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2 Quan ly cong van.

2.1 Hudng dan ddi véi trudng phong

= Quy trinh ti€p nhan van ban :
Khi van thu phan phat cong van dén phong ban hay dich danh lanh
dao phong can chl y sau day :

- Lanh dao but phé :

©® Y KIEN CHIDAO VA XUr LY -, In biit phé

% Lai Xuén Thanh 01/05/2017 09:27:03 AM =5
« Co quan chd tri- Phdng An ninh hang kndng
« Sao glti - + Cuc truedng
+Phé Cuc trudng : Dinh Viét Son
+Van Phong
« Théihan x& Iy : Trudc ngay 25/11/2016

- Dan vi XLC :



® X ly van ban

Van ban nhan:

D xip 1y xong JUET OS]
Bon vi xte Iy chinh: P An ninh hang khong Xt Iy chinh: Trréng phang ANHK

Bon vi déng xi ly:
Phoi hop xi ly:

DA PHAT HANH VAN BAN HOI BAP

S4 VB di:

Trich yéu: Viv - To chirc Héi Nghi "B'dnh gid nguy co uy higp ANHK" va Hai nghi " So két 03 ndm thurc hién chi thi s6 78"
Bon vi nhan: 1 Trung tdm y & hang khéng

| Van phang. P. An ninh hang khdng. P. Khea hoc, CN va méi trrdng

Ngay hét déu: 14/11/2016 Han két thiic:
Trang théi VB

Lubng 5: Van thir ==> phong tong horp ==> chanh van phong ==> linh dao ==> van thir ==> chuyén vién Q

4 Vanthe = a) Téténghop =P [ Lénhdaovénphong = »~ CTlal Xuén Thanh = [] Trréng phéng ANHK

0 --/--: Khdng c6 ngudi XLC la nhitng VB xem dé biét

2.2 Phan phat cong van cho chuyén vién phong
Dac biét & bang Portal 8 nay trudng phong khong can tén nhiéu cong
phan phat nira chi phan phat ddi véi van ban xem dé biét. N&u dé x(r ly
khi chuyén tiép cng viéc phan mém dong thdi phan phat cho nhitng
ngudi tham gia.

« Click Phan Phat

Phan phat van ban dén va giao viéc = Quay lai

56 13401/BGTVIVT

Co quan chi tri: Phong An ninh hang khéng
Sao glri - + Cuc tnrdng
+ Pho Cuc trudng - Binh Vit Son
+ Van Phong
Thoi han xir Iy - Trede ngay 25/1172016

B4 duyét 01/03/2017 09:27:03 AM b6i CT Lai Xudn Thanh
Tao: 29/04/2017 06:28:17 AM bdi Administrator

Cdp nhat 014352017 09:31:54 AM bdi Van thuw

Biit phé: 01/05/2017 09:30:18 AM bGi CT Lai Xudn Thanh

(] DPON V| NHAN / XU' LY VAN BAN

Xtk 1y chinh lanhk pp1 [@iChon
[Déng x@ Iy: anhk.nvl, anhk.nw2, anhk.nv3, anhk.pp2

#Chon cd nhan dé xem |
a nhan:

[# Thém y kién xi¥ ly cho thanh vién phong

;| i Chon

"h vign xgz |
em dg pigs

Cho y kién chi dao v&i
thanh vién trong phong

[ Tao hé 50 XLVB khi tao VB dén nay

Hiybo | Phan phat |

e Chon ddi tugng ca nhan can phan phat la nhan vién phong minh



'@ Chon ngudi ding - Mozilla Firefox

portal.dieuhanhtructuyen.com/modules/webcontrols/PredefinedFindUsers.aspripuszernar ||
Chon ngudi dung =il

S CONG TY TOI

|| Ho va ténTai khoanChirc danh

[”] =5 TGD. Nguyén Trirdng Hai (0)

[”| i) PTGE Nguyén Vén An (0)

[T] =1 P-K§ Thuat (6)

| €3 Phan Qudc Anh Anhpqg Gidm dic
[] €3 Nguyén Céng Mouyén nguyennc  Mhan vién
[#] €% Nguyén ThiHdng Nhung nhungnth T trwdng
[#] € Pham Thé Higp hieppt Mhan vién E
[] €% Pham MNguyén Hang Hanh hanhpnh  CV. QLHT
[T] €% Administrator admin

["| @ISy P. Hanh Chinh Nhan St (0)
[] ®I=) P Tai Chinh Ké Toan (0)
[] @) P. Ke Hoach Vat Tur (0)

[7] FI) P. Kinh Doanh (0)

3 Quan ly Cong viéc/ HO sc cong viéc

Ghibiitphe | Boduyét | Phanphdt | XifljVB | Trang théiVB Théng bao VB | Thanh vién doc vB

YE}Cap nhat két qua XL

ET&I} ho so
%Tau cong viec

' VB chi khi VB dwoc duyét WehT a0 du an

ng ban, chuyén vién = ly chinh céng viéL.'va o v, pﬁnng T, Thuyén vién phai hop x0r Iy, Khi vdo man hinh ‘2

3.1.1 Cong viéc
- Giao viéc khi la xtr ly chinh

Mac dinh phan mém sé chon ngudi giao viéc la Ianh dao, ngugi xur ly
chinh la da chon, ngudi tham gia la ngudi dugc chon trong ca nhan &
trudng phong.



- D& giao viéc dua chudt vao X' ly VB

e Click Tao cong viéc
e Ta s& thdy nd trd v& man hinh giao viéc va add san tiéu dé cong viéc
la x(r ly c6ng van co trich yéu, han cong viéc chinh la ngay bat dau
két thdc ma lanh dao giao, dinh kém cdng van & link dén cong van
e Sau khi phan cong cong viéc thi click thém mdi
e Luuy : néu IGc phan phan chon xem dé x{r ly thi PM s& cdp nhéat

trang thai cong van theo cong viéc

Thém coéng viéc

€ MNoudi giao viéc:
Phdng x(r Iy chinh:

Phong tham gia phdi
horp thurc hién:

Phang theo dai:
7 Ngwedri x(F I chinh:

€3 N tham gia phdi
hop thuc hién:

€ Mg theo dii
Tiéu dé:

Mgay bt dau:
B wu tién:
Thudc dw an:
Théng bao nhén:
Mhac dén han:
Cang viéc lap

Méi duna cong viéc:

HieuDTHN [chon [¥Nhém phong ban [¥] Mauwdi tham gia [¥] Mguwbi theo ddi
KHWT [ Chon
KHVT KTh, TCKT [ER Chon
[ Chon
[E Chon
[¥] Quyén bd sung thanhvién [¥] Quyén thay ddi trang théi
PhuocPH, Anhpq B Chon
LanhDao [igh Chon

[#] Quyén ghi ndi dung céng viéc [¥] Quyén thay ddi trang thai
X ly VB dén: Hgp ddng cung cdp phdan mé&m
il

Binh thiurdng -

14/7/2016

i3 Chaon
[ Tinthéng bao [T Tinnhan [ Email [ SMS

[7] G¥i tin nhan bao cong vigc dén han trpéc 1 (ngay)

Han két thiic:
Trang thai:

Nhom cong viéc:

15/7/2016 i
Chura bt dau -

— Chon — -

@ Khdng 1ap (Thuc hién vao thivi didm duwoc chira & trén) ) Lap dinh ky



Binh dang~ PBoanvan = Phong~= Kich thwdc phéng =

B 7 U 5
¥ h o &
@'

- Er == &8 ol a~B-
T I)t xz xz Q @ r @ ﬁ :: I‘T “’I #
Xir by VB dén: 320b/BC-TTDWXD
Trich véu: Hop dong cung cdp phdan mém.s Xem VB
p 1 g
Bwavao lich cong tac: [ | Bwavo lich cing tac cia tdi [T Bwavao lich cing tac cda nhitng ngwii lién quan
([j1 Ti liéu kém theo: Chon tap tin... | Chua chon tap tin.
Tai liéu cong van; @ 2dfee234-9445-43dc-92e0-941d1d70844e_BC TRIEM KHAI FHAMN MEM PORTALOFFICE_1.PDF
{97207 KB
[¥] Bura i ligu kém cla Céng van vao céng viéc
Phéan phat cong van: [¥] Phan phat cing vAn cho nhifng ngudri tham gia x¥ 1f cong viéc

Quay lai G di
- Khi xtr ly xong céng van ngudi XLC

0 Ghi ndi dung tdm tat qua trinh x ly : budc nay cé thé ngudi tdm
tat la chuyén vién phong ban XLC va trudng phong sé dong cong Viéc
0 Chuyén tién dd sang d3 hoan thanh

3.1.2 Tham gia xtr ly khi vai tro truéng phong phoi hgp
Chuyén tiép cdng viéc giao cho nhan vién phong ban minh. Nhan vién
phong ban sé dua vao Thanh vién ¢ quyén doc van ban dé thuc hién
cdng viéc ngoai thuc té.



Cong viéc toi tham gia (8)
Mauedri XLF If chinh Cong viéc D ar

Béng Thi Ngoc Hiéu  Xir Iy VB dén: Hop dong cung cap phan mém

Xir Iy VB dén: Hop dong cung cap phan mém (0)

Quaylai | Puwavaolichcéngtic  Banhdiudixdly | Tacwu khdc=

(Tién dé: »Chura bat d3u 0% ) Siba

Bat dau: 14/7/2016 Han kétthic: 15/7/2016 Batdauthy  Xda

Ngirési giao viéc: Dang Thi Mgoc Hidu Owner:BangThiN,  Thanh vien
N xie If chinh: (93ng Thi Ngoc Hidu Chiém guyén

Mowéri tham gia: B=2]Pham Hiku Phuéee B Phan Qubc Anh Ut ra Excel

Hgwedri theo dii: &= MguyEn Truéng Hai
. B Nouy 1 Chuyén tifp ciing vidc

Phéng xiF Iy chinh: P K& Hoach VAt Tu -
. . - i - e = Chuyen thean
Phong tham gia: P. Tai Chinh K& Toan, P. K§ Thuat ety IThém céng viec mdi tir céng viée nay |

Moi dung cdng viec:
Hirly VB dén: 3200/BC-TTDVAD

Trich véu: Hop ddng cung cip phan mém.» Xem VB
3.1.3 HO sc cong viéc.
Tao ho so cong viéc khi la xtr ly chinh
Mac dinh phan mém sé chon ngudi giao viéc la Ianh dao, ngudi xr ly
chinh la da chon, ngugi tham gia phdi hgp la nguGi dudc chon trong
c& nhan & trudng phong, va lién quan dén nhiéu van ban dé tap hop
lai thanh 1 ho sa.

- D€ tao hd sd cdng viéc dua chudt vao Tao hd so

e Click Tao ho so

e Ta s& thdy nd trd vé& man hinh giao viéc va add san tiéu dé cong viéc
la x(r ly cong van co trich yéu, han cong viéc chinh la ngay bat dau
két thuc ma lanh dao giao, dinh kem céng van & link dén cong van

e Sau khi phan cong cong viéc thi click Thém



Tao hd so cong viée

[] THONG TIN CHINH

“Tiéu d&:

“Loai hi s
“M& hi ser

Linh e

Mirc quan trong

20/09/2016 |7 (vi du: 30105/2007)
30/09/2016 | P (vi du 30/05/2007) K& tir ngdy bét TAu

“Ngay bat diu:

*Nogdy két thic:

“Lanh dao giao viéc: ‘admin | chon

“Xir Iy chinh: \ | chon

Phéi hop 0 1§ 1
Jmcm_m

Lanh dao phy trach: [ EMChon

Lanh dao theo dbi: Inguyenthithuonghuyen | @achen

Tai liéu kem: ) 1714.KHDT-TH.PDF (901.40 KB) [X62]
\_(}Tn_tém_l Khéng cd tép ndo droc chon  Gan té
Y kién chi dao:

[ NOI DUNG CONG VIEC

Hl'qflu')| Thém |!«_'-Duvéth6 50 nay

Xin ¥ kién vac dy thao Bde cdo KTXH thanh phd 9 thiang nam 2016.

« Cac thanh vién lién quan dén cong viéc trong ho sd sé nhan dugc
cong viéc va ghi bao cdo tinh hinh xUr ly cong viéc dén dau.

XUr ly cong viéc
BAO THI MINH THU
36: HSXLVB-7272016-827

h vién tham gia x Iy

Vian ban fién quan

Tiéu dé: HaJ gnhij tng két 10 ndm th Luat Quéc phong

Mé hd so: HSXLVB-7272016-827 Lanh dac giao viéc:
Xir Iy chinh: Bli Van Hoa Lanh dao phu trach:
Léanh dao theo dbi: MiFc quan trong:
Loai ho so Xir iy VB dén Linh virc:

Ngay bt ddu: 27/07/2016 Ngay két thic:

Dang thirc higén
T GM 572 GMUBND.paf  (1575MB) d& B

Tinh trang Xt Iy:
Tai liéu kém:
Két qua xir Iy

Tinh trang xt¥ Iy Bang thuc hién Ngwéi dong hd so:

Tom tat qua trinh xie by:

<aQuaylai <7Thémvaotd clatdi uEBanin

D3 duyét: 27/07/2016 09:29:02 AM boi Bao Thi Minh Thu
Tao: 27/07/2016 09:29.02 AM b6i Bgo Thi Minh Thu
Cép nhét: 27/07/2016 09:29:02 AM bdi Béo Thi Minh Thu

Bido Thi Minh Thu
Nguyén Thi Thuong Huyén
Thurérng

06/08/2016

Ngay déng hé so:

[ Y KIEN XU LY

=Y kién ciia to dtca § kién W Ghij kidn i 1)

2, Bao Thi Minh Thu [Tra 18

Mgay tao 7/27/2016 9:20:47 AM
[_] PHIEU TRINH XIN Y KIEN CHI BAD

Toi d4 thire hién xong bdo

& Lap phiéu trinh







