_ UBND TINH THANH HOA CONG HOA XA HQI CHU NGHIA VIET NAM
SO KHOA HQC VA CONG NGHE Doc lap - Tu do - Hanh phuc

804395 /SKHCN-TTCNTT Thanh Hod, ngay 31 thing 12 nam 2025
V/v trién khai phién ban nang cap phéan
mém Quan 1y van ban va hd so cong
viéc dung chung cho cic co quan, don
vi trén dia ban tinh.

Kinh gtri:
- Van phong Doan DPBQH va HDND tinh;
- Cac sd, ban, nganh;
- HDND céc xa, phuong;
- UBND cac xa, phuong;
- Cac don vi truc thuéc UBND tinh.

Thuc hién Quyét dinh sé 295/QD-UBND ngay 24/01/2025 ctia UBND tinh
vé viéc phé duyét du an Nang cap, bo sung chirc ning va trién khai ma rong phan
mém Quan 1y van ban va Ho6 so cong viéc (QLVB&HSCYV) trén dia ban tinh; So
Khoa hoc va Cong nghé da phdi hop véi cac don vi thuc hién viéc nang cap, bd
sung thém cac chirc ning, tinh ning trén phan mém trén phién ban sir dung trén
may tinh va tng dung trén cac thiét bi di dong théng minh.

Hién nay, phan mém QLVB&HSCV phién ban nang cap da duogc tich hop
trén hé thdng ding nhap tap trung cua tinh va san sang phuc vu cho cac co quan,
don vi khai thac sir dung. S& Khoa hoc va Cong nghé ciing di t6 chtc cac 16p tap
huan cho can bo quan tri mang, phu trach CNTT va cic trudng hoc cua cac co
quan, don vi dé giéi thiéu va huéng din cac chic niang chinh trén phadn mém nang
cap. Bé dam bao viéc trién khai dong b, hiéu qua va thng nhat trén toan tinh, S&
Khoa hoc va Cong nghé d& nghi cac co quan, don vi phdi hop thuc hién céc noi
dung sau:

1. T chte cho toan thé can bo cong chuc, vién chic, nguoi lao dong tai co
quan, don vi truy cap, diing thir cc chitc nang trén phién ban nang cap phan mém
QLVB&HSCV tir ngay 01/01/2026 dén 15/01/2026 (cé hwong dan tai Phy luc |
kem theo).

Trong qué trinh dung thir phan mém, dé nghi cac don vi tong hop cac gop y
vé giao dién, chirc niang, quy trinh xr Iy vin ban, hiéu ning xir ly, kha niang lién
thdng, ky s, béo céo théng ké... ciia phan mém (néu co) va gii vé So Khoa hoc
va Cong nghé trudc ngay 16/01/2026 theo mau tai Phu luc II kém theo dé cap
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nhat phan mém, bao dam khi trién khai chinh thic tir 01/02/2026 dat hiéu qua cao
nhat.

2. Bé huéng dan cho toan bo ngudi ding cua cac co quan, don vi sir dung
phién ban méi ciia phan mém, S& Khoa hoc va Cong nghé s& té chirc Hoi nghi tap
huan, huéng dan vao ngay 06/01/2026 theo hinh thuc truc tuyén trén hé théng hoi
nghi truyén hinh cua tinh dén cac diém cau tai cac co quan, don vi. Pong thoi, So
da xay dung cac bai giang, tai liéu theo cac nhom dbi twong st dung phan mém
va cung cap cac khéa hoc trén hé théng hoc truc tuyén tai dia chi:
https://hoctructuyen.thanhhoa.gov.vn dé can bo céng chc, vién chirc, nguoi lao
d6ng cua cac co quan, don vi chu dong tham gia hoc tap (chi tiét ngi dung tai Phu
luc 111 kem theo)

Pé nghi cac co quan, don vi phd bién dén toan bo cac don vi, ca nhan lién
quan tham du ddy du, dung thanh phan dé bao dam théng nhat trong qua trinh
trién khai tap huan, huéng dan dat hiéu qua cao nhat.

S¢ Khoa hoc va Cong nghé giao Trung thm Cong nghé théng tin va Truyén
thong 1a dau mdi hd trg, hudng dan, tiép nhan phan anh va xir Iy cac van dé ky
thuat lién quan dén phan mém QLVB&HSCV. Bau méi lién hé: Ong Tran Ngoc
Hung — Giam déc Trung tdm Céng nghé thdng tin va Truyén thong; SPT:
0916422583.

Trén trong./.

Noi nhgn: GIAM bOC
- Nhu trén;

- UBND tinh (dé b/c);

- PCT UBND tinh Cao Vin Cuodng (dé b/c);
- PGP S& Nguyén Vin Tudc (dé c/d);

- Trung tam CNTT&TT (dé t/h);

- Luu: VT, TTCNTT.

Tran Duy Binh


https://hoctructuyen.thanhhoa.gov.vn/

S6: 4395/SKHCN-TTCNTT; 31/12/2025; 11:27:16

Phu luc I )
HUGNG DAN TRUY CAP VA DUNG THU PHIEN BAN NANG CAP
PHAN MEM QUAN LY VAN BAN VA HO SO CONG VIEC

I. Pia chi dang nhap

1. Trén trinh duyét Web ctia may tinh; truy cap vao hé thong ding nhép tp
trung cua tinh tai dia chi sau:

https://dangnhap.thanhhoa.gov.vn.

UBND TiNH THANH HOA

Tai khoan
Tai khoan
Mat khau

Bon vi van hanh, hé tro: Trung tdm Cong nghé thong tin va Truyén théng Thanh Hoa
@ Websité stnen) Dia chi: Toa nha Trung tdm Cdng nghé théng tin Tinh Thanh Hoa, Dai 16 Nam Séng Ma
TiN NHIEM MANG Phuéng Hac Thanh — Tinh Thanh Hoa
S6 dién thoai: (02373).718.699

© Ban quyén thude S& Khoa hoc va Cong nghé

2. Tai khoan dang nhdp: dung tai khoan hién tai dang str dung.

3. Sau khi dang nhap thanh cong; bam vao bicu tugng “Qudn Iy vin bin
(vdan hanh tir 01/01/2026)”



https://dangnhap.thanhhoa.gov.vn/

phuongnthtskhen O8I mitkhdu  Dang xudt  Lienhé |

Don vi vn hanh, b tro- Trung tim Cong nghd théng tn va Truydn théng Thanh Héa
Dia chl Toa nha Trung tim Cang nghd thong tn tinh Thanh Hoa, Dal 16 Nam Song MS
Phuong Hac Thanh - Tinh Thanh Hoa
Sb @0 thoat (02373) 710609

dn thude 55 Khoo hoo vh Cong nghd

HE THONG QUAN LY VAN BAN VA HD SO CONG VIEC TINH THANH HOA

[, Vinbindén Vinbindi  Vinbdndythio  Lichcéngtic ., khdc

vinbin s © [t o e [ 1. [E——

VAN BAN BEN VAN BAN BI VAN BAN DU THAO HO SO CONG VIEC
= Viin bin dén lién théng o » Chiycfip, kyj sé 0 * Cho ban hanh o

= Vin ban dén trong Tinh [ = Van ban ché gl 0 * Choxirly 0

= Viin ban dén ndi bo. 10 = Viin bin d& gin nhung chua d&n noi 0 » Biudlal 0

= Tir chél dén qua mang o = Nhan d€ bigt 0

« Chitnxirly 1« Géndsusao 0

= Ph8i hop xir Iy o * BI1if ehdi 1i€p nhiin 0

« Nnan gEbidt L]

= Vvan bdnrd lai ]

g~ THONG KE VAN BAN BEN
EJy

Quin trl va cip nhat: Trung tim Ceng nghé théng tin va Truyén thong
Dia ehi: Tod nha Trung tim Céng nghé théng tin. Bai 16 Nam S6ng Mi - Phuing Hac Thinh - Tinh Thanh Hod: Dién thoa: 02373.718.699

II. Thong tin vé tai liéu hwéng din sir dung
1. Danh myc céc tai liéu hudng dan sir dung bao gom:
(1) Phian mém hd tro ky s6;
(2) Tai liéu hudng din cai dat ky sb;
(3) Tai lieu Huéng dan Lanh dao;
(4) Tai lieu Huéng dan chuyén vién;
(5) Tai liéu Huéng dan Vin thu;
2. Huéng dan truy cap tai licu



TAILIEY
HUONG DAN

Cach 1: Tai myc “Tai liéu huéng dan” trén giao di¢n Pang nhap

tp trung cua tinh

Lién hé

Y

QUAN LY VAN BAN MOT CUA LICH CONG TAC L DICH VU CONG
DIENTU = NHIEM VU TRUT TUYEN

QUAN 1Y VAN BAN &
HO SO CONG VIEC

(VAN HANH T{ 01/01/2026)

VAN BAN

BAI HOI 8 S Al - ~
QUAN LY PHAN HOI CONG THONG TIN A K0T
CONG BAO TINH PHAP QUY

CONG DULIEU MO Jl TINH THANH HOA THANH HOA DIENTU 10C THANH HOA

HERCONE 2N QUAN LY DANH GIA TAILIEY
HUGNG DAN

HOC TRUC TUYEN IBA0 CAO CAP TiNH [l (4 TANG BC-VT CHUYEN BOI SO

Don vi van hanh, hd tro: Trung tim Cong nghé théng tin va Truyén théng Thanh Héa
@ Wobilte dpi st g Dia chi: Téa nha Trung tim Cong nghé thong tin tinh Thanh Héa, Dai 16 Nam Song Ma
TIN NHIEM MANG Phiréng Hac Thanh — Tinh Thanh Héa
S6 dién thoai: (02373).718.699

1 quyén thuée S& Khoa hoc va Cang

Truy cép vao chic ning “ PHAN MEM DUNG CHUNG”
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PHAN MEM DUNG CHUNG CHINH QUYEN 02 CAP

Hudéng dan st dung cac phan mém dung chung cua tinh Hudng dén trién khai ha tang CNTT

;

1 A}

PHAN MEM HO TRQ KENH VIDEO HUGNG DAN

Hudéng dén st dung cac phan mem hé trg

Kénh Youtube huéng dan

Don vi van hanh, hd trg: Trung tdm Céng nghé théng tin va Truyén théng Thanh Hba
Pia chi: Toa nha Trung tdm Céng nghé théng tin, Dai 16 Nam Séng Ma - Phé Ai Son 2 - Phudng Pong Hai - Thanh ph6 Thanh Héa

Dién thoai: (02373).718.699 - (02373).718.719

Truy cap vao chic ning “ QUAN LY VAN BAN VA HO SO CONG
VIEC (PHIEN BAN NANG CAP)”

Trang chti « PHAN MEM DUNG CHUNG

QUAN LY VAN BAN VA HO SO CONG VIEC (PHIEN BAN NANG CAP)

QUAN LY VAN BAN VA HO SO

CONG VIEC (PHIEN BAN NANG
CAP

) 1 Phan mém hé trg ky s&; F 3
QUAN LY VAN BAN VA HO SO
CONG VIEC 2 Tai liéu huéng dan cai dat ky s6 X
DICH VU CONG TRUC TUYEN 3 Tai liéu Huéng dén Linh dao &
MOT CUA DIEN TU 4 Tai liéu Huéng din chuyén vién &

THEO DOI NHIEM VU

CONG DU LIEU MG

CHU KY s6

CAC PHAN MEM KHAC

Don vi van hanh, hé trg: Trung tdm Céng nghé théng tin va Truyén théng Thanh Héa

Pia chi: Toa nha Trung tdm Céng nghé théng tin, Pai 16 Nam Séng Ma - Phé Ai Son 2 - Phudng Dong Hai - Thanh phé Thanh Héa
Dién thoai: (02373).718.699 - (02373).718.719




2. Trén phan mém Quan 1y van ban va Ho so cong viéc (phi€én ban ning
cap)

Ngudi ding kich vao biéu tuong goc tay phai man hinh dang nhap
dé m¢ va tai tai liu hudng dan str dung.

« G % qibdhthanhhoagovam/dashboard * 0 & @

D HE Frecbommail @ M3t diuhinhts b Supgerted Ster [ Vieh Sice Galley [ B

@ Thimdi @ |CéngthingtnDie. [} Howenlbowwi. [ hpa/hesthnho. [, HETHONG DANG

‘ * ‘ " = " P " s = - "
PN HE THONG QUAN LY VAN BAN VA HO SO CONG VIEC

i VEnbindén  Vnbindi  Vnbinduthdo  Lichcdngtic  °, khic

HO TRG NGUYI DUNG HE THONG

va Truyén théng

tin, Bai 13 Nam Séng Ma - Phuicing Hac Thanh -

VAN BAN DEN VAN BAN BI VAN BAN DU THAO HO SO CONG VIE!

« Viin ban dén lién thang a * Chircip, ky s6 o « Dang wrinh duyét o

= Vin bén dén trong Tiah 0 = Viin bén chi gin 0 = Chirban hanh 0

= Wanban dén ndi by, 10 = Wan ban da gifi nhung chua dén nai o * Chaxirly o m
» Tirchdi dén qua mang 0 » Nhiin g8 bigt 0 « Bitdlai 0 E
= Chiitria I 1 » Gin déusao 0 t
= Phi hop xir iy (] = Bitirchi iép nhan (]

) ~ PhulucIl
PHIEU TONG HQP LOI VA GOP Y

1. Co quan, don vi:
2. Thong tin can bd tong hop:
3. No6i dung gop v:

STT | Nhém chirc ning | M ta 16i/gép y | Peé xuat diéu chinh | Ghi chd

WIN |-




Phu luc I1I '
THOT GIAN VA NOI DUNG TAP HUAN

I. H$i nghi truyén hinh truc tuyén

1. Noi dung: Hudng dan céc chirc ning nang cap cua phan mém Quan 1y vin
ban va Ho so cong viéc dung chung cua tinh; Ky nang khai thac va ang dung tri
tué nhén tao trong co quan nha nudc.

- Doi tugng, thanh phan: Lanh dao HDND, UBND cap xa va cén bo cong
chuc, vién chic cac don vi cap xa.

- Thoi gian: 07h30 dén 11h30, thir Ba ngay 06/01/2026.

~ - Hinh thirc to chirc: Tryc tiép tai diém cau tinh; truc tuyén 02 chiéu dén 166
diem cau UBND cap xa.

Tai diém cdu tinh: Hoi truong tang 3, Toa nha Trung tm Cong nghé thdng
tin tinh.

+ Pai dién lanh dao va cac phong, don vi c0 lién quan cua S& Khoa hoc va
Cong nghé; Pai dién Lanh dao va cac phong chuyén mén cua Van phong Poan
DPHQH va HPND tinh; cac s&, ban, nganh; don vi su nghiép truc thugc UBND
tinh.

+ CAac giang vién, huéng dan vién k¥ thuat thuoc Trung tm CNTT-TT, Cong
ty Co6 phan tin hoc Tan Dan; Cong ty co phan Misa.

Tai diém cau cdp xa
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+ Lanh dao HDND, UBND va cac can b cong churc, vién chirc ctia cac don
Vi cap xa.
2. Chuong trinh tap huan:

STT Noi dung Pon vi thuc hién
1 | Giéi thiéu, én dinh t6 chutc Trung tdm CNTT&TT
2 Khai mac hoi nghi Lanh dao S6 KH&CN

Huéng dan phan mém nang cap Quan ly
3 van ban va ho so cong viéc danh cho Lanh | Trung tam CNTT&TT
dao co quan, 1anh dao phong, don vi

4 Giai lao

Huéng dan phan mém nang cap Quan ly
5 van ban va ho so cong viéc danh cho| Trung tam CNTT&TT
chuyén vién; van thu

K§ nang khai thac va ung dung tri tué | Congty c6 phan Misa
nhan tao trong co quan nha nudc.

I1. Hé thong dao tao tryc tuyén (https://hoctructuyen.thanhhoa.gov.vn)

Buoc 1. Trén trinh duyét Web cta may tinh; truy cap vao dia chi:
https://hoctructuyen.thanhhoa.gov.vn

S

\::[ Trang chd

HE THONG DAO TAO TRUC TUYEN P ]‘

Hé théng dao tao truc tuyén tinh Thanh Héa la nén tang hé trg hoc tap va béi dudng can b, ‘
gido vién, hoc sinh, gép phan thic ddy chuyén déi s6 tai dia phuong

Toa nha Trung tm Cong nghé thong tin, Dai 1o Nam Song e ‘ 3
0 B etibos ia Thhn T Thaw s 02373.718.699 ttenttskhcn@thanhhoa.gov.yn

GIGI THIEU VE Hi

-] Dang nhap

Budc 2. Tai chuc nang str dung céc tai khoan duoc cung cap
vé dau moi cua cac co quan, don vi d€ truy cap va tham gia cac khoa hoc.


https://hoctructuyen.thanhhoa.gov.vn/
https://hoctructuyen.thanhhoa.gov.vn/
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/= ® P . -
s i PP/~ .g‘- B8R FM
PCOSE T«
Chuong trinh dao tao cia v
toi
BG loc
= Noi Dung Dang Hoc
Cha dé Hinh thirc hoc Khéa hoc méi nhat
= Khoéa Hoc Cua Téi Khoa hoc méi nhat X v

Lya chon cha d&

Hinh thirc hoc

Ky Thi Cta Toi
m

Lo Trinh Dao Tao
Tim kiém
2 Khéo Sat Cua Toi

Ung dung >
() Khéa hoc dang dién ra

17%

Phan mém Quan ly van ban va H...
& Admin S&
%) Khong gidi han thai gian

Tiép twe ngay
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