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1 GIOI THIEU

1.1 Muc dich

Hé théng quan 1y van ban va diéu hanh thanh phé Da Ning [a du 4n nam trong khudn
kho du 4n DNG 6&7 “Xay dung va trién khai cac tng dung CNTT —TT cho céc co
quan chinh quyén ctua TP. Pa Nang”. Hé théng duoc thuc hién véi muc dich nang
cap hé thong Quan 1y van ban va diéu hanh trudc day, nhu hd trg thém céc tinh ning
mGi thuan tién hon cho ngudi ding trong cdng tac Quan 1y van ban va diéu hanh.

Tai liéu nay duoc sir dung dé hudng dan céc thao tac chirc nang ctia Lanh dao phong

khi str dung hé thong Quan 1y van ban va diéu hanh.

1.2 Pham vi
Huéng dan céach thie str dung hé théng Quan Iy vian ban va diéu hanh déi voi ngudi

dung c6 vai tro la Lanh dao phong.
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2  CAC THAO TAC TRUY CAP HE THONG

2.1 Dang nhap

e Truy cap dia chi http://dichvucongtructuyen.danang.gov.vn

HE THONG THONG TIN CHINH QUYEN BIEN TU

THANH PHO DA NANG

TRANG CHU GIOT THIEU HUGNG DAN THU TUC HANH CHINH TRA CUU THONG TIN

THANH PHO DA NANG

DANG NHAP DANG KY

Nhan DANG NHAP dé login vao hé théng

UY BAN NHAN DAN THANH PHO DA NANG
Bia chi: 24 Tran Phi, Da Ning
DBuéng day néng hé tro: 05113 881 888

e Chon “bPang nhap”
e Nhap thdng tin tai khoan va mat khau dang nhap réi nhan Pang nhap. Voi
thdng tin tai khoan Ia email cua can bo cong chirc da duoc cung cap (theo cau

tric x@danang.gov.vn).
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& CONG DICH VU CONG TRUC TUYEN
vy

THANH PHO DA NANG

2.2

TRANG CHU GICI THIEU HUGNG DAN THU TUC HANH CHINH TRA CUU THONG TIN

duongdtt@danang.gov.vn

Nhap email ca nhan dwoc cung cap
NHAP THONG TIN CUA BAN / e

....... 4——— Nhap méat khau dang nhap

B Ghi nhé mat khdu <€——— Nhin "DANG NHAP"

Ban chua cé tai khoan? 93

UY BAN NHAN DAN THANH PHG DA NANG
Dia chi: 24 Tran Phu, Da Nang
Dudng day nong hé tro: 05113 881 888

Sir dung Hé thong Quén 1y Vin ban va diéu hanh

e Sau khi dang nhap, man hinh hién thi cac nhdm hé théng phan mém phuc vu

can bd. Can bd nhan vao hinh biéu twong cua Hé théng Quan Iy van ban va
diéu hanh hoic lién két “QUAN LY VAN BAN VA PIEU HANH” dé sir dung

cac chirc nang cua hé thong Quan Iy van ban va diéu hanh.

HE THONG THONG TIN CHINH QUYEN BIEN TU

THANH PHO DA NANG

’

= E ® ©  ©—_ Nnhénvaolien két hodc

hinh bén dé str dung
o g , — Hé théng QLVBDH
MOT CUA DIEN TU QUAN LY VAN BAN VA
DIEU HANH
-_
THU DIEN TU THANH PHO QUAN LY HO SO CBCCVC

UY BAN NHAN DAN THANH PHO DA NANG
Bia chi: 24 Tran Phi, Da Ning
Duéng day nong hé tro: 05113 881 888
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Sau khi kich chon, can bd s€ theo ddi dugc trang chu cua hé théng Quan ly van ban
va diéu hanh va céac chirc ning twong tng dugc liét ké tiy theo ddi twong ngudi dung

(dugc phan quyén boi Quan tri hé thdng).

3 THONG TIN TRANG CHU
Man hinh trang chu hién thi céc thong tin tong hop vé sd lidu, tinh trang, cling nhu

danh sach dai dién ctiia mbi loai hd so, thong tin twong tng.

HE THONG THONG TIN CHINH QUYEN BIEN TU' _
g # Trang cha Jichvucong 4 Trang ca nhan } 3 Po [ Thoat

THANH PHO DA NANG

QLVBBH DANH MUC QUAN LY VAN BAN BIEU HANH
T, Nhan vao cac the dé T
Vin ban dén (75) Van ban di (709) 4—— xem théng tin cla Trao déi néi bé (2) Lich céng tac
thé twrong trng
Quyét dinh vé viée t& Giri cdng van cho phang Céng nghé - - Pham Kim
125/0B-SNV chifc hoi thio cong tic 19109/2014 théng tin 18/03/2014 | B doc Son
trién khai s
. . . Théng bao vé ké hoach thuc hién NGy - Nguyén Phic
Vi chudn bi dé dén tip rién khai PM 10/03/2014 | £ doc Vinh Trung
doan dai bigu Lao tham -
14523/CV-SNgV quan vé hé théng Chinh 19/09/2014 » Xem thém
Phu dién tir cia Ba
Néng

Tinh hinh xt Iy cong viéc tai : Phong Céng nghé théng tin
Vv tra |61 cac dé nghi

154/CV-BTP cha STTTT Da Ning vé 19/09/2014 -
0 0

» Xem them Ta Té Nhw 24
T : Phan Tén Lun 53 2 2
Xir Iy van ban , céng viéc (3)  Phoi hop xwr ly (2) X
Mguy&n Thi Hién 26 0 0
Theo dai viéc trién khai thi diém chinh o BO.TN Nguyén L& Hong Ngoc 15 0 0
phi dién tir & Lién Chidu 19/09/2014  Thiy "
Duong MNguyen Hoai Birc 250 1 1
5 . . PR Bé Thi (Tré2 Tran Duy Hoa 56 0 0
Ké hpachhghuong trinh hanh ddng vi 05/09/2014 Thay ngdy D gié X
nguorngheo Duong ) Mguy&n Trdn Nht Quang 0 0 0
BE Thi (Tré0
Chuong trinh ki niém 25 ndm 14/08/2014 Thiy ngay 1 gier
Duong )
" Xem thém

Chi diu tu: S& Théng Tin Va Truyén Théng TP Da Ning =
Dwérng day néng ho tro: 05113 881 888
Bonvi thue hign: HYUNDAI BT  Pon vi phdi hop: @ seean .. vidgis Softeck®

Hinh 1: Giao di¢n Trang chii
e Nguoi ding nhin vao cac thé dé xem thong tin tong hop tuong tmg cua thé
duoc chon.
e Tai mdi khdi thong tin tai trang chi, ngudi dung nhan vao “Xem thém” dé vao

chi tiét chirc ning tuwong tmg.
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4 KHOI CHUC NANG QUAN LY VAN BAN
Tai thanh trinh don cua Hé thong QLVBDH, 1é con tré chudt vao “Quan Iy vin ban”.
Danh sach céc chirc nang thudc khdi Quan Iy vian ban duge so xudng dé nguoi ding

chon Iya. Nguoi dung nhan chon vao muc tuong Uimg can thuc hién thao tac.

Bao cao thong ké
Danh sach lién thong
Danh sach véin ban di
Danh sach vén ban dén

HO sor cOng Viec »

H6 sor cong viéc dién tors

4.1 Danh sach Viin ban dén
4.1.1 Xem, tim Kiém viin bén dén
Tai menu “Quan 1y vin ban” nhan vao “Danh sach vin ban dén” dé theo dbi thong tin

van ban dén cua don vi.

11
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oANH SACH VAN 84N DN

» Tim kiém
S8 van ban ~ Chon tht ca — [~ Loaivan ban ~ Chon tht ca — ]
N Céc tiéu chitim kiém

Néi dung

[¥ITrong trich yéu [[ITrong néi dung van ban
Sé dén Cor guan
86, ky hiéu VB .

[CiTim gén diing
Mgay dén EH | > =
Ngay ban hanh | > =
MNguwéi tao Nguwdi bit phé

&, | <= Nhan vao day dé thu'c hién tim ki€m VB dén

Hién thj 2 két qua.

1- 23/07/2014 - BQL D an CNTT 81T (PIU) [Thém vao HSCV

K& hoach t& chirc 1& khanh thanh Cdng théng tin Cdp nhat
1 | — Chuy&n s Iy
Chi tiét "« Bit phé EH Ludn chuyén & Vén ban di
£ i Cac lien két thao tac vdi
Van ban dén
113 - 23/07/2014 - BOL Dy an CNTT &L () © ChUa doc Thém vao HSCV

M@i tham dy I& khanh thanh céng théng tin Cép nhét

- Chuy&n b Iy
[ chitiet “<itphe B Luan chuyén & van ban d

Hién thi 2 két qua.

Hinh 2:Xem, tim kiém Viin ban dén
Tai man hinh nay, ngudi ding ¢6 thé thuc hién Tim kiém van ban dén: nhap thong tin
can tim va nhn vao biéu turong “Tim kiém” (nhu hinh trén) dé im. Danh sach cac
vin ban dén thoa mén v6i cac tidu chi da nhap sé& hién thi bén dudi dé dé theo ddi.
Khi danh sach vin ban dén qua dai, cac van ban dén s& duoc liét ké theo ting trang.
Pé hién thi thong tin cac van ban dén tiép theo, nhan vao phan thong tin vé trang phia
cudi danh sach dé xem céc trang khic cua danh sach:
Hié&n thi 7 két qua. Trang | 1 |Z| ;1 l4DPautién 4 Trangtrwéc Tiépk  Cudi bl
- Pé xem chi tiét thong tin Vin ban dén, nhan lién két “Chi tiét”
- Pé xem thong tin but phé ctia Vin ban dén, nhan lién két “Bat phé”
- Nhéin “Luan chuyén” dé xem ludng ludn chuyén ctia vin ban: vin ban da chuyén
cho ai, trinh tu chuyén,...

- Nhan lién két “Van ban di” dé xem danh sach két qua xr 1y ctia van ban dén.
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Tai liéu huéng dan sir dung - Hé thong Quan Iy vin ban va diéu hanh (danh cho Lanh dao phong)

- Nhin “Thém vao HO so cong viec” dé thyc hién lwu van ban dén vao mot tap Hb)
SO cong Viéc.

- Nhén lién két “Céap nhat” dé thuc hién cap nhat thong tin ctia van ban dén. Thao
tac cdp nhat tuong tu vi¢c thuc hién tiép nhén vin ban dén.

- Nhén lién két “Chuyén xur Iy”” ¢é chuyén van ban dén cho xir Iy.

4.1.2 Xem chi tiét Vin ban dén

Tai danh sach Vin ban dén, voi mdi van ban dén déu co lién két “Chi tiét” dé xem
thong tin vé vin ban dén. Nhan vao lién két nay dé xem cac thong tin co ban cua vin
ban dén.

Nhan vao day d€ xem chi ti&t nhu' bén dudi

23/CV-BNG - 27/(#/ 2014 - BS Ngoai giao Thém vao HSCV
Vv Té chifc hdi théio vé cing nghé vdi doan dai bigu Nhat Ban Cép nhat
- Chuy&n x Iy
Chi tigt |« Bit phé Ludn chuyén & Van ban di
/S_ﬁ' van ban S8 Cng van dén S8, ky higu vB 23/CV-BNG _\1
Ngay ban hanh 27/07/2014 Ngudi ky L& Wan Chau

V/v Té chirc hii thao vé
Trich yéu cdng nghé vdi doan dai Cd gquan ban hanh Bd Ngoai giao
bi&u Mhét Ban

Loai van ban Cdng van
oy Tép dinh kém :
S8 dén 2 MNgay d&n 25/07/2014
Bd mat Mat Bd khan Khan
Linh virc van ban Cdng nghé thdng tin Thu' muc HSCV
Sota 1 Hinh thifc tiép nhan Vian ban gidy
\_56 ban 2 Van ban phd bién Khng J

Hinh 3:Chi tiét Viin bin dén

4.1.3 Chuyén xir Iy vin ban dén

Tai danh sach Van ban dén, nhan vao lién két “Chuyén xtr Iy’ dé chuyén Vin ban dén
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Tai liéu huéng dan sir dung - Hé thong Quan Iy vin ban va diéu hanh (danh cho Lanh dao phong)

23/CV-BNG - 27/07/2014 - B3 Ngoai giao Thém vao HSCV
Vv T@ chifc hdi théo vE céng nghé vdi doan dai bi€u Nhat Ban Cép nhat
Chuy&n xi¥ Iy

“chitigt "« sit phé B Luan chuygn & vin ban di /

Ngudi BP Gidm déc so |Z|

Théng tin bit phé

lgi dung Chon nhiém vu tu'dng ('ng vdi tirng ngu'di
1 ) . -—A--
Nhom -- Chon tét ca --
1 Nguyén Hifu Binh Xt Iy
Phing -- Chon tat ca -- E| 1 Nhan "Chuyén" d€ hoan thanh
viéc chuyén Théng tin cac ngudi dugc
Nguy&n Thi Dao - giao xir ly va chuy&n dé biét
Ngé Thi Ngoc Anh /'
Ngu'di Nguyén Thi Tién P Chon tai danh sach, cac ngudi dudc chon hién thi
Trén L& Xudn tai bang bén phai
Tran Thi Hing Van -

Hinh 4:Chuyén xir iy Viin bin dén
- Nhap thong tin but phé néu c6
- Chon nhom/chon phong dé hién thi danh sach cac ngudi can chuyén twong tng véi
nhoém/phong da chon.
- Chon ngudi can chuyén:
+ Chon vao tén mot hoic nhiéu nguoi can chuyén (Nhan Ctrl hoic phim Shift
dé chon nhiéu ngudi) va nhan “Chon”.
+ Kich dup chudt vao tén ngudi can chuyén.
- Sau khi chon, danh sach cac nguoi dugc chon hién thi tai bang bén phai. Tai day,
chon chire ning cua timg ngudi dugc chuyén (Xt §/Phdi hop/Dé biét).
- Nhan “Chuyén” dé hoan thanh viéc chuyén x 1y.
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Tai liéu huéng dan sir dung - Hé thong Quan Iy vin ban va diéu hanh (danh cho Lanh dao phong)

4.1.4 Xem dong luan chuyén vin ban dén

Tai danh sach Van ban dén, nhan “Luan chuyén” dé xem thong tin dong luan chuyén

Van ban dén
Thém vao HSCV

23/CV-BNG - 27/07/2014 - BS Ngoai giao
Vv T@ chifc hi thao v& céng nghé vdi doan dai biu Nhat Ban Cap nhat
Chuygn I Iy

Ludn chuyén | & van ban di

" Chitigt "« Bit phé

/Tén h sd : V/v T8 chirc hdi thdo vé cong nghé véi doan dai biéu Nhat Ban --- Nguyén Hifu Binh \
# Ngay chuyé&n Ngu'di chuy&n Ngudi/ phongfnhém nhin  N&i dung chuy&n Han XL Tré
1 27/07/2014 B35 Thi Thuy x L . N
02:36:14 Duang Nguyén Hifu Binh Giao anh Binh xT Iy 1.0 0
Chuyén d& biét 25/07/2014 11:47:02 : D Thi Thuy Dwrgng » Binh Thi Minh Phu'dng , Pham Thi Bich Lién

Chuyén phdi hop
Thdng tin dong luén

WK, Nhain vao day dé thyc hign chuyén VB den
chuyén tiép VB j

Chuyén tiép

\_Chuy&n dan vi néi bé

Hinh 5:Xem dong ludn chuyén Viin bin dén

Nhin vao lién két “Chuyén tiép” dé thuc hién chuyén tiép Van ban dén:

23/CV-BNG - 27/07/2014 - B Ngoai giao Thém véo HSCV
Vv T4 chirc hdi thao v& céng ngh& vdi doan dai bi€u Nhat Ban Cap nhat
Chuyén s ly

“chitist "« pitphe BB Luan chuygn & van ban di

Tén h s¢ : V/v Té chifc hdi thao vé céng nghé vdi doan dai bigu Nhit Ban --- Nguy&n Hiiu Binh

# MNgay chuyén Nguii chuyén Ngudi/ phong/nhém nhdn  Ni dung chuyé&n HanXL Tré
27/07/2014 B8 Thi Thuy P ) I
02:36:14 Dudng Mguyén Hifu Binh Giao anh Binh xr Iy 1.0 1]
Chuyén dé biét 25/07/2014 11:47:02 : Bé Thi Thuy Duidng # Binh Thi Minh Phurgng , Pham Thi Bich Lién

Chuyén phdi hap

Chuyén anh Hodi Biic
1 V kign
Nhom -- Chon tat ca -
. 1 Nguyén Hoai Birc Hda
Nh&n "Chuyén” d& hoan thanh

Phong Phéng Céng nghé théng |Z| m A vigc chuyé{

Pham Thi Bich Lién - /
Nouh Chon tai danh sich, cic ngudi dwge chon hién thi

Nguyén L& Hang Ngoc I tai bang bén phai

Ta T4 Nhu =

3 Y,

Hinh 6:Chuyén tiép vin bin dén

4.1.5 Xem théng tin but phé
Tai danh sach Vin ban dén, nhan vao lién két “But phé” dé xem thong tin but phé cho

van ban tuong Uing.
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23/CV-BNG - 27/07/2014 - B Ngoai Giao Thém vao HSCV
V/fw T8 chifc hdi thao v& cdng nghé vdi dodn dai bifu Nhat Ban Cap nhat
. Chuyé&n xir Iy
Chi tiét Ludn chuy&n & van ban di
2
# Ngudinhap bit ph\ Ndi dung bit phé Ngay bit phé Xoa

Phang Céng nghé théng tin [&n k& hoach va lam céng

1 Pham Kim San téc chudn bi

26/07/2014

[
(=)
(]

Hinh 7:Xem thdéng tin bat phé

4.1.6 Xem cac Van ban di
Dé xem két qua xur ly cua van ban dén, nhan vao “Van ban di” dé xem thong tin cac

van ban di 1a dau ra cia Van ban dén.

5120/ TB-DNICT - 27/07/2014 - Trung tam CNTT & TT (DNICT) Thém vao HSCV
Thiéng béo v& viéc chuyn h so 18n SG TTTT x0T Iy Cap nhat
Chuyén xr y
Chi tigt " Bt phé Ludn chuyén
1
#  Trich yéu 56 ky hiéu Ngay ban hanh  Binh kém

Hudng dén viéc chuyén hi sa cho céc trudng

U bep 201/HD-STTTT 20/07/2014 HuongDan.doc g Nh&n vao day dé tai file

Hinh 8:Xem Viin bin di tir VB dén

4.1.7 Thém vao Hb so cong viéc
Tai danh sach Vin ban dén, nhan “Thém vao HSCV” @é thuc hién viéc dua mot vin

ban dén vao ho so cong viéc.

233/CV-TIP - 28/07/2014 - Ban quan Iy DA B3u tu' XD Khu CNTT tip trung TP Ba Ning Thém vao HSCV
(1TP) Cap nhat
/v B tri, digu déng cén bd doadn tham gia phong trao 121 Chuyén xr ly
. . Nh3n "Thém vao HSCV" d€ dua
chitiét  * Bit phé &= Luan chuyén & van ban ai VB vao mét tap HSCV dién
Chon tap hé so cing viéc
| STT | Tén tap ho so [Thumgc  [Misé |
1 Bdo cdo cdng tac quy I Bao cae BC-II
) 2 Bdo cdo két qua cdng tdc ndm Nhan vao tén HSCV BC-02
2010 mudn thém vao
3 (_:ercrng trinh hanh ddng thang oy i o g CT-034
ATGT
4 K& hoach==K& hoach hoat ddng CT-032
5 Ke 'hoaclj tharlh tra cong tac t K& hoach=>K& hoach hoat ddng KH-05
chifc doan thé
6  Phiin b& can bé 6 hocvi [2 Tién & Phén céng céng téc E’ECT'TS'

Hinh 9:Thém Viin bin dén vao HSCV
Sau khi nhan vao tén HSCV muén thém, hop thoai thong bdo xac nhan xuat hién.

Nhan “C6” dé xac nhan viéc dua Van ban dén vao H6 so cong vige.
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4.2 Danh sach van ban di
4.2.1 Xem danh sach vin ban di, tim kiém
Tai menu “Quan 1y vin ban” nhin vao “Danh sach vin ban d¢én” dé theo ddi thong tin

van ban dén cua don vi.

/= Tim kiem \
56 van ban - Chon tét ca — v t‘?a' Van | Chon tt ca — v
an
NI dung

¥ Trong trich yéu [J Trong ndi dung van ban

S6 di Tim gan dding
S0. ky hiéu VB
Ngay ban hanh @ | > )
Co quan ban — Chon tit c3 — v Céc tiéu chi tim kiém
hanh i
\_ &, | " Nhan vao ddy dé tim kiém /
chon tai day dé€ sap xép danh sach Check chon d& loc danh sach, chi hién
Hién thi 2 két qua. \‘1 th| nhitng VB di chua doc
1R GGl Noay ban hanh v ) Giam dEn ¥
459/CV-STTIT - 24/07/2014 - 56 Thiéng tin va Truyén thong hem vao HSCV dién tr
1 V/vphdi thrlen khai hé thdng chinh quyén dién tr ap nhat
| ™ Chi tigt Luan chuyén File dinh kém ® Van ban dén = Lién thungl
457 /TB-STTTT - 24/07/ 2014 - 50 Théng tin va Truyén théng Thém vao HSCV dién tif
2 Théng bdo v& viéc chudn bi cho giai doan trién khai hé théng chinh quyén dién tir Cap nhat

|" Chi tlé’tE Luan chuyén = File dinh kém o Van ban dén "= Lién thdng |
Hién thi 2 két qua.

Cac |IEﬂ ké&t thao tac vdi Van ban di

Hinh 10: Xem, tim kiém vin bin di

Tai man hinh nay, ngudi ding c6 thé thuc hién Tim kiém vin ban di: nhap thong tin
can tim va nhin vao biéu tuong “Tim kiém” (nhu hinh trén) dé tim. Danh sach cac
van ban thda man vadi cac ti€u chi da nhap s€ hién thi bén dudi dé dé theo ddi.

Khi danh sach van ban di qua dai, cac van ban di s& duoc liét ké theo timg trang. Dé
hién thi thong tin cac van ban di tiép theo, nhin vao phan thong tin vé trang phia cubi
danh sach dé xem cac trang khac ctia danh sach:

Hién thi 7 két qua. Trang | 1 |Z| /1 l4Pautién 4 Trang trwérc  Tiéph | Cudipl
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4.2.2 Xem chi tiét Viin ban di
Tai danh sach Vin ban di, nhan “Chi tiét” dé xem thong tin cua Van ban di.

459/ CV-STTTT - 24/07/2014 - 56 Théng tin va Truyén thing Thém vao HSCV dién ti

Vv phéi hgp trién khai hé théng chinh quyén dién tir Cédp nhat
Ludn chuyén B File dinh kem ® van ban dén 4 Lién thing
/sa‘ van ban S8 van ban di Ngudi trinh Pham Thi Bich Lién \
Loai van ban Cong van Ngudi ky Vi Thi Hoa Loan
1 S& ky hiéu 459/CV-STTTT MNgudi soan Nguyén L& Héng Ngoc
Mgay ban hanh 24/07/2014 Sé ban ]
Cd quan ban hanh 5S4 Thdng tin va Truyén thdng 5S4 td ]
SE di 459 B khdn Binh thurdng

KLTnh wi'c van ban Ndi nhan _}

Hinh 11: Chi tiét Viin bén di

4.2.3 Xem dong luan chuyén vin ban di

Tai danh sach Vin ban di, nhan “Luén chuyén” dé xem thong tin dong luan chuyén

Van ban di
459/ CV-STTIT - 24/07/2014 - S¢ Théng tin va Truyén thing Thém vao HSCV dién tr
Vv phdi hgp trign khai hé théng chinh quygn dién ti Céap nhat
" Chi tié“t‘% File dinh kém = V&n ban dén “ Lién thdng
1 Chuvén dé 28/07/2014 08:13:40 : Dh Thi Thuy Dwdng » Tran Thi Lan Hudng , Pham Thi Bich Lién ,
hié'ty Vi Thi Hoa Loan . .
24/07/2014 14:57:27 : D4 Thi Thuy Durgng » Trén Thi Lan Huong , 6 Thi T Thong tin luan
chuyén VB di

Chuyén ti€p <= Nhzn vao day d& thuc hién chuy&n tigp VB di

Hinh 12: Xem dong ludn chuyén Viin bin di

Nhin vao lién két “Chuyén tiép” dé thuc hién chuyén tiép Vin ban di:
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459/ CV-STTTT - 24/07/2014 - 54 Thing tin va Truy&n thing Thém vao HSCV dién to
Vv phéi thrié’n khai hé thﬁ’ng chinh quy&n dién tr Cdp nhat
" Chi tigt Ludn chuyén File dinh kém & Van ban dén = Lién thdng

28/07/2014 08:13:40 : BS Thi Thuy Duw'dng p Tran Thi Lan Hudng , Pham Thi Bich Lién ,
Wi Thi Hoa Loan . .
24/07/2014 14:57:27 : D& Thi Thuy Dirdng » Trén Thi Lan Hudng , B& Thi Thuy Dudng

chuyéntiep |

Chuyén dé
biét

¥ kign Chuyén chi Hign x{r Iy Nhan "X6a" d& x6a ngudi da chon
p:
1 . T
Nhom — Chon 4t ca — N 1 Nguyén Thi Hign Xaa
. T T Nhan "Chuyé&n" d& hoan thanh

Phong Phing Cdng nghé thing v <+ viéc chuyén
Mguyén Hoai Birc
Pham Thi Bich Lién - .

Ngudi Fhan T&n Luan Chon tai danh sach, cac ngudi dugc chon hién thi
Mguyén L& Hing Ngoc tai bang bén phai
Ta T Mhur ~

_E3 Y

Hinh 13: Chuyén tiép vin bén di

4.2.4 Xem danh sach file dinh kém cua VB di
Tai danh sach Vin ban di, nhan vao lién két “File dinh kém” dé xem thong tin céac file

dinh kém theo cho van ban tuong tng.

459/ CV-STTTT - 24/07/2014 - Sd Théng tin va Truyén thing Thém vao HSCV dién to
V/v phdi hcrbtrié’n khai hé théng chinh quy&n dién tr Cép nhat
" Chi tiét Ludn chuyén t Vvan ban dén '~ Lién thing

1
- Ngaytao
Ke hokch TH TT.doc Danh sdch file dinh 28/07/2014
2 01.2004 .'I'I'.BNRCIGC kém cla VB di 28/07/2014
Thém file dinh kém Nh&n vao day dé tai file vé may
Xda cac file du'gc check
chon

Hinh 14: Xem théng tin File dinh kém
Nhén véo biéu tuong dau “+” néu mudn dinh kém thém file.

Nhan vai bieu tugng dau “x” dé xoa cac file da duoc chon.

425 Xem cac Van ban den
Dé xem két qua xur 1y cua van ban dén, nhan vao “Van ban dr” dé xem thong tin cac

van ban di 1a dau ra cia Van ban dén.
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459/CV-STTTT - 24/07/2014 - 56 Théng tin va Truy&n théng Thém vao HSCV dién i

Vv phéi hap trién khai h& thdng chinh quygn didatd
1 " Chi tiét Luén chuyén Bl File dinh kém £ Lign théng
[# [ Wrichysu | SGkyhiéu | Ngayban hanh |

1 Vfvhudng dan trién khai hé théng 12/Cv-UB 12/07/2014

Hinh 15: Xem Vin bin dén

4.2.6 Xem danh sach gi lién thdng ra bén ngoai
Tai danh sach Van ban di, nhan vao lién két “Lién thong” dé xem thong tin cac don
vi bén ngoai nhan van ban tuong Uimg.

459/ CV-STTTT - 24/07 /2014 - S Théng tin va Truyén théng Thém vao HSCV dién tir

Vv phdi hgp trién khai hé théng chinh quyén dién o Cép nhat

" Chi tigt Luan chuyén B File dinh kém & vin ban dén,
Tén o quan |

Nhdn "Thu hai"
trong trudng hap rit
lai van ban d& gun
i&n théng (d6i vdi
nhifng van ban
chua tiép nhan)

1 TT Phat trién Ha tang CNTT (IID) 28/07/2014 Chura ti€p nhan Thu hdi

1 | 2 TT Phat trién Ha fang CNTT (D) 28/07/2014 Thu hi

Chura ti€p nhan
3 UBND quan Thanh Khé 28/07/2014 Chura ti€p nhan Thu hai
4 UBMD qudn Hai Chau 28/07/2014 Chura ti€p nhan Thu hdi

5 Sd Néng nghiép va Phat trién ndng thdn 28/07/2014 Chura ti€p nhan Thu hi

'\6 TT Fhat tri€n Ha tdng CNTT (IID) 24/07/2014 Chura ti€p nhan Thu hi

Hinh 16: Xem danh sdach giri lién thong
Nhan vao lién két “Thu hdi” trong trudng hop mudn it lai vin ban da guri lién thong.

Viéc thu hdi Vin ban di chi dién ra khi vin ban d6 chua duoc don vi nhén tiép nhan.

4.2.7 Thém vao Hb so cong viéc dién tir
Tai danh sach Vin ban di, nhian “Thém vao HSCV” dé thuc hién viéc dua mot vin

ban di vao ho so cong viee.

459 /CV-STTTT - 24/07/2014 - 54 Théng tin va Truyén théng [Tham vao HSCv dign tir
Vv phéi hap trién khai hé théng chinh quy&n dién t
" Chi tigt Luén chuyén B File dinh kém & Vin ban dén £ Lién thén

Tén tap hd s L Thumuc | Miso |

1 Bado cdo cdng tac quy I Bdo cdo BC-II

2 Bao cdo k&t qua cdng tac nam 2010 Nhan vao tén tap BC-02

3 Chuang trinh hanh déng thdng ATGT HSCV muon thém Vn CT-034

1 bén di vao

4 Churdng trinh ddo tao ngudn nhan lu'c chat CT-032
lrgng cao

5 K& hoach hoat déng théng 9/2014 K& hoach=>K& hoach hoat ddng KH-09/2014
K& hoach thanh tra céng tac t8 chifc doa o . N

6 theé’ oach thanh tra cang tac 1o e doan K& hoach=>K& hoach hoat ding KH-05

7  Phéan bd can bd cd hoc vi la Tién si Phén céng cdng tac PBCT-TS-01

Hinh 17: Thém Vin bin divao HSCV
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Sau khi nhan vao tén HSCV muén thém, hop thoai thong bao xac nhan xuét hién.

Nhan “Co6” dé xac nhan viéc dua Van ban di vao HO so cong viéc.

43 HO so cong viée
Tai thanh trinh don ctia Hé thdng QLVBDH, ré con tré chudt vao “Quan Iy vin ban”.
Danh sach cac chirc nang thudc khdi Quan 1y vin ban duoc s6 xudng. Ré chudt
Xuéng muc “Ho so cong viéc” va nhéan chon vao muc twong Urng can thuc hién thao
tac.

BIEU HANH

Ho se cong viec Danh sach Ieu két thiic

HO so cong viéc dién tF § nanh sach phéi herp

Danh sach vén ban di Danh sach ché ban hanh

Danh sach van ban dén Danh sich chira i I

Danh sach lién thong Danh séch @& Xt Iy

Danh sach ché xir Iy

4.3.1 Danh sach hd so cong viéc chwa xir ly
La noi chita danh sach tat ca cac van ban nhan dugc nhung chua xir 1y. Mdi vai tro sé
duoc hién thi cac chirc nang xur 1y tiép theo tai day. Vi du hinh duéi day la danh séch

chua xtr Iy cua chuyén vién.
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HO sO CONG VIEC

THEM M1 CONG VIEC

« Tim kiém Cac tiéu chi tim kiém
Loai cdng viéc -Chon loai céng vidc-- v
Mai dung

#|Trong tén cdng vidc Trong ndi dung du thao

Nhan vao cac nuat dé chuyén
@ 1it KiEW sang danh sach twong rng

4

Chérban hanh | DA két thic |

Chura xur ly Pa xor ly

Choxirly  Lwukétthic | Phéihop

Cac chirc néng
dworc hién thi
theo tlrng vai trd

H .
Giam dan

— T T T
Sap xép theo | MNgay chuyén xir [y v

v [«= S&p xép danh sach

Nhan vao lién két dé
thire hién cac chikc
nang frong kng

& K& hoach thuc hién pheng trao Hién méu nhan dao

Chuyén ban hanh
Chuyén =0 Iy
Liru ché xir Iy
Luu ket thic

= Chi tiét Luén chuyén = Dw thao “ Phdi horp |2 Van ban lién guan |2 Quan Iy phiéu trinh

Hién thi 1 két qua

Hinh 18: Danh sich hé so céng viéc chwa xir Iy

e Tai danh sach cong viéc chua xur ly. D€ xtr Iy cong viéc, nhan vao “Du thao” dé
gan du thao vao cong viéc.

N Y
(& K& hoach thuc hién phong tréo Hign mau nhén dao Danh séach Chuyzn ban hanh
dir thao Chuyén xiv ly
Lwu che xte by
= Chi tiét Luan chuyén » Phédi hop [ Van ban lién quan |2 Quan Iy phiéu trinh

‘ Ly két thiic

e dimh (e e fona

1 Nhén vao day dé Xo6a di thao
- B ‘the.rzn mci’l d}r thao 10 Xem lich st
. Lich thwe hién phong trae hién mau tinh Chon ban hinh 91_201 L TTBNV Dinh Thi Minh Phwong  Thém mdi phién ban
nguyén det lIl ‘| Chon tép | Khing cd tép nao tress-chon
oo~ . Nhan vao them m&i Nhan d@ tai file
MNhan|vao tén dé cap nhat théng tin dw thao file dinh kém dw thao <

e Sau khi gin dy thao, nhan “Chuyén xtr Iy tai danh sach céc liét ké bén phai man
hinh dé thuc hién chuyén hd so cho ngudi khac xtr 1.
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& K& hoach thuc hién phong trao Hi€én mau nhdn dao

“ Chi tiét B Luan chuyén = Du thao “ Phdi hep |2 Van ban lign quan |2 Quan Iy phiéu trinh

Chuyén xir ly

Cac y kién tru'dc Nguy&n Hoai Dic (21/07/2014) - Han>ar Iy : 2 ngay
Ngu'di nhan

Phong Phéng Cdng nghé théng tin |Z|

Ngudi Nguyén Hodi Bic B

¥ kign Trinh anh phé duyét du thao

Han xit ly = @ngay O qid

Nhic nhé sms [Cleman [

Dy thao

n Dl:r e I:EI fhem met T’?p dinh kem rant dqng

Xem lich si

1 Dip théo trinh bay chi tiét ké hoach tham gia 10 Nguyén Lé Hong Thém méi phién
) Y ; 9 Chon ban hanh [[] # Kehoach THTT...., .~ ° .
Ngoc ban
Duyét. | Chua chontép tin.

Hinh 19:  Chuyén xu Iy

Ngudi dung nhap thong tin chuyén xur Iy. Tai day, co thé thay dbi thong tin vé du

thao dinh kém khi chuyén xtr Iy. Sau khi d nhp théng tin, nhan “Chuyén”. Sau khi

chuyén xir Iy, ho so di chuyén s& dugc dua sang danh sach Ho so cong viée da xir Iy
cua nguoi dung.

e Truong hop, hd so chua du thong tin dé xtr Iy, hodc chd xin ¥ kién, nhan “Luu
chd xir Iy (tai danh sach chirc ning & goc phai cia mdi hd so cong viee) dé thuc
hién Iuu 1ai ho so.

' Ré soat tign d6 thyc hién du an gmgﬂ :aphijanh

“. Chi tiét |p Luan chuydn = Dw thao & Phéi hop |2 Van ban lién quan |2 Quan Iy phiéu ‘ Lurur ket thiic
trinh

NGi dung

Hinh 20: Thuee hién luu hé so cho xir i
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e Truong hop hd so cong viéc duoc chon “Chuyén ban hanh” (tai danh sach churc
ning & goc phai cia mdi hd so cong viéc). Cac hd so chuyén ban hanh bat budc
phai c6 du thao dinh kém. HO so sau khi duge chuyén ban hanh s& duoc chuyén

\
\ 14 Pal A A \ \
vao danh séch ho so cong viéc cho ban hanh.
"5 K& hoach thyc hién phong trdo Hién mdu nhin dao
* Chi tiét B Lun chuyén = Dwthdo « Phdi hop 2 Van ban lién quan 2 Quan Ij phiéu trinh

Chuyén ban hanh

Théng tin cc Ian chuyén xd Iy
Nguyén L& Hong Ngoc (22/07/2014) - Han x I : 0 ngdy
Cac y kién tru'dc Trinh anh phé duyét du thao
Nguyén Hoai Biic (21/07/2014) - Han i  : 2 ngdy
Ngu'i nhan
Phong — Chon phéng — o L =
D Mé&c dinh nguréi dwrorc chuyén
Ngusi QB/ ban hanh a vén thw cia don vi
¥ kién
Han xtr ly 24/07/2014 | 2 [@ngay Cgid
Nhic nhé sms [ClemaL [
Du thao
ﬂ e @ memmet M ‘ ‘
3.0 . s Xem lich st B
1 Dur théo trinh bay chi tiét ké hoach tham gia Chon ban hinh 01.2011. TTBNV....  NguyénL& Héng Ngchh&m méi phién bin

Duyét.. | Chua chon taptin.

Hinh 21: Chuyén ban hanh

4.3.2 Danh sach hd so cong viéc da xir Iy
La danh sach ho so cong viéc ma can b da xir Iy xong va di chuyén hd so cho can

b0 khac xtr 1y.
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HO SO’ CONG VIEC

Tim kiém
Loai cing viéc —Chon loai cing viéc— B
Mdi dung @

[¥[Trong tén céngviéc  [“[Trong ndi dung di thao

Chira xiv ly Da xiv Iy Ché& xir Iy Lru két thic Phdi hop Ch¢ ban hanh P két thue

Sap xép theo| MNgay chuyén xi If B Giam dan B Nhén vao day dé thu héi
n Tén cdng viéc
& K& hoach thu'c hién phong trao Hién mdu nhan dao
Gia hgn X1y
1 Chuyén lai

" Chitiét fJ Ludn chuyén T Dwthado « Phoihop 2 Van ban lién quan |2 Quén Ij phiéu tinh

Hién thi 1 két qua

Hinh 22: Danh sich Ho so cong vige da xir ly
e Truong hop muén thu hoi lai hd so da chuyén (trudong hop chuyén nhidm hd
so/mudn xir 1y lai hd so): nhan lién két “Thu hoi” dé lay lai hd so da chuyén.
(NGt “Thu hdi” nay chi hién thi khi nguoi duge chuyén chua xir Iy hd so nay).
Sau khi nhan “Thu hoi”, hop thoai xac nhan hién thi. Nhan OK dé dong y thu

hoi lai ho so.

Ban cé mudn thu hai céng viéc vira chuyén khéng?

OK ][ Huy bé

Hinh 23: Thu hoi hé so di chuyén xir ly
e Truong hop gia han thém thdi gian cho ngudi xir 1y tiép theo, nhin “Gia han
xir 1. Nhap thoi gian han xir Iy va nhan “Luu” dé hoan thanh.
e Truong hop thuc hién chuyén lai hd so, nhdn “Chuyén lai”. Nguoi st dung
nhap thong tin cho lan chuyén va nhan “Luu” dé hoan thanh.
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"5 K& hoach thy'c hién phong trao Hién mdu nhan dao Tr.w hoi L
Gia han x Iy

Chuyén lai

= Chitiét g Ludn chuyén T Dwthde < Phoi hop |2 Van ban lién quan |2 Quan Ij phiéu trinh

Chuyén lai hd so

‘ Phén thong tin hién thi khi
Phong - Chon phang -~ E nhan vao "Chuyén lai"
1 Ngu'di IZI
¥ kién
Han xir Iy 24/07/2014 7 || 2 @ingay O gid
Nhic nhé sms [l eman [

Hinh 24: Chuyén lai ho so

4.3.3 Danh sach hd so cong viéc cho xir ly
La nhitng cong viéc da dugc Iuu vao Danh sach cho xur Iy

A = THEM M1 CONG VIEC
HO SO CONG VIEC
- Tim kiém
Loai cngviéc —Chon loai cdng viée— B
MGi dung

[¥[Trong tén céngviéc  [[Trong ndi dung du thao

Chraxily  Daxiely  Choxily Liru két thic Phéi hop Ch& ban hanh D& két thuc Nhén vao day dé

P : : X Iy ho sor
Sap xep theo| Ngay chuyen xir Iy IEI Giam dan IEI
+ T
" Kiém tra cdng tic tham gia thi dua khen thudng KO I lai
1

= Chitiét [ Ludn chuyén T Dwthdo , Phdi hop |2 Van ban lién quan |2 Quan If phiéu trinh

Hién thi 1 két qua

Hinh 25: Danh sich HSVC cho xir Iy

Pé tiép tuc xir Iy hd so, nhan “Xtr Iy lai”. Hop thoai xac nhan hién thi, nhan OK dé
tiép tuc.

Ban cd mubn tip tuc x 1f céng vide nay khéng?

| ok || Hiybs

Hinh 26: Tiép tuc xit i cong viéc da lweu cho xir Iy
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Sau khi chon xtr ly lai, hd so duge dua qua danh sach hd so cong viéc chua xur ly dé

nguoidung xur 1y.

4.3.4 Danh sach hd so cong viée luu két thic
La danh sach Ho so cong viée da Iuu két thic (Nhan vao “Luu két thuc”).

PY——

= Tim kiém
Loai céing viéc ~Chon loai céng vigc— |Z|
N@i dung &4

[#[Trong tén cdng viéc  [“[Trong ndi dung dw thao

Chraxily Paxily Chexily Luukétthic Phoihop Ché ban hanh Pa két thic Nhén dé mé hd
so, X Iy lai

Sapxéptheo Mgay chuyén xi Iy |Z| Giam dan |Z|

I ™

4 Xdy dung khung chugng trinh thi dua yéu nudc

Xi¥ Iy lai

* Chi tiét fg Luan chuyén = D thao % Phéi hop 2 Van ban lién quan |2 Quan Iy phiéu trinh

Hién thj 1 két qua
Hinh 27: Danh sich céng viéc lwu két thiic
Truong hop cin mé lai hd so dé xtr Iy, nhdn “Xtr I lai” dé thuc hién mé hd so. HO so
sau khi nhan xir 1y lai s& dugc chuyén lai vao danh sach H6 so cong viéc chua xir Iy

dé co thé thuc hién céc thao tac xir 1y van ban.

435 Danh sach hd so cong viéc phoi hop
La noi hién thi danh sach cac van ban dén/cong viéc can xir I ma c6 yéu cau phdi

hop tham gia xur 1y.
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10 50 ConG Ve

- Tim kiém

Loai cing viéc —Chon loai cong viéc— B
Méi dung Q

[¥Trong tén céngviéc  [“[Trong ndi dung du thao

Chira xir Iy PaE xiv Iy Ché xir Iy Lwru két thic Phéi hop Chi ban hanh P4 két thic

Sapxéptheo| MNgay chuyén xir 1§ IZI Giam dan

Nhan vao day dé
thwre hién phdi hop
V&I nguedri clng X Iy

& K& hoach thu'c hién phong trao Hién mdu nhdn dao

= ChitiétfJ Ludn chuyén = Duwthdo |<. Phdi hop|[” Van ban lién quan |2 Quén I phiéu tinh

Hinh 28: Danh sich phéi hop xir

e Pé tham gia xir I, nhan vao muc “Phdi hop” dé xem danh sach cac gop ¥.

o K& hoach thu'c hién phong trao Hién mau nhdn dao

Danh sdch

= Chitiét g Luan chuyén 7= Duwthdo « Phdihep 2 Vin ban lign quan
cac gop v

Tép dinh kém

Mguyén L& HBng

1 c cho tifng naudi cu the 01.2011.TT.BMV.doc
Mgoc
Nhanvao  nnanvao day dé ) _ Nhéan dé xem danh
daydé gopyY  yem danh sdch Nhén vao day @&  séch cac phan hoi

nguwdi phéi hop tai file vé may

Hinh 29: Xem danh sich y kién phoi hop xiv iy

799

e Dé tham gia dong gop y kién, nhan vao lién két “Goép ¥
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"o K& hoach thuc hién phong trao Hién mdu nhin dao

™ Chi tiét g Ludn chuyén T Dy thao . Phoi hep |2 Van ban lién quan |2 Quan Ij phiéu trinh

Ngurdi phdi hop
[ # | Ni dund gdn ¥ Ngudi gop ¥ Tép dinh kém ]

Chira c6 gbp ¥ ndo Phan théng tin hién thi khi nhén vao "Gép "

NGi dung g6p ¥ Mé&n phén chia linh wire cho tirng ngudi cu thé

(@ Thém mi
01.2011.TT.BNV.doc 22/07/2014 Xda

23 Y,

Hinh 30: Gdp y phoi hop xir Iy

Nhap thong tin gép ¥ va nhan vao nit “Gop y” dé giri ¥ kién. Lac ndy, y kién vira
duoc giri s& hién thi tai danh sach cac gop ¥.
e Dé xem danh sach cac ngudi cung phdi hop dé xir Iy van ban dén/cong viée: nhan
chon vao lién két “Ngudi phdi hop”.
"4 K& hoach thu'c hién phong trao Hién mau nhan dao

= Chitiét | Ludn chuyén T Dwthdo “ Phéi hop £ VEn ban lién quan 2 Quan If phiu trinh
Gopy | Ngwdi phoi hop
| # | N6i dung g6p ¥

1 | Nén phan chia inh vi¢c cho tifng ngu'di cu thé Mguyén L& Hing Ngoc 01.2011.TT.BNV.doc

Ngudi gop ¥ Tép dinh kém ]
Phan hdi
Xem phan hai

Phan hdi

Danh sach nguoi
Xem phan hoi

phoi hop

2 | DOng ¥ vdi ¥ kién trén

Nguai phoi hop Ngu'di yéu cau
1 | MNguyén L& Hing Ngoc Hguy&n Hodi Birc
2 | Phan Tan Ludn Hguy&n Hoai Birc
3 | Mguyén Thi HEn Mguy&n Hoadi Birc

Thém ngu'di phéi hop I —Chon phang-- E[I Mguyén ThiPio E[ m_l

Chon tai day va nhan "Thém" dé thém nguw&i phdi hop

Hinh 31: Xem nguwoi cing phéi hop xiv iy

4.3.6 Danh sach hé so cong viéc cho ban hanh

La no1 hi€n thi danh sach cac ho so cong viéc da duoc chon va chuyén dé ban hanh.
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HO SO CONG ViEC

= Tim kiém
Loai cing viéc -Chon loai céng viec— EI
NI dung L'y
[¥[Trong tén cdng viec [ [Trong ndi dung dw thao
Chura xi¥ Iy SER A Ché x I Luwu két thic Phéi hep Ché ban hanh D két thuc

Sip xéptheo Mgay chuyén xiv Iy EI Giam dan EI
Hién thi 2 két qua.

I ™ S I

[ 125/SNV-CCHC - 31/07/2014 - Sd N§i vu
1 Vv tdp trung xT Iy cac van dé tén dong

* Chi tiét pg Lun chuyén T D thao *y Bit phé & Phéi hop £ Quan ly phiéu trinh

& ¥ay dung khung chwong trinh thi dua yéu nudc

* Chi tiét fg Luan chuyén = Du thao s Phéi hep 2 Vian ban lién quan |2 Quan Iy phiu trinh

Hién thj 2 két qua.
Hinh 32: Danh sich dy thdo cho ban hanh
Tai Danh sach nay ciling cé cac lién két nhu cac danh sach khéc, nhan vao lién két

twong mg dé xem thong tin vé van ban dén — cong viéc chd ban hanh.

4.3.7 Danh sach hd so cong viéc di két thic
La noi hién thi nhitng cong viéc di hoan tat trong qua trinh xir 1y (d4 ban hanh vin

ban)
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18 50 con it

« Tim kiém
Loai cong viéc ~Chon logi cdng vigc— |Z|
Méi dung &
[#[Trong tén cdng viéc  [[Trong ndi dung dw thao
Chura x@ ly Pa xo ly Cho xir Iy Lwu két thic Phoi hop Ché& ban hanh D3 két thuc

Sap xép theo | Ngay chuyén xiv Iy |Z| Giam dén |ZI

I ™ s R

4 Xdy dung khung churgng trinh thi dua yéu nudc

“ Chi tiét g Luin chuyén T Duw thao & Phédi hop |2 Van ban lién quan |2 Quan Iy phiéu trinh

Hién thi 1 két qua
Hinh 33: Danh sich hé so céng viéc Pa két thiic
4.3.8 Tim kiém Hb so cong viéc

e D¢ tim nhanh dén ho so: st dung chiic nang tim ki€m tai cdc danh sach cua

moi loai H6 so cong viéc.

HO SO CONG VIEC
Tim kiém
Loai cfng viéc —Chon loai cdng viéc— B
MN&i dung @

[¥Trong tén cdngviéc [ [Trong ndi dung du thao

Hinh 34: Tiéu chi tim kiém HSCV ban diu
e (6 2 loaitiéu chi tim kiém Ho so cong viée: Tim kiém theo viéc xir Iy van ban
dén hay theo cong viéc. Mdi loai c6 nhiing tiéu chi tim kiém riéng. Dé thuc
hién, chon loai tim kiém tai muc “Loai cong viéc™.
e Khi chon Loai cong viéc la “Xur Iy van ban dén”, céc tiéu chi tim kiém nhu

Sau:
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16 S0 CONG VIEC

+ Tim kiém
Loai cang vic X@ 1y véin ban dén B
Ndi dung
[@[Trong trich yéu  [TTrong néi dung dw thao
Sé van ban ~Chon tét cé- B Loai vin ban ~Chon tét ca- B
S6 dén Tim gén ding S6, ky hiéu van ban
Ngay dén [ =
Ngay ban hanh @A | == =

CLTIM KIEM

Hinh 35: Tiéu chi tim kiém danh cho trwong hop Xir Iy vin bin dén

e C4c tiéu chi tim kiém khi chon Loai cong viéc la “Cong viéc™:

10 50 COMG VIEC

+ Tim kiém
Loai cdng viéc Cdng viéc |Z|
MNai dung
[¥[Trong tén cdngviéc  [[Trong ndi dung dw thao
Tir ngay = Dén ngay E

L TIM KIEM

Hinh 36: Tiéu chi tim kiém danh cho truwong hop Xir ly cong viéc
e Ngudi ding nhap céc tiéu chi can tim va nhan “Tim kiém” va theo doi két qua

tai phan bang bén dudi.

4.3.9 Xem chi tiét Ho so’ cong viéc:

La chirc nang cho phép ngudi sir dung xem chi ti€t thong tin vé€ van ban, cong viéc xir

7

ly.
e Tai danh sach H6 so cong viéc, nhan “Chi tiét” tai mdi dong cua danh sach dé

xem thong tin ctia hd so twong tng.
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I T

— " s g oz - Chuyén ban hanh
K& hoach thuc h hong trae H hin di 1%
# K& hoach thuc hién phong trae Hi€n mau nhan dao Chuyén xc Iy
Luru cher x Iy
By Ludn chuyén = Duw thao & Phéi hep 2 Van ban lién quan |2 Quan Iy phiéu trinh Luru ket thic
P b K& hoach thuc hién phong N
. Tén cdng vid trao Hign mau nhan dao Mgay tao 21/07/2014
Mgudi yéu cau Nguyén Hoai Birc Mgurdi tigp nhan Nguyén L& Héing Ngoc
Mdi dung ) Nhén dé xem chi tiét_ ) MNgudi tao Binh Thi Minh Phurdng
MG ta - Nhan |a| Vao dé\f dé an théng tin chi tigt B quan trong Binh thirding
File dinh kém 01.2011.TT.BNV.doc <d—File dinh kém clia cong viéc. Nhan vao day dé tai vé.

Hinh 37: Xem chi tiét théng tin cong viéc
e Tai muc File dinh kém: nhan vao lién két tai tén tap tin (néu co) dé tai file vé
may.

9
A

e Nhan lai vao “Chi tiét” dé an phan thong tin chi tiét dang hién thi.

4.3.10Quan ly dw thao
Mot hd so cong viée thuong co céc dy thio di kém trong qua trinh xir 1y. Nguoi sir
dung c6 thé quan 1y cac du thao ctia mot hd so cong viée khi nhan vao lién két “Du

thao” tai HO so cong viéc do.

T g o
7 K& hoach thuc hién phong trdo Hién mau nhan dac Danh sach Chuy%n be_m hénh
dw thao Chuyén xtr [f
Lwu che xi Iy
* Chi tiét B Luan chuyén » Phédi hep [ Van ban lién quan |2 Quan Iy phiéu trinh ‘ Luru kst thuc
e fep dinh ke e fona
1 Nhén vao day dé Xéa dw thao
thém méi du thao o
) ) 1.0 Xem lich si
; Lich thire hién phong trao hién mau tinh Chon ban hanh 012011 TTENV_ Dinh Thi Minh Plnrong  Thém méi phién ban
nguyén dot Il Chon tép |Khdng cd tép nao tre n
, i Nhén vao thém moi Nhan dé tai file
Nhan|vao tén dé cap nhat théng tin dir thao file dinh keém du thao

Hinh 38: Xem danh sach dw thdo
e Dé xoda 1 file ciia dy thao: nhin vao biéu twong & tai tén file twong Gng. Truong
hop du thao chi c6 1 file, néu xo6a file thi s& xo6a ludn thong tin cua du thao.
e Dé tai du thao vé may, nhin vao tén tap tin trong tmg mudn tai vé may.
e Check chon vao muc “Chon ban hanh” dé thuc hién xac nhan viéc déng y ban
hanh.

1.0
Chon ban han .
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e D¢ thém méi du thao, nhin vao biéu tuong “Thém mdi”. Man hinh hién thi nhu

Sau:

Trich yéu VB du thao

Tép dinh kem* 4 Chon tép dinh kém Chua chon tép <= Nhén vao day dé chon tap tin
Loaivan ban — Chon loai van ban — B
Chu thich

Chi Cuc Thiy San Ba Nang -
N _ TT Phat trién Ha ting CNTT (ID) [2|
Chuyén don vi Tap chi Dién t TT&TT (TC)
BQL Dw an CNTT &TT (PIU)

Trung tAm CNTT & TT (DNICT) -

Chon don vi cdn chuyén, nhén "Chon", hodc
nhan dup chudt vao don vi mudn chuyén

# Tén Xoa

Danh sach cac don vi dé chon
1 Ban quan Iy DA Bau tw XD Khu CNTT tap trung TP B3 Ning (ITP) 4
=3
Hinh 39: Thao tic thém méi du thio
Nguoi dung nhép céac thong tin can thiét, nhan “Luu” d€ hoan thanh viéc gan dy thdo.
Truong hop khong mudn thém mdi, nhan “Huy”.
e DE cap nhat cac thong tin chi ti€t ctia du thdo: nhan vao tén du thdo

Dy théo trinh bay chi tiét ké hoach tham gia

Trich yéu VB duthde

Dur thao trinh bay chi tiét ké hoach tham I S .
i v ) — Hién thi khi nhan vao tén dw thao.

gia Cap nhat thong tin, nhdn "Lwu" @& hoan thanh
viéc chinh stra.
Loai van ban :

— Chon loai van ban —E|

Chii thich : 1.0

Ghon ban hih ] Kehosch THTT, NEW@LéHong  Xem lichsi

Ngoc

= &0

Hinh 40: Thuwc hi¢n cdp nhit du thio
e Truong hop ngudi sir dung cap nhit file du thao va dua 16n hé thong file maindy,

ngudi dung can thuc hién danh phién ban cho du thao. File m&i nhat s& 1a phién

34



DNG6&7
Tai liéu huéng dan sir dung - Hé thong Quan Iy vin ban va diéu hanh (danh cho Lanh dao phong)

ban cao nhat cua dy thdo. Nhan chon vao “Thém mai phién ban” dé thém phién

ban mdi cho du thao.

1.0 . . Xem lich st
Chonban hanh #% Kehoach TH TT.... Nguyen Lé Héng Ngoc Thém méi phién
bén

Chen tép | Khéng cé tép nao dwoc chon
Phién ban 2
Tép dinh kém & Chon tép dinh ke 4 &  GChuachon tép

1 D thao trinh bay chi tiét ké hoach tham gia

Ch thich Ty dong tng 1én 1 theo phién ban

cao nhat dang cd. Phién ban dwoc

£ dinh dang theo kiéu s6 nguyén.
EZE3 3 o -

Hinh 41: Ddnh phién bin mdéi cho duw thio
e Dé theo doi, quan ly dugc cac phién ban cia mot du thao, nhén “Xem lich su” dé

xem tat cd cac phién ban cua du thdo.

3.0
~ T R
Chon ban hanh 01.2011.TT.BNV. . Nguyen Le Hong Ngoc

Chon tép | Khdng cd tép nao dwoc chon

20 ~ ) Xem lich st
1 Dip thao trinh bay chi tiét ké hoach tham gia Chon ban hanh uyet dinh.doc Nguyen Le Hong Ngoc Thém méi phién
i ban

1.0

A Kehoach THTT. .  Nguyén Lé Héng Ngoc
Chon ban hanh

Hinh 42: Xem lich sii cdc phién bdin dw thdo

4.3.11Tao ho so cong viéc
Tai bat ky cac danh sach dugc chon tai muc “Quan ly van ban” - “Ho so cong viéc”:
nhén vao nat “Thém méi cong viéc” tai goc phai man hinh dé thuc hién thém méi

cong vigc.
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THEM MG1 CONG VIEC LUy

B¢ quan trong Binh thu . .
rh fweng Nhan vao day thé thém file dinh kém

v
Vén ban ni b ecréeggcggi”b%e“
File dinh kém mé ta cong viéc — s
Chon phong

Ngwéi yéu cau” = v Flr P
Thanh tra 'JI Nguyén Churong Birc v Chon ngwéi

Ngw&i tiép nhén Thanh tra Nguy&n Chuong Biic M

Giri théng bao qua SMS Email

Y kién x Iy i .
Ca thé nhap ngay/ hodc nhap so ngay
Han xt 1y 23/07/2014 w2 enedvoge
Dir thao Dy théo -|¢y Thém méi | Nhan vao day dé thém m&i dw thao
Chuyén phéi hop Nhom ~Tét ca -~ v
Phong ~Tétca - v
Nguwoi 96 Thi Thuy Drong

Hinh 43: Tao cong viéc mdi
e Thém modi file dinh kém:
File dinh kém mé ta cong viéc ‘_ Nhén dé thém méi

File dwoc thém — 01.2011.TT.BNV.doc 21/07/2014 [ Xoa
Nguwi yéu cau® Phang Céng nghé théng tin =] Nguygn Hoai i ] Nhén vao day dé
ez - - xoa file vira thém
Ngwéi tiep nhan Phéng Céng nghé théng tin |Z| Mguyé&n Lé Héng MNgoc |Z|

e Thém mdi du thao:
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D thao D thao - € Thém méi

Trich yeu VB dw thao 5 12 hwréing dén thire hién chi trirong 206A cda BO Cong nghé

théing fin

Tép dinh kém” 4 Chon tép dinh kém Chura chon fép

Hwéng dan B

Loai van ban

Cha thich
Chuyén don vi Chi Cuc Thay San Ba Ning
TT Phét trién Ha ting CNTT (IID) |—| Chon
R P FA— " Tap chi Bién tlr TT&TT (ITC) .
Chon don vi, va nhan "Chon™ __4, Trung tam CNTT & TT (DNICT)
- Théng tin don vi dwoc chon S& Ké hoach va BAu tur -
hién thi tai bang bén dwéi i
# Tén Xoa
Ban quan Iy DA Bau tw XD Khu CNTT tp trung TP Ba Ning
1
(ITP)
2 BQL Dy an CNTT &TT (PIU) Xoa
Nhan "Huay" dé xéa thong > m Nhan xéa dé xé6a 1 don vi d4 chon
tin dw thao d& nhap.
e Chuyén ngudi phoi hop:
Chuyén phéi hop Nhém _Thtca-— |Z| P
. Chon tai day dé hién thi danh
R s . thA g sach ngwe&i dung theo nhom
Ph Phang C hé th
ong ang Cang ngh? thang tin hoac theo phéng da chon
Ngw&i Pham Thi Bich Lién o
: E Chon ngwéi dung, nhan "Chon”
N Lé Hong N onTI ) :
Tatonng 9% ‘_ s dé hién thj danh sach bén duoi
a c 4] o
Sau khi chon, ngwei dwge chon
hién thj tai bang bén dwéi

1 Nguy&n Hoai Biirc !

2 Nguyén Thi Hidn 52 } Nhan vao day dé

Xo0a ngwei da chon

44 HO so cong viée dién tir

Tai thanh trinh don cua Hé théng QLVBDH, € con tr6 chudt vao “Quan ly van ban”.
Tiép tuc ré Xuéng “Hb so cong viéc dién tir”. Danh sach céac thao tdc danh cho viéc
quan 1y hd so cong viée dién tr duge sd xudng dé ngudi dung chon lya. Nguoi dung

nhan chon vao muc tuong tng can thuc hién thao tac.
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PIEU HANH

HO so° cong viéc

Hb so'cong viec dién tir ¥ panh sach HSCV dien tir

Danh Si':."lc-ll Vi"i" br_.i“ di Q“ii“ |1]|- thee muc HSCV die n ._.'}
. 2 £
Danh sach van ban den HO s cong viéc Iru trir

Danh sach lién thong

4.4.1 Quan Iy The muc hd so cong viée dién tir

La noi thé hién tat ca cac thu muc ma ngudi dung c6 quyén dugc thiy.

G0 tai day va nhén "Tim" dé fim dén thu muc

Nhén vao day dé phan quyén

Loe cho thw muc tworng tng Chontdtca v
nn“
K€ hoach Phan qu,en Binh thudng

2 J --k& hoach hoat ddng Phan quy&n  Binh thudng Co

3 --K& hoach thi dua Danh séch cac thw muc. Fhan guy&n  Binh thurdng Cd

4 J Bdo cao Thé hién phan cép Fhin quyén  Binh thudng cs

5 J --Bdo cao két qua cdng tac Fhan guygén  Binh thudng Khéng

6 J --Bdo cdo thanh tich thi dua Phan quy&n  Binh thudng Khéng

7 . —Béo cdo s& liéu tng hap Nhan vao tén thw muc dé thwrc hién cap nhat Khdng

8 J Phin cdng cdng tac Phén quy&n  Binh thudng Cd

9 J Churang trinh dao tao Phén quygn  Binh thudng Cd

Hinh 44: Danh sich thw muc HSCV di¢n tiv
e Déloc tim mot thu muc, nhap tén thu muc can tim va nhan “Tim kiém”.
e Dé loc lai thuy muc theo danh sach da st dung hoac chua st dung: chon vao 6 tai
goc phai cia man hinh.

o shcH TG Hscw o)
Chon tai day dé

loc danh séch
Chon tit ca

Chwa st dung
n“ : ) a =

1 J K& hoach Fhan quygn  Binh thudng Co

2 J --K& hoach hoat ddng Phan gquygn  Binh thudng Co
e D¢ xb6a hd so cong viéc, check chon vao cac thu muc mudn xéa va nhan vao nit

“Xda” tai gobc phai man hinh.
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DANH SACH THU MUC HSCV

THEM MO TRO LAI

Chon tét ca v

" " p3 dugc sir
n"
1 Cé

Ké& hoach FPhdn guygn  Binh thudng
2 --K& hoach hoat ddng Phan quy&n  Binh thudng Co
3 --K& hoach thi dua Phan quygn  Binh thudng Cd
4 Bdo cdo Phan quy&n  Binh thudng Co
5 --Bdo cdo k&t qua cdng tdc Phan quygn  Binh thudng Khéng
6 --Bdo cdo thanh tich thi du= Phan quy&n  Binh thudng Khdng
7 Ld Samcan S0 liEU T C'h(_)n fai day, nhin "Xoa" Phan quygn  Binh thudng Khéng
8 v :% dé thurc hién xoa thu muc Phan quygn  Binh thutdng o
9 Churong trinh dao tao Phan quygn  Binh thudng Cd

Hinh 45: Thao tic xéa HSCV di¢n tir

e D¢ thém mdi thu muc hd so cong viée, nhan “Thém md1” tai danh sach nay. Man

hinh hién thi, nhap thong tin thu muc va nhan “Luu”.

THWY MUC HSCV

Tén thw myc” Béo cdo thanh tich thi dua
Thuée thwe muc cha Bao cao v
Bé quan trong Binh thwégng ¥

Da dwoc sir dung "

Hinh 46: Thém mdi HSCV dign tir

o

Nhén “Tré lai” trong trudng hop mudn quay vé danh sach thu muc

e Dé cap nhat thy muc HSCV, nhin vao tén thu muc can cap nhat

THW MYC HSCV

Tén thw myc* Béo cdo két qua céng téc
Thuéc thw muc cha Bao cao v
Bé quan trong Binh thwéng v

Da dwoc sir dung 7

Hinh 47: Cgp nhat HSCV dién tir

LUu TRO LAI
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e Phan quyén thuy myc HSCV: Viéc nay nhdm chia sé thong tin thu muc cho céc

nhém ngudi ding, phong ban, hay ca nhan. Céc ddi twong dugc chia sé chi c¢6 thé

str dung cac thu muc nay theo quyén di duoc phan (Xem/Cap nhat/Phan quyén).

PHAN QUYEN THU MUC TAP HO SO CONG VIEC

+ Quyén truy cap - Phong /‘

Nhén Iu dé hoan tat phan quyén

R S S ST ST

oW

e B = T ¥ |

8
9
10
11
12

Van phéng

Ban lanh dao

Check chon vao céc 6 dé
phén quyén trong tkng cho
Cac phong

Phang Tdng hap

Ban Gidgm déc

Phang Bao chi - Xuat ban

Fhéng Buu chinh - Vién théng

Phaéng Cdng nghé thdng tin

FPhang Ké hoach - Bau tw

Tap chi BT Théng tin - Truy&n thdng
Thanh tra

Trung tdm Vi mach

Van phéng

+ Quyén truy cap - Nhém

e —— T

2
3
4
5

Chuyén vién

Check chonvao cédc 6 dé
phén quyén firong (kg cho
tlrng nhém ngwéri dung

Lanh dao Phang

Lanh dac Van phéng
Lanh dao cd quan

Vian thu

+ Quyén truy cap - Nhan vién

o ————a

Pham Kim Sdn

Nguyén Hoang C&m

Check chon vao cdc 6 dé
phan quyén tirong kng cho
tlrng ca nhan

Nguyén Quang Thanh

Nguyén Bing Truing

Lé Kim Qudc
Huynh Thi Boan Anh
Vii Thi Hoang Anh

Nguyén Chirgng Bifc ti ti t

Hinh 48: Phdn quyén thw muc HSCV

4.4.2 Quan ly Hd so cong viée dién tir

a. Danh sach Hé so cong viée dién tir:

La noi hién thi tat ca cac Ho6 so cong viéc dién tir ma ngudi dung da duoc phan quyén

dé xem. Danh sach nay khong bao gdm nhitng hd so dd dua vao luu tri.
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DANH SACH HO S0 CONG ViES

= B Thir muc Ho so céng + Tim kiém P f .
viéc B Nhéan dé chuyén sang khoi
» B30 ¢80 Ngi dung = Quéan Iy ther muc HSCV BT
» Churong trinh dao tao
e - Crrm —

L4 K% hoach hoat dong 5 Bdo cdo cing tdc quy II (HA sd da difdc ddng) Cap nhat
» Ke hoach thi dua T Chitiét [ Vdn ban £ Phdn quyén Huy ddng hd sd
» Phan cdng cong tac _/) —
. . . . Cap nhat
t déng thang 9/2014 Tinh trana hé so A =
2 [ = chitét g Vanban 2 Phan quyen] Ang pona e

Cdp nhat
Hly ddng hi sd
Chuyén Iuu trif

m 3 Phan bd can b co _hgc vi la Tién si (Tdi han luu triT)
© Chitiét By Van ban £ Phan quyén

Hién thi 3 két qua.

. : Céc lién két hién thi th
Céc lién két quan Iy thdng tin v& HSCV vat 15, tinh trang HSCV/_

Hinh 49: Danh sich HSCV dién tir
e Tai phﬁn bén trai 1a thy muc hd so cong viec: nhén vao thu muc dé hién thi
hé so cong viée twong tmg ctia mdi thu muc.
e Nhéin vao nit “Thém méi hd so cong viéc” dé tao mot HSCV dién tir mdi.
e Nhén vao “Thu muc hd so cong viéc” dé thuc hién quan 1y thong tin céc thu
muc Ho so cong viéc dién tur.

e Nhén vao “Chi tiét” dé xem thong tin vé HSCV

Bdo cdo cdng tac quy I
™ Chitigt [ Van ban |2 Phan guyén

SRR A . N N - Cdp nhat
Tén tgp hi so Bdo cdo cong tac quy II Tén phang ban Thanh tra j ;
1 i g auy phong Bdng hi so
Hgudi tao Nguyén Chugng Biic Thu muc Bdo cdo Xda
Ngay tao 24/07/2014 M3 sd BC-II

Hinh 50: Chi tiét Ho so' cong viée dién tiv
e Nhan “Van ban” d¢ xem thong tin cac van ban, tai liéu dugc luu trit trong

hé so tuong tmg:
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K& hoach hoat déng théng 9/2014 Nhan vao céc thé dé xem céc
= Chitiét B Van ban £ Phan quyén K VB twrong tbng vai tirng loai

Van ban dén  Vanbandi  Van ban khac  Tailiéu da phuang tign

I e
Bdng hi s

KHOO1 - 23/07/2014 - Ban quan y DA B&u tu XD Khu CNTT tap trung TP ¥ia

Ba Nang (ITP) Xoa

EHO01 £ g - Chuvén
. = . Mhén dé xem céac Y
|.“ Chi tigt Ludn chuyén T DL,r'thaculﬂ— thong tin cia VB

Hinh 51: Xem danh sach cic van ban ciia HSCVDT
Trudng hop mudn x6a vin ban khoi hd so, nhan “Xéa” va xac nhan viéc x0a.
Truong hop mudn chuyén vin ban dén hd so cong viéc khac, nhan “Chuyén” va chon
dén thu muc, hd so can chuyén. Nhén vao tén HSCV DT céan chuyén va thuc hién xac
nhan viéc chuyén.

K& hoach hoat d@ng tha'_ng Q/2014
© Chitift e Van ban | £ Phan quyén

Vin ban dén  Vanban di  Van ban khic  Tailiéu da phudng tign

KHOO1 - 23/07/2014 - Ban quan Iy DA B@u tu XD Khu CNTT tap trung TP ) .
Ba Nang (ITP) Cdp nhat
3 KHOO1 Bdng hd so
= Chitiet [ Luan chuyén T Dy thao Xda
. : ! : : Hoa
Thu myc HSCV: | Bdo céo r
[ STT | Tén h sd céng viéc
1 Bao cao cdng tac quy H\""h;\_

Nhén vao tén hd so mudn
chuyén dé chia sé van ban
hién tai qua hd so khac

Hinh 52: Chuyén vin bin sang HSCVDT khdc

e Nhan “Phan quyén” dé xem thong tin vé cac quyén han d61 vdi hd so hién

chia s¢ HSCV dién tu.
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Nhén dé xem thong fin phdn quyén

Bdo cdo cdng tac quy I
= Chitigt B Van ban{(2 Phan quyén
(Whém __________|Phong ban |Nhanvién _________|Phan quién_

Nhén vao day dé thwc
hién phan quyén

Cap nhat
1 = . = e . Bdng hi sd
Mguyén Churang Birc (Xem - Cap Phan guyén) xggg s
Chuyén vién (Xem) Mguyén Thi Uyén Phuong (Xem - Cap nhat)

Pham Trudng Qudc Vu'ong (Xem - Cap nhétj

7

Danh séch cac quyén d4 phan

Hinh 53: Xem théng tin phin quyén
- Pé thyc hién phan quyén, nhin vao tiéu dé cot “Phan quyén” ctia danh

sach. Man hinh hién thi khi nhan phan quyén:
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PHAN QUYEN HO SO CONG VIEC

+ Quyén truy cap - Nhom

=

2
3
4
5

phén quyén tirarng tkng cho

Nhém nguwi ding

Chuyén vién

Lanh dao Phéng
Lanh dao Van phong
Lanh dao co quan
Van thu

+ Quyén truy cap - Phong

I T S ™ N T T

C-T- - - N ]

=
=]

11

Ban Giam déc

Ban lanh dao

Check chon vao cdc 6 dé
phén quyén twong tkng cho
Phong

Phong Bao chi - Xudt ban

Phéng Buru chinh - Vién théng

Phang Céng nghé thing tin

Phong Ké hoach - Pau tw

Phing Tong hgp

Thanh tra

Trung tim Vi mach

Tap chi BT Thdng tin - Truyén thing

Van phoéng

+ Quyén truy cap - Nhan vién

o ———— ———

o N ;R Ww

Huynh Thi Thity Linh
Huynh Thi Boan Anh
Huynh £dng Phu'dng
Ha Tén Bao

Kiéu Thi Thu Hoai

Check chon vao céc 6 dé
phén quyén twong trng cho
tlrng ca nhan

L& Kim Quic

L& Thi H6ng Ngoc

L& Thi Héng En
Nguyén Chuang Biic

Hinh 54: Thuee hién phin quyén HSCV dién tiv

Nguoi dung check chon vao cac quyén ting vdi1 moi doi tugng mudn phan quyén va
nhan “Luu”.

b. Thém méi Ho so céng viée dién tir:

Dé thém mad1 hd so cong viee, nhan vao nut “Thém mdi hd so cong viee” tai goc phai

cua Danh sach H6 so cong viéc dién tir
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THEM M1 HO SO CONG VIEC LU
Ma hé so * KH-09/2014
S6 hod so * 029453

Tén hé se cong viéc * Ké hoach hoat ddng thang 9/2014

Thude thw muc * —Ké hoach hoat déng v| <—— Chon thw muc chita hé so
Ngay bat dau * 01/09/2014 i
Han ché sir dung * Khéng han ché v| <—— Mic dd han ché danh cho hd so

Khéng lwu triv

W6 ta Ké hoach hoat déng thang 9/2014
Hinh 55: Thém maoi HSCV dién tiv
Ngudi dung nhap thong tin v€ ho so cong viéc va nhan “Luu” dé hoan thanh.
c. Cdp nhdt Ho so cong viée dién tir:

Nhin vao lién két “Cap nhat” tai danh sach cac chuc ning duogc liét ké tai modi hd so

cong vigc.
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CAP NHAT H® SO CONG VIEC LuU
Ma hé so * BCAl
S hé so* 2100066

Tén hé socong vide ™ | Bao cdo cing tac quy I

Thudc thwe muc * Bdo cdo v
Ngay bét dau * 24/07/2014 ]
Ngay két thiic [EH | <——— Cap nhat ngay déng hé so
s6 trang * 0 ll _| ) )
Nhén vao + dé tang 1én 1
S6 tap tai liéu * 0 -] Nhan - dé giam 1
Ngan * 0
Ké * 0
Tang * 0
Han ché sir dung Bang x( Iy nghigpw ¥

Khéng lwu triv

Két thuc <+ Check chon dé déng hé so

Chinh Iy

Mé ta Bao cdo cdng tac quy ll
Hinh 56: Cdp nhat HSCV dign tir
d. Ddng hé so cong viéc:

Sau khi hoan thanh cong viéc, dé dong hd so cong viéc, ngudi dung nhan vao lién ket

“DPong ho so”. Thuc hién cap nhat cac thong tin va nhén “Luu’”.
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Bao cao cdng tac quy I
Chitiét [ Van ban £ Phan quyén

S& trang™ ] il _I ) ) _
Nhéanvao + détang lén 1 don vi

S6 tap tai liéu™ 0 -] Nhan vao - dé giam 1 don vi

Mgan® 0 Cap nhat

1 Bidng hd sa
Ke= 0 ¥da
Tang™ 0
3 e e — Nhép tai day dé xac dinh ngay gtri HSCV vé Iweu triv
Han gui Iuu trit 24/07/2015 S e el -
A gut T — ] | (Mac dinh han g¥i lweu trik 1& 1 ndm sau)

m [Hiy]

Hinh 57: Dong HSCV dién tir
e. Xoa hé so cong viéc dién tir
H6 so cong viée chi ¢ thé x6a khi hd so d6 chua dugc dong va tai khoan ctia ngudi
dung duoc phin quyén c6 thé Xo6a HSCV d6. Thuc hién viéc X6a HSCV khi nhén
vao lién két “Xo6a” tai mdi HSCV dién tir.
Sau khi nhan x6a, hop thoai xuét hién thong bao xac nhan viéc x6a. Nguoi dung nhéan

“C6” dé thuc hién x6a HSCV di chon.

Ban c6 chac chan muén x6a ban ghi nay khéng? x

Cd | Khing

Hinh 58: Xéa HSCV dién tir
f. Huiy dong hé so cong viéc
D6i voi nhitng hd so cong vise di dugc dong (co tinh trang 1a “HO so di duoc
d6ng”), ngudi ding c6 thé mo lai hd so khi nhan vao lién két “Huily dong hd so”.
Sau khi nhin vao day, hop thoai xuét hién thong bao xac nhan viéc mo lai HSCV.
Ngudi dung nhan “C6” dé thuc hién hiy 1énh dong HSCV di chon.
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9. Chuyén luu trir
DPoi voi ho so cong vi¢c da dén han luu trix (c6 tinh trang 1a “Té1 han luu trie” - hd so
c6 Han giri Iuu trit nho hon ngay hién tai), ngudi dung c6 thé thuc hién chuyén ho so
cho Iiru trit khi nhan vao lién két “Chuyén hru trir”,
Sau khi nhin vao day, hop thoai xuét hién thong bao xac nhan viéc chuyén luu trix

HSCV. Nguoi ding nhan “C6” dé thuc hién chuyén.

45 Xem bao ciao thong ké
Tai myc “Quan Iy van ban” ngudi dung chon vao loai bao céo théng ké duoc liét ké.
Nguoi ding ¢6 thé xuat bao c4o ra man hinh hodc xuit ra file excel, pdf theo tity chon

tai1 muc Kiéu xuat bao cao.

BAO CAO VAN BAN DEN

Mgay nhan E | gén =
Thang 212203040500 T3 Y2100 118 12
Gluy 212 NS e N
Mam
S& van ban —Chon tht ci— B
Loai van ban —Chon tét ca— -

Bao cao 1

Cﬁng van

Quyét dinh i

Van ban lién thdng [
Kidu xuit bdo cdo | HTML B

XUAT BAO CAD

Sau khi chon cac ti€u chi, nhan “Xuat bdo cao” dé theo do1 két qua thong ké, bao cao:
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BAO CAO VAN BAN BPEN

Ngay nhan 01/2/2014 [T | gén  28/202014 )
Théng 0192030405060708090100 11O 12
Quy @ienene v
N&m s
56 van ban —~Chan tét cé— N
Loaivan bn -

Quyét dinh A

Nghi quyet N

Nghi dinh I

Vin ban lign thang [
Kiéu xudt bao cao HTML B

XUAT BAO CAO

SO THONG TIN VA TRUYEN THONG CONG HOA XA HOI CHU NGHIA VIET NAM
Péc lip - Tie do - Hanh phiie

Da Ning. ngay 20 thang 9 nam 2014
DANH SACH PANG KY VAN BAN DEN

Tir ngay 01/02 dén ngay 28/02 nam 2014

Vin bin dén Tén loai va trich yéu négi Pon vi hoic
86 ky hiéu Ngay dung ngwdi nhin
Nguyén Hoang
Cam
Céng vin - Viv Dé nghi gép | N guyén Quang
06/02/2014 | 384 S& Tw Phap 233/STp-BTTP | 27/01/2014 | ¥ du thao chwong trinh hoat | Thanh
déng cuva BCD nam 2014 Phong Céng
nghé théng tin
Vin phong

Ngay dén | S6 dén | Co quanban hinh Ky nhin Ghi chii

N guy'évn Hoang
Cam

Cong vin - Viv Kidm tra kit | 220 Quane
06/02/2014 | 385 S& Tw Phap 230/STP-VBQPL| 27/01/2014 ne van - v Thanh
qua ra soat VBQPPL Phong Céng

nghé thong tin

Vin phong

Hinh 59: Xem bdo cdo, théng ké

5 KHOI CHUC NANG DPIEU HANH
Tai thanh trinh don cua Hé théng QLVBDH, ré con tré chudt vao “Piéu hanh”. Danh
sach cac chirc nang thudc khdi Piéu hanh dugce s6 xudng dé ngudi dung chon lya.

Nguoi dung nhan chon vao muc tuong tmg can thyc hién thao tac.

Lich cong tac
Quan Iy cubc hop

Trao doi ndi bo

W

Lich lam viéc
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5.1 Trao déi ndi bd

Puoc st dung dé cac ngudi dung trao ddi cac thong tin qua lai 13n nhau trong don vi.

Khi chon vao menu “Trao doi nd1 bo”, danh sach cac tin dén duogc Lét ké

TRAO DOI NQI BO
In dam: cé tin méi Tim kiém tin
$6 lwong tin chwa doc

+ Tim kiém
- 7 Tin dén Nai dung
LTty ban@ ¥ Trong tiéu &[] Trong néi dung tin
Mhac Vige (0) Chi dé - Chon tat ca — EI
Mei Hop (0) PR it ca
Mguéri giri - Chon tat ca - IZI Ngwéi nhan — Chon tat ca — IZI
Bao Céo (0)
Ngay givi o e i}
> (3 Tin 43 giri
Théng béo (0) =
Nhéc Vise (0) Chon hanh déng E| THUC HIEN Loc tin: | Tat catin E| THUC HIEN
Mai Hop (1) Nhén vao day dé doc tin

Hién thi 2 két qua
B0 Cao 0 I:I“ ngay git

o . Théng bao két qua thanh tra phéng CNTT ngay .
Tin Nhap(0) = Chura dgc  Nguyén Chudng Biic 18/07/2014 22/07/2014 10:02

| B4 doc Nguy&n L& HBng Ngoc Hop trao dai, clanh gia v& tinh hinh hoat ddng ciia cg quan trong , Danh sdch tin dén
6 thang dau ndm

Hién thi 2 két qua

Hinh 60: Danh sich tin dén
e Thu myc tin gdbm 2 muyc “Tin dén” va “Tin d4 gii”. Trong mdi myc do, cd céac
thu muc phan loai tin.
- Néu loai tin tai muc “Tin dén” duoc in dam, thu muc do co tin chua doc.
Phan s6 bén canh thu muyc tin thé hién sb luong tin chua doc.
- Taimuc “Tin da gui”: ph?m s bén canh thu muc tin thé hién s luong tin da
gui cua tung loai.

Nhan vao thu muc twong ting d€ xem danh sach tin trao d61 n¢1 bg cua tirng muc.

5.1.1 Pgc tin

Tai danh sach tin, nhin vao tiéu dé cua tin dé doc tin.
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TRAO DOI NOI BO
— [ PHANHOL x4 | 808

Théng béo (0) Grri tiv : Nguy&n Chuwrong Birc . ) .
Nguy&n Hoai Bic; Pham Thi Bich Lién; Nguy&n Thi Hién; Phan Tan Luan; Mguyén L& Héng Mgoc:

Nhéc Vigc (0) Gui d;; iTa Té Nhw; Mguy&n Trin Nhat Quang; Trin Duy Héa;
Tiéu dé : Thang bao két qua thanh tra phang CNTT ngay 18/07/2014
Mé&i Hop (0) .. 1.01.2011.TT.BNV.doc
Tép dinh kém :

* 2. Cong van.doc
Bao Céo (0)
Kinh gtri 6ng/ba,
Binh kém trong thw 12 két qua dgt thanh tra, danh gia tai don vi.
» 3 Tin d& glvi Tran trong.
Nguyé&n Chueng Bic

m PHAN HOI TAT CA CHUYEN TIEP m

Théng béo (0)
Nhac Viéc (0)
M&i Hop (1)

Béo Cao (0)

Tin Nhap(0)

Hinh 61: Doc tin trao doi nji bp
/’\ \ L4 q /‘7\ M /,\ 14 14
- Nhan vao nut . dé doc tin ké trudce do.

~ Nhén vao nat a dé doc tin tiép theo.

- Nhéin vao nuat “Phan hdi” trong trudng hop mudn tra 161 tin cho ngudi giri.

- Nhan “Phan hdi tat ca” trong truong hop tra 151 tin cho nguoi giri, dong thoi
gui kém theo cho tat ca cac nguoi nhan dugc tin.

- Nhan “Chuyén tiép” dé chuyén ndi dung tin nay cho mdt nguoi khac

- Nhan “X6a” dé thuc hién x06a tin dang doc.

5.1.2 Gii tin

Pé thém m&i mot tin, ban kich vao ndt “Soan tin”. Man hinh hién thi nhu bén dudi:
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TRAO B6INGIB0 @

> £ Tin dén Cha dé * - Chon chii d - v
Thing ko (0 L.
ong bdo (0) | i pén -
Mhic Viéc (0) P
Méi Hop (0) Chon ngwéi nhan
s cc
Bao Cao (0)
e
> 3 Tin g3 g Chon ngwéi cc

Théng bao (2} | Tiay dé *

NhacVige (1) | . oo\ . ©Thémméi X Xéa
# ] Tén
Méi Hop (0}
Kiéu Sy C. =" A B I U = X, x?
Bao Céo (0) R o
Gy Ga @ @ 48 &b B A = = EE E = =
Tin Nhap(0) E| M& HTML @ F-j B 0 52| w 0 A

e Nhép thong tin noi giri tin tai muc “Guri dén”: ¢ thé theo cac cach sau
- GO dia chi email ngud1 nhan va chon tai danh sach duoc liét ké ngay bén
dudi (hd trg nhap nhanh v6i danh sach nguoi ¢ dia chi email tuong tu voi

email dang nhép)

Giri Dén * hos|

<

Mhép dia chi email ngwéi ding

hoadw@danang.govvn = Nhan vao ngwoi can giti
hoaiktt@danang.gov.vn
thoattk{@danang.gov.vn

hoatd@danang.gov.vn

Hinh 62: Chon mail nguoi nhin
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- Trudng hop nguoi dung khong 18 dia chi email, nhan vao “Chon ngudi
nhan” dé hién thi tén cac can bod cong chirc. Nhén dip vao nguoi can gui
tin. Hodc nhan “Chon hét” dé guri cho tit c4 moi nguoi trong co quan/phong
ban (twong tng vdi phong da chon).

Guri Dén * hoadvi@danang.govyn; camnhi@danang.govyn,

~

Nhéan "Chon nguoi
nhéan" va chon tén
nguw&i mudn giki tin

TR T ﬁa chi email frorng trng v

| ngurdi dwrgre chon sé hién thi

tai muc "Gt dén”
—Chon*ﬁmg— |Z|

Nhan dip vao
ngudi mudn
thure hién giri tin

Pham Kim Son i

U J
Nguyen Quang Thanh
Mguyén Biang Trrgng
L& Kim Quéc

[T S S Y B

Hinh 63: Chon nguwoi givi theo tén cin by
- Nguoi ding ciing c6 thé nhap diy du dia chi email ctia ngudi nhan vao 6
“Guri dén” Chu y, mdi ngudi nhan duoc phan biét bang dau chdm phay (;).
e Nhap thong tin tai CC: tuong tu muc “Gtri dén”
e Dinh kém file trong trao d6i ndi bod:

Nhan "Chon tép
dinh kém" dé chon
file tir may

TN STt Chon ngwéi cc
Nhan "Thém mdi" dé
thuc hién dinh kém file

LThém moi [<2% Xoa
# | Tén ik
File dinh kém [ Chon tép dinh kem |  Chwa chion tép

File Dinh kem

Hinh 64: Dinh kém file
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File Dinh kem ©Thém méi | X Xoa

Tén .
1 CapMhatDanhMuc xlsx
2 3.png Danh séch file sau khi dinh kém
3 v 2011 3 T.BMNV doc

Check chon vao 6 va nhan "Xéa" dé xoa file twong trng

Hinh 65: Danh sdch file sau khi thuc hi¢n dinh kém
e Sau khi d3 nhap thong tin, kich vao nit “Gu” dé gui tin nay di. Trudng hop
chi muén lvu lai ndi dung tin ma chua giri di, c6 thé kich vao “Luu nhap” dé
luru tam vao trong hé thong. Nhan “Huy b hodc “Trd lai” trong truong hop
khong mudn tiép tuc gui tin.

e Céc tin d3 giri dwoc hé thong luu lai vao muc Tin da g,

5.2 Lich cong tac

5.2.1 Lich cbng tac ca nhan
T menu “Piéu hanh”, ré chudt vao “Lich cong tac” va chon vao muc “Lich ca

nhan”.
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LICH CONG TAC CA NHAN
Chonngdy 0601  [F]  ~Chonphéng-  [v] L&VanA [=] Tntude  Tudn2 [=] Tuin sau
Ngay w Ngi dung Thanh phén Dia diém Ghi chi Chifc nang

5 [ Hop ddunam toan thé nhan vién cing ty Phang hop ting 5 ) #
Thi hai ¢ @ ]
06/01

T * #

5 * #
;';}’o';"’ ¢ [ Tiépnhan phdn mim T L& Van A Phang [amviéc * ¥ &

T # #

s | [ Trao divé cong viéc hién tai L& Van A Phing hop céng ty * # P
Thif tu '
08/01 c ¥ | ¥

T # #

s ¥ *
Thi ndm t
09/01 c ¥ | ¥

T # #

5 * #
Thit sdu ,
10/01 c v e

T * #

5 * #
Thif bay cl ¥ & #
11/01

T * #

5 * #
Cha nhat ¢ @ W
12/01

T ) #

Hinh 66: Lich cd nhin

- Nguoi dung c6 thé thém thong tin trén lich cong tac, 16i nhan “Luu” dé cap
nhat lich cong tac.

- Chon céc lich can x0a tai cic checkbox, rdi nhan “Xo6a” dé thuc hién xéa lich
cong tac .

~ Thém lich cong tic bén trén hodc phia dudi qua cac biéu tuong *+ *1 taj cot
Churc nang.

- Sir dung chitc nang nhic nhé lich hop bang biéu tuong ¥ tai cot Chic ning.

- Chon Ngay, chon Phong, chon tén Can bd: Hién thi lich cOng tac tuong ung
v&ingay, can b duge chon.

- Pé xem lich cong tac Tuan ké trude hodc Tuin ké sau, nhan vao lién két “Tuin
trude”, “Tuan sau”. Hodc chon sb tudn dé xem lich cong tac cua tun do.

- Nhan vao lién két “Thém mo1” Hién thi man hinh cho phép nhap thong tin lich
cong tac nhu hinh bén duoi.
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THEM MO LICH CONG TAC CA NHAN

NGi dung *

Pia diém

Thanh phdn

e Vs W i i
Budi ™ Sang [V Chigu s

Tir ngay * B

Pén ngay * &1

Hinh 67: Thém lich cong tac ca nhan

5.2.2 Lich cong tac phong

Tt menu “Diéu hanh”, ré chudt vao “Lich cong tac” va chon vao muc “Lich phong”.

LICH CONG TAC PHONG
Chon ngay  06/01 =1 -Chon phong ban - |Z| TiEntude  Tudn2 |Z| Tuan sau
Ngay ()] Ngi dung Thanh phidn Dia diém Ghi chi Chitcndng [
¢ [ Hop diunim toan thé nhan vién cong ty Phing hoptang 5 5 * # B

Thif hai .

0601 c @ ¥ b
T @ * #f |
5| [ & & [

Thit ba T T .

07/01 ¢ [0 Tiepnhan phan mém CNTT Phong lam viéc L |
10 * # |
g [ Traoddivé congviéc hién tai Phaing hop cong ty * # B

Thit tuf .

* ¥

/o1 c @ 4 b
70 * &
s @ & & |

Thi ndm

& &

08/01 c|0 ] &
T 0 * # |
s| @ & & 0

Thit séu ;

1001 c 0 il O
7|0 | # 0
s @ &+ &t |

Thif bay )

* ¥

11/01 c|d ¢ g
T 0 # # |
5 O & & 0

Cha nhat T

¢ * ¥

12/01 c O N O

1|0 | # o

Hinh 68: Lich céng tic Phong

Nguoi ding c6 thé thém thong tin trén lich cong tac, 10i nhan “Luu” dé cép

nhat lich cong tac.
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Chon céc lich can x0a tai cac checkbox, roi nhan “Xo6a” dé thuc hién x6a lich
cong tac .

Nhén vao lién két “Ban hanh”: Thyc hién lru thong tin ban hanh lich cong tac
Nhan vao lién két “Xuat Excel”: Thuc hién xuét lich 3 duoc ban hanh ra file
excel.

Chon Ngay, chon Phong: Hién thi lich cong tac twong ting véi ngay, phong ban
duoc chon.

DPé xem lich cong tac Tuan ké trude hodc Tuan ké sau, nhan vao lién két “Tuan
trude”, “Tuan sau”. Hodc chon sb tudn dé xem lich cong tac cua tuan do.

Thém lich cong tac bén trén hodc phia dudi qua cac biéu tuong *+ *1 tai cot

Churc nang.

5.2.3 Lich cong tac co quan

Tu menu “Di€u hanh”, ré€ chudt vao “Lich cong tdc” va chon vao muc “Lich co

’9
quan”.
LICH CONG TAC CO' QUAN
Chon ngay 06/01 & Titn rwde | Tudn 2 |Z| Tuan sau
Ngay Théi gian N&i dung Chii tri Thanh phan Pia di€m Ban vi chudn bi Chifc néng
3 Hop d4u nim (L& Vin A) toan thé nhdn vién cingty | Phang hopting 5 ) # Lg-
Thit hai t i
* *
06/01 < | ;
T | #
g LI
;:;uolia c Tiép nhan phin mém CNTT (L& Van A) Phong lam viéc ) L4 -
T * 1
5 Trao ddi v& cong viéc hién tai (L& Van A) Phang hop cdna ty * ¥ L4
Th by 3
& &
08/01 c ' i
T *
3 * 4
Thi ném 1
*
09/01 ¢ |91 3
; *
3 | #d
Thif sau |
* ¥
10/01 c | .
T * #
3 | %8
Thit bay c ) 3
11/01 .
T | #
g ] ¥4
Chi nhat c TR
12/01 .
T *
Lich dur kién tun sau

(*) Cac lich mau xanh: 3 ban hanh
Cac lich mau den: Bianq chd duyét

Hinh 69: Lich co quan

57



DNG6&7
Tai liéu huéng dan sir dung - Hé thong Quan Iy vin ban va diéu hanh (danh cho Lanh dao phong)

- Nguoi dung thém thong tin trén lich cong tac, r0i nhan “Luu” dé cap nhat lich
cong téac.

- Chon céc lich can x0a tai cac checkbox, r0i nhdn “Xoéa” dé thuc hién xo6a lich
cong tac .

- Nhén vao lién két “Xuét Excel”: Thuc hién xuit lich d3 dwoc ban hanh ra file
excel.

- Nhén vao lién két “Xem lich co quan”: Hién thi thong tin lich cong tic da ban
hanh cua co quan.

- Chon Ngay: Hién lich cong tac cta co quan tuong g vdi ngay duoc chon.

- DPé xem lich cong tac Tuén ké trude hodc Tuan ké sau, nhin vao lién két “Tuan
trude”, “Tuéan sau”. Hodc chon sb tudn dé xem lich cong tac cua tun do.

~ Thém lich cong tic bén trén hoic phia dudi qua cac biéu tuong *+ *1 taj cot
Churc nang.

- Di chuyén lich cong tac Ién trén hodc xudng qua biéu tuong tai cot Churc
nang.

- Thuc hién chuyén lich cong tac qua biéu tugng = tai cot Chirc nang.
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5.2.4 Tim kiém lich cong tac
TIM KIEM LICH CONG TAC

Noi dung tim kim Hop dau nam

Trong  Ndi dung E|
Budi Titca [
Kidu lich céng tic  Ca nhan [«]
Chon ngu'di - Chon phdng - [ Lé Van A v
Tir 01/01 O »> 3112 B
Thang 010203040506 0708 09010011 012
Quy O10m0m O
tm @
Sap xép ndi dung  Tang dan [v|

D T ST

2014-01-06 Hop d3u ndm toan thé nhén vién cdng ty Phéng hop ting 5
Hién thi 1 két qua.

Hinh 70: Tim kiém Lich céng tic
Ngudi ding nhap thong tin tim kiém, sau d6 nhan “Tim kiém”. Két qua s& duoc hién

thi vao vung ludi bén duoi.
5.3 Lichlam viéc

5.3.1 Quan ly lich lam viéc
Khi chon vao menu “Lich lam viéc”, man hinh hién thi lich ctia mot thang.
e Truong hop co ngdy nghi, trén lich thé hién bing mau do, va tén cia ngay
nghi.

e Truong hop co cac su kién, trén lich hién thi bang mau xanh, va tén su kién.
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CH T2 T3

Thang bay 2014
Xem lich ngay hém nay I
1 2

1234-
14

g 8 10 M 13
15 16 17 1§19 20 21

Nt nhén dé xem lich 3 thang trwérc / 3 thang ké tiép

Lich mau xanh: Ngay lam viéc |

Thang bay 2014
CN T2 T3 T4 T5 T6_ T7
1 2 3 5

6 7 & 9 10 M
13 14 [l 6 17 18 19
20 21 2\23 24 25 26

27 N
Lich mau dé: Ngay nghi

Thang tam 2014
CN T2 T3 T4 T5 T6 T7
1 2

6 7 8 9

Thir nam

'z T

Thir sau ba

10 " 12

Nhén vao day dé
chuyén sang kiéu lich
frrong tng

17

3 4 5 6 7 8 9

20 2 23
Nhén vao 1 ngay dé
xem théng tin lich lam
viéc dwoc chon
T 28 29 30

24 25 26

Nhén vao 1 6 dé nhap
théng tin vé s kién

10 11 12 13 14 15 16
7 18 19 20 21 22 23
24 25 26 27T 28 29 30

Hinh 71: Lich lam vigc theo thing
e Dé xem lich theo thang, nhén chon lién két “Thang” tai goc phai man hinh.
Tuong tu, co thé xem chi tiét lich theo tuan hodc lich chi tiét cua 1 ngay tai cac

nat nhan “Tuan”, “Ngay” bén canh.

< > Hém nay Thang bay 6 - 12 2014 Thang | Tuan | MNgay
4 > Chinhat7/6 Thichai7/7 Thieba7/8  Thirtw7/9  Thirnam 7110 Thirsau 711 Thie bay 7112
Thang sau 2014
CN T2 T3 T4 T5 T6 T7 all-day
1 2 3 4 - 6 7 12am
8 9 10 11 12 13 14
15 16 17 18 19 20 21 1am
22 23 24 25 26 27 28
29 30 2am
Thang bay 2014 Jam
CN T2 T3 T4 T5 T6 T7
1 2 3 4 5 4am
6 7 8 9 10 11 12
13 14 gl 15 17 18 19 5am
20 21 22 23 24 25 26
Gam
27 28 29 30 3
Tam
Thang tam 2014
CN T2 T3 T4 15 T6 T7
gam
12
3 4 5 6 T 8 9 9am
10 11 12 13 14 15 16
17 18 19 20 21 22 23 10am
24 25 26 27 28 29 30
K| 11am

Hinh 72: Lich lam vigc theo tuin
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< > Hém nay Thang bay 8 2014 Thang Tudn | Mgay
4 Tuesday
Thang sau 2014
CN T2 T3 T4 T5 T6 T7 all-day
1 2 3 4 6 7 Gam -
8 g 10 M 12 13 14
15 16 17 18 19 20 21 Tam
22 23 24 25 26 2T 28
29 30 Gam
Thang bay 2014 gam
CN T2 T3 T4 T5 T6 TV
1 2 3 4 5 10am
6 7 8 9 10 1 12
13 14 [l 5 7 18 19 11am
20 21 22 23 24 25 26
12pm
27 28 29 30 #
1pm
Thang tam 2014
CN T2 T3 T4 15 T6 T7
2pm
1 2
3 4 5 6 7 g 9 3pm
10 11 12 13 14 15 16
17 18 19 20 21 22 23 4pm
24 25 26 27 28 29 30
31 Spm

Hinh 73:  Lich lam vigc theo ngay
5.3.2 Thém méi lich lam viéc
Dé thém méi lich cho ngay nghi hodc mdc ngay sy kién cho co quan, nhin chon vao

ngay mudn ghi lich.
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< > Hom nay Théng muwoi mat 2014 Thang  Tudn Mgay

Chu nhat Thir hai Thir ba Thip tw Thir nam Thir sau Thir bay
1

Nhan vao ngay mudn thém

2 3 4 7 g
9 10 1 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28 29
30

Hinh 74: Thém mdi lich lam viéc
Sau khi nhan, hop thoai xuat hién, nhap thong tin va nhan “Thém méi” dé luu lai lich.
Truong hop khong mudn thém méi lich nay, nhan “Thoat” dé dong hop thoai.

Thém sw kién vao lich lam viéc

Blai hii céng doan cdng ty

. MNgay nghi

© Noay lam vige

e Trudng hop ngay nghi kéo dai trong nhiéu ngay: nhan vao ngay bat dau, giir

chudt va ré dén ngay két thiic, sau d6 tha chuot.
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< > Hom nay Thang muwoi mat 2014 Thang  Tudn Mgay

Chu nhat Thir hai Thir ba Thip tw Thir nam Thir sau Thir bay

11 12 13 14

Nhan, git¥ chudt

18 19 20 21
—>
Kéo ré dén ngay két thic
23 24 25 26 27 28

30

Hinh 75: Thém mdi lich nghi trong truong hop kéo dai nhiéu ngay

Lich sau khi dugc thém mai hién thi nhu sau:

1

15

22

29
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Thang mwoi mot 2014

< > Hém nay
Chi nhat Thip hai Thir ba Thip tw Thir nam
2 3 4
: N . Bai hbi cdng
Lichmét ngay = [ cong ty
@ Ngay nghi
O Ngsy Iam viéc
] 10 11
16 T 17 18 19 20
Ky nghi mét tai Lim Bdng
O Ngay nghi
@ MNgdy Iam viéc
23 \ 26 27
Lich dai ngay
30

Hinh 76: Lich hién thi sau khi thém mgi

5.3.3 Xoa lich lam viéc

Thip sau

Thang | Tudn Mgay
Thir bay

1

7 3

14 15

21 22

28 29

Tai thong tin lich, nhan vao biéu twong “Xo6a” dé xoa thong tin lich da thiét lap.

Hinh 77:  Thao tic xéa mét lich da thiét lip

Nhan vao day dé xoa sw kién
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54 Quain ly cudc hop
5.4.1 Xem, tim kiém cugc hop

DANH SACH CUOC HOP [ x0a |

-+ Tim kiém

Cac tiéu chi im
kiém cuéc hop

Tén cudc hop

7 | Pén =
Théi gian
Phong | -- Chon phdng - B Ong/Ba | —Chon céng chirc— B

Ngweri cha tri

. Phéng| -- Chon phdng - B Ong/Ba| -Chon céng chirc— B
Thanh phan tham
dir

. dav d& thach . Nhan vao day dé thu'c hién
. Nhan vao day dé€ thuc hién tim kiém 3 at théng tin cud
Check chon dé xéa Y V4 ! = cap nhat thong tin cudc hop

Tén cudc hop

Trao ddi céng viéc
1 Thoi gian: 2014-07-28 Cap nhat
£ Ndi dung g Nhan vao ddy d& xem ndi dung, théng tin cudc hop

Bao cao tdng két cing tac quy 2
2 [ Théi gian: 2014-07-28 Cép nhat
2 Mdi dung

Hinh 78: Xem, fim kiém cugc hop

5.4.2 Thém méi cudc hop
Tai man hinh xem, tim kiém cudc hop, nhén vao nt “Thém méi” dé thuc hién tao

mot lich hop.
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THEM MO1 cUGC HOP

Trao déi cong vide
Tén cuéc hop *

Trong co quan@ Ngoai co quan”

Pham vi *
28/07/2014 [7] |Vao lic| 08:00
Théi gian
N Phéng hop sb 1
Dia diém B

Phéng| Thanh tra
Nguwéi chua tri

Phong| Thanh tra
Ther ky

. Phong | Thanh tra
Thanh phan tham dw

Mguyén Hiku Binh
Mguyén Chrong Bic
MNgd Minh Anh
Mguyén Van An

Ngwi ngoai cor quan

4, Tailiéu dinh kém
Binh kém bién ban cudc
hop

@ Thém cong viéc cudc hop
Ciong
tai liéu vE ndi dung cdng téc thdng 8

Chuén

LUFU TRO LAI

—

Dén 26/07/2014 [ |Vao lac| 11:00

B Ong/Ba| MNguyén Chweng Bic

]
]

gf -]

Chon Ong/ba va nhan Chon.
Ngw&i dwoc chon sé hién thi tai
danh sach Thanh phan tham dw

B Ong/Ba  Nguyén Hiru Binh

B Ong/Ba| MNguyén Van An

Nhan Thém méi cong viéc
cugc hop dé phéan cong
céng viéc cho budi hop

 Nowdiarly |

Nguyén Chugng Bifc Xoa

Cdng viéc

Thanh tra
Ngw&i xie ly

THEM

B

Hinh 79: Thém mdi cudc hop

Sau khi nhap day du thong tin, nhan “Luu” dé hoan thanh viéc thém méi.

5.4.3 Xem ngi dung cugc hop
Pé xem thong tin chi tiét vé cudc hop,

thong tin vé lich hop nay.

nhan vao lién két “Noi dung” dé theo ddi
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Trao ddi cong viéc

Thdi gian: 2014-07-28
2" Ndi dung

Tén cuge T_[au dai cng Pham vi Trong cor quan

hop viéc

Dia diém Théri gian 2014-07-28

Ngwéi chi  Nguydn Chwong  Thanh phan Mguyén Hiku Binh, Mguy&n Chuwong Bic, Ngd o
1 O tri Bic tham dw Minh Anh, Nguy&n Van An Céap nhat

Thee ky Njguyen Hiiu MNgw&i ngoai

Binh co guan
# MNgurdi xir by Cdng viéc Han xir ly Két qua

Mguyén Churang Chugn bi tai liéu v& ndi dung

o1 Birc cdng tac thang 8

2014-07-26 100

Hinh 80: Xem ngi dung cudc hop

55 Tailieu ISO
Tai thanh menu, chon muc “Tai liéu ISO” dé xem danh sach cac tai liéu ISO

TAILIEU ISO

Phién ban| 9001-2008 v

I T S ST S T
I

Cac tai ligu hé thang

1 Chinh sich chat lrong cscL Nhén vao M hiéu dé
2 Muc tiéu chat lugng nam 2013 MTCL tai tai liguISO ve may
3 58 tay chat lugng STCL
3.1 Sd db qua trinh quan ly theo IS0 Phu luc 01 - STCL
3.2 Bang dai chigu tai liéu thudc HE thdng Phu luc 02 - STCL
i1 Quy trinh kiém soat tai liéu va hd so QT.LD.01
1 Yéu cau viét, sira ddi tai liéu BM.LD.01.01
2 Danh muc tai liéu ngi bd hién hanh BM.LD.01.02
3 Danh muc tai liéu bén ngoai BM.LD.01.03
4 5d phan phéi tai ligu ndi bd BM.LD.01.04
III Quy trinh danh gid chat lrgng ndi bo QT.LP.02
1 K& hoach danh gia ndi bd BM.LD.02.01
2 Churgng trinh danh gid BM.LD.0D2.02
3 Phiéu ghi chep BM.LE.02.03
4 Bao cao danh gid BM.LD.02.04
v Quy trinh kiém soat sy khdng pha hgp QT.LD.03
1 Bdo cdo su khdng phu hap BM.LD.03.01
2 58 theo ddi cic vin dé khdng phi hap BM.LD.03.02
3 Yéu ciu khic phuc phong ngira BM.LD.03.03
4 56 theo di thurc hién hanh déng khic phuc phong ngira BM.LD.03.04

e tai tai liu ISO vé may, nhan vao lién ket tai cot “Ma hi¢u” dé tai tai li¢u vé may.
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