtrc nang cho phép tim kiém tat ca van ban di da vao sb theo diéu kién co
ban hay c6 thé tim kiém theo cac diéu kién nang cao. Chirc nang dworc kich
hoat t trinh don chirc ndng Van ban di/Tim kiém van ban di, v&i giao dién thé
hién nhuw sau:
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5

TiM KIEM VAN BAN BI

Cor quan nhan:

Ngay ban hanh:
S6/Ky hiéu:

Loai vin ban:
Loai phan héi VB:
Pon vi soan thao:

Trich yéu:

KET QUA TilM KIEM VAN BAN BI

So Ngay ban E:-o’n vi soan
Haubiseanee

279/TTr-

CNTT
280/CNTT-HC 187
281/CNTT-HC 188
278/QD-

CNTT 185
275/BC-

CNTT 182

Téng sb6 2284

24/09/2018

24/09/2018

24/09/2018

21/09/2018

20/09/2018

Tatca x v

DPén ngay:

VB hanh chinh/QPPL: Thteh -

Linh vwe:

Thtca- | Nguéiky:

Ngwé&i soan thao:

(1]

V& viéc dé& nghi phé duyét Danh muc dich vu st nghiép cong thudc finh vee CNTT @é dét hang cho Trung tam

W@t i thirc hién nam 2019

Hoang Thi Ngoc

- V& viéc tiép tuc ra soat, thirc hién viéc chuyén don vi st nghiép cong Iap thanh cong ty cd phan

H& Minh V& viéc bao cao tinh hinh thu hoat ddng dich vu nam 2018 va di toan nam 2019

Hoang Thi Ngoc

o V& viéc ban hanh Quy ché theo déi, ddn dbc, kiém viéc thire hién nhiém vu Lanh dao Trung tm giao

Hoang Thi Ngoc

— K&t qua thire hién chirong trinh cong tac Qui lll va ké hoach Quy IV nim 2018

<flz245678910 1 > s o

a. Tim kiém co ban

Cac budc thwe hién:

ahrwnNE

HueCIT

Kich hoat, méac dinh tim kiém theo co’ ban.

Vao di liéu can tim kiém.

Kich “Tim kiém”, dé thwc hién tim kiém van ban theo di liéu dwa vao.
Kich “Téat ca”, dé thwc hién tim kiém tat ca van ban.

Kich lién két Sé/ky hiéu, d& mé trang xem chi tiét van ban twong ng.
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Chi tiét van ban
s6/ky hiéu géc: 548/SKHCN-TOC Ngay ban hanh: 01/07/2018

N

Co quan ban hanh:
Trich yéu:

File dinh kém:
Ngay dén:

Ngay vao sé:

56 dén téng hop: 45
$8 vin ban: DEN
Loai van ban: Phiéu y kién
Ngweri ky:

B6 mat: Mat

Mirc do quan trong: Binh thieéing
Phan quyén xem:

Théng tin luan chuyén van
ban:

b. Tim kiém nang cao:

S& Khoa hot va Cong nghé

8/29/2018 9:03:59 AM

8/29/2018 9:09:00 AM

Khéng cé phan quyén xem

Xem théng tin ludn chuyén van ban gbc

Vv méi tham gia tap hudn chuyén dbi ISO 9001:2008 sang ISO 9001:2015

Ngay vb gidy dén:

Vao s6 ding han:

8/29/2018 9:04:00 AM

Vao sd ddng han

$6 dén theo sé: 7

VB thwéng/QPPL:

Loai phan héi VB:

VB hanh chinh

Céan phan hdi

Chirc vu:
D6 khan: Thisding
Linh vwe: Thirong mai

G&i vdn ban qua mang:

Gi¥i van ban gidy

Giao viéc

Kich hoat, mac dinh tim kiém theo co ban.

Kich chon tab Nang cao, dé mé ra viing loc v&i nhiéu tiéu chi hon dé ho
tro hoat déng tim kiém hon

~
x

Co quan nhan: . S6vin ban: .
6 di theo s6: Dén s6:
Ngay ban hanh: = Dén ngay: =
SO/Ky hiéu: VB hanh chinh/QPPL: 14 2 »
Loai vin ban: . Linh vye: -
Loai phan hdi VB: Tt cA .| Ngwoi ky: .
Pon vi soan thao: . Ngwé&i soan thio: .
Do mat: _Thtca- v Dokhan: _TAtca— v
Trich yéu: o0
3. Cac buac tiep theo nhw tim kiem co ban.
biém chay:
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- Trwdng hop, nguwdi dang dang nhap c6 quyén khai thac van ban cia nhiéu
co quan, sé xuat hién thém trwdng Van ban di clia co quan trén truwéng
Co quan nhan:

Van ban di cla co quan: V&n phong UBND finh 5

Co quan nhan: T4t 3 % -

- Trwdng hop cé cau hinh cho phép khai thac di liéu van ban cla co quan
khac, khi d6 & vung loc danh sach co quan co6 thém tred'ng théng tin “Van
ban di clia co quan” va danh sach bao gém co’ quan minh va cac co quan
da cho phép co quan hién tai khai thac. Vi du & day, trung tdm Théng tin
xuc tién du lich, khai thac dwoc di liéu van ban clta s& Du lich.

Co ban

Van ban di cua co quan: Trung tdm Théng tin xdc tién du lich N v
Trung tdm Thdng tin xic tién du lich

Co guan nhan: S¢& Du lich

- Mé&c dinh van ban dwoc sap xép theo wu tién:
o Ngay phat hanh gidm dan.
o Sb6 di tdbng hop gidm dan.

2.6.21. In sO van ban di theo mau

Chtrc nang cho phép 1ap va in theo cac mau sb van ban di theo mau. Churc
nang duoc kich hoat tr trinh don chiére ndng Van ban di/ln theo cac mau sb VB,
v&i giao dién thé hién nhw sau:
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$6 van ban:

VE hanh chinh/QPPL:

Porn vi xw Iy:
Chuyén vién:

Sap xép theo:

@® -- Tat ca-- O VB hanh chinh O VB QPPL

—Tat ca--

~Tht ca—

SO VB di

Cac budc thwe hién:
1. Kich hoat trang In theo cac m4u sé VB.
2. Nhap mét sb thdng tin can lap sb: Théng tin chung, tiéu chi 1ap va in sé.
3. Kich “Péng y”, dé két xuét ra file Word.

Loai vin ban:

~-Tét ca--

Tai liéu hwéng dan stie dung phan mém Quan ly Van ban va biéu hanh HueCIT-eDOC
LAP VAIN SO VAN BAN DI

Thing tin
Tén co’ quan chd quan: Uy ban nhan dan tinh
Tén co quan: Trung tdm Céng nghé Thoéng tin tinh ~
M3u sé: 36 van ban chuén ~
Chon tiéu chi I&p va in s6
Ngay ban hanh tir: 0111212017 = Bén ngay: 30/09/2018 =

S6 ky hiéu viin | Ngay thing | Tén loai va trichvén | Ngwaiky | Ponvi Noi nhin vin bin | Pon vi, Sé lwpng | Ghi chi
ban vin ban néi dung vian ban soan thio ngwdinhin
bin hru
1/QD-SDL 04/01/2018 | Ban hanh Danh muc céc | L& Hiu Van phong | La Thi Thanh V& Hoang | 1
16p di¥ liéu GIS chuyén | Minh Luyén, L& Ngoc Lién Minh
nganh Du lich va trach Sanh, Nguyén Vin
nhiém cdp nhit cac lop Phuc, ...
dir lidu
2/BC-SDL 02/01/2018 | Béo cdo két qua thwe L& Hitu Thanh tra Nguyén Thi | 1
hién Chi thi s§ 20/CT- | Minh Thiy Hing
TTg trong nim 2017
3/SDL-QLLT 03/01/2018 | Viv t6 chire céc hoat Lé Hiru Phong Quéan | Lé Ngoc Sanh, Ngb Thi 1
déng va bdo cdo khach | Minh Iy co s& lvu | Nguyén Théi Hoa, | Anh The
Tét Neuyén ddn Miu tri Hiép héi du lich,
Tudt 2018 Céc doanh nghiép
du lich trén dia ban
tinh.
4/QD-SDL 11/01/2018 | Vé viée cdp thé hwéng | Lé Hou Phéng Quan | Nguyén Thai Héa, | Nguyén Thi | 1
din vién du lich ndi dia | Minh Iy 1% hanh Lé Hitu Minh, Lan Huong
dot 01/2018
5/QD-SDL 11/01/2018 | V& viéc dbi the hudng | Lé Hitu Phong Quan | Neuyén Théi Hoa, | Nguyén Thi | 1
dan vién du lich quée té | Minh Iy lithanh | Lé Hiru Minh, Tran | Lan Huong
dot 01/2018 Binh Minh Dirc,
6/SDL-QLLH 04/01/2018 | Vi xdc nhén xe 6 16 dat | Lé Hiu Phong Quan | S& Giao théng Van | Nguyén 1
ti¢u chudn vén tai khach | Minh Iy lzhanh | tai, HTXDVVT 6 | Hiu Tué
du lich cia HTX DVVT 6 Tén Trudmg Phét
& t6 Tén Trudng Phét
7/SDL-QLLH 15/06/2016 | V/v cir can bd tham gia | L& Hiu Phong Quan | Phong Van hoa & Nguyén Thi |1
Lép bbi dudng kién thire | Minh I¥lkhanh | Théng tin - UBND | Lan Huong
du lich céng ddng Thanh phéd,
~ > ~ y4 A . A « K ~ . X X
4. Tuay chinh mét s6 thong tin can thiét tw file word dwgc két xuat ra
5. Tién hanh in an tw file Word.
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DPiém cha y:

- Tuy thudc vao chon mau sb, sé co file két xuat twong &ng.
- Céac mau sb dwoc hd tro la:

O

O O 0O 0O 0O 0o 0O O

S6 van ban chuan.
S6 van ban di — (miu VPCP).
B&o céo téng hop van ban di — (mau VPCP).
S6 van ban theo chuyén vién soan thao.
S dang ky van ban mat di cta van thw.
S6 dang ky van ban mat di cia TT lwu tri.
Sb chuyén giao van ban di.
S6 chuyén giao van ban phéat hanh cho bd phan in 4n.
B&o céo théng ké tinh hinh phat hanh van ban dién tl c6 ky sb cla
co quan.
S0 van ban chuan
S6 van di (Mau VPCP)

Bao cao tong hop van ban di (mau VPCP)

S0 van ban theo chuyén vién soan thao

S0 dang ky van ban méat di cda van thu

S0 dang ky van ban mat di cda TT Iwu tri

S0 chuyén giao van ban di

S6 chuyén giao van ban phat hanh cho bd phén in an

Bao cao thong ké tinh hinh phat hanh van ban dién i ¢ ky s6 cla co quan
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2.7. KY SO - CHINH SUA TRUC TUYEN
Chtrc ndng cho phép ky sb céac file dinh kém van ban dy thao, viéc ky sb
dwoc tién hanh trong subt qua trinh tao 1ap cho dén phat hanh van ban. Viéc ky
sb c6 ky ca nhan va ky phap nhan.
Chu y: Bé thwc hién duwoc ky sbé trén phan mém HueClT-eDoc, may tinh ca
nhan can phai trién khai cac thanh phan ha tang cda ky sb.
2.7.1. Cai dat Plugin ky sé
Pé thwc hién duoc ky sb trén phan mém HueClIT-eDoc, can phai thyc hién
kiém tra va cai dat cac thanh phan sau:
2.7.1.1. Microsoft .NET Framework

Microsoft .Net framework phién ban 4 tr¢ 1én. Chu y: V&i Windows 8, 8.1
va 10 da co6 san, khong can cai dat.

Dia chi tai vé:
https://download.microsoft.com/download/9/5/A/95A9616B-7A37-4AF6-
BC36-D6EA96C8DAAE/dotNetFx40 Full x86 x64.exe.

2.7.1.2. Trinh diéu khién thiét bi GCA-01
Dia chi tai vé:
http://huecit.thuathienhue.egov.vn/Portals/0/PhanMemKySoPhienBan2018.zip.
-  Hé théng 32 bit: Kich hoat file gca0O1l-client-v2-x32-8.3.msi.
- Hé thong 64 bit: Kich hoat file gcaOl1-client-v2-x64-8.3.msi.

2.7.1.3. Microsoft Office add-in Microsoft Save as PDF or XPS

- Phién ban trén 2007. ] )
- Neéu phién ban 2007 thi can cai dat add-in sau, dwdng dan tai:
https://www.microsoft.com/en-us/download/details.aspx?id=7.

2.7.1.4. PDF Signing 1.23
Dia chi tai vé:
http://huecit.thuathienhue.egov.vn/Portals/0/PhanMemKySoPhienBan2018.zip.
Kich hoat file: PdfSigning_VungTau.exe dé cai dat.
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https://www.microsoft.com/en-us/download/details.aspx?id=7/
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2.7.1.5. Ghost script 9.25
Dia chi tai vé:
http://huecit.thuathienhue.egov.vn/Portals/0/PhanMemKySoPhienBan2018.zip.
Kich hoat file: gs925w32.exe dé cai dat.
2.7.2. Ky s6 v&i hinh thirc ky nhay
Ky nhay la hoat ddng ky sé dwoc thwc hién tai cac bwéc trung gian
(trinh/duyét) ctia moi vai tro khi tham gia x& ly van ban.
Cac buéc thuwe hién:

1. Tai cac bwdc trung gian trinh/duyét, kich hoat chirc nang ky so, dé kiém
tra dieu kién ho tro ky sO va hién thi ctra sO chon chirng thw so.

2. Kich chon hang muc cta chirng thw thich hop, réi Kich “OK”.

Chen certificate thich hap Nq =n Van Trh v|

Ky bai: Nguyén Van Tinh

Email: nvtinh ttentt @thuathienhue gov.vn
Mgay ca higu luc: 10/31/2017 8:56:58 AM
Maay hét han: 10/29/2027 8:56:58 AM

OK

3. Hé thdng hién thj ctra sb Sign. Kich Sign d& mé clra sd Dang nhap token.

Chu y, ctra s6 khdng tw kich hoat I&n trén, phai dong lan lwot cac cira sb
hién tai dé dén cira so nay.
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Sign

ﬂ See additional information about what you are signing...

visible within the content of this document.

Commitment Type:

You are about to add a digital signature to this document. This signature will not be

|
L

Purpose for signing this document:

To include information about the signer, click the details button,

Signing as: Nguyén Van Tinh
Issued by: Co quan chung thuc so Chinh phu

Sign

Details...

Change...

Cancel

HueCIT-eDOC

Tai day c6 thé chon lai chirng thw khac néu can, bang céch kich chon

Change ...

HUGCIT TRUNG TAM CONG NGHE THONG TIN TINH THU'A THIEN HUE
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Windows Security

Microsoft Word
Select a certificate

Lé Quéc Thinh

Issuer: Co quan chung thuc so Chinh
phu

Valid From: 31/10/2017 to 20/10/2027

Click here to view certificate

properties

Nguyeén Van Tinh

Izsuer: Co quan chung thuc so Chinh
phu

Valid From: 31/10/2017 to 29/10/2027

oK

Cancel

HueCIT-eDOC

4. Nhap mat khau twong rng v&i chivng thw da chon, réi Kich “OK”.

)7/GCA CHUWONG TRINH QUAN LY GCA-01
|

MNhap Mat khiu cua token.

Tén token: VGCAToken

M&t khdu cua token: sesssnsnsl

Mgdn ngtr hién tai: EM
Day 14 ban sao khing c6 ban quyén chi dé danh gia.

Cancel

5. Sau khi hoan thanh, xuét hién théng bao thanh céng sau (kich hoat Word).

Huecrr TRUNG TAM CONG NGHE THONG TIN TINH THU'A THIEN HUE
Dia chi: 6 Lé Lgi, thanh phé Hué. Website: www.huecit.vn
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Signature Confirmation X

Your signature has been successfully saved with this document.
If the dooument is changed, your signature will become invalid.

|:| Don't show this message again

OK

C6 thé chon “Don’t show this message again”, dé Ian sau khéng hién thi
théng bao nay.

DPiém cha y:

- Tép dwoc ky sb sé ghi nhan lich str ky sb qua cac lan.

- Théng qua trinh soan thdo dé& xem lai théng tin lich st ky sb.

2.7.3. Ky sé v&i hinh thirc ky phéat hanh
Ky phéat hanh 1 hoat déng ky sb dwoc thwe hién tai budc phat hanh van ban,
thwdng dwoce vai tro van thu thwe hién, st dung chirng thw so can ky.

Cac buéc thwe hién:

1. Kich biéu twong ky s6 clia van ban dang thao tac, dé bat dau tién
hanh ky so.
Néu cé nhiéu chirng thw so ton tai trén may tinh, chon chirng thw thich
hop roi Kich “OK”. Néeu chi c6 mét chirng thw so thi dén budc tiep theo.

Chon certificate thich hdp Nqn =n Van Trh v|

Ky bai: Nguyén Van Tinh

Email: nvtinh ttentt @thuathienhue gov.vn
Maay cd higu lic: 103172017 8:56:58 AM
Maay hét han: 10/29/2027 8:56:58 AM

OK
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2. Hé thong thuc hién chuyén doi thanh dinh dang file PDF va thé hién trén
ctra sO PDF View Form. Duyét qua cac trang dé xem van ban néu can.
Kich chon va kéo vj tri can thé hién ving ky.

Kinh giri: S Ké hoach va Bdu tu

Trung tim Céng nghé thdéng tin tinh di nhin duoc Coéng vin sb
3006/SKHDT-THQH ngay 24 thang 10 nim 2018 ctia S& K& hoach va Bau tu
vé viée dé nghi gép ¥ du 4n “Xay dung Trung tim giam sat, didu hanh d6 thi
théng minh giai doan I”. Trung tim Coéng nghé théng tin tinh di nghién ctm va
¢6 cic ¥ kién trong phin Phu luc dinh kém céng vin niy.

Kinh d& nghi S¢ K& hoach va dAu tu ghi nhin két qua.

Trén trong./.
Noi nhin: GIAM DOC

- Nhur trén;
- Lwu: VT

Lé Vinh Chién

<L < v 5 5 Dng Hoy bé

3. Kich “Déng y”, dé tién hanh ky.
4. Nhap mat khau twong rng v&i chirng thw da chon, rdi Kich “OK”.

UGS DSLIAL
be=sl

)7/GCA CHUWONG TRINH QUAN LY GCA-01
|

MNhap Mat khiu cua token.

Tén token: VGCAToken

M&t khdu cua token: sesssnsnsl

Mgdn ngtr hién tai: EM
Day 14 ban sao khing c6 ban quyén chi dé danh gia.

Cancel

Néu trén may chi c6 mot chirng thw va da co thire hién ky so lan trwac roi.
Hé thong sé ghi nhan va lwu trir thong tin mat khau, nén bwdc nay hé
thong bé qua.
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5. Sau khi hoan thanh, xuéat hién thdng bao thanh céng sau.

Ki =8 thanh cong!

DPiém cha y:

- CO thé kiém tra két qua bang cach mé file PDF da chuyén ky thanh cong

UBND TINH THUA THIEN HUE CONG HOA XA HQI CHU NGHIA VIET NAM
TRUNG TAM CONG NGHE THONG TIN Péc lip - Ty do - Hanh phiic
Sé: 359 /CNTT-NC Thira Thién Hué, ngay 14 thdng 11 nam 2018

V/v dé nghi gop du dn “Xay dung
Trung tim gidm sat, diéu hanh
d6 thi thong minh giai doan I”

Kinh giri: So Ké hoach va Dau tu

Trung tim Coéng nghé théng tin tinh dd nhin duoc Céng vin s
3006/SKHPT-THQH ngay 24 thang 10 nim 2018 cia So Ké hoach va Pau tu
vé viéc dé nghi gop v du an “Xay dung Trung tim gidam sat, diéu hanh d6 thi
thong minh giai doan I”. Trung tdm Cong ngh¢ thong tin tinh da nghién cim va
c6 cac v kién trong phan Phu luc dinh kém cong vin nay.

Kinh dé nghi S& Ké hoach va dau tu ghi nhin két qua.

Tran trong./.

Noi nhén: GIAM POC
- Nhur trén; Ky béi: Nguyén Van Tinh
- Luu: VT mﬂﬂnunn@mmmimhu

2.gov.m
Cor quan: Tinh Thira
Thién Hué
Théri gian ky- 12/3/2018
4:18:12 PM

Lé Vinh Chién

- O trang théng tin van ban, IGc nay thé hién: C6 mét file PDF ky thanh céng
dwoc thém vao (tén file c6 bd sung thém phan “_signed”), va file gbc twong
tng khéng con biéu twong ky sb bén canh.

H UeC"' TRUNG TAM CONG NGHE THONG TIN TINH THU'A THIEN HUE 215
Dia chi: 6 Lé Loi, thanh phé Hué. Website: www.huecit.vn
Dién thoai: (0234).3823650



Tai liéu hwéng dan st dung phan mém Quan ly Van ban va Diéu hanh HueCIT-eDOC

Chi tiét dw thao vén ban

Vao sb Yéu cAu lam lai

56 téng hop: S6/ky hiéu:

56 di theo s6: §6 vin ban:

Ngay ban hanh: VB thwéng/QPPL: Van ban hanh chinh
Loai van ban: Thé 1& Linh vwe: Buru chinh Vién théng
Do mat: Thiréng D& khan: Thuréng

Mirc d6 quan trong: Binh thiréng Ngwé&i soan thao: Nguyén Viét Minh Dirong
Ngwéri ky: L& Vinh Chién Chirc vu: Giam dbc

Trich yéu: TEST. Viv & nghi gop dw an “Xay deng Trung tam giam sat, diéu hanh dd thi thdng minh giai doan I”

File dinh kem: vanBanDi.doc

vanbandi_signed.pdf

2.7.4. M6t sé diém cha y trong ky sé
2.7.4.1. Pang ky théng tin ban quyén phan mém ky sé

Dé& mét may tinh thwe hién ky sé dwoc, ngoai viéc phai cé cadm chivng thw sb
vao may, con phai dang ky théng tin ban quyén déi véi phan mém ky sé.
- Khi tién hanh kich hoat chirc nang ky sé (ky nhay/ky phat hanh), néu may
tinh chwa c6 dang ky ban quyén, hé théng hién thj ctra sb kich hoat sau.

M kich hoat | 5dagbcd331404298db65584Fa2274) |

Kich hoat

- Nhap ma kich hoat 1a “5da6bc43314042f98fdb65f584fa2274”, réi kich nut
“Kich hoat”. Néu thanh céng sé& c6 ctra sb thong béo “License hop 1&”. Sau
do tiép tuc hoat déng ky sé binh thwdng nhw hwéng dan & hai phan trén.

DPiém cha y:
- Khi gap 16i trong qua trinh kich hoat nhw hinh duéi, chay cong cu thay dbi

sb serialnumber cua 6 dia cirng HardDiskSerialNumberChanger.exe.
L3i e — [ S |

L3i get théng tin kich hoat:  at Newtonsoft.Json.Ling.JObject.Load(JsonReader
reader, JsonLoadSettings settings)
at Newtonsoft.Json.Ling.JObject.Parse(String json, JsonLoadSettings settings)
at Newtonsoft.Json.Linq.JObject.Parse(String json)
at LicenseChecker.ActiveForm.btnOk_Click(Object sender, EventArgs €)

HyeGiT
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2.7.4.2. Thé hién théng tin ky sé phéat hanh
Tai vung ky sé phat hanh, c6 hai théng tin thé hién 1a: Hinh &nh thé hién chi
ky va con diu dbi v&i ngudi ky van ban phat hanh (& thdng tin van ban), va
thdng tin thudc tinh ky sb {Ky b&i, email, co’ quan, thoi gian}.
Dé bat/tat thé hién thdng tin thudc tinh ky s, thuc hién nhw sau:

- Tai khay hé théng (goc dwéi phai man hinh may tinh). Kich phai vao biéu
twong phan mém ky sé.

Cap nhat
V' Hién thithéng m@y{g;{
Théng tin
Thodt
=)

- Kich chon bat/tdt hang muc “Hién thj thdng tin chi ky”.
- Vi du khi c6 chon hién thi théng tin chi¥ ky:

Ky bevi: Mguyén Van Tinh
Email:
mtinh.ticntt@thuathienhu
B.gOv.Vn

Cor quan: Tinh Thira
This Hud

Theri gian ky: 127372018
4:18:12 PM

2.7.4.3. Cap nhat phién ban phan mém ky sé

Dé cap nhat phién ban phan mém ky sb, thao tac nhw sau:

- Tai khay hé théng (goc dwéi phai man hinh may tinh). Kich phai vao biéu
twong phan mém ky sb.

Cap nhat

/. Hién thi thong tu\(@ﬁg‘:ﬁ‘
Théng tin
Thodt

"_Y'

- Kich chon Cap nhat phdn mém.

H Uecn' TRUNG TAM CONG NGHE THONG TIN TINH THU'A THIEN HUE 217
Dia chi: 6 Lé Loi, thanh phé Hué. Website: www.huecit.vn
Dién thoai: (0234).3823650



Tai liéu hwéng dan stie dung phan mém Quan ly Van ban va biéu hanh HueCIT-eDOC

2.7.5. Cai dat cong cu chinh slra trwc tuyén

Pé thuwc hién dwoc chinh stra trwe tuyén trén phan mém HueCIT-eDoc, can
phai thwc hién kiém tra va cai dat cong cu Chinh sra van ban tryc tuyén
(EditOnline).

Cac buéce thwe hién:

1. bia chi tai cdng cu: http://vpubnd.thuathienhue.egov.vn/update/HSCV_EditOnline_v1.zip.

2. Tien hanh giai nén va cai dat.

3. Sau khi cai dat thanh cong, trén man hinh desktop ¢ biéu twong "g kich

hoat dé chay lan dau tién va céng cu thwong tra & khay hé thong.

4. Mac dinh khi kh&i ddng may tinh thi cdng cu cling dwoc kich hoat.

2.7.6. Chinh stra trwc tuyén

Churc ndng cho phép chinh sira truc tuyén file dinh dang word dinh kém & dw
thao, quan ly théng tin ngwoi dung da chinh stra vao thoi gian nao.

Tai cac chirc nang lam viéc véi van ban dv thao hay van ban dvw thao da phé
duyét, c6 cac biéu twong hé tro chinh stra # twong rng. Nhw & chirc ndng soan
thdo dw thao, trinh dw thao, duyét dw thdo, van ban chd vao sb, ....

Cac buwéc thwe hién:

1. Kich chon biéu twong chinh sira trwc tuyén #, d& mé& ctra sé chinh stra
triee tuyen cua file twong ng.

H Uecn' TRUNG TAM CONG NGHE THONG TIN TINH THUA THIEN HUE 218
Dia chi: 6 Lé Loi, thanh phé Hué. Website: www.huecit.vn
Dién thoai: (0234).3823650


http://vpubnd.thuathienhue.egov.vn/update/HSCV_EditOnline_v1.zip

Tai liéu hwéng dan st dung phan mém Quan ly Van ban va Diéu hanh HueCIT-eDOC

— O 4
MNGi dung i ly: Cap nhat du tha .

H g < A A-JEEng B I 2' abke = Document] [C... Table Tools

File Home Insert Design Layout References Mailings Review View B& cing cu Violet Design Layout Q Tell me... Sign in g.ﬂhara

UBND TINH THUA THIEN HUE  CONG HOA XA HOI CHU NGHIA VIET NAM

VAN PHONG Poc lap - Tw do - Hanh phiic
Sé: /VPUB-....(1)......
/5 SRR () IS Thira Thién Hué, ngdy ......thdng ....ndm ....

Vin phong Uy ban nhin dan tinh nhin duoc cong van so

7 N

Pé c6 co 50 tham muu UBND tinh trién khai thye hién, Van phong Uy
ban nhan dan tinh @& NGHI.........cooveeeeeereieeeedd e ee e

Vin phong Uy ban nhan dan tinh d& nghi .....(3).... thie hién cdc noi dung

néu trén./.
Noi nhén: CHANH VAN PHONG. 2y
Page1of1 225words [|#  English (United States) B B - ] + 10

Tién hanh chinh stra néi dung.

Kich “Cap nhat dw thao”, dé tién hanh cap nhat thay dbi cla file thao tac.
DPong ctra sb chinh sira va théng bao “Chinh stra thanh cong!”.

Kich “Hay”, dé hay bd viéc chinh stra trwc tuyén, dong cira so.

C6 thé xem lich st x& ly, bang céach kich chon biéu twong xem lich st
chinh stra 1=, dé mé& ctra sé Lich sl tép dinh kém. Thé hién théng tin cac
lan tao 1ap va chinh sira, thdng tin cé: thao tac, nguwdi thuc hién va thoi
gian twong wng vai file da chinh sira.

00.02. H57.BMO25_TraLoilntlhuong_sdl.docx @ 4
00.02.H57.BM011_TTr-KTIntihuong_sdl.doc ® BB #

HSCV-GM . docx @ #

W N

oA

Lich str tép dinh kém:
5TT Tén tép Thao tac Ngwé&i thwe hién Th&i gian
1 00.02.H57 BM025_TralLoilntihuong_sdl.docx Chinh si¥a trrc tuyén Nguyé&n Thi Lan Huong 22/11/2019 01:54:00
2 00.02.H57.BM025_TralLoi.docx Binh k&m file Nguyén Thi Lan Hwrong 22M11/2019 01:40:00
Bbong
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DPiém cha y:
- O trang hdp thw van ban di, vao sb van ban di. Biéu twong stra tryec tuyén
# thay bang nut Iénh stra B8
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2.8. HO SO CONG VIEC

Nhom céc chirc ndng vé té chire xir Iy cac cdng viéc theo hé so/dy an, gilp
cho viéc gom cac cong viéc theo gbc nhin hé so dwgc thuan tién hon. Mot cong
viéc c6 thé dwoc nam nhiéu hé so khac nhau.

Chtrc nang trao dbéi dwoe kich hoat tr menu chirc nang Hé so, c6 giao dién
nhw sau:

HO SO CA NHAN ~
Tén hd s Trang théi Mgay bat dAu  Ngay két thic

1 DuLichPortal Cdng thong tin Du Lich bang thire hién 20M12/2017

2 WebDichWu Website dich vu bang thuec hién | 01/01/2017 30M2/2017

3 SO Hé thdng 1SO Online bang thwc hién | 03/01/2017 30M10/2017

4 HTTT Hé thdng théng tin finh Thira Thién Hué bang thuec hién | 05/05/2017 30M2/2017

5 Planner Module K& hoach va Bao cao bang thuec hién | 09/05/2017 20/12/2017

= ClearancelM HTTT Giai phéng mét bang bang thuec hién | 01/06/2017 30M2/2017

7 550 He thong tai khodn ngwrdi siF dung bang thuec hién | 07/06/2017 3112/2018

8 550 He thong xac thirc tép trung SSO Dang thwc hién | 07/06/2017 31/12/2018

9 QLVBBH QLVB&DH - Quan Iy van ban va diéu hanh Dang thwc hién | 07/06/2017 20M12/2017

10 DVC Cdng dich vu cong TT-Hué Dang thwc hién | 07/06/2017 322018
HO SO PHONG v
HO SO DBON VI v

Danh sach dwoc phan theo cac nhém: H6 so ca nhan, hdé so phong, hd so
don vi.

Kich chon hé so, d& mé trang théng tin hd so twong &ng:
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HO SO, DIF AN

Titcad Thém gin ddy Bwoc giao chotdi  Chwa hodn thanh Hodn thanh  Buec téi bio cdo  Cap nhit gin day

Nang cap website Kham pha Hué
Chu tri: Mguy&n Thi Thanh Thily ~ Ngay bat dau: 01/07/2017  Ngay két thic: 31/08/2017

Tén cong viéc Thurc hién Trang thai cong viéc M6c hoan thanh

Phéing Dich vu va Ha tang
P& xuat phirong an hoat dong 2019 Cong nghé théng tin; Chira hoan thanh

1 &1 3 @osM11/2018 Trén Thi Ngoc Bich; Nguyén (tr& han) 21/12/2018
Thi Tram;
Van hanh ki thuat Trang thdng tin Kham pha Hué » : . Chwra hoan thanh
2 2 ©16/01/2018 Nguyén Thi Thu Thay: e 31/12/2020
Thanh vién tham gia dw an ~

Ngueéi thure hién s6 legng TV I1& % thuc hién Ty I& % hoan thanh tré han

Nguyén Viét Minh Drong 2 g
Nguyén Hifu Thanh Nam 12
Nguyén Thi Thanh Thay 6 @
Nguyén Thi Thu Thiy 10
Tran Thi Ngoc Bich 8
Tran Anh Hién 3 41
Két qua xir Iy cong viéc ~
15
12
12
£
2
J=- =2
o o
2 S
@ a
(= o0
S 6 2
@
© 4
= Trong han: 2 céng viée |5
3 2 # Qua han: 1 cong viéc
T{ 1€ ding han: 66%
- 9
0
Nguyén Viét Minh Drong Nguy&n Hiu Thanh Nam Nguy&n Thi Thanh Thiiy Nguyén Thi Thu Thiy Trén Thi Ngoc Bich Trén Anh Hign

Tw trang nay, cé thé thay tdng quan céng viéc cta hd so, thy dwoc nhan sw
thwe hién, ty 1& gidi quyét cong viéc, ty 1é tré han cla tirng ngudi. Cé thé thao
tac nhanh qua cac danh sach cong viéc:

- Kich “Thém” gan day, d& mé& danh sach cong viéc cta hd so dwoc thém
gan day.

- Kich “Dwoc giao cho t6i”, d& m& danh sach céng viéc dwgc minh xd Iy
chinh.
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- Kich “Chwa hoan thanh”, dé mé danh séach cdng viéc da hoan thanh.

- Kich “Duorc ti bdo c4o”, d& m& danh sach céng viéc dwoc minh bao céo.

- Kich “Cap nhat gan day”, & mé& danh sach céng viéc c6 cap nhat gan day.

- Kich lién két tén nhan sy tham gia hd so, d& mé danh sach céng viéc cia
nhan sy twong ng.

[HuePortal2] - Ndng cép chuyén mue Trang Té chire hanh chinh

Tim Kiém:

Nguy&n Thi Thu Thiy;

Chura hoan thanh

Tétcad Chuathuc hign @9 Bengthuc hién @ Hoanthanh @ Theo dsi @)

28/02/2019
©2 1 @ 21112017 Nguyén Viét Minh Dirang; (trong han)
[KPH] - Van hanh ki thudt Trang théng tin Kham pha Hué x : = Chura hoan thanh
2 il Thi Thu Th 311212020
©2 @16/01/2018 AL U D L, (trong han)
Phing Dich vu va Ha téng Céng
nghé thong tin;
5 e fién xdy dung CSDL va phan mém bao céo fruc tuyén vé vat liéu nd Nguyén Thi Tram, Phong Chura hoan thanh CTTEETT
©1 @16/11/2018 Nghién ctru va Trién khai (ing (trong han)
dung; Nguyén Thi Thanh Thuy;
Nguyén Thi Thu Thiy;
g [Planner]- H8 tro' phat trién layout thong ké dang biéu do Nguy&n Thi Thu Thiy; Chira hoan thanh o
4 @ 28/11/2018 Trén Anh Hién; (trong han)
. . .. Nguy&n Thi Thu Thiy; .
[QLVBYKCDSDH] - Xay dieng thém céc giao dién ciia pm QLVB & BH guyen Tht Y. Chira hoan thanh
2 ©2 ©25122018 Nguyen Thi Thanh Thuy; (trong han) 31/01/2019
Nguyén HiFu Thanh Nam; -
[OfferUp] - Trién khai thir nghiém Deployment pilot phase {beta) * ; = Chira hoan thanh
6 Nguyen Thi Thu Thuy:; 30/03/2019
© 05/01/2019 guy ’ Y (trong han)
[OfferUp] - Trién khai chinh thic (Official deployment) = . = Chua hoan thanh
T Nguyen Thi Thu Tha 20/04/2019
@ 05/01/2019 guyen Tt . (trong han)
BB Xuan Huyén;,
g  [Offerup] - Lam thid tuc nghiém thu, thanh li hgp ddng OfferUp Nguyén Thi Tram; Nguyén Thi Chura hoan thanh T
©1 ©05/01/2019 Thu Thdy; Nguyén Thi Thanh (trong han)
Thiy;
L& Quéc Thinh
g  [QLVBYKCDSDH]- T6i wu modul Té chirc hanh chinh B6 Xudn Huyén; Trdn Anh Hién,  Chura hoan thanh S AT
© 09/01/2019 Nguyén Thi Thu Thiy; LE (tré han) o
PhirdC Bink; Nguyén Vin Tinf;
4o Hedng dén sinh vien thyc thép Ngyyen Thi Tnu Thiy; Chira hoan thanh VTR
© 09/01/2019 Trén Anh Hién; (trong han)
Téng 14 10 [w

== < 1

2.9. TONG QUAN - THONG KE

2.9.1. Téng quan

ESS

Chtrc nang cho phép xem téng quan tinh hinh xt Iy céng viéc cua tdi thé nao,
thé hién sé liéu cdng viéc can phai x&r ly hay cac van ban dy thao can phé duyét,
ngoai ra thé hién cac sb liéu vé van ban dén/di co lién quan. Va bang sé liéu thé
hién chi tiét trang thai tinh hinh x& ly van ban diéu hanh. Bang biéu sb liéu thé
hién céng viéc da hoan thanh, chwa hoan thanh dung han hay qua han, hay chi
la Iu tham khao.

HueCIT
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Cac budc thwe hién:

1. Kich chon chirc ndng Céng viéc cla tdi, @& mé giao vién quan ly cdng viéc
cla téi. Béi v&i nhan sw thudc vai trd 1anh dao, thi man hinh khi kich hoat
phan mém la vao thang trang tdng quan nay.

R E = R > R
2. Kich chon xem theo dang tong quan = = ¢ O , dé mo trang tong
quan.
[\CONG VIEC CUA TOI EBEM
© © O
Trinh ky ban hanh Xin y Kién xiF Iy Cha x(r Iy Duyét phan céng Van ban nhan dgé Van ban phat hanh
biét lién quan
(1) (0) (3) (0)
(8) (7)

THONG KE TiNH HiNH XU LY VAN BAN BIEU HANH

Théi gian (thwe hién) | T noay Bén ngay Thbng ké

Chura thurc hién Bang thwrc hién D& hoan thanh Lwru tham khao Ty 1€

Chradén Didqua Chradén Diqua Choxdc Ding Qua Bing Qua dung
han han han han nhan han han han han han

Nguyén Viét Minh Dwong 3 - 1 1 23 94 1 - - 89

3. Kich chon sé liéu cta cac hang muc, dé mé trang cong viéc twong rng.
Vi du kich sé liéu ctia hang muc Cho x(r ly, dé di dén danh sach cdng viéc
chwa thyc hién. Twong tw nhirng hang muc khac.

4. O ving tinh hinh x& ly van ban diéu hanh, c6 thé loc theo khoang thei gian
thwc hién.

5. Ngoai ra, chiing ta c6 thé xem danh séach cong viéc dwéi dang bang. Bang
céach kich chon biéu twédng bang biéu.
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CONG VIEC CUA TOI = % ¢ ™
Chura thre hign @ Bang thwe hién @ Hoan thanh @ Theo dbi @

Tim kiém:

[DVC] - R s0ét hd so, céc két qué LGSP phuc vu phoi hop nang L [
1 cp2019 Nguy&n Viét Minh Drong: rong han) 30/06/2019
© 21/02/2018 9z

ss FIIUE ST Chura hoan thanh
Nguyén Viét Minh Durong; 31/07/2019

5 ~ N trong han,
Nguy&n Hiru Thanh Nam; (trong han)

Dao tao, tp hudn ISO dién ti
@ o 2610312019

Cap nhét tai liéu hiréng dan siF dung Chura hoan thanh

T Nguyén Viét Minh Dirong; (trong han) 30/06/2019
Téng 3 10 |~
6. Hay kich biéu twéng lich d& xem c6ng viéc dwéi dang lich biéu.
CONG VIEC CUA TOI =EBEEM

Lich lam viéc

Thang 5 - 2019 odsay | < | >

CN T2 T3 T4 T5 T8 T7
1 2 3 4"
5 6 7 8 9 10 1"
12 13 14 15 16 17 18

258/SKHCN-TBC - V

19 20 21 22 23 24 25

26 27 28 29 30 31

7. Kich vao cét sé lieu, d& mé& danh sach cong viéc twong &ng.
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TRUNG TAM CONG NGHE THONG TIN TiNH >> PHONG HANH CHINH - TONG HOP >> PHAM VAN TAN

T ngay T noa Pénngay oDennga Théng ké
Cong viéc chira dwoc xi Iy trong han 7

Tén cong viéc Thiec hién Mébc hoan thanh

26/BCH-TM - Viv tripc tang clryng SSCO bao vé ngay thanh 1ap Bang Cong san Viét Nam 03/2
1 va tét Nguyén dan Ky hoi nam 2019. Pham Van Tan; 30/01/2019
@ o 23012019

% 441/UBND-TH - Viv 16 chirc triec va bao cao finh hinh Tét Nguyén dan Ky Hoi 2019 Hoang Thi Ngoc Dung:; ITRETE
® o 240112018 Pham Van TAn;
1§EQIGM-BCD - Giay mdi héi nghi tong két céng tac xay deng phong trao toan dén bao vé ANTQ Pham Van 150,
3 nam 2018 Hé Mink: 25/01/2019
@ o 2200112019 ;
7 120/STC-QLGCS - V& viéc bao cao tinh hinh quan Iy, siF dung fai san céng nam 2018 Pham Van Tan: X EINE
@ 0180172019 Nguy&n Thiy Trang;
44/GM-BCH - Gidy méi Gap mat can bd 1am cong tac DAn quén ty vé. o —
7 @ © 23/01/2019 Pham Van Tan; 20/01/2019
Lam lai 16i vao & cbng dwdng Tran Thic Nhan Pham Van Tan;
6 . . 31/01/2019
@ 25/01/2019 Hoang Thi Ngoc Dung;

80/SNV-CCVC - V& viéc bao cao thdng ké sb lrong, chat lvgng can bd, cong chire vién chire
7 nam 2018. Pham Van Tén; 20/01/2019
@ 023012019

réng 7 o
DPiém cha y:
- Thoi gian tinh lai sé liéu théng ké: Tir 20h dén 7h30 sang hang ngay (Chd
nhat thwc hién ca ngay).
2.9.2. Théng ké
2.9.2.1. Tinh hinh xr ly van ban diéu hanh

Chwrc ndng cho phép xem tinh hinh x{ Iy céng viéc van ban (khéng bao gébm
cong viéc y kién chi dao) cla toan bd co quan. Chirc ndng dworc kich hoat tiy
Théng ké/Thdng ké thwc hién, véi giao dién thé hién nhw sau:

HUGC'T TRUNG TAM CONG NGHE THONG TIN TINH THU'A THIEN HUE 226
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TINH HINH XUF LY VAN BAN BIEU HANH

Thei gian (thwe hién) 10 noay

S& Théng tin va Truyén théng

Beén ngay

Théng ké

Chua thirc hién

43

T27

Bang thurc hién

25

478

DA hoan thanh

310

Chuwa dén han B&aquahan Chueadénhan Daquahan Cho xac nhan Bing han

1745

Tinh hinh xt¥ Iy Van ban, céng viéc cia $& Théng tin va Truyén thong

Bon vi

Co quan, don vi khac

Chua thirc hién

Bang thurc hién

DA hoan thanh

Chra dén han Baquahan Chwadénhan B3 quahan Ch xac nhidn Bung han

Qua han Bang han

463

Qua han Bang han Qua han

Liru tham khao

417

Liru tham khao

Qua han

140

HueCIT-eDOC

Trung tam Giam sat diéu hanh dé thi théng minh 4 12 64 48 333 150 150 53 68
4 12 64 46 333 150 150 53

S& Théng tin va Truyén théng

1- Cong nghé théng tin 12 8 97 78 330 42 45 88

2- Théng tin - Bao chi - Xuat ban 1 1 37 50 191 29 43 2 g6

3 - Bru chinh - Vién thdng 1 35 31 102 18 7 1 85

4 -Van pheng 4 4 5 92 78 203 147 145 23 58

5-Ké hoach tai chinh (- 1 2 62 29 68 46 16 1 58

& - Thanh Tra S& Théng tin va Truyén théng 1 2 5 32 81 53 5 10 B0
25 16 17 328 296 973 335 261 47

Céc thao tac thywc hién:
1. Nhap khoang thoi gian, réi kich chon “Théng ké&”, dé nap lai sé liéu théng
ké theo khodng théi gian hoan thanh ké hoach dwa vao.
2. Kich lién két tén phong ban/don vi trwc thudc, d& mé trang théng ké tinh
hinh thwc hién cia phong ban/don vi twong ng.
Tinh hinh xtr ly Van ban, cong viéc cua 4 - Van phong

Chura thirc hién bang thire hién DA hoan thanh Luwru tham khao

Hovatén

Chua dén han Dd qua han Chira dén han B3 qua han  Cho xéc nhan  Bang han Qué han Bing han Qua han

Lé Duy St - 3 3 1 10 79 20 85 13 79
Phan Binh Quang = 7 - - - 1 - - _ 100
V& Thi Chi Mai - - - 1 2 11 3 5 2 78
Nguyén Nhit Long - 2

Ping Xuan Tuin Long - 1 8 18 [ 99 49 99 13 66
Vwong Thinh - 3

Hoang Thi Birc Min 2 18 - 4 11 39 34 - - 53

Quén tri hé théng
2 34 1 24 28 229 108 189 28
3. Kich lién két sé liéu cua trang thai cdng viéc, dé mé trang danh séch céng
viéc twong rng. (TUy viéc chon dbi v&i co quan, phong ban/don vi truc
thudc hay ca nhan sé hién thj danh sach phu hop).
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C6ng viéc dang dirge x(F Iy trong han 23

£48/UBND-VP - Vv tham gia gop ¥ dw thao Ké hoach (rng dung CNTT trong hoat

a biéu hanh HueCIT-eDOC

Tim kiém:

1- Cong nghé théng tin

1 déng cla CQNN tinh Thira Thién Hué nim 2020 AR | BELTARR
E72/THH-DVCNTT - Vv xin g6p ¥ dwr thio D& &n xdy dirng hé sinh thai c4c san phdm  1- Cong nghé thdng tin
2 va dich vu do thi thdng minh, thi diém trién khai va sir dung cac san pham va dich vy 19/07/2019 26/07/2019
db thi théng minh do c&c doanh nghiép trong nwéc phat trién Trung tam Gi&m sat diéu hanh dé thi théng minh
Trung tdm Giam sat diéu hanh dé thi théng minh
3 4798/UBND-CT - Viv phéi hop trién khai thi diém Dir an YAKSHA 18/07/2019 24/07/2019
1- Géng nghé théng tin
A BE?SIUEND - Viv g?py'dgrtrjao Ké hoach Ung dung Céng nghé théng tin trong hoat ~ 1- Céng nghé thdng tin e | avimEvE
déng co' quan nha nwrdc nam 2020
2 e SO T o . . .. 1-Cbng nghé théng tin
. 2662UBND-CNTT - Vv d thao Quy ché phdi hop Quén I, van hanh va khai thac hé o Ty B r—
thd am sat trén dia ban thanh phd Hué. o g it A b A A ,
ong camera giam sat tren dia ban thanh pho Hue Trung tém Giam sat diéu hanh d6 thi thdng minh
G e lg gy , . 6-Thanh Tra 5& Théng tin v Truyén than
6 657/TTr-VP - Viv béo cao két qua cong tac tiép cong dan, giai quyét khiéu nai, to cao 9 g 9 16/07/2019 23/07/2019
1- Cong nghé théng tin
87/HDGBCNTTEP - Théng béo théi gian hop HAi dbng Gidm d@bc CNTT cAc tinh
7 . A 3 c S, - . 22/07/2019 24/07/2019
thanh pho Khu vire mien Trung — Tay Nguy&n nam 2019 4 - Van phong
Trung tam Gi&m sat diéu hanh dé thi théng minh
- ; . . . .. B-Thanh Tra S& Théng tin va Truyén thon
5018/UBND-TTr - Vv tham gia ¥ kién du thao Thong tr quy dinh bién phap thirc hién 9 Y 9
4 chirc ndng quan Iy nha nwée vé cong tac bdi thrdng nha nwdc 22020 0N g e
94 Y d 9 4 - Vdn phong
g 1E15/SGDEDT-KHTC - Gop ¥ dy thio KE hoach iing dung CNTT freng hoat dong 1- Céng nghé théng tin sommErn | esammmm
clia co quan nha nude tinh Thira Thién Hué ndm 2019
Trung t4m Giam sat diéu hanh dé thi théng minh
G 1’54NBTTTT-\/N‘N\C ijvtang curang trién khai (fng dung IPv6 trén mang Iedi dich vy ) o oasEre | eTmEnE
clia co quan nha nudc 1- Gdng nghé théng tin
5 - Ké hoach tai chinh
Téng 23 E. 2 3 > 5> 10 [+

(déi véi co quan)

Cong viéc dang duoc x¥ Iy trong han 5

87/HDGBCNTTOP - Théng bao thai gian hop Hai dbng Giam dbc CNTT céc tinh

Tim Kiém:

1- Cong nghé thong tin

1 . A X N L - . . PO PR, . 22/07/2019 24/07/2019
thanh pho Khu vigc mién Trung — Tay Nguyén nam 2019 Trung tam Giam sat diéu hanh do thi théng minft
4 - Van phong
B S oA - P 4 - V&n phong
2 01/BQL - Viv ung hd xay deng guy " Ben on dap nghia " nam 2018 19/07/2019 24/07/2019
5 - K& hoach tai chinh
3 1797/STC-QLNS - V/v kinh phi 6 chirc chudi swr kién cAng nghé thdng tin tinh 22/07/2019 25/07/2019
4 - Van phong
o P . . - 4 - Van phong
4 16/QPCTT - dbn ddc thu, noppj qui phong, chdng thién tai ndm 2019 19/07/2019  23/07/2019
z 1930/§KHDT—THQH —Qe x.uxat dién rllnrj ve:.mot s0 md hinh mdi, chinh sach thi diém, 4 - Van phong eEEre | somEne
cach lam hay trong phat trien kinh t€ x& hoi
Téng & 10 |~

(déi v&i phong ban/don vj truc thudc)

Co6ng viéc ché xac nhan 2

Tim kiém:

e o i B e . . LéDuySt
1 ;EDEISKHET;IHXQH - Viv bao cao iong két thanh tru cda tinh trong 30 nam tai lap, xay 02/07/2019 03/07/2019
4ng va phatin=n. V6 Thi Chi Mai
Mguyén Nhat Long
2779/UBND-CCHC - Viv téng cwang viéc gl nhan van ban dién i cd ky s6 trén HE VG Thi Chi Mai
2 thdng quan Iy VB&BDH cla tinh Vieong Thinh R RN
Tong 2 10 |v
A= 7= 7 A
(doi voi ca nhan)
TRUNG TAM CONG NGHE THONG TIN TINH THU'A THIEN HUE 228
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4

4. BOi v6i giao dién Van phong, cho phép loc thém s6 ngay tré va chon co
guan la Uy ban nhan dan hay Van phong ay ban nhan dan tinh.

TiNH HINH XL¥ LY VAN BAN DIEU HANH

Théi gian Co quan Uy ban nhan dan tinh |~ | IEREOGES

Chura thwe hién Dang thwe hién Pi hoan thanh Ly tham khao
TH QH TH QH CXN TH QH TH QH *
Van phong UBND tinh - - 1 4 2 24 9 6 - 2%
Chwra thwe hién Pang thwc hién Pa hoan thanh Lwu tham khao
BPon vi #
TH QH TH QH CXN TH QH TH QH
Vin phéng UBND tinh
Céng doan Vin phéng UBND tinh 1 - 2 - 10 351 111 937 232 75%
DPang uy Van phéng UBND tinh 1 - - - 16 30 - 51 1 100%
Phéng Kinh té 191 66 4 -] 733 2316 723 4995 292 T76%
Phong Téng heop 151 59 8 5 803 2969 1002 5508 424 T4%
Phong Noi chinh 85 1 1 - 280 1500 283 3128 181 85%
Phéng Khoa gido - Van xd 61 12 3 2 291 1438 346 3463 416 80%
Phoéng Hanh chinh - T6 chirc - Quan Tri 1 1 - - 1 6 2 64 23 75%
Phong Tai vu - 1 - - 1 1 - 9 -] 100%
Ban ﬁép Céng dan 47 ] 3 1 103 482 187 538 132 T2%

Trung tam Phyc vy hanh chinh cé
P TS T LR L 5 3 6 1 52 138 1 326 21 994
18U AT SR WAV SV GV eIV eV e AV SN AR SV VI S A ST Y S N SRV VRV SV TV S SV SV Y S STV GV S S

(khi chon Ia UBND tinh)

H UeC"' TRUNG TAM CONG NGHE THONG TIN TINH THU'A THIEN HUE 229
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TiNH HINH XUF LY VAN BAN DIEU HANH

Thei gian Co quan V&n phong UBND tinh |+ | IEENGHGET]

Chura thwe hién Pang thwe hién Pd hoan thanh Lwu tham khao
TH QH TH QH CXN TH QH TH QH *
Van phong UBND tinh 60 16 6 45 453 512 126 4206 405 0%
Chwa thwe hién Pang thwe hién Pa hoan thanh Lwu tham khao
BPon vi #
TH QH TH QH CXN TH QH TH QH
Van phéng UBND tinh
Céng doan Van phong UBND tinh 1 - - - 24 434 9 244 59 98%
Pang Uy Vin phéng UBND tinh - - - - ] 5 2 46 4 71%
Phong Kinh té 15 2 1 - 94 823 57 555 33 93%
Phong Téng hop 13 2 - - 106 1043 &9 1157 83  93%
Phéng Néi chinh 7 - - - 68 524 17 1042 38 96%
Phong Khoa giao - Van xa 13 1 1 - 65 879 28 700 102 96%
Phéng Hanh chinh - Té chirc - Quan Tri 6 2 13 - 12 145 14 195 100 91%
Phong Tai vu 1 1 3 - 1 28 B 78 26 82%
Ban ﬁép Cong dan 1 - 13 - 25 252 18 169 27 93%

'[rung tam Phye vy hanh chinh cong 4 1 19 4 35 635 52 . 494 26 92%
e I I R Y W G S Y ST A SV S oW o S S g Y AV SV AV SV sl R S SV VS AV AV S 5 VST S S Vi S

(khi chon la Van phong UBND tinh)
DPiém cha y:

- Thoi gian tinh lai sé liéu théng ké&: Tir 20h dén 7h30 sang hang ngay (Cha
nhat thwc hién ca ngay).

- S6 lieu ctia hang muc cha khéng phai 1a tdng ctia cac hang muc con. O
mirc ndo, ca nhan nao thi co sé liéu ctia mirc do, ca nhan dé. Tie giao doi
twong nao tinh dbi twong dé. Khdéng phai giao cho trwdng phong thi tinh
viéc cho phong. M6t sé Iy do dan dén léch sb liéu gitka hang cha va céac
hang con:

o Cobng viéc dwoc giao cho nhiéu dbi twong x& ly (don vi trwe thudc,
phong ban, ca nhan).

o Cong viéc dwoc giao thdng dén ca nhan ma khéng qua phong ban.

o Céng viéc x& ly hoan thanh déi véi cap dwdi, nhwng cép trén chua
hoan thanh, va méi cap giao viéc c6 mbc khac nhau.

- Ty lé dwoc tinh dbi véi xr ly dung han, ((sb dung han)/(Téng sé dung han
+ qué han), sb liéu lwu tham khao khéng tham gia tinh).

H Uecn' TRUNG TAM CONG NGHE THONG TIN TINH THUA THIEN HUE 230
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2.9.2.2. Tinh hinh xt ly van ban diéu hanh (thé hién ngay dén mdrc ca nhan)

Chtrc ndng cho phép xem tinh hinh x{ Iy céng viéc van ban (khéng bao gébm
cong viéc y kién chi dao) thé hién ngay dén mirc ca nhan. Chirc nang dworc kich
hoat ttr Théng k&/Théng ké thwe hién chi tiét, véi giao dién thé hién nhw sau:

TINH HINH X0’ LY VAN BAN DIEU HANH

Thei gian TiF ngay Bén ngay Théng ké

Tinh hinh xtr ly Van ban, coéng viéc cua Trung tam Cong nghé théng tin tinh

Chuira thiec hién Bang thiec hién B3 hoan thanh Lwu tham khao
Bon vilPhdng ban/Ho va tén
TH aH TH QH CXN TH TH QH
(5]
L& Vinh Chién a7 3 2 - - 1023 180 422 17 85%
Nguyén Hoang Nguyén 5 3 - 5 2 134 128 2 1 50%
3 - 5 1 2 585 162 26 6
Hé Minh & - - - 3 220 15 8 3 93% =
Hoang Thi Ngoc Dung E & - 1 5 470 81 - - 85%
Nguyén Thiy Trang 4 4 - 2 - 176 53 - - 76%
Pham Van Tan 4 1 8 - 10 615 7 23 7 88%
Nguyén Birc Thién - - - - - 19 1 - - 95%
Nguyén Thi Hrong Lai 4 3 - - 3 112 32 - - T7%
5 - 2 2 12 389 134 26 8 =

B N Y aa Vo Vs WV SN ANV LN I VAV e N Y W W o A W o N N A oy T A W A aa SRy L OV F BV L NP U SN SV Y o Vi

Céc thao tac thywc hién:

1. Nhap khoang thdi gian, réi kich chon “Théng ké&”, d& nap lai sé liéu théng
ké theo khoang thdi gian hoan thanh ké hoach dwa vao.

2. Kich lién két sé liéu cla trang thai cong viéc, d& mé trang danh séach cong
viéc twong ng. (TUy viéc chon dbi v&i co quan, phong ban/don vi tryc
thudc hay ca nhan sé hién thj danh sach phu hop).

HUGC'T TRUNG TAM CONG NGHE THONG TIN TINH THU'A THIEN HUE 231
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Cdng viéc chura duroc xIF Iy trong han 5

Tim Kiém:
S S
216/KH-UBND - K& hoach T6 chirc HoI nghi dién hinh tién tién cac cAp va Bal hoi thi Hoang Thi Ngoc Dung (Chura thirc hién) PTCETET
dua yéu nirae tinh Thika Thién Hué [&n thie v
L& Vinh Chién (Bang thirc hién)
2 Mghién ctru va danh gia tdng quan vé& finh ninh nghién ciru, phat trién trén thé gici Hodang Thi Ngoc Dung (Chura thiee hign)
F . . - . . . Hoang Thi Mgoc Dung (Chira thirc hién
3 2T9/KH-UBND - TG chirc cac hoat ddng mirng Bang. miFng Xuan Canh Ty 2020 g Thilg a( ) N} 17/01/2020
L& Vinh Chién (Chua thiec hién)
4 Viét bdo cdo tAng két va bdo cdo tom tat két qua nghién clru dé i Hoang Thi Ngoc Dung (Chira thiee hién) 30/11/2020
Mguyén Thiy Trang (Chua thuc hién)
Pham Van TAn (Chd x4c nhan)
Noi dung cong viéc: Cac thanh vién thudc phong chd dong ra soét cac cong viéc dam  Nguy&n Thi Hrong Lai (Chura thiee hién)
bao cac cbng viée thire hién ding han. Hé Minh (Chura thire hién)
Hoang Thi Mgoc Dung (Chira thirc hién)
Téng 5 Hiénthi | 10 |v

DPiém cha y:

- Thoi gian tinh lai s6 liéu théng ké: Tt 20h dén 7h30 sang hang ngay (Cha
nhat thwec hién ca ngay).

- Sé liéu ctia hang muc cha khéng phai 1a tdng ctia cac hang muc con. O
mirc ndo, ca nhan nao thi co sé liéu ctia mirc do, ca nhan dé. Tle giao doi
twong nao tinh déi twong d6. Khéng phai giao cho trwdng phong thi tinh
viéc cho phong. M6t sé Iy do dan dén léch sbé liéu gitra hang cha va céac
hang con:

o Coéng viéc dwoc giao cho nhiéu dbi twong xi ly (don vi trwe thudc,
phong ban, ca nhan).

o C6ng viéc dwoc giao thdng dén ca nhan ma khdng qua phong ban.

o Céng viéc x& ly hoan thanh déi véi cap dwdi, nhwng cép trén chua
hoan thanh, va méi cap giao viéc c6 médc khac nhau.

- Ty lé dwoc tinh dbi véi xi ly dung han, ((sé dung han)/(Téng s dung han
+ qué han), sb liéu lwu tham khao khéng tham gia tinh).

2.9.2.3. Tinh hinh xt ly vdn ban diéu hanh chwa hoan thanh (thé hién ngay
dén muc ca nhan)

Chirc nang cho phép xem tinh hinh xt ly cong viéc van ban chwa hoan thanh
(tec chi thdng ké trang thai chwa thwc hién va dang thuwc hién, khong bao gém
cong viéc y kién chi dao) thé hién ngay dén mirc ca nhan. Chirc nang dwoc kich

H Uecn' TRUNG TAM CONG NGHE THONG TIN TINH THU'A THIEN HUE 232
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hoat t&r Thong ké/Théng ké thwc hién VBDH chwa hoan thanh, vai giao dién thé

hién nhw sau:

TINH HINH X LY VAN BAN DIEU HANH

Thei gian

Thiing ké

Tinh hinh xtr ly Van ban, céng viéc cia Van phong UBND tinh

Chwa thwe hién

Ben vilPhéng ban/Ho va tén

Phan Ngoc Tho
Nguyén Dung
Nguyén Vin Phwong

Phan Thién Binh

Trin Thi Hodi Tram
Hoang Viét Cwong
Nguyén Binh Bich

Phan Lé Hién

Nguyén Thi Thanh Hwong

Nguyén Binh Bich

Nguyén Manh Hoang
Ngé Dac Biru

Trin Thanh Quang
Lé Quéc Phong

Hoang Mai Lan

Lé Ba Khanh
Hoang Phu

Lé Chi Kién

Trin Quang Vinh

Dworng Phwée Phu

PSS A pr p IS 1S p sl S pn s s ppt S

42

23

42

16

18

Cac thao tac thwc hién:
1. Nhap khoang thoi gian, réi kich chon “Théng ké”, dé nap lai s6 liéu thong
ké theo khoang thoi gian hoan thanh ké hoach dwa vao.

HueCIT

TRUNG TAM CONG NGHE THONG TIN TINH THUA THIEN HUE

QH

93

11

19

Pang thwe hién

Dia chi: 6 Lé Loi, thanh phé Hué. Website: www.huecit.vn
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2. Kich lién két s liéu clia trang thai cong viéc, d& mé trang danh sach cong
viéc twong wng. (Tuy viéc chon ddi voi co quan, phong ban/don vi tryc
thudc hay c& nhan sé hién thj danh sach phu hop).

2.9.2.4. Tinh hinh thwc hién y kién chi dao
Chuwrc nang cho phép xem tinh hinh x& ly céng viéc y kién chi dao. Chirc nang

dwoc kich hoat tr Thdng k&/Théng ké y kién chi dao, véi giao dién thé hién nhuw
sau.

TiNH HINH THU'C HIEN Y KIEN CHi DAO

Thei gian Tir ngay Bén ngay Théng k&

Tinh hinh xt ly ¥ kién chi dao cta Uy ban nhan dan tinh

Chira thiec hién Bang thure hién Ba hoan thanh

Chuwra dén B qua Chura dén P qua Cho xac Blng
han han han han nhan han

§& Thong tin va Truyén théng 2 1 3 7 7 71 &7 158

Q

Tinh hinh x(¥ ly Y Kién chi dao cla S& Théng tin va Truyén théng

Chura thirc hién Bang thuee hién PERLELRGED]

Bon vi

Chura dén Ba qua Chura dén Pa qua Ché xac Bing
EN han han han nhan han

Co quan, dorn vi khaec

Trung tam Gidm sat didu hanh dé thi

théng minh 1 3 2 43 54 103 =
1 3 2 43 54
§¢& Thong tin va Truyén théng
1- Céng nghé théng tin 2 - 2 - 1 73 21 99 3]
2- Théng tin - Bio chi - Xuat ban - - - - 2 13 5 20 o
3 - Bwu chinh - Vién théng - - - - 2 10 5 17 o
4 - Van phéng - - - - 4 15 22 41 =
5-Ké hoach tai chinh - - - - - 8 12 20 ay
fh-ﬁ';r;anh Tra S& Théng tin va Truyén c = . - o
2 2 10 124 63

Cac thao tac thwc hién:
1. Nhap khoang thoi gian, réi kich chon “Thong ké”, dé nap lai sb liéu thong
ké theo khoang th&i gian hoan thanh ké hoach dwa vao. Bang trén thé hién
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sé,liéu cong viéc y kién chi dao UBND tinh giao cho co quan, bang dudi
thé hién so liéu céng viéc y kién chi dao dwoc co quan trien khai thwe hién.

2. Kich lién két tén phong ban/don vi truc thude, d& mé trang théng ké tinh

hinh thwe hién cia phong ban/don vi twong rng.

Tinh hinh xi¥ Iy Vén ban, céng viéc cia 5 - Ké hoach tai chinh

Chura thure hién Pang thuc hién Ba hoan thanh Lwu tham khao

Ho va tén

Chwra dén han B3 qua han Chira dén han D3 qua han Ché xac nhan Bang han Qua han Bang han Quéa han

Dwong Thi Thu - 6 1 3 35 ) 7 - 79

Nguy&n Thi Béo Chi 3 9 10 3 36 21 1 = 63

Tran Ngoc Mai 1 3 8 1 43 7 2 - 86
4 18 19 18 14 37 10

3. Kich lién két sé liéu cla trang thai cong viéc, dé mé trang danh séch coéng
viéc twong &ng. (Tuy viéc chon doi véi co quan, phong ban/don vi tryc
thudc hay ca nhan sé hien thi danh sach phu hop).

Cong viéc dang dwroc X Iy trong han 22

Tim kiém:

B48/UBND-VP - Viiv tham gia gép ¥ dif thdo Ké& hoach (¢ng dung CNTT

1- COng nghé théng tin

1 = . - 5 - 8 o 22/07/2019 26/07/2019
trong hoat dong cua CQNN tinh Thika Thién Hue nam 2020
E?‘2fTHE—|—D\{CNTT f\.ff\f ¥in goﬁpy di tnaotEJt.exan xgxy dL_rr]g n‘e s‘lnn thai c{ac 1- Géing nghé théng fin
2 san pham va dich vu dd thi thdng minh, thi diém trién khai va sir dung cac 10/07/2019 26/07/2019
sar] phalm va dich vu do thi thdng minh do cac doanh nghiép trong nwéc Trung tam Giém sét @iy hnh @8 thi ihéng minh
phat trién
Trung t&m Giam sat didu hanh dé thi théng minh
3 4798/UBND-CT - Viv phéi hop trién khai thi diém D an YAKSHA 18/07/2019 24/07/2019
1- Cong nghé théng tin
4 885/UBND -\:’N gop y dL_rthaP Ke' hoa“ch Fng dung Cong nghé thdng tin 1- Cong nghe théng tin 25/07/2019 26/07/2019
trong hoat déng co’ quan nha nwéc ndm 2020
- P 5 ER— . . 1-CH hé théng fi
g 26621UBND-CNTT - Vv dr thio Quy ché phdi hop Quan I, van hanh va ong nghe fnong fin B
khai thac hé thong camera gidm sat trén dia ban thanh pho Hué. Trung tAm Giam St @iéu hanh b thi théng minh
5 ES?‘E'I;Tr:VP - \iiv bao cao ket qua cdng tac ti€p cbng dén, giai quyet khieu 6 - Thanh Tra S& Thong tin va Truyen thong 10/07/2019 23/07/2019
nai, to cao
1- Cong nghé théng tin
7 S?fH?GBQNTTDF: - Théng bac:thm gian hc_)”p Hoi donng C%|arn doc CNTT ) - L - ; 221072019 24/07/2019
cac tinh thanh phd Khu viee mién Trung — Tay Nguy&n ndm 2019 Trung tam Giam sat diéu hanh dé thi théng minft
4 - Van phong
—_ o R .. 6-Thanh Tra S& Théng tin va Truyén thd
g SO18/UBND-TTr - Vv tham gla y Kién du thio Thong tw quy dinn bién phép S el S TR U e T L e I ——
thyre hién chifc ndng quan Iy nha nwréc vé cong tac bdi thudng nha nréc o o
4 - Van phong
9 161 SfS‘GD&i?T—KHTC - Gop Y d‘L,r lh’ao Ke\hoach-u'ng d‘unE; CNTT trong 1- Cong nghe théng tin 221072019 26/07/2019
hoat déng cla co quan nha nwde tinh Thira Thién HUé ndm 2019
Trung t&m Giam sat diéu hanh dé thi théng minh
@ 15'4.1fEiTTTT7YNN\C -Viv tarTg cu:omg trién khai (fng dung IPvE trén mang . o IIEETE EIOENGE
Irdi dich vu cua co quan nha nedc 5 - Ké hoach tai chinh
1- Cong nghé théng tin
Téng 23 H‘n 2 3 = > 10 [«
(doi voi co quan)
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Cong viéc dang dwoc x(F Iy trong han 2

Tim Kiém:
B = T s 5 - K& hoach tai chinh
:I’;';JNSTC-QLNS - ViV Kinh phi to chiFe chudi st kién cong nghé thong tin mrmane | memEne
4 - van phong
y s e i 5 - K& hoach tai chinh
2 4T39/UBND-DTPT - Ve tiép tuc thwe hién cdng tac dau thau qua mang . 20/07/2019 23/07/2019
Téng 2 10 |~
Cdng viéc chira duroc x(F Iy trong han 3
Tim kiém:
e . . o Duong Thi Thu
Bao cao giam sat thirc hién CTMTQG giam nghéo bén vikng giai doan Nguy&n Thi BAo Chi TETEEE
2012-2018
&0 s - . e Nguy€n Thi Bao Chi
:;;g?fSTOQLNS - Vv kinh phi to chirc chudi sw kién cong nghe thong tin ETHETE S TTIETE
Trén Ngoc Mar
i o e i o A Nguyén Thi Bao Chi
;;:?fSTC-OLNS - Vv Kinh phi t& chie chudi sie kién cong nghé thing tin cxmEne | mamEns
Trén Ngoc Mai
Tf)ng 3 10 |»

(doi véicanhan) ,

4. Kich “Xuat file”, dé ket xuat di¥ liéu thong ké hién tai ra file dinh dang Word.

DPiém cha y:

- Thoi gian tinh lai s6 liéu théng ké: Tt 20h dén 7h30 sang hang ngay (Cha
nhat thwc hién ca ngay).

- S6 liéu ctia hang muc cha khéng phai 1a tdng ctia cac hang muc con. O
murc ndo, ca nhan nao thi co6 sb liéu ctia mire do, ca nhan doé. Tie giao dbi
twong nao tinh dbi twong dé. Khdéng phai giao cho trwdng phong thi tinh
viéc cho phong. M6t sé Iy do dan dén léch sé liéu gitka hang cha va céac
hang con:

o Céng viéc dwoc giao cho nhiéu dbi twong xi ly (don vj trwe thudc,
phong ban, ca nhan).

o Céng viéc dwoc giao thang dén ca nhan ma khéng qua phong ban.

o Coéng viéc x ly hoan thanh dbi véi cap dwdi, nhwng cép trén chua
hoan thanh, va méi cap giao viéc cé mbc khac nhau. Vi du: Chuyén
vién x& ly cong viéc y kién chi dao, tao dw thdo va trinh thanh coéng
qua cac cap hoan thanh dung han, nhwng & khau van thw lai vao sbé
phat hanh tré han, dan dén déi véi cp co quan hoan thanh tré han.

- Ty lé dwoc tinh dbi véi xt ly dung han, ((sé dung han)/(Téng s dung han
+ qua han)).
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2.9.2.5. Tinh hinh cbng viéc theo doi

Chirc nang cho phép xem tinh hinh xt ly cdng viéc véi géc nhin cia nguwoi
theo d&i. Chirc nang dwoe kich hoat tir Théng ké&/Thdng ké theo dbi, v&i giao
dién thé hién nhuv sau:

TiNH HINH CONG VIEC DANG THEO DOI

Théi gian TiF ngay Bén ngay Nguén viéc Van ban xir Iy, Van ban mét clra, \ SFLHENEIN ISTEE

Chira thiec hién Bang thire hién Ba hoan thanh

TH QH TH QH TH

2- Théng tin - Bdo chi - Xuat ban

Hoang Thi Héng Gam 2 - . 4 1 4 3
Ngé Thi Hai Binh - 1 - 8 5 85 24
V& Quang Huy - - - = - 2

Nguyén Hiru Lirong - - - 12 7 236 36
Tran Ngoc Anh Uyén - S s - - 2

4 -Van phéng

Lé Duy Sip - - 2 2 6 15 22
Ping Xuan Tun Long . . . . 1 2 3

6 - Thanh Tra §& Théng tin va Truyén théng
Trwong Thé Pha - - - - 2 5 3

Nguyén Héng Quan - - - - 1 14 5
B e N R T B A e T 4 VAT a7 oW 4

Céc thao tac thyc hién:

1. Nhap khoang th&i gian va nguén cong viéc {Van ban x& ly, van ban mét
clra, van ban chuyén trwc tiép, y kién chi dao, khac}, réi kich chon “Théng
ké&”, dé nap lai sé liéu théng ké theo khoang thdi gian hoan thanh ké hoach
dwa vao.

2. Kich lién két sé liéu cta trang thai cdng viéc, d& mé trang danh sach cong
viéc twong wng.
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Tén cong viéc

Thue hién
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Méc hoan thanh

Nguyén Thi Quyén (Chura thiec hién)

1 153/KH-UBND - K& hoach Nang cao Chi s6 cai cach hanh chinh cda tinh nam 2019 Trn Ngoc Anh Uyén (Ghos v nivdn) 09/07/2019
V@ Quang Huy (Chd xac nhan)
Tréan Ngoc Anh Uyén (Hoan thann)
2 154/CTr-UBND - CHUFONG TRINH CONG TAC THANG 7 NAM 2019 CUA UBND TiNH 17/07/2019
V& Quang Huy (Chd xac nhan)
V& Quang Huy (Bang thure hién)
3 2/QD-BCDASEAN - Ban hanh Ké hoach tuyén truyén, quang ba ASEAN giai doan 2019 — 2020 03/07/2019
Tran Ngoc Anh Uyén (Chdy xac nhan)
4 843-CVIBCH - Bao céo cong tc thong tin déi ngoai V6 Quang Huy (Cho x2c nhan) 20/03/2019
z 2138/BTTTT-KHTC - Viv 1Ay ¥ kién ddi v&i dw thao Thong t¥ hedng dén thee hién B an hd tro N EIEn TR (@R e i) TR
théng tin, tuyén truyén vé dan téc, t6n gido. o . oL
9 Y ¥ : g Tran Ngoc Anh Uyén (Chd xac nhan)
Téng 5 10 |v

3. Kich “Xuét file”, dé két xuat dir liéu thdng ké hién tai ra file dinh dang Word.
2.9.2.6. Tinh hinh thwc hién cong viéc YKCD lanh dao giao

Chwrc nang cho phép xem tinh hinh x& Iy cdng viéc y kién chi dao 1anh dao
da giao. Chirc nang dwoc kich hoat tr Théng ké/Thdng ké 1anh dao giao YKCD,
v&i giao dién thé hién nhw sau:

TiNH HINH XF LY CONG VIEC GIAO THLFC HIEN

Théng ké Xuét file

B3 hoan thanh

Théi gian F ng& Bén nga Nguén viéc Y kién chi dao

Chura thire hién Bang thirc hién

Chira dén han P& gua han Chuwa dén han BPEGVELED] Chd xac nhan Bing han Qua han

§¢& Théng tin va Truyén théng

Nguyén Xuan Son 1 - 2 2 1 87 55
Nguyén Birc Hing - - - - - 1
Nguyén Huy Hién - - - - 1 5 7

Céc thao tac thyc hién:

1. Nhap khoang thei gian, ngudn cdng viéc, rdi kich chon “Théng ké&”, dé nap
lai s6 liéu théng ké theo khoang thdi gian hoan thanh ké hoach dwa vao.

2. Kich lién két sé liéu cta trang thai cdng viéc, d& mé trang danh séach cong
viéc twong wng.
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Cong viéc dang duoc xi Iy trong han 2

Tén cong viéc Thirc hién Mébc hoan thanh

390/UBND-CT - Giao S& Thang tin va Truyén théng lam viéc cu thé véi Cuc Tin hoc hda - BO

Théng tin va Truy&n théng va IDG Viét Nam vé& k& hoach t8 chirc H6i thio, b&o cdo UBND finh trong L& ST Minh (Bang thyc hién)
thang 02/2019; lru ¥ s3p xEp, két hop 16 chire chudi cac sw kién cong nghé thong tin nam 2019

cta Tinh vao trong cng khoang théi gian nay./.

2- Théng tin - Bao chi - Xuét ban (Dang thirc hién)

1888/UBND-VH - 2. Giao S& Thong fin va Truyén 1am dau méi theo dbi trién khai KE hoach trén;

x 5 o N Sl S . AR 4 - Van phong (Pang thiere higm,
hang nam, trén co s¢ bao cao cua cac don vi, dia phireng, So Thong tin va Truyen thong tong phopalBalg &)

2 hop, ra soat; di thao bao cao UBND tinh két qua triréc ngay 20/12 hang ndm dé béo céo Thiring 3- BLFUﬂChmP.Ti er.n rh?ng ‘(Chof.l(ac.nh(im) 5 2011212019
2 s . Trung tam Giam sat diéu hanh dé thi théng mink (Chir
vu Tinh dy theo quy dinh . N
xac nhan)
1- Géng nghé théng tin (Chd xac nhdn)
Tdng 2 10 |+

3. Kich “Xuét file”, dé két xuat dir liéu thdng ké hién tai ra file dinh dang Word.
DPiém cha y:
- Déi voi trang ctiia VPUBND tinh, c6 thém danh sach déi véi UBND tinh.

TiNH HIiNH XU LY CONG VIEC GIAO THUC HIEN

Thévi gian Nguén viéc ¥ kién chi dao Thdng ké Xudt file

Chwa thwe hién Pang thwe hién Ba hoan thanh
Bon vi
Chwadénhan Diquahan Chwadénhan Diquahan Chéxacnhidn Ddnghan  Quahan

Uy ban nhan dan tinh

Phan Ngoc The 1 - [ 28 13 106 82
Nguyén Dung - - - 3 4 156 89
Nguyén Van Phwong - - - 2 - 39 20
Phan Thién Binh 2 = 1 12 5 30 26

Van phéng UBND tinh

Tran Thi Hoai Tram 4 2 13 31 38 431 388
Hoang Viét Cwong 2 - 4 2 3 6 2

Phan Lé Hién 4 2 12 31 1 30 20
Nguyén Dinh Bach 2 1 19 89 35 821 644

2.9.2.7. Tinh hinh xtr ly van ban diéu hanh (toan tinh)

Chtrc ndng cho phép xem tinh hinh x{ Iy céng viéc van ban (khéng bao gébm
cong viéc y kién chi dao) cla toan bo tinh, dwdi géc nhin ttir Uy ban nhan dan
tinh. Chirc ndng dworc kich hoat tr trang diéu hanh tac nghiép Van phong UBND
tinh Théng ké/Thdng ké QLVB céac don vi, v&i giao dién thé hién nhw sau:
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TINH HINH XUF LY VAN BAN BIEU HANH @
Thei gian (thwe hién) | Torngay Dén ngay

Tinh hinh xtr Iy Van ban, céng viéc cta Uy ban nhan dan tinh

Chura thirc hién Bang thuwrc hién B4 hoan thanh Lwru tham khdo Ty 18
bonvi Chradén | Pdqua | Chuadén | Daqua Chér xac Qua dang
han han han han nhan han han

Co quan chuyén mén thugc UBND tinh

Ban Dén toc tinh 17 - 10 14 18 261 119 656 96 68
S& Cong Thwong 33 - 75 54 93 2024 410 1305 129 83
$& Du lich 25 3 18 23 38 1263 125 1521 127 90
$¢& Gido duc va Dio tao 71 190 1 410 8 186 165 704 330 54
S¢& Giao théng Van tai 6 20 34 199 109 533 753 2043 377 41
S& Ké hoach va Diu tw 110 7 42 205 108 641 585 4551 551 52
$& Khoa hoc va Céng nghé 98 221 22 279 23 194 150 928 11 56
$¢& Lao déng, Thwong binh va X3 héi 41 69 13 175 19 464 140 1194 124 76
$¢ Ngoai vu & 48 26 78 76 780 184 1632 150 80
5S¢ Néi vy 30 1 1 94 47 466 %28 1470 408 58
S& Nong nghiép va Phat trién néng thén 66 222 a7 628 938 1713 1391 3999 1288 55
$& Tai chinh 43 115 163 531 94 2351 453 2806 344 83

T R A AR A A ATV AN AV LN eV S T W SV o SNV o S VY S VY S WV N S I L O eV T W AV S B Y

Céc thao tac thyc hién:

1. Nhap khoang thoi gian, réi kich chon “Théng ké&”, dé nap lai sé liéu théng
ké theo khodng thdi gian hoan thanh ké hoach dwa vao.

2. Kich lién két tén don vi, d& mé trang thdng ké tinh hinh thwc hién cda don
Vi.

Tinh hinh xir Iy Van ban, céng viéc ciia S& Théng tin va Truyén théng

Chura thirc hién Bang thuc hién D4 hoan thanh Lvu tham khdo | TY €
Phong ban ding
Chira @én han|D3 qua han|Chwa dén han|D3 qua han|Chd xac nhan mmw han
12 - 8 97 76 330 42 45 -

1- Cong nghé thong tin 88

2- Théng tin - Bao chi - Xudt ban 1 1 - 37 50 191 29 43 2 86

3 - Bwu chinh - Vién théng 1 = = %5 31 102 18 7 1 85

4 - Vin phong 4 4 5 92 78 203 147 145 23 58

5 - K& hoach tai chinh 8 L 2 62 29 66 46 16 1 58

6 - Thanh Tra S& Théng tin va Truyén théng 1 - 2 5 32 81 53 5 10 60
25 16 17 328 296 873 335 261 47

3. Kich lién két tén phong ban, d& mé trang thdng ké tinh hinh thwc hién cta
phong ban/don vi twong wng.

4. Kich lién két sé liéu cta trang thai cong viéc, d& mé trang danh sach céng
viéc twong ng. (TUy viéc chon dbi v&i co quan, phong ban/don vi tryc
thudc hay ca nhan sé hién thj danh sach phu hop).
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DPiém cha y:

- Thoi gian tinh lai s6 liéu théng ké: Ttr 20h dén 7h30 sang hang ngay (Chu
nhat thwc hién ca ngay).

- Sé liéu ctia hang muc cha khéng phai 1a tbng cta cac hang muc con. O
murc ndo, ca nhan nao thi co6 sb liéu cta mirc dd, ca nhan dé. Tkc giao
déi twong nao tinh déi twong d6. Khéng phai giao cho trwdng phong thi
tinh viéc cho phong.

- Péi véi trang ctia Uy ban nhan dan tinh, c6 thém ban s liéu cta co quan.

TINH HiNH XU LY VAN BAN BIEU HANH

Théi gian (thwe hién)  Tir ngay Bén ngay Thiing ké

Chura thirc hién Bang therc hién D3 hoan thanh Luru tham khao Ty 18

Chradén | Piqua | Chwadén | Piqua Chir xac Qua diing
han han han han nhan han han
3987 341 25 308

5434 5403 1941 9401 1522
Ty 1€
dlng
han

Uy ban nhin dén tinh

Cer quan chuyén mén thude UBND tinh

Tinh hinh x(r ly Van ban, cong viéc cua
Chtra thirc hién Bang thire hién D3 hoan thanh Luru tham khao

Chradén | Piqua | Chwadén | Pdqua Chér xac Bing Qua Qué han
han han han han nhan han han

Ban Dén téc tinh 17 = 10 14 18 261 119 656 96 68
$& Cdng Thwrong 33 - 75 54 93 2024 410 1305 129 83
S& Du lich 25 3 18 23 38 1263 125 1521 127 90
S¢ Giao duc va Do tao 7 190 1 410 8 185 165 704 330 54
S& Giao théng Van tai 6 20 34 199 109 533 753 2043 37T 41
S0 Ké hoach va Dau tw 110 7 42 205 109 841 585 4551 551 52
S& Khoa hoc va Céng nghé 98 221 22 279 23 194 150 928 M1 56
T Y T S e e e

2.9.2.8. Tinh hinh thwc hién y kién chi dao (toan tinh)

Chwrc ndng cho phép xem tinh hinh x( Iy céng viéc van ban (khéng bao gébm
cong viéc y kién chi dao) clia toan bé tinh, dwéi géc nhin tr Uy ban nhan dan
tinh. Chirc nang dworc kich hoat tr trang diéu hanh tac nghiép Van phong UBND
tinh Théng ké/Thdng ké YKCD céac don vi, v&i giao dién thé hién nhw sau:
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TiNH HINH THU'C HIEN Y KIEN CHi BAO

Théi gian Loai vén ban — Tétcd — 4 Théngké | Xudtfie

Tinh hinh xi Iy Y kién chi dao cia Uy ban nhan dan tinh

Chuwa thwe hién Dang thwe hién Pa hoan thanh T:;,t
Dorn vi
Chwa dén Pi qua Chwa dén Pa qua Chér xac Pung Qua

han han han han nhan han han
Ceo quan chuyén mén thudc UBND tinh
Ban Dan téc tinh - - 1 - 2 22 2 27 =
$& Céng Thwong - - 7 - 1 91 10 100 &
§& Du lich - - 1 - 4 45 14 64 o
$& Gido duc va bao tao - - - - 7 43 18 68 =
$¢& Giao théng Van tai - 1 8 17 - 220 187 433
S& Ké hoach va Dau tw 2 - 20 17 25 284 261 609 o
$& Khoa hoc va Céng nghé - - 2 - 1 48 g 59 =
$¢& Lao ddng, Thwong binh va X3 hoi - - 1" 8 1 76 55 151 £
S& Ngoai vu - - 1 - 1 a7 13 52 =
S& Noi vu - - 9 10 5 93 114 231 =
$& Néng nghiép va Phat trién noéng thén - - 7 - - 210 83 00 o

T U VR AV T Ve AV Y N A T ATt W VeV ) S A VN SN GV W SV il TV AT A e Ve AV A e s VY e

Cac thao tac thwc hién:

1.

2.

Nhap khoang thoi gian, loai van ban, réi kich chon “Thong ke”, dé nap lai
sO liéu thong ké theo khoang thoi gian hoan thanh ké hoach dwa vao.
Kich lién két tén don vi, d&é mé trang thong ké tinh hinh thwc hién ctia don
Vi.

Tinh hinh xir Iy Y kién chi dao cia S& Thong tin va Truyén thong

Chura thwrc hién Bang thuc hién B4d hoan thanh

Phong ban
Chira dén han Bé qua han Chira dén han Ché xac nhan mm
2 1 3 7 18 21 ]

1- Cong nghé théng tin

2- Théng tin - Bao chi - Xudt ban - - 1 - 6 6 1
3 - Buu chinh - Vién théng - - 1 - 4 6 1
4 - Vin phéng 4 1 2 . 13 10 13
5 - Ké hoach tai chinh - 2 - 2 2 4 1
6 - Thanh Tra S& Théng tin va Truyén théng - - - - 2 3 2

(3 4 7 9 43 50 27

. Kich lién két tén phong ban, d& mé trang thdng ké tinh hinh thwc hién cta

phong ban/don vi twong wng.

Kich lién két sé liéu cta trang thai cdng viéc, dé mé trang danh sach cong
viéc twong ng. (TUy viéc chon dbi v&i co quan, phong ban/don vi tryc
thudc hay ca nhan sé hién thj danh sach phu hop).
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DPiém cha y:

- Thoi gian tinh lai s6 liéu théng ké: Ttr 20h dén 7h30 sang hang ngay (Chu
nhat thwc hién ca ngay).

- Sé liéu ctia hang muc cha khéng phai 1a tbng cta cac hang muc con. O
murc nNdo, ca nhan nao thi co sb liéu cta mirc dd, ca nhan dé. Tkc giao
déi twong nao tinh déi twong d6. Khéng phai giao cho trwdng phong thi
tinh viéc cho phong.

- Péi véi trang ctia Uy ban nhan dan tinh, c6 thém ban s liéu cta co quan.

-

TINH HINH THUFC HIEN Y KIEN CHI DAO

Thivt gian (thwe hign) | 103y Bén ngay
Tinh hinh xt¥ Iy Y kién chi dao cia Uy ban nhan dan tinh

Chura thurc hién Bang thwc hién Ba hoan thanh

Uy ban nhan dén tinh

Tinh hinh xt¥ Iy Y kién chi dao cua

Chura thurc hién Bang thwc hién Ba hoan thanh

Ben vi

Co quan chuyén mén thude UBND tinh

Ban Ddn téc tinh - - 2 - - 8 2

$¢& Cong Thwong - - 3 - - 37 10

S& Du lich 1 - 1 2 4 16 15

$¢ Giao duc va Dao tao 3 - 3 1 1 14 15

S& Giao théng Van tai 1 - 20 30 7 87 125

S¢& Ké hoach va Diu tw [ 15 23 25 1 123 143
LSRG D NG s s s 5SS s A o PSSP P o1 SR 8D s F i p P sl S
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3. SO PO QUY TRINH QUAN LY VAN BAN DEN, VAN BAN DI
3.1. Tham quyén UBND cap xa

Quy trinh nay &p dung déi véi viéc quan ly van ban dén, van ban di tai UBND
cac xa, phuong, thi tran trén dia ban tinh Thiva Thién Hué (2244/QD-UBND).

Tham quyén UBND cép xa (2244/QD-UBND)

| Cha tich/Lanh dao |
| UBND |

Van thw Chuyén vién

il

_
-G
A
c
(0 £
== Tiép nhén, nghién |
= civu, 36 gidi quyst |
= i
E Khéing =in ¥ kién |
& i
| |
i
v ;
o Lwu tham khao/ |
Lwu tham khao/ Pl
Béo cao |1|:li"ill'|J Ban_can g.lng\cép |
Ehanh thdng !II‘I hoan |
thanh |
|
i
|
i
|
i
i
i
i
|
|
|
|
(&) |
‘-
= |
o . |
:g Yéu cau lam lai
O |
> |
= |
|
|
Cho¥ kién déng |
gop |
|
|
|
|
|
|
|
|
|
Ghi cha: :
% ———» MNhanh chinh
o I '
cHB 000 PEEE D000y ban nanh e -  Tra lai nhanh chinh |
W0 . s |
= —  » Nhanhphdihgp
£ |
._Em |
“© ' I
c |
0 -
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3.2. Tham quyén phong, ban chuyén mén UBND cép huyén

Quy trinh nay ap dung déi v&i viéc quan ly van ban dén, van ban di tai cac
phong, ban chuyén mon thuéc UBND cip huyén (2252/QD-UBND).

Tham quyén phong, ban chuyén mén cép huyén (2252/QD-UBND)

| Trwong phong/

Ll | Lénh dao phong |

Chuyén vién

ié|: nhan;
nghién ciFu,
dwa ra hwing
¥ 1§77

Tiép nhdn, vao sb
v trinh vin bdn

Xir ly

Khéng xin ¥ kign

Tiép nhén van ban

Cé xin ¥ kién

Giao viéc
¥ |
|
|
o o Lwu tham khéo/ Cho kién |
""B":_.ft' '5'”&? ¥ Béo cao hoan chi dac va |
Akl thénh gigo vigc |

v

Lwu tham khao/
Béo céo cung cip |
thdng tin hoan ]
thanh

- Lip dw thdo |
= [Chinh sfa dy 2 |

o thao :

s} |
[&] 1

|

= |
= |

23 |
= |

e . Cho ¥ kién déng
Lay y kién du thao "

¥y Kign du ti g6p
)yt dw thao*?
(thé thive)

Trinh di thdo
(+ kyr 50)

Ghi chua:
—_  » Mhanh chinh
Déngy banhanh [T - Tr lai nhanh chinh

(+ ky =0) .
———» Mhanh phoihop

o<

c
0
O

c
W0

=
s

[
@
£
o
=
0
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3.3. Tham quyén co quan thudc UBND tinh

HueCIT-eDOC

Quy trinh nay &p dung dbi v&i viéc quan ly van ban dén, van ban di tai cac co
guan thuéc UBND tinh (2261/QD-UBND).

Tham quyén co quan thuéc UBND tinh (2261/QD-UBND)

Vén thw

| Chanh van phong

| Trwongphong! |
| ban/chi cuc

Céng chikc, vién chirc

Vai phdi hop

|

|

|

|

= |
~0

& |

@ - . i€p nhan, |

= Tigp nhén, vao s nghién clru, |

g_ va trinh van ban dwa ra hwéng

b it 1§72 [

[= R . X 1|

[o 18 Khong xin v kién |
o

|

= Céxin ¥ kién Giao viée 1

v f

|

— . . Luu tham khdo/ Cho ¥ kin |

1er:l):t;;u':?t o Xin § kign x 1 Bao cao hoan chi dao v |

mE thanh giao viéc |

|

|

|

|

|

|

l |

Luu tham khdo/ | |

Bé&o cio cung cip | |

théng tin hoan |

thanh |

|

|

|

|

|

|

Lép duv thdc |

IChinh sia dy P} |

[5) thio |

@ |

= :

()] |

c |

«© |

(&} 1

. |

— |

= P |

x L5y kifn dir thip Y c“”g"l'f; déng [

|

|

|

|

|

|

|

|

|

|

Trinh dy tha |

(MGi dung + ky =0) |

|

|

|

|

|

|

|

|

|

|

|

|

|

|

|

Ghi chi: |

————————  Nhanh chinh |

® Tr lai nhanh chinh [

OB 00000 B . . . [ > rd lai nhanh chin |

= — » Nhanhphdingp |
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-

[= |
0

W |
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o |
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3.4. Tham quyén don vij trwc thuéc sé&

Quy trinh nay &p dung ddi v&i viéc quan ly van ban dén, van ban di tai cac don
vi triee thudce (ban/chi cuc) sé& (2261/QD-UBND).

Tham quyén don vi tree thude s& (2261/QD-UBND)

- T - .
- . Treong BVTT/ | Trwong phong | IS [ o
Van thw | LanhdaoBVTT | Phong HC-TH | Trwéng phong ! Chuyén vién

|
|
|
- |
.-(_[j I
= |
C & A
T} . : iep nhan, |
= Tiep nhan, vao =0 nghién ciu, |
C va trinh van ban dwa ra hudng
-_Em ¥ 1§72 |
c R Xiely |
fol Khang xin y kien
o |
= Cé xin ¥ kién | Giao visc |
|
v |
|
- . o - Lwu tham khdo! Cho ¥ kién i
‘BTliit;gu,:?t i Xin ¥ kign x 1 Bao cio hoan chi dao va |
meteL thanh giao viéc |
|
|
|
|
I |
i |
Lwu tham khao/ |
Béo cho cung cip | |
thing tin hoan |
thanh |
|
|
|
|
|
Lép dv thdc 1
_— IChinh sifa dy B |
thdo |
[&] :
@ |
= |
)] |
C
WD 1
(&) 1
= |
= Cho ¥ kién dén |
< L8y ¥ ki€n durthic Rl ygﬁp 0 |
|
|
|
|
|
|
|
|
|
|
|
Trnh dw thio |
(Ni dung + ky ) |
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
Ghi chua: |
c ————» HNhénh chinh |
(0
_C.: ——————————— < Trd lai nhanh chinh |
[ |
) — » Mhéanhphdihep
= |
= |
C
@ |
— L
o m_ '
= |
L _ ]
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3.5. Tham quyén UBND cap huyén tai VP HDND & UBND cap huyén

Quy trinh nay &p dung di v&i viéc quan ly van ban dén, van ban di thudc thadm
quyén giadi quyét ciia UBND tai Van phong HDND va UBND céc huyén, thj xa va
thanh phd Hué (2318/Qb-UBND).

Chuyén vién | Vai phéi hop

|

Tiép nhén, vo s Cho ¥ kién chi dao ! cifu, Tiép nhan, nghién
va trinh van ban 0¥ Iy va giao viéc durz g ciru, e gidi quyét

Khéing xin ¥ kién

h 4

Lwu tham khao/
Bao cio cung cip

théng tin hoan ||
thanh

Lwu tham khao/
< : X Béao cie hoan
thanh

Xem )}:ét, duyét v
ki€n xii by

Lap dw thdo
IChinh s¥a d
théo

LEy i ki€n/Trinh i . Cho ¥ kién @ong
duthio L5y § ki€n dur thio — gop

Trinh dw thao
(+ kit sb)

Ghi chi:
———————p Nhanh chimh

Bngy ban hanh

(+kysd) > ra lai nhanh chinh

—  » Hhénhphdihop

o

Phat hanh van ban
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3.6. Tham quyén UBND tinh tai VP UBND tinh

Quy trinh nay &p dung di v&i viéc quan ly van ban dén, van ban di thudc thadm
quyén giai quyét ctia UBND tinh tai Van phong UBND tinh (2331/QD-UBND).

Tham quyén UBND tinh tai VP UBND (2331/QD-UBND)

Chanh van phong/ |

Van thu Chuyén vién | Vai phéi hop

|

|
|
|
C
."(p |
o] |
C
] |
= |
C B .
£ T'|ep nl;k_an_"pghle‘n
= cifu, de gidi quyet |
= |
O
N '
iz |
v [
|
Lwu tham khao/ |
Béo cao cung cip |
théng tin hoan |
thanh |
|
Xem xét, duyét y l
Kién xi¥ by |
|
|
|
|
|
|
|
|
|
i
|
[&] I
-
z |
()] |
[
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= |
-5 I
X : ’
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HueCIT-eDOC

4. MOT SO TRUONG HOP X LY MINH HOA

4.1. MOT van ban dén (cong viéc) cho ra MOT van ban di

M6 ta cach thao tac dbi véi xir Iy MOT cbng viéc van ban dén, véi két qua
ban hanh MOT van ban di twong rng.

Cac buéc thuwe hién:

TT |Vaitrd | Thao tac Chtrc nang | Piém chay
1. | Van Tiép nhan van ban | Vao sé véan | Hé thong sinh ra cdng viéc van ban
thw dén, vao so va trinh | ban dén twong (rng v&i van ban den. Tén cong
lanh dao viéc la “SO/Ky hiéu — Noi dung trich
' yéu cua van ban”. Trang thai cong viéc
doi vai lanh dao Ia “Chwa thyc hién”
2 Lanh Xem xét, giao phong | Chuyén x& | Trang thai cdng viéc dbi véi co quan
dao Xt ly ly la “Dang thwc hién”, phong la “Chwa
thwc hién”
3. | Trwdng | Xem  xét, giao | Chuyén xi | Trang thai cong viéc di voi co quan,
phong | chuyén vién xt ly ly phong la “Dang thwc hién”, doi v&i
chuyén vién “Chwa thwc hién”
4. | Chuyén | Xem xét, tién hanh | Xt Iy — Lap | Trang thai cong viéc doi voi co quan,
Vién Xt ly theo huwéng lap | duw thao phong, doi v&i chuyén vién “Dang
dy thao thwc hién”.
Trang thai dw thao: “Pang dw thao”
5. Chuyén | Trinh dw thdo dén | Trinh ___ dw | Trang thai cong viéc dbi véi co quan,
vién trwdng phong, voéi |thao phong, chuyén vién la “Hoan thanh”.
chon trang thai cong Trang thai dy thdo: “Ché& phé duyét”
viéc la “Hoan thanh”.
(xem hinh dw&i)
6. Truwdng | Xem xét dy thdo, | Xin_y kién | Trang thai cong viéc dbi véi co quan,
phong |duyét dy thao va | ban hanh phong, chuyén vién la “Hoan thanh”.
trinh lanh dao Trang thai dw thao: “Che phé duyét”
7. Lanh Xem xét dg thdo, | Xin_y kién | Trang thai cdng viéc dbi véi co quan,
dao duyét chuyén van | ban hanh phong, chuyén vién la “Hoan thanh”.
thw ban hanh Trang thai dy thdo: “Ché& ban hanh”
g | Van Tiép nhan xem xét, | Vao sb van | Trang thai cong viéc dbi véi co quan,
thw vao so phéat hanh ban di phong, chuyén vién la “Hoan thanh”.
Trang thai dw thao: “Da ban hanh”

Giao dién chuy & bwéc 5 chuyén vién thyce trinh dy thao:

HueCIT
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Sy -] sbnitgerer | 0o~ 1
Xir Iy cong viéc ~

Trang thai Hoan thanh ~
NGi dung R . . T . 3, . . . .
Luc trinh dyw thao, chon ludn trang thai la hoan thanh dé hoan thanh cong viéc
2 Dy thao tF cdng viéc van ban, trinh vai trang thai cong viéc hoan thanh (22/08
Dw thao P, .
/2019) (Yéu cau lam lai)
Ky 50 O
Giri dén Trén Binh Minh Btk - tdmduc sdl v

Xin ¥ kién tham khao

File dinh keém
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4.2. MOT van ban dén (céng viéc) cho ra NHIEU van ban di

M6 t& cach thao tac xtr ly déi véi MOT cong viéc van ban dén, voi két qua
ban hanh NHIEU van ban di twong tng.

Cac budc thwe hién:

TT | Vaitrd | Thao tac Chirc nidng | Piém chuy
1. | Van Tiép nhan van ban | Vao sb van | Hé thdng sinh ra cong viéc van ban
thw dén, vao so va trinh | ban dén twong rng v&i van ban dén. Tén cong
lanh dao viéc la “SO/Ky hiéu — Noi dung trich
| yeu cua van ban”. Trang thai cong viéc
doi voi lanh dao la “Chwa thyc hién”
5> | Lanh | Xem xét, giao phong | Chuyén x& | Trang thai céng viéc déi véi co quan
dao Xt ly ly la “Dang thwc hién”, phong la “Chwa
thwc hién”
3. Trwdng | Xem  xét, giao | Chuyén x& | Trang thai cong viéc dbi véi co quan,
phong | chuyén vién xt ly ly phong la “Dang thwc hién”, doi voi
chuyén vién “Chwa thwc hién”
4. | Chuyén | Xem xét, tién hanh | Xt Iy — Lap | Trang thai cong viéc doi véi co' quan
vién Xt ly theo hwéng lap | dw thao la dang thwc hién, doi v&i phong la
dw thao dang thwc hién, doi v&i chuyén vién
“Dang thwc hién”.
Trang thai dw thao: “Pang dw thao”

HueCIT
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5 | Chuyén | Trinh dw thdo dén | Trinh _ dw | Trang thai cong viéc ddi véi co quan,
vién trwdng phong, voi | thao phong, chuyén vién la “DPang thwc
chon trang thai cong hién”.
viéc la "Pang  thuwc Trang thai dy thdo: “Ché phé duyét”
hién”.
(xem hinh dwdi)
6. Trwdng | Xem xét dw thado, | Xin vy kién | Trang thai cong viéc déi véi co quan,
phong |duyét dy thao va | ban hanh phong, chuyén vién la “Hoan thanh”.
trinh lanh dao Trang thai dw thdo: “Ché phé duyét”
7. Lanh Xem xét dw thdo, | Xin_y kién | Trang thai cong viéc dbi v&i co quan,
dao duyét chuyén van | ban hanh phong, chuyén vién la “Hoan thanh”.
thw ban hanh Trang thai dy thao: “Ch& ban hanh”
g |Van Tiép nhan xem xét, | Vao sb van | Trang thai céng viéc dbi véi co quan,
thw vao so phat hanh ban di phong, chuyén vién la “Hoan thanh”.
Trang thai dw thao: “Da ban hanh”.
9. Chuyén | Tiép tuc x&r ly cong | X& Iy Trang thai cdng viéc dbi véi co quan,
Vién viéc dang thyc hién, phong, chuyén vién la “Hoan thanh”
coO thé tiép tuc lap dw neu x& ly cha chuyén vién chon trang
thao va ,tr‘lnh vOi cac thai “Hoan thanh”, ngwoc lai nhw
bwdc tiep theo nhw bwéc 5.
trén. Hay co thé xt Trang thai dw thdo (néu cd): “Ché
ly cong viéc bang phé duyét”
cach bao cao voi ’
trang thai “Hoan
thanh”

Giao dién chiuy & bwéc 5 chuyén vién thwce trinh dw thao:
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Xt Iy céng viéc ~
Trang thai Bang thirc hién ~
|
NGi dung N I . .
Luc trinh dy thao, chon trang thai la dang thwc hién de van tiep tuc x& ly cdng viéc.
D thio V& viéc phic dap cong van 24/UBND-CNTT - Vé viéc hd tro tdp huan phan mém quan Iy van
: ban va hd so cdng viéc tich hop ¥ kién chi dao (Dang di thao)
Ky 6 n
Giri dén Mguy&n Thi Thanh Thiy - nttthuy ticntt v

Xin ¥ kién tham khao

File dinh kém

VanBanDi docx

4.3. NHIEU van ban dén (cong viéc) cho ra MOT van ban di

M6 ta cach thao tac x ly dbi véi NHIEU cong viéc van ban dén, véi két qua
ban hanh MOT van ban di twong &ng.

Cac budéce thuwe hién:

TT | Vaitrdo | Thao tac Chtrc ndng | Piém chuy
1. | Van Tiép nhan van ban | Vao sb van | Hé thdng sinh ra cong viéc van ban
thw dén, vao so va trinh | ban dén twong trng v&i van ban dén. Tén cong
1anh dao | viéc Ia “S6/Ky hiéu — N&i dung trich
| yeu cua van ban”. Trang thai cong viéc
doi voi lanh dao la “Chwa thyc hién”
5> | Lanh | Xem xét, giao phong | Chuyén x& | Trang thai céng viéc déi véi co quan
dao Xt ly ly la “Dang thwc hién”, phong la “Chwa
thwc hién”
3. Trwdng | Xem  xét, giao | Chuyén x& | Trang thai cong viéc dbi véi co quan,
phong | chuyén vién x ly ly phong la “Dang thwc hién”, doi voi
chuyén vién “Chwa thwc hién”
4. | Chuyén | Xem xét, tién hanh | Xt Iy — Lap | Trang thai cong viéc doi véi co' quan
vién Xt ly theo hwéng lap | duw thao la dang thyc hién, doi voi phong la
dy thao. Tai giao dang thwc hién, doi v&i chuyén vién
dién lap dy thao “Dang thwc hién”.
chon cac van ban Trang thai dy thao: “Dang dw thao”
dén (twong ng voi
cbng viéc van ban)
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lién quan dwoc giao
X ly & day.
(xem hinh dwdi)

5. Chuyén | Trinh dw thdo dén | Trinh _ dw | Trang thai cong viéc dbi v&i co quan,
vién trwdng phong, voéi | thao phong, chuyén vién la “Pang thuc

chon trang thai céng hién”.
viéc la “Hoan thanh” Trang thai dw thdo: “Ch& phé duyét”
6. | Trwdng | Xem xét dy thao, | Xin v kién | Trang thai cong viéc dbi véi co quan,
phong |duyét dw thao va | ban hanh phong, chuyén vién la “Hoan thanh”.
trinh lanh dao Trang thai dw thdo: “Ché& phé duyét”
7 | L&nh Xem xét dy thdo, | Xin Y kién | Trang thai cong viéc doi voi co quan,
dao duyét chuyén van | ban hanh phong, chuyén vién la “Hoan thanh”.
thw ban hanh Trang thai dw thao: “Ché& ban hanh”
g | Van Tiép nhan xem xét, | Vao s6 van | Trang thai cong viéc doi voi co quan,
thw vao so phéat hanh ban di phong, chuyén vién la “Hoan thanh”.

Trang thai dw thao: “Pa ban hanh”.
Cac cOng viéc van ban lién quan
cliing dwgc dong hoan thanh theo vai
tro ctia ngwdi dw thdo. Néu dwoc vai
tro xt& ly chinh thi déng hoan thanh
toan bo, néu vai tro xt Iy phdi hop thi
chi dédng hoan thanh ngang murc phéi
hop cia minh

Giao dién chuy & buwéc 4 chuyén vién thyc [ap dyw thao:
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DU THAO VAN BAN

Théng tin chung

Trich yéu:

Co quan ban hanh:

Ngwi ky:
Nghiép vu van
ban:

Do mat:

Mirc dé quan
trong:

Loai van ban:

Biéu mau vin ban:

File dinh kém:

I Trung tdm Céng nghé théng tin tinh
| Lé Vinh Chién - Ivchien ticntt

Van ban mai

Thiréng

®@ThwéngCOQuan trong

—Chon loai van ban—

D& khan:

VB hanh

Loai phan hdi VB:

Chirc vu:

Giam dbc

Thirdng ~

®VB hanh chinhOVE QPPL

chinh/QPPL:

-

Linh vwc:

—Chon Linh vire van ban— -

Chon cac van ban dén (twong (rng v&i cong viéc van ban) lién quan dwoc giao x ly & day.
Dé sau nay khivan thu vao sd ban hanh dy thao nay, sé déng dwoc céng viéc van ban lién-quan.

—Chon mau van ban--

| doc| docx).rif] pdf] xis| xIsx|_ppt| pptx| zip|.rar

Chon file
©

-

VB dén lién quan:

* 56/GM-UBND J * 53/GM-UBND

(]

CAc van ban lién
quan khac:

Chonfle ©
[+]

T Y B N i N B e e e Y TV AV Y T A A A VAN eV eV

4.4. MOT y kién chi dao (cong viéc) cho ra MOT van ban di

M6 ta cach thao tac x& ly déi véi MOT cong viéc y kién chi dao cta van ban
chi dao dén, v&i két qua ban hanh MOT véan ban di twong ng.

Cac buwéc thwe hién:

TT | Vaitrdo | Thao tac Chirc nang | Biém chay
1. | Van Tiép nhan van ban | Vao 36 van | Hé théng sinh ra cong vigc y kién chi
thw dén, vao sb va trinh | ban dén dao twong (ng véi van ban dén. Tén
lanh dao cong viéc la “So/Ky hiéu — Noi dung y
| kien chi dao”. Trang thai céng viéc doi

v@i lanh dao la “Chwa thwc hién”

2. Lanh Xem xét, giao phong | Chuyén x& | Trang thai cong viéc dbi véi co quan
dao Xt ly ly la “Dang thwc hién”, phong la “Chwa

thwc hién”
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3 Trudng | Xem  xét, giao | Chuyén x& | Trang thai cdng viéc déi véi co quan,
phong | chuyén vién xt ly ly phong la “Dang thwc hién”, doi voi
chuyén vién “Chuwa thwc hién”
4. Chuyén | Xem xét, tién hanh | X Iy — Lap | Trang thai cong viéc ddi véi co quan,
vién xt ly theo hwéng lap | du thao phong, doi v&i chuyén vién “Pang
dw thao thwc hién”.
Trang thai dw thao: “Pang dw thao”
5 | Chuyén | Trinh dw thdo dén | Trinh _ dw | Trang thai céng viéc dbi véi co quan
vién trwdng phong, vo&i | thao la “Pang thwc hién”, phong va
chon trang thai cong chuyén vién la “Hoan thanh”.
viéc la "Hoan thanh”. Trang thai dy thdo: “Ché phé duyét”
(xem hinh dwdi)
6. | Trwdng | Xem xét dy thdo, | Xin v kién | Trang thai céng viéc déi véi co quan
phong |duyét dy thdao va|banhanh |la “Pang thwc hién”, phong va
trinh 1anh dao chuyén vién la “Hoan thanh”.
Trang thai dv thao: “Ché phé duyét”
7. Lanh Xem xét dL_f thdo, | Xin_y kién | Trang théai céng viéc déi véi co quan
dao duyét chuyén van | ban hanh la “Dang thwc hién”, phong va
thw ban hanh chuyén vién la “Hoan thanh”.
Trang thai dw thao: “Ché ban hanh”
g | Van Tiép nhan xem xét, | Vao s6 van | Trang thai cong viéc doi véi co quan
thuw vao soO phat hanh ban di la “CHO XAC NHAN”, phong va
chuyén vién la “Hoan thanh”.
Trang thai dw thao: “Da ban hanh”
9. Chuyén | Xem xet bao cao | Theo ddi — | Trang thai cong viéc dbi véi co quan
vién lién quan (van ban | Xac _nhan | la “HOAN THANH”, phong va chuyén
theo di cta co quan xt ly | hoan thanh | vién la “Hoan thanh”.
doi cong viéc y kién chi
YKCD | dao). Tién hanh xéac
(co quan | nhan hoan thanh
ban hanh
van ban
chi dao)

Giao dién chu y & bwéc 5 chuyén vién thyc trinh dy thao:
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Xir Iy cong viéc

Trang thai Hoan thanh ~
NGi dung R . . T . 3, . . . .
Luc trinh dyw thao, chon ludn trang thai la hoan thanh dé hoan thanh cong viéc
2 Dy thao tF cdng viéc van ban, trinh vai trang thai cong viéc hoan thanh (22/08
Dw thao P, .
/2019) (Yéu cau lam lai)
Ky 50 O
Giri dén Trén Binh Minh Btk - tdmduc sdl v

Xin ¥ kién tham khao

File dinh keém

R Y W R VY SV T W oV Iy S T ATV AN LTI Ll BRSNS SV sV A C ST eV S

4.5. MOT y kién chi dao (cdong viéc) cho ra NHIEU van ban di

M6 ta cach thao tac x& ly dbi véi MOT cong viéc y kién chi dao cta van ban
chi dao dén, v&i két qua ban hanh NHIEU van ban di twong &ng.

Cac budc thwe hién:

TT | Vaitrd | Thao tac Chirc nidng | Piém chuy
1. | Van Tiép nhan van ban | Vao 36 van | Hé théng sinh ra cong vigc y kién chi
thw dén, vao so va trinh | ban dén dao twong tng v6i van ban dén. Tén
lanh dao cong viéc la “So/Ky hiéu — N6i dung y
| kien chi dao”. Trang thai céng viéc doi
v@i lanh dao la “Chwa thyc hién”
5> | Lanh | Xem xét, giao phong | Chuyén x& | Trang thai céng viéc déi véi co quan
dao Xt ly ly la “Dang thwc hién”, phong la “Chwa
thwc hién”
3. Trwdng | Xem  xét, giao | Chuyén x& | Trang thai cong viéc dbi v&i co quan,
phong | chuyén vién xt ly ly phong la “Dang thwc hién”, doi voi
chuyén vién “Chwa thwc hién”
4. Chuyén | Xem xét, tién hanh | X& Iy — Lap | Trang thai cong viéc dbi véi co quan,
vién Xt ly theo hwéng lap | dw thao phong, dbi v&i chuyén vién “Pang
dy thao thwc hién”.
Trang thai dw thao: “Dang dw thao”
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5 | Chuyén | Trinh dw thdo dén | Trinh _ dw | Trang thai cong viéc ddi véi co quan,
vién trwdng phong, voi | thao phong va chuyén vién la “Dang thwc

chon trang thai cong hién”.

viéc la "Pang thuwc Trang thai dy thdo: “Ché& phé duyét”
hién”.

(xem hinh dwdi)

6. Trwdng | Xem xét dw thado, | Xin vy kién | Trang thai cong viéc déi véi co quan,
phong |duyét dy thao va | ban hanh phong va chuyén vién la “Dang thuc

trinh 1anh dao hién”.
Trang thai dy thao: “Ché phé duyét”

7 | L&nh Xem xét dy thdo, | Xin Y kién | Trang thai cong viéc doi voi co quan,
dao duyét chuyén van | banhanh | phong va chuyén vién la “Dang thwc

thw ban hanh hién”.
Trang thai dw thao: “Ché& ban hanh”

g |Van Tiép nhan xem xét, | Vao sb van | Trang thai cong viéc déi voi co quan
thw vao so phat hanh ban di la “CHO XAC NHAN”, phong va

chuyén vién la “Dang thwc hién”.
Trang thai dw thao: “Pa ban hanh”

9 | Chuyén | Tiép tuc xt& ly coéng | X& Iy Trang thai cong viéc doi voi co quan

vién viéc q’an,g thwc hién, la “CHO’ XAC NHAN”. Trang thai doi
co thé tiep tuc lap dy v&i phong, chuyén vién la “Hoan
thao va trinh v&i cac thanh” néu xt&r ly cha chuyén vién
buwdc tiep theo nhw chon trang thai “Hoan thanh”, nguoc
trén. Hay co the xt lai nhw buéc 5.
ly cong viéc bang Trang thai dw thdo (néu cd): “Che
cach bao cao voi phé duyét”
trang thai “Hoan |
thanh”

10. | Chuyén | Xem xét bao cao | Theo doi — | Trang thai cong viéc dbi v&i co quan
Vién lién quan (van ban | Xac nhan | Ia “HOAN THANH?”, phong va chuyén
theo di cia co quan xt ly | hoan thanh | vién la “Hoan thanh”.
doi cong viéc y kién chi
YKCD | dao). Tien hanh xac
(co quan | nhan hoan thanh
ban hanh
van ban
chi dao)

Giao dién chu y & bwéc 5 chuyén vién thyce trinh dy thao:
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Xt Iy céng viéc ~
Trang thai Bang thirc hién ~
|
NGi dung N I . .
Luc trinh dy thao, chon trang thai la dang thwc hién de van tiep tuc x& ly cdng viéc.
D thio V& viéc phic dap cong van 24/UBND-CNTT - Vé viéc hd tro tdp huan phan mém quan Iy van
: ban va hd so cdng viéc tich hop ¥ kién chi dao (Dang di thao)
Ky 6 n
Giri dén Mguy&n Thi Thanh Thiy - nttthuy ticntt v

Xin ¥ kién tham khao

File dinh kém

VanBanDi docx

4.6. NHIEU y kién chi dao (cdng viéc) cung van ban chi dao cho ra MOT van
ban di

M6 ta céch thao tac xt ly dbi véi NHIEU cdng viéc y kién chi dao cling mot
van ban chi dao dén, véi két qua ban hanh MOT véan ban di twong (ng.

Cac buwéc thwe hién:

TT | Vaitrd | Thao tac Chtrc ndng | Piém chuy
1. |Van Tiép nhan van ban | Vao s(f) van | Hé th6n9 sinh ra NHIEU cong vige y
thw dén, vao so va trinh | ban dén kien chi dao twong trng voi van ban
lanh dao dén. Tén cong viéc la “So/Ky hiéu — NOi
’ dung y kien chi dao”. Trang thai cong
viéc doi v&i lanh dao la “Chwa thuc
hién”
5> | Lanh | Xem xét, giao phong | Chuyén x& | Trang thai céng viéc déi véi co quan
dao Xt ly ly la “Dang thwc hién”, phong la “Chwa
thwc hién”
3. Trwdng | Xem  xét, giao | Chuyén x& | Trang thai cong viéc dbi v&i co quan,
phong | chuyén vién xt ly ly phong la “Dang thwc hién”, doi voi
chuyén vién “Chwa thwc hién”
4. Chuyén | Xem xét, tién hanh | X Iy — Lap | Trang thai cong viéc ddi vaéi co quan,
vién Xt ly theo hwéng lap | dw thao phong, doi v&i chuyén vién “Dang
dy thao. thwe hién”.
Tai giao dién ap dw Trang thai dy thao la “Pang dw thao”
thao, & trwdng “Bao
cao cho cac YKCBD”
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chon cac y kién chi
dao lién quan duoc
giao xtr ly & day.
(xem hinh dwé&i)
5 | Chuyén | Trinh dy thdo dén | Trinh  dw | Trang thai cong viéc dbi véi co quan
vién trwdng phong, voi | thao la “Dang thwc hién”, phong va
chon trang thai cong chuyén vién la “Hoan thanh”.
viéc la "Hoan thanh” Trang thai dy thdo 1a “Ch& phé
duyét”

6. | Trwdng | Xem xét dy thdo, | Xin v kién | Trang thai céng viéc dbi véi co quan

phong |duyét dy thao va|banhanh |la “Pang thwc hién”, phong va
trinh 1anh dao chuyén vién la “Hoan thanh”.
Trang thai dy thao la “Che phé
duyét”

7 | L&nh Xem xét dy thao, | Xin y kién | Trang thai cong viéc doi véi co quan
dao duyét chuyén van | ban hanh la “Pang thwc hién”, phong va

thw ban hanh chuyén vién la “Hoan thanh”.
Trang thai dy thao la “Ch® ban
hanh”

g | Van Tiép nhan xem xét, | Vao s6 van | Trang thai cong viéc doi véi co quan
thuw vao soO phat hanh ban di la “CHO XAC NHAN”, phong va

chuyén vién la “Hoan thanh”.

Trang thai dy thao la “Pa ban hanh”.
Cac cong viéc y kién chi dao lién
quan cing dugc doéng hoan thz‘anr].
Trang thai doi voi co quan la “CHO
XAC NHAN”, phong va chuyén vién
la “Hoan thanh”.

9. Chuyén | Xem xet bao cao | Theo ddi — | Trang thai cong viéc dbi véi co quan
vién lién quan (van ban | Xac _nhan | la “HOAN THANH”, phong va chuyén
theo di cta co quan xt ly | hoan thanh | vién la “Hoan thanh”.
doi cong viéc y kién chi
YKCD | dao). Tién hanh xéac
(co quan | nhan hoan thanh
ban hanh
van ban
chi dao)

Giao dién chu y & budc 5 chuyén vién thyc trinh dy thao:
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Co quan ngoai tinh:

Theo nhom dai dién:
T4 chire, ca nhan khac:
y;
Co quan nhan dé biét:
q 3 r'S

Bao quatinnhan SMS =0y 0 cac y kién chi dao khac (cling vén ban chi dao) dé bao céo trong mét van ban

Bao qua tin nhan qua Email

Phin quyén xem:

) |
Bao cao cho cac YKCD: Y kién chi dao chung, c¢a hai x(¥ Iy chinh
# Y kién chi dao doi véi SDL
4 Y Kién chi dao ddi véi SDL chinh, TPHUE phéi hop
¥ Y kién chi dao ddi véi TPHUE chinh, SDL phéi hop
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5. HWUONG DAN CACH TAO LAP VA PHAN ANH SU’ CcO

Trong qua trinh s&r dung phan mém Quan ly Van ban va Diéu hanh, néu gap
phai 16i xay ra, xin vui 1d6ng ghi lai ndi dung I16i d6 va lién hé phan anh dén don
vi hd tro, dé kip thdi khac phuc.

5.1. Tao lap sw co

Céach don gian dé ghi lai nhirng 16i xay ra 1a mé ta rd rang cac thao tac thuc
hién dan dén 16i xay ra va ghi lai ndi dung cia 16i d6. Hoac c6 thé nhan phim
“Print Screen” dé copy hinh anh 16i va paste vao muc néi dung 16i (theo mau
dwdi day).

Mau mé ta sw ¢b (Vi du):

Trwong NGi dung

T6m tat Théng béao "L&i: Cannot insert the value NULL into column
'MaCoQuanGui', table 'QLVB_DHTN.dbo.QLVB_ VanBanDen'; ..."

MO0 ta Khi vao sé déi véi co quan ban hanh ngoai hé théng, théng bao "Léi:

Cannot insert the value NULL into column 'MaCoQuanGui', table
'QLVB_DHTN.dbo.QLVB__ VanBanDen'; column does not allow nulls.
INSERT fails."

Buéc thuc hién | 1. MO thém mai van ban den.

2. Vao di¥ liéu cho cac trwdng, co quan ban hanh la co quan ngoai hé
thdng, dwoc cap nhat trwdce tiép théng qua 6 textbox.

3. Kich “Vao s6”

=> Théng b&ao "Lb&i: Cannot insert the value NULL into column
'MaCoQuanGui', table 'QLVB_DHTN.dbo.QLVB_ VanBanDen'; column
does not allow nulls. INSERT fails."

S >
Hinh &nh
L&i- Cannot insert the value NULL into column ‘MaCoQuanGui', table "QLVB_DHTN.dbo. QLVB_VanBanDen': column does not allow nulls. INSERT
fails.
Vio s vin ban dén
s6 dén téng hop: 21
S6 Ky hiéu géc: I 01/CoQuanNgoai Ngay ban hanh: 29/07/2018 =
Co quan ban hanh: I - A A Ngw&i vao sé: H& Anh Todn
Co quan ngoai hé théng
Trich yéu: N6i dung trich yéu thé hién & day
File dinh kém: | docl docx].rif] pdfl xIs|.xIsx].pptl ppix
Cheon file
Chon file
(]
Ngwé&i ky: Chirc vy:
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5.2. Théng tin lién hé phan anh

Sau tao lap sw cb, lien hé phan anh dén nhan vién ky thuat hay bd phan cham
séc dé tién hanh xu ly.
a. Trung tdm Céng nghé théng tin tinh Thira Thién Hué

o Dia chi: 6 Lé Loi, thanh phé Hué.
o SO dién thoai: 0234.3849499.
o Thw diéntlr: support@huecit.vn.

b. Céng théng tin dién ttr — Van phong UBND tinh Thira Thién Hué
o Dia chi: 16 Lé Loi, thanh phé Hué.
o Sb dién thoai: 0234.3833628.
o Thw diéntlr: nxhung.ubnd@thuathienhue.gov.vn.
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