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Tai liéu hudng dan sir dung Hé thong Quan 1y van ban va Biéu hanh tac nghiép

PHAN I:
GIGI THIEU CHUNG VA PANG NHAP HE THONG

1.1. Giéi thiéu chung vé h¢ théng Quan Iy vin ban va Piéu hanh tac nghiép

Hé théng Quan 1y van ban va Biéu hanh tac nghiép (QLVB & PHTN) la hé
théng duoc thiét ké cho can bo, cong nhan vién (CBCNV) dang cong tac tai Cac
don vi truc thugc Tong cuc duong bo Viét Nam sir dung véi muc dich quan ly
van ban dién tir va diéu hanh tac nghiép trong toan Tong cuc duong bo Viét
Nam (PBVN), cac don vi truc thudc Tong cuc DPBVN tlly thudc vao ting vai trd
va nhiém vu khac nhau cia méi CBCNV.

Hé théng QLVB & PHTN c6 cac chirc ning co ban sau:

- Danh muc nguoi dung: La chirc nang cho phép ngudi dung thém, stra, xdéa
cac thong tin lién quan toi co quan ban hanh, don vi tiép nhan, co ciu t6 chuc,
s6 cong van, loai van ban, danh muc linh vuec,. ..

- Quan 1y cong van dén: La chic nang cho phép nguoi dung tiép nhan, xir Iy
va quan 1y cong van dén trong so cong van dén tlly vao vai trd cua timg ngudi.

- Quan ly cong van di: La chirc nang cho phép nguoi dung soan thao, xi ly va
va quan 1y cong van di trong s6 cong van di tiy vao vai tro cta timg nguoi.

- Quan ly céng van noi bd: La chirc nang cho phép nguoi dung soan thao,
xt Iy va quan 1y cong vin ndi b trong sé cong van tiy vao vai tro cua ting
nguoi.

- Bé4o c4o thong ké: La chirc nang tong hop dir liéu theo ting loai cong vin,
s6 cong vin; bén canh d6 cho phép ngudi dung tim kiém, dit loc cong vin theo
ngay thang, s6, ndi dung cong vin va in bao cao y kién but phé cua lanh dao,...

- Quan 1y nguoi dung: LA chic ning cho phép ngudi quan tri hé thng
thém, stra, X6a va cap nhat nguoi dung trén hé thong.

- Lich lanh dao: La chirc nang cho phép ngudi dung xem, stra, xéa va thém
lich 1anh dao tuy vao vai tro cua tirng nguoi.

- Tién ich: La chtre nang chira cac tién ich nhur

+ Dang ky phong hop: La tién ich cho phép nguoi dung quan ly phong
hop hién co.

+ Dang ky xe 0 t6: La tién ich cho phép nguoi dung quan ly lich dang ky
xe hién cé.

+ Pang ky vé may bay: La tién ich cho phép nguoi dung quan ly lich dang
Ky vé may bay hién co.

3R



Tai liéu huéng dan sir dung Hé thong Quan 1y van ban va Biéu hanh tac nghiép

+ Danh sach théng bao: La tién ich cho phép nguoi dung quan ly danh
sach théng bao hién co.

+ Théng tin 1y quyén: La tién ich cho phép nguoi ding quan Iy céc théng
tin ay quyén hién c6 cua lanh dao don vi thudc tdng cuc, tong cuc.

+ Danh bg don vi: La tién ich cho phép nguoi dung quan ly cac théng tin
lién quan t6i CBCNV trong don vi, Tong cuc DPBVN.

+ Tich hop may scan: La tién ich cho phép nguoi dung cai dat may scan
thong qua mang LAN.

1.2. Pang nhap hé thong QLVB & PHTN
- Buéc 1: Tai trinh duyét Web ngudi ding truy cap vao tén mién:
congvan.drvn.gov.vn

- Bwéc 2: Tai cira s6 dang nhap nguoi ding dién cac thdng tin lién quan:

Quén mat khau?

Ban can tro giGp?

XEM HUGNG DAN SU DUNG

+ Tén ding nhdp: Tén cia nguoi ding dang nhap hé thong.

+ Mdt khdu ding nhéap: Mat khau dang nhap cua nguoi ding
- Bwéc 3: Click chuot vao nat BRS¢ dang nhap hé thong.
Ghi chu:
- Nguoi dung c6 thé Click chudt vao natdé xem

tai liéu huéng dan st dung hé thdng).
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Tai liéu hudng dan sir dung Hé thong Quan 1y van ban va Biéu hanh tac nghiép

- Nguoi dung nhan vao nit dé vao xem danh sach cac
cong vin dén, cong vin di cia cac don vi khac ciing nhu c6 thé theo ddi dugc
lich 1am viéc cua 1anh dao tong cuc.

1.3. Giao dién cia hé théng QLVB & PHTN

Khi dang nhap vao hé thong QLVB & DPHTN, ngudi ding c6 thé quan sat
giao dién hé théng gom céc thanh phan co ban sau:

- Dong tiéu dé: Hién thi thdng tin vé don vi, tén tai khoan ding nhap hé
théng,...

= CUG QUAN LY BUGNG BO | LICH LANH BAO VT Cyc QLBB1 .
£

- Thong b&o: Hién thi cac thong bao nhu thong tin Gy quyén cua cac 1anh
dao, thdng b&o ndi bo cua co quan, don vi hoac Tong cuc.

() THONG TIN U QUYEN D) ™oNG BAO NOI BO

Tir ngay 28/5/2017 dén ngay 31/5/2017 ddng chi Téng cuc tredng Nguyén Vén Theo Ké hoach da dwge Tang cue triedmg Téng cuc Dwimg bé Viét Nam phé
Huyén di céng téc tai Singapore, déng chi ty quyén giai quyét cong viée cho cac duyét, théxi gian thiv nghiém phan mém QLVB bét dau tir ngay 11/3 dén ngay
ddng chi Pho Téng cuc lién quan téi ting néi dung céng viéc minh phuy trach. 20/8/2017.

- Ngwei ding tham khao cac hwong dén dwoi day:

+ Hwéng dén Quy trinh xir Iy van ban (tai file dinh kém)

+ Hwong dén Quan tri tai khoan ngudi ding va cai dat tng dung (tai file dinh +

- Céc cOng vigc cdn gidi quyét: Hién thi cac cong van dén, cong van di va
cong vian ndi bo can giai quyét trong thoi gian nhat dinh.

A% CAC CONG VIEC CAN GIAI QUYET
Céng van ban hanh ti¥ ngay  12/10/2016 Bén ngay 13/01/2018 O]
7| CONG VAN DEN 7| CONG VAN DI ¢ CONG VAN NOI BO
+ Van ban dang tiép nhan 0 +/ V&n ban dang bién tap (] +/ W&n ban dang soan thao 0
+/ Van ban chd xi I 9 +/ Van ban ché x Iy 4 +/ Van ban chi xi¥ Iy 0
+/ Van ban qua han x Iy 0 +/ Van ban qua han x Iy 0 <« Wan ban qua han xt Iy 0
+ Cong van don vi 40 + Cong van don vi 18 ' Cong van don vi 1

- Thaee don hé thong: Nam bén trai caa man hinh giao dién hé théng, thuc
don hé thdng sé hién thi theo ting vai tro, chire ning nhiém vu ciia nguoi dung :
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Tai liéu hudng dan sir dung Hé thong Quan 1y van ban va Biéu hanh tac nghiép

Danh muc ngudi ding Quan Iy céng van dén

Danh muc ngwdi ding

Quan Ij cong van dén Quan Iy cong van di

Quan Iy céng van dén

Quan Ij céng van di Quan Iy cong van di Quan Iy cong vin ndi bd

Bao cédo thong ké

2 Quan Iy cong vin ndi bd Quan Iy cong van noi bo

Tai khoan lanh dao

Bao cdo thong ké

Bao cédo thong ké

Tai khodn van thu, 8 Quan Iy ngwdi ding
chuyén vién

Tai khoan quan tri

Déi vai tai khoan vin thu, chuyén vién thi hé théng c6 thém Danh muc
nguwoi dung cho phép van thu , chuyén vién cap nhat co quan ban hanh, don vi
tiép nhan; bén canh d6 tai khoan van thu c6 thé cap nhat, thém so coéng vian dén,
di, noi bo,...

Déi vai tai khoan quan tri hé thong c6 thém muc Qudn Iy ngwsi diing, cho
phép nguoi quan tri hé thong thém, sira, x6a ngudi dung trén hé théng.

1.4. Cai dat Plugin may scan cho hé thang

- Buée 1: Trén thanh tiéu d¢ cua hé thong QLVB & DHTN Click chudt
vao muc TIEN ICH sau d6 chon muc Tich hgp may scan dé thyc hién tai file
cai dat plugin cho may scan.

Blang kv phéng hop

Bang ky xe 16
Bang ky vé may bay
Danh sach théng bao
Théng tin 0y quyén

Danh ba don vi

- Buéc 2: Sau khi tai duoc file plugin hd trg cho may scan, kich dup chudt
vao file cai dit hoac chudt phai chon Open dé thyc hién cai dat.
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Tai liéu huéng dan sir dung Hé thong Quan 1y van ban va Biéu hanh tac nghiép

ﬂ TN-Scanner.exe A2L1A0T 2T b Bonlicati 1
Open

& Run as administrator
Uninstall with Your Uninstaller!
Troubleshoot compatibility
Pin to Start

Share with >

- Budc 3: Click chudt vao ndt Install dé bat dau qua trinh cai dat

5! Setup TN-Sanner 1.00 . X

Ready to Install

Setup is now ready to begin installing TN-Sanner on your
computer.

Click Install to continue with the installation, or dick Back if you want to review or change any
settings.

Destination folder:
C:\Program Files (x86)\TN-Sanner

Additional shortcuts:
Create a Desktop icon

Chon Install

| <Back || mnstal ||| cancel |

Copyright © 2017, Tri Mam jsc

- Budc 4: Click chudt vao nat Next = Next dé tiép tuc

ﬁ! Setup TN-Sanner 1.00 - X ﬁ! Setup TN-Sanner 1.00 —

Select shortcuts
Welcome to the TN-Sanner Setup ﬁ Selea:ddm:nal hortauts
Wizard ‘

This wizard will guide you through the installation of Select any additional shortcuts for TH-Sanner that you would like created
TM-Sanner. by the installation:

It iz recommended that you dose all other applications before L'
starting Setup. This will make it possible to update relevant
system files without having to reboot your computer.

Click Next to continue,
Create a Desktop icon

Copyright @ 2017, Tri Mam jsc

Cancel <Back || Mext> | | Cancel
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Tai liéu huéng dan sir dung Hé thong Quan 1y van ban va Biéu hanh tac nghiép

- Buéc 5: Click chudt vao ndt Install dé tiép tuc cai dat

i3 setup TN-Sanner 1.00 - *

Ready to Install
0 Setup is now ready to begin installing TM-Sanner on your
computer,

Click Install to continue with the installation, or dick Back if you want to review or change any
settings.

Destination folder:
C:'Program Files (x86)\TM-Sanner

Additional shortcuts:
Create a Desktop icon

Copyright € 2017, Tri Mam jsc

<Back || Instal | | cancel |

Cho may tinh cai dit sau d6 Click chudt vao nat Finish dé hoan tat quéa
trinh cai dat.
i3 Setup TN-Sanner 1.00 — X

Completing the TN-Sanner Setup
Wizard

TN-Sanner has been installed on your computer,

Click Finish to dose this wizard.
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Tai liéu hudng dan sir dung Hé thong Quan 1y van ban va Biéu hanh tac nghiép

PHAN I1:
QUAN LY VAN BAN VA PIEU HANH TAC NGHIEP

Quan 1y van ban va diéu hanh tac nghiép 1a chitc ning cho phép vin thu,
chuyén vién, 1anh dao cac don vi thuéc Téng cuc DPBVN thuc hién céc thao tac
lién quan t&i cong van dén, cong van di, cong van ndi bd trong cong tac quan Iy
van ban, diéu hanh cua don vi. Phan ndy gém cac chirc ning nhu sau:

- Quan ly cong van dén: Tiép nhan, xt ly va quan 1y céng van dén.

- Quan ly cong van di: Soan thao, xt ly, trinh ky, ky, ban hanh va quan ly
cong van di.

- Quan 1y cong van ndi bd: Soan thao, chinh stra, chuyén xu ly, trinh ky,
ky, ban hanh va quan 1y cong van ndi bo.

Tai cura s6 dang nhap cua hé théng nguoi dung dang nhap vao hé thong
QLVB & PHTN bing tai khoan caa minh.

2.1. Quan ly Danh muc ngwoi dung

Tai giao dién cua hé thong, Click chudt vao myuc Danh muc ngudi ding cia

thue don khi d6 xuat hién danh muc con Pon vi tiép nhan, Sé cong van, ...

g Danh muc ngurdi ding

» Pornvi tiép nhdn

¥ SO coOngvan

i Quan ly cong van dén (1)

i Quan Iy cong van di (1)

B Quan ly cong van ndi bd

Bdo cdo thong ké

2.1.1. Pon vi tiép nhan:
Hién thj danh sach don vi tiép nhan cong van hién co; nguoi ding c6 thé thém,
stra, x6a, sap Xép va tim kiém don vi tiép nhan néu can.

IR



Tai liéu huéng dan sir dung Hé thong Quan 1y van ban va Biéu hanh tac nghiép

Danh sach don vi tiép nhan (146) Mc dinh + | 3 4| Timkém.. (O]
--m
f 1 | B& Giac théng Van tai o4 Truong Quang Nghia
39413201/39424015
f 2 Téng cuc dudmg bd Vigt Nam TCBBVN 84 438 571 444 Nguyén VéEn Huyén
f 3 | Chicuc QLEB LS CC35 02623856600 Nguyé&n Danh Tién
f 3 | ChicucQLEB LA CCH 02363740239 Tan Hoang Trung
f 3 | Chicuc QLDE IIl.2 (iru s& chinh) Ccaz 02566556828 Tiét Binh Quang
f 3 Chicuc QLB III.3 (iru s& chinh) CC33 02583549265 Ta Thanh Tinh
f 3 | Chicuc QLDB L4 CC34 02603856139 Lé Minh Tuan
f 4 Chicuc QLB IIl.2 (VP.Quang ngai) Ccsz 0915923574 Phan Van Hanh
f 4 | Chicuc QLEB 1.3 {(VP.Phu Yén) CC33 0906651277 Trén Van Tw

a) Xem thong tin don vi tiép nhdn: Click chudt vao Tén don vi can xem
trong danh sach khi d6 xuat hién thong tin don vi, néu can chinh sta théng tin

thi ngudi diing c6 thé chinh sira sau do Click chuét vao nat [ ® ™ | 3¢ hoan
tat,

Thong tin don vi tiép nhan

M don vi COLCNNSTT This te sép xép 34
Tén don vi * cuc quan Iy chat eeng ndng 1am sdn va thuj sdn

Téntiéng anh Department of quality management of agro-foresiry and fishery products

Ténviét tat CQLCNNSTT
Bia chi

Dién thoai Logo don vi

54 fax

Email

Ngwdi dai dién

Chirc vy ---Chon ---

Ngay tao: 09/03/2017 12:07 - b&i: host - SuperlUser Account

D Quaylai M [ Cép nhat

5010




Tai liéu hudng dan sir dung Hé thong Quan 1y van ban va Biéu hanh tac nghiép

b) Thém méi don vi tidp nhan: Click chudt vao nit khi d6 xuét
hién giao dién thém mai

Thong tin don vi tiép nhan
M3 dorn vi Thir tF sap xép 72
Tén dorn vi

Tén tiéng anh

Tén viét tat

Bia chi

Dién thoai Logo don vi
86 fax
Email

Ngwdi dai dién

Chirc vy ---Chon---

2 Quay lai ' Cap nhat

Nguoi ding tién hanh nhap cac théng tin lién quan tai don vi tiép nhan sau

d6 Click chudt vao nat =™ | & hoan tat viéc thém mai.

¢) X6a bé don vi tiép nhdn: Chi nhitng tén don vi do chinh nguoi dung tao
biang tai khoan cua minh thi cho phép xda. Click chudt vao tén don vi can x6a

sau do Click chudt vao nat =2 dé xéa don vi trong danh muc don vi tiép
nhan.

d) Scip xép don vi tiép nhdn: Click chudt vao lya chon Mic dinh hodc Theo
tén dé sap xép danh sach tén don vi theo ché @6 mic dinh hoic theo van
AB,C,...

- Muén hién thi s6 lugng don vi tiép nhan trén mot trang thi nguoi ding
Click chudt vao tuy chon céc gia tri 35, 70, 100, 200.

- Mudn tim kiém don vi tiép nhan thi tai 6 tim kiém nguoi ding nhap noi

Tim kigém ...

dung can tim sau d6 Click chudt vao ndt B 44 tim

kiém don vi tiép nhan.
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Tai liéu huéng dan sir dung Hé thong Quan 1y van ban va Biéu hanh tac nghiép

2.1.2. Sé céng vin:

Hién thi danh sach cac sb cong van dén, so cong vin di, s6 cong van ndi bo
hién c6; danh muc nay chi hién thi dbi voi tai khoan 13 vin thu vi vay tai khoan
van thu ¢ thé thém, stra, x0a, khoa s6 cong van néu can.

Danh sach 6 cong vén (10) Méc dinh v 35 v Timidém .. 0]
Phang ban, 6 chive Tong cuc dudmng ba Phén loai s cong v S0 cong van dén
I 2 S S T S N W
CVDEN-7-2017 2017 25/04/2017 VT Vu KHET

j 2 | CVDEN-TEST 12 2017 24/04/2017 Van thur Téng cue

y 3 | CVDEN-5 2 2017 24/04/2017 Van thu Téng cuc

é’ 4 | CVBxpi 3 2017 21/04/2017 Van thu Téng cuc

j 5 | SCVDEN1 10 2017 17/04/2017 Vin thur Téng cuc

j 6 2017 17/0412017 VT Vu TC-CB

Vg 7 g 2017 17/04/2017 VT Vu TC-CB

y 8 | CVNB-Test 1 2017 17/04/2017 VT Vu KHET

é’ 9 | CVDEN-TEST 0 13/04/2017 SuperUser Account

é’ 10 | CVDEN 5 0 10/04/2017 SuperUser Account

a) Xem danh sach sé céng van:

- Buéc 1: Click chudt vao muc Phong, ban té chie dé chon don vi can xem
$6 cong van

- Bwéc 2: Click chudt vao muc Phan loai s6 cong vian dé chon loai s6 cong
van dén hay cong van di hay cong vin ndi bo, khi 6 man hinh xuét hién danh
s&ch s cong van theo tiéu chi 2 lya chon trén.

- Buéc 3: Click chudt vao So cong vian can xem thong tin khi d6 xuét hién
thong tin cua S6 cong van, néu can chinh stra théng tin thi van thu c6 thé chinh

‘= Cap nhat

dé hoan tat.

Click chudt vao nit khi d6 xuét hién

stra sau do Click chudt vao nut

b) Thém méi sé céng van:
giao dién theém méi

Théng tin sé céng van

Phong ban, té chirc --Chon---

Phan loai S6 céng van dén Ky hiéu
$O quyén Nam
Ngay lap sb 21/03/2017

Khéa sb

_ a) Quay l@i l = Cép nhét l‘E g —

$12R



Tai liéu hudng dan sir dung Hé thong Quan 1y van ban va Biéu hanh tac nghiép

- Nhap day du tat ca thong tin lién quan toi s6 céng van. Dé khda s6 cong
van, tich véao 6 tich tai muc khéa sb

i Cap nhat

- Click chuét vao nut dé luu thong tin s cong van.

C) X6a sé céng van: Chon s6 cong van can xoda sau d6 Click chudt vao nit

o Xoa

khi d6 xuét hién giao dién thém méi
Céc thao tac thém, stra, x6a danh muc con trong Danh muc ngwoi dung
tuong tu nhu danh muc co quan ban hanh, s6 cong vin.

2.2. Quan ly Cong vin dén

Quy trinh quan 1y cong van dén dugc mo ta nhu sau:

Vin thw —> Chanh van phong/phé chanh van phong —> Chuyén
vién tong hop viin phong/Thw ky linh dao —> Lanh dao tong cuc/cuc,
troeong/ban —> Lanh dao vu/phong —> Chuyén vién vu

Gioi thiéu céac chirc nang cua quan 1y cong van dén, (luu ¥ cac chic ning
s& dugc phan cu thé cho ting tai khoan theo ting vai tro), néu tai khoan co
quyén thyc hién chirc nang tai muc quan 1y cong van dén nay nhung khong co
chtrc nang dé thuc hién, vui 16ng lién hé quan tri don vi dé duogc hd tro.

Trén menu chuc nang cua hé théng, waloiMl & coNG VAN DEN
chic ning CONG VAN DEN, c4c chiic ning

N o Tiép nhéin
cua phan quan ly cong van di hién thi:

. Dang tiép nhin
- Tiep nhan: cho phép nhap thong tin cong

o Chi xir Iy
van dén.

Pa xirly

- Pang tiép nhan: Danh sach cong van da

nhap nhung chua xtr ly Toan b cBng véin

- Cho xir ly: Danh sach cong van chuyén toi
cho minh dé xir ly

- Pa xw ly: Danh sach cong van da xu ly

- Toan b§ cong vin: Danh sach toan bo cong
van

2.2.1. Vai tro Van thw
Dbi véi vai tro van thu, dé nhap cong van trén menu chic ning chon chic
nang Tiép nhan, man hinh nhap cong van dén hién thi:
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Tai liéu hudng dan sir dung Hé thong Quan 1y van ban va Biéu hanh tac nghiép

Théng tin céng van dén

Hinh thirc *  Tiép nhan truc tiép + Vaosdcéngvan * ___Chon--- =
$6 cong van @én * Ngay vao sb 25/09/2017
SO/ Ky hiéu ‘ Ngay ban hanh  *  dd/mm/yyyy

Co quan ban hanh *

Trich yéu
Loai van ban ---Chon--- -
Do khan Thuéng y Domat Thuéng v

Ngwoi tiép nhdn *  van thw tdng cuc

2 Quay lai i} Cap nhat

Vin thu nhap céac thong tin cong van dén theo man hinh hién thi.

Tai muc chon file cong van dé day 1én hé théng:

+ Néu file gui di 12 dang file ban mém, Click chuot niit Eatetad, sau dé
chon t6i file mém tuong @ng.

+ Néu file gui di 1a dang ban ctng, nguoi dung dua file ban ciing vao
may scan va Click chuét vao nat dé scan file. Phan nay y&u cau
ngudi ding phai cai plugin scan truéc (tham khao chire ning huéng dan cai
plugin may scan tai muc 1.4. Phan I)

Sau khi da cai plugin scan va Click chugt vao nut trinh duyét hién
thi mot hop thoai thong bao c6 mudn ma may scan khéng, ngudi ding tich chon
vao 0 “Remember my choice for TNScan.exe links” dé 1an sau khéng bi hoi , sau
d6 chon Open TNScan.exe dé mé may scan.

| Open TNScan.exe?

Remember my choice for TNScan.exe links

Open TNScan.exe Don't open

Khi d6 xuat hién giao dién Scan vin ban
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Tai liéu huéng dan sir dung Hé thong Quan 1y van ban va Biéu hanh tac nghiép

Genesal
Scan Files ~ Load Files ~
X Select scan:

Rotate & Mirror Canon MF4S00 ser_FAS139AC6AS1 =
-~ « ™ showul ™ ADF I Duplex
A - Pixel Type :

C B&W @ Guy C Color

Cut&Crop Resolution: 100
¥ | & TR

Annotation

@ Save Files v

Fit & Scale

Zoom & Resize

)
Q Q

Delete & Delete All
b4 15} "

Copyright © TRI NAM TDL, JSC 2009 - 2016 | All rights reserved

Tai man hinh nay, ngudi dung Click chudt vao nuat
nay may scan s€ scan file va tra ra dit liéu scan dugc nhu hinh dudi:

Genensl
Sanfies “  LoadFiles ~
L Y ——— CONG WO XA WOH CHONGH VIET AN
B Ty o s p Select zcan
Rotate & Murror Canon MF4800 ser_Fa8139AC6A61 .
CAM KET BAO MAT THONG TIN
lad - I showl ™ ADF I Duplex
A< Prel Type:
CBAW  Gay O Color
Cut&Crop Resolution: 100
Annotation
P ® Save Files ¥
Fr&Scale
52 11
Zoom & Resize
R | &
Delete & Delete Al
X @ i < 1/ 1] [» s
Copyright © TRI NAM TDI, JSC 2009 - 2016 Al rghts reserved

Trong giao dién ndy, ta cd thé chinh sira, xoay, lat vin ban sao cho phu
hop, doi tén file. Sau khi chinh stra xong Click chuét vao nat Save Files dé luu
cong van trén may tinh.

Scan Files ¥ Load Files ™

Save Files 7

File Name [CongVanDen-2003]

WVE FI e Pl

Quay tro lai giao dién nhap thong tin cho cong van di, file scan da duogc
chén vao file cong van, file phu trg nhu hinh dudi.
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Tai liéu huéng dan sir dung Hé thong Quan 1y van ban va Biéu hanh tac nghiép

Sau khi nhap day du thong tin cho cong van dén, van thu nhan nit
dé luu cong van. Sau khi van thu nhan ndt cap nhat, céng vin dén da dugc luu
vao hé thdng. Lic nay, mot man hinh cho phép chuyén cong van sé hién thi:

»» Chuyén xi¥ Iy céng van dén

Nguwdi xir Iy chinh — — ]
‘ Béng Véan Ngan x | ‘

¥ kién chuyén xi¥ Iy Tran Thi Kim Hoa

Trn Minh N&
Binh Trung Thanh

@® Quatrinhxikly | 9 Quay lai 5 ap nha {8/ Chuyén xtr ly

Van thu chon nguoi Xt 1y chinh (chanh van phong hodc pho chanh van
phong), sau d6 nhap y kién chuyén xt Iy néu co, sau dé6 nhan nit dé
chuyén cho nguoi dugc nhan dé xir Iy.

Sau khi chuyén xir Iy cong vin, néu phat hién c6 nham 13n va cong vin dé
chua dugc nguoi nhan xu 1y, dé 13y lai cong vin vira chuyén, vao chirc ning
cong van da xir 1y, tai man hinh danh sach coéng vin, phan trich yéu cua cong
van sé& ¢6 1 n(t chirc nang mau do cho phép triéu hdi lai cong van.

Danh séch cong vén di (1) Méc dinh « 3% . Timkém.. O]
Loai cong ---Chon--- v Ngay ban hanh  35/09/2015 Bén ngay 251212017
van
Linh vwrc - Chon - - Bon vi soan thao ban hanh - - Chaon -
Imm
® B V& viéc tra ivi cong van dén s6 14818 @ Nguyén Thi Thu

Nhan vao chirc nang triéu hdi, mét man hinh hién thi, nguoi triéu hoi
nhap ly do triéu hoi cong vian sau d6 nhan nit triéu hdi dé hoan tat. Cong van
duoc triéu hdi s& nam trong phan cong van chd xi ly:
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Tai liéu huéng dan sir dung Hé thong Quan 1y van ban va Biéu hanh tac nghiép

Ly do triéu hoi cong van

{3 Triéu héi 2 Déng lai

2.2.2. Vai tro Chanh vin phong/ Phé chdanh van phong

Sau khi vin thu chuyén cong vin dén cho chanh van phong/ phé chanh vin
phong xir Iy tiép theo, trén menu chirc ning, chanh vin phong/phé chanh vin
phong chon chirc ning Céng vin dén, sau d6 chon chirc nang Cho i ly. Man
hinh hién thi danh sach cong vin dén chuyén tgi cho CVP/PCVP xit ly:

Danh sach cong vin dén (104)

Mac dinh v |3 Tim kiém ..

B

Loai cong ---Chon--- Pén ngay

van

Ngéy ban hanh | 25/09/2016

2501212017

Loal x(r Iy -~ Chon logi van ban xi I - - -

- Cor quan ban hanh

---Chon---

.

@ [E# GM luc 08.30 ngay 22/9/2017, tai KS Daewoo, VV hdi nghi cong nghé giai
phap ngan nglra TNGT va nang cao hiéu qua hoat dong cda doi xe van tai

(© E& Vv kién phan hdi vé vi tri G&t tram thu phi - Tam Ky, DA BOT QL1 doan
® E#VV cung cép théng tin, tai lidu phuc vy kiém toan céng trinh nang cip mé

(© E2VV gidi quyt khé khan, virgng mac, ddy nhanh tién dé thirc hién hop phan

(® E#VV bao cao két qua thyc hién két ludn kidm tra gidm sat tram thu gia Hoang
Mai

1225/GM-
15222 BGTVT
15137 1292/TCT5- ¢ ’
KHKT Km3987-Km1027, tinh Quang Nam
15136 2656/SGTVT- : ! !
BQLDA réng QL1 doan qua TP T&n An, tinh Long An
15135 2629/1SGTVT- ! :
BQLDA2 drdng, DA LRAMP tinh Ha Tinh
15134 | 672/CV-BOT

21/09/2017 | BO GTVT

20/09/2017 | Cienco 5 2
20/09/2017 | S& GTVT Leng An 2
20/09/2017 | S& GTVT Ha Tinh 2]
20/09/2017 Cdng ty TNHH 2TV BOT QL1A 2

Cienco 4 - TCT 319

Pé chuyén cong van dén cho chuyén vién téng hop vin phong xir 1y,
CVP/PCVP nhan vao tén trich yéu cia cong van, man hinh chi tiét cong van

hién thi:
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Tai liéu huéng dan sir dung Hé thong Quan 1y van ban va Biéu hanh tac nghiép

S5/ Ky hiéu Y 1225/GM-BGTVT Ngay ban hanh T 18/08/2017
Cer quan ban hanh* B GTVT
Trich yéu * GM I0c 08.30 ngay 22/9/2017, tai KS Daswoo, VV hdi nghi cdng nghé gidi phap ngan ngla

TNGT va nang cao hiéu qua hoat déng cla ddi xe van tai
4

Loai van ban ---Chon --- +  Phdn loai xi¥ Iy - - - Chon loai van ban xi Iy - - - -
Do khan Thuing ~  Domat Thuréng v
Thudc linh v ---Chon--- .
50 ngay xir Iy 0 Théi han xi Iy ddimm/yyyy
Gia han 1an 1 ddimmiyyyy Gia han lan 2 dd/mmiyyyy

File cong van . Chon tép

>> Chuyén xtr ly céng van dén
Ngwai xir Iy chinh — z
Nguyen Hong Thang X

¥ Kién chuyén xir Iy Nhap néi dung

_ (D Qua trinh xi¥ Iy I D Quay lai I IE Cap nhat I {3/ Chuyén xi Iy _

Tai man hinh chi tiét cong van, CVP/PCVP chon ngudi xir ly chinh, nhap y

|& Chuyén xiv Iy

kién chuyén xu 1y néu c6 sau d6 nhan nat dé chuyén cho chuyén

vién tong hop vin phong.

Sau khi chuyén xir Iy cong vin, néu phat hién c6 nham 13n va cong vin dé
chua duoc ngudi nhan xir 1y, dé 13y lai cong van vira chuyén, vao chirc ning
cong van da xir ly, tai man hinh danh sach cong van, phan trich yéu cua cong
van s& ¢6 1 n(t chirc nang mau d6 cho phép triéu hoi lai cong vin.

Danh sach cong van di (1) Msc dinh . 3 . Timkém.. O]
Loai cong ---Chon--- v Ngay ban hanh  35/09/2015 Bén ngay 251212017
van
Linh vwrc - Chon - - Bon vi soan thao ban hanh - - Chaon -
Imm
@\ & viéc tra Iyi cong van dén s6 14818 @ Nguyén Thi Thu

Nhan vao chirc nang triéu hdi, mét man hinh hién thi, nguoi triéu hoi
nhap ly do triéu hoi cong vian sau d6 nhan nat triéu hdi dé hoan tat. Cong van
duoc triéu hoi s& nam trong phan cong van chd Xt 1y:
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Tai liéu huéng dan sir dung Hé thong Quan 1y van ban va Biéu hanh tac nghiép

Ly do triéu hoi cong van

{3 Triéu héi 2 Déng lai

2.2.3. Vai trd Chuyén vién téng hop Viin phong/ Thuw ky lanh dao

Sau khi chanh vin phong, pho chanh van phong chuyén cong van dén cho
chuyén vién tong hop van phong/thu ky lanh dao tong cuc xir ly tiép theo, trén
menu chirc ning, chuyén vién tong hop vin phong/thu ky ldnh dao téng cuc
chon chirc niang Céng vin dén, sau do chon chitc nang Cho xir ly. Man hinh
hién thi danh sach cong van dén chuyén tgi cho xi ly:

Danh séach céng van dén (190)

Méc dinh v 3B v | Timkiém.. [0}
Loaicdngvan - - Chon - -- - Ngay ban hanh  25/09/2016 Bén ngay 25/12/2017
Loai xir Iy - Chon loai van ban xi Iy - Co quan ban hanh - - - Chon -

WV thir méi quan tm REOI va didu khoan tham chiéu TOR goi thdu CS4
IRl @ B d g 22/09/2017 | Ban QLDA 6
DBHDA1 dich vu tw van va phat trién hé théng quan Iy tai san dia phirong, DA LRAMP

15266

@ E#Bao cao nhanh thiét hai va céng tac khac phuc DBGT finh Cao Béng i
18/9-10/0/2017

15265 1626/BC-SGTVT 22/09/2017 | S& GTVT Cao Bang 2
@ E#VV @é trinh bao cao thang 8/2017 va bao c&o gilfa ky, hop déng CSM -1
1119/BQLDATL- _ . . » . i . @
15259 KTKH XD ndng Irc va ho tro chinh sach cho viéc quy hoach va quan Iy mang Irdi 22/09/2017 Ban QLDA Thang Long =
dwéng cao 16c
1124/BQLDATL- | (©) E#VV dé trinh bao cao 2, 3 nhiém vy 2, Hop phan 2, HD CSM -1: XD néing
TKH Ire va hd tror chinh sach cho viéc quy hoach va quan Iy mang Ieéi dudng cao toc

15258 22/09/2017 | Ban QLDA Thang Long 2]

Dé chuyén cong vin dén cho lanh dao tong cuc theo quy trinh xt ly cdng
van, nhan vao tén trich yéu caa cong vin, man hinh chi tiét cong van hién thi:
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Tai liéu huéng dan sir dung Hé thong Quan 1y van ban va Biéu hanh tac nghiép

Théng tin ¢éng van dén Bon vi chi tri: Vin phéng Téng cuc
L& Thi Kim Hoa - 12 nguréi xIr 1§ chinh

S0/ Ky hiéu *  1568/BQLDAG-BHDA1 Naay ban hanh * 21/09/2017

Cor quan ban hanh * Ban QLDA 6

Trich yéu * W thir méi quan tdm REOI va didu khodn tham chiu TOR géi thdu CS4: dich vu tr van
va phat trién hé thdng quén Iy tai san dia phrong, DA LRAMP

Loai van ban ---Chon - - - »  Phén loai xiFly -~ - Chon loai van ban x Iy - - - v
Bd khan Thuéng v  Démat Thuéng v
Thudc linh vipc ---Chon--- v
S6 ngay xir Iy 0 Thé¥i han xi¥ Iy dd/mmsyyyy
Gia han 13n 1 dd/mmiyyyy Gia han lan 2 dd/mm/yyyy

File cong van X Chon tép m

“" vitongouc- 16:36 22/09 -v.1 15266.PDF

Tai man hinh chi tiét cong van, chon ngudi xir Iy chinh, nhap y kién chuyén
|& Chuyén xiv Iy

xt Iy néu co sau d6 nhan nit dé chuyén cho 1anh dao téng cuc.

>» Chuyen xtr ly cong van dén
Noeot xtr Iy chinh Phan Thi Thu Hién %

Y kien chuyén xue ly Gi¥i [dnh dao tAng cuc|

(D Quatrinh xirly | 2 Quay lai o Ca 4 {2 Chuyén xir Iy

Sau khi chuyén xir 1y cong van, néu phat hién c6 nham lan va cong vian do
chua dugc nguoi nhan xu 1y, dé 13y lai cong vian vira chuyén, vao chirc ning
cong van da xir 1y, tai man hinh danh sach coéng vin, phan trich yéu cua cong
van s& ¢d 1 n{t chirc ning mau d6 cho phép triéu hdi lai cong vin.

Danh sach cong van di (1) Mc dinh v |35 v | Timidém . O]
Loai cong ---Chon --- v Ngay ban hanh  25/09/2016 Bén ngay 251212017
van
Linh virc - Chon - - Bon vi soan thao ban hanh - - - Chon -
mm
G) E# V& viéc tra 10 cong van dén s6 14818 O Nguyén Thi Thu
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Tai liéu huéng dan sir dung Hé thong Quan 1y van ban va Biéu hanh tac nghiép

Nhan vao chirc nang triéu hdi, mot man hinh hién thi, nguoi triéu hoi
nhap ly do triéu hoi cong van sau d6 nhan nit triéu hdi dé hoan tat. Cong vin
duoc triéu hdi s& nam trong phan cong van chd xir ly:

Triéu hoi cong van

Ly do triéu hdi cong van

13 Triéu héi 9 Péng lai

2.2.4. Vai tro Lanh dao téng cuc/cuc/truong/ ban

Sau khi chuyén vién tong hop van phong/thu ky lanh dao tong cuc chuyén
cong vian dén cho 1anh dao téng cuc xu ly tiép theo quy trinh, trén menu chic
nang, 1anh dao tong cuc chon chtic ning Cong vin dén, sau d6 chon chirc ning
Cho xir ly. Man hinh hién thi danh sach cong vian dén chuyén téi cho xir y:

Danh sach céng van dén (11) Mic dinh v 35 v Timkiém . O
Logi cong ---Chen--- v Ngay ban hanh  25/08/2016 Bén ngay 25/12/2017
van
Loai xiF Iy - Chon loai vn ban xr Iy - - Co quan ban hanh - - - Chon -
mm
14500 :(?_?SEBGTVT G) B# VvV tra 1&v kién nghi oif tri finh Long An gi¥i t61 ky hop thiF 3, QH khoa XIV 14/09/2017 | Bé GTVT

@ [E# B4o cao hoan thanh thi cdng XDCT bd sung hé lan, cai thién tAm nhin

275/BC- 8+200- 0 F: iF St ¥na va bd =1 c nhirng vi tri . I
14793 <:ww1o+%uu Km18+700; si¥a Ehua n*a.‘duong va bd sung ranh ?o, nrjlxng vi t‘r| XUNG yangim017 | 83 GTVT Hoa Binh @
SGTVT yéu thudc Km4-Kmd4+600_ bd sung céng ngang Km5+550, tuyén dwéng Trrdng
Son A (Bai Lang - Bai Chao)
14788 ;ZZSLE:QLDAG_ G) BV dé nghi chap thuan phan chia DATF 4,5,6 tinh An Giang, DA LRAMP 13/09/2017 | Ban QLDA 6 =
@ E2VV béo céo tbng két danh gia cong nghé thi céng én dinh mai taluy béng luéi
2352/BQLDA3- X A o I
14787 thép créng dé cao tai goi thau RAP/CPS: bao tri tuyén QLE Km118-Km138, DA 13/09/2017 | Ban QLDA 3 z

PID1
VRAMP

Pé xem chi tiét cong vin va chuyén cong van dén cho 1anh dao vy/truong
phong, nhan vao tén trich yéu cua céng van, man hinh chi tiét cong van hién thi:
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Tai liéu huéng dan sir dung Hé thong Quan 1y van ban va Biéu hanh tac nghiép

»» Théng tin céng van dén Téng cuc Bwéng ba Viét Nam - TONG CUC TRIFONG NGUYEN VAN HUYEN

$6/ Ky hiéu * 2470/UBND-DN Ngay ban hanh = 15/09/2017

Co quan ban hanh*  JBND TP. BAc Ninh

Trich yéu *  Bon dé nghi cip phép thi céng CT: XD nit giao théng phia Ty Nam TP Bac Ninh (giai

doan 1)

“

Loai vin ban ---Chogn - -- »  Phan loai xi¥ Iy - - - Chon loai van ban xi 1 - - - -
Do khan Thueng v  Domat Thuéng v
Thube linh vwc ---Chon--- .
56 ngay xir Iy 0 Théi han xr 1f dd/mmiyyyy
File cong van ¥ 15050 PDF vt tongeuc - 15:01 20009 - v 1 Xem vén ban (O

Tai man hinh chi tiét cong vin, chon 1anh dao chi dao, 1anh dao phéi hop
iai quyét (néu co), chon don vi chu tri thuc hién va tich chon vao cac don vi

|3 Chuyén xiv Iy

9
P

hdi hop tham gia giai quyét, sau d6 nhan nit dé hoan tat.

»> Chuyén xtr ly cong van dén
But phé chi dao Nhap néi dung

Lanh dao chi dao —--Chon---

Phoi hop xt Iy &
---Chon ---

DON VI CHU TRI XU LY CONG VAN

Vu Ké hoach - Dau tw Vu Tai chinh Vu An toan giao théng

Vu Quan Iy, bdo tri dwong bd

Vu Quan Iy phrong tién va nguoi lai

Van phong Téng cuc

Cuc Quan Iy duong bo |

Cuc Quan Iy dwdng bd IV

Trdng Trung cép nghé co gidi dwéng bo
Truéng Trung cAp nghé GTVT Thang Long
Ban Quan Iy dw an 5

CAC DON VI THAM GIA PHOI HOP GIAI QUYET
Vu Ké hoach - Dau tw

Vu Quan Iy, bao tri dwdng bd

Vu Quan ly phurong tién va ngudi 1ai

Van phong Téng cuc

Trudng Trung cap nghé co gidi dwdng bd
Truéng Trung cAp nghé GTVT Thang Long

Ban Quan Iy dw an 5

Vu KHCN, Mai trirdng va Hop tac qudc té Vu Van tai

Vu Té chirc can bd

Cuc Quan Iy xay deng duong bd
Cuc Quan Iy dudng bo Il

Trwdng Trung cap GTVT mién Bac
Tap chi Budng b Viét Nam

Ban Quan Iy dv an 3

Ban Quan Iy dw an 8

| Vu Tai chinh

Vu KHCN, Méi trrdng va Hop tac quéc té
Vu T4 chirc cén bo

Cuc Quan Iy xay dwng dudng bd

Tap chi Bwdng bd Viét Nam

Ban Quan Iy dw an 3

Ban Quan Iy dw an 8

) Vu Phap ché - Thanh tra
Cuc Quan Iy dwong bé cao toe
Cuc Quan Iy duong bo 1l
Trwrdng Trung cdp GTVT mién Nam
Trung tdm K¥ thuat ®udng b
Ban Quan Iy dv an 4

HOI KHKT cdu dudng Viét Nam

Vu An toan giao théng

Vu Van tai

Vu Phap ché - Thanh tra

Cuc Quan Iy dwdng bd cao téc
Trung tam K¥ thuat Buwdng bd
Ban Quan Iy dv an 4

HOi KHKT cau dudng Viét Nam

[ © cusine oy 2wyt b crovin 1y

2.2.5. Vai tro Lanh dao vul lanh dao don vi

Sau khi 1anh dao tong cuc chuyén coéng van dén cho céc vu/don vi xt ly
theo quy trinh, trén menu chirc nang, 1anh dao vu/lanh dao don vi chon chic
ning Cong vin dén, sau d6 chon chirc nang Cho xir Iy dé xem danh sach cong

$D22CR



Tai liéu huéng dan sir dung Hé thong Quan 1y van ban va Biéu hanh tac nghiép

van chuyén dén cho don vi minh xtr ly. Man hinh hién thi danh sach cong vin
dén chuyén t6i cho xir ly:

Danh sach céng van dén (6) Mic dinh . 3 « | Timkiém . O]
Loaicéng  ---Chon--- - Ngay banhanh  25/09/2016 Bén ngay 25/12/2017
van
Loai xI¥ Iy -~ - Chon loal van ban xir Iy - - - . Co quan ban hanh - _ Chon - - - .

® [E#VV x4c nhan doanh thu va Ieu Iegng xe qua tram thu gia dich vu dwéng bd

14838 | 236/CV-CT Lién ©4m - DA BT XD CT khéi phuc, cdi tac QL20 Km123+105-17-Km154+400 finh | 14/09/2017 | Céng ty TNHH BOT va BT QL20 =@
Lam Bdéng theo BOT
BGTVT- WV chuyén nhwrgng vén trong Doanh nghiép du an - DA BT XD cdu C6 A
1470 | 1029 G)_n@ ce o N gniep ae 13/09/2017 | B8 GTVT 2]
brcT Chién, QL60 theo BOT
14532 _?_?GJCQLDBN @ E# vV trinh hé so duyét quyét toan DAHT 12/09/2017 | Cuc QLEB IV 2]
14522 2547/CALDBIV- ® E# vV cho phép tiép nhén cong chiFc lam viéc tai Cuc QLEB IV 12/09/2017 | Cuc QLEB IV 2]

TCHC

Dé xem chi tiét cong vin va chuyén cong van dén cho 1anh dao vy/truong
phong, nhan vao tén trich yéu cia céng van, man hinh chi tiét cong van hién thi:

Théng tin cong van den Bon vi ch tri: Vu Tai chinh
Tran Van Ngo - 1a ngudi x& Iy chinh

$6/ Ky hiéu * 2526/CQLOBIV-TC Ngay ban hanh  *  7/09/2017

Co quan ban hanh* Cyc QLDB IV

Trich yéu * VWV trinh hd so duyét quyét toan DAHT

#
Loai van ban Céng van v  Pnhan loai xt¥ Iy ---Chon loai van ban x Iy - - - v
D6 khan Thuéng v Domat Thuéng -
Thudc finh virc ---Chon--- v
SO ngay xir Iy 0 Théi han xi& ly dd/mmiyyyy
Gia han 1an 1 dd/mm/yyyy Gia han 1an 2 dd/mmiyyyy

File cong van X chontép | =

¥ vttongcuc- 11:18 12/09 - v.1 14532.PDF

Tai man hinh chi tiét cong vin dén, lanh dao vu/don vi ch y muc Phan
loai xir Iy, chon phan loai cho cong vin dén 1a nhan dé biét va luwu hoac Cong
van dén phai xir ly. Phan nay cho phép chuyén vién lay can ctr dé tiép tuc xur
ly, phan nay s& hudng dan tiép theo véi vai tro chuyén vién.

Pé chuyén cong van cho chuyén vién cua vu/don vi xt 1y tiép theo theo
quy trinh xi ly, tai phan Chuyén xir Iy céng vin dén trén man hinh chi tiét
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cong van, lanh dao vu/don vi chon chuyén vién xur ly tai muc ngudi xur ly chinh,
Chuyénxtely | .2 . s %
[ Chuyenxb 1y | 48 hoan tht.

nhap y kién chuyén xir Iy (néu c6), sau 6 nhan nat

»> Chuyén xt¥ ly cong van dén

Ngwéi xtr Iy chinh ch
- -Chon---

Phoi hop xtF Iy h
___Chon---

¥ kién chuyén xie Iy Nhp ndi dung

(D Qua trinh x ly D Quay lai ['& Cap nhat

Sau khi chuyén xir 1y cong van, néu phat hién c6 nham lan va cong vian dé
chua dugc nguoi nhan xu 1y, dé 13y lai cong vin vira chuyén, vao chirc ning
cong van da xir 1y, tai man hinh danh sach coéng vin, phan trich yéu cua cong
van s& ¢6 1 nt chirc ning mau do cho phép tridu hoi lai cong van.

Danh sach ¢ong van di (1) Mac dinh 3/ . Timkém.. (0]
Loai cng ---Chon--- Ngay ban hanh  25/09/2016 Dén ngay 251212017
van

Linh virc - Chon - Bon vi soan thao ban hanh - - Chaon -

|
Nguyén Thi Thu

(® B3V viéc trd 1 cong van aén s 14818 @,

Nhan vao chirc nang triéu hdi, mot man hinh hién thi, nguoi triéu hoi
nhap 1y do triéu hoi cong vin sau d6 nhan nat triéu hdi dé hoan tit. Cong van
duoc triéu hdi s& nam trong phan cong van chd xi ly:

Ly do tri&u hoi cong van

|2 Triéu héi 9 Pong lai
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2.2.6. Vai tro chuyén vién vu/don vi

Sau khi lanh dao vy/lanh dao don vi chuyén cong van dén cho chuyén vién
cua vu/don vi xir ly theo quy trinh, trén menu chirc nang, chuyén vién vu/lanh
dao don vi chon chirc ning Céng vin dén, sau d6 chon chic nang Cho xir Iy dé
xem danh sach coéng van chuyén dén cho minh xir ly. Man hinh hién thi danh
sach cong vin dén chuyén tsi cho xu Iy:

Danh sach céng van dén (1) Mac dinh v 35 4 | Timkém.. (0]
Loai cong ---Chon - -- v Ngay ban hanh  25/09/2016 Bén ngay 25/12/2017
van
Loai xik Iy ---Chon loai van ban xtr Iy - - - - Coquan ban hanh - - Chgn - - - .
D 7 S )
o e ey umozor | By oI | g

Pé xem chi tiét cong van, nhan vao tén trich yéu cua cong van, man hinh
chi tiét cong van hién thi:

Théng tin ¢éng védn dén
50/ Ky higu * 3110/VEC-VECM Ngay ban hanh  *  13/09/2017

Corquan ban hanh* Tdng céng ty BT PT Budng cao toc VN -VEC

Trich yéu * VWV xin chi trrong khéng thu gia stk dung dich vu duwéng bd ddi v&i phirong tién phuc vu

cing tac quan Iy van hanh, khai thac trén tuyén cao toc

4

Loai vin ban Céng van +  Phén loai xik Iy Céng van dén phai xir Iy =
06 khan Thuérng »  Domat Thuéng .
Thudc linh v ---Chon--- .
S0 ngay xir Iy 0 Théi han xi 1y dd/mmiyyyy
File céng van #_ vttongcuc- 14:25 14/08 - v.1 14816 PDF

»> Chuyén xt ly céng van dén

Chuyén x(r Iy dén
__Chon---

¥ kién chuyén xir Iy Nhip néi dung
o o Sl =

Tai man hinh chi tiét cong van dén, chuyén vién vy/don vi chi y muc
Phan loai xir ly:

+ Néu lanh dao phan loai cong vin 13 cong vin dé nhan biét va luu,
chuyén vién khi xem van ban s& ty dong chuyén khoi chirc nang trén danh sach
cho xu ly.
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+ Néu lanh dao phan loai cong van 13 cong vin dén phai xi ly, chuyén
vién tién hanh soan thao cong van di tra 16i cho cong vin dén nay, cong vin sé
tuy dong chuyén khoi chtc ning trén danh sach chd xir ly (Hoan thanh cong
VIEC).

2.3. Quan ly Cong van di

Quy trinh quan 1y cong van di dugc mo ta nhu sau:

Chuyén vién —> Lanh dao don vi—> Vin thw

Gidi thiéu cac chirc nang cua quan ly cong van di, (Ivu ¥ cac chirc nang sé
duoc phan cu thé cho tung tai khoan theo tiing vai trd), néu tai khoan c6 quyén
thuc hién chuc nang tai myc quan ly cong van di nay nhung khong c6 chiic nang
dé thyc hién, vui long lién hé quan tri don vi dé duoc hd tro.

Trén menu chac niang cua hé thdng, chon
chic ning CONG VAN PI, cic chic ning
cua phan quan 1y cong van di hién thi:

& CcONG VAN DI

Soan théo

- Soan thao: cho phép nhap théng tin céng Bang sogn

van di. Ché xir Ij

- Pang soan: Danh sach cong vin di da soan B xir I
nhung chua xir ly Chés c&p s6

- Ché xir Iy: Danh sich cong vin chuyén toi Toan b cong viin
cho minh dé xur ly

- Pa xiw ly: Danh sach cong van da xu ly

- Cho cap s6: Danh sach cong vin cho cap
sé(danh cho van thu).

- Toan b§ cong vian: Danh sach toan bo cong
van

2.3.1. Vai tro Chuyén vién

Déi véi vai tro chuyén vién, dang nhap vao hé thong va nhap thdng tin
cong van di. Trén menu chirc ning chon chitc ning CONG VAN PI, sau d6
chon chtic nang Soan thao, man hinh nhap cong vin di hién thi:
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Tai liéu huéng dan sir dung Hé thong Quan 1y van ban va Biéu hanh tac nghiép

»» Théng tin céng van di @

Bonvisoanthao * | Vy KHCN, Mai trrdng va Hop tac quic té

| | Céng van di khéng phai tra |&i

Xir Iy cho cing

riy ¢ ---Chon --- .
van den
BPon vi tiép nhan * =
Loai van ban * ___Chon--- .
Trich yéu *

s

Nguw&i ky * ---Chon--- - Chirc vu
B0 khan Thuéng . Bomat Thuéng .
Ngwdi soan thao *  Trinh Hifu Trung Ngay ban hanh 11110/2017

File cong van X, Chon tép m

2 Quay lai [ Cap nhat

- Néu cong van di tra 10 cho cong van dén nhung khong phai vao so, tich
chon vao myc Cong viin di khong phai tra |oi dé tra oi cho cong van,
man hinh nhap cong van di luc nay luoc bo céc thong tin khdng can
thiét. Nhap day du thong tin sau d6 nhan cap nhat dé luu cong van di.

>» Théng tin céng van di e

Bonvisoanthao * |— Wy KHCN, M&i trréng va Hop tac qudc té
|##| Cong van di khong phai tra Idi

XIF Iy cho cong

. s ---Chgn - --
van den

Nguwi soan thao *  Trinh Hiku Trung

Bao cao cong viéc

File cdng van o Chon tép m
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- Ddi véi tai khoan chuyén vién cuaa cc cuc, trudng, ban, man hinh nhap
cong van di co thém tiy chon Vin ban tham mwu toéng cuc, néu cong
van di can vao s6 trén tong cuc, tich chon vao muc nay. Néu vao sé
cbng van tai don vi, bo qua muc nay.

Théng tin céng van di o
Bon visoan thao * |— T4 Vén phing — Tai chinh "

Cong van di khong phai tra 1&i

Van ban tham mueu tﬁng cuc

Tai muc Xir 1y cho cong viin dén tai man hinh nhap cong vin di, muc nay
hién thi danh sach cac s cong van dén trudc d6 1anh dao di phan cho minh phai
xt Iy nhung chua xt Iy. Néu cong van di nay tra 0i cho cong vin dén, chon
cong vin dén dé tra 1oi tai muc nay, néu khdng thi bo qua.

Tai muc chon file cong vin dé day 1én hé thong:

+ Néu cong van 1a dang file ban mém, Click chuot niit B, sau do
chon téi file mém tuong ung trong may.

+ Néu file cong van la dang ban cung, nguoi ding dua file ban cing vao
may scan va Click chuét vao nat dé scan file. Phan nay yéu cau
ngudi ding phai cai plugin scan truéc (tham khao chic niang huéng dan cai
plugin may scan tai muc 1.4. Phan I)

Sau khi da cai plugin scan va Click chugt vao nut trinh duyét hién
thi mot hop thoai thong bao c6 mubn mo may scan khong, ngudi ding tich chon
vao 6 “Remember my choice for TNScan.exe links” dé 1an sau khong bi héi lai,
sau d6 chon Open dé ma may scan.

Open TNScan.exe?

Remember my choice for TNScan.exe links

Open TNScan.exe Don't open
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Tai liéu huéng dan sir dung Hé thong Quan 1y van ban va Biéu hanh tac nghiép

Khi d6 xuit hién giao dién Scan vin ban

General
ScanFiles ~  LoadFiles ~
X Select scan:

Rotate & Mirror Canon MF4800 ser_F48139AC6A61 .
- « [~ showul I ADF I Duplex
A - Poxel Type::

L J C B&W G Gy C Color

Cut & Crop Resolution: 100 -
Y | & P SCANNOW & |

Annotation

® Save Files v

Fit & Scale

Zoom & Resize

4

Q| Q
Delete & Delete All
X @ i A E e

Copyright © TRI NAM TDL, JSC 2009 - 2016 | All ights reserved

Tai man hinh nay, ngudoi dung Click chudt vao nuat
nay may scan s€ scan file va tra ra dit liéu scan dugc nhu hinh dudi:

General
Scan Files = Load Files ~
o x s i e o
— D - Ty o Mgah phse Select scan :
Rotate & Murror Canon MF4800 ser_Fa8139AC6A61 .
CAM KET BAO MAT THONG TIN
lad - I showUl ™ ADF I Duplex
A - Pixel Type:
C B&W G Gay  Color
Cut & Crop Resolution: 100
Annotatior
/ @ Save Files v
Fit & Scale
R 11
Zoom & Resize
R | &
Delete & Delete AN
X @ e [ 1/ 10 | [een |
Col © TRI NAM TDI., JSC 2009 - 2016 | Al rights reserved

Trong giao dién ndy, ta cd thé chinh sira, xoay, lat vin ban sao cho phu
hop. Sau khi chinh sira xong Click chudt vao nut Save Files dé luu coéng van
trén may tinh.

Scan Files ~ Load Fdes ~

Save Files -~

File Name [C ongVan
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Tai liéu hudng dan sir dung Hé thong Quan 1y van ban va Biéu hanh tac nghiép

Quay tré lai giao dién nhap thong tin cho cong van di, file scan da duogc
chén vao file cong van, file phu trg nhu hinh dudi.

Sau khi nhap day du théng tin cho c6ng van di, chuyén vién nhan nit
) Cap nhat

deé luu cong van.

Sau khi nhan nat cap nhat, man hinh chuyén xir Iy céng van di hién thi:

Chuyén x ly cong van di

Chuyén xt¥ Iy dén
--Chon - --

¥ Kién chuyén xir Iy Nhap ndi dung

@ Quay lai ‘B Capnhat | 13 Chuyén xivly

Chuyén vién chon t6i lanh dao don vi tai muc Chuyén xir Iy dén, sau d6
nhan nGt Chuyén xir Iy dé hoan thanh.

Sau khi chuyén xir Iy cong van, néu phat hién c6 nham 1an va cong van dé
chua duge ngudi nhan xu 1y, dé lay lai cong van vira chuyén, vao chiic ning
cong van da xir 1y, tai man hinh danh sach cong van, phan trich yéu cua cong
van s& ¢ 1 n(t chirc nang mau do cho phép triéu hoi lai cong vin.

Danh sach cong van di (1) Mzc dinh .3 v Timkeém... O]
Loai cng ---Chon--- - Ngay ban hanh | 25/09/2016 Dén ngay 25122017
van
Linh vrc - Chen - - Bon vi soan thao ban hanh - - Chon -
Imm
® G V& viéc tra 11 cong van dén s6 14818 (@) Nguyén Thi Thu

Nhan vao chirc nang triéu hdi, mét man hinh hién thi, nguoi triéu hoi
nhap ly do triéu hoi cong vian sau d6 nhan nit triéu hdi dé hoan tat. Cong vin
duoc triéu hdi s& nam trong phan cong van chd xu Iy:
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Triéu héi céng van

Ly do triéu hoi cong van

|& Triéu héi D Déng lai

2.3.2. Vai tro Lanh dao don vi
Sau khi chuyén vién nhap va chuyén cong vin di cho lanh dao don vi xir Iy
tiép theo quy trinh, lanh dao don vi mé chirc ning cong van di Cho xir ly dé
xem danh sach cong van minh dugc nhan dé xu ly.
35 v | Timkiém .. O]

Danh sach cong van di (1) Mic dinh
Logicong  ---Chon--- Ngay ban hanh  25/09/2016 Dén ngay 25/12/2017
van

- Chon - Bon vi soan thao ban hanh  _ - _ Chon -

Linh vwc -
Nguy&n Thi Thu

(© E2 Ve viéc tra 61 cong van dén s5 14818

Pé xem chi tiét cong van, nhan vao tén trich yéu cia cong van:

Doi véi cong van chuyén vién lua chon 1a cong van di khong phai tra

loi, man hinh chi tiét cong van hién thi.
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»» Thong tin c¢dng van di a Vu KHCN, Méi trirég va Hop tac québc té - VU TRUFGNG TO NAM TOAN

Bonvisoanthdao * Yy KHCN, Méi trréng va Hop téc quéc t& v L ) ~
Grri anh! Trinh Hiru Trung 11/10/2017 18:10

+ Cong van di khong phai tra I&vi
Van ban tham muru thng cuc

Xir Iy cho céng - -Chon---
van dén

Ngwdi soan thao *  Trinh Hifu Trung

Bdo cdo cong viéc  Hoan thanh cong viéc

File cong van X, Chon tép m

»» Chuyén xtr Iy céng van di

¥ kién chuyén xik Iy Nhap ndi dung

Ngui xi¢ 1y chinh
d v ---Chon ---

Phoi hop xtr Iy ch
-~ Chon ---

- ® B I @ — I Lé Clp ot I 7 Hoan thamn I 35 Chuy.én oy _

Lanh dao nhan vao nit Hoan thanh dé hoan thanh cong viéc.

- Baoi véi cong van chuyén vién cong tich vao muc “Cong van di khong
phai trd 161, man hinh chi tiét cong van di hién thi nhu sau:
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Donvi soan thdo * |y Tai chinh v
XGI Chocong g4 14816; ngay: 13-09-2017 v
van den

Bonvitiepnhan * 13,4 cang ty BT PT Dwréng cao the VN VEC

Trich yéu * V& viéc tra 1o cong van dén sd 14818

P
Loai van ban *  Théng bdo -
Ngwi ky - -Chon--- - Chirc vy
B4 khan Thuréng »~  Domat Thuéng v
Wgwei soan thao Mguy&n Thi Thu Ngay giH di 25/09/2017
Gia han I4n 1 dd/mmiyyyy Gia han lan 2 dd/mmiyyyy
File cdng van ; Chon tép

Chuyén xir Iy céng van di

Mgurdi xir Iy chinh

---Chon---
Phoi hop xi Iy o

---Chon---
¥ kién chuyén xcr Iy NhaD néi duna

(D) Qua trinh xd Iy 2 Quay lai ‘[ Cép nhat #r Déng y trinh ky |& Chuyén xir ly

Néu lanh dao don vi thiy cong vin chua dat yéu cau va phai chuyén lai
cho chuyén vién dé xir ly, tai phan Chuyén xir 1y cong vin di, chon chuyén
vién phai xir 1y lai tai muc nguoi Xt 1y chinh, sau d6 chon nguoi phdi hop xur ly

(néu co) va nhap ¥ kién chuyén xi Iy( néu c6). Sau d6 nhan nat [ wweneh | g4
hoan thanh céng viéc.

Néu lanh dao don vi thdy coéng van di da dat yéu cau, nhin nat
ey Déng y trinh ky

dé ky phat hanh vin ban va chuyén xudng cho vin thu vao sb.
(Hoan thanh céng viéc)

2.3.3. Vai tro Vin thw

Sau khi cong van di da dugc lanh dao don vi ki phéat hanh, tai man hinh caa
van thu, chon chiic ning Cong vian di & Ché cap s6, man hinh hién thi danh
sach cdng vin chd dugc cap s6:
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Danh sach cong van di (2) Méc dinh « 3 4 Timkém (O]
Loai cong ---Cheon --- v Ngay ban hanh  25/09/2016 Bén ngay 251212017
van
Linh virc - Chen - - Bon vi soan thao ban hanh - - Chaon -

@ VWV bao cao viéc thirc hién chi dao clia TTCP tai CV

Binh Cao Tnang
2335.'VPCF' -TCCV

Pé vao s va cap sé cho cong van, nhan vao trich yéu cong van dé vao
man hinh chi tiét cong vian:

Théng tin céng van di o

Bonvisoanthao * Tdng cuc dwéng b Viet Nam v
Xir Iy cho cong S6:14838; ngay: 11-09-2017 v
van den

Bonvitiepnhan * @y cang ty TNHH BOT va BT QL20

Trich yéu * WV bao cao viéc thre higén chi dao coa TTCP tai CV 2335/VPCP-TCCV

P
Loai van ban *  Théng béo .
Ngudi ky ---Chon--- v Chikc vu
B khan Thuéng - B0 mat Thuéng -
Ngwoi soan thao  Binh Cao Thang Noay gri di 22/09/2017
Vao sb cong van - Chon--- - $4 cong van
Ngay ban hanh 25/09/2017 Ngay vao so dd/mmiyyyy

File cong van X Chon tép

(O Quatrinh xivly | 9 Quaylai || [ Cap nhat

Tai man hinh chi tiét cong van di, van thu chon s6 céng vin di, néu so
cong van da duoc thiét 1ap tu dong ting s6 o, van thu khong can nhap sé cong
van, néu s6 cong van khong duoc thiét lap, van thu nhap thém sé so cong van.
Sau d6 chon ngay vao s6 va nhan nat Cap Nhat dé hoan tat viéc vao sé cho
cong van dén.
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Sau khi cong vin dén duoc vao s6, dé phat hanh cong van, van thu vao
chtrc nang Toan bd céng vin caa chirc ning Quan 1y cong vin di, nhin vao
biéu twong phat hanh dé phat hanh coéng van.

Danh sach cong van di (2) Mac dinh v |35 | Timkiém O]
Loai cong ---Chon--- v Ngay ban hanh  25/09/2016 Dén ngay 25/12/12017
van

Linh virc - Chon - " Don vi soan thao ban hanh - - - Chon -

20 (7 23/09/2017 tra 161 cong van s6 15239 Nguven Van Huyén Nguven Viét Thanh

® E% «° VV bao cdo viéc thyc hién chi dao ctia TTCP tai CV =
14 |8 25/09/2017 Pham Ngoc Son g
2335/VPEP-TCCV

NHAN VAO DAY DE PHAT HANH CONG VAN

2.4. Quan ly Cong van noi bo

Quy trinh quan ly cong van ndi bo dugc mod ta nhu sau(chia ra lam hai
loai):

Chuyén vién > Lanh dao don vi/Lianh dao phong = Chuyén vién tong
hop vin phong = Linh dao tong cuc/Cuc/Truong/Ban > CVP/Phé CVP
/Ngwoi dwoc giao nhiém vu ky 2> Vian thw

Gio1 thiu cac chirc nang cua quan ly cong van ndi by, (luu y cac chire
nang s€ dugc phan cu thé cho tung tai khoan theo ting vai trd), néu tai khodn cé

quyén thyc hién chirc nang tai muc quan ly cong van ndi bd nay nhung khong co
chtrc nang dé thuc hién, vui long lién hé quan tri don vi d€ duoc ho tro.

Trén menu chirc nang cua hé théng, chon chuc | [EFTEPTREIEE NOIBO
ning CONG VAN NOI BOQ, cac chirc ning cua

phan quan 1y cong van di hién thi: Soan théo

- Soan thao: cho phép nhap thong tin cong van Pang soan

noi bo. _—
Ché xir ly

- Pang soan: Danh sach cong van ndi bo da soan

e Pé xir Iy

nhung chua xu ly

- Cho xir ly: Danh sach cong vin chuyén téi cho Bang trinh ky

minh dé xu ly Chér cip sb

- Pa xw ly: Danh sach cong van da xu ly

Toan bd cing van

- Pang trinh ky: Danh sach cong van gui Ién cho
ky (danh cho 1anh dao, chuyén vién tong hop vin
phong)

- Cho cap so: Danh sach cong vin sau khi da
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duoc ky va cho cap so(danh cho vin thuw).

- Toan b cong van: Danh sach toan bd céng van

2.4.1. Vai tro Chuyén vién

Pbi véi vai tro chuyén vién, diang nhap vao hé théng va nhap thong tin
cong van noi bo. Trén menu chitc nang chon chitc ning CONG VAN NOI BO
sau d6 chon chirc nang Soan thao, man hinh nhap cong vian ndi bo hién thi:

Théng tin cong van ndi bo 6
Bonvisoanthao * |- Vy Tai chinh v
Trich yéu "

Loaicongvan * ---Chon--- .
Do khan Thuéng y Domat Thudng v

Nguoi soan thao * | Nguyé&n Thi Thu

File cong van &Ohmlép

@ Quay lai ‘] Cap nhat

Nhap céc théng tin trén man hinh.

Chon file cong vin dé tai 1én hé thong:

+ Néu cong vin Ia dang file ban mém, Click chuot nit Eailed, sau do
chon téi file mém tuong ang trong may.
+ Néu file cong van 1a dang ban ctng, nguoi dung dua file ban ciing vao

may scan va Click chuét vao nut dé scan file. Phan nay y&u cau
ngudi ding phai cai plugin scan truéc (tham khao chic niang huéng dan cai
plugin may scan tai myc 1.4. Phan )

Sau khi da cai plugin scan va Click chudt vao nut trinh duyét hién
thi mot hop thoai thong bao c6 mubn mo may scan khong, ngudi ding tich chon
vao 6 “Remember my choice for TNScan.exe links” dé lan sau khong bi hoi, sau
d6 chon Open dé md may scan.
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|
| Open TNScan.exe? %

__| Remember my choice for TNScan.exe links

Open TNScan.exe Don't open

Khi d6 xuit hién giao dién Scan vin ban

Genesal
Scan Files ~ Load Files ~
X
Select scan :
Rotate & Mirror Canon MF4800 ser_F45139AC6A61 =
~» - ™ showUl I ADF I Duplex
\ = Pixel Type
C BAW @ Gay € Color
Cut & Crop Resolution: 100
¥ | &
Annotaty
® Save Files v
Fit & Scale
Zoom & Resize
2
Q|lQa
Delete & Delete All
3 : —_—
X | © 1 [« A7 e ||
Copyright © TRI NAM TDL, JSC 2000 - 2016 | All rights reserved

Tai man hinh nay, ngudi dung Click chudt vao nuat
nay may scan s€ scan file va tra ra dit liéu scan dugc nhu hinh dudi:

General
ScanFiles +  LoadFiles ~
WA Seectscan
Rotate & Murror Canon MF4800 ser_F48139AC6A61 .
lad -« I showUl ™ ADF I Duplex
A - Pocel Type :
C B&W @ Gay C Color
Cut & Crop Resolution: 100
¥ ' BT RG]
Annotation
P ® Save Files ¥
Fit & Scale
= 11
Zoom & Resize
R | S
Delete & Delete Al
x |2 144 < /[ > v (T -
Copyright © TRI NAM TDI, JSC 2009 - 2016  All rights reserved

Trong giao dién nay, ta c6 thé chinh sta, xoay, lat vin ban sao cho phu
hop. Sau khi chinh sira xong Click chuét vao nit Save Files dé luu cong vin
trén may tinh.
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Tai liéu hudng dan sir dung Hé thong Quan 1y van ban va Biéu hanh tac nghiép

Scan Files v Load Fles v

Save Fles -~

Fie Name |C angVan

P S e L
E V' 1L o

Quay tro lai giao dién nhap thong tin cho céng van di, file scan da duoc
chén vao file cong van, file phu trg nhu hinh dudi.

Sau khi nhap va tai file cong van 1én hé thong, nhan nit cap nhat dé luu
thong tin cong van. Man hinh chuyén xu 1y cong van lic nay hién thi:

> Chuyén xtr ly céng van ndi bo
Chuyén x( Iy dén

---Chon ---

Y kién chuyén xtr Iy Nhp néi dung

D Quaylai | [BCapnhat  ]& Chuyén xily

Chuyén vién chuyén xu 1y cho ldnh dao don vi tai muc chuyén xu 1y dén,
chon t6i vi lanh dao can chuyén, nhap y kién chuyén xu 1y cho lanh dao (néu co)

sau d6 nhan nat nit dé hoan tat.

Sau khi chuyén xir Iy cong vin, néu phat hién c6 nham 13n va cong vin dé
chua duge ngudi nhan xu 1y, dé ldy lai cong van vira chuyén, vao chirc ning
cong van da xir 1y, tai man hinh danh sach cong van, phan trich yéu caa cong
van s& ¢6 1 n(t chirc nang mau do cho phép triéu hoi lai cong vin.

Danh sach céng van (1
g van (1) 0
Lox cong Chon . Ngdy ban hinh 25002016 e Dén npay aa
van
Uiod yure Chon » Dom vi soan thao ban hank Chon

38R




Tai liéu huéng dan sir dung Hé thong Quan 1y van ban va Biéu hanh tac nghiép

Nhan vao chirc nang triéu hdi, mot man hinh hién thi, nguoi triéu hoi
nhap ly do triéu hoi cong van sau d6 nhan nit triéu hdi dé hoan tat. Cong vin
duoc triéu hdi s& nam trong phan cong van chd xir ly:

Ly do triéu hdi cong van

13 Triéu héi 9 Péng lai

2.4.2. Vai tro lanh dao don vi

Sau khi chuyén vién nhap va chuyén cong van nodi bo cho 1anh dao don vi
xt ly tiép theo quy trinh, lanh dao don vi mé chic niang céng van di Cho xir ly
dé xem danh sach cong van minh duoc nhan dé xu ly.

Danh sach cong van ngi bg (1) Mac dinh « 3B . Timkém 0]
Loai céng -Chon - Ngay ban hanh  25/09/2016 Bén ngay 25/12/2017
van
@Ve viéc trién khai tram BOT mai Nguyén Thi Thu

Pé xem chi tiét cong vin, nhan vao tén trich yéu caa cong vin, man hinh
chi tiét cong van hién thi.
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Théng tin céng van ndi bd o Bon vi chi tri: Vu Tai chinh
Trén Van Mgo - 13 nguri xiF Iy chinh

Bon vi soan thao *  |— Yy Tai chinh v
Trich yéu " V& viéc trién khai tram BOT mdi

4
Loai cdngvdn * Théng bao M
D6 khan Thuréng »  Domat Thuéng v
Gia han 1an 1 dd/mmiyyyy Gia han lan 2 dd/mmiyyyy

Ngw#i soan thao* Nguy&n Thi Thu

File cing van ;(:hmh‘m

¥ tedbthunt - 13:56 25/00 - v.1 Cong van.docx

Chuyén xtr ly cong van néi bo

Mauedvi xir 1y chinh
. Y -~ Chon - - -

Phoi hop 2 1y -
- - On - -

hr Beifim abamefio w
I mIGEn \-ll“,;ll ALr 0

'y H .
(@ Quatrinhxtely © 9 Quaylai [ Capnhat | 3 Chuyénxivly = & Trinh ky

Néu cong vin chua dat yéu cau va phai xt ly lai, tai phan Chuyén xir ly
cong van di, chon chuyén vién phai xtr ly lai tai muc ngudi Xt 1y chinh, sau dé
chon ngudi phdi hop xir Iy (néu c6) va nhap y kién chuyén xir Iy(néu co). Sau d6

nhan nat U2 ShwenxeW | 44 hoan thanh.

Néu cong vin dat yéu cau, lanh dao don vi thuc hién chuyén xt Iy cong
van cho Chuy@n vién tong hop vin phong hoic trinh ky. Tai man hinh chuyén
xt 1y cong vin ndi bd, chon chuyén vién tong hop van phong tai muc Ngudi xir
Iy chinh, ngudi phdi hop xt Iy (néu cd), nhap y kién chuyén xt ly (néu cd) sau

d6 nhan nat (12 Chuyenx®ly | 42 b oan tt.

2.4.3. Vai tro chuyén vién téng hop vin phong

Sau khi chuyén vién tong hop vin phong diang nhap vao hé théng, dé xem
danh sach cong vin noi b can xtr Iy, chon chiic ning Cong vin ndi bo > Che
xtr Iy hoac chon chirc nang Cong van ngi b 2 Cho xir ly
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Tai liéu hudng dan sir dung Hé thong Quan 1y van ban va Biéu hanh tac nghiép

Man hinh hién thi danh sach cong van ndi bd dugc chuyén Ién cho xu Iy,
m& cong van thuc hién trinh ky cong van cho lanh dao téng cuc va chon ngudi
ky van ban. Tai man hinh chi tiét nhan nat , man hinh trinh ky céng

van ndi bo hién thi:

CONG VAN TRINH LANH DAO KY BAN HANH
Thw Théng bao 1 2

Trinh Idnh dao | Nguy&n Van Huyén v I Ky phat hanh Dang Van Ngan

Noi dung trinh ky Ghi chl

3 4 5

(<] Trang 1/1 © | #' Chén chir ky || b Di chuyén chir ky II we Trinh lanh dao |

(1) Chon lanh dao trinh cong van

(2) Chon ngudi ky phat hanh

(3)Nhan nat chén chir ky

(4)Nhan nat di chuyén chix ky va di chuyén chix ky téi ving can dat
(5)Nhan ndt Trinh lanh dao dé hoan tat

2.4.4. Vai tro Linh dao téong cuc/cuc/trwong/ban

Lanh dao tong cuc, cuc, trudng, ban dang nhap vao hé thong va chon vao
chtrc nang Céng vin ndi b = Pang trinh ky dé xem céc cong vian da duoc
chuyén vién tong hop van phong trinh ky 1én.

Nhan vao tén trich yéu caa cong van trong danh sach cong vian dang trinh
ky dé vao xem chi tiét cong van.

Théng tin céng van ndi bd o Téng cuc Buréng bd Viét Nam - Téng Cuc trirdng Nguyén Van Huyén
Don vi soan thao * Td_ng cuc Burdng b Vit Nam v
Trich yéu * y& viéc chi dao dy an moi
4
Loaicdngvan  * Théng béo v
D6 khan Thuéng » DOmat Thuéng v

Nguwéi soan thao * Nguy&n Thi Thu
Ngay trinh ky 10/2/2017 9:48:24 P Nguwdi trinh ky Nguyén HAng Thang

File cong van ¥  Congvan.docx tcdb.thunt - 11:34 0210 - v.1 Xem van ban (O

(O Qua trinh xi Iy @ Quay lai #, Chuyén ky phat hanh

Tai man hinh chi tiét cong van, nhn ngt [ Chuyén kj phathanh | 44 poan 4

41lR



Tai liéu hudng dan sir dung Hé thong Quan 1y van ban va Biéu hanh tac nghiép

2.4.5. Vai tro chdanh vin phong/Pho chanh vin phong/INguwoi dwoc giao
nhiém vu ki
Chanh van phong, pho chanh van phong dang nhap vao (Nguoi dugc giao
nhiém vu ky Théng béo, Gidy moi) diang nhap vao hé thdng dé ky phat hanh
cong van ndi bo.
V4o chirc ning Cong vin ndi bd > Pang trinh ky dé xem cac cong vin
d3 duoc 1anh dao tong cuc, cuc, truong, ban chuyén ky phat hanh trude do.

Nhan vao tén trich yéu caa cong van trong danh sach cong vin dang trinh
ky dé vao xem chi tiét cong van.

Théng tin cong van ndi bd 0 Van phong Téng cuc - Phé Chanh Van phong phu frach 3ng Van Ngan
Bon visoan thio * |-—Van phang Téng cuc v
Trich yéu *  Thi¥ Théng bao

4

Loaicéngvan  * Théng béo v
D6 khan Thudng ~  Domat Thuéng -
Gia han 1n 1 dd/mm/yyyy Gia han 1an 2 dd/mmiyyyy
Nguéi soan thao * Nguy&n Thi Thu
Ngay trinh ky 10/2/2017 9:56:48 PM Ngwot trinh ki Nguyén Hong Thang
File cong van ¥  Congvandocx todb.thunt - 11:34 02110 - v.1 Xem vin ban (O

(© Qua trinh x ly D Quay lai @y Ky phat hanh

Tai man hinh chi tiét cong van, nhan ngt [&: %Y Phathanh | 4& 1 hhse hanh
cong van. Tiép dén vin thu s& vao so va phat hanh cong vin ndi bo

2.4.3. Vai tro Van thw
Vin thu dang nhap vao hé théng dé vao so cong van ndi bo, phat hanh cong
van noi bo.
Vao chic ning quan 1y cong vin ndi bo chon muc Ché cap s6, man hinh

hién thi danh sach coéng van da duoc ky nhung chua dugc cap sb:

Danh sach céng van ngi b (1) Mic dinh 3 . Tmudém. O]
Loai cing - Chon - Ngay ban hanh  26/09/2016 Dén ngay 26/12/2017
van
® i V V& viéc kiém tra g|a mdi tedb.ngandv Nguy &n Thi Thu

Click chudt vao trich yéu ciia cong van dé xem chi tiét cong van:
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Tai liéu huéng dan sir dung Hé thong Quan 1y van ban va Biéu hanh tac nghiép

Théng tin cédng van ndi bod e
Bonvisoanthao * Tdng cuc dwéng b Viet Nam v
Trich yéu * V@ viéc kiém tra gidy méi
s

Loal cong van  *  Gidy mai v
D6 khan Thuéng - Domat Thuréng v
Vao sb cong van ---Chon--- »  Sdcéngvan

Ngay ban hanh dd/mm/yyyy Mgay vao sd dd/mméyyyy

Ngwoi soan thae * | Nguy&n Thi Thu

Ngay trinh ky 9/26/2017 8:52:37 AM Ngwdi trinh ky Nguy&n Hang Théng

File cdng van X Chon tép m

_‘i", Déng Van Ngan - 08:56 26/090 gy Cong van g3 ky pdf
_‘i", tcdb thunt - 14:45 25/09 - v.1 Cong van docx

Ngay tao: 25/09/2017 14:45 - béi: tedb thunt - Nguy&n Thi Thu

(D Qua trinh xi Iy @ Quay lai ['E) Cap nhat

- Chon sb cong van ndi b dé vao sé cong vin trén hé théng

- Nhap s cong van (néu sb cong vin khong thiét 1ap tu dong ting sb s6)

- Nhap ngay ban hanh va ngay vao so

Bam vao nit Cap nhat trén hé théng dé vao s6 cong vin noi bo.

Dé phat hanh cong van ndi bo (truong hop cong van ndi bo gui dén cac don
vi trong Tong cuc)

Vao chire ning Toan b cong vin trén hé théng. Bam vao nit Phat hanh
cong vin, khi d6 cong vin s& dugc chuyén lién théng qua hé thong dén don vi
tiép nhan xtr Iy = Pon vi tiép nhan s& nhan céng vin & muc cong van dén (hinh
thie tiép nhan qua mang va thuc hién quy trinh tiép nhan nhu chirc nang Quan
1y cong vin dén).
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Tai liéu huéng dan sir dung Hé thong Quan 1y van ban va Biéu hanh tac nghiép

2.5. Bao céo, théng ké cong vin
2.5.1. Sé ding ky vin bdn dén, di

Chtic nang cho phép théng ké cic cong van dén/di trén hé théng da duoc
vao so; ngudi ding co thé thdng ké van ban theo ngay thang bao céo.

Bao cao thong ké: §6 dang ky van ban dén (31) Mac dinh .3 .
Théi gian bao céo tir 13/09/2017 Bén ngay 1310/2017
1 20/09/2017 15054 | S& GTVT Lang | 2162/TTr-SGTVT 12/09/2017 TI/T phé duyét BC KTKT va KH Iwa Van thw léﬂg cuc
son chon nha thdu CT: s(ra chiFa hé

théng ATGT doan Km105-Km129,
QL2B tinh Lang Son

2 | 20/09/2017 15059 |UBND TP Bdc | 2470/UBND-DN 15/09/2017 Don dé nghj cip phép thi céng Van thir téng cuc
Ninh CT: XD nit giao théng phia Tay
Nam TP. Bic Ninh (giai doan 1)
3 03/10/2017 | 15243 | Tdng cuc DBVN | 2345 03/10/2017 TB viv test chay mobile 13n 2 wién thee tdng cuc
4 03/10/2017 | 15244 | Ban ATGT Bing | gd568 03/10/2017 TB viv test mobile Idn 3 wén thee tdng cuc Nguyén Vin
nai Huyén
Bao cao thong ké: $6 dang ki van ban di (22) Mac dinh .| |38 .
Théi gian bdo cdo tir 13/08/2017 Dén ngay 1310/2017
STT | SO, ky hiéu van | Ngay thang van Tén loai va frich yéu ndi dung Don vi soan thao

1 5613 11/10/2017 | CV- viv nhap x& Iy céng van diluén | Trdn Hueng Ha  Téng cuc dwdng b Viét B6 giao théng van tai VT Cuc
Nam QLDBA1
2 8614, 10/10/2017 | TB viv test vio sé céng van 1dn 2 | Nguy&n VEn  Tdng cuc dwdng b Viét B giao thing vén tai Trinh Hiku
QDi3213 Huyén Nam Trung
3 S614 10/10/2017 | GM: viv test vao sé cong vin NguyEn védn | Téng cuc dwéng bd Vigt B6 giao thang vén tai Trinh Hiku
Huyén Nam Trung

2.5.2. Tinh hinh gidi quyét véin ban dén, di
Chtic ning cho phép thdng ké tinh hinh giai quyét van ban dén, di:

Bao cao thong ké: Tinh hinh giai quyét van ban dén(31) Mac dinh .| 35 .

Théi gian bdo céo tir 13/09/2017 Bén ngay 1311012017

STT | Tén loai, sO va ky hiéu, ngay thang va tic gia van ban BDon vilngwdi nhin Thei han gidi Tinh trang gidi quyét $0, ky hiéu van
quyét ban tra I
1| 5615054, 2162TT-SGTVT , 12/09/2017, S& VEn thir tdng cuc Chii tri: Vu KHCN, Mbi trrémg va Hop tac quéc té - Trinh
GTVT Lang Son HiFu Trung

Chil tri: Vu KHCN, Méi trrémg va Hop tac quéc té -
Nguyén Thj Nguyét Nga

Chi tri: Vu KHCN, Mbi tnieémg va Hop tdc quéc té - Té
Nam Toan

Chil tri: Téng cuc Brrémg bd Viét Nam - Nouyén Van
Huyén

Chi fri: Van phong Tong cuc - L& Thi Kim Hoa

Chi tri: Van phong Tong cuc - Ding V&n Ngan

2 | 5615059, 2470/UBND-DN, UBND TP. BAc Ninh Van thur téﬂg cuc 10/12/2017 Chii tri: Vu KHCN, Méi treémg va Homp tac quéc té - Trinh
Hiru Trung
Chil tri: Vu KHCN, M§i trrémg va Hop tac quéc té -
Nguyén Thi Nguyét Nga
Chil tri: Vu KHCN, Mbi treomg va Hop tac quoc té - T
Nam Toan
Phéi hop: Téng cuc Budng bd Vidt Nam - Nguy&n Xudn
Curdng
Chil tri: Téng cuc Brrdng bd Viét Nam - Nouyén Van

Huvdn
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Bao cao thdng ké: Tinh hinh giai quyét van ban di (31) Mac dinh

Théi gian bdo cdo t 13/09/2017 Bén ngay 131012017

Tén loai, s6 va ky hiéu, ngay thang va trich yéu ndi dung Pon vilNgwdi nhin

1 | céng vin di khéng phai tra 11 cho céng vin dén $6: 14982; ngay: 18-09-2017, ngay 11/10/2017
2 | GV viv trd 1&i cdng vin sé 14961, ngay 11/10/2017 Thi twéng Chinh phi
3 | Cong van di khéng phai tra 1&i cho céng vin dén $&: 15049; ngay: 11-09-2017, ngay 11/10/2017 UBND tinh Lang Son
4 | Céng vin di khéng phai tra 1&¥i cho céng van dén S&: 15242; ngay: 03-10-2017, ngay 11/10/2017

5 | Cong van di khéng phai tra 1&i cho céng vin dén $&: 15243; ngay: 03-10-2017, ngay 11/10/2017

6 | aaaaa, ngay 11/10/2017 UBND TP. Béc Ninh
7 | CV: viv nhdp xt ly ¢éng van di luén, ngay 11/10/2017 Téng cuc dudmg bd Viet Nam
s | TB: viv test céng van vao s0 1dn 6 ngay 10/10/2017 Téng cuc duéng bd Vet Nam

2.6. Lich 1anh dao

Lich lanh dao la chirc ndng cho phép nguoi dung xem, sua, x6a va quan ly
lich 1anh dao cta don vi tuy vao chirc nang cua ngudi dung. Khi Click chudt vao
muc Lich 1anh dao trén thanh tiéu dé& xuat hién bang hién thi lich 1am viéc cua
lanh dao nhu hinh duoi day

Lich lam viéc cua lanh dao Homnay Trongtudn  Trong thing 2017 v |05 * 04 v “

Xem lich linh dao ---Chon--- v < > Ngay04 Thang 05 Nam 2017

r::“!; m e S m TSR m

Thi hai
01/05
TR BUi Xudn Tredng | 08h00 - 11h00 Lam viéc Thanh I tai sdn Phéng Taichinh Té chirc-Hanh chinh Phang hop 2048

ik ba
02/05

Thr tw
0305
Thik nam
04/05
. Bii Xudn Tredng | 08h00 - 11015 Lam viée vii phang Té chise Hanh chinh v& | Té chire-Hanh chinh | Té chire-Hanh chinh: Phang K& hoach - KJ thuat: Phéng hop 2058

¥ sau
05/05

Thir biy
06/05

Chu nhat
0705

Tai muc Xem muc lanh dao chon lanh dao can xem lich, néu nguoi ding
muén xem lich theo ngay, tuan, thang thi Click chudt vao mét trong cac nit

2 &
‘ Hom nay Trong tuan

o3 409 | 44 xem. Mudn xem theo ngay thang thi chon ngay

. . , L2017+ 04 v 04 v ,
thang tai cac 6 nam, thang, ngay sau do

Click chudt vao nut “T‘lm kiém dé xem lich lanh dao.
2.6.1. Thém mai lich lanh dao

- Buwéc 1: Click chuét vao nit dé thém m¢i lich lanh dao, khi
d6 xuat hién giao dién nhap céc théng tin lién quan téi lich 1anh dao
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Tai liéu hudng dan sir dung Hé thong Quan 1y van ban va Biéu hanh tac nghiép

Théng tin lich lam viéc

Lich lanh dao ---Chon---
Tén céng viée
Chudn bj ---Chon---

Ngay thue hién dd/mmiyyyy

Théi gian Chua xéc dinh

Bat diu o7 + 00

Né&i dung céng viéc

Bia diém thuc hién

Chua biét thiri diém két thilc

Mgay két thic dd/mm/yyyy

Két thilc o7 * 00

Tiy chon khac

---Chon---

Sw kién 13p lai

---Chgn---
Thiri gian 3p lai
Tir ngay dd/mmiyyyy

Bén npay dd/mmiyyyy

CAC BON VI THAM GIA

Té chire-Hanh chinh

Biéi Thanh tra — An toan

Chi cuc quan Iy dudng bd 11
Chi cuc quan Iy duéng bd 1.4
Chi cuc quén Iy dudng bd 1.7

Phéng Ké hoach - K thuat

Phdng Quan ly, Bao tri dudng bd

Chi cuc quan Iy dutng bd 1.2
Chi cuc quan Iy dutng bd 1.5

Chi cuc quan Iy dutng bd 1.8

Phaong Tai chinh

Phong An toan giao thdng

Chi cuc quan Iy dudng bd 1.3
Chi cuc quan Iy dudng bd 1.6
Trung tdm ki thudt dudng bo 1

— oo l o o I - _

- Bwéc 2: Click chudt vao nat

2.6.2. Xo0a lich ldnh dao

‘= Cap nhat

dé luu lai lich 1anh dao

Chon lich 1anh dao cin x6a sau d6 Click chudt vao nat = | dé xéa lich

lanh dao.

2.7. Tién ich

Tién ich la chitc nang chtra cac chiic nang con nhu Pang ky phong hop,
Pang ky xe 6 t6, Pang ky vé may bay, Danh sdch thong bao, Thong tin uy
quyén, Danh ba don vi,.... tiy thudc vao vai trd caa ting tai khoan trén hé

théng.

Thao tac thém, stra x0a cac chire nang con trong danh muc Tién ich tuong
tu nhu chure nang Lich 1anh dao.
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Danh sach lich phong hop Nam2017  +  Tudnthir18

Lich phing hop —=-Chon---

:Iu;;l Ses——" S m

Thir hai
01/05

Thir ba
02/05

Thir tw
03105

. Phong hop 204 Léy quy trinh b& nhiém can bi
Thi nam

Nguyen Van Huyén Tdng cuc dudng bé Vit Vu T chirc can bi;
0405 07h00 - 0ThOO

Mam
Thik sdu
05/05
Thi bay
06/05
Chili nhét
07105

Hinh 1-2.7: Théng tin danh sach lich phong hop

Théng tin cudc hop
Bia diém cudc hop —--Chon---
Tén cuge hop

Lénh dao chu tri ---Chon--- v  Ngay hop 04/05/2017 =]

Bon vi chi tri ---Chon---

Khai mac 07 v 00 . Dwkién két thic 07

Lénh dao tham gia

Noi dung cong viéc $6 lwong dai biéu

Bai biéu khac

Yéu cdu phuc vu

N&i dung trac ddi

Tailigu cudc hop

oL Chon 1ép

CAC DON VI THAM GIA

Vu Ké hoach - Dau tu Vu Tai chinh Vu An toan giao théng

Vu Quan Iy, bao tri dugng bd Vu KHCN, Méi tnrémg va Hop tac quéclé Vu Van tai

Vu Quén Iy phuong tién va ngudi 1ai

Vu T4 chrc can bd

Vu Phap ché - Thanh tra

Hinh 2-2.7: Thém mdi lich phong hop
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Dang ky xe di cong tac

Chueng trinh CT Bléng Vin, Ha Giang
S5 quyét dinh 23308/TCHB 6 phy
Ngay khai hanh 03/05/2017 Gitr khéri hanh
Ngay ket thic 05/05/2017

Xe duoc digu dong 544 5050 Lai xe dwere diéu

Ngidungedngtic  Tyidn khai hoc tap An todn giao thing duimg bo

Bon vi dang ky Vu An toan giao thdng
Hanh trinh Trwérng doan
Téng s6 nguiri
“
Chiéu dai (Km) 450 Ho tén thanh vién
Ghichi

~
o

Bli Birc Chén

Nguy&n Vin An
3

Nguyén Thi Hién
LE& Anh Duong|

Hinh 3-2.7: Thém méi dang ky xe

Théng tin dang ky dat vé may bay, khach san

Bon vi ding ky VU Té chirc can bd

Mgwéri di céng tac Nauyén Thi Xuin

Noi dung cong viéc _\,_éjgg_t_lﬂﬂ‘nh b phiém can bé

Yéu cdu vé dit khach  Khan
san

Tai ligu dinh kém EACETN 14 jisu cuse hop.docx

Nguwiri dang ky Quan tri Téng cuc Ngay ding ky 04/05/2017

Tir ngay 11/05/2017 Bén ngay 13/05/2017

Nei di Ha Nai Noi dén Bac Giang

Ni dung trao ddi

Hinh 4-2.7: Thém mdéi dang ky vé may bay

Bién tap ndi dung thong bao

N&i dung théng bao

Tép dinh kém X Chon tép

St dung? 7

Hinh 5-2.7: Thém mdéi thdng bao
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Tai liéu huéng dan sir dung Hé thong Quan 1y van ban va Biéu hanh tac nghiép

Bién tap néi dung théng tin uy quyén

Néi dung ty quyén

Uy quyén tir ngay Uy quyén dén hét ngay

Tép dinh kém

Slrdung? 7
N
N . ~ ;- PN - ” 2
Hinh 6-2.7: Thém mai thdng tin uy quyén
{4] Tra ciru danh ba Danh ba Vu Ké hoach - Dau tw (15) Timidm (0]
4 [} Linh dao Ton & Vigt Mam
Vy 1 | Trén Van Son Vu trréng sontv@drvn._gov.vn
2 | Doan Chi Hiéu Phé Vu trudng hieude@drvn.gov.vn
b8 3 | Trin Nguyén Huy Phé Vu trrdng tedb. huytn@drvn_com
4 | Bang Minh Phé Viu truéng tedb.minhd@drvn.com
3 v Quin phucrg t R 5 | Bui Tudn Anh Chuyén vién tcdb.anhbt@drvn.com
Vu Quan ly phutang tién va ngudi |3
6 |Boan Qudc Bao Chuyén vién tedb.baodg@drvn.com
7 | Nguyén Thi Hai Ha Chuyén vién tedb.hanth@drvn.com
Van phéng Téng ¢ 8 | Nguyén Dang Hiép Chuyén vién tcdb. hiepnd@drvn.com
BN Cuc Quan Iy xdy duang ba. 9 | Lé Thi Kim Hoa Chuyén vién tedb. hoaltk@drvn.com
Cue Qudn g b ca toc 10 | Nguyén Tudn Linh Chuyén vién tedb. linhnt@drvn. com
Y CucQuén 11 | Nguyén Van Minh Chuyén vién tedb. minhnv@drvn_com
Cue Qua P
g ! 12 | Dao Thanh Que Chuyén vién tedb. quedt@drvn.com
Cuc Qu
B3 cucQuin g b 1Y 13 | Trinh Xudn Sinh Chuyén vién tedb. sinhtx@drvn.com
Cuc Quan Iy dué v
Y Truting Trung cdp GTVT mign Béc 14 | Vi Anh Thang Chuyén vién tedb.thangva@drvn.com
B} Trueng Trung cdp GTVT mign Nam 15 | Ta Thi Thay Chuyén vién tedb. thuytt@drvn.com

Hinh 7-2.7: Thong tin danh ba co quan
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Tai liéu huéng dan sir dung Hé thong Quan 1y van ban va Biéu hanh tac nghiép

PHAN I11:
QUAN TRI VA PHAN QUYEN NGU Ol DUNG HE THONG

Quan tri va phan quyén ngudoi dung la chirc ning cho phép ngudi quan tri
hé thdng tao céc tai khoan, cip quyén cho cac tai khoan tly thudc vao vi tri, vai
trd cua tirng tai khoan trong hé thdng

Quan trj hé théng thyuc hién cac nhiém vy sau:

1. Tao tai khoan trén hé thdng: Tén tai khoan, mat khau, théng tin lién
quan tai tai khoan
2. Phan quyén nguoi dung cho tai khoan da dugc khai tao
3. Phan quyén chic ning cho tai khoan di duoc khai tao.
3.1. Ping nhap vao hé théng QLVB & PHTN

- Bwéc 1: Tai trinh duyét Web nguoi dung truy cap vao dia chi:

congvan.drvn.gov.vn

- Buwéc 2: Tai cira s6 dang nhap nguoi dung dién cac thong tin lién quan:

Quén mét khau?

Ban can tro giGp?

XEM HUGNG DAN SU DUNG

+ Tén dang nhdp: Tén tai khoan quan tri dang nhap hé thdng.
+ Mdt khdu diing nhap: Mat khau tai khoan quan tri.
- Buéc 3: Click chudt vao nit dé dang nhap hé théng.

DANG NHAP
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Tai liéu hudng dan sir dung Hé thong Quan 1y van ban va Biéu hanh tac nghiép

3.2. Tao tai khoan cho ngudi ding hé théng

Sau khi vao tai khoan quan tri hé théng, menu bén trai xuat hién danh muc
Quian ly ngwoi dung; Click chudt vao danh muc nay khi d6 xuat hién danh sach
cac tai khoan cua don vi hién co, tai muc:

Danh sach ngw&i dung (165) Méc dinh v 35 v | Timkiém O]
Phéng ban, té chirc Téng cuc dudng bd Viét Nam - Valtré tac nghi¢p --Chon - - v Hoat ddng v

DEE= e e e |
Lo} cxd.maintp Nguyé&n T Phwong Mai maintp@drvn.gov.vn 04/05/2017 09:24 | Ty
W 2 cxd.duongpt Pham Thiy Duong duongpt@drvn.gov.vn 04/05/2017 09:18 | "ka
Lo} 3 cxd.maipt Phan Thi Mai maipt@drvn.gov.vn 04/05/2017 09:17 | &
Lo} 4 cxd.thachnv Mguyén Van Thach thachnv@drvn.gov.vn 04/05/2017 09:08 | ky
L] 5 cxd.synt Nguy&n Trung S§ synt@drvn.gov.vn 04/05/2017 08:38
Lo} [ tcdb_hoaict Chu Thi Hoai tcdb.hoaict@drvn.com 27/04/2017 1825 | Ty
Lo} 7 tedb.trungtl Trén L& Trung tcdb trungti@drvn.com 27/04/2017 18:13 | |y
Lo} 8 tcdb_phuongtm T Minh Phuong tcdb.phuongtm@drvn.com 27/04/2017 17:15 | "k
W 9 tedb.thanhhg Hoang Quang Thanh tcdb thanhhg@drvn.com 27/04/2017 1712 g
Lo} 10 tcdb.quedt Bao Thanh Qué tcdb.quedt@drvn.com 27/04/2017 16:47 | "k

- Phong ban t6 chirc: Chon don vi can xem danh séch tai khoan

- Vai tro tac nghiép: Chon vi tri, vai tro cua tung tai khoan

3.2.1. Xem thdng tin tai khodn:

Click chudt vao tén tai khoan can xem khi d6 xuat hién théng tin vé tai
khoan.
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Tai liéu hudng dan sir dung Hé thong Quan 1y van ban va Biéu hanh tac nghiép

Thoéng tin tai khoan thanh vién
Tén tai khoan cxd maintp

Ho tén Nguyén T Phwong Mai

Email maintp@drvn.gov.vn

Ngay dang ky 04/05/2017 09:24

Thay doi MK lan cudi 04/05/2017 09:24

Bang nhap lan cudi 04/05/2017 09:24

Anh dai dién (réng 3 x cao 4)
cm =None Specified= -

Upload File

2 Quay lai ‘= Cap nhat

Dé cap nhat anh dai dién cho tai khoan, anh chi nhan nat Upload File, man
hinh upload file, khi d6 xuat hién hop hoi thoai

Upload Files

€ Upload Fil & FromUR Upload To: My Folder

Close

Click chuot vao vung t6 do hoac kéo anh tha vao vung t6 do do, sau do
Click chudt nat Close va trd lai man hinh chi tiét tai khoan.
Nguoi quan tri tién hanh chinh sta cac thong tin lién quan téi tai khoan,

‘i Cap nhat

sau khi chinh sira xong Click chuét vao nat dé hoan tat. Mudn quay

lai danh sach thi Click chuot vao nat @ QUay'ai 44 tro vé danh sach tai khoan.
3.2.2. Tao mgi tai khodn:

. . s _,. '& Thém ngweidan 2 P S
Click chuét vao nat J 9 @ tao mai khi d6 xuat hién giao

dién cho phép nguoi ding nhap cac thong tin vé tai khoan. Néu nhiing truong
nao c6 dau (*) thi bat budc phai nhap.
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Tai liéu huéng dan sir dung Hé thong Quan 1y van ban va Biéu hanh tac nghiép

Thém mdéi tai khoan ngudi sir dung

Vai tro tac nghiép -~ Chon - - M
Phéng ban, t6 chirc Téng cuc durdng bo Vist Nam N
ChiFc vu cong tac - --Chon - - - M

Hovatén (%)

Tén dang nhap (%)

Tén dang nhap >=5 ky t (chi bao gdm ky tr khéng déu, s6 va diu chdm []).

Mat khau (%)

Mat khdu cb it nhat 7 ky tr, bao gdm i ky tw chi, s6, ky tur dac biét.

Nhap lai mat khau (%)

Email (%)

Bién thoai

D Quaylai M 3 Cap nhat

' Cap nhat

Click chuét vao nat dé tao méi tai khoan.
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Tai liéu hudng dan sir dung Hé thong Quan 1y van ban va Biéu hanh tac nghiép

3.2.3. Mg va khoa tai khodn:

Trong qud trinh si dung, néu c6 ca nhan nao chuyén cdng tac hoic nghi
viéc, quan tri hé théng c6 thé thuc hién chirc niang khoa tai khoan:

Click chugt vao biéu tuong khéa ® tuong ting vai tai khoan muén khéa
khi d6 tai khoan c6 biéu twong khéa @ | khi d6 tai khoan d6 khong thé ding
nhap duoc vao hé théng. Muén ma khéa thi Click chudt thém lan nira vao biéu
tugng nay.

-ﬂmwm_
g

W ct.ngocnv Mguyé&n Van Ngoc ngocnv@drvn.gov.vn 04/05/2017 11:13

[ 2 cct.doannt Nguyén Trung Boan doannt@drvn.gov.vn 04/05/2017 11:13

W 3 cct linhttt Tran Thi Thuy Linh linhttt@drvn.gov.vn 04/05/2017 1112 | @
(0] 4 cct.caltm L& Thi Mai Ca caltm@drvn.gov.vn 04/05/2017 1112 | T
(0] 5 cct.huylv Lai Van Huy huylvi@drvn_gov.vn 04/05/2017 11:11 | "h
W s cct thutm Ta Bang Tuyén thutm@drvn.gov.vn 04/05/2017 1110 | g
W 7 cct tuyentd Ta Bang Tuyén tuyentd@drvn.gov.vn 04/05/2017 103 | @
W 8 cct.thuynn Mong Nguy&n Thay thuynn@drvn.gov.vn 04/05/2017 11:02 | ‘i
W 9 cct.luyennt Nguyé&n Thi Luyén luyennt@drvn_gov.vn 04/05/2017 11:02 | &y
W 10 cct.phucih Lé Hoang Phuc phuclh@drvn.gov.vn 04/05/2017 11:01 | “n

3.2.4. Phan quyén nguoi dung va chike nang cho tai khodn:

Click chudt vao biéu tuong khda ¥ twong ung vai tai khoan cin phan
quyén, khi d6 xuat hién giao dién gdm cac thanh phan sau:

- Thong tin cua tai khodn:

Phan quyén ngwoi sir dung

Tai khoan: Vai tro téc nghiép

cctphucih Lanh dao Cuc, Trrérng, Ban
Ngeéi ding: L& Hodng Phic Cihng tac nghiép Tt TR
Email: phuclh@drvn govn L N
Nody O BIKNOAN: 1101 041052017 e nang ngnice Vén ban %

- Phan quyén nguoi dung cho tai khodn: Chon cac chic ning phan quyén
nguoi dung twong ung nhu La ngudi ky vin ban, ngudi tiép nhan van ban, ngudi
ghi bat phé,... vai vi tri cua ting tai khoan bang céch tich chon tai céc 6
checkbox nam bén phai danh muc nguoi ding.
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Tai liéu huéng dan sir dung Hé thong Quan 1y van ban va Biéu hanh tac nghiép

Phan quyén ngu'di diing Phén quyé&n chifc ndng

Phong ban, to chirc Tfmg cuc dwréng bd Viét Nam v

Chirc vu cdng tac Phé Cuc trréng .

The ky cho lanh dao Nguyén Xuan Curérng %

La nguedvi ky van ban Anh chif ky (réng 3 x cao
. o o 1.5)cm

La nguwdi tiep nhan van ban

La nguwdri ghi bat phé

La nguwedvi gia han X0 Iy

Lanh dao cd lich lam viéc

Ky so cong van dién tlr

La ngueéi sap xép lich hop

La nguwdcri dat vé

La nguwdi quan Iy xe

- Phan quyén chize ndng cho tai khoan: Chon céc chic nang phan quyén
chtrc ning tuong tmg nhu Danh muc nguoi ding, Quan 1y cong van dén, Quan
ly cong van di,... voi vi tri caa ting tai khoan bang cach tich chon tai cac 6
checkbox nam bén phai danh muyc chirc ning.

Phan quyén ngu'di dung
c6: 50 module
e e S AP
1 system-user Danh muc ngwei dung
2 units -- Co' quan ban hanh
3 receive - Don vitiép nhan
4 provinder - Co cAu th chirc
5 books -- 56 cong van
6 field -- Danh myc finh vire
7 meetingroom -- Danh sach phéng hop
8 cars-list — Danh sach xe & t6
9 cars-driver — Danh sach i xe
10 doc Quan Iy céng van dén
11 doc-add — Tiép nhan
12 | doc-new -~ Bang tiép nhan
13 doc-progress - Chér xi¥ Iy
14 doc-send - DAY

Sau khi phan quyén xong Click chuot vao nat L= ™ | 4& hoan tét.

O55R



