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Tai liéu huéng dan “Hb so luu trit”

TONG QUAN
Téng quan vé phan hé hd so luu trit cua hé thong “Quan 1y vin ban va diéu hanh”
a) Quan Iy céc hoat dong cua co quan, to chirc va ca nhan théng qua hé théng ho so.

b) Gitp cho co quan, td chirc chu déng trong viéc td chirc 1ap hd so va quan Iy ho so,

tai liéu trong giai doan van thu dugc chat ché va khoa hoc.

¢) La can ctr dé kiém tra, don dbc viéc 1ap hd so tai cac don vi, ca nhan; gép phan nang
cao y thtrc va trach nhiém ciia mdi ca nhan trong co quan, to chirc dbi vai viéc 1ap ho

so va chuan bi ndp luu ho so, tai liéu vao Luu trit co quan.

d) La can ctr dé lya chon tai liéu c6 gié tri dé luu trit va phuc vu st dung.

1. NGHIEP VU PHAN HE HO SO LU'U TRU¥
Muc dich:

- Quan ly Danh muc/Ho so cia don vi

- Mbi don vi s& c6 mot danh sach cac danh muc va hoé so duoc 1ap san dé thuc
hién trong nam.

- Ngudi thuc hién hd so s& phai cap nhat thdng tin ho so, van ban thudc hd so

- Sau khi két thic ho so thi ngudi 1am ho so phai nop ho so vao luu trit dé luu trix
va s& khdng c6 quyén xem néi dung hd so d6 nita.

1.1 Tao Danh muc ho so trén Hé thong quan ly van ban va diéu hanh(van
thw don vi)

1.1.1 Pé muc/nhém ho so
Pé thyc hién dugc chirc ning nay vao man hinh [Quan ly hd so] => chon menu [Pon

vi/Nhém hd so] hién thi man hinh nhu sau:
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# 8 =

Trangchi  Danhba  Théngtincinhdn  Bgcaiplugin  Hwong dansirdung  Van ban giao NV

& Quan ti hé théng A Quinljhso/ Donvilihom hi so

§4 Quén I cong viéc s

O Van ban danh ddu

n Tén d& mucinhom ho so
= Quanljhb so =

1 Phing Téng hap & w+
Bon vilNhom hé so i .
. " Téng hop Zw+
.. Tiéu dé hd so
L Hb so cing vike 2 Phéng Té chirc cén b £ w+
Quan I hb so I trik 3 Phing Truyén théng Fw+
= Quan ti van ban
& Quinljlichdonvi
= Uy qupén
(¢ Quén tri Email'SMS

Man hinh nay c6 cac chiic nang sau:

- Thém mdi danh muc
- Chinh stra danh muc
- Xba danh muc

1. Thém mei danh muc

Budc 1: Dé thuc hién thém danh muc, nguoi dung chon vao mét trong cac icon

& =] =
Trang chi Danh ba Théng tin cd nhan Bo cai plugin Hwong dén sir dung Vién ban giao NV
8% Quan ti ha théng A Quanljhdso ! DonvilNhém hé so
B4 Quan Iy cing vige

O van ban danh déu

n Tén d& mucinhom hd sor
= Quan Iy hé so 8

1 Phéng Téng hop 4
i~ Bon vilNhém hé so i X
- 11 Téng hop [EQTR J
- Tiéudé hd so
. Hé so cong vise 2 Phéng Té chirc can b Zw+
- Quan Ij hd so lou il 3 Phéng Truyén thng ¢ w+
= Quan ti van ban
& Quanijlich donvi
= Oy quyén
(# Quan tri EmailiSMS

= Bat I1én form nhap thong tin nhu bén dudi:
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Tén dé
muc/nhom hd so™

Bé muc/nhém Khéng chon
len™
Mo ta
e
Ngudri c6 quyén - N " . )
cap nhat Tén dang nhap Tén nguwdi ding Thao tac
=+ Thém

Budc 2: Nhap thong tin vao form “Thém méi” day du.

+ Tén d& muc/ nhém ho so: Nhap tén cac phong, ban theo co ciu to chiic cua co
quan, t6 chtc. Vi du: Phong Hanh chinh, Phong TTPC

Chon ngudi c6 quyén cap nhatdé thém ngudi ¢d thé cap nhat tén ¢& muc/Nhom
hd so. Khi chon nat [Thém] s& hién thi 1én man hinh danh sach thanh vién trong don vi

nhu sau:

Thém mdi *
== S ==Y TN

chutch 6 Thi Thanh Phic 0
chuyenvient ldoxh chuyenvien1 ldtbxh
chuyenvien1 nv chuyenvieni nv ]
chuyenvient tivhdi chuyenvien tivhdl
chuyenvienicap2 chuyenviencap2 0
chuyenvienZ.ldioxh chuyenvien2 idtbxh

chuyenvien2.nv chuyenvien2 nv ]

Tich chon ngudi trong danh séch ->chon nit [Pdng y]. Nhitng ngudi dugc chon ¢é

quyén cap nhat thi s& ¢ quyén chinh sira danh muc nhu ngudi tao danh muc. Nhitng
ngudi khong duoc thém vao danh sach ngudi c6 quyén cap nhat thi sé chi nhin thay
tén danh muc ma khéng c6 quyén chinh stra danh myc.

Sau khi nhap xong day du théng tin & trén form Thém méi danh muc ->chon nit

[Luu] hodc [Luu va dong] dé thuc hién luu thong tin vira nhap vao.

Danh muc vira duoc luu s& hién thi & danh sach danh muc.
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DANH MUC HO SO

Nam 202...
(Kém theo Quyét dinh sb /QD-.... Ngay.... thang....nadm 202...)
So va‘ky hieu | Ten de muc va tien de ho | Thoi h:'}n ban [Ngwoi lap ho Ghi chii
ho so SO quan SO
(1 (2) (3 ) (5)
I. Phong Hanh chinh
1.1. Hanh chinh
L1l Tap hru CV di Vinh vién Ng“yf van
_ Tép bao cdo nam Vinh vién Nguyén vin
(tuan. qui. thang) 20 nam B
. I, oar .z Nguyén vin
I1.1.1.2 Tap Quyét dinh Vinh vién e
L1.2 Tap luu CV dén
1.2. Tai chinh
2. Phong QLBVR
3. Phong TTPC

2. Chinh sira danh muc
Pé thyc hién chie niang chinh stra danh myc, ngudi ding thuc hién nhu sau:

Budc 1:Chon vao biéu tuong sau:

A 53

Trang chu Danh ba Théng tin cd nhan B9 cai plugin

=

Hwéng dén st dyng

=]
Van ban giao NV

& Quantihé théng A Quaniyhdso  BonviNhém hé so

B4 Quan Iy cong vide

n Tén @& myc/nhom ho so
x

& w+

@ Van ban danh dau
2 Quanlyhé so El

: 1 Phong Téng hep
i~ Bon vilNhém hd so
: - 11 Téng hap
i~ Tidu & hd so

2 Phang T8 chirc can bg Ew+

i~ Ho so cong viéc

i+ Quan [y hé so luu trik 3 Phang Truyén théng & w+

Quan tri vén ban

L}

Quan Iy lich don vi

Uy quyén

Y

Quan tri Email/SMS
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= Hién thi man hinh chinh stra nhu sau:

Tén dé Phang Truyén théng
muc/nhom hd sor*

Pé mucinhém Danh muc gbc e
lém™
Mé ta

-

Nguw&i co guyén s n n o -
cap nhat Tén dang nhap Tén ngwdi ding Thao tac
ubnd.vanthu Van thw UBND | )
4+ Thém

Bl Lwru va déng

Budc 2: Nguoi diing nhap céc thdng tin chinh stra nhu cac budc mé ta o trén phan

[Thém mai] => Sau khi nhap xong thi chon nat [Luu] hodc [Luu va dong].
3. Xba danh muc

Dé thuc hién x6a danh muc ngudi dung chon vao biéu twong sau:

@ i) = =

Trangchi  Danhba  Théngtincinhan B caiplugin  Hwéng dinsirdung  Vin ban giao NV

585 Quan tri hé théng A Quanlyhdso / DonviNhém hé so

B4 Quén Iy céng viéc "

© van ban danh déu

o
= Quanly hd so =]
i 1

; Phéng Téng hop Ew+
i~ Bon vilNhém hb so i X
: - 11 Téng hop &+
i Tiéu dé hé so
l Hb so cong vise = Vin 4é chung E"
+ Quan y hé so luu tir 2 Phng Té chirc can bé £
= Quan tri van ban 3 Phang Truyén théng @ w+
& Quan Iy lich don vi
= Uy quyén
(2 Quan tri EmailiSMS

> Trudng hop néu Danh myc nhém hod sochua ¢6 hd so nao thi hé thdng s& thuc
hién x6a danh myc va hién thi thdng bao “X6a thanh cong”.Sau khi x6a xong
danh muc sé& bi mat khéi danh sach Danh muc

> Truong hop néu Danh muc da ¢ c6 chtra hd so thi hé thdng sé hién thi canh

béo va khéng cho phép xoa.
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1.1.2 Tiéu dé ho so
Man hinh nay hién thi danh sach c4c danh muc hd so va hd so thuoc danh muc

cac danh muc.

Cho phép nguoi diing thém méi Ho so vao cac danh muc da nhap tai “Tén dé

muc/Nhém hd so” doé.

& quanijvanbandi 8| @ Quanlyhdso  Tieudéhdso
B4 Quén ij van ban dén 2 Tieudshdso Danh muc hé so v
B4 Quén iy cong viec 3
6 ky hidu h so
&4 Van ban dén (14) 8

&4 vanbandi(3) 8 | Xuét béo cdo ~
@ van ban xem dé biét (3) Thei gian bio
&2 Vein b todn dm i z S6 ky hiéu hé s Tén @& muc va tiéu dé hd so quan Nguréi 13p hé s Thao tac

Phong CNTT
& Quany hé so 8 .
Hé so covid Van Thur1 +
Tén d& muc/Nnom ho so Hb sor covid 2020 Van Thee 1 +
Tiéw d& ho sor HO 50 GOC Van Thirt +
Quén Iy hd so cé nhan
Quén Ij hé 5o lwu iy Tdng s6 ban ghi 2 “ 2 0w

Ho so hét han bao quin

O man hinh nay s& c6 cac chirc nang sau:
- Thém mai hd so
- Chinh stra hd so
- X6ahd so
1. Thém méi hé so
Pé thyc hién chire nang, ngudi ding thuc hién nhu sau:

Budc 1:Click vao nat hoac icon [+] (¢ cot thao t&c) hoac [Thém] nhu trong hinh

# ] k=
Trangchi  Danhba  Théngtincinhdn  Bgcaiplugin  Hwong dinsirdung  Vin ban giao NV
& Quantrihg thing & Quinljhbso Tieudihiso
B4 Quinlj cong viéc

Thao tic

@ Van ban danh ddu

S0 ky hiéu ho so Tén d& muc va tiéu dé ho so Thé¥i gian bao quan NIt lap ho sor
> Quanljhlso &}

Phong Téng hop +
- Bon vilNhém hé so : L
Téng hop Quan tri hé thong E
- Tiéudéhdso . ) .
. 01.TH Ha se dao tao, tép huan eOffice Vinh vién Quén tri hé thang [EQTE 4
+. Ho 50 cong viéc
L Quinlj b so luutr 02.TH Hé s ban hanh du thae quy trink x{ I van ban dién tir Vinh vien Quéan tri hé thing [EATR J
— Vén dé chung Quan tri hé théng +
= Quan tri van ban
&' quin|j lich domvi [ErEtbandhis n 2\ »
= lyquydn

(¢ Quan ti EmailSMS

= Hién thi man hinh thém méi
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Budc 2: Nhap thong tin hd so vao form thém mai:

Tiéu d&* Hb sor coyid ndm 2021
Ky higu” o1cv Nam hinh thanh* 2020 v
Thii gian béo quan® Vinh vién $3 nam béo quan
Be mucinhom Ign* —— Ha so covid 2020 v

Bonvit

Don viDemo Quan I Van ban va Diéu hanh VNPT - eOffice

Ma ta

Ngui ¢ quyén cip nhat
Ten dang nhap Tén nguwoi ding Thao tic

vanihucapl Van Thir 1 W

B Luru v ddng

Chon ngwoi c6 quyén cap nhat. Khi chon ndt [Thém] s& hién thi Ién man hinh

danh sach cong chaec, vién chuc trong don vi nhu sau:

phochuuch phochutich

photruongphong Idtbxh photruongphong kdtbxh
Quan tri hé thong

quantrifest

fruongphong Idtbxh truongphong idtbxh

truongphong.nv truongphong.nv

vanthu tivhd vanthu tivhdl 0
vanthucapl Van The 1 0
vanthucap? Van thu cap 2 0

- Check chon nguoi trong danh séch ->chon nat [Pdng y]. Nhitng nguoi duoc
chon c6 quyén cap nhat thi Hb so d6 sé& hién thi ¢ danh sach Ho so cong viéc

cta ca nhan, ca nhan sé& cd quyén chinh sta, cap nhat ho so.

Sau khi nhap day du cac thdng tin ->chon nuat [Luu] hodc [Luu va déng]. H) so vira

duoc thém s& hién thi & danh séach.
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2. Chinh sira ho so
Dé thuc hién chire niang, ngudi sir dung thuc hién nhu sau:
Budéc 1. Chon vao icon Chinh stra trong man hinh Tiéu dé hd so:

@A Quanly hd so /! Tiéu dé hé so

$0 ky hiéu ho so Tén dé muc va fiéu dé hb sor Thei gian bao quan Ngweoi lap ho so
+*

Phong Téng hop

Téng hop Quan tri hé théng +
01.TH Hé so dao tao, tip huan eOffice Vinh vién Quaén tri hé thing & [ +
02.TH Hé so ban hanh du thao quy trinh xir I vin ban dién tir Vinh vién Quaén tri hé théng [ETE J

Vén dé chung Quan tri hé thing +

Téng sé ban ghi 3 - 2 »

= Hién thi ra man hinh chinh sta ho so.

Téudd® | Hdso covid nam 2020

K hiéu* 01.Covid Ném hinh thénh* 2021 v
Thoigianbdoquan® | Vinhvidn S5 nam béo quin
BE muc/hom Ign* - Ho 50 covid 2020 "

Donvi® Bon vi Demo Quén 1j Van bén va Diéu hanh VNPT - e0ffice

M i

Ngui cd quyén cap nht ]
Tén dang nhap Tén nguoi ding Thao tic

vanthucap! VanThr 1 ]

B2. Nhap céc thong tin chinh sira =>chon nut [Luu] hodc [Luu va déng] dé luu lai

théng tin chinh stra.
3. Xo6a ho so
Pé thyc hién chire nang nguoi st dung thuc hién cac budc sau:

B1. Chon vao icon X6a & HO so mudn x6a:

10
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A Quanljhdso Tidu déhd so

QTimkidm [ +Thém
50 Ky hiéu ho so Tén dé muc va tiéu dé ho so Thdi gian bdo quan N lap hd sor

Phang Téng hop
Téng hop Quan trj hé théng +
02.TH Hb so ban hanh du thao quy trinh xiF I vin ban dién ti Vinh vién Quin tri hé thing (24 1T] .

Vén dé chung Quan trj hé théng +

Téng s6 ban ghi 3 n

- Truong hop néu hd so dd chtra van ban thi hé théng s& hién thi canh bao va khong

cho phép xoa
- Trudng hop néu hd so chua c6 van ban thi hé théng s& thuc hién x6a va hién thi
thong béo Thanh cong khi x6a xong. Hd so bi xda s& mat khoi danh sach hd so.

1.2 Lap va ndp ho so cong viéc trén Hé thong quan ly van ban va diéu hanh
(Chuyén vién thuc hién)

Nguoi duoc giao giai quyét, theo ddi cong viée cia co quan, td chirc c6 trach nhiém lap
hd so vé cong viée duge giao va ndp luu hd so vao Luu trit co quan trong thoi han 01 nam, ké
tir ngay cong viéc két thuc; dbi vOi hd so, tai liéu xay dung co ban thi trong thdi han 03 thang,
ké tir ngay cong trinh duoc quyét toan.

Dé thuc hién dugc chuc nang nay, nguoi dugc giao giai quyét, theo doi cong viée 1ap }}6
so (ngudi c6 ho so) vao man hinh [Quan 1y ho so] ->chon menu [Quan 1y ho so ca nhan] hién
thi man hinh nhu sau:

1.2.1 HO so cong viéc
Man hinh nay hién thi danh séch tat ca cac hd so ma ngudi sir dung can phai

thue hién cap nhat (hd so ma ngudi sir dung dwoc gan quyén cap nhat)
Cac chtrc nang co6 trong man hinh:

- Timkiém

- Cap nhat ho so

- Xut file XML

- Thém vin ban vao hd so

- Nop luu trir
1. Tim kiém

Pé thyc hién chire nang, ngudi sir dung thyc hién nhu sau:

11
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Budc 1: Nhap tir khoa can tim kiém vao cac muc can tim kiém
Budéc 2:Chon nit Tim kiém

2. Cap nhat ho so
Dé thuc hién chire niang, ngudi sir dung thuc hién nhu sau:

Budéc 1:Chon vao tiéu dé hd so hodc ma hd so -> hién thi man hinh nhu sau:

Cép nhét hé so

M3 dinh danh don vi

Nam

2021

S6 ky higu

01.Covid

Tiéu gé

Hb s covid nam 2020

Thai han bao quan

Vinh vidn
Ché dé sir dung
Ngdn ngif Tinh trang

Tiéng Viét v Chura cép nhat v
Thai gian bt dau Thai gian két thiic

01/0212021 =] 30/09/2021 =]
Téng sé van ban Téng s6 trang

1
M ta

Buac 2: Nhap cac thong tin chinh sta
Budc 3: Xem, sira, x6a van ban trong muc luc van ban chon nat [Muc luc van
ban]

Nguoi dung cé thé chinh sira trich yéu noi dung cta van ban di thém vao ho so bang

céch nhan biéu tuong:

12
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Muyclycvan bin

S8k higu VB Tiich yéu
Théi gian c4p nhat Tir nghy Dén ngéy
B §
Loal vn bin @ Titch () Vinbindén () VinbinGidythdo () Vinbin i g phit hinh
Vi ban gidy

SIT Ma/Thir ti viin ban 3 S, kj hiu vin ban$ Trich yéu ni dung vin ban & Ghi chii Thao tic
1 ] J

oS $o.Cong Thuong - ung Yén 5 )
2 test107 291052021 S0 Céing Thuong - Hung Yén lesti07 i
3 testifl 290052021 So Céng Thuong - Hung Yén testifl L
4 testfi0 291052021 SoCang Thuong - Hung Yén lesti10 /9

Dién noi dung van ban can cap nhat

C4p nhat van ban

Trich yéu ndi dung van ban

N dung trich yéu

Ghi chu

Chon nat [Cap nhat] dé luu thong tin vin ban sira doi
Budc 4: ->chon nit [Cap nhat hd so] => thong tin hd so vira chinh sira s& duoc

luu lai.
3. Xuét file XML
Dé thuc hién chire nang, ngudi sir dung chon vao icon sau tai mdi hd so:

B B

Théi gian bt ddu  Tir ngay Bén ngay
= =

Thei gian kétthic  Tir ngay Dén ngay
=) =

Phéng Téng hop
Téng hop
000.06.16.G09.2019.02.TH Hé so ban hanh du thao quy trinh xir I vin ban dién tir Vinh vién B‘ | -
Vian dé chung
Phéng Té chirc can b

Phéng Truyén théng

13
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= Hé thdng s& xuit file file c6 dinh dang XML bao gom cac thong tin:
- Théng tin cua ho so
- Théng tin cac vin ban ¢ trong hd so (thong tin vin ban va y kién, log xt Iy vin
ban do)
4. Thém vin ban vao ho so
C6 2 cach lap hd so trén Hé théng quan 1y vin ban va diéu hanh nhu sau:
e Thém van bér] vao hd so (nhitng vin ban da xir Iy nhung chua dua vao hd so)
e T van ban dén cho xir ly hang ngay
Cach 1:Thém vin ban vao ho so' (nhirng viin ban da xir Iy nhung chwa dwa vao hd

S0)

Dé thuc hién chire nang nay ngudi sir dung thuc hién cac budc sau:

Budc 1:Chon vao icon nhu hinh:

Phéng Téng hop
Téng hop
000.06.16.G09.2019.02.TH Hé so ban hanh duy thao quy trinh x( I vén ban dién tir Vinh vién @ |
Van dé chung
Phéng Té chirc can b

Phéng Truyén théng

= Hién thi man hinh sau:

S6 ky higu VB Trich yéu
Thi gian cap nhat Tir ngay Dén ngay
] |
Loai van ban @ Tatcd (O Vanbdndén (O Vanbandiduthdo (O Van ban di da phét hanh
Van ban gidy v

Timkiém [ [ Xuét bdo cdo ~
M&/Thir tw van bin % 86, ky hiéu van ban & Ngay thang van ban & Tac gid van ban % Trich yéu ndi dung van ban $

1 5 03/05/2021 So Céng Thurong - Hing Yén 5 !
2 test107 29/05/2021 So Céng Thurong - Hurng Yén test107 &
3 test111 29/05/2021 So Cdng Thuong - Hing Yén test111 £
4 test110 29/05/2021 So Cong Thuong - Hung Yén test110 s

Buéc 2. Chon nat [Thém vin ban] -> hién thi man hinh sau:

14
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Dhuerds Suer Wi Indem

e Thalr Mg vl bl iy OF
e =T Cet WE (i - 2RO LT T r
e H =
LD 3 LRI T,
ey HES T
WL = LVERIC: T,
A a8 Cn
reSURSE TRGTEGTH | hask 38 iy Lo (5o L=
IO CRLNWEST EMMIH Wi Tinalni 3 O o 23 Cang by Clng mgrd: Trdng T b Ca
TR TCE s 1 St (B OO W Hheng W =,
SROEHH-LIENMD T Ny 12MTE0E ola T LIERICT T
oy 3 OO v Thang br o8 | Ebng N
gy B P = = e
SOTSTTTT-WE R e h SN MR 3 15 (TP = T 2o =E 3
Wi waa bty

B3. Check chon vin ban mudn thém vao hd so ->chon nat [Thém vin ban]
Vin ban vira thém vao hé so hién thi & ds vin ban trong hd so
CAc chtrc ning man hinh Thém vin ban vao hd so ¢ cac chic nang:

- Chinh sta trich yéu van ban trong hd so
- Dua vin ban ra khoi ho so
> Chirc niang Chinh sira trich yéu vin ban trong hd so nguoi sir dung thuc
hién nhw sau:

B1. Chon vao icon nhu trong hinh:

15
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Muc luc vin ban x

S6 ky hiéu VB Trich yéu

Thei gian cap nhat Tir ngay Bén ngay

AThir tir van $6, ky hiéu viin Ngay thang vin Trich yéu néi dung vén Ghi Cap
ban ban ban Téc gid vin ban ban chil phat ©

02.THA 4/TTr-UBND 221052019 UBND Thanh phé Hé Chi  Viv: Thir nghiém té trinh
Minh

= Hién thi man hinh cap nhat thong tin vin ban nhu sau:

Cap nhat van ban x

Trich yéu ndi dung vin ban

Viv: Thir nghiém té trinh

Ghi cha

B2. Nhap thdng tin chinh sira trén form ->chon nat [Cap nhat]
Noi dung chinh stra duoc luu lai va hién thi ngay trén form danh séach.
> Chirc ning Pua viin ban ra khéi ho so, nguoi sir dung thuc hién nhuw

Sau:

B1.Chon vao icon nhu trong hinh:
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Muc luc van ban x

S6 ky hiéu VB Trich yéu

Thei gian cdp nhat Tir ngay Dén ngay

&Thir tw vin $6, ky hidu vin Ngay thang vin Trich yéu néi dung vin
ban ban bén Téc gia vin ban ban

02THA 4/TTr-UBND 221052019 UBND Thanh phd H& Chi | Viv: Thir nghiém t&r trinh
Minh

= Hién thi popup confirm nhu sau:

Ban c6 chac chan mudn xéa van ban nay khai hé so khéng?

Xoa

B2. Chon nat X6a -> Vian ban s& bj x6a khoi ds muc luc van ban caa hd so

Chon nat Bong -> dong popup confirm lai khéng thuc hién x6a van ban khoi ho

SO
CAch 2: Tir viin ban dén cho xir Iy hang ngay

Pé thuc hién duoc chie ning nay vao man hinh [vin ban dén cho xa 1y] -> chon vin ban can

xir ly hién thi man hinh nhu sau:

v
O 8 s vb test Bon vi Demo Quan I 2 oz2icv Cdng van 28/04/2021 PH [
an ban va Bidu hanh
VNPT - eOffice (.
O 9 = 2 Bon vi Demo Quan Iy 2 12 Cong van 031052021 CcT
an ban va Bidu hanh
VNPT - eOffice
Hiénthi 25 + banghi
THONG TIN VAN BAN DEN °
3¢ Chuyén xi Iy m @ Két thac vin ban €81 Gdp 56 va phat hanh -
Trich yéu vb test
86 ky hidu 02CV Bon vi ban hanh Bon vi Demo Quén If Van ban v Bidu hanh VNPT - eOffice
Ngay ban hanh 28/04/2021 54 van ban Sb van ban di 56 dén 2
Vin ban Van bén ndi tinh Vin ban gldy Khéng cé vén bén gidy
Loal viin ban Wan ban mdi Hinh thire Cong van D& khin Thiréng
Fila dink kam 2 Metn wh b il d

N

Chon vin ban can thém -> click vao nat [Luu hd so luwu trit] hé théng s& hién thi ra tiéu dé hd
so luu trit cua don vi.
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Sau d6 chon vao hd so can luu -> Bam nit [Luu] hodc [Luu va dong].

5. Nop ho so vao lwu trir co quan trén Hé thong QLVBDH (Chuyén vién)
Dé thuc hién chire niang nay ngudi sir dung thuc hién cac budc sau:

B1. Chon vao icon & man hinh sau:

Théi gian kétthac  Tir ngay Bén ngay

=]

Phéng Téng hop

Téng hop N?:_’-qu
000.06.16.G09.2019.02.TH Hé so ban hanh du thao quy trinh xir Iy van ban dién tir Vinh vién B & n
Vén dé chung
Phéng Té chirc cén ba
Phéng Truyén théng
000.06.16.G09.2019.03.NHOM3 Ha so nhém 3 23/04/2019 Vinh vién e - |

=> Hién thi popup thong bao nhu sau:

Théng bao x

Ban c6 chac chan mudn ndp lru trlk hé so nay khing?

B2. Chon nit [Nop luu trit] => H so vira ndp luu trit hién thi ¢ danh sach

Quan Iy hd so luu trit. Icon [Nop luu trir] mat khoi hd so vira nop

1.2.2 Quan ly ho so lwu triv
Man hinh nay hién thi danh séch céac hd so ma dugc ndp luu trit (chua tiép nhan, da
tiép nhan, da tra lai)
Cac chirc nang co6 trong man hinh:
- Tim kiém
- Xuét file XML
- Xem muc luc vin ban trong hd so
- Tiép nhan
- Tralai

1. Tim kiém
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Dé thuc hién chire niang, ngudi sir dung thuc hién nhu sau:
Budc 1: Nhap tir khoa can tim kiém vao cac muc can tim kiém
Budc 2:Chon nat Tim kiém
2. Xuit file XML
Pé thyc hién chire nang, ngudi sir dung chon vao icon sau tai mdi hé so:

Phéng Téng hop

Téng hop
000.06.16.G09.2019.02.TH Hb so ban hanh dy thae quy trinh xi Ij vén ban dién tr 22/05/2019 22/05/2019 Vinh vién [T Exlad
-
Vén dé chung
Phong Té chikc can bg
000.06.16.G09.2019.01.N2 Hé so test sau khi deploy 22/05/2019 22/05/2019 Vinh vién B =

Phéng Truyén théng

= Heé thng s& xuét file file c6 dinh dang XML bao gom cac thong tin:
- Théng tin cua ho so
- Théng tin cac vian ban ¢ trong ho so (thong tin vin ban va y kién, log xtr Iy vin
ban do)
3. Xem muc luc viin ban trong hé so
Dé thuc hién chire nang nay ngudi sir dung thuc hién cac budc sau:

Budc 1. Chon vao icon nhu hinh:

|

Phéng Téng hop

Téng hop
-

Muc luc vin ban

000.06.16.G09.2019.02.TH Hd s ban hanh du thao quy trinh xir Ij van ban dién tir 22/05/2018 22/05/2019 Vinh vién

Vin dé chung
Phéng Té chirc can bé
000.06.16.G09.2019.01.N2 Hb so test sau khi deploy 22/05/2019 22/05/2019 Vinh vién @ =

Phong Truyén théng

= Hién thi man hinh nhu sau:
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Muc luc van ban

S0 ky higu VB Trich yéu
Thar gian cap nhét Tir ngay Dén ngay
] ]
Loai van ban @ Tatcd Q Vanbandén () Vanbandiduthdo () Van bandida phathanh
Van ban gidy v

[ Xuht béo cdo ~

Ma/Thir ty van ban % $0, ky hiéu vin ban & Ngay thang van ban & Tac gia van ban % Trich yéu ndi dung van ban * Ghi chi Thao tic

1 5 03/05/2021 So Cong Thirong - Hung Yén 5

2 test107 2910572021 So Cong Thirong - Hung Yén testi07
3 fest1tt 29/05/2021 So Cong Thirong - Hung Yén testifl
4 test110 291052021 So Cong Thurong - Hung Yén test110

4. Tiép nhan
Dé thuc hién chic ning nay ngudi sir dung thuc hién nhu sau:
Budc 1:Chon vao icon nhu trong hinh:

Phéng Téng hop
Téng hop

000.06.16.G09.2019.02.TH Hé so ban hanh du théo quy trinh xCr Ij van ban dién tir 22/05/2019 22/05/2019 Vinh vién & Z'

Van dé chung
Phéng Té chire can bé
000.06.16.G09.2019.01.N2 Hb so test sau khi deploy 221052019 22/05/2019 Vinh vién B

Phéng Truyén théng

= Hién thi popup confirm nhu sau:

Thong bao x

Ban c6 chac chdn mudn tiép nhan hé so nay khdng?

Budc 2:Chon nit Tiép nhan -> Hb so s& mat khoi ds Ho so cong viéc cua ca

nhan thuc hién cap nhat.
Chon nat Bong => thuc hién déng popup confirm, khong thuc hién tiép nhan
hd so.

5. Tralai

Pé thyc hién chice nang ngudi sir dung thuc hién nhu sau:
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B1. Chon vao icon nhu trong hinh

Phong Téng hop

Téng hop
B . Tra vé
000.06.16.G09.2019.02.TH Ho s ban hanh duw thao quy trinh xi Iy van ban dién tir 221052019 2210512019 Vinh vien
Van dé chung
Pheng Té chire can bo
000.06.16.G09.2019.01.N2 Hé 5o test sau khi deploy 22/05/2019 2210512019 Vinh vién @ &

Phong Truyén théng

= Hién thi popup confirm:

Théng bao x

Ban c6 chac chin mudn tra hé so nay khdng?

Travé

Budc 2:Chon nit [Tra vé], hd so duoc tra vé cho ngudi nop. Hién thi lai icon nop luu

trit nhur & man hinh Ho so cong viéc ctua nguoi bi tra vé.

Chon nut doéng -> dong popup va khong thyc hién gi
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