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1 GIOI THIEU
1.1 Muc dich
Tai liéu nay duoc sir dung dé huéng dan céc thao tac chirc ning caa Chuyén vién khi

st dung hé théng Quan 1y van ban va diéu hanh.

1.2 Pham vi
Huéng dan cach thirc sir dung hé théng Quan 1y vin ban va diéu hanh dbi véi nguoi

dung co vai tro la Chuyén vién, can bd chuyén trach.
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2 CAC THAO TAC TRUY CAP HE THONG

2.1 Dang nhap

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

HE THONG THONG TIN CHINH QUYEN BIEN T

THANH PHO DA NANG

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

THANH PHO DA NANG

DANG NHAP DANG KY

Nhan DANG NHAP dé login vao hé théng

UY BAN NHAN DAN THANH PHO DA NANG
Dia chi: 24 Tran Ph, Da Nang
Buéng day néng hé tro: 05113 881 888

e Chon “DPang nhap”
e Nhap thong tin tai khoan va mat khau dang nhap roi nhan DPiang nhap. Voi
thong tin tai khoan 1a email cua can bo cong chuc da duoc cung cip (theo cau

trdc x@danang.gov.vn).
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HE THONG THONG TIN CHINH QUYEN BIEN TU
. edine

THANH PHO DA NANG

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

NHAP THONG TIN CUA BAN

= duongdt‘t@danang.gov.vnl 4

/,] Nhap email ca nhan dweoc cung cap id

o

i1 eeeeceee -

e ———
— | e -
Nhap mat khau
[F] Ghi nhé mat khau Pang nhap
Nhan dé dang nhap j
Quén mat khau | Ban chua c6 tai khodn?  Dang kv — /

2.2 Sirdung Hé théng Quan Iy Vin ban va diéu hanh
e Sau khi dang nhap, man hinh hién thi cac nhém hé théng phan mém phuc vu
can bo. Can bo nhan vao hinh biéu twong cua Hé théng Quan 1y van ban va
diéu hanh hoic lién két “QUAN LY VAN BAN VA DIEU HANH” dé s dung

cac chirc nang cta hé théng Quan 1y vin ban va diéu hanh.

HE THONG THONG TIN CHiNH QUYEN BIEN TU

THANH PHO DA NANG

, :ﬂ'ﬁ‘:ﬁy\ g ® ¥ &~ Nhénvaolien kéthosc

hinh bén dé str dung

P v _ Hé thong QLVBDH
MOT CUA BIEN TU QUAN LY VAN BAN VA
DIEU HANH

K
Il
Il

THU DIEN TU THANH PHO QUAN LY HO SO CBCCVC

UY BAN NHAN DAN THANH PHO DA NANG
Dia chi: 24 Tran Phu, Da Ning
Buéng day nong hé tro: 05113 881 888
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Sau khi kich chon, can bd s€ theo doi dugc trang chu cua hé théng Quan ly van ban
va diéu hanh va cac chtic ning tuong Gmg duoc liét ké tuy theo dbi tuong ngudi ding

(duoc phan quyén boi Quan tri hé thong).

3 THONG TIN TRANG CHU
Man hinh trang chu hién thi cic thong tin téng hop vé sb liéu, tinh trang, ciing nhu

danh sach dai dién ctia mdi loai ho so, thong tin tuong Ung.

& HE THONG THONG TIN CHINH QUYEN BIEN TU F .
TH[\NH Pl'lﬁ nﬁ Nﬁ"ﬁ # Trang chi Dich vu cong L Trang ca nhan 3 Nouyén Phiic Vinh Trung [# Toat

QLVBBH DANH MUC QUAN LY VAN BAN DIEU HANH TRO GIOP

X ly vdn ban (1) Xip ly cong vigc (0) Phdi hop xie Iy {0)

1646/UBND-TH - 09/03/2015 - Ubnd thanh phé da nang

Tau Lirc lwgng phéng v& b bién Nhat Ban tham Da Ning Nguysn Bang Truong 2610312015
» Xem thém
Vin ban dén (600) Vin ban di {417)
L i =
1 120/NLCLC-TTHT - 31/03/2015 - Trung tam Phat Trién Ngudn nhén ligc Chét lwgng cao &1 16TISTTTT.BCVT - 0500312015 e EX
Vv chi tiéu ddo tao theo D& dn 922 tai nwrére ngoai nam 2015 Viv phé duyét phweng an di cap cla vién théng Da Ning tai khu d6 thi sinh thai Hoa Xudn
2 55-KH=BATGT - 27/03/2015 - Ban An Toan Giao Théng S 2 8uS -BCXB - 04/02/2015 >
Thuwc hién quy dinh cla phap ludt vé d8i mii bao hidm ddi véi tré em trén dia ban thanh phé Ba Vjvmﬁ:n khao thirc hién chirong tinh cé déng tuyén lruyén vé kiém soat xi 1§ vi pham quy dinh vé
Nana néna da cdn
3 843-STP-VP - 30/03/2015 - S0 Tw Phap & 3 B8NS VP - 04/02/2015 - NHNN W &
Vv tiép nhan phan &nh,gdp v vé& van hda van minh dd thi qua dwéng day néng Vv hé tro tidn méi
4 246/BC-SVHTTDL - 30/03/2015 - & Vin hoa - Thé thao va Du lich Pa Nang S 4 50/QD-§ - 30/03/2015 - DNICT, CVP, S
Két qua thuc hién "Nam van héa van minh do thi" Vv diéu déna ddi trena theo chinh sach thu hit (CHu Thi Hau)
wXem thém wXem thém

Hinh 1: Giao di¢n Trang chii
e Ngudi dung nhin vao cac thé dé xem thong tin tong hop tuwong tmg cua thé
duoc chon.
e Tai mdi khoi thong tin tai trang chil, nguoi ding nhan vao “Xem thém” dé vao

chi tiét chtc nang tuong Ung.

4 KHOI CHUC NANG QUAN LY VAN BAN
Tai thanh trinh don ctia Hé thong QLVBDH, ré con tré chudt vao “Quan 1y vin ban”.
Danh sach céc chirc niang thudc khéi Quan 1y van ban duoc sé xudng dé nguoi ding

chon Iwra. Nguoi dung nhan chon vao muc twong tmg can thuc hién thao tac.




Tai liéu huéng dan st dung - Hé thdng Quan 1y vin ban va diéu hanh (danh cho Chuyén vién)

Danh sach van ban den
Danh sach van ban di
Thém mei céng viéc

X ly cong viéc

Quan Iy ho so céng viéc»

4.1 Danh sach Vin ban dén

4.1.1 Xem, tim kiém vin béan dén
Tai menu “Quan 1y vin ban” nhan vao “Danh sach vin ban dén” dé theo ddi thong tin

van ban dén cua don vi.

DANH SACH VAN BAN BEN

- Tim kiém
NG dung
[ITrong trich yéu [CITrong néi dung van ban
Bon vi g
56, ky hiéu VB
[“ITim kiém nang cao
Q ) '
[CIXem danh sach vin ban phé bién Cac liéu chi ho tro fim kiem
[CIXem danh sach vin ban khéng chuyén xi Iy
Hién thi1- 10/ 611 két qua Hién thi| 10 E Trang| 1 E /62 l4Ddutién | {Trangtrroc | Tiépk | Cudibl
155/BC-BQLDA - 17/03/2015 - BQL Dy an BTXD Khu CNTT Thém vao HSCV dién tir
1 bao cao tinh hinh trién khai cong trinh trong diém Cac chirc nang dworc sir dung Thém vao cong viéc trong tam

Chitiét 4 Bit phé B Ludn chuyén

49[LMHTX - 30/03/2015 - Lién minh Hgp Tac xa Thém vao HSCV dién tor
2 Phat déng phong trao thi dua nam 2015 cua Lién Minh HTX Thém vao cong viEc trong tam
Chitigt “ Bt phé g Ludn chuyén

Hinh2:  Xem, tim kiém Viin bin dén
Tai man hinh ndy, nguoi dung c6 thé thuc hién Tim kiém vin ban dén: nhap thong tin
can tim va nhan vao biéu twong “Tim kiém” (nhu hinh trén) dé tim. Danh sach cac
vin ban dén thoéa min véi cac tiéu chi da nhap s& hién thi bén dudi dé dé theo doi.
Khi danh sach van ban dén qua dai, cac vin ban dén s& duoc liét ké theo ting trang.
Pé hién thi thong tin cac vin ban dén tiép theo, nhan vao phan thong tin vé trang phia

cuoi danh sach dé xem céc trang khac cia danh sach:
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Hién thi 7 két qua.  Trang | 1 [=] 1
- Pé xem chi tiét thong tin Van ban dén, nhan lién két “Chi tiét”

- Pé xem thong tin but phé ctia Vin ban dén, nhan lién két “Bit phé”

4 Bau tién

{Trang trwérc | Tigp b | Cudi bl

- Nhan “Luan chuyén” d€ xem ludng luan chuyén ctia van ban: van ban da chuyén

cho ai, trinh tu chuyén,. ..

- Nhan lién két “Van ban di” dé€ xem danh sach két qua xir Iy cia van ban dén.

- Nhan “Thém vao Ho so cong vi¢c” dé thuc hién luu van ban dén vao mét tap HO

so cOng vigce.

- Nhan “Thém vao cong viéc trong tdm” dé thuc hién dua van ban dén vao Quan ly

cong vi€c trong tam.

4.1.2 Xem chi tiét Van ban dén

Tai danh sach Van ban dén, voi moi van ban dén déu co lién két “Chi tiét” dé xem

thong tin v€ van ban dén. Nhan vao lién két nay dé xem cac thong tin co ban cua van

ban dén.

Nhén vao day dé xem chi tiét hinh bén dwoi
600/ SKHBT/04/11/2014 - S6 K& hoach va Pau twr

Vv trién kiggh chwrang trinh hanh déng
Chi tiet “y Buatphe Luan chuyén & Van ban di

ﬂc")_vém ban S5 Cong van dén Sa, ky higu VB 600/SKHDT \
Ngay ban hanh 04/11/2014 Ngurai ky
Trich yéu Vv trién khai churgng trinh hanh ding Cd quan ban hanh S0 Ke hoach va Bau tr
Leai van ban Quyét dinh Van ban phé bién Khéng
S6 dén 25 Ngay dén 04/11/2014
86 khan Binh thurgng Linh vure van ban Céng nghé théng tin
Hinh thirc tiép nhan Wan ban gidy Thur muc HSCWY
SOt 1 S6 ban 1
@Tép dinh kem 600SKHDT. pdf J}
Hinh3:  Chi tiét Van bén dén

Thém vao HSCV dién tir
Thém vao cong viéc trong tam
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4.1.3 Xem dong luan chuyén vin ban dén
Tai danh sach Vian ban dén, nhan “Luan chuyén” dé xem thong tin dong luan chuyén
Vin ban dén

Thém vao HSCV dién tir
Thém vao cong viéc trong tam

362/TB-VP - 05/11/2014 - Van phong UBND Thanh phé Ba Ning
V& ndi dung cudc hop giao ban thufdng ky cia 1anh dao UBND thanh phé vdi Giam doc cac sd,ban,nganh va chi tich UBND cac quan,huyén thang 10 nam 2014
T Chitit g Bt phé Ludn chyyén & Van ban di

ndi dung cudc hop giao ban thuding ky cia linh dao UBND thanh phd vdi Giam doc cic sd,ban,nganh va cha tich UBND cic quan,huyén
thang 10 ndm 2014 --- L& Kim Qudc

1 07/11/2014 00:00;00 B6 Thi Thuy Durdng Pham Kim Son 1.0

2 10/11/2014 00:00:00  Pham Kim Son L& Kim Quéc 2.0
¥ kién : DE bigt va phdi hgp thirc hign.

10/11/2014 : Pham Kim Son » B3ng Van Hoa , r‘llguyén Thi Thu Trang , b Thi Thuy Dugng , Than Trong Tran Thi , Pham Hifu Thinh ,
Nguyén Hoang Cam , Nguyen Quang Thanh , Nguyén Thi Tam , Nguyén Bing Trudng

CuysoieBe ¥ kign: D8 biét va phii hap thuc hién. Thang tin dang luan chuyén
Chuyén dé biét vin ban dén
Chuyén phdi hop Nhén vao day dé chuyén dé biét van ban
\_Chuyén dan vi ndi bd J

Hinh4:  Xem dong luén chuyén Vin bin dén

Nhén vao lién két “Chuyén tiép” dé thuc hién chuyén tiép Vin ban dén:

362/TB-VP - 05/11/2014 - Van phong UBND Thanh phé Ba Ning Thém vao HSCV dién ti¥
V& ndi dung cudc hop giao ban thugng ky cia [3nh dao UBND thanh phé vdi Giam d6c cac sd,ban,nganh va chi tich UBND cdc quan,huyén thang 10 ndm 2014 Thém vao cdng viéc trong tam

™ chitiét 4 Butphé B Ludn chuyén

Tén h sd : Vé ndi dung cudc hop giao ban thudng ky cia linh dao UBND thanh phé vdi Giam déc cic sd,ban,nganh va cha tich UBND cic quan, huyén

thang 10 nam 2014 --- L& Kim Qudc
1 07/11/2014 00:00:00 D«:zﬁThi Thuy Dudng Pham Kim Scn 1.0
2 10/11/2014 00:00:00  Pham Kim Son L& Kim Quéc 2.0
¥ kién : BE higt va phai hap thurc hién.
10/11/2014 : Pham Kim Son » Bang Van Hoa , Nguve*-n Thi Thu Trang , Db Thi Thuy Durgng , Than Trong Tran Thi, Pham Hifu Thinh ,

Nguyén'Hoéng Cim , Nguyén Quang Thanh , Nguyén Thi Tam , Nguyén B3ng Trudng
V ki

Chuyén dé bigt DE bist va phéi hap thyc hign.

huyén dé

Chuyén phdi hop
Chuyén daon vi ndi b
¥ kién
p
sor | Téem | Giithongbdo | Xoa |
Nhém - Chon tit ca — v = . 2
1 Nguyén Phic Vinh Trung sMs [ Email Xoa
Phéng Phong Céng nghé théng tin m ~4———Nhén "Chuyén" d& hoan thanh viéc chuyén

Nguvefln Hoai Burc
B Nguyen L& Hang Ngoc Chon tai danh sach, cac nguéi diroc
Nguai Nguyen Thi Hign chon hién thi tai bang bén phai
Nguyen Tran Nhat Quang
Pharn Thi Bich Lién -

A

Hinh 5: Chuyén tiép vin bén dén

4.1.4 Xem thong tin bat phé
Tai danh sach Van ban dén, nhan vao lién két “But phé” dé xem thong tin but phé cho

van ban tuong Gng.

2663/TB-SNV - 13/11/2014 - S& Nbi Vu Thém vao HSCV dién tir

W& ndi dung cudc hop giao ban thudng ky cla l3nh dao UBND thanh phd vdi Gidm ddc cic sd,ban,nganh va chi tich UBND cac quan,huyén thing 10 ndm 2014 Thém vao cong viéc trong tam
7 Chitiét “y But phé B Ludn chuyén Cip nhat
Chuyén xir Iy
STT| Ngudh nhap biit pi: NGi dung biit ph | Ngaybitphé | Xoa |

1 D& Thi Thuy Duang Pham Kim San: Chuyén Van phong xr Iy 02/12/2014 12:12:00 ¥da

Hinh 6:  Xem théng tin but phé

10
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4.1.5 Xem cac Van ban di
Dé xem két qua xtr 1y cua van ban dén, nhan vao “Van ban di” dé xem thong tin cac

van ban di 1a dau ra cia Van ban dén.

784/VP-VX - 04/04/ 2014 - Vin phong UBND Thanh phé Da Ning Thém vao HSCV dién tir
Vv Xay dung phan mém quan ly chinh sach ngudi co cor R _ L. ) Thém vao cdng viéc trong tam
Chi tist % But phé Luan chuyén g|Vin ban di] MNhén vao day dé xem chi tiét van ban di

1 W/vx3y dung phan mém quan Iy chinh sach hqudi cd cdng 360/5 -CM 21/04/2014 3605 -CNTT.pdf —— Nhan vao day dé tai tap tin

Hinh 7:  Xem Viin ban di tiv VB dén

4.1.6 Thém vao Ho so cong viéc
Tai danh sach Vin ban dén, nhan “Thém vao HSCV” dé thuc hién viéc dua mot vin

ban dén vao ho so cong viéc.

6/KH-STTTT - 05/11/2014 - S& Théng tin va Truyén théng hém vao HSCV dién tir
V/v phéi hgp trién khai hé thdng chinh quyén dién tr ) Thém vao cong viec trong tam
* Chi tigt [ Luan chuyén B File dinh kém & Van ban dén | Lién thing

Tén thur muc HS01

1 Hb soldp g8 luu trir

Nhén vao tén tap
HSCV muodn thém
vao Van ban di nao

2 Quyét dinh Hb sd cong viéc 2014 TT123456

3 Tdtrinh HB so cdng viéc 2014 1122

Hinh 8:  Thém Viin ban dén vao HSCV
Sau khi nhan vao tén HSCV muén thém, hdp thoai thong bao xac nhan xuat hién.

Nhan “C6” dé xac nhan viéc dua Van ban dén vao Ho6 so cong viéc.

4.2 Danh sach van ban di

4.2.1 Xem danh sach vin ban di, tim kiém
Tai menu “Quan 1y vin ban” nhan vao “Danh sach vin ban dén” dé theo ddi thong tin

van ban dén cua don vi.

11



Tai liéu huéng dan st dung - Hé thdng Quan 1y vin ban va diéu hanh (danh cho Chuyén vién)

Tim kiém
NGi dung (Y]
[¥ITrong trich yéu " Trong ndi dung vén ban
36, ky higu VB Sbdi [Z Tim gan diing
[T Tim kiém néng cao
4
[T La van ban mét cra
Hién thi 1- 101751 két qua Hiénthi 10[~| Trang 1 [=|/76 14Pé&utién dTrangtrwee Tiép b | Cudikl
LENRER LM Ngay chuyén 'l Giam dan - [LReTTER (TS Chiic ndang
7881 /SXD-VP - 3l][11"I2l]15 - §d Xay dung Thém vao HSCV dién tir
1 V/v gdp v du thao bd mau tai liéu hinh thanh trong hoat déng ctia Phong Quan ly dd thi quan, huyén m Thém vao cbng viéc trong
Chi tigt B Luan chuyén g Van ban dén tam
7865/SXD-VP - 30/11/2015 - S Xay dung Thém vao HSCV dién tor
2 V/v théng tin phan énh clia ngudi dén m: Thém vao cbng viéc trong
Chi tigt B Luan chuyén g Van ban dén tam
7863/SXD-QLN - 30/11/2015 - S& Xay dung Thém vao HSCV dién tor
3 V/v chuyén don cda cong dan m Thém vao cdng viéc trong
Chi tiét B Luén chuyén g Vén ban dén tam
7862/SXD-QLN - 30/11/2015 - S& Xay dung - Thém vao HSCV dién tir
4 V/v b6 tri dat téi dinh cu va ban giao cén hd cla ba L& Thi Xudn Lién tai 05 Ba Binh, Ba Nang Thém vao cbng viéc trong
Chi tiét B Luén chuyén g Vén ban dén tam

Hinh 9:  Xem, tim kiém vin ban di
Tai man hinh nay, ngudi dung c6 thé thuc hién Tim kiém van ban di: nhap thong tin
can tim va nhan vao biéu twong “Tim kiém” (nhu hinh trén) dé tim. Danh sach céc
vin ban thoa man voi cac tiéu chi di nhap s& hién thi bén dudi dé dé theo ddi.
Khi danh sach vin ban di qua dai, cac vin ban di s& duoc liét ké theo ting trang. Dé
hién thi thong tin cac vin ban di tiép theo, nhan vao phan théng tin vé trang phia cudi
danh sach dé xem céc trang khac cua danh sach:

Hién thi 7 két qua. Trang | 1 |Z| ;1 l4Dautién 4 Trangtrwéc Tidpk  Cudibl

4.2.2 Xem chi tiét Vin ban di

Tai danh sach Vin ban di, nhan “Chi tiét” dé xem thong tin ctia Vian ban di.

7881/SXD-VP - 30/11/2015 - S& Xay dung Thém vao HSCV dién tir
V/v gép ¥ du thao bd mau tai liéu hinh thanh trong hoat ddng cla Phong Quan ly d6 thi quan, huyén Thém vao cdng viéc trong
Chi tigt B Luan chuyén g Vén ban dén tam
(gﬁ' van ban 58 bang ky Cong vén di 2015 Ngudi trinh Nguyén irc Lam \
Loai van ban Céng van Naudi ky Nguy&n Vén Nam
56 ky hiéu 7881/SXD-VP Ngudi soan Nguyén Bifc Lim
Ngay ban hanh 30/11/2015 56 ban 3
Cd quan ban hanh 54 Xay dung 56 ta 1
56 di 7881 D4 khan Binh thuréing
Linh virc vén ban Nai nhan Chi cyc VTLT; VT, VP
@ Tép dinh kém gdp ¥ Bé mau QLPT QH.doc J

Hinh 10:  Chi tiét Viin bén di
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Tai liéu huéng dan st dung - Hé thdng Quan 1y vin ban va diéu hanh (danh cho Chuyén vién)

4.2.3 Xem dong luan chuyén vin ban di
Tai danh sach Vin ban di, nhin “Luén chuyén” dé xem thong tin dong luan chuyén

cua qua trinh xr 1y van ban dén dé tao ra Van ban di.

7881/SXD-VP - 30/11/2015 - S& Xay dung

V/v gép v du thao bd mau tai liéu hinh thanh trong hoat dong ctia Phong Quan Iy d6 thi quén, huyén

* Chi tiét g Ludn chuvén g Van ban dén

STT| Ngaychuyén | Ngudichuyén |  Noinhgn | Noidungchuyén [Hanxdly|  Tiénds

/- 25/11/2015 e Lin . o N\
1 00:25:23 L& Van Hiéu Nguyén Van Nam Thém méi
25/11/2015 i - U
2 09-47-54 Nguyen Van Nam Lé Hong Thu But phé chuyén xr ly 2.0
3 ig‘%;‘ggﬁ L& Hong Thu Nguyén Birc Ldm Chuyén xur Iy 2.0 Tré 0 ngay 3 gid
4 30{11{2015 Nguyén Birc Ldm Nguyén Birc Ldm Chuyén ban hanh 2.0
16:38:08
Chuyén dé 30/11/2015 16:41:25 : Nguyén Dirc Lam » Nguyén Dirc Ldm , Nguy@n Vin Nam
\piét 4
Chuyén tiép ¢— Nhan vao day dé thwe hién chuyén tiép van ban

Hinh 11:  Xem dong ludn chuyén Vin bin di

Nhén vao lién két “Chuyén tiép” dé thuc hién chuyén tiép Vian ban di:

7881/SXD-VP - 30/11/2015 - S& Xay dung

V/v gdp v du thao bd mau tai liéu hinh thanh trong hoat déng cia Phong Quan Iy dd thi quén, huyén

" Chi tigt | Ludn chuyén g Van ban dén

STT| Ngaychuy8n | Noudichuyén |  Noinhan | Noidungchuyén | Hanxily|  Tigndg |

7 25/11/2015

1 09:25:23 L& Van Hiéu Nguyén Vén Nam Thém mdi
2 33@;@315 Nguyén Van Nam L& Hong Thu Bat phé chuyén xi Iy 2.0
. Théng tin qua trinh xt
. . . Iy van ban dén dé tao
3 ig/é;/ggﬁ L& Hong Thu Nguyén Bfc Lam Chuyén x{r ly 2.0 Tré 0 ngay 3 gid © ravanbandi
30/11/2015 5. P . .
\4 16:38-08 Nguyén Birc Lam Nguyén Birc Lam Chuyén ban hanh 2.0
Eih‘;t"’en dé 30/11/2015 16:41:25 : Nguyén Dirc Lam » Nguy®n Dirc Lam , Nguyn Vin Nam ]
Théng tin chuyén van
Chuyén tiép g— Nhéan vao day dé thwe hién chuyén tiép van ban bén cia vén ban di
Y kién
o S
Co quan -- Chon tét ca - |Z| - x N -
1 Nguyén Ngbn Xoa
Nhém --Chon nhom-- E| 2 BOi Huy Trl Xéa

Phong —Chon phong— B CHUYEN

Vi Quang Hing F - -
L& Tlng Lam i kich chon @& chuyén van ban
Thai Ngoc Trung den nguwi dung da@ chon
Ngudi Lé Hong Thu
Nguyén Hifu Quang
L& Blc Quy
Nguyén Hai Budng

»

Hinh 12:  Chuyén tiép vin ban di
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Tai liéu huéng dan st dung - Hé thdng Quan 1y vin ban va diéu hanh (danh cho Chuyén vién)

4.2.4 Xem lién két véi Vin ban dén
Dé xem két qua xir Iy cua van ban dén, nhan vao “Vin ban di” dé xem thong tin cac

van ban di 1a dau ra cia Van ban dén.

Thém vao HSCV dién
Thém vao cdng viéc trong
tam

7881/SXD-VP - 30/11/2015 - S& Xay dyng
V/v gop y dy thao bd mau tai liéu hinh thanh trong hoat dong cia Phong Quan ly dé thi quan, huyén
Chi tiét B Luan chuyén g Vén ban dén

t

Chon dé xem chi tiét cla
van ban dén

Ngay ban hanh

CV - VJv gbp y [an cudi du thao bé méu ki lidu hinh thanh trong hoat déng clia 167
Phong QLDT quan, huyén

24/11/2015

Hinh 13:  Xem Vin béin dén

Sau khi kich chon vao S ky hi¢u s€ théy dugc chi tiét ctia van ban dén do.

4.2.5 Xem danh sach guwi lién théng ra bén ngoai
Tai danh sach Vin ban di, nhan vao lién két “Lién thong” dé xem thong tin cac don

vi bén ngoai nhan van ban tuong tng.

7881/SXD-VP - 30/11/2015 - S§ Xay dyng Thém vao HSCV dién tir
V/v gop y du thao bG mau tai liéu hinh thanh trong hoat dgng cia Phong Quan ly dé thi quén, huyén Thém vao céng viéc trang
Chi tiét P Luén chuyén g Vin ban dén .~ Lién théng tam
Han tra I5i
1 Ban Quan Iy CT XD CB 30/11/2015 Luu theo dai
2 53 K& hoach va Dau tr 30/11/2015 D4 tigp nhan Xem luén chuyén

i trinh mt s6 ndi dung trong sa ligu thanh tra ciia Poan Thanh tra Sd K& hoach va Pau tu thanh phd

Ngay chuy&n Ngudi chuy&n | Noinhan | N&i dung chuy&n [ Han xir ly

1 30/11/2015 14:25:36 Ong Thi Hing Nga Tran Vdn San Thém mdéi

Hinh 14:  Xem danh sdch giii lién thong
Nhitng van ban di duoc chuyén lién thong va don vi duoc guii chua tiép nhan thi
nguoi dung chi xem dugc thong tin chuyén (nhu hinh).
Con néu don vi duoc giri van ban lién thong da tiép nhan rdi thi nguoi ding co thé
theo ddi tinh hinh xur 1y va trang thai xt 1y van ban lién thong tai don vi tiép nhan

bang cach kich chon vao lién két “Xem luan chuyén”.

Ngay gui Trang thai Han tra Igi Chirc niing
1 Trung T&m T& chifc sy kién va 18 hdi 18/11/2015 D4 tidp nhén Xem ludn chuyén

Tén h sd : Bao cao tdng két 10 ndm cdng tac phong, chéng tham nhiing --- H6 Van Anh
Ngay chuyén Ngudi chuy&n | Noinhan | Ngi dung chuyén Han xir ly

1 19/11/2015 08:31:52 Tran Lé Anh Thu Hb Vén Anh Thém mdi

4.2.6 Thém vao Ho so cong viéc dién tir
Tai danh sich Van ban di, nhan “Thém vao HSCV” dé thyc hién viéc dua mot vin

ban di vao ho so cong viéc.
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Tai liéu huéng dan st dung - Hé thdng Quan 1y vin ban va diéu hanh (danh cho Chuyén vién)

6/KH-STTTT - 05/11/2014 - S Théng tin va Truyén thing hém vao HSCV dién til
Vv phéi hop trién khai hé thénag chinh quyén 6ién o Them vao cong viec trong tam
™ Chi tiét | Luan chuyén & Van ban dén | Lién thing

Tén tap ho s __

1 Hbsol3p dé luu trir Tén thu muc HS01

2 Quyétdinh
3  Tétrinh

HO sd cong viec 2014 TT123456

Hb sd cong viec 2014 1122

Hinh 15:  Thém Van bdn di vao HSCV

Sau khi nhan vao tén HSCV mudn thém, hop thoai thong bao xac nhan xuét hién.

Nhan “Co” dé xac nhan viéc dua Vin ban di vao Ho so cong vigc.
4.3 Xirly cong viéc
Tai thanh trinh don ctia Hé théng QLVBDH, ré con tré chudt vao “Quan 1y vin ban”.

Danh sach cac chirc ndng thudc khoi Quan 1y van ban dugc s6 xuong. Ré chudt

xudng muc “Xu ly cong viéc” va nhan chon vao muc tuong Uing can thuc hién thao

BIEU HANH

Danh sach van ban dén

tac.

Danh sach van ban di
Thém mdi céng viéc
Xt Iy céng viée Danh sach chwa xr Iy
Quan Iy ho so cong VIEC» ponb esch dd xiv Iy
Danh sach ché ban hanh
Danh sach di ban hanh

Danh sach ché xoe Iy

Danh sach Iwu két thic

Danh sach phéi hop

4.3.1 Danh sach hd so cong viéc chua xir ly
La noi chira danh sach tat ca cac van ban nhin dugc nhung chua xt Iy. Mbi vai trod s&
duogc hién thi cac chirc ning xir 1y tiép theo tai ddy. Vi du hinh duéi day 1a danh sach

chua xtur 1y ctia chuyén vién.
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Tai liéu huéng dan st dung - Hé thdng Quan 1y vin ban va diéu hanh (danh cho Chuyén vién)

XU LY CONG VIEC
- Tim kiém
Loai cong viéc --Chon loai céng viéc-- B

Noi dung
Bon vi gl

Nguai nhan xi Iy

Cac tiéu chitim kiém ‘

[#[Trong t&n cong viéc  [Trong ndi dung dir thao
$6, ky hiéu van ban

Ngurai chuyén xi Iy

Nhan vao cac nat dé chuyén sang danh sach

/ twong rng

| Chura xir Iy DA xp Iy Ché ban h

anh D3 ban hanh Lwu ché xir Iy

Lwu két thuc

Phéi hop |

Hién thj 1 két qua

£ 1646/UBND-TH - 09/03/2015 - Ubnd thanh phd da ning
1 Tau Lyc lugng phong v bd bign Nhat Ban thim Da Nang

Chi tiét Fg Luan chuyén T Dy thdo * BU

Hién thi 1 két qua

it phé . Phéihop 2 Quan Iy phiéu trinh

Hinh 16:

Cac chirc nang hién =
thi theo vaitro

Chuyén xi¥ Iy
Chuyén ban hanh
Liru chéy xi¥ Iy
Luru két thiic

Danh sach ho so cong viéc chwa xvr ly

e Tai danh sach cong vi¢c chua xtr ly. D€ xtr Iy cong viéc, nhan vao “Duy thdo” dé

Danh séch dw thao

Ban hanh

gan du thao vao cong viéc.

Chuyén xk Iy
Chuyén ban hanh
LU chér xir Iy
Luu két thuc

[ 457/VP-VX - 10/11/2014 - van phong ubnd thanh phé da nang 28/02/2015
V/v Té chifc Cudc thi trinh dién phéo hoa trén méy tinh

chitiét g Luan chuyén[T Duthdo]*, BUtphé

Dw thdo

Phéi hop |2 Quan Iy phiéu trinh

Phién ban

Phién ban 1.0: Nguyén Hoai Dirc - 10/02/2015

VIv ké hoach té chirc Cuéc thi trinh

dién phao hOﬁlrén may tinh
Nhan vao‘Gay dé cap
nhét théng tin dw thao

7% - duthao docx
Chon t&p din&%fI chon tep
Nhén dé tai tap tin

Xda du thao b
Nhén Vao thém man tap

@Tném méi phién ban

Nhén vao day dé tin dinh k&ém du thao

5 Thém dy thaoge—"°" !
© Them dtha thém du thao

Giai thich chirc nang dinh kém du thao:

- Thém méi phién ban: tic 1a trén hé thong d3 c6 mot phién ban cia dy thao,
str dung chirc nang thém phién ban khi ngudi ding mudn thém mot phién ban
khac (co thé khac vé hinh thirc trinh bay, miéu ta,...) nhung c6 ndi dung hoan
toan tuong tu véi phién ban du thao da co.

- Thém du thdo: tic 1a thém mot du thao cé ndi1 dung hoan toan khéc so véi du
thao da co trude d6. Mot vin ban dén cho phép dinh kém nhiéu du thao khac
nhau.

e Sau khi gin du thao, nhan “Chuyén xtr 1y tai danh sach cac liét ké bén phai man

hinh dé thuc hién chuyén hd so cho nguoi khéac xu 1y.
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Tai liéu huéng dan st dung - Hé thdng Quan 1y vin ban va diéu hanh (danh cho Chuyén vién)

& 457/VP-VX - 10/11/2014 - Vin phong ubnd thanh phd da ndng 28/02/2015 mw )
V/fv T6 chifc Cude thitrinh dién phao hoa trén may tinh Chuyen ban hanh
5 = « 5 Luru chér xur Iy
chitiet g Luan chuyén T Dy thdo “y Bit phé < Phdihop £ Quan Iy phiéu tinh Lwru két thic
Chuyén xir ly
Cac y ki€n trudc Pham Kim Son (10/02/2015) - Han x( Iy : 0 ngay

d/c Difc x(¥ Iy hd so
D6 Thi Thuy Dudng (10/02/2015) - Han x If : 0 ngay

NGi dung | kinh trinh anh phé duyét du thao

A

R i e Pham - =] 0.0 ®ngay " gid )
Phong Ban Giam dic v 1 Kim Xy A Xoa
5an SMS Email

Ngudi Nguyén Bang Truding
Nguyen Hoang Cam
Nguyen Quang Thanh

Du thao

T T N [

Phién ban 1.0: Nguyén Hoai D irc - 10/02/2015

. . . #%-duthao.docx
VIv ké hoach toé chirc Cudc thi trinh dién

phéo hoa trén may tinh &, Chon tép dinh kem G2 chon (&p

@Tném mai phién ban

@ Thém dy thao
CHUYEN

Hinh 17:  Chuyén xir Iy

Nguoi dung nhap thong tin chuyén xt 1y. Tai day, c6 thé thay ddi thong tin vé du
thao dinh kém khi chuyén xtr 1y. Sau khi da nhap thong tin, nhan “Chuyén”. Sau khi
chuyén xir 1y, hd so dd chuyén s& dugce dua sang danh sach Ho so cong viée da xur Iy
cua nguoi dung.

Luu y: trong hé théng ndy con cho phép ngudi dung cd thé chuyén xur 1y cing mot
lac cho nhiéu ngudi khac nhau. Tai giao dién chon nguoi xir 1y, ngudi chuyén xu 1y
chon nhiéu nguoi, ngoai ngudi chon dau tién c6 chiic nang xir 1y thi nhitng ngudi
chon sau nguoi chuyén chi can chon lai & phﬁn chuc nang 1a “Xu ly”.

Ngudi Chau Thi Thily Phudng o HG Thi — 27/11/2015 [
Déng Thi Kim Yén 1 Minh X by H Xéa
Huynh Thj A Ly | Chi 2.0  @ngay “gid
Ngd Thi Ngoc Dung 3
Ng6 Van Hoa Lé
Phan Thanh Phong L 2 Phudng D& biét H Xda
Vii Ai Nhi i Nam

| D& bidt

Chon chirc nang
X0F ly

Ph&i hgp
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Tai liéu huéng dan st dung - Hé thdng Quan 1y vin ban va diéu hanh (danh cho Chuyén vién)

e Truong hop, hd so chua du thong tin dé xt 1y, hodc chd xin y kién, nhan “Luu chd
xt 1y (tai danh sach chirc ning ¢ goc phai cia mdi hd so cong viée) dé thuc hién
Iuu lai h6 so. Ho so sau khi luu s& nam trong Danh sach cho xtr Iy (Menu quan 1y
van ban =2 Xt 1y cong viéc = Danh sach cho xur 1y).

= 457 /VP-VX - 10/11/2014 - Vin phong ubnd thanh phd da n3ng 28/02/2015 [EhU‘_v'én Xy
Vv Td chifc Cudc thitrinh dién phdo hoa trén may tinh Chuyen ban hanh
Luruket thac

* Chi tiét fg Luan chuyén T~ Du thdo “y Bt phé . Phdihop £ Quan Iy phiéu trinh

Ngi dung

LUU CHO XU LY

Hinh 18:  Thuece hién lwu ho so cho xiv Iy

e Trudng hop hd so cong viéc dugce chon “Chuyén ban hanh” (tai danh sach chirc
ning & goc phai ciia mdi hod so cong viéc). Cac hd so chuyén ban hanh bat budc
phai c¢6 du thao dinh kém. Ho so sau khi dugc chuyén ban hanh s& dugc chuyén

vao danh sach ho so cong viéc chd ban hanh.

& 457/VP-VX - 10/11/2014 - Vdn phong ubnd thanh phé da ndng 28/02/2015 Chuyen xi Ij
Vv T6 chifc Cudc thitrinh dién phao hoa trén may tinh Chuyen ban hanh
. . . . Luuchd xu ly
“ Chitiet B Ludn chuyén T Dy thdo “ BUt phé « Phdihop £ Quan Iy phiéu trinh Ly két thie

Chuyén ban hanh s P
Thdng tin cac lan chuyén xi Iy

Pham Kim Son (10/02/2015) - Han x(r ly © 0 ngay
Cac y kién trudc d/c Dilc x(r by ho so
P06 Thi Thuy Dudng (10/02/2015) - Han xir Iy : 0 ngay

Nhdm -- Chon nhdm --

M Méc dinh ngwéi durgc chu_vén
k/’_ban hanh la van thw clia don vi
Nos ’

ban hanh van ban

Y kign
Han xtr Iy 12/02/2005 [0 || 2 *ngay Cgid

Du thao

Phién ban 1.0: Nguyén Hoai Birc - 10/02/2015

. i 2% - duthao.docx
Viv ké hoach to chirc Cudc thi trinh

dién phao hoa trén may tinh # Chon tép dinh kem Chua chon (&

@Thém moi phién ban

@ Thém dy thao

Hinh 19:  Chuyén ban hanh
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Tai liéu huéng dan st dung - Hé thdng Quan 1y vin ban va diéu hanh (danh cho Chuyén vién)

Luwu y: Mac dinh khi chuyén ban hanh hé théng s€ tu dong danh d4u “Ban hanh” vao
phién ban du thao cudi cing (néu c6 nhiéu phién ban), néu ngudi dung thuc hién
chuyén ban hanh mubn chon phién ban khac so voi phién ban hé théng tu chon thi

nguoi dung tu thuc hién thao tac chon lai trude khi kich chon nut “Chuyén”.

4.3.2 Danh sach hd so cong viée da xir ly

La danh sach hd so cong viéc ma can bo dd xtr Iy xong va da chuyén hd so cho can
bd khac xtr ly.

XU LY CONG VIEC W

» Tim Kiém
L S Céc tiéu chitim kiém
Loai cBng viéc --Chon loai cdng viéc-—- B
Noi dung [ZTrong tén céng viéc  [JTrong ndi dung di thao
Ben vi giri 56, ky hiéu van ban
Ngdi nhan xir Iy NgLedi chuyén xir Iy
¢
*
Chwa xip Iy Pa X Iy Ché ban hanh P4 ban hanh Lwu ché X Iy Lwu két thic Phéi hop
Hién thi 1-10/1.145 két qui Hién thi| 10 E Trang | 1 E] 145  |4DAutién {Trangtrede Tiépp  Cubipl

& 49/LMHTX - 30/03/2015 - Lién minh Hdp Tac xa
Nhén vao day
dé thu hoi

1 Phat déng phong trao thi dua ndm 2015 cla Lién Minh HTX Gia han xtr ly

Chuyen lai
Chi tiét B Luan chuyén T Dy thao %y Bt phé s Phoi hop | £ Quan Iy phiéu trinh

> 159/VQH - 01/04/2015 - Vién Quy hoach Xay Dung Pa Ning
2 V/v cung cap théng tin dur @n khu CNTT tap trung s8 2 va Khu CV phan mém sd 3

chi tiét B Lun chuyén = Dy thdo "y Bat phé < Phéihop £ Quan Iy phiéu trinh
Hinh 20:  Danh sich Ho so cong viéc di xir Iy
e Truong hop muén thu hoi lai hd so di chuyén (trudng hop chuyén nhiam hd
so/mudn xir Iy lai hd so): nhan lién két “Thu hoi” dé 13y lai ho so da chuyén.
(NGt “Thu hoi” nay chi hién thi khi ngudi duoc chuyén chua xir Iy hd so nay).
Sau khi nhan “Thu hdi”, hop thoai xac nhan hién thi. Nhan OK dé dong y thu
hdi lai ho so.

Ban cé mudn thu héi cdng viéc vira chuyén
khong?

Hinh 21:  Thu héi ho so da chuyén xir Iy
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Tai liéu huéng dan st dung - Hé thdng Quan 1y vin ban va diéu hanh (danh cho Chuyén vién)

Sau khi thuc hién “Thu hdi”, van ban s& duge tra vé trang thai “Chua xur 1y va

nam trong Danh sach chwa xir 1y.

e Truong hop gia han thém thoi gian cho ngudi xir 1y tiép theo, nhan “Gia han
xtr 1y, Nhap thoi gian han xir Iy va nhan “Luu” dé hoan thanh.

e Truong hop thuc hién chuyén lai hd so, nhan “Chuyén lai”. Ngudi st dung

nhap thong tin cho l1an chuyén va nhan “Luu” dé hoan thanh.

Thu hoi
Gia han xir Iy

Chuyén lai

"4 K& hoach thy'c hién phong trao Hién mdu nhan dao

* Chitiét g Ludn chuyén = Dwthdo < Phéihop 2 Van ban lién quan |2 Quan If phiéu trinh

Chuyén lai hé so
Phén thong tin hién thi khi

Phong — Chon phang - B nhan vao "Chuyén lai"
1 Ngu'di IZ|

¥ kién

Han xir Iy 24/07/2014 2 @ingay Cgid

Nhic nhé sms O] eman [

Hinh 22:  Chuyén lgi hé so

4.3.3 Danh sach hd so cong viéc cho xir ly

La nhitng cong viéc da dugce luu vao Danh sach luu cho xu 1y

LY coneviEe

« Tim kiém

Loai cong viéc —Chon loai céng viéc— EI Cac tiéu chi fim kiém
M&i dung [7]Trong tén cong viéc  [[Trong ndi dung di thao
Bon vi giFi S0, ky hiéu vén ban

NgUai nhan xie Iy NgLdi chuyén xie Iy

~
Chura xir Iy D& x(F Iy Ché ban hanh Dé ban hanh m Luu két thic Phéi hep
Hién thi 1 - 10/ 48 két qua Higntni[10[~] Trang|1[=]/5 I4DAutién | Trangtreéc Tiéph | Cubibi

= 1635/QD-UBND - 24/03/2015 - Ubnd thanh phé da niing _ X 1y lai
1 V/v diéu chinh ngudn kinh phi chi tra hé trg khoan gon tai Quyét dinh s6 441/QB-UBND ngay 22/01/2015 cda Chu tich UBND TP Nhén vao day dé
Chi tiét [ Ludn chuyén = Dy théo *, BUt phé . Phéi hop |2 Quan Iy phiéu trinh XU Iy lai ho so

& 45/VP-DN - 23/03/2015 - Vp doan dbgh va hdnd
2 Vv x(r ly ddn c6ng dan

chi tiét B Luan chuyén T D thio  BUtphé . Phéihop £ Quan Iy phiéu trinh

Hinh 23:  Danh sach HSVC cho xi Iy
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bé tiép tuc xu ly hd so, nhan “Xu ly 1a1”. Hop thoai x4ac nhan hién thi, nhan OK dé
tiép tuc.

Ban co mudn tiép tuc x Iy cong viéc nay

khéng?

Hinh 24:  Tiép tuc xit Iy cong viéc di lwu cho xiv Iy

Sau khi chon xt 1y lai, hd so dugc dua qua danh sach hd so cong viée chua xir Iy dé

nguoi dung xur 1y.

4.3.4 Danh sach ho so cong viéc hru két thic
La noi luu trir danh séch vin ban/cong viée d luu két thac (Nhin vao “Luu két thic”
tai Danh sach chua xu 1y).
Nguoi ding luu két thic viée xtr 1y khi nhitng van ban/cong viéc d6 chi xem dé biét
thong tin va khong xur Iy hodc tam thoi trong thoi gian hién tai khong thuc hién xtr
ly.

XU LY CONG VIEC W

« Tim kiém
Loaictngviee | —Chon loai cang vigc— B Céc tigu chi fim kigm
NGi dung [¥[Trong tén cong viéc  [[Trong néi dung dv thao
Bon vi giri S6, ky hiéu van ban
NG nhén i Iy NgLrdi chuyén xie Iy
%
Chuwa xtr Iy Da xir ly Ché& ban hanh Dé ban hanh Ly ché xir ly m Phéi hop
Hién thi 1 - 10/ 934 két qua Hiénthi[ 10[~| Trang 1 [-|r04 I{Dautién dTrangtrroc Tiéph  Cudikl

o Iy lai
= 39/CNDN - 31/03/2015 - Nha Xuat Ban Tt&TT ’
1 V/v té chifc Ngay sach Da Nang 2015

Nhén vao day dé

chi tiét B Luan chuyén T Dy thao “y BUt phé < Phdi hop | £ Quén Iy phiéu trinh ma ho so, xt Iy lai

= 289/UBND-VHTT - 30/03/2015 - UBND Qudn Thanh Khé
2 V/v trién khai k& hoach ngay séch Vigt Nam f&n thir 2

Chi tiét B Luan chuyén = Du thdo “y BUt ph& < Phdi hop 2 Quén Iy phiéu trinh

Hinh 25:  Danh sdch cong viéc luu két thiic
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Trudong hop can mé lai ho so dé xir 1y, nhan “Xur 1y lai” dé thuc hién mé hoé so. Ho so
sau khi nhan xur Iy lai s€ dugc chuyén lai vao danh sach Ho so cong viéc chua xur ly

deé co6 thé thyc hién cac thao tac xu ly van ban.

4.3.5 Danh sach ho so cong viéc phéi hep

La noi hién thi danh sach cac van ban dén/cong viéc can xur Iy ma c6 yéu cau phoi

M 9 4
hop tham gia xtr 1y.
XU LY CONG VIEC | TaEm e cone viee |
» Tim kiém
Loai cong viéc --Chon loai céng viéc-- EI Cac fiéu chi fim kiém |
N&i dung [@[Trong tén cdng viéc  [[Trong ndi dung dv thao
BDon vi gl S6, ky higu van ban
Ngréi nhan xi Iy Ngudi chuyén xie Iy
4
Chura xir ly Paxcrly Ché& ban hanh D3 ban hanh Lwu ché e Iy Lwu két thic Phdi hop

Hién thi 1 két qua

nl Ngay chuyén sy v I Giam dan v

[ 588/STNMT - 15/10/ 2014 - SO Tai nguy&n va Mai trudng
1 Vv trién khai hé théng QLVBDH

Nhén vao day dé
thirc hién phai hop
v ngudi cling xi Iy

“ Chi tiét B Luan chuyén = D thao % Biit phé < Phdi Kgp |7 Quan Iy phiéu trinh

Hién thi 1 két qua
Hinh 26:  Danh sach phéi hop xir ly

e Pé tham gia xtr Iy, nhdn vao muc “Phdi hop” dé xem danh sach céc gop .

% K& hoach thuec hién phong trao HiEn mdu nhan dao

Danh s4ch Nhan dé phan hoi

cac goép y

* Chitiét g Ludn chuyén T Dwthdo < Phdi hop 2 Van ban lién quan

|G()p'jr | I\Igu'c'ri phdi hop

# Noi dung gop ¥ Tép dinh kem

fc cho tifng ngui cu the | 1'0UYEn Le Hong 01.2011 TTBNV.doc

Mén phdn chia inh

MNgoc T ¥em phan hoi
Nhanvao  nndnvao day dé ’ _ Nhdn dé xem danh
daydégopy  yem danh séch Nh,an_véo:déy'ﬂé sdach cac phan héi
nguwdi phdi hop tai file vé& may

Hinh 27:  Xem danh sdch y kién phéi hop xir ly

e Dé tham gia dong gop y kién, nhén vao lién két “Gop
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5 K€ hoach thu'c hién phong trao Hi€én mdu nhan dao

= Chitiét gy Luan chuyén T Dwthdo < Phdi hop 2 Vin ban lién quan 2 Quan If phiéu trinh

Nguwdi phdi hop
Ngudi gop ¥ Tép dinh kém ]

[ #| NGi dunggdp ¥ ﬁ d .
Chita cd gép ¥ nao Phén thdng tin hién thi khi nhan vao "Gaop y"

a ™

Réi dung odp 7 Mén phdn chia linh vt cho tirng ngudi cy thé

(@ Thém mi
01.2011.TT.BMV.doc 22/07/2014 Hoa

N o0 | Y,

Hinh 28:  Gdp y phéi hop xir Iy

Nhép thong tin gop y va nhan vao nat “Gop y” dé gui y kién. Luc nay, y kién vira
duogc giri s& hién thi tai danh sach cac gop ¥.
e Pé xem danh sach cac nguoi cuing phdi hop dé xtr Iy vian ban dén/cong viéc: nhan
chon vao lién két “Nguoi phdi hop”.
& K& hoach thy'c hign phong trao Hién mdu nhan dao

= Chitiét B Luin chuyén T Dwthdo s Phéihop £ VAn ban lidn quan £ Quan I phiu tinh
Ngwrévi phoi hop
[ # | NGi dung g6p ¥

1 | Nén phan chia inh vi'c cho ti'ng ngu'di cu thé Mguyén L& Hing Naoc 01.20MM.TT.BNV.doc

Ngu'di gop ¥ Tép dinh kém ]
Phan hdi
Xem phan hdi

Phan hdi
¥em phan hoi

Danh séch ngurdr

2 | Bing vy vdiy ki€n trén phéi hO’D

Ngu'dgi phoi hop Ngu'di yéu cau
1 | Nguy&n L& HBng Ngoc Nguy&n Hodi Birc
2 | Phan Tan Ludn Nguy&n Hoai Bic
3 Nguyén Thi Hign Nguyén Hoai B'c

1 1 .
Thém ngu'di phdi hgp --Chon phéng- IZ[ Nguyén Thi Bao IZ[ m_l

Chon tai day va nhan "Thém" dé thém ngw i phdi hop
Hinh 29:  Xem nguwoi cing phéi hop xir Iy
4.3.6 Danh sach ho so cong viéc ché ban hanh
La noi hién thi danh sach cac hd so cong viéc da duoc chon va chuyén dé ban hanh.

Nhitng ngudi dung nao tham gia vao trong qua trinh xir 1y ctia van ban thi méi thay

dugc yéu cau ban hanh du thao tir vin ban d3 xtr 1y trong danh sach chd ban hanh.
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Mo6i nguoi dung tham gia xtr Iy moéi van ban khac nhau thi danh sach cho ban hanh &
moi nguoi dung cling khac nhau.
XU LY CONG VIEC [ THEM MO1 CONG VIEC |

+ Tim kiém
Loai cong viéc --Chon loai céng viéc—- EI Céc fiéu chi im kiém
Noi dung [@[Trong t&n céng viéc  [[Trong ndi dung dv thao
Don vi giFi 56, ky hiéu van ban
Nguai nhan xF Iy Nguwdi chuyén xiF Iy
<
Chuwa xiF Iy Dé xF Iy m D4 ban hanh Lwru ché xi Iy Liru két thuc Phéi hop
Hién thi 1- 10/ 30 két qud Hién thi| 10 E| Trang 1 E| s3  |4Ddutién | Trang tredc | Tiépp  Cudip|

& ZglfSI TTT-CNTT - 12/03/2015 - Sd thdng tin va truyén thong thai nguyén
1 Vv hd trg x8y dung d& &n phat trién chinh phu dign tf Théi Nguy&n déh ndm 2020 va dinh hudng d&n ndm 2025

Chi tiét g Luan chuyén T Dir thao %y Bt phé & Phéihep 2 Quén Iy phiéu trinh

= 499/STNMT-TTCNTT - 10/03/2015 - Sd tai nguy&n va mdi trudng
2 Vv gdp v ban hanh Quy ché thu thip,cip nhat khai thic va st dung dif [u v t3i nguyén va médi trudng trén dia ban thanh phd Pa Ning

chitiét [ Luan chuyén T D thao “ Butphé < Ph6ihgp £ Quan I phiéu trinh

Hinh 30:  Danh sach dw thdo cho ban hanh
Tai Danh sach nay ciing c6 cac lién két nhu cac danh sach khac, nhan vao lién két

tuong img dé xem thong tin v€ van ban dén — cong viéc chd ban hanh.

4.3.7 Danh sach ho so cong viéc da ban hanh
La noi hién thi nhitng cong viéc da hoan tat trong qua trinh xt 1y (43 ban hanh vin
ban)

XU’ LY CONG VIEC W|

= Tim kiém
Loai cong viéc —Choen loai céng viéc—- B Céc tiéu chi tim kiém
NGi dung [#[Trong t&n cdng viéc  [[Trong ndi dung dv thao
Bon vi gl S0, ky hiéu vén ban
Ngéi nhan xF Iy NgLai chuyén xie Iy
4
Chwa x(r Iy DA xir Iy Ché& ban hanh D3 ban hanh Lwu chér X I Lwu két thic Phéi hop
Hién thi 1 - 10/ 126 két qua Hién thi| 10 E Trang 1 E] 13 |4DaAutién {Trang tredc | Tiépp  Cudip|
& 615/SNV-VP - 24/03/2015 - S5 ngi vy 248/STTTT-CTT
1 V/v ho trg cai dat phan mém quan ly van ban va diéu hanh mdi

Chi tiét B Luan chuyén T Dy thao “ BUt phé  Phdi hop | Quan Iy phiéu trinh

& 1217/SVHTTDIVP - 24/03/2015 - S& vin héa, thé thao va du lich 282/STTTT-TTra
2 Vv d& nghi ngting cung cap dich vu vien thong s6 dién thoai quang cdo rao vat

chi tiét B Luan chuyén = Dy thao “y Bt phé < Ph6i hop 2 Quén Iy phiéu trinh

Hinh 31:  Danh sich ho so cong viéc Di két thic
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4.3.8 Quan ly phiéu trinh
La noi hién thi nhimg phiéu trinh céng viéc trong qua trinh xtr Iy. Tir menu “Quén 1y
van ban”, ré chudt vao “Xu 1y cong viéc” va chon vao muc “Danh sach chua xtr 1y,

nhan vao lién két “Quan 1y phiéu trinh” dé dwa 1én phiéu trinh cho vin ban tuong

ung.
[ 600/ SKHDT - 04/11/2014 - S6 K& hoach va Pau tr Chuyén xir Iy
/v trién khai churgng trinh hanh déng Chuyén ban hanh
. . i Liru che xiF Iy
“ Chi tigt Ludn chuyén T Du thao %, But phé & Phai hD’pl 2 Quan Iy phieu trinh Luru két thae

s ol

Chen file dinh kém # Chon t&p dinh kém Chua chon t8p

¢ ten " TNgudimnh | Ngaytrimh |

1 | moihop.doc Mouyén Hoai Birc 07/11/2014

Kich vao déay dé
x0a phiéu trinh

Hinh 32:  Thém méi phiéu trinh
- Pé xem chi tiét thong tin Quan 1y phiéu trinh, nhan lién két “Quan 1y phiéu trinh”
- Kich vao nat “Thém phiéu trinh” va nhan Chon tép tin dinh kém tir may tinh 1én,
sau d6 kich nat “Luu” dé luu lai thon tin cua phiéu trinh

- Kich vao nit Xo6a dé xo6a phiéu trinh.

4.3.9 Tim kiem Ho so cong viéc
e D¢ tim nhanh dén ho so: st dung chirc nang tim ki€ém tai cac danh sach cua
mdi loai Ho so cong viéc.

HO SO CONG VIEC

» Tim kiém
Laoai cdng viec -Chan leai cdng viéc-- v
Mgi dung
# Trong tén cdng viée Trong ndi dung dw thao
Mguéri nhan x Iy Mgweri chuyén xi Iy
=

Hinh 33:  Tiéu chi tim kiém HSCV ban diu
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e (0 2 loai tiéu chi tim ki€ém Ho6 so cong viéc: Tim kiém theo viéc xtr ly van ban
dén hay theo cong viéc. Moi loai ¢6 nhiing tiéu chi tim ki€ém riéng. B¢ thuc
hién, chon loai tim kiém tai muc “Loai cong viéc”.

e Khi chon Loai cong viéc 1a “Xur Iy van ban dén”, cac tiéu chi tim ki€ém nhu

Sau:
XU LY CONG VIEC
+ Tim kiém
Loai céng viée XU Ij van ban dén v
Méi dung
#Trong trich yéu Trong ndi dung du thao
Bon vi giri 36, ky higu van ban
Ngui nhan xir Iy Mgui chuyén xir Iy
MNgay ban hanh = > ]
Mgay dén = > 2
S8 van ban --Chon tat ca-- v Loai van bén —Chon tat cd-- v
$6 dén Tim gan ding

#ITim kiém nang cao

Hinh 34:  Tiéu chi tim kiém danh cho truong hop Xir Iy vin bin dén

e (Cac ti€u chi tim kiém khi chon Loai cong viéc 1a “Cong viéc™:

XU LY CONG VIEC

+ Tim kiém
Loai céng viéc Cong viéc v
Néi dung
# Trong tén cong viéc ‘Trong néi dung du thio
Nguw&i nhdn xir Iy MNgudi chuyén x0r Iy
Tir ngay B Bén ngay ]

#ITim kiém nang cao

Hinh 35:  Tiéu chi tim kiém danh cho truwong hop Xir ly cong viéc
e Nguoi dung nhép céc ti€u chi can tim va nhan “Tim kiém” va theo doi két qua

tai phan bang bén dudi.

4.3.10 Xem chi tiét Hd so cong viéc:

La chure nang cho phép nguoi sir dung xem chi ti€t thong tin vé van ban, cong viéc xur

s

ly.
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e Tai danh sach HO so cong viéc, nhan “Chi ti€t” tai moi dong cua danh sach dé

xem thong tin cta hd so twong tmg.

I T I

# K& hoach thuc hién phong trao Hign méu nhan dao Chuyén ban hanh

Chuyén xt¥ ly
Luu che x Iy
Py Luan chuyén = Du thao % Phéi hep (2 Van ban lién quan |2 Quan Iy phidu trinh Luu ket thic
. K& hoach thuc hién phong
. Tén cdng vi trao Hign méu nhan dao Mgay tao 21/07/2014

MNgudi yéu cau Nguyén Hoai Birc Mgudi ti€p nhan Nguyén L& Hang Ngoc

M&i dung _ Nhén dé xem chi tiét MNgudi tao Binh Thi Minh Phurgng

M t - Nhan lai vao day dé &n théng tin chi tiéf e quan trong Binh thudng

File dinh kém 01.2011.TT.BNV.doc  <le=—File dinh kém clia céng viéc. Nhan vao day dé tai vé.

Hinh 36:  Xem chi tiét thong tin céng vigc
e Tai muyc File dinh kém: nhan vao lién két tai tén tip tin (néu co) dé tai file vé
may.

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

4.3.11Quan ly du thao

Mot hd so cong viéc thuong c6 cac du thao di kém trong qua trinh xtr Iy. Nguoi st
dung c6 thé quan 1y cac du thao cia mot hd so cong viée khi nhan vao lién két “Du
thao” tai H6 so cong viée do.

& 457/VP-VX - 10/11/2014 - v&n phong ubnd thanh phé da ndng 28/02/2015 n -
Vv Té chifc Cudc thi trinh dién phdo hoa trén may tinh Danh sach dy thao
chi tiét [ Luan chuyén[T Duthdg|*, But phé < Phéinop 2 Quan Iy phiéu trinh )

Ban hanh

Chuyén xi Iy
Chuyén ban hanh
Lwu chéy xi Iy
Luru két thic

Dw thio Phién ban

Phién ban 1.0: Nguyén Hoai Birc - 10/02/2015

; _ 2% - duthac.docx
Viv ke hoach to chirc Cude thi trinh - .
dién phao hoa trén may tinh Chon tép dinh kem™a 6non tep

o 6“1 o Nhén G& tai tap tin

an vao day de cap Xbadythao @Thém moi phién ban
nhét théng tin dw thao/ ) ’ Nhan Vao thém méi tap @ P

© Thém dy thic.eg Nhan vao day dé tin dinh kém dir thao

thém duw thao

Hinh 37:  Xem danh sdch dw thdo
e Dé x06a 1 file cia dy thao: nhin vao biéu tugng & tai tén file twong ing. Truong
hop du théao chi co 1 file, néu xoa file thi s& x6a ludn thong tin cua du théo.
o Dé tai du thao vé may, nhan vao tén tap tin twong img mudn tai vé may.
e Check chon vao muc “Chon ban hanh” dé thuc hién xac nhan viéc déng y ban

hanh.
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e Pé thém moéi du thio, nhan vao biéu twong “Thém mdi”. Man hinh hién thi nhu
Sau:

© Thém dw thao

Tép dinh kém * + Chon tép dinh kem Chua chon tép
Trich yéu VB dw thao
Loai védn ban — Chon loai van ban — H

o L i

Hinh 38:  Thao tic thém mdi dw thdo
Nguoi dung nhap cac thong tin can thiét, nhan “Luu” dé hoan thanh viéc gan du thao.
Truong hop khong mudn thém méi, nhan “Huy”.

e Dé cap nhat cac thong tin chi tiét cua du thao: nhan vao tén dy thao

Phién ban 1.0: Nguyén Hoai B irc - 10/02/2015
2% - duthao.docx

VIv k& hoach té chire Cudc thi trinh e chon 1 -
P . . i an di 2 LFi 0N 1€
dién phao hoa trén may tinh aConiconnken P
T S A . @ Thém mdi phién ban
Hién thi khi nhan vao tén duw thao < P

@ Thém dw thao

Trich yéu VB dip thao Vv ké hoach t& chibc Cudc thi trinh dién phéo hoa trén mdy tinh

Loai van ban — Chon loai van ban — H

Con o
Hinh 39:  Thuwc hién cdp nhdt du thdo
e Truong hop nguoi st dung cép nhat file du thdo va dua 1€n hé théng file méi nay,
ngudi dung can thue hién danh phién ban cho dy thao. File méi nhit s& 1a phién
ban cao nhét ciia du thao. Nhin chon vao “Thém moéi phién ban” dé thém phién

ban méi cho du thao.
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S T N T

Phién ban 1.0: Nguyén Hoai Blre - 10/02/2015

Viv ké hoach té chire Cudc thi | S - duthao.docx 7
1 trinh dién phao hoa trén may 4 Chon tép dinh kém Chira chon tép
tinh

@Thém mai phién ban
Phién ban* 2

Tép dinh

. 4 Chentép dinh kem Chura chon tép
kém

Tw dong tang Ién 1 theo phién
Cha thich  ban cao nhat dang cd. Phién ban
duwroe dinh dang theo s& nguyén P

i

Hinh 40:  Ddnh phién bin mdi cho du thdo

e D¢ theo doi, quan 1y duoc céc phién ban cua mot du thao, nhan “Xem lich su” dé
xem tat ca cac phién ban cua dy thao.

(= 457/VP-VX - 10/11/2014 - Van phong ubnd thanh phé da nang 28/02/2015
V/v Té chifc Cudc thi trinh dién phdo hoa trén may tinh

" Chi tiét g Luan chuyén T Du thdo y BUt pné < Phdihop | £ Quan ly phiéu trinh

S ST

Phién ban 1.0: Nguyén Hoai Dirc - 10/02/2015
- duthao.docx

VIv ké hoach té chirc Cudc thi  phign ban 2.0: Nguyén Hodi Dirc - 10/02/2015

1 'l'.ril‘ll‘l lﬂlél‘l Phéo hoa tl'ﬁl‘l I‘I"Iﬁy h - duthao dasua.docx

tinh . ;
4+ Chon tép dinh kém Chura chon tep

@ Thém mai phién ban

@ Thém dw thao
Hinh 41:  Xem lich sir cdc phién bdn du thdo

4.3.12Tao hd so cong viéc
Tai bat ky cac danh sach dugc chon tai muc “Quan ly van ban” 2 “Xur Iy cong viéc™:
nhan vao nit “Thém moi cong viée” tai goc phai man hinh dé thuc hién thém méi

cong vi¢c. Nguoi dung thyc hién thao tidc twong tu nhu hinh bén dudi, cac céd dau *
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nhu ngudi yéu cau, trich yéu cong viéc va chuyén xur 1y 1a bat budc nhép li¢u. Con lai

thi khong bat budc nhap li¢u.
THEM MG CONG VIEC

Ngwéi yéu cau® 5TE B s T T Néu khéng chon lai ngwdi yéu cau thi mac dinh hé
Té Téng hop Chau Thi Thiy Phurong théng sé hién thi nguei dang dang nhap hé théng

Trich yéu cong viéc*

Béo cdo tinh hinh xi ly phdn mém

M3 ta chi tiet Tinh hinh xt Iy phdn mé&m trong thang 10 cta toan co quan o,
M@ ta chi tiet cho Trich
yeu cong viéc
Tap tin mb ta cong viéc © Themmoi < Xoa La noi dé dinh kém tai ligu vién dan cho
STT [ Tén Ngay tao cdng viéc giao chuyén x ly
Y kién xcrly Kinh chuyén anh xem xét
Po quan trong ‘ Binh thuen > J Néu chon mirc dd quan trong/ rit quan trong dé danh
4 B Quan trong —| déu giup cho ngwsi dwee chuyén xir Iy biét dwoc day la
Rat quan trong cdng viéc quan trong, can wu tién xc ly

Van ban nbdi bd

]

Chon dé hién thi giao
dién dinh kém tép dw
thao

Khdng cé vén ban du thao lién quan

% Thém dw thao

Tép dinh kém = + Chontép dinh kem Bao cao su dung pm thang 10.docx,

. Béo cdo tinh hinh st dung phén mém théng 10
Trich yéu VB dy thao op 9

Sau khi da chon tép dinh
kém, BAT BUOC phai
kich chon Lwu

Loai van ban - Chon loai van ban — EI Chon ngwéi chuyén xir ly

tiép theo, c6 thé chon 1
m hoac nhiéu nguwei

7

Chuyen xw Iy Nhém - Chon nhém -- H

27112015 [
Ngwsi | Chau Thi Thuy Phuong — 1 Phan Thanh Phong Xdr Iy B Xom
Béng Thi Kim Yén 20 @ngay Ogio

Haé Thj Minh Chi |

& T [ 271112015 [
\l‘;lgzi'l'nlhli\lgoc Dung 2 HupnhThiALy Xir Iy B oa
Ngé Van Hea 1 20  @ngay Ogio

Chon chirc nang xir ly dé giao
chuyén x Iy cho nhiéu ngwei

Hinh 42: Tao cong viéc mai
Sau khi d4 hoan thanh nhap liéu, nguoi dung chon vao nat “Chuyén” dé chuyén xir 1y
cong viéc da tao.
Tat ca cac cong viée da khoi tao hodc dd xur Iy xong thi nam bén Danh sach da xir 1y

(Menu Quan ly van ban = Xt ly cong viéc = Danh sach da xi 1y).

4.4 Quan Iy hd so cong viée
Tai thanh trinh don cua Hé théng QLVBDH, ré¢ con tré chudt vao “Quan ly van ban”.

Tiép tuc ré€ xuong “Quan ly ho so cong viéc”. Danh sach cac thao tdc danh cho viéc
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quan 1y ho so cong viéc dién tir dugce s6 xudng dé ngudi dung chon lya. Nguoi dung

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

Quan Iy ho so cong viéc»

Danh sach HSCV dién tur

Quan Iy thw muc HSCV dién tir

4.4.1 Quan Iy Thu muc hd so cong viéc dién tir

La noi thé hién tat ca cac thu muc ma nguoi dung c6 quyén dugc thay.

Céc nit thao tac —p m TRO LAI

DANH SACH THU MUC HSCV

. Nhép vao day va nhan
» Tim kiém fim dé fim thur muc

Loe % Nhén vao day dé phan quyén Chontdtca v
cho thur muc trong rng

m-:-

1 Hb sd cong viéc 2014 Binh thurang Co
2 K& hoach hoat déng 2014 Danh' sdach cac [hu)' muc Phan gquyén  Binh thudng Co
3 Bdo cdo 2014 the hién phan cap Phan quyén  Binh thurdng o
4 --Bao cao két qua cong tac Phan quyén  Binh thudng Co
5 --Bao cao thanh tich thi dua «§ I Nhén vao ténthw MYE dé mu}ttmén._cﬁp nhat l co
6 --Bao cdo s6 liéu tong hop Phan quyen  Binh thuridng Co

Hién thi 6 két qua. Hién thi |10 » Trang |1 v |/1 [4Pautién |4 Trang tregre | Tigp b | Cudi bl

Hinh 43:  Danh sdach thu muc HSCV dién ti
e Dé loc tim mét thu muc, nhap tén thu muc can tim va nhan “Tim kiém”.
e Dé loc lai thu muc theo danh sach di su dung hodc chua st dung: chon vao 06 tai
g6c phai cua man hinh.

DANH SACH THW MUC HSCV m

- Tim kiém
| Chon tat ca |
Chura s dung
| sm [ ® | mertwme pastaung ]
1

Hb sd cong viéc 2014 Phan quyén  Binh thudng Co

Chon tai day dé
loc danh séach

Loc

B3 quan trong
2 K& hoach hoat dong 2014 Phan quyén  Binh thudng Co
e D¢ x06a ho so cong viéc, check chon vao cac thu muc mudn x6a va nhan vao nit

“Xda” tai goc phai man hinh.
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DANH SACH THU MYC HSCV @

- Tim kiém

Loc chontitcd v

o e | obgmmon | oddecaiamg

1 Hb sd cong viéc 2014 Phan quyén  Binh thuidng Co
2 K€ hoach hoat déng 2014 Phan quyén  Binh thufdng co
3 Bao cdo 2014 Phan quyén  Binh thufdng co
4 rd a0 (30 két qua cong t&c o PR Phan quyén  Binh thuidng Co
Chon tai ddy, nhan "Xoa" dé thirc
5 ti ==Ba0 cao thanh tich thi dua hién xéa thuw muc Phan quyén  Binh thuidng Co
6 --Bao cao s6 liéu tong hop Phan quyén  Binh thuidng Co
Hién thi 6 két qua. Hiénthi|10 v Trang 1 v|/1 [4Dautién |4 Trangtrree | Tiéph | Cudibl

Hinh 44:  Thao tic xé6a HSCV dién tir

e Dé thém mdi thu muc ho so cong viée, nhan “Thém méi” tai danh sach nay. Man

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

THU MUC HSCV

Tén thw myc” Béo cdo thanh tich thi dua
Thudc thie myc cha Bao cao v
D¢ quan trong Binh thwdéng

Pa dwoc sir dung v

Hinh 45: Thém mdéi HSCV dién ti
Nhén “Tré lai” trong truong hop mudn quay vé danh sach thu muc

o Dé cap nhat thu muc HSCV, nhan vao tén thu muc can cap nhat

THU MUC HSCV LUy

Tén thw myc * Béo cdo két qua cing tac
Thuée thwe muc cha Bao cao v
B4 quan trong Binh thuwéng 7

Pa dwoc sir dung ¥

Hinh 46: Cdp nhdt HSCV dién tir
e Phan quyén thu muc HSCV: Viéc nay nham chia sé thong tin thu muc cho cic
nhom ngudi ding, phong ban, hay ca nhan. Céac ddi twong dugc chia sé chi co thé

st dung cac thu muc nay theo quyén di duoc phan (Xem/Cap nhat/Phan quyén).
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PHAN QUYEN THW MUC TAP HO SO CONG VIEC

+ Quyén truy cap - Phong /‘

Nhén Iru dé hoan tat phan quyén

S S ST YT

Van phang

2 Ban l&nh dao

Check chon vao cac 6 é
phén quyén twong kng cho
cac phdng

3 Phéng Tdng hap

4 Ban Giam déc

5 Phang Bao chi - Xuat ban

6 Fhéng Buu chinh - Vién théng

7 Phéng Cdng nghé thdng tin

] Phang Ké hoach - Bau tu

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

11 Trung tam Vi mach

12 Van phéng

+ Quyén truy cap - Nhom

e ——

Chuyén vién

Check chonvao céac 6 dé
phén quyén twong tng cho
tlrng nhém nguwéri ding

2 Lanh daoc Phdng

3 Lanh dac Van phéng
4 Lanh dao cd quan

3 Van thu

+ Quyén truy cap - Nhan vién

e — ——a

Pham Kim Son

2 Nguyen Hoang Cam

Check chon vao cac 6 dé
phan quyén tirong (kng cho

3 Nguyén Quang Thanh
4 Nguyén Bang Trudng tlrng ca nhén

5 L& Kim Qudc
6 Huynh Thi Boan Anh
7 Vii Thi Hoang Anh

8 Nguyén Chudng i td 4 r
Hinh 47: Phdn quyén thu muc HSCV
4.4.2 Quan ly Ho so cong viéc dién tir
a. Danh sach Hé so cong viéc dién tir:

La noi hién thi tat ca cac HO so cong viéce dién tor ma nguoi dung da dugc phan quyén

dé xem. Danh sach nay khong bao gdm nhitng hd so di dua vao luu tri.
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DANH SACH HO 50/ CONG ViES

= B Thir muc HO so cong + Tim kiém o f )
viéc B Nhan dé chuyén sang khoi
NEolEiG NGi dung = Quéan Iy the muc HSCV BT
» Chirong trinh dao tao
S - | T —

» K& hoach hoat déng
¥ Ké hoach thi dua
» Phan cong céng tac _/

Bao cdo cdng tac quy I (HE sd da dude ding)
= Chitiét [ Van ban £ Phan quyén

g ddng thang 9/2014 Tinh trana hé sor
2 ['= chitié& g5 Vin ban |2 Phan quyen| NG

Fhan bd can co _h@c vi Ia Tién i (Tdi han Iuu trif)
7 Chitiét BY Van ban | Phan quyén

Cap nhat
Hay ddng hd so

1

Cap nhat
Bdng hi so
¥oa

Cdp nhat
Hiy ddng hi sa
Chuyén lvu trif

Hién thi 3 két qua.

. : Céac lién két hién thi th
Céc ién két quan Iy théng tin v& HSCV var 15, tin trang HSCY

Hinh 48: Danh sach HSCV dién tir
e Tai phr:?m bén trai 1a thu muc ho so cong viéc: nhan vao thu muc dé hién thi
hd so cong viéc twong tng ctia mdi thu muc.
e Nhéin vao nat “Thém mdi hd so cong viéc” dé tao moét HSCV dién tir moi.
e Nhan vao “Thu muc hd so cong viéc” dé thuc hién quan 1y thong tin cac thu
muc Hd so cong viéc dién tu.

e Nhin vao “Chi tiét” d& xem thong tin vé HSCV

Bdo cdo cdng tac quy I
= Chitift s Van ban |2 Phan quyén

R T . - - N Cap nhat
Tén tdp hd so Bao cao cdng tac quy I Tén phdng ban Thanh tra g ;
1 L = L S bdng hi sa
Ngudi tao MNguyén Chudng Bifc Thu muc Bdo cdo Xda
Mgay tao 24/07/2014 Ma s& BC-II

Hinh 49: Chi tiét Hé so cong vigc dién tiv

e Nhan “Vin ban” dé xem thong tin cac van ban, tai liéu dugc luu trir trong
hé so twong ng:

K& hoach hoat déing théng 9/2014 Nhan vao cac thé dé xem céc
= Chitiét Bk Van ban |2 Phan quyén ( VB fwrong tbng véi tirng loai

van bandén Vanbandi Van ban khac Tailiéu da phuong tién

[

2 Bdng hd so
KHOO1 - 23/07/2014 - Ban quan Iy DA Bau tu XD Khu CNTT tap trung TP ¥da
1 Ba Mang (ITP) Xoa
EHOO1

Nhén dé xem cac ~ Chuyén

[ chitiét P Ludn chuydn = Dv thio| <— thong tin ciia VB

Hinh 50: Xem danh sdch cdc vin bédn ciia HSCVDT
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Truong hop mudn x6a van ban khoi ho so, nhan “Xo6a” va xac nhan viée xoa.

Truong hop mudén chuyén vin ban dén ho so cong viéc khac, nhan “Chuyén” va chon
dén thu muc, hd so can chuyén. Nhéan vao tén HSCV DT can chuyén va thuc hién xac
nhan viéc chuyén.

K& hoach hoat dﬁng tha'_ng a/2014
™ Chitiét [k Van ban |2 Phdn quyén

Van ban dén | Vanbandi Van ban khac  Tailiéu da phuong tién

KHOO1 - 23/07/2014 - Ban quan |y DA B3@u tu XD Khu CNTT tdp trung TP ) )
Ba Nang (ITF) Cap nhat
2 KHOO1 Bdng hd so
= Chi ti 5 wE — ; Xda
1 Chi tiét Il_uan chuyén Dur thao . Y64
Thu' myc HSCV: | Bdo cdo v
[STT | Tén hid sd obng viéc

1 Bao cdo cdng tac quy H\‘:‘\-‘;

g

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

Hinh 51: Chuyén vin bin sang HSCVPT khdc

e Nhan “Phan quyén” dé xem thong tin vé cac quyén han déi véi ho so hién

chia s¢ HSCV dién tir.

Mhén dé xem théng tin phan quyén ) ]
Nhén vao day dé thurc
hién phan quyén

Bdo cdo cdng tac quy I
™ Chitiet F& Van ban{/Z Phan quygn
(Whom __________|Phong ban [Nhanvién _______|Phanquién Cap nhat

= . = Bdng hid so
Mguyén Chirang Bifc (Xem - Cap Xcl'ag
Chuyén vién (Xem) Mguyén Thi Uyén Phudng (Xem - Cap nhat)

/ Pham Trudng Qudc Vi'ang (Xem - Cap nhét::

Danh séch cdc quyén da phan

Hinh 52: Xem théng tin phin quyén
- Dé thyc hién phan quyén, nhin vao tiéu dé cot “Phan quyén” cua danh

sach. Man hinh hién thi khi nhan phan quyén:

35



Tai liéu huéng dan st dung - Hé thdng Quan 1y vin ban va diéu hanh (danh cho Chuyén vién)

PHAN QUYEN HO SO CONG VIEC
+ Quyén truy cap - Nhém

phén quyén trong bng cho

Chuyén vién NhOm nguai ding

Lanh dao Phong
Lanh dao Van phong

Lanh dao cd quan

Mos W N e

van thu

v Quyén truy cap - Phong

Lo | g T gt ananen

1 Ban Giam déc

2 Ban l&nh dao

3 Phang Bao chi- Xust ban Check chon vao céc 6 dé
N B - phéan quyén twrang tkng cho

4 Phong Buu chinh - Vién thdng Phong

5 Phong Cdéng nghé théng tin

6 Phong K& hoach - Ddu tu e

7  Phéng Tdng hgp

8 Thanh tra

9 Trung tam Vi mach

10  Tap chi BT Théng tin - Truyé&n thdng

11  Van phong

+ Quyén truy cap - Nhan vién

I S N N S Y

Huynh Thi Thay Linh
Huynh Thi Boan Anh
Huynh Béng Phuang
Ha Tén Bao

Kiéu Thi Thu Hoai

Check chon vao céc 6 dé
phan quyén twrong tkng cho
tlrng ca nhan

L& Kim Qudc

L& Thi Héng Ngoc

L& Thi Héng En

[T - - R S - (L R R P R R

I'Iguyén Chirgng Bifc

Hinh 53: Thure hién phén quyén HSCV dign tiv
Ngudi dung check chon vao cac quyén ung véi mdi doi tuong muodn phan quyén va
nhan “Luu”.
b. Thém mai Ho so cong viée dién tur:
Dé thém mdi ho so cong viée, nhan vao nat “Thém madi hod so cong viée” tai goc phai

cua Danh sach Ho6 so cong viéc dién tr
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THEM M1 HO SO CONG VIEC

Ma hé so KH-08/2014
S6 hé so* 029553

Tén hé so céng viéc * K& hoach hoat déng thang 9/2014

Thuée thw myc * —Ké hoach hoat déng v| <—— Chonthw muc chia hé so’
Ngay bat dau * 01/09/2014 =
Han ché siz dung * Khéng han ché v| <= Mirc dd han ché danh cho hd so

Khéng lwu trie

Mé ta K& hoach hoat ddng théng 9/2014
Hinh 54:  Thém mdi HSCV dién tiv
Nguoi dung nhap thong tin vé ho so cong viéc va nhan “Luu” d€ hoan thanh.
c. Cap nhdat Ho so cong viéc dién tu:

Nhan vao lién két “Cap nhat” tai danh sach cac chirc nang dugc liét ké tai mdi ho so

cong viéc.
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CAP NHAT HO® SO CONG VIEC

Ma hé so* BC-I
Sé hd sor” 2100066

Tén hé so cong viéc* | Bao cdo céng téc quy |l

Thudc thwr muc * Béo cdo v
Ngay bat déu * 24/07/2014 =
Ngay két thic [l | <= Cap nhatngay dong hd so
£ trang * 0 ﬂ J ] )
Nhanvao + dé téang 1én 1
Sé tap tai ligu * 0 -] Nhan - dé giam 1
Ngan * 0
Ké * 0
Téng * 0
Han ché sir dung Bang xir Iy nghigpw ¥

Khéng lwu trir

Két thiic <4—  Check chon dé déng hd so

Chinh Iy

M6 ta Bao cdo cdng tac quyll
Hinh 55:  Cdp nhdt HSCV dign tir
d. Pdng ho so cong viéc:

Sau khi hoan thanh cong viéc, d€ dong ho so cong viéc, ngudi dung nhan vao lién két

“DPong ho so”. Thuc hién cap nhat cac thong tin va nhan “Luu”.
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Bdo cdo cdng tac quy I
“ Chiti€t Fs Van ban £ Phdn guygén

5@ trang™ 0 he] . - i
_I _I MNhéanvao + dé tang lén 1 don vi
56 tap tai liu* 0 -] Nhan vao - dé giam 1 don vi
Mgan® ] Céip nhat
1 Bidng hd so
Ka* 0 X6a
Tang* 0
Han g luu triF “24},0?;2']15 =0 | ¢ Mhap tai day dé xac dinh ngay giii HSCV vé lwu trik

(Mac dinh han gt¥i Iweu trik 1a 1 nAam sau)

m [Hiy]

Hinh 56:  Déng HSCV dién tir
e. Xo6a hé so cong viéc dién tir
Ho so cong viée chi ¢ thé x6a khi ho so d6 chua dugce dong va tai khoan cua ngudi
dung duoc phan quyén c6 thé Xoéa HSCV d6. Thuc hién viéc Xoéa HSCV khi nhan
vao lién két “X6a” tai mdi HSCV dién ti.
Sau khi nhén x0a, hop thoai xuat hién thong bdo xac nhan viéc x6a. Nguoi dung nhan
“C6” dé thyc hién x6a HSCV di chon.

Ban co chac chac mudn xéa Ho so cong

viec?

Hinh 57:  Xo6a HSCV di¢n tir

f. Huiy dong hé so cong viéc

Poi voi nhiing hd so cong viéc da dugc dong (co tinh trang la “Ho so di duge
dong”), nguoi dung c6 thé mé lai hod sé khi nhan vao lién két “Huy dong hd so”.
Sau khi nhin vao day, hop thoai xuét hién thong bao xac nhan viéc mo lai HSCV.

Nguoi ding nhan “C6” dé thuc hién hity 1énh dong HSCV di chon.
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g. Chuyén lueu triv

DPdi vé6i ho so cong viéc da dén han luu trix (c6 tinh trang 1a “T61 han luu trii” - hd so
c¢6 Han gui luu trit nho hon ngdy hién tai), ngudi dung c6 thé thuc hién chuyén ho so
cho Iuu trit khi nhan vao lién két “Chuyén luu tri”.

Sau khi nhan vao day, hop thoai xuét hién thong bao xac nhan viéc chuyén luu trir

HSCV. Ngudi ding nhin “C6” dé thyc hién chuyén.

5 KHOI CHUC NANG PIEU HANH
Tai thanh trinh don cua Hé théng QLVBDH, ré con tré chuot vao “Piéu hanh”. Danh
sach cac chirc niang thudc khéi Piéu hanh duge so xudng dé nguoi ding chon lua.
Nguoi dung nhan chon vao muc twong tng can thyc hién thao tac.
E
Lich cong tac
Quan Iy cudc hop

Quan ly cong viéc trong tam

Trao doi ndi bo

Tai liéu 150

5.1 Trao doi ndi bd
Puoc sir dung dé cac nguoi dung trao d6i cac thong tin qua lai 1n nhau trong don vi.

Khi chon vao menu “Trao d61 ndi1 bo”, danh sach cac tin dén duoc liét ké.
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TRAO DOI NOI B

somm 1]

Tim kiém tin
In d&m: c6 tin man
= Tim kiem
> (3 Tin dén Nai dung

Théng ba Sé Irong tin ¥ Trong tiéu d& Treng néi dung tin

Nhdc vide chra doc Cha dé& -- Chon tat ca -- v

Moi Hop Nguéi giri -- Chon tat ca -- v Nguréi nhan -- Chon tat cd -- v
Bao Cio Ngay qCri = =3 =
D& xudt Loc tin Tét ca tin v

(
Q
> (3 Tin da gl
Théng bao
g Hién thi 1 két qua
" Nguyén Hoai Birc Maj hop giao ban 05/11/2014 11:53
Méi Hop Danh séch tin Gén
Hién thi 1 két qua
Bdo Cao R ~
Nhan vao day dé doc tin

D& xudt
Tin Nhap(0)

Hinh 58:  Danh sdch tin dén

e Thu muc tin gdm 2 muc “Tin dén” va “Tin di guri”. Trong mdi muc do6, cd cac
thu muc phan loati tin.
- Néu loai tin tai muc “Tin dén” dugc in dam, thu muc d6 co tin chua doc.
Phan s6 bén canh thu muc tin thé hién sb luong tin chua doc.
- Tai muc “Tin da gui”: phén s6 bén canh thu muc tin thé hién s luong tin da
guri cua tung loai.

Nhan vao thu muc tuong iing dé xem danh séach tin trao d6i ndi bd cua tirng muc.

5.1.1 Poctin

Tai danh sach tin, nhan vao tiéu dé cua tin dé doc tin.
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TRAO DOINOIBO
7 ? TRO LAl

THIF MUC TIN
. Crinic L it i ) owriwee Jon) oo
> (3 Tin dén

Théng bao G tir : Nguy&n Hoai Bire
Nhde Vi Gi#i dén : L& Kim Quéc; Nguyén Thi Tam; Nguyén Thi Uyén Phuong; Nguy&n Thi Thu Trang; Dang Van Hea; B Thi Thuy Duong; Pham Hiru Thinh; Than
ac Vige

Trong Trén Thi
M&i Hop CC:

Tiéu dé : Mai hop giao ban

Béo Cdo
Tép dinh kém : 1. moihop.doc
Dé xudt ) R N
Mgi cac anh chi dén phong hop s6 1 vae Iic 8h ngay 6/11/2014 dé hop giao ban
> (3 Tin da glri . .
o [uiniior [ prannoratca J§ coovennee J§ xoa |
Théng bao
Nhéc Vige
Mei Hop
Bdo Cdo
Dé xudt
Tin Nhap(0)

Hinh 59:  Boc tin trao doi nji bé
/{ \ L4 q ;( . /( 14 14
- Nhan vao nut . dé doc tin ké trudc do.

- Nhén vao nit a dé doc tin tiép theo.

- Nhén vao nat “Phan hdi” trong trudng hop mudn tra 10i tin cho nguoi gui.

- Nhan “Phéan hoi tat ca” trong trudng hop tra 10i tin cho nguoi gui, dong thoi
gui kém theo cho tat ca cac ngudi nhan duge tin.

- Nhén “Chuyén tiép” dé chuyén ndi dung tin nay cho mot ngudi khac

- Nhén “Xéa” dé thuc hién x6a tin dang doc.

5.1.2 Giii tin

Dé thém méi mét tin, ban kich vao niit “Soan tin”. Man hinh hién thi nhu bén dudi:
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™RA0 0610180 Con ] e Jiroo)

5 Tin dén ) Chit 33 Mai Hop ]
Théng béo (3) Giri Dén * -
quoclk@danang.govvnhoadv@danang.govvnitamnt3@d
Nhéc Vide anang.govvnl,duongdit@danang.govvn;phuongntu@dan
ang.govvn 1 thinhpt govwni; 1ang.g
Mai Hop (1) Chon nguéi nhan
Béo Cao cc
D8 xudt
- (1 Tin dé givi Chon nguéi co
Théng bao Tiéu dé* Méi hop giao ban
Nhéc Vigc File Binh kem CThém méi 75 Xoa
# O Ten
Mdéi Hop
Normal =10 ¢ 5] A.- A- B I U = % x?
Béo Cao — I = = =
+ 0 0 [H e HR kA M-S S EEEE
D& xudt Emavu. @& & R @M & O =
M&i cac anh chi dén phdng hop sé 1 vao lic 8h ngay 6/11/2014 aé hop giao ban -
Tin Nhap(0)

e Nhap thong tin noi giri tin tai muc “Guii dén”: c6 thé theo cic cach sau

GO dia chi email ngudi nhan va chon tai danh sach dugc liét ké ngay bén

dudi (hd tro nhap nhanh voi danh sach ngudi c¢é dia chi email twong tu véi
email dang nhap)

Guwri Bén * ho|

Nhép dia chi email ngwdi ding

hoadv@danang govvn «g— MNhan vao ngwdi can glbi
hoaiktt@danang.gov.vn

thoattki@danang.gov.vn

hoatd@danang.gov.vn

Hinh 60: Chon mail ngwoi nhin

- Truong hop nguoi dung khong 1o dia chi email, nhan vao “Chon nguoi
nhan” d€ hién thi t€n cac can bd cong chirc. Nhan dap vao nguoi can gui
tin. Hodc nhan “Chon hét” dé guri cho tat cd moi nguoi trong co quan/phong

ban (twong tng vo1 phong da chon).
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Grri Ben * hoadvi@danang.govvn, camnhg@danang.govvn,

Nhan "Chon nguoi )

nhan" va chon tén — _ _
nguwdi muon giki tin ﬁa chi email tworng (kg vor

Chon ngui nhan ngwdi dwrgre chon sé& hién thi
CHON HET

tai muc "Gl dén"

—Chon*c‘mg— EI

Nhan dip vao
ngudi mudn
thure hién giri tin

Pham Kim Son i

J g
Nguyen Quang Thanh
Nguyén Bang Trrdng
L& Kim Qubc

T Y B b

Hinh 61:  Chon nguwoi giii theo tén cdin bj
- Nguoi dung ciing c6 thé nhap day du dja chi email ciia nguoi nhan vao 6
“Gui dén” Cht y, mdi ngudi nhan duoc phan biét bang diu cham phay (;).
e Nhap thong tin tai CC: tuong ty muc “Gtri dén”

e Dinh kém file trong trao ddi noi bo:

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

Nhan "Thém mdi" dé
thuc hién dinh kém file

Chon nguwdi co

LThém méi |«g Xoa
# | Ten W
File dinh kém [ Chon tép dinh kem |  Chua chon tép

File Dinh kem

Hinh 62:  Dinh kém file

File Dinh kem ©Thém méi | X Xoa

# Tén .
1 CapMhatDanhMuc xlsx

2 Danh sach file sau khi dinh kém

3 12011 T BNV doc

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

Hinh 63:  Danh sdch file sau khi thwc hién dinh kém
e Sau khi da nhép thong tin, kich vao nit “Gui” dé gui tin nay di. Truong hop
chi mudn luu lai noi dung tin ma chua gui di, c6 thé kich vao “Luu nhap” dé
lru tam vao trong hé théng. Nhan “Huy bo” hodc “Trd lai” trong trudng hop

khong muén tiép tuc giri tin.
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e (Cic tin da gui duogc hé¢ théng luu lai vao muc Tin da giri.

5.1.3 Xobatin

Dé x6a tin, ban chon mdt tin va kich vao nat “Xoa”.

TRAO DOINQI BO

THU MUC TIN

> (7 Tin dén
Théng bao

Nhéc Viéc
Mei Hop
Bao Cao
Dé& xuat

» (1 Tin da gl
Théng bao
Nhéc Viéc
Méi Hop
Bao Cao
D& xuat

Tin Nhap(0)

—

- Tim kiém
Néi dung

¢ Trong tiéu dé& Trong ndi dung tin

Chi d& -- Chon tat cd -- v
Nguréri giri -- Chon tat cd -- v | MNguéinhan | -- Chon tatcd -- v
Ngay guri & > k|
Lo tin: Tat ca tin v

&

Chon hanh ddng

248 THUC HIEN
Hién thj 2 két qua.
n-mm

Pham Kim San Méi hop tai hdi trudng S6 29/09/2014 14:56

Db Thi Thuy Duigng

Kich chon tin va nhan nit
"X6a" dé x6a tin nhan

Mdi hop giao ban van phéng 5a 18/09/2014 11:05

Hién thi 2 két qua.

Hinh 64:  Xéa trao doi nji by

- Kich chon cac tin mudn xoa.

- Nhan nat Xo6a ¢ goc trén bén phai man hinh dé xoa tin.

- Kich chon C6 dé xac nhan Xoa tin.

5.2 Lich cong tac

Ban mudn xda tin nay ?

Hinh 65:

Xdc nhdn Xoa trao doi noi b

5.2.1 Lich cong tac ca nhan

T menu “Pi€u hanh”, ré chudt vao “Lich cong tac” va chon vao muc “Lich ca

nhan”.
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LICH CONG TAC CA NHAN [ x0n |

Chonngay | 10/02 = Phang Céng nghé thang tin ¥ Nguyén Hoai Brc v Tudnteée | Tudn7 v | Tudnsau

Ngay

Thir hai
09/02

Thir ba
10/02

Thir tw
11/02

Thir ndm
1202

Thir sdu
13/02

Thir by
14i02

Chii nht
1502

- O »w 4 0O »nw 4 0O »n 4 0 w 4 0O u 4 0 nu 4 O n

ca PB N&i dung Thanh phin Pia diém Ghicha Chire ning

i | *
Kich chonvao day dé dang ky

ndi dung nay Ién lich phong | #
| #
Tiép nhan phan mém CNTT Nguyén Phic Vinh Trung Phong lam viéc | &

| #
| #
Trao ddi céng viéc thang 3 96 Thi Thily Duong Phong hop S& |

[ea]

Hop giao ban 96 Thi Thiy Duong Phong hop S& ] 1

] i

Kich chon vao déy dé dang ky Kich chon vao ddy dé ) &
ndi dung nay Ién lich co quan xoa lich cang tac

| &

B &

B &

| &

| &

B &

B &

*

*] #t

* #

* #

Hinh 66: Lich cd nhin
Nguoi ding c6 thé thém thong tin trén lich cong tac, réi nhan “Luu” dé cap
nhat lich cong tac.
Pé thuc hién dang ky lich cong tac 1én lich phong ban, chuyén vién thuc hi¢n
chon vao 6 “PB” & dong lich twong tmg va chon Luu. Lanh dao phong sé& thiy
duogc lich chuyén vién dang ky & lich phong, tuy nhién néu lich 6 khong dugc
lanh dao phong duyét va cho ban hanh thi chuyén vién s& khong thay dugc lich
da dan ky ctia minh.
Chon céc lich cén x6a tai cac checkbox, roi nhan “Xéa” dé thuc hién xéa lich
cong tac .
Thém lich cong tac bén trén hodc phia dudi qua cac biéu tuong * *T tai cot
Chtrc nang.
Pé xem lich cong tac Tuén ké trude hodc Tuan ké sau, nhan vao lién két “Tuan
trude”, “Tuan sau”. Hodc chon s6 tuan dé xem lich cong tac cua tuan do.
Nhén vao lién két “Thém mdi” Hién thi man hinh cho phép nhap thong tin lich

cong tac nhu hinh bén dudi.

46



Tai liéu huéng dan st dung - Hé thdng Quan 1y vin ban va diéu hanh (danh cho Chuyén vién)

THEM MO LICH CONG TAC CA NHAN m———
Néi dung *
P
Dia diém
P
Thanh phén
A
Budi * 4 Sang ¥ Chidu [ Téi
Tir ngay * =
Bén ngay * =

Chuyén 1&n lich phong

Hinh 67:  Thém lich cong tic cd nhéin

5.2.2 Lich cong tac phong ban
T menu “Piéu hanh”, ré chudt vao “Lich cong tac” va chon vao muc “Lich phong
ban” dé xem lich phong da duoc ban hanh.
Lich chuyén vién sau khi dang ky 1én lich phong, néu duoc lanh dao phong phé duyét
va ban hanh thi chuyén vién s& thay duoc lich di diang ky cua minh trong danh sach
lich phong.

LICH CONG TAC PHONG
Chon ngay | 00/02/2015 & | [ vin phong [-] Tudntuee | Tudn7 [+ Tudn sau

gy N dung Thann phin ol cém onicn

Thir ba
1002

Thir tw
11/02

Thir ndm
12/02

Thir sau
13/02

Thir bay
14/02

Chii nhat
15102

4 w4 0 w4 0w 4d40w4d40wmw4d0wmw 400

Hinh 68: Lich céng tic Phong
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5.2.3 Lich cong tac co quan
T menu “Diéu hanh”, ré chudt vao “Lich cong tac” va chon vao muc “Lich co

quan” dé xem cac lich co quan da ban hanh.

LICH CONG TAC CO' QUAN [ 7w igw |
Chon ngay | 09/02/2015 ] B Tuldntreéc | Tudn 7 B Tun sau
Ngay Thei gian N&i dung Chu tri Thanh phan Dia diém DBon vi chuén bi
s
Thie hai c
09/02
T
s
Thir ba
10002 ¢
T
s
Thir tw
11102 ¢
T
s
Thir ndm c
12/02
T
s
Thir sdu
13102 €
T
) s
Thir bay c
14102
T
! s
Chu nhat c
15/02
T

Lich di kién tuan sau
(*) Cac lich mau xanh: B3 ban hanh
Cac lich mau den: Dang cho duyét

Hinh 69: Lich co quan
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