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1 Gidi thiéu

e Churc ning quan 1y cong van duoc nghién ciru va phat trién dua trén cc yéu cau cua khach
hang trong khdi co quan nha nudc dam bao viéc thuc hién, quan ly, luu trir va xu ly hd so
cong viéc lién quan dén vin ban.

¢ Thdng nhét quy trinh trao d6i thong tin ndi bd gitip can bd, chuyén vién trong co quan c6 thé
trao d6i thong tin tryc tiép véi nhau mot cach nhanh chong chinh xéac

 Théng nhét quy trinh quan 1y, trinh duyét, xtr Iy va phat hanh vin ban. Xay dung quy trinh
thiét 1ap hd so cong viéc theo vin ban. Phan quyén chi tiét dén timg bo phan phong ban vé
cac quyén duoc xem, quyén dugc cap nhat dbi voi timng van ban.

e Tra clru thong tin cong vén 1ap bao cdo nhanh chong

—

Quy trinh xir ly cong van

1.1  Céngvéan dén

. Ludng 2 : Chuyén tryc tiép cho lanh dao bit phé qua mang
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1.2 Congvan di

. Luong 2 : Pi dwoc linh dao ky déng dau vin thu phan phat dén bo phan lién quan
6 s6 di roi (***)

1.3 Congvan ndi bo

Str dung ludng twong tu cong van di cac phién ban trudc 13 mot quyén sd nam trong phan

cong van di. Nay duoc tach ra ¢é mang tinh tuong minh va d& quan Iy hon.

Ludng 2 : P duoc lanh dao ky dong dau van thu phan phat d&én bo phan lién quan c6 so di

1ol
1.4 Huwéng din chung
1.5 Xem cbngvan

e Click module Céng van
« Click tab Van Ban Bén — Bi — Nbi Bo
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PM ban hanh.

o |vanban1-20wong38 Biu| <Twéc| Saur | Cudi, Chuyén trang khi nhiéu vin ban

Tim kdm van ban

T VB coa b
T VE phbng

TO WVE olng chung

: Danh sach tu dugc phan loai theo c4 nhan (tu cua t61), phan theo
truong phong (ti phong), phan theo van thu (to ding chung) va tim kiém

Lot theo val trd

T el vain bdin

VB 14i but phé

VB 160 chuydn ot phi
VB 181 mir by chinh

Wan ban nhan 88 bidl

VB 181 tham gia xlr Iy

v i theo oBi : Loc cong van theo vai tro minh tham gia

Loc theo 50 VB

S8 VB Bén 2014 Ao oa o . A [ AR
: Tat ca van ban nhan dugc theo so (co thé cod nhiéu so)




VB [Enh &30 chira oot phé
VB chir 184 phan phat

Van ban chua duyd

Loc theo tAc vy chir

) chilr 161 gl chanh VP
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VB chiv 181 girl 13nh Jao

VB chir 16 bt phi

. = : Loc theo tac vu van thu & cho

Loc theo trang thai
Van ban chira doc
Van ban chuwa tao HSCV

Van ban dang xir Iy

. Vanban daxirjxong  |: [oc theo trang thai cong van
= :Vanbandadoc
= J:Vanbanchwadoc
= &:Vanbankhan
= !':Vinbanquantrong
» :Vianbandi dwocphanxily
= 4 :Vinbanmat
» 7:Vinban da dwoclanh dao bitphé

Xem chi tiét mot cong van
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Mot sb thudt ngir viét tat

VB
QPPL

HSCV
STVB
XLVB
TDHB
VBLQ
XL

: Van ban
: Quy pham phép luat
: HO so cong viée

: Soan thao van ban

: Xt ly van ban
: Theo d&i héi béo
: Vén ban lién quan

: Xu ly

1.3.2 Tim kiém cong vin

»  Tim kiém nhanh
Click module Cong van
Click tab Vn Ban Dén — Di — Noi Bo

o Nhap tir khoa can tim vao : phan mém s& tim trong s6 hiéu — trich yéu

Vé&n ban dén

i S0t dor o Thib wid i pie bl
@18t volydin  540dn
] § 1S40
- g, | ETEINA
e | TEWI0Id 3
FE | venENONe AR
- g 5 TEUNIONE A
yBd foc EChum o v whn I rika b
T Mg wh 58w bide,

E
A TEY R

THI0NARE-CP

IH0TANELR
TRINADETTY

200CE-TTY

Shp wip ihen | Nosy Oin

Baan hulinity Exidar b il clia cdng by brdch nhdbm fede han mad Sanh viln 8e Nbd run 1dm
et B iy

Cuy dinh v crel 33 nivalin BO4 o Snhovee bis chl bl bin

iy Gaany i chidrg nding, mhblem wy, quavlen ha v oo clu o ot e Theg cuc Dusch e
i B0 hn Fda, Ted mao vl Du Beh

Vv Gsay i chie nling, mhidey wy, gusdn hae vl cocdu 8 ordre elia Theg cuc Gudin i3 A

e madic D) T Nguybn vi NG| inrreg

Sip mip theo: | Nody ¢in

Tir ks

- el -

— e ik v —

o g bam hish.

agq tynali il

Wil pindng chind phd

Cinh phii

Trdd frting Chinh phi

Todk eting Chinh ghid

— e L

Tim kiém nang cao

Click module Cong van
Click tab Vin Ban Dén — Bi — Nbi Bo
Menu bén trai Tac vu khac click tim kiém

Click tim kiém nang cao bén goc phai




Tim ki€m van ban dén
Tir khoa tim Kidm:
Ngiy dén: Tir = dén = (vi dyr 30/05/2007)
Mgy ban hanh: Tir 5 adn: == (Vi du- 30/0572007)
Cor quan ban hinh: -—— Chon-— v -——Chon-— ~
Noi gur: - Chon -~ w  -—- Chon—— =
Loai wiin ban: - ClHOR ~== - Mhom &b vin ban:  --—-- Chon -
Mgy hiu lure: Tir == aén: S (vi du: 3000572007)
Hogurn ky: Chirc vu;
Heri s trir. - Chon —— =
Dwr éin: 4] Chon Xda
Tinh trang duyét: 8 Cahal B3 duydt Chura duyét
Bom vi Xir by chinh: ~eer OO ==== = Hgun xir by chinh:
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Tinh trang xur by @ Tilca Chira tas HSCV Elang xir Iy B3 aF Iy xong
Tim kbEm

S van ban;
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1.3.3 Luru trir vao ti ca nhan
Tao thw muc phén loai trong tii ca nhan

» Click module Cong van

»  Click tab Vin Ban Dén — Di — Noi Bo

= Menu bén trai tac vu khac chon ti ca nhan
»  Click 1 Quan tri thu muyc

«  Click -2 Thérm mdai

» Tao thu muc nhap tén va no6 co6 1a con cua thu muc nao khong

Thém mdi thu’ muc van ban dén

Ther e cha — Thu myc gc— =

*TE&n thur e

M i

Huy b Thitm

o Click Thém d¢ hoan thanh
Chuyén vin ban vao tii ¢ nhian

o Click module Cong van
o Click tab Vin Ban Dén — Di — Noi Bo
o Stick nhiing cong van mubn dua vao ta




o Click Thao tac voi VB da chon chon thém vao ti ca nhan
o Chon thu muc r6i click lua chon

Thao tacvoi VB da chon~

Danh diu d3 doc é

Bénh dau chua doc A
Thém vao ti cla téi i
Thém vao td phong .

Thém vao td ddng chung

e Mot s6 thao tac d6i v6i van ban trong thu muc ca nhan
Click module Cong van

Click tab Van Ban Dén — Di — N¢i Bo

Menu bén trai tac vu khac chon t ca nhan

o
o
o

Tu VB dén cua toi (0)

Thao tacvdi VB 43 chon -

Bdnh dau 33 doc
Bénh dau chua doc

Xda khéi thr muc

Chuyén thy muc

Chuyén van ban tir thu myc nay sang thu muc khac
« Chon thu muc mudn chuyén van ban

e Stick nhung vin ban muén chuyén

¢ Click Thao tac véi VB da chon

e Click Chuyén thu myc

 Click thu muyc dich can chuyén dén rdi click lya chon
Xoa van ban trong mét thu muc

e Chon thu muc mudn x6a vian ban

e Stick nhung vin ban muén x6a

¢ Click X6a khoi thu muc

Panh diu doc , chua doc

e Chon thu muc mudn danh diu vin ban

o Stick nhung vin ban mudn danh danh

« Click Panh dau d3 doc, chua doc

Tim kiém

e Chon thu muc c6 nhiéu van ban mudn tim kiém
 Nhap tir khoa mudn tim va click Tim

Tir khda: Tim




1.3.4 Ghi y kién xir 1y cong viéc
e (Click module Cong van
e Click tab Van Ban Dén — Bi — Noi Bo
e Click chi tiét vao mot van ban
e Click Ghi ¥ kién d6i véi nhan vién, Ghi but phé d6i voi lanh dao & truong phong

BUT PHE LANH BAG

FGhi kién

PGl ki

STT  Hguwd nhip Hhom phing ban  H&i dung Thid didm Trang ihai xor by Bom vi e by chinh: —
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STT  Mgudd nnap Hhim phong ban NGidung  Thid didm  Trong thai x b
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1.3.5 Tham gia cong viéc xir ly van ban
 Ngoai trang chii hoic trang chii cong viéc ta cling thay duoc cong viée xir Iy van ban
e Click module Cong viéc
e Click T}Cong vigc xir iy VB

o Click vao tiéu d& cong viéc can xu 1y
e Click vao Xem VB dé link dén VB lién quan bén coéng vin (néu duoc phan phat)




