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1 Toéng quan
1.1 Giéi thiéu
Phan mém quan 1y vin ban va diéu hanh (VNPT-iOffice) gitip cic co quan nha
nudc, doanh nghiép thuc hién hoa cac muc tiéu xay dung mot Van phong dién tir khong
gidy to.
Y&u cau vé& may tinh: May tinh c6 CPU Intel P4 2,4GHz, RAM 1GB tr¢ 18n hoic

may tinh bang, dién thoai théng minh c6 két néi Internet.

Yéu cau dbi v6i ngudoi dung: Tin hoc cin ban, sir dung dugc Windows, biét sir
dung Internet, truy cap Website. Di voi van thu phai 6 chuyén mén vé linh vuc vin

thu luu trir.
1.1.1 Ping nhap hé théng
Link truy cap: https://tinhuyhanam.vnptioffice.vn

Dé truy cap vao hé thdng, nguoi ding sir dung tai khoan duoc cap dé truy cap.

&« > C O (ﬂ https://tinhuyhanam.vnptioffice.vn/qlvbdh_hnm/main?lang=vi or & ‘fi’) n | , :

GoogleSheet Knowledge Eoffice Old Project 2 VNPT |CAS—Centr.. J¥ KMS Relax New Project DCQG Slide MMO Extention E-Book ceve eForm

Tén truy cap
&, admin tinhuyhnm
HE THONG QUAN LY VAN BAN VA DIEU HANH
TiNH HA NAM
Q. SG dién thoai hd trg ky thuét: 0912.299.126 ( B/c Chinh) Quén mét khau?

Ma xac nhan
0 caidatIoffice trén thiét bi di dong ( Android , i0S )
22462

DANG NHAP

SUF DUNG TOKEN

- Tén truy nhap: Nhap theo tai khoan duoc cung cap
- Mat khau: Nhap mat khau duoc cung cap

- M4 xé&c nhan: Nhap ma xac nhan hién thi
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1.1.2 Thay d6i mat khau

Nguoi dung sau khi dang nhap vao hé théng s& hién thi man hinh trang chii nhu

Sau:

HE THONG QUAN LY VAN BAN VA BDIEU HANH & Vietnam Quan tri hé théng
S TINH UY HA NAM CIETNEEE . dy Ha Nam ~

@ =] = I* C3p nhat s6 dém menu

Trang chi Danh ba Théng tin cd nhan Bé cai plugin Huéng din sir dung Van ban giao NV

&85 Quan tri hé théng "
4 Quan Iy cong viéc
E4 Van ban Gén (14)
FA Vanban di

@ Van ban théng bdo
© Van ban danh du
[aal] Tra ciru van ban
E4 Van ban theo doi

& Hb so cong vide

Nguoi ding vao menu [Quan tri hé thdng] chon d6i mat khau nguoi ding. Hé
thong hién thi giao dién cho nguoi dung dé thay doi mat khau.
A Quantrihéthdng / B&i mat khdu nguai ding
Mat khdu cii*
Mat khdu mai *

Xac nhan mét khdu méi *

== Cap nhit

Nguoi ding nhap mat khau cii > Nhap mat khau mai = Xéac nhan mat khau méi
- Cap nhat.
Luu y: Mat khau can thoa mén cac diéu kién sau
- Do dai mat khau téi thiéu 8 ky tu
- CO 4 loai ky tu: Ky tu thuong, hoa, sb, dic biét
- Vidu: Phuly@12345
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2 Nghiép vu
2.1 Phan hé Quan ly vian ban

2.1.1 Thém van ban di

Trudng hop 1: Vin ban di phiic d4p cho viin ban dén

Dbi voi vin ban dén can phuc dap nguoi ding sau khi soan thao file vin ban phuc dap va thuc
hién thao tac trén hé thong nhu sau:
Vin ban dén = Vin ban dén cho xir Iy & M vin ban can tao van ban phiic dap > Vin ban
tra 161 = Khoi tao Dy thao van ban
n-——mmﬁl

Vv trién khai K& hoach d’eu tra 387 405/UBND- Cdng vin 04/05/2020 04/05/2020  UBND thanh phé Phii Ly
khao sét tinh hinh co ban vé tin NV
gide, tin nguéng trén dia ban thanh
phé
o 2 Vv bao cao tinh hinh, két qua 380 392/UBND- Cdng van 27/04/2020  27/04/12020  UBND thanh phé Pha Ly XLC B (]
thwe hién Quyét dinh 1023/Q8- LOTB&XH
TTg ctia Thi twéng Chinh pha
Hignthi 10 v ban ghiTHGNG TIN VAN BAN DEN t
¢ Chuyén xir Iy || Mén ban tra loi ~ + Lwru hd s ® Két thiic van ban
5 5 Khdi tao Dy thao van ba : 7
Trich yeu Vv trién kh ih hinh co ban vé tdn giao, tin ngwdng trén dia ban thanh phd
56 ky hiéu 405/UBND-NV Bon vi ban hanh UBND thanh phé Phil Ly
Ngay dén 04/05/2020 Hinh thirc Céng vin B4 khan Thudng
Vin ban Wan ban ndi finh Vin ban gidy Khéng 6 van ban gidy
Loai vdn ban Van ban m&i
File dinh keém 82 Mén va tai tit ca

20200504032849634.pdf (Nguéi gii: Van thu UBND TP Phii Iy - 04/05/2020 08:33:49)
Théng tin ky sé:
1. Oy ban nhén dén thanh phé Phi Ly - Tinh Ha Nam - 04/05/2020 08:37:58 - Chik ky s6 hop 18 - Chimg thu sé con higu lue

Khi d6 hé thdng hién thi giao dién cho ngudi ding nhap céc thong tin lién quan dén van ban
phuc dap cho van ban dén (Van ban di).
Thongtinj kién ~ Van ban géc

Trich yéu(")| | Nhip trich yéu néi dung

Hinhthirc) | Céngvén T PG khan() | | Thuemg T Linh viec -

Bon visoanthdo  UBND x& Tién Hiép T Loaivanban | Van ban moi Han xi¥ Iy

Nguori soanthao ~ Van phang - Thng ke

Covinban [
gidy
Chonvitriky [ Kyséphu [
56 luc
File dinh kem  EERWEET N Véan ban lién quan

& Taitéptin | Ji da S0Mbifile & Tai tép tin

i 020 I
TT01.2011.BNV.DOC Do

B MA o3 2 nhr 2 * Chuyén Van th
8% Nén va tai tat ca

% Trinh Lanh dao don vi

o .- |
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Nguoi dung nhap cac thong tin van ban di:

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

- Hinh thic (bat budc): Hinh thac cta van ban

- Do khan (bat budc): Do khan cua van ban

- Linh vuc (khong bt bugc): Linh vuc cua vin ban

- Don vi soan thao: Mac dinh la don vi cua nguoi khaoi tao van ban

- Nguoi soan thao: Chon nguoi soan thao van ban

- File dinh kém: File dinh kém c6 thé dugc tai lén tir file d3 soan thao

- Van ban lién quan: Céach thirc thuc hién twong tu file dinh kém

- Noi dung xt ly: Nhap noi dung xtr Iy (néu c6) dé nguai xir ly tiép theo cd thé co
nhiéu thong tin dé xu 1y hon.

Luu y: Dbi véi dinh dang file soan thao vin ban dién tir theo nghi dinh Sé:

30/2020/NB-CP (Nghi dinh 30) ctia Tha tuéng Chinh pha Vé cong tac van thu va

thong tu S6: 01/2019/TT-BNV (Thong tu 01) Quy dinh quy trinh trao ddi, luu trit,

xur ly tai lidu dién tir trong cong tac van thu, cac chirc nang co ban cia Hé thong quan

ly tai liéu dién tir trong qua trinh xt Iy cong viéc cua co quan, to chic.

binh dang file soan thao nhu sau:

TINH UY HA NAM PANG CONG SAN VIET NAM
VAN PHONG

*

Ha Nam, ngay thang  ndam

- S ky hiéu > Sau Sb khong c6 khoang tring

- Ngay thang nam dé tréng, khoang céch gitra ngay — thang; thang — nam tir 8 dén
10 khoang cach trang (d4u cach); dang sau nam khong c6 khoang trang. Muyc dich
dé khi van thu ban hanh hé thong tu dong chén sé ky hiéu va ngay thang nim cua
van ban.

- Cac dinh dang khac theo quy dinh cua Nghi dinh 30 va thong tu 01
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THONG TIN VAN BAN B
Thingtinjkién  Van ban gbc

Trich yéu[)] | Nhép trich yéu ndi dung

Hinh thircf*)| | Céng van Dé khan(r)|  Thudng Linh virc -

Donvisoan thio | UBND xa Tién Higp T Loaivanban  Vanbanmdi Han xt Iy

Vin phong - Thing ké

Co vén ban
gidy
Chon vi tri ky Ky s6 phu
s0 luc

File dinh kem Vin ban lién quan m

Téi da 50Mblls & Tt
) T O T T

TT01.2011.BNV.DOC L
& Nén va tai tét ca ¢ Chuyén Vin the

Chuyén vin ban:

Sau khi nhap cac thong tin van ban di, ngudi dung cé thé thyc hién chuyén van
ban theo ludng quy trinh bang cach click vao nat [Chuyén], chon dbi twong can
chuyén & budc tiép theo. Di v6i xd/phudng chon [Trinh lanh dao don vi], ddi voi
cac phong ban chon [Trinh ldnh dao phong]. Khi d6 hé thong hién thi danh sach
ngudi xir Iy van ban tiép theo dé nguoi dung la chon.

Danh sach nhan
dang nhép, ho tén, ema QTm Iuem

Pong xir
il

UBND thanh phé Phii Ly/ UBND
xa Tién Hiép

Chu tich UBND xa Tién Hiép
(chutich tienhiep)

Phé Cha tich Tién Hiép Phé chd ti UBND thanh phé Phi Ly/ UBNDQ
(phochutich tienhiep) xa Tién Hiép

Click [Chuyén] dé hoan thanh viéc chuyén cho ngudi & budc xt Iy tiép theo. Khi
d6 vin ban s& dugc tr dong chuyén vao kho [Vin ban di xtr ly]. Néu nguoi ding & budc
tiép theo chura mé van ban, ¢ thé ldy lai vin ban dé cap nhat théng tin hoic chuyén xir
1y cho d6i twong khéc.
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Luan chuyén (nGt chire ning nay sé an hién tuy thudc vao quy trinh thuec té caa
don vi):

Ngoai ra, nguoi dung c6 thé thuc hién luan chuyén cho cac chuyén vién khac,
bang cach click [Luan chuyén], dé chon chuyén vin ban cho chuyén vién khéc xir ly.
Khi d6 van ban s& duoc tw dong chuyén vao kho [Vin ban da xt ly]. Néu ngudi ding &
budc tiép theo chua md vin ban, ¢d thé 13y lai vin ban dé cap nhat théng tin hozic chuyén
xir Iy cho dbi twong khac.

Xin y kién: Pwoc 4p dung cho viin ban di can xin y Kién cia ngudi dung khac

Néu nguoi dung chwa mudn chuyén xu 1y vin ban theo quy trinh ma muén xin thém
y kién truéc khi chuyén vin ban sang budc tiép theo thi c6 thé thuc hién xin y kién.

Tai man hinh thong tin vin ban di &> Chon tab [Thdng tin ¥ kién] = Nhap noi dung
xtt ly = Chon [Xin y kién] = Chon ngudi can xin y kién = Click [Xin y kién]

Hiénthi 10 ¥ ban ghi Tai khoan ~ “

S S NS N R L]

Cha tich UBND xa Tién Hiép chutich tienhiep Chu tich UBND xa Tién Hiép

Tw phép - Hé tich tuphap tienhiep Chuyén vién UBND x3 Tién Higp
Phé Chu tich Tién Higp phochutich_tienhiep Phé chu tich UBND T Higp

X& Tién Higp ubndtienhiep.pl Chuyén viép UBND x3 Tién Hiép

Quén sur vanhoa.tienhiep Chuygfi vién BB Ticn Hiép

Bia chinh - Xay dwng xaydung tienhiep Zhuyén vién UBND x3 Tién Hiép

Tai chinh - K& toan ketoan tienhiep Chuyén vién UBND xa Tién Hiép
Van Ther UBND xa Tién Higp vanthu tienhiep Van thur UBND x3 Tién Hiép

Ddi véi ngudi ding duoc [Xin y kién] thuc hién thao tac:

Vin ban di & Vin ban di can xt Iy = Chon vian ban = X ly & Chon tab [Théng tin
y kién] > Nhap noi dung y kién, tai file dinh kém (néu c6) = Chon [Cho Y kién].

THONG TIN VAN BAN DI
Théng tin van ban Téng hop y kién xir Iy 1

Ni dung xie Iy Nhap ndi dung xtr Iy J

/

Téng hopy kién
Khéng tim thdy dif ligu

A
CEm
Si 52 50Mbile 3. Tai file (néu co) 4/
-— 3.

TT01.2011BNVDOC @

Danh sach y kién

I T R e

13/05/2020 10:35:45 Van phéng - Théng k& Nhdp ndi dung xtr Iy

= Tuw phép - HG tich « Tai chinh - Ké toan
(vanphong tienhiep)

(tuphap.tienhiep) (ketoan tienhiep)
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Sau khi viéc xin y kién hoan thanh nguoi dung tong hop y kién va hoan thién van
ban di va thuc hién theo ludng vin ban di trén hé théng.

Truwong hop 2: Van ban di khéi tao doc lap

Khi ngudi dung mudn khéi tao vin ban di doc lap, ngudi dung thao tac:

Tao van ban = Du thao van ban

Hé thdng hién thi form thong tin van ban di dé ngudi dung thuc hién nhap cac théng tin
cho van ban di, thao tac nhap twong tu nhu truong hop 1

2.1.2 Vin ban dén

Menu vin ban dén 12 toan bo cac van ban dugc chuyén xir ly trong quy trinh hozc
duoc ban hanh téi nguoi dung. Dbi véi mdi loai xir Iy vin ban va mdi vi tri cua nguoi
ding trong quy trinh thi hé thong sé& hién thi cac nat chirc niang khac nhau.

Nguoi dung click menu [Van ban dén] = [Vin ban dén chd xu 1y]

HE THONG QUAN LY VAN BAN VA PIEU HANH Viin phang - Théng ke
UBND THANH PHO PHU LY UBND xA Tién Higp |
Tra:chfl Danh ba Théng tin ca nhan Bg ct‘l%lugin Hwéng dﬁsﬂl dung Tao v_; ban
%25 Quan tri hé théng
£4 Quan Iy cong viec

[ Van ban dén ché xi I c3)|

- Van ban dén da xr Iy

£3 Van ban di
@ Vinban xem dé bidt

£ Van ban dy quyén

@ Van ban ganh ddu

[l Tra ctru vin ban

£4 Van ban theo dbi

& Quan Iy lich don vi

= Oy quyén

Khi d6 hé thdng hién thi danh sach cac vin ban chd ngudi ding xt 1y.

Nguoi ding chon 1 vin ban trong danh sach, hé thong hién thj thong tin vin ban
va lich sir xir 1y van ban nhu sau:
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&4 Vén ban dén (3) g [y Eonangm 2 TTyTR T | teep s - b ] 5 "]
[D4]: Hoa téc
[XLC]. Xt Iy chinh; [PH] Phéi hop

i Vén ban dén chir xi¥ Iy (3)
o o sé ky higu Ngay vin
i Van ban dén da xir ly STT Trich yéu & bin % Ngay dén & ‘Dom vi ban hanh Vai trd
T

B2 Van ban di s [T T Vvhuong danthuc men hop dong 437 UBND- Tong van TZI05I2020 120572020 UBND thanh pho Phu Ly
giac dich
©  van ban xem 4é biét 2 Vivté chire céc hoat déng 392 436/UBND-  Congvan  12/05/2020  12/05/2020  UBND thanh phé Phi Ly XLC B
o N hwéng @ng Tudn 1& Quéc gia vé KT
B4 Van ban ty quyén PCTT nam 2020
© Van ban danh diu 3 Vivbao cao tinh hinh, két qua 380  392UBND-  Céngvan  27/0412020  27/04/2020  UBND thénh phé Pha Ly XLC Be
thic hign Quyét dinh 1023/QD- LDTB&XH
[l Tra ciru van ban gror e treyE
B4 van ban theo dai P o .
Hignthi 10 v ban shiTHENG TIN VAN BAN DEN (-]
& Quan Iy lich don vi
Trich yéu Viv huéng dén thue hién hop déng giao dich
6 ky hiéu 43T/UBND-TP Don vi ban hanh UBND thanh phé Phi Ly
Ngay dén 12/05/2020 Hinh thire Céng van B khan Thueng
Vién ban Vin ban ngi tinh Vién ban gidy Khdng c6 van ban gidy
Loai van ban Van ban mei
File dinh kém 2 Nén va 1ai tit ca

437UBND-TP.pdf (Ngu@i giri: Van thu UBND TP Phu Ij - 12/05/2020 15:16:26)

[Tra lai VB]: Nguoi ding c6 thé tra lai van ban minh d4 nhan duoc trong kho vin ban
dén néu vian ban nay khong thudc tham quyeén xir ly, sau khi tra van ban sé& bién mat khoi
kho.

[Vin ban tra 1&i]: Chuyén sang chirc ning thém mai vin ban di da mé ta ¢ phan trudc,
phuc dap 1 van ban di tir vin ban dén:

Thang tin § kién Van ban gbc

Trich yéu() |
Hinh thire(*) =~ Congvan T Do khan(*) | Thuong M Linh viee -
Bonvisegnthdo ~ UBND xa Tién Higp T Logivanban  Van banmgi T Han xt Iy
Nguwoi soan thao | Lua chon M
Co6 vén ban
gidy
Chon vi tri ky Ky s6 phu
s luc
File dinh kém Van bén lién quan m
& Taitéptin | Téi da 50Mblfile & Taitgp tin
Noi dung xr Iy
(Mau nhap)

Bum [ +umndeo |
[Két thic vin ban] :’Trong truong hop ngudi ding khong can tao vin ban phuc dap thi
ngudi ding chon [Két thiic van ban] > Nhap y kién xt Iy (néu c6) > Bong y.
2.1.3 Viin ban danh dau
L& toan bo cac van ban nguoi dung chon [Panh dau] trong 2 kho [Vin ban dén
da xur Iy] va [Van ban di da xt ly]. Muc dich cta viéc danh ddu dé tim nhanh cac vin

ban ma ngudi ding mudn ghi nhé lai.

10
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Hignthi 10 v ban ghitp&NG TIN VAN BAN DI [
I I ey |
Trich yéu Nhip trich yéu néi dung
$6 ky higu Bon vi
Ngay ban hanh Hinh thirc Céng van Dé khan Thudng
Van ban Van ban ndi tinh Vian ban gidy Khéng c6 van ban gidy
Loai van ban Van ban mai
File dinh kém 82 Mén va tai tt ca

YTl TT01.2011.BNV.DOC (Nguéi givi: Van phang - Théng ki 12/05/2020 16:27:56)

Van ban lién quan Van ban lién quan:
1. Trich yéu: Vv trién khai K& hoach diéu tra, khao sat tinh hinh co ban vé tén gido, tin nguéng trén dia ban thanh phé S6 ky hiéu: 405/UBND-NV
Ngay hét han

UBND thanh phé Phu Lj/ UBND xé Tién Hiép:(Xem toan b3)

Pé xem céc vin ban danh dau nguoi dung thao tac chon [Vian ban déanh dau] hé

thdng s& liét ké toan bo cac vin ban da dugce danh dau.

£4 Van ban dén (3) [D6]: Hoa téc

E4 Van ban di

Trich yéu % 50 ky hidu & Ngay van ban & ‘Bon vi ban hanh

© Van ban xem dé biét

. 1 Nhap trich yéu ngi dung
B4 Van ban dy quyén

[l Tra cifu vin ban

& Quaniylich don vi ich yéu Nhap trigh yéu ngi dung
= (y quyén S6 Ry hiéu Pon vi ban hanh
Ngay bag hanh Hinh thirc Céng van Bo khan Thudéng
Van ban VAn ban nai tinh Van ban gidy Khéng cd van ban gidy
Loai vdn ban an ban ma&i
File dinh kém 8% Nén va tai tit ca

TT01.2011.BNV.DOC (Ngudi giri: Vin phong - Théng ké - 12/05/2020 16:27:56)

Van ban lién quan Van ban lién quan
1. Trich yéu: V/v trién khai K& hoach digu tra, khao sat tinh hinh co ban vé tén giao, tin nguéng trén dia ban thanh phdé S0 ky higu: 405/UBND-NV

Ngay hét han

2.1.4 Van ban theo doi
Nguoi dung nhan dugc vin ban trong kho van ban theo doi trong truong hop
ngudi ding duoc gan quyén theo di trén quyén s6 van ban di/sé van ban dén. Khi dé

ngudi ding s& xem duoc todn bd cac vin ban trén quyén s dugc gan quyén theo ddi do.

& Quén tri hé thing A Vin ban theo dsi
B4 Quan Iy cing viée s F— L A o
B4 Van ban dén (3) [D8]: Hod the ) )
=) e ( Dir liéu méc dinh /éy theo 7 ngay gén nhét. Thye hién tim kiém 6 tra ciu theo tat cd cae ném. DE tim kiém cy thé chon “Tim kiém ndng cao’)
an ban di
€ Vin ban xem d& biét
Loai van ban
B4 Van ban dy quyén mw
. 1 Vivtd chirc cic hoat déng hwéng teng Tudn 1€ Quéc gia vé PCTT nam 436/UBND- 12/05/2020  UBND thanh phé Phi Thweng  Vanban dén B2
@ van ban danh du _
2020 KT Ly
] Tra civu van ban 2 Vivhuéng dén thuc hién hop ddng giao dich 437/UBND- 12/05/2020 UBND thanh phd Phily ~ Thuéng Vanbandén R
™
4
& Quan Iy lich don vi Hiénthi 10 v banghi

Uy quyén

11



Tai liéu huéng dan hé thng “Quan 1y van ban diéu hanh VNPT”

2.1.5 Vin ban iy quyén

Néu nguoi dung dugc uy quyén bai mot ngudi dung khéc, thi toan bo vin ban
dén hoic vin ban di hoac toan b vin ban dén va vin ban di (tuy thudc vao mac uy
quyén: Gy quyén vin ban dén, uy quyén vin ban di, Gy quyén toan bd) s& dugc chuyén
t6i ngudi dugc Gy quyén trong kho [Vian ban ty quyén].

Khi d6 tuy thudc vao loai van ban d6 1a vin ban dén hay vin ban di thi nguoi
ding xt 1y twong ty trong cac kho vian ban dén, vin ban di da néu ¢ phan trudc.

Nguoi duoc Gy quyén xir 1y van ban nhung log xtr 1y luu lai s& 13 log ciia nguoi
1wy quyén.

2.1.6 Tracwu van ban

Tim kiém tat ca vin ban ma ngudi dung dugc tham gia trong qua trinh xu 1y van
ban nhu: chuyén xir ly theo quy trinh, luan chuyén, xin y kién, chuyén xir Iy, chuyén
théng bao hoac vin ban dugc ban hanh téi nguoi dung.

Chure ning tim kiém van ban bao gom:

- Tim kiém nhanh (thao tac ngay trén giao dién hién tai)
- Tim kiém nang cao (mé téi man hinh phy, c6 day du tiéu chi hon)

< Tim kiém nhanh: Tim kiém vin ban theo nhiing tiéu chi co ban nhu: Trich
yéu, Co quan ban hanh, Hinh thtrc van ban, D6 khan, Han xt ly, Trang thai

van ban.

5% Quan tri ha théng

m

A Tra ciu vén ban

[e2]

BEA Quan Iy céng vidc

Trich yéu Tim chinh xdc
£4 van ban dén (3)

S6 ky higu S dén
B4 Van ban di

o © Tim kg 50
© van ban xem dé biét " " » »
XudtExcel» | XuitWord~ [ Xudt PDF ~

£ Van ban dy quyén
€ Van ban danh déu [D8]: Hoa the { D& ligu méc dinh 8y theo 30 ngay gén nhdt. Thuc hign tim kiém s8 tra ciu theo tét ¢ cée ndm. D& tim kiém cu thé chon “Tim kiém ndng cao”)

dEll' S8 ky hiduy bin | Ngaydén, hnnh -

B4 Van ban theo dbi
1 Nhép trich yéu néi dung Thusng Chi tich UBND

& Quan Iy lich don vi xa Tién Hiép E"
= Oy quydn 2 Viv huéng dén thuc hién hop déng giao dich 391 437/UBND- 12/05/2020 12/05/2020 Thueng UBNDthanh  Vanphéng- [
™ phé Pha Ly Théng ké =

3 Vivt chive cac hoat déng hwéng tng Tudn I8 Quéc giavé PCTT nam 392 436/UBND- 12/05/2020 12/05/2020 Thwéng UBNDthanh  Van phéng - =

2020 KT phé Phi Ly Théng ké =z

4 Viv phéng, chéng néng néng, thién tai, dich bénh cho vét nuéi va thiy 388 406/UBND- 04/05/2020 04/05/2020 Thwérng UBND thanh Pia chinh - =

san trong mua hé va mila mwa bao KT phé Pha Ly Xay dung =

5 Théng bao vé viéc cai chinh hé tich 389 2237TB-  04/05/2020 04/05/2020 Thwéng UBNDthanh Twphap-Hé &

UBND phé Phi Ly tich =z

% Tim kiém nang cao: Tim kiém vin ban theo nhiéu tiéu chi mé rong.
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Tai liéu huéng dan hé thng “Quan 1y van ban diéu hanh VNPT”

% Riéng doi véi tai khodn vin thie, cé thém tiéu chi tim kiém theo sé vin ban

&% Quan tri hé théng A Tra cou van ban

® U]

B2 Quan Iy cong vige
L Trich yéu Tim chinh xac
£4 Van ban dén (3)

]

86 dén
B2 Van ban gi

i}

© Vvan ban xem aé biét Loai van ban

— Chen — v

B4 Van ban dy quyén S8 vain ban Chon - ~ Linh vire Chon - .
© Van ban danh déu . . R

Hinh thirc ~ Chon - B4 khan — Chon — -
[l Tra ciu van ban I o

Ngusi xtF I Bon vixir Iy _ Chon mét phéng ban — -
EA Van ban theo dbi

Ngay ban hanh / Ngay S U, Ngay soan thao Tir nga
& Quan Iy lich don vi duyét B o B
= Oy quyén L) Tirnga Dén nga Rosvldse Tir ngay

Van ban dién tir/gidy —Chon—

Toan van Trang thai doc  Chon -

Tim chinh xac

Xudt Excel ~ Xuét Word - Xuét PDF ~

Hé thong hién thi két qua tim Kiém, nguoi dung c6 thé chon van ban dé xem

thong tin chi tiét van ban va lich sir xtr Iy caa van ban.

2.1.7 Quanlylich don vi
- Lich don vi: Lich céng tac cua UBND cap huyén/thi xa/thanh phé
- Lich phong ban: Lich céng tac cua cac phong ban truc thudc, lich cdng tac cua
UBND xa/phuong/thi tran
- Lich c& nhén: Lich ca nhan can bo, cdng chirc, nguoi lao dong
- Ding ky lich c& nhan: Hé thdng cho phép ca nhan ngudi dung nhap lich 1am

viéc cua ca nhan I1én hé théng quan 1y vin ban

Thao tac dang ky lich ca nhan: Quan ly lich don vi > Dang ky lich c& nhan >
Nhap théng tin lich ca nhan (Phan biét thoi gian sang, chiéu) > Cap nhat tét ca.

Ca nhéan [vanthu.tienhiep] Van Thur UBND xa Tién Higp e \
= w2 & Inlich Khi nhdp hoan thién lich click chen [Cap nhat tit ci] BRI

Thir 2, 11/05/2020:

Sing |- vigc chuysn men UBND & Tién Higp &+

chigu  [Lmyic chuvén mén UBND x3 Tign Hién &l s
Thi 3, 12/05/2020:

Sang  kAm visc shuvén man UBND x3 Tign Hisp 2+

Chidu Lam yige chuyén mon UBND 3 Tién Hisp &+
Thir 4, 13/05/2020:

Sang LM yiéc chuyén men UBND & Tién Hiép a1+

Chidu Lam vige chuyén man UBND 33 Tién Hig a1+

Thir 5, 14/05/2020:
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Tai liéu huéng dan hé thng “Quan 1y van ban diéu hanh VNPT”

- Ping ky lich phong ban: Cho phép nguoi dung dugc phan quyén c6 chirc ning
dang ky lich 1am viéc ciia phong ban, x4, phuong, thi tran 1&n hé théng quan 1y van ban.
Pé dang ky lich phong ban nguoi dung thao tac: Quan Iy lich don vi > Piang ky

lich phong ban = Nhap cac thdng tin lich tuan ciia co quan - Cap nhat tat ca.

-

Thir 2, 11/05/2020

Phdng ban: UBND 3 Tién Higp

sing | HonGiegban UBND  Tién Hige P

Chieu Nhap lich xeng chon [Cp nhat tat c3] m o+
Thir 3, 12/0:

Séng Blc Chil tich hop tai Thanh phd BND thanh pho Phd Ly 5|+

Chidu B/ PCT du hdi nghi .... UBND thanh phd Phi Ly 5+
Thir 4, 13/05/2020

Sang 5+

Dé xem lich ciia ca nhan, phong ban nguoi ding thao tac: Quan Iy lich don vi >

Lich phong ban, lich ca nhéan.

2.2 Hwéng dan st dung AppMobile

2.2.1 Smartphone st dung hé diéu hanh Android
Déi véi cac dién thoai thdng minh st dung hé diéu hanh Android ngudi ding vao CHPlay

& afl 83% 0

Ung dung

O Q268

Pién thoai Danh ba Tin nhan Internet

20» 0

Bo suu tap May anh CH Play Pong ho
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Tai liéu hudng dan hé théng “Quan 1y vin ban diéu hanh VNPT”

Tim kiém: loffice HA Nam > Download vé may va tién hanh cai dat

7

Budc 1: Ioffice Ha Nam
Budc 2: Chon

€ ::iofﬁcehénam Q I

@

android

2.2.2 Smartphone st dung hé diéu hanh 10S

- VNPT iOffice Ha Nam
> N&V VinaPhone
21IMB 4,6 % B Cap nhat

BAO BAO M1 - Boc Béo, Tin Tuc 24h
MO' ePi Technologies, JSC
St 12MB 42 %

VNPT-iOffice 3.0

i®ffice  vinaPhone

28MB 28w

VN Ngay Nay - Bdo mdéi, doc béo...
VN Ngay Nay Team
22MB 42 %

Quan ly van ban va diéu hanh...
VinaPhone
29MB 4,1 %

Xem s& d6 trén ban d6
Nguyen Tien Lam
34AMB 40w

VNPT-iOffice 4.1
VinaPhone
20MB 35w

Pbi véi dién thoai théng minh sir dung hé diéu hanh IOS ngudi dung vao AppStore

Tim kiém: loffice HA Nam > Download va cai dat

15
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Tai liéu huéng dan hé thng “Quan 1y van ban diéu hanh VNPT”

|~V — il VinaPhone & 1:17 @ 9 52%

Budc 1: ioffcie Ha Nam __._-—-—-tl loffice ha nam Q@ |Huy

Budc 2: Chon

g

2.2.3 Chuyén xtr ly van ban trén AppMobile

Sau khi cai dét thanh cong trén man hinh dién thoai nguoi dung co biéu twong nhu hinh dudi
day. Nguoi dung dang nhap tai khoan va mat khau duoc cap dé vao sur dung trén AppMobile.

HA ua

idealo QUAN LY VAN BAN VA DIEU HANH
h ! VNPT IOFFICE HA NAM

Messenger  Tao phy dé idealo Galaxy Ten dang nhop

tryc tiep Shopping Themes
- chinhvd

Mt khéu

Ghi nhé tai khoan &

Play Games | VNPT iOffice onkey Junior
Ha Nam

Déi véi 1anh dao can chuyén xtr 1y vin ban trén dién thoai, ipad, ... 1anh dao thyuc hién cac thao
tac nhu hinh dudi day
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Tai liéu huéng dan hé thng “Quan 1y van ban diéu hanh VNPT”

Trang cha

CFEE]

hang tin diegu hanh

O7:3= o1 T
13/05/20 2B E NPT
-0 Nga 12/05/2020
Thuong
h ke <D
test appmobile
20-53 L S32/7.UBMND
2B H: VNPT
O&6/05/20 54 B: 06/05/2020
20 : ' Thusng
o khar husng
finh ke D

1. Man hinh sau dang nhap, chon [Quan ly
van ban] dé xtr ly van ban den

2. Chon vin ban dé xir ly

Chi tiét van ban

<h v=u Test van ban kiém tra théng bao

trén app
VNPT
ky higu: OT111KT

13/05/2020
12/05/2020

b Céng van

gay dén

3Oy 3

Chi tiét van ban

Test van ban kiém tra théng bao

trén app
VNPT
&u: O111KT

qay den 13/05/2020
12/05/2020

Céeng van
in- Thudng

@ TTO1.2011.BNV.DGFC

Chuyén V&a thu

Chuyén xa ly

viwr s ro@m hra

3. Chon [Chuyén] dé chuyén xt 1y van ban

~

Chon ngusi nhan van ban
—Chon don g

Chon "eo nhdm ca nhan

PH

An gio 3s d&€ chon chuyen dang “T™ Thu gon

thai

ENVIPT Kigm tra O O O
Admin don vi test O o O
Lanh doo UBMD tinh 2 (] o O
Wan thu UBND O O O
Chi tich UBMND thanh phe O O O
BPhang Kinh né O O
Evan phang UBMND sinh O O O
Phong Téang hop O O O

Dhiamem Mhime Than~ Yea

4 G * -4 -

Chuyén van ban

K&t thuic wan ban
O Tu deng gioe viec

Phang Kinh t&

5. Chon ca nhan, don vi xt ly tiép theo.

6. Nhap ndi dung xr Iy (néu c6) va click bicu
tuong chuyen.
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