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K b Uy bt HUYEN SOP COP Péc lap - Tu do - Hanh phiic

dan huyén Sop Cop

Email:

st Tinh Son Ta S0:2952 JUBND-VP Sop Cop, ngay 1o thang 7 niam 2019

Ngay ky: 12.07.2019 N ,
17:18:29+07:00  V/v hudng dan ky sO van ban dién
ttr str dung chtng thu s6 tich hop
trén phan mém Quan 1y vin ban va
diéu hanh VNPT-iOffice (Ver 4.0)

Kinh gui:
- Cac co quan chuyén mon thuoc UBND huyén,;
- Cac don vi su nghiép thuéc UBND huyén;
- Uy ban nhan dan cac xa.

Can ctr Quyét dinh sb 37/2017/Qb-UBND ngay 27/11/2017 cia UBND
tinh v€ viéc ban hanh Quy ché quan 1y, st dung ching thu s6 va chir ky so trong
cac co quan nha nudc tinh Son La.

Can cir Cong van s6 272/STTTT-CNTT ngay 19/3/2018 cia S¢ Thong tin
va Truyén thong vé viéc diy manh sir dung Gng dung chir ky sO trong ban hanh
cac van ban thong thuong trao do6i trén moi truong mang Pé thyc thuc hién viéc
ky s6 1én van ban dién tir st dung chung thu s6 dé trao do6i trén moi truong
mang; Céng vin s6 19/VNPT-SL-CNTT ngay 05/6/2019 ctia Trung tim CNTT -
Vién théng Son La vé viéc nang cdp hé thdng quan 1y van ban diéu hanh 1én
phién ban VNPT-iOffice (Ver4.0) cho UBND huyén Sép Cop va cac don vi truc
thudc huyén

Uy ban nhan dan huyén ban hanh huéng quy trinh ghuyén van ban dién tu
va ky s0 van ban trén phan mém Quan Iy van ban va diéu hanh VNPT-iOffice
(Ver 4.0) cu thé nhu sau:

(CO Hudng dan chi tiét giri kém).

Yéu cau cac co quan, don yi trién khai thuc hi¢n. Trong qua trinh thuc
hién, néu c6 kho khan, vuong m:Zlcz dé nghi cac co quan, don vi lién h¢ Van
phong HDND-UBND huyén, dong chi Tong Van Luan dién thoai
0212.3878.207 - Db: 0965.243.993 dé dugc ho tro.

Cong vin nay thay thé Cong van s6 1842/UBND-VP ngay 08/5/2019 ciia
Chu tich UBND huyén Sop Cop./.

Noi nhin: TM. UY BAN NHAN DAN
- Chu tich, cac PCT UBND huyén; KT. CHU TICH
- Nhu trén: 8 T
o PHO CHU TICH
- Luu: VT. Luén 01b. Ky béi: Tong Thi
Kién
FEmail:

kientt.sopcop@sonla.

/ gov.vn
Co quan: Huyén Sép

Cop, Tinh Son La
Ngay ky: 12.07.2019
17:14:01 +07:00

Tong Thi Kién



HUGNG DAN KY SO VAN BAN DPIEN TU TREN PHAN MEM
QUAN LY VAN BAN VA DIEU HANH VNPT-IOFFICE (VER 4.0)

DE ky s6 trén hé thong quan ly Vian ban va Diéu hanh VNPT iOffice dau
tién nguoi dung Pang nhap vao hé thong
I. CHUYEN VIEN CAC CO QUAN, PON VI

Chuyén vién co quan, don vi soan thao va chuyén vin ban cho lanh dao
co quan, don vi phé duyét.

1. Budc 1: Chon muc Van ban di
2. Budc 2: Chon muc Thém VB di

% VNPT iOffice 4.0 = UBND HUYEN SOP COP

8 Hbtror

g Canhan /' Trang cha
Iy Vin ban dén 1
B vinona I VAN BAN PEN

Chira =i Iy Blang xi¥ Iy BE xiF Iy Pén han

By Van ban ndi bd Qua han

(@ Théng tin didu hanh

3. Bué6c 3: Nhap trich yéu vin ban
4. Budc 4: Chon van ban dinh kém (Luu y file van ban la file word)

5. Budc 5: Chon vin ban lién quan (Néu c6)

Trich yeu (%)
3
P

Linh virc van ban Loai van ban (*)
» ThémVBdi Chuyén mén - Céng van

Nam () Co quan ban hanh (*)
B Van ban ni b e

2019 v = UBND Huyén Sép Cép +

(@ Théng tin Géu hanh

2 1 so cong vic Tong Van Luan - Van Phong HBND-UBND

B 1S so hu iy

B8 Lich cing tac 1

Lich hop File van ban (%)

Tén file

W Tin nhén

Noi v ban chinh

b ban phdt hanh

Nguwdi ky van ban

Noi nhan van ban

Cap g khan
Binh thudng

nkem| Danh sach van ban lién quan

§6 ky higu Trich yéu

Phéng ban soan thdo

6. Budc 6: Chuyén lanh dao phé duyét.



[ [

File van ban (%) & Scan [@File miu % Chon van ban dinh kém  Danh sdch van ban lién quan @ Chon van ban lién quan
Tén file Thao tac Loai File S6 ky hiéu Trich yéu Van ban
3
wv ap dung chu ky so chuyen dung trong cac co quan nha nuoc @ & File \V&n Ban
huyen sop cop.dec =
Ngwéi ky van ban Phong ban soan thao
Trén Van Bai - Chanh Van phéng v * | VEn Phéng HDND-UBND
Cén bo soan thao 86 trang van ban
Téng Van Luan - Chuyén vién A

Y kién nguwéxi soan

i
6

T I e e =

7. Bugc 7-8-9-10: Chon lanh dao nhén => Nhép ndi dung y kién xur ly =>
Tich chon guri tin nhan dén 1anh dao => Chuyén lanh dao

THONG TIN CHINH (*) 1a théing tin bit bubc
Lanh dao nhan () 7
Trén Vn Dai - Chanh Vin phong -
File van ban (%) % Chon van ban dinh kém
Tén file Thao tac Loai File
wv ap dung chu ky so chuyen dung trong cac ¢o quan nha nuoe huyen sop cop.doc @ 4 & 2] File V&n Ban
Noi dung yéu cu 8
Chuyén 3nh dao tham dinh|
9 b

O Yéucduky s | @ GUitin nhan @n lanh dac | O Gl Email dén Iénf aau [ Tao phiéu trinh
* Chuyén linh dao

mr

Luu y: Cdc muc c6 dau (*) bdt budc phdi nhdp ni dung.
II. LANH PAO CO QUAN, PON VI

Vin ban Chuyén vién don vi chuyén dén s& ¢ muc Ché duyét cua muyc
Van ban di.

1. Buéc 1: Chon muc Cho duyét

2. Bu6c 2: Chon vin ban can xur ly

& Canhan / Trang chd
Iy VAN BAN BEN B VAN BAN BI
O 2]

Chrax¥ly  Bang x Ij DA xi¥ Iy DEn han Chér duyét Chér xiF Iy Uy quyén B3 phat hanh

duyét
2]

Qua han Chorduyét VB Uyquyén BD&chuyén
duyét thire higén

1




& Van ban di/ Duyét van ban di / VB chd duyét

VB chiy duyét WB chiy chuyén vién xir Ij VB chiy I3nh dao khic duyét VB ché van thir phat hanh VB @4 phat hanh VB duge (y quyén
cromm sy i i o
1 * Dv thdo Thdng bao KL UBND Huyén Sép Cép [V 91318 o &
v don doc cac co quan, don vi tang cwong ap dung chir ky so trong viec trao doi van 2 &
ban dién tr

Tim théy 2 két qué trén 1 trang

Cap do: % Binh thurng Khin + Thurong khin Hoathc f Hda téc hen gio

TRA CUrU THONG TIN

A . TRUONG HQP I: NEU LA VAN BAN DO CO QUAN, PON VI BAN
HANH
Lueu y: Bim nut Xem dé duyét van ban va swa van ban (néu sira van bdn
tham khao huong dan ¢ Phan V). Neu la van ban co quan, don vi tham muu
trinh UBND huyén, Chu tich UBND huyén ban hanh thi Chuyén sang Phéan B.

4
A

1. Budc 3-4: Chon muc ky s6 => Chon ky so0.

@ Van ban di/ Duyét van ban di / VB ch& duyét | D thdo Théng bao KL

THONG TIN CHINH &
Trich yéu: Du thio Théng bao KL Noi Itru ban chinh: Dwrong Van Tusn - Van Phang HOND- Ngwéi ky van ban: Tran Van Dai
VEND Linh virc van ban: Chuyén mon
Noi Iru ban chinh: Duong Van Tudn - Van Phang HEND- Loai van ban: Céng van Phong ban sean: Van Phong HDND-UBND
UEND 50 ban phét hanh: 1 Co quan ban hanh: UBND Huyén Sop Cop
Ngay ban hanh: 10/07/201% Ngay lvu: 10/07/2019 Ma dinh danh van ban:

Nori nhan van ban;

3
= p——— PYSIS— Ey——
QUA TRINH XIF LY VAN BAN DI

S e N o e e

Dwong Van Tuin  Gui LD dy thie TBKL (d3 tdng hop ciia céc dlc CV) 10/07/2019 13:18 @ 21 tbhoiytt117 2-:13.dc-:l

DANH SACH VAN BAN

# Check dé kj VGCAD Check dé ky tr dong O Check dé ky chon vi tri
File van ban % Chon van ban dinh kém

STT VEn ban Kiso 4

1 @ # 21.tbhoiytt 11.7.2019.doc &

Lanh dao co quan, don vi thuc hién thao tac ky sé va click hoan thanh
viéc ky sO van ban va chuyén sang Budre 5.

2. Bu6c 5: Chon Duyét (dé chuyén van thu phat hanh).

@ Van ban di/ Duyét van ban di / VB ché duyét /| Vv ddn déc cac co q..

THONG TIN CHINH I
Trich yéu: Viv dén doc cac co quan, don vi ting cudma ap N Itru ban chinh: UBND Huyén Sép Cop Linh virc van ban: Chuyén mén
dung chir ks trong viee trao G van ban aién i N Itru ban chinh: UBND Huyén Sép Cop Loai van ban: Bao cao
$6 ban phat hanh: 0 Cor quan ban hanh: UBND Huyén Sop Cap Ngay Iweu: 05/06/2019
Ma dinh danh van ban: Neoi nhan van ban: 5

T I e e



3. Budc 6-7-8-9: Chon Van thu nhan van ban => Nhap ndi dung dé nghi
=> Chon gui tin nhan dén van thu => Chuyén van thu.

Van thwr nhan 6

= Tong Van Thuy - UBND Huyén Sép Cop

S

File van ban (*) % Chon van ban dinh kém

Tén file Thao tac Loai File
7_wv_huong_dan_ky_so_van_ban_dien_tu_su_dung_chung_thu_so_tich_hop_tren_phan_mem_gquan_ly_van_ban_va- £a File \Zn B5n
20180507112341158161_1signed149_Zsigned581.pdf ]
NI dung chuyen
D& nghi van thr phat hanh 7
g
I ¥ G tin nhin &én van the Giri Email @n vanthe [ Tao phiéu trinh 9

8

T

B. TRUONG HQP 2: NEU LA VAN BAN CO QUAN, PON VI THAM
MUU CHO UBND HUYEN, CHU TICH UBND HUYEN KY BAN HANH

Luwu y: Lanh dao co quan, don vi phdi duyét kj vin ban trude khi chuyén
lanh dao Vin phong HDND-UBND huyén tham dinh (Bam vao nit Xem dé xem
van bdn). Néu van bdn tham mueu chwa hop 1y, lanh dao don vi Chon niit
Chuyén Chuyén vién dé trd lai Chuyén vién soan thdo van ban.

1. Bu6c 3: Chon Chuyén lanh dao khac

& Van ban di/ Duyét van ban di | VB ché duyét | Viv hwéng dén quy tr...
THONG TIN CHINH

Trich yéu: Viv hirdng dan quy trinh kyj 6 van ban trén phin N Ivru ban chinh: Tang Van Luan - Van Phang HOND-UBND Ngudi ky van ban: Trin Van Dai

mém Linh virc van ban: Chuyén mon Nevi lweu ban chinh: Tang Van Luan - Van Phong HEND-UBND
Loai van ban: Céng vin Phdng ban soan: Van Phang HOND-UBND $6 ban phat hanh: 1

Cor quan ban hanh: UBND Huyén Sop Cop Ngay ban hanh: 11/07/2019 Ngay Ieu: 11/07/2019

M3 dinh danh van ban: N nhan van ban:

3

I I e e e e s

QUA TRINH XIF LY VAN BAN BI

2. 7Bu’(7’rc 4: Chon lanh dao nhan (Chon ldnh dao Van phong HDND-UBND
huyén de tham dinh van ban).

3. Bugc 5-6-7: Nhap noi dung yéu cau => Tich chon gui tin nhin dén lanh
dao => Chon chuyén.

@ Van ban di / Duyét van ban di / VB chér duyét / Viv hugng din quy tr...
THONG TIN CHINH

a (*) 1 théng tin bt budc

Lanh dao nhdn (%)

Tr&n Vian Bai - Chanh Van phang

File vén ban (*) % Chon van ban dinh kém

Tén file Thao tac Loai File

vv ap dung chu ky so chuyen dung trong cac co quan nha nuoc huyen sop cop.doc @ # ES = File \an Ban

Noi dung yéu cau

\ 5
Yé&u ciu ky sb Giri tin nhdn dén 13nh dao Giri Email dén 1@nh dao Tao phiu trinh
6 7
oo

2]




I11. LANH PAO VAN PHONG HPND-UBND HUYEN

Vin ban dén cta cac co quan, don vi trinh tham dinh s& & Muc Cho
duyét cia Muc Vian ban di.

1. Budce 1: Chon muc Cho duyét
2. Budc 2: Chon vin ban can xtr Iy

& Canhan / Trang chd

Iy VAN BAN DEN B VAN BAN DI

& =

Chraxily  Bang = Ij DA X Ij Dén han Chér duyét Chir xiF Ij Uyguyén D3 phat hanh
duyét
o '
QuA han Chirduyét VB Uyquydn  D3Echuyén
duyét thirc hién

& Van ban di/ Duyét van ban di / VB chir duyét

VB chiv duyét WB chiy chuyén vién xir Ij VB chér Inh Gao khac duyét VB ché vin thur phat hanh VB d4 phat hanh VB dwot Gy quyén

commnmin v st o

1 * Dv théo Thdng béo KL UBND Huyén S&p Cop 10M07/2018 1318 o &
mewm,m“hcmﬁ:mmﬁsﬂmﬁm& 2 &
bban dién tor

Tim théy 2 két qud trén 1 trang

Cap do: % Binh thurng Khin + Thurong khin Hoatdc o Hoa tdc hen gicr

TRA CUrU THONG TIN

3. Budc 3-4-5-6: Chon lanh dao nhan=>Nhép ndi dung yéu cau => Tich
chon gui tin nhan dén lanh dao => Chon chuyén.
& Van ban di/ Duyét van ban di / VB ch& duyét / Dw thao Thdéng bao KL

THONG TIN CHINH (%) 14 théing tin bt bubc

3

Lénh dao nhan ()

L& Tién Loi - Ch tich -

File van ban () % Chon van ban dinh kém
Tén file Thao tic Loai File
21 th hai y tt 11 7 2019 doe @ & = File \V&n Ban
Noi dung yeu cau 4
5 #
0 Yéu cdu kj sb [0 GUri Email dén 13nh dao O Tao phiéu frinh
6

IV. LANH PAO UBND HUYEN KY BAN HANH VAN BAN
1. Buéc 1: Chon muc Cho duyét

2. Budc 2: Chon vin ban can xur ly



& Canhan / Trang chd

b VAN BAN DPEN B VAN BAN BI
(5 (2]
Churax¥ly  Dang xF Iy DA X Iy DEn han Chér duyét Chir x(F Iy Uyguyén D3 phat hanh
duyét

1

=

Qua han Chorduyét VB Uyquyén B3 chuyén
duyét thire higén

& Van ban di/ Duyét van ban di / VB ch duyét

VB chir duyét WB chir chuyén vién xir Iy WB chi Inh dao khac duyét WB chi van thwr phat hanh VB di phat hanh VB dugc Oy quyén

crmmmsin i shmrn | am

1 * D théo Thing bao KL UBND Huyén Sdp Cép 10/07/2018 13:18 0 &
Wmﬁwm,mqﬁmﬁmdﬂﬁﬁm iec trao doi van
ban dién tir o £

Tim thdy 2 két qué trén 1 trang

Cap db: % Binh thrdong # Khan ¥ Thuong khdn + Hoatde «f Hoa toc hen qior

TRA CUPU THONG TIN

1. Budc 3-4: Chon muyc ky s6 => Chon ky $0.

@ Van ban di/ Duyét van ban di / VB ch& duyét /| Dw thdo Théng bao KL

THONG TIN CHINH A
Trich yéu: Du thio Théng bao KL Noi Itru ban chinh: Dwrong Van Tufn - Vin Phéng HOND- Nguwdi ky van ban: Trin Vin Dai
UBND Linh virc van ban: Chuyén mon
Novi Itru ban chinh: Durong Van Tun - Van Phong HEND- Loai van ban: Céng van Phong ban soan: Van Phong HOND-USND
UBND 56 ban phat hanh: 1 Co quan ban hanh: UBND Huyén Sop Cép
Ngay ban hanh: 10/07/2018 Ngay lwu; 10/07/2019 Ma dinh danh van ban;

Nori nhan van ban:

3
T R P Ciuyn i dao . | # Cin iy i
QUA TRINH XIF LY VAN BAN BI

wsomacia i | i Jwam3 v s | i

1 DuwongVan Tudn Gii LD dv thao TBKL (3 tdng hop cia cac dic CV) (Eren) [T 10/07/2019 1318 @ 421 tbhoiytt 11.7.2019.doc :

Luwu y: Bam nit Xem dé xem van bdn (néu sika vin ban tham khéo huwdng
dan o Phan V).

DANH SACH VAN BAN

¥ Check dé kj VGCAD Check dé ky tu dong O Check dé ky chon vi tri

File van ban % Chon van ban dinh kém

STT Van ban Kiso 4

1 @ # 21.tbhoiytt 11.7.2019.doc &

’ Lanh dao UBND huyén thuc hién thao tac ky sb va click hoan thanh viéc
ky sO van ban.



2. Bu6c 5: Chon Duyét (dé chuyén van thu phat hanh).

@ Van ban di/ Duyét van ban di / VB chd duyét

Vv dén ddc cac co q..

THONG TIN CHINH
Trich yéu: Viv dén doc cac co quan, don vi ting cudma ap
dung chif ky 56 trong viéc trao ddi van ban dién tr
$6 ban phat hanh: 0

Ma dinh danh van ban:

N Itru ban chinh: UBND Huyén Sép Cop Linh virc van ban: Chuyén mén

N Itru ban chinh: UBND Huyén Sép Cop Loai van ban: Bao cao
Co quan ban hanh: UBND Huyén Sép Cop Ngay Ieu: 05/06/2019

Neoi nhan van ban:

3. Budc 6-7-8-9: Chon Van thu nhan van ban => Nhap ndi dung dé nghi
=> Chon gui tin nhan dén van thu => Chuyén van thu.

Van thwr nhan

= Tong Van Thuy - UBND Huyén S6p Cop

File van ban (*)

Tén file

7_wv_huong_dan_ky_so_van_ban_dien_tu_su_dung_chung_thu_so_tich_hop_tren_phan_mem_gquan_ly_van_ban_va-

20180507112341158161_1signed149_2signedS&1 pdf

NI dung chuyen

D& nghi vn thu phat hanh

I ¥ Gi¥i tin nhan dén van thu

8

Giri Email d&n van thir

6

% Chon van ban dinh k&m

Thao tac Loai File
x

e File Van Ban
W

Tao phiéu trinh

9

 Chuyén van thwr

V.MOT SOLUUY

1. Pé nghi cac co quan, don vi dat tén file cho van ban khong dugc qua 30
ky tu.

2. Trong qua trinh xem x¢ét, tham dinh van ban dé ky s6 n€u phai sua ndi

dung van ban, lanh dao cac co quan, don vi chon trong Danh sach van ban bam

vao hinh Thing rac (@

) dé xo6a van ban cii va thuc hién thao taic Chon van

ban dinh kém dé chon lai van ban mai sau do thuc hién ky s6 van ban nhu cac
budc da néu & Muc Ky so van ban.

DANH SACH VAN BAN

4 Check d& ky VGCA
File van ban

STT  Van ban

Check @& ky tr dong

1 @& # vvapdung chu ky so chuyen dung freng cac co guan nha nuoc huyen sop cop.dgc

. 2
Check dé ky chon vi tri

% Chon van ban dinh k&ém

Ky so
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