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Tai liéu hudng dan hé théng “Quan 1y vin ban va diéu hanh”

1 Toéng quan
1.1 Gidi thigu
Phan mém quan 1y vin ban va diéu hanh gitp cac co quan nha nuée thuc hién

hoa cac muc tiéu xay dung mot Vian phong dién tir khdng gidy to.

Y&u cau vé may tinh: May tinh c6 CPU Intel P4 2,4GHz, RAM 1GB tr¢ 1én

hodc may tinh bang, dién thoai thdng minh cé két néi Internet.

Yéu cau d6i véi nguoi dung: Tin hoc can ban, sir dung duoc Windows, biét sir
dung Internet, truy cap Website. Di v6i van thu phai c6 chuyén mon vé linh vuc vin
thu Iuu trir.

1.1.1 Ping nhap hé théng
Link truy cap: https://glvb.hungyen.gov.vn/
(Link truy cdp thay déi theo tirng don vi sir dung)

Pé truy cap vao hé thdng, nguoi dung st dung tai khoan dugc cap dé truy cap.

S*

HE THONG QUAN LY VAN BAN VA DIEU HANH Ten iyl

CAC CO QUAN TiNH HUNG YEN -

R, Dién thoai: 0221 3856789

a i
Cai dit eOffice trén thigt bi di dong ( Android , i0S ) -

Cai dat phan mém diéu khién tir xa Anydesk M4 xac nhan
Nh6m ho trg Quan Iy VBDH(Kim Bong)

Nhém ho trg Quan Iy VBDH(Thanh Phd)

Nhom ho trg Quan ly VBDH(Yén My)

Nh6m ho trg Quan Iy VBDH(M Hao)

Nh6m ho trg Quan Iy VBDH(An Thi)

Nhom ho trg Quan ly VBDH(Tién IiT)

Nh6m ho trg Quan Iy VBDH(Ph Cir)

Nhém ho trg Quan ly VBDH(Khoai Chau)

DANG NHAP

Q
Q
Q
0
Q
Q
g
Q
Q
Q
Q
Q

- Tén truy nhap: Nhap theo tai khoan duoc cung cip

- Mat khau: Nhap mat khau duoc cung cap
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- MA4 xac nhan: Nhap ma xé&c nhan hién thi (phan biét may dang nhap)

1.1.2 Thay déi thong tin

Nguoi dung sau khi dang nhap vao hé théng s& hién thi

sau.

man hinh trang chu nhu

Quén tr van bin ]

p phép xult bisn Bidc san “Thing tin vi Truydn
finh Humg Yén

L &
Trangchd  Dashba | Thongtincinhan | Bbciipugin  Hudngdinsirdung  Vén ban
(# Quén K vin bin di El
£ Quin I vin bén gén (500) @ ot THONG KE VAN BAN 2 TINTUC
£4 Quank cing vide ® Thir 2(03032025) 1
£4 Van bin dén (544) (]
SA 3 1
£ Van ban i (5) ]
@ Van bin xem dé bidt (51) 7919 ¢ 31343
£ Quink h so ] cH > Téna 7922 T 31356
il Tra i vin bin .
@ Tracouvinbin - B CONG VIEC CA NHAN CHO X LY B VAN BAN CHO' XIF LY
@ Trachuvinbingln = o, Quihan  Bihiy VB test (16/0312025) .
-

Quan I lich don i L]
£4 Lién théng truc Edoc.
4 Ban céo 8

E4 Thangtin didu hanh (1) &

B mat khiu nguei ding

1112025)
Bia cho kit qui tuyén tupin midng ndm 2024 (14/11/2024)

Téng két Théng céng nhén gén lién véi bidu duong tipthd cd

Nguoi dung vao menu Thong tin ca nhan. Khi d6 hé thdng hién thi man hinh

nhu sau:

Email *

A@gmail.com

Dén téc *

Kinh
Dia chi *

S& Théng tin va Truyén théng
Ngay tao

26/02/2020 20:47:16
Bang céy thi muc nhan vién

Hinh thirc ky s6

Ky sb token

Chiéu réng (point)
150

Ky 56 mobile PKI

Anh gai dign

Chiéu cao (point)

70

Céu hinh loai ky sé trén app mobile

Bién thoai * Ngeai mang BT cb dinh

' [

Tén gido *

Khéng

Bonvi®

Ngwditao

admin. sttt

USB Token - SHA256 [

Khoang céch (point) Vi trf chir ky (point)

20 0

Céu hinh mang sim ky PKI

~ Ban Co yéu Chinh phd
Anh chiF ky:
-
b
[ g

& Guri file dinh kém ...

B 1 tap tin droc chon

daustt1.png

Gidri tinh *

[FING T
Trinh d6 hoc vén *

Bai hoc T
Ngén ngii *

Vietnam T
Ngay sinh

=

Clear Session SmariCA

Con du (mm) Vi tri déng dau (%)

Bién thoai PKI

0

Bh
o

'@ Giri file dinh kém
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Nguoi ding c6 thé thay d6i mat khau va cac thong tin ca nhan. Sau khi thay doi
xong thong tin c4 nhan, ngudi dung bam vao “Cap nhat” dé luu cac thong tin vira thay
doi

2 Nghiép vu
2.1 Phan hé Vin ban di

2.1.1 Chuyén vién khéi tao van ban di

Nguoi dung click menu [Khoi tao van ban di] trén man hinh trang cht nhu sau:

HE THONG QUAN LY VAN BAN VA BIEU HANH

e -
& & =S

Trangchi  Darhby  ThingBncanhdn  Bocaipugn  Huongdinsirdung  Vanban

(& Quin I vin bin & a Knoi 30 Van ban gén o

B2 Quan I vin bin 8én (500) &

£ Quén If cing visc ® Tha 2003/0372028]
A Van bin dén (544) ® ;

5 e 3 e 1
EA Vin ban di 2) @
O Vain ban xem ¢4 bike (51) 7919
> Quin I b 3o (-] cH . Téng 7922 Téng 31356

[l Tra ctru van ban

@, Tra ciru van ban g @ [@ CONG VIEC CA NHAN CHO XU LY B VAN BAN CHO XU LY

@ Tra i vin bin G

@ ' Bihdy

= Quiin 1 vén biin L] v “Thén T

& Quin I ich dom i @ 0 0 0 4] !Iﬂ-m?czm

B Lidn thing truc Edoc Béo céo két qua tuyén truydn migng ndm 2024 (14/1172024)
E4 Béocio

Thng kit Thing clng nt 1 i v il dhuromg 1p thé, e

®
A Thingtin didu hanh (1) @

8% Oulin ui hé théng 8

Khi d6 hé thng hién thi man hinh nhu sau:

THONG TIN VAN BAN DI x
Thang tin  kién S d6 ludng vén ban -

Trich véu () Bdo céo két qua tuyén dung v ‘
Hinh thire %) Bao cio D6 khdn () Thirgng Linh vue -
Bon vi soan thio Ban To chirc - Nnan sy Phan Ioai Vén ban mai M Han xi¥ Iy

File dinh kém (%) V&n ban lién quan

& Téitéptin & Taitép tin
(@308 D= [ e | 403 | i v vin | i v I
Thuy.docx
N&i dung x(r Iy
(MAu nhap) i
B

Nguoi dung nhap cac thong tin van ban di:

- Trich yéu (bat bugc): trich yéu cua vian ban

- Hinh thtc (bat budc): hinh thirc cua vin ban

- Do khan (bat budc): d6 khan cua vin ban

- Linh vuc (bt budc): linh vyuc cua van ban

- DPon vi soan thao: mac dinh la don vi cua nguoi khai tao van ban
- File dinh kém: file dinh kém c6 thé duoc tai 18n bang 2 hinh thirc
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= Quét tai ligu tur may scan: nguoi dung cai plugin cho may tinh, khi d6 nguoi
ding scan tai liéu, click nat [Quét tai liéu], hé théng s& ty dong dinh kém
file scan.
= Tai tap tin san cé t may tinh
- Van ban lién quan: cach thirc thuc hién twong tu file dinh kém
- Nbi dung xt Iy: nhap ndi dung xt Iy néu c6 dé nguoi xtr Iy tiép theo co thé co
nhiéu thong tin dé xtr 1y hon.

Nguoi dung c6 thé xem ludng xt Iy caa van ban bang cach click tab [So do
ludng vin ban] nhu sau:

¥ Chuyinvien  Linh dvo Phang % L"‘;,:::g""‘ — *  Linhdeoso ¥ Van the O

4
[—
-
=
~

Luwu van ban:

Sau khi nhap cac thong tin vin ban di, nguoi ding chua mudn thuc hién chuyén
van ban, ¢d thé luu vin ban dé sau d6 xu ly tiép, nguoi dung click [Luu], hé théng
s€ luu van ban vao menu [Van ban di]

THONG TIN VAN BAN BI x

LLEICREEE  Tonghopykiénxily  Thongtinykién  So ddludng van ban
Trich yéu (%) o céo két qua tuyén dung

Bao céo B6 kndn () Thiréng Linh vuc

Bon visean thio Ban T0 chirc - Nhan su Phan loai Vén ban mai v Han xi¥ If

Fiegnhiem Vinin en
& Taitéptin & Taitép tin

[©30i] 90007 | T | £ 05 0 | D vimin | B sncr I

Thuy.docx (NgLai gl Liu Thu Hien - 20/02/2019 11:48:58)

NGi dung x{¥ Iy
(Mau nhap) P

s

Chuyén viin ban:

Sau khi nhap cac thong tin vin ban di, nguoi dung cé thé thuc hién chuyén van
ban theo ludng quy trinh bang cach click vao nat [Chuyén], chon déi twong can
chuyén & budc tiép theo, & ddy em chon chuyén Lanh dao phong

Pé Lanh dao phong kiém tra vin ban va ky nhay
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UG EURETTE U Téng hop i kiénxrly  Thingtingkién  So ad lubag vén ban

Trich yéu (* B0 cao kit qu tuyén dung

Hinh thire (* Béo céo £6 khdn (* Thuimg Linh vue

Bon vi soan thao Ban To chirc - Nhan sif Fhan loai Vian ban méi Han xi Iy

File dinh kém (* + Quét 1ai by Van ban ién quan +Thém

€ Tdi thp tin € Tdi tép tin

Thuydos % ChuyénLanh dgodonvi 42019 11:48:58

N dunp i Iy # Chuyén Viin thr dom vi /
% Chuyén Linh dao phong

£

Khi d6 hé théng hién thi danh sach ngudi dung theo dbi tuong dwoc chon

Danh sach nhan

o
|

omwen Béng gt
Nguyen Lanh (nguyenlanh.acv) Truréng ban TONG CONG TANG CONG TY CANG HANG
TY CANG KHONG VIET NAM
HANG
KHONG VIET Admin ACV
NANY Ban T6
chire - Nhén Dao Viét Diing
= vii Thé Phigt
L& Vil Hoang Yén Treéng phong TONG CONG By o
(lehoangyen acv) TY CANG Ban Tang Giam doc
HANG | 98 T4t Binh
KHONG VIET
NAM/ Ban T8 H® Minh Tién
chirc- Nhan
sir L& Thi Diéu Thiy
Nguyén Trudmg Khanh Pho trisdmg phong TONG CONG L& Xuén Ting
(ntkhanh.acv) TY CANG P )
HAMG ) - Nguyen Binh Duong
<J > V& Anh T

Nguoi dung chon 1 ngudi xir Iy chinh, ¢é thé chon nhiéu ngudi dong xt Iy va
nhiéu nguoi ddng gi.

= Néu chon ngudi xir Iy chinh => nguoi ding dé sé truc tiép xu 1y van ban
theo quy trinh

= Néu chon nguoi xir Iy 1a dong xir Iy => nguoi dung d6 s& cho y kién vao
qua trinh xt ly

= Néu chon ddng guri => nguoi dung d6 s& nhan duoc vin ban trong vin
ban théng bao va chi xem dé biét.

Click [Chuyén] dé hoan thanh viéc chuyén cho ngudi ¢ budc xu ly tiép theo.

Khi d6 van ban s& duoc tu dong chuyén vao kho [Vin ban di xir lIy]. Néu ngudi ding
& budc tiép theo chua md van ban, c6 thé lay lai vin ban dé cap nhat théng tin hoac
chuyén xir 1y cho dbi twong khéc.

Xin y kién:

Néu ngudi ding chua mudn chuyén xu 1y van ban theo quy trinh ma mudn xin
thém y kién trude khi chuyén vin ban sang budc tiép theo thi cd thé thuc hién xin y
Kién.
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Nguoi dung click tab [Xin y kién]

THONG TIN VAN BAN BI

Théng tin van ban n ¥ Kién So @8 lubng van ban
~
N&i dung xir Iy
& Taitéptin
Téng hop v kién
Danh sach y kién
v

Nguoi ding c6 thé nhap noi dung xin y kién hoic tai tap dé giai trinh rd noi
dung muédn xin y kién.

Nguoi dung click [Xin y kién], khi d6 hé thng hién thi toan bo danh sach
nguoi dung:

XIN Y KIEN x

Bon vi ——= Ban Té chirc - Nhan sy T

Higntni| 10 ¥ |panghi Tai khodn = “
o TE—

Bli Thi Diéu Hing bdhang.acv Chuyén vién Tién lrong Ban T8 chirc - Nhan sur E
d

Binh Thi Lan Chi dichi.acy Pho phong Ban T3 chirc - Nhan sy

Vi Birc Hai vdhai acv CV huan luyén dao tao Ban Té chirc - Nhan sur

Trén Vinh tranvinh.acv CV hudn luyén dao tao Ban Td chirc - Nhan sur

Lé Binh Son Ibson.acv CV Nhan s tién lvong Ban T6 chirc - Nhan sur

Nguyén Thuy Yén Nhi yennhi_acy CV Nhan sur tién lvong Ban Té chirc - Nhan sur

L& Héng Truémg Intruong.acv Chuyén vién Ban T3 chirc - Nhan sur

Wi Hai Nam vhnam acv Chuyén vién Ban Té chirc - Nhan sur

Nguy&n Thi Ngoc Van nnvan.acv Chuyén vién Ban T4 chirc - Nhan sur

Vi Lap Quéc viquoc.acy Chuyén vién Ban T4 chirc - Nhén sy

Tdng 50 ban ghi 21 n 2w M

Nguoi dung chon mét hozc nhiéu ngudi can xin y kién, click [Xin y kién] dé
hoan thanh viéc xin y kién.
2.1.2 Lanh dao phong xir 1y van ban

Menu vin ban di 1a toan bo cac vin ban dugc chuyén xu Iy trong quy trinh hoic
duoc xin y kién t6i ngudi dung. D6i voi mdi loai xtr Iy van ban va mdi vi tri cua ngudi
ding trong quy trinh thi hé thdng sé& hién thi cac nt chirc ning khéac nhau.

Nguoi dung click menu [Van ban di]:
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# = [
Trangchl  Danhbs  Thangtincanhdn  BOchipugn  Huongdnsidung  Van bin
& culn b vis van i B Vaabana Vanband chn i iy
& Quinljvanbandéin @ .
© Tim kidm ning ca0 S—— [ a |
Qudn i coag viec ®
=] S D] Hod thc [Xanh da x| Chi Gao; [CT] Chi 1 [PH]. Phis hap
B2 van bin ddn B ® Ngiy sgn thio & Dom vi 309n thio &
B3 van binai = 1 VB test 0610372025 Phang Buu chinh, Vidn théng, Cang nghé thong tin ‘Béng Xusn Duweng et
VSR e

Van ban xin  kidn

Khi d6 hé thdng hién thi danh sach cac vin ban di cho ngudi dung xt ly.

Ngudi ding chon 1 vin ban trong danh sach, hé théng hién thi thong tin vin ban va
lich st xtr 1y van ban nhu sau:

4% Quan tri né théng ® @& Vinbing
=] Vin ban dén o

Téng s6 ban ghi 1 Trich yéu + n
£ vanbanai(1)

[Ba): Hoa toc;

1 Bdo cdo két qua tuyén dung 200022019 Ban T8 chirc - Nhan st =]
E4 vanbandaxtrly
B4 van ban dy quyén banghifrang: 10 v S
THONG TIN VAN BAN Bl (-]
€ Vin ban théng béo
@ vin ban danh ddu
B4 Quan|f cang viee = Trich yéu Bdo c4o két qua tuyén dung
EF van ban theo ddi Hinh thirc Bdo céo
& Hb 50 cong vise 5 Dikhn Thudng
L File dinh kém ® Xe Thuy docx (Ngusi giri- Luu Thu Hidn - 20/02/2019 11:48:58)

& quan Iy lich don vi =]

- N Vin ban lién quan

Uy quyen
EA Théng tin digu hanh =

Tong hop § Kién xir Iy

TONG CONG TY CANG HANG KHONG VIET NAM/ Ban Té chirc - Nhan si:

R e K T S

Nguoi dung click [Xu 1y] dé thuc hién xir 1y van ban, khi d6 hé théng hién thi
man hinh nhu sau:

Téng ho § kién xir lf  Théng finykién  So db ludng viin bin

LU —

Hinh thiel)  canan - DOKRANC)  pony v Linh vue:
Born vi saan thie b B chinh, Véin Mong, Cang ghé ndng tn M Han i iy Ngudl soanthée  pang xuan Duong
HINNthOE 390 oo o . NORY 180 | 005 rd kit qui iGate.
o van bin gidy
Chen vi tri trwsre khi Blén 86 KH ngay VB Ky 86 phylye Ky nhay (]
Kisb
File dinh kém
+aut

& Taiispin  Té da SOMbitle

) I S e I ] v o (Mauon i A S5 Thég i v Tt 06032025 110025
& T

e - |
*Thim

& T t8p tn

Noi dung xir Iy
{Miu nhap)

o [T e
Nguoi dung cd thé xem thong tin van ban, xem y kién xt Iy, xem so d6 ludng
van ban.
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Nguoi diing kiém tra van ban, ¢ thé sira doi file, hodc chuyén tra lai vin ban
cho chuyén vién, truong hop vin ban chuan rdi, Lanh dao phong tich nit ky nhay va

nhan nat ky sé dé ky nhay van ban.

€6 van ban gidy

Chan vj tri treéc khi
ky 0

File dinh kem

Dién 56 KH ngay VB Ky 36 phy lyc

test vb di.doc (Ngun giri: Admin S& Thang tin va Truyén thang

Van ban lién quan

& Téitép tin

N@i dung xir Iy
(Mau nhap)

Khi ¢6 man hinh hién thi giao dién ky nhay nhu sau:

Fiy chin chd 6 k- ~

9 Hinsichilky [ Mibéafile

 Kibdi [V Thiiganki

¥ Coquan [ Email

I~ Chiew

¥ Gan rhsn i gian

TSV [ i gou s

T [

L

i chil

QUAN LY VAN BAN VA DIEU HANH VNPT EOFFICE
Théng tu VBNV
Quyét dinh 25 tinh liyn quy trinh xu I vb
‘Truoc quyet dinh 28
Cin ai Quy ché 16 clre va hoat déng vin thu, luu trir aia Tip doin Buu
chinh Vién thong Viét Nam ban hanh kém theo Quyét dinh 56 31/QB-VNPT-VP
ngay 19/3/2019 cia Chii tich Hoi dong Thanh vién Tip doan Buu chinh Vién
théng Viét Nam;
Cin c quyét dinh so: 245/QD-VNPT-VP ngiy 06/03/2019 vé vigc ban

Teama il tai g = hinh Quy diuh ve quan 1y, khai thac va siv dyng phan mém Quan ly vin ban va
I Fillo il b reng Diéu hanh trong Tip doin Buu chinh Vién thong Viét Nam.
Dask sich ki 7 Pé diy manh vigc iing dyng Céng nghé thong tin trong eong tac quin 1y
(G s tamg 1 71X diéu hinh va dim bio trién khai diing ké hoach ciia Tip doan. Trung tim Céng
ngh¢ théng tin dé xuit ndi dung tich hop ky s6 va hiréng din dinh kém theo néi
dung:
1. Thinh phan tap huan: Lanh dao Vién thang tinh, Traing/pho cac
phéng chire ning, Gidm déc/Pho giam déc cic don vi trre thuge.
2. Théi gian thire hign: ...
Gino dign kil
kil  [GRERER ol Trén diy 14 ké hoach trién khai k sé trén hé théng Quin 1j vin bin dién tir

eOffice, kinh dé nghi Giam déc cho ¥ kién,.chi dao va phé duyét.
¥ sy Trin trpag./] W /
N nhn:

- Giam doc VTT (dé biao cio)

CHUYEN VIEN

- - N kinh giri;
ey - Lwu VT, CNTT.
o[£ I Cridbes Crigim
€Office: IVBBT

7 M ih I Duvaid
Ty chinh vin bin Do Thi Thanh Phic

coerd T—

I SSxnbin ineghiny

_—

T Hgay céng vinai I innghing

—
Ghi e

caaa C—]
[ mem ||~ < 2
R 4

Nguoi dung diéu chinh vi tri hinh Anh chit ky va nhan nat Ap dung dé hoan

thanh. Hé thdng thong bao Ky thanh cong.

10

ofz]

v fpdwg

X Hires
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Didn 56 KH ngdy VB Ky 56 phy lyc Ky oy

O Taitiptin | Thi da SOMbFle

- homEooEmeme
;

hanh Quy dinh ve quan 1y, khai thac va sur dung phan meém Quan Iy van ban va
Diéu hinh trong Tép doan Buu chinh Vién thong Viét Nam.

Dé diy manh viée img dung Cong nghé thong tin trong cong téc quan Iy
diéu hanh va dam bao trién khai ding ké hoach cuia Tap doan. Trung tim Céng
nghé thong tin dé xuat ndi dung tich hop ky s6 va hudng din dinh kém theo ndi
dung:

1. Thanh phin tip huin: Linh dao Vién thong tinh, Truémg/phé cic

phong chirc ning, Gidm dc/Phé gidm déc cic don vi trre thude.

2. Thai gian thyce hién: ...

Trén day 14 ké hoach trién khai ky s6 trén hé thong Quan Iy vin ban dién tir
eOffice, kinh dé nghj Gidm ddc cho ¥ kién, chi dao va phé duyét.
Noi nhin: ) CHUYEN VIEN
- Gidm déc VTT (dé bio cdo)
- Nhu kinh guri:
-Lwu VT, CNTT.

eOffice:

D6 Thi Thanh Phic

Ni dung xir j
(M nhip)

Budc tiép theo ngudi ding chuyén tdi Lanh dao don vi dé ky vin ban.

mmmm-ww

Van bin fién qua

BUU CHINH VIEN THONG VIET NAM d Dic lip - Ty do - Hanh phiic
_ VNPT HUNG YEN

Sé: Himg Yén, ngay thang nim
V/v giti vin ban di test
FILE MAU KE HOACH

TRIEN KHAI KY SO TREN HE THONG

QUAN LY VAN BAN VA DIEU HANH VNPT EOFFICE
Théong tw 01/BNV
Quyét dinh 25 tinh hyn quy trinh xu ly vb
Truoc quyet dinh 28

Ciin cir Quy ché té chire va hoat déng vin thy, luu tri¥ cia Tip doan Buu

n Ihnng \ |¢l Nam ban hanh kém theo Qu\el dinh s6 31/QD-VNPT- \ P
“~ Chu tich Hoi dong Thanh vién Tap doan Buu chinh Vién

!mh s6: "4< QD VN'PT VP ngay 06/03/2019 vé viée ban
v, K v dung plnn mun Qu.m 1y vin ban va

Sau khi xtr Iy xong, vin ban s& dugc chuyén vao menu [Van ban da xir 1y], néu
ngudi ding ¢ budc tiép theo chua thyc hién ma vin ban, ngudi dung cé thé 14y lai van
ban dé cap nhat théng tin xir Iy hodc chuyén vin ban cho d6i twong khéc.

2.1.3 Lanh dao don vi

Menu vin ban di 1a toan bd cac vin ban duoc chuyén xt ly trong quy trinh hozc
dugc xin y kién t6i nguoi dung. Déi véi mdi loai xir Iy van ban va mdi vi tri ciia nguoi
ding trong quy trinh thi hé thdng s& hién thi cac nit chirc ning khac nhau.

Nguoi dung click menu [Van ban di]/ [Van ban di cho phé duyét]:
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Tai liéu hudng dan hé théng “Quan 1y vin ban va diéu hanh”

# & =4 B
wngehd  Danhbs  Thingncaehin  Bichiplign  Hugngddnsidung  Vaabdn

3 Quinictguikcd) B Vnt

3 Wan ban gén (36) ® [ ommul .
2 Vinbin 003 ® [} Hod the [Xanh da s Chl dao; [CT] Chil i [PH} Phéi hop
]
1 VB lest oGmz0ZS PRong Bieu chinh, Vil thong, Cong nghy théng tin
2 phén énh cda ang NguyEn Vin Tém 222025 Thash s 56
3 Viv 84 nghi cép phép xudt bdn Dac san “Thing B v Trupdn thing” tah Hung Yén 23012025 Phibng Thing tin, B0 chi, Xut bin
.
A Tachvabindin 27092023 Vin phing
B Quin iy ich dom vi ®
tdp huskn, bl during kj nling, nghit wu cho. Sal b HEND clip finh, < by ndem 2023 280a2023 i g
A Béocdo L]
B Quin ui hé théng ® — -

Khi d6 hé thdng hién thi danh sach cac vin ban di chd phé duyét.

Nguoi dung chon 1 vin ban trong danh sach, hé thng hién thi théng tin van ban va
lich str xtr Iy vén ban nhu sau:

THONG TIN VAN BAN B1

I 2 R

Trich ybu
Hink thic
B4 khin

ogi vin bin

Vi bin ién quan

Tng hop f kidn xi
S Thaag tin vi Truyén théng! Sir Théng tin va Truydn thaag: (Xem taan b)

Nguoi dung click [Xu 1] dé thuc hién xir Iy vin ban, khi d6 hé thdng hién thi
man hinh nhu sau:

[THONG TIN VAN BAN BI

Tonghopykbexdly  Thomgm ke So0bidegven bin

Teh yiul) | g oot

Hinh thae(") Cang van B¢ khan(") Thisomg Linh wyc
Bomvisogm thao e i win mong. Cong nahé hing i Han xir Ngusi soanthio oo oy
Hinhthiresse oo . oy 80 | 000 ré kit qu 1Gate
6 van bn gidy
Chon vl trroe kni Dién 86 KH ngay VB Ky 36 phu lye Ky nhay

ki 86
File dinh kém

@ Tdiptn  Té ga SOMbiie

2 X T P [Tl ] st vt i coc (Nqu girc Admin 56 Théng tin v Truyn théng - 06/042025 1.09.25

@ T p tn

Wi dung xir Iy
(M nhap)

o
Nguoi dung c6 thé xem thong tin van ban, xem y Kién xtr Iy, xem so d6 ludng
van ban.
Nguoi dung kiém tra vin ban, c¢d thé chuyén tra lai van ban cho Lanh dao
phong, truong hop vin ban chuan rdi, Lanh dao don vi nhan nat ky sé dé ky van ban.
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Tai liéu hudng dan hé théng “Quan 1y vin ban va diéu hanh”

Téng hop ¥ kién xir Iy Théng tin  kién So d6 ludng van ban

Trich yéul) | g yae

Hinh thire() | can o0 - LT R p——
Dom visoan thao  pysng B chinh, Vign thang, Cong nghé thang tin - Han xirly
e —— Tré két qua iGate [

Cé vén ban gidy [
Ky nhay (]

File dinh kém

& Taitéptin | Toi da 50Mbifile

PPTd T test vb dipdf (Ngudi gisi: Admin S Thang tin va Truyén thang - 06/03/2025 11:36:55)

82 Nén va tai tat ca

Vén ban lién quan

NGi dung xiv Ij
(MAu nhap)

Khi d6 man hinh hién thi giao dién ky van ban nhu sau:

Tiey chin ché 8k a

¥ Hidati chdky [~ Mihafle

QUAN LY VAN BAN VA DIEU HANH VNPT EOFFICE

¥ Kibai ¥ Thos gan ki Théng tu 0UBNV
P Camen [ Eosi Quyét djnh 25 tinh hyn quy trinh xu 1y vb
I~ Chicw

% Gén nhin the s

TSAUE g 7ca govwtse

Truoec quyet dinh 28
Ciin cit Quy ché té chirc va hoat dong vin thu, luu trix cia Tip doan Buu

okl [ chinh Vién thong Viét Nam ban hanh kem theo Quyét dinh s6 31/QD-VNPT-VP
b [ ngay 19/3/2019 cita Chi tich Héi dong Thanh vién Tip doan Buu chinh Vién
- théng Viét Nam;

Wl atly: > n ar quyét dinh so QD-VNPT-VP ngiy 06/03/2019 vé viéc ban
Trang i s I hanh Quy dinh vé quin 1y, khai thic va sir dung phin mém Quin 1y vin bin va
S Diéu hanh trong Tip doan Buu chinh Vién théng Viét Nam.

Doshsdcheddiy Dé diy manh viéc img dung Céng nghé thong tin trong cong tic quan 1y

Gawntmat v [ X diéu hanh va dim bio trién khai ding ké hoach ciia Tép doan. Trung tim Céng

nghé théng tin dé xuat ndi dung tich hop ky s6 va hudng din dinh kem theo ngi
dung:
1. Thanh phin tip huin: Linh dao Vién théng tinh, Truong/pho cic
phong chire ning, Gidm doc/Phé giam doc cac don vi trye thuge.
2. Thai th ié
Guao duém chil by S thge It
Koy [Ginktan =l Trén diy 1d ké hoach trién khai ky s6 trén hé théng Quin 1y vin bin dién tir
eOffice, kinh dé nghj Giam ddc cho ¥ kién, chi dao va phé duyét
Triin trong./. kv
Lanh dgo ks .
Noi nhn: CHUYEN VIEN
- Gidm déc VTT (dé bio cdo)
T = - Nhu kinh giri; g _ £
. = Luu VT, ONTT. T‘Ldﬂh dgo I\]z .

cama Ch g 1 2 1

y €Office: /VBDT

W Nhdnmété ™ Dfuvald

Ty chick vin bin D6 Thi Thanh Phiic

caend T —
I Stviabin I i
—_
™ Noby cing vio s I ey
_—
0 3
[ e 5l 2|

Nguoi dung diéu chinh vi tri hinh Anh chit ky va nhan nat Ap dung dé hoan
thanh. Budc tiép theo ngudi ding chuyén vin ban toi Van thu don vi dé dong dau va
phat hanh van ban.
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Tai liéu hudng dan hé théng “Quan 1y vin ban va diéu hanh”

THONG TIN VAN BAN DI

C6 vin bin gidy
Ky nhdy

File dinh kém m

mmmnmm oara

Kithinh cang

.

1. Thanh phin tip huin: Lanh dao Vién thong tinh, Truéng/phé cic
phong chirc nang, Giam ddc/Phé giam déc cac don vi trre thude.
2. Thei gian thwe hién: ...
Trén ddy 14 ké hoach trién khai ky s6 trén hé thong Quan Iy van ban dién ur
eOffice, kinh dé nghj Gidam déc cho ¥ kién, chi dao va phé duyét.
Trin trong./. K

Noi nhin: CHUYEN VIEN
- Gidm ddc VTT (dé bio cio)

- Nhur kinh giri;

- Luu VT, CNTT. Lanh dgo ky

eOffice:

D6 Thi Thanh Phiic

Noi dung xiv iy
{Miu ahép)

Danh séch nhan
© Chuyén
“““

Nguyén Thi Hién (nthien) Van thu S& Théng tin va Truyén théng

Sau khi xir Iy xong, vin ban s& dugc chuyén vao menu [Vian ban di xir 1y], néu nguoi
ding & budc tiép theo chwra thuc hién mé vin ban, nguoi ding ¢ thé lay lai van ban
dé cap nhat thdng tin xir Iy hoac chuyén vin ban cho d6i twong khac.

2.1.4 Van thu don vi
Nguoi dung vao menu [Quan 1y vin ban di] -> [Cho xt 1y], khi d6 hé thdng
hién thi danh sach cac van ban di chd xu 1y.

# e =3

[Xarh da ] CH B30

8 ban hinh

_ Céng vin o205 Phang Buu chinh, Ve thang. Coa ngh théng tn ]
EA Quan I vin bin dén [500) B
a

Vi 8 nghi e phé st bin B3 san “Thing i va Truyén thdeg’ inh Hung Yo Gilng vin 05012025 Fhong Thing in Bao chl. Xl hin N

I6TISTITT-TTBCXE Bin cia kit qud tuyin Inspln ideg nden 2024 Gilng vin 13z Fhong Thing in Bao chl. Xl bin B
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Tai liéu hudng dan hé théng “Quan 1y vin ban va diéu hanh”

Nguoi dung chon 1 vin ban trong danh sach dé xir 1y, khi d6 hé théng hién thi

man hinh nhu sau:

Nguoi dung c6 thé xem duoc thong tin vin ban va lich sir xt Iy caa vin ban.

ngudi dung click [Xi 1y], khi d6 hé théng hién thi man hinh nhu sau:

[0 ] \

Nguoi dung Kiém tra van ban, ¢6 thé chuyén tra lai van ban cho Lanh dao,
truong hop Lanh dao da ky Vian thu don vi nhan nit ky s6 dé dong dau van ban.

Ty chink ché d ki
W Hiénthi chilky [~ M3 héa file
K bai % Thisi gan ki TAPDOAN CONG HOA XA HOI CHU NGHIA VIET NAM
¥ Coquan [ Email BUU CHINH VIEN THONG VIET NAM Déelap - T do - Hanh phiic
Ll Chbe i VNPT HUNG YEN -
% Gt h gan _ VNFT HUNG YEN
L L ey 56 i Humg Yén, ngdyP6  thipg B namP025
Téi khodn /7 giri viin han di te
Mt khdu - =
§ FILE MAU KE HOACH
Vi chil k- -

Trang hicn tai r 3 . TR[E%V K]ffl] KY SO TREJ.V HE THONG
QUAN LY VAN BAN VA DIEU HANH VNPT EOFFICE

T il thi wéin 1t 4 trang Théng tu 0U/BNV

;'_;""“*"“““ Quyét djnh 25 tinh hyn quy trink xu Ij vb
"
Ee— v X Truec quyet dinh 28
Cin aif Quy ché té chiic va hoat déng vin thu, luu trix cia Tap doin Buu
chinh Vién théng Viét Nam ban hanh kém theo Quyét dinh s6 31/QR-VNPT-VP
ngiy 19/3/2019 ciia Chi tich Hoi dong Thanh vién Tép doan Buu chinh Vién
théng Viét Nam;
Cin cit quyét dinh sé: 245/QD-VNPT-VP ngiy 06/03/2019 vé viéc ban
Ginodoin i hanh Quy dinh ve quin Iy, khai thic va sir dung phan meém Quén Iy viin bin va
Kbuchiky [Gindntvah  «] Piéu hinh trong Tip doén Buu chinh Vién théng Viét Nam

Dé diy manh viéc img dung Céong nghé théng tin frong céng tic quin Iy
diéu hanh va dim bio trién khai ding ké hoach cia Tip doan. Trung tim Cong
nghé théng tin dé xuat ngi dung tich hop ky s6 vi buéng din dinh kém theo néi
dung:

5 1. Thanh phim tip huén: Linh dso Vién théng tinh, Truéng/pho cic

= phong chiic ning, Gidm dbc/Phé giam déc cic don vi tryre thuge.

2. Théi gian thye hign: ...

7 Nk nd 14 I™ Déu valid
iy chioh vin bin “Trén diy 14 ké hoach trién khai ky s6 trén hé théng Quin 1 viin bin dién tir
e C—1 eOffice, kinh dé nghi Giam doc cho y ki¢n, chi dao va phé duyét.
[ S5vinbin I bt Triin trong./. ki iy
e Nei nirin: , EHUYENVIEN
- Giam déc VTT (dé bio cao) Ny
|ty cravind [ s - Nhur ki giti - L‘
— - /T, C —
Luu VT, CNTT. ( Lauh dadrky
Ghichi e
. . eOffice: IVRBT <~ /
cach I |
———r |- < > \‘
« >
1200 vic RS + lodumg

Sau khi dong du xong, Van thu don vi thuc hién luu hd so Luu trir: nhan véo nut Luu hd
so luu trlt ¢ phia dudi.
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Tai liéu hudng dan hé théng “Quan 1y vin ban va diéu hanh”

Téi da 50Mbifle

— + Tuolng chonkich Bude *

Dé diy manh viéc (mg dung Cong nghé théng tin trong cdng tic quan 1y
diéu hanh va dam bao trién khai ding ké hoach cia Tap doan. Trung tim Cong
nghé théng tin dé xuat ndi dung tich hop ky s6 va hudng dan dinh kém theo noi
dung:

1. Thanh phan tip huan: Lanh dao Vién théng tinh, Trwong/phé cac
phong chirc ning, Gidm déc/Phé giam dbc cac don vi trre thude.
2. Théi gian thye hién: ...
Trén ddy 1a ké hoach trién khai ky s6 trén hé théng Quan 1y van ban dién tir
eOffice, kinh dé nghi Giam déc cho ¥ kién, chi dao va phé duyét.
Trdn trong./. ki
Noi nhin: .
- Giam doc VTT (dé bao cio)
- Nhur kinh guri;
-Luwu VT, CNTT.

CHUYEN VIEN

Laph dao ky
eOffice:

D6 Thj Thanh Phiic

NGi dung xir Iy
(Méu nhip)

Ghi chis

= ]
Khi d6 giao dién cac dé muc ho so hién ra, nguoi dung tich chon vao moét ho so, nhan luu

hodc Luu va dong dé hoan thanh.

—
~—

14 5, 1 o w g thc b chish, 8 chic, i ]

4010 e 52 Thing e 14 Truplentadng ud dom vl s St 58

030 08 D5 H31 2023 K31 86 2023 0560

WL 16 50, 8 v g e Bus o thing, Cie ngh Thig i

N\

3

Néu vian ban da dugc phép ban hanh

= Nguoi dung chon tab [Théng tin nhanl:
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Tai liéu hudng dan hé théng “Quan 1y vin ban va diéu hanh”

THONG TIN VAN BAN BI

Théng tin van ban Téng hop § kidn xir Thang tin § kidn So ab lubng van ban

Tang hop y kién xir Iy © Xem
Théng tin vén bin © Xem

Xem é bidt -
Danh sdch nhdn
P.panll C.hnin B

[w]

56 Thong tin va Truydn thong
BUi Van 5§
D4 Binh Quang
B Thi Luong
NauyEn Thi Hidn 0 D
Van phing =] =]
Phéng Bu chinh, Viin thing, Céng nghé thang tin a u] -

Do vj lién thing qua tryc Don vj ngodi

B4 Cding an [000.00.00.GO1] 0 '
86 Cang Thomg [G02]
Bio Cang Thuong - B4 Cing Thirang [100.00.28.G02)

Cuse Canh wanh v Baa vé ngudl tiéu ding - B4 Cdng Thiong [000.00.18 G02]

Cuc Cang nghidp - B4 Cang Thuong [000.00.17.G02]

Cus Cdng Thuong &ia phuromg - B3 Céng Thuong [000.00 22 602]

Bon vj ngedi

Nguoi dung chon don vi, cd nhan nhan van ban trén danh séch.

= Nguoi ding kiém tra thong tin luu so:

m..,w».,.. Thoghopiknar  Toingingkbn o obkingvin bin

TR

T — . Link v

Phég By chinh, Vidn thang, Céng nghé théng tin L dd Ngwbi soam thdo.  pang wygm Duong

R T . sr'\wnm. o L A —
LT e—
MO s . e L AT Séuamg
Sdlugmg bin phit ||
hanh
[T — - Hink thre 530 o Hai 9o

i ghe vin bin - 08032025

Tré kbt qui iGate

Bién 54 KH ngay VB Kj 36 phy e Kj nhiy

Nguoi dung chon s6 Iuu van ban di, s ky hiéu dugc ty dong sinh sé theo quy
tac da dugc cau hinh trong chirc ning “Quan tri van ban” -> “Quan tri s6 vian ban di”,

tuy nhién ngudi ding cé thé chinh sira s6 ky hiéu.

- Nguoi dung chon ngay ban hanh ctia van ban
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Tai liéu hudng dan hé théng “Quan 1y vin ban va diéu hanh”

- Nguoi dung chon nguoi ky van ban

- Ngudi ding nhap s6 trang cua vin ban

- Ngudi ding c6 thé nhap don vi ngodi nhan vian ban hoic chon trong danh sach

don vi ngoai nhan vin ban da duoc ciu hinh trong chirc ning “Quan tri vin ban”

-> “Quan tri don vi bén ngoai”

Nguoi dung click [Ban hanh] dé thuc hién ban hanh vin ban. Vin ban da duoc ban

hanh duoc ty dong chuyén vao menu [Vin ban da ban hanh].

2.2 Quan tri van ban dén

2.2.1 Van thw donvi
C6 2 hinh thic cua van ban dén do 1a:

- Vin ban dén 1a van ban gidy, khi d6 vin thu phai scan vin ban gidy va nhap céac

thong tin tir vin ban gidy vao hé thong => Nguoi ding st dung chirc ning

“Khai tao van ban dén”.

- Vin ban dén dién tir 13 van ban duoc gui lién thdng tir cac don vi khéc trong hé

thdng => nguoi dung sir dung chitc ning “Vin ban vao s6”.

2.2.1.1 Van ban dén 1a van ban gidy
Nguoi dung chon menu [Khoi tao van ban dén]

# & = E
Trangchi  Danhba  Thongtincdmhdn  Bocdiplugin  Hudng dénsidung  Vanban

(£ Quanly van ban di

£ Quan Iy vin ban dén (500) &
£ Quanj cing vise Thir 2(03/03/2025)
B4 Van ban dén (544)

£ Van ban di (2)

@ Van ban xem d# bidt (51)

& Quanlyhéso CH

& Quanilich don vi

B4 Lién thong truc Edoc

ol THONG KE VAN BAN

Khi d6 hé thng hién thi man hinh dé nhap cac thong tin trén vin ban dén nhu

sau.
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Tai liéu hudng dan hé théng “Quan 1y vin ban va diéu hanh”

* Nguoi dung nhap cac théng tin cua tab “Thong tin van ban”:

- S ky hiéu (bat buoc): S6 ky hiéu cua vin ban

- Pon vi ban hanh (bit budc): Pon vi ban hanh vin ban

- Trich yéu (bat bugc): Trich yéu cua vin ban

-S4 trang van ban

- Ngay dén: mac dinh 1a ngay hién tai, c6 thé chinh sta

- Ngay van ban

- Han xtr ly cta van ban

- Hinh thirc van ban

- Do khén vin ban

- Hinh thtc chuyén

- S6 van ban: chon s van ban dén da duoc cu hinh trong chirc nang “Quan tri vin
ban” -> “Quan tri s6 vin ban dén”,

- S dén/di: duoc nhay tu dong theo s6 di cau hinh, tuy nhién ngudi dung c6 thé
chinh stra s6 (khong duoc tring vai s6 da co)

- File dinh kém: file dinh kém c6 thé duoc tai I&n bang 2 hinh thic

= Queét tai liéu tir may scan: nguoi dung cai plugin cho may tinh, khi d6 nguoi
diing scan tai lidu, click nat [Quét tai liéu], hé théng s& tu dong dinh kém

file scan.

19



Tai liéu hudng dan hé théng “Quan 1y vin ban va diéu hanh”

= Tai tap tin san c6 tr may tinh
Tap tin tai thanh cong khi thiy dugc file dinh kém trén man hinh. Vian thu co
thé thuc hién: Xoa file da tai, Doi tén file sau khi di co file dinh kém.

- Van ban lién quan: cach thirc thuc hién twong tu file dinh kém
e Noi dung xt ly: nhap ndi dung xt Iy néu co dé nguoi xt Iy tiép theo co thé co
nhiéu thong tin dé xtr 1y hon.
Sau khi tai Van ban dén 1én, Van thu don vi nhan nit Ky sé dé tién hanh dong

dau van ban dén, dau s& hién thi goc trén bén phai cua van ban

HONG TIN VAN BAN BEN

S Tsipwn T8 S0

TAP DOAN CONG HOA ?
BUU CHINH VIEN THONG VIET NAM D)
VNPT HUNG YEN

s

& Himg Yen ngdy  thing  ndm
V/v gii vin ban di test

FILE MAU KE HOACH

TRIEN KHAI KY SO TREN HE THONG
QUAN LY VAN BAN VA DIEU HANH VNPT EOFFICE

Thing tw 01/BNV
Quyét djuh 25 tinh hyn quy trinh xu Iy vb
Truoc quyet dinh 28
Can cit Quy ché 16 chitc va hoat dong van thu, hru trit cia Tép doan Buru

chinh Vién théng Viét Nam ban hanh kém theo Quyét dinh 5o 31/QB-VNPT-VP
ngy 19/3/2019 cia Ch tich Hoi déng Thanh vién Tap doan Buu chinh Vién

thAna Vide N

= [ @i |
e Ngudi ding c6 thé xem So dd ludng xir 1y van ban bang cach click vao tab [So
dd ludng vin ban], khi d6 hé théng hién thi man hinh nhu sau:

THONG TIN VAN BAN BEN
Théng tin van ban Théng tin nhan

N >
—  » IS > s
J Vin thu Linh dao 5o

* Nguoi dung xt 1y vin ban dén bang cac lra chon chirc ning trong man hinh hién thi:
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Tai liéu hudng dan hé théng “Quan 1y vin ban va diéu hanh”

L AT S T T T T T P T S I A N Ly S

- Trinh l1anh dao don vi:

Vin thu thuc hién chuyén cho I1anh dao don vi dé 1anh dao chi dao xtr Iy van

ban twong (ng.

Nguoi dung chon 1 ngudi xir Iy chinh, ¢é thé chon nhiéu ngudi dong xt Iy va
nhiéu nguoi déng giri.
Click [Chuyén] dé hoan thanh viéc chuyén cho ngudi & budc xir 1y tiép theo. Khi
d6 vian ban sé& dugc ty dong chuyén vao kho [Vin ban da xur 1y].
2.2.1.2 Van ban dén dién tur

Nguoi dung chon menu [Quan 1y van ban dén] -> [Van ban cho vao sd]
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Tai liéu hudng dan hé théng “Quan 1y vin ban va diéu hanh”

# 5] & E]
Trangchl  Danhba  Thonglincanhan  Blcalplgin  Huémgulnsidyng  Vanbdn
@ Quén Iy van ban di B g Qudniyvan banaén | Dy thdo

£ Quin Iy vén ban dén (5005
Trich yéu - : “Tim kiém naing cao

Wan bin cnér vao sb (8)
[DA): Hod tée ; [Xanh da treil: Chi 8o; Phéi hop; Chi tri; Chi 030; [GH]: Qua han
Khng tim thdy 40 Beu

D théo
Cher xir I (494)
DAY Hidn i 25 bangni
3 ban hanh

Qudn 1y cong vigc ®

Van bin dén (544) @

Van ban d (2) @

Van bdn xem 0é bidt (51)

Quin Iy ht sz @

iFe RO

Hé thong hién thi toan bo cac danh sach vin ban dén duoc giri lién thdng trong

hé thong. Ngudi ding chon 1 vin ban trong danh sach dé xu ly, hé thdng hién thi man

hinh nhu sau:

THONG TIN VAN BAN DEN
I I e ey ey ) [
Trich yéu V& viéc cong bd thii tyc hanh chinh méi ban hanh; dugc sira adl, bd sung va bl bai bé Iinh vyc Vién thong va Internet, Tan s6 v tuyén dién thudc pham vi chire nang qudn Iy clia B& Théng tin va T
S6 ky higu 416/QD-BTTTT Don vj ban hanh B¢ Khoa hoc va Cong nghé
Ngay dén 05/03/2025 S vén ban Sé dén
Van ban Van ban ngoal tinh Van ban gidy Khéng c6 van ban gidy
B9 mat
Loai van ban Van ban mai Hinh thire Quyét dinh B9 khan
File dinh kém 13i tat ca
M . Lo 112025 00:48:27)

T KEM BIEU MAU 20-2-2025 CVT 1.D0C (Ngui gui: - 05/03/2025 00:48:28)
_DONE 1.PDF (Nguéi gi: - 05/03/2025 00:48:28)

Van ban lién quan
Ngay hét han 0410312025
Ghi cha

Téng hop ¥ kién xi Iy

S& Thong tin va Truyén théng/ S& Thang tin va Truyén théng:(Xem toan bd )

T

File van ban

— 4  Tuddng chon kich thue &

AL wtws o mo sTTTdT CONG HOA XA HOI CHU NGHIA VIET NAM
o Pic lip - Tw do - Hanh phiic

Nguoi dung nhan nat Xi ly:
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Tai liéu hudng dan hé théng “Quan 1y vin ban va diéu hanh”

THONG TIN

Téng hap ¥ kién i iy Théng tin nhan Sor 00 ludng van ban

Vi wigG 6ong bd thil tuc hanh chinh mai ban hanh; duoG sira ddi, bd sung va bi bai b linh virc Vign thang va Intermet, Tan sb v tuyén dign thud pham vi chire nang quan Iy cda B3 Thong tin va Truyén thang

Trich yéu(?)
S6kyhigu(r)  416:QD-BTTTT Do vi ban hanh(*) | BO Khoa hoc va Cang nghé Ngdy van ban(*) 0410312025
Hinhthire ~ Quyétdinh N Dokhan | Thutmg T Hanxirly ~ DBI03/2025
Sévanbin  GIAY MOl 2025 T sédén() 66 @ Ngdy dén(") 050372025
$6 trang Linh vye - ©omat  Thuang
Hinh thire chuyén  Trao tay N Hinh thirc sac  Bén gdc van bin ~

€6 van ban gidy

File dinh kém(*) Van ban lign quan

& Taitéptin  T6i da 5OMb/fle
P 41600 _0001.PDF -
Lion] 2. DANH MUC VA NOI DUNG CHI TIET KEM BIEU I

© Xoé | & Taifile | # Dditen | D

@ o8 | & Taisie | #0860 | B

& T fie EXTR] QUYET DINH CONG BO_28.02.2025_DONE
1.PDF

MAU 20-2-2025 CVT 1.00C
€5 Nen va i tited

+Thém

& Taiteptin

Ngi dung xi Iy
(Mau nhap)

12 EtuTHSHCePhlo_&IICES,

Toan bo cac thong tin cua van ban dén, duoc tu dong fill sidn, ngudi dung co thé
stra lai thdng tin mong mudn.

Céc thao tac ddi v6i vin ban dén thyc hién thao tac trong tu nhu “Thém vin
ban dén”.
Trinh 1anh dao don vi:

Vin thu thyc hién chuyén cho 1anh dao don vi dé 1anh dao chi dao xir 1y van

ban twong ung.

B Vin 5§ (bvey) G dd S5 Thing in va Truydn thing ®
5 Thing in va Trayén ing

8 Binkh Quang (ddquang) Pho Giam abe 4 Thing i va Truydn hng o

i Vin 5]
i — Phs Gidm dbe S5 Thing i va Truydn thing e ——

3 Thi Luamg

Ngapde T Hidn

Van gning

Pidng Buu chirh, ViEn théng, Cong nghd thing in
Phing Thing tn Bda chi, Xsbt b

B 8w chink Vikn thimn
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Tai liéu hudng dan hé théng “Quan 1y vin ban va diéu hanh”

Nguoi ding chon 1 ngudi xtr ly chinh, ¢6 thé chon nhiéu ngudi dong xir ly va
nhiéu nguoi déng giri.
Click [Chuyén] dé hoan thanh viéc chuyén cho ngudi & bude xir Iy tiép theo. Khi
d6 van ban s& duoc tu dong chuyén vao kho [Van ban da xur 1y].

2.2.2 Lanh dao don vi/Lanh dao phong

Menu vin ban dén 12 toan bo cac van ban dugc chuyén xir ly trong quy trinh
hodc duoc ban hanh t6i ngudi dung. Bi véi mbi loai xtr Iy vin ban va mdi vi tri cua
ngudi ding trong quy trinh thi hé théng s& hién thi cac ndt chace nang khac nhau.

Ngudi ding click menu [Van ban dén][Van ban dén cho xu ly]:

# i3 =} B

Trang chd Danh ba Théng tin ca nhan B& cai plugin Hudng dén st dung Van ban

E3 Quany cong viéc (4) 2]

K3 vinbin gén (30) / @ VAN BAN CHO XU LY o THONG KE VAN BAN

Van ban dén ché xi¥ Iy (34) Ve viéc phdi hop 1 chirc cac hoat dong hudng wng Ngay

Quyén clia Ngui tigu ding Viét Nam nam 2025 (28/02/2025)
Van ban ché xir Iy lai (1)

Van ban dén g3 xC Iy Viv u‘?u c40 hoat ddng sang kién, sang ché tal dia phuong, )i (Dang xi Iy 13  Dén (Pang xir Iy 8 SA
donvi
Van ban dén xem dé biét (28/02/2025) . o 3857 | bén oa sy 32067
Van bén chuyén toan Ga (1) K& hoach hoat déng phang chéng HIV/ AIDS nim 20025 7 ) -
Toan b van ban dén (28/02/2025) - Tong 3870 Ting 32101
B3 van ban ai (304)

€ van ban xem dé biét (291)
E auaniyhéso
[hl] Tra cou van ban

@, Tracwu van bandi

Khi d6 hé théng hién thi danh sach cac van ban chd 1anh dao xir 1y.

Nguoi ding chon 1 vin ban trong danh sach, hé thng hién thi théng tin vin
ban va lich sir xtr Iy van ban nhu sau:

4} Quan tri né théng e @ Vinbanaén
) Vin ban dén (1)
dng sd ba Trichyéu~ | Nnap tir knod Tim kiém Tim kiém néng cao
[D8] Hod the; : [XLC]: XiF Ij chinh; [PH]: Phdi hop
£ van ban da xir iy 1 test 26 test 20022019 200212019 VNPT-IT
EA van ban dy quyén 3n chi e _ _ .
Ranghifrang: | 10 ¥ THENG TIN VAN BAN DEN e

O Vin ban thing bdo

EA Quan Iy cong viéc =

Trich yéu test
4 van ban theo di 56 ky hiéu test Bon vi ban hanh VNPT-IT
R Ngay dén 20/02/2019 Hinh thire Céng vin B0 khdn Thurémg
& b 5o cong vige = | van ban Vira 1a vén ban ndi tinh, vira i& van ban ngoai tinh Van ban gidy €0 van ban gidy
B quan i icn donvi = | File dinh kém Dan.docx
= yquén Vin ban lién quan
Han x0r Iy Théi gian nhan: 20/02/2019 0102
EA Théng tin Gidu hanh a

Téng hop ¥ kién xir I

TONG CONG TY CANG HANG KHONG VIET NAM/ TONG CONG TY CANG HANG KHONG VIET NAM:

I T I I S

23 Nguy&n Thuy Yén Nhi (yennhi acv) 200022019 13:43
22 V6 Thanh Nghia (vinghia acv] v 20/02/2019 1343
2 Vi Lap Qudc (viquoc.acy) v 201022019 13:43
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Tai liéu hudng dan hé théng “Quan 1y vin ban va diéu hanh”

Nguoi dung click [Chuyén xt 1y] dé thuc hién Chuyén xu 1y vin ban cho cac ca
nhan khac x ly:

THONG TIN VAN BAN DEN ®

THONG TIN X LY VAN BAN
Trich yéu: test S0 ky higu: fest
INGi dung xa by
(Mu nhdp)

Bon vilca nhan nhan tru tiép = Chon ngudi nhén theo nhém

Danh sach nhan

K&t thiic vin ban:

Ban T4 chirc - Nnén sur
Bii Thi Digu Héng
Duong Tién Diing
L& Binh Son
L& Héng Trudng
L& Vii Hoang Yén

Luu Thu Hign

Néu chuyén xi ly hogc chuyén thong bao téi phong ban thi truéng phong/treéng
ban sé la nguwroi nhdn van ban cho phong/ban do.
[Vin ban tra loi]: Chuyén sang chitc ning thém mdi vin ban di di mé ta ¢ phan
trude, phiic dap 1 van ban di tir van ban dén:

THONG TIN VAN BAN BI x

Théngtiny kién  Vanbangbe  So dbludng vin ban -
Trich yéu (%)
ya
Hinh thire (%) Cong van D6 khan () Thong Linh vec M
Pon vi soan thao Ban To chirc - Nhan sy Phan loai Van bén mgi v Han x Iy
6 viin ban phang v S8 kf hidu =
Aednmene) ] Van bén lién quan
& Taitéptin & Taitép tin
NGi dung x{¥ Iy
(M3u nhip) P
B Ly

= [Két thiic viin ban]: trong trudng hop nguoi dung da xtr xong vin ban duoc
giao, thi ngudi dung nhap két qua xu ly vao box [Y kién] va click [Két thic xu
1y]. Khi d6 vin ban s& dugc chuyén vao kho “Vian ban da xir 1y”.

Ngudi ding chon nit chirc nang mudn xu Iy dé xir ly. Sau khi xir Iy xong, vin
ban s& duoc chuyén vao menu [Vin ban di xir 1Iy], néu nguoi dung ¢ budc tiép theo
chua thyc hién mé van ban, nguoi ding cd thé 13y lai van ban dé cap nhat théng tin xu
ly hoic chuyén van ban cho ddi tuong khéc.

2.2.3 Chuyén vién

Menu vin ban dén 1a toan bo cac van ban duoc chuyén xtr ly trong quy trinh
hodc dugc ban hanh téi nguoi dung. Doi véi mdi loai xir Iy van ban va mdi vi tri cua
ngudi ding trong quy trinh thi hé théng s& hién thj cac nit chie niang khac nhau.
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Tai liéu hudng dan hé théng “Quan 1y vin ban va diéu hanh”

Nguoi dung click menu [Vin ban dén][Van ban dén cho xir 1y]:

@ (=

B

Trangchl  Danhba  Thongtincanhan  Bocaiplugin  Huongdinsirdyng  Vanban

B2 Quan Iy cong vigc @ @ Vanbanaén  Van ban dén cho xir Iy
E3 van ban dén

Van ban dén ché xir Iy

Van ban dén da x Iy [D3): Hod téc

Van ban dén xem dé biét

[Xanh da tr&i): Chi dao; Phéi hop; Chil tri; Chidao: [QH]: Qua han

Trich yéu ¢

Trich yéu ~

Van ban chuyén toan CQ 1 s 21/08/2024 n\f'ang dan m:qm dinh, Vpne duyét hovsavcap yc An toan thong tin - B§ Thong tin va
@6 an toan thong tin dbi véi Mang néi bo ruyén théng
Toan b van ban dén
£ Vanbénai - 2 3 2710612024 v tiép tyc trién khai bdi dudng, tap hudnvé  UBND tinh Hung Yén
chuyén ddi sb nam 2024
@ Van ban xem cé biét 3 24106/2024 VIV Tiép tuc trién khai bai dudng, tap hudn vé  BS Thong tin va Truyén thong
chuyén ddi s6 nam 2024
& Quaniyhd so a b
() Tra ctru van ban
. o 4 o 03/03/2024 Viv sira @i, thay thé ndi dung vé an toan, an  B6 Théng tin va Truyén thong
@ Tra ciru van ban di 8 ninh mang tai Cong van s6 1552/BTTTT-THH
@ Tra ciru van ban gén 8 5 = 10/1212023 Vv trién khai c4c khoa bdi dudng vé chuyén B3 Thong tin va Truyén thong
abi sé
& Quanlylich don v| ]
B2 Baocao @ Hiénth| 25 ~ banghl
£2 Thong tin diéu hanh a
W Quan i théng o THONGTIN VAN BAN DEN
Trich yéu hudng dan thdm dinh, phé duyét hé so cp d6 an toan théng tin ddi vei Mang ndi bo
$6 ky higu 1687/CATTT-ATHTTT Bon vj ban hanh

Ngay dén 21/08/2024

Khi d6 hé théng hién thi danh sach cac van ban chd ngudi dung xir 1y.

Nguoi ding chon 1 vin ban trong danh sach, hé thdng hién thi thong tin vin

ban va lich sir xtr Iy van ban nhu sau:

$6 van ban

3950

2048

2859

795

1687/CATTT-
ATHTTT

1775/UBND-
KGVX
2456/BTTTT-
CcBsQG

708/BTTTT-
CATTT

6106/BTTTT-
CcBsQG

Céng van

Cong van

Cong van

Céng van

Cong van

Cyc An toan thong tin - B Thong tin va Truyén thong
S8 Vvan ban dén 2024

211

Nguoi dung click [Chuyén xt 1] dé thuc hién Chuyén xu 1y van ban cho cac ca

nhan khac xir ly:

THONG TIN VAN BAN DEN *

THONG TIN XU LY VAN BAN

Trich yéu: test
NG dung X0
(M&u nhap)

Do vilcd nhan nhan tric tiép

Két inic van ban v

Ban T6 chirc - Nhan su

Biii Thi Digu Hing
Duong Tién Diing
Lé Binh Son

L& Héng Trudmg
L& Vil Hoang Yén
Luu Thu Hign

Néu chuyén xiz ly hogc chuyén théng bao téi phong ban thi truéng phong/trueng

86 ky higu: test

Danh sach nhan

ban sé la nguoi nhdn van ban cho phong/ban do.

= [Tra lai VB]: Chuyén vién c6 thé tra lai vin ban minh d& nhan dugc trong kho

van ban dén, sau khi tra van ban sé bién mat khoi kho.

= [Vin ban tra loi]: Chuyén sang chtic ning thém mdi vin ban di da mé t

phan trudce, phiic dap 1 vin ban di tir van ban dén:
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Tai liéu hudng dan hé théng “Quan 1y vin ban va diéu hanh”

THONG TIN VAN BAN BI x

Thang tin § kién Vén ban gbc So db ludng van ban -
Trich yéu (%)
4
Hinh thire (%) Cong van D6 khan () Thong Linh vec -
Bon vi soan thao Ban To chirc - Nhan sy Phan loai Van bén mé v Han x If
S0 véin ban phong M S0 Ky higu i
- Vinwin i an
aTiitptn @ Taitépiin
NGi dung x{¥ Iy
(Mau nhép) P
Bl

= [Két thiic viin ban]: trong trudng hop nguoi dung da xtr xong vin ban duoc
giao, thi nguoi dung nhap két qua xu ly vao box [Y kién] va click [Két thic xu
1y]. Khi @6 vin ban s& dugc chuyén vao kho “Vian ban da xir 1y”.
= [Luwu ho so lru trix]: Thuc hién luu hd so vao cac tiéu dé hd so di tao dé Luu
trit ho so va cac tiéu dé hd so phuc vu Quan 1y luu trit co quan
Nguoi dung chon nit chirc ning mudn xir 1y dé xu ly. Sau khi xu 1y xong, vin
ban s& duoc chuyén vao menu [Vin ban di xir Iy], néu nguoi dung ¢ budc tiép theo
chua thuc hién mé van ban, nguoi dung co thé 13y lai van ban dé cap nhat thdng tin xu
ly hozc chuyén van ban cho dbi twong khac.

27



	1  Tổng quan
	1.1 Giới thiệu
	1.1.1 Đăng nhập hệ thống
	1.1.2 Thay đổi thông tin


	2 Nghiệp vụ
	2.1 Phân hệ Văn bản đi
	2.1.1 Chuyên viên khởi tạo văn bản đi
	2.1.2 Lãnh đạo phòng xử lý văn bản
	2.1.3 Lãnh đạo đơn vị
	2.1.4 Văn thư đơn vị

	2.2 Quản trị văn bản đến
	2.2.1 Văn thư đơn vị
	2.2.2 Lãnh đạo đơn vị/Lãnh đạo phòng
	2.2.3 Chuyên viên



