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PHAN 1: HUONG DAN VAN THU

Bai hudng dan nay xin tap trung vao hudng dan xur Iy van ban dén va xu ly van

ban di

I.  Xirly vin ban dén
Buwéc 1: Piang nhip hé théng
¢ Vao trinh duyét web g0 dia chi tén mién nhu dudi

http://<Tén viét tit ctia don vi>.vanptioffice.vn/

VD: Vin phong hoi dong nhan dan tinh Phii Tho, viét tit 1a vphdndphutho

Dia chi trang web dang nhap sé 1a: http://vphdndphutho.vnptioffice.vn/

Hoic ¢ thé truy cip trang web chung: http://phutho.vnptioffice.vn/

Tim té€n don vi va nhan vao dé truy cap

P - Héthiing quinlj vinbd_ % |

wnptiofficevn
| 15  Thi Hanh an
& hitp:/thehanhanphutho....
e Wi Nha Bio
6 hitp: hnbphutho. ...
g 10 Chil thap dé tinh
& hittp:/ Metdphuthia....
s, W0 Hong din tmh
6 Hittp:/ hindphuthe. ..
g Ban Chi dgo Phing ching
G i nihiing
hittp:{ (bedpetnphistha. ..
F v hidEm %3 hol tinh
6 http:/bhshphitha....
& Truding Cao ding y b8 Phi
i The
Fittp:/fechtphutho.....

Wi phisng HOND vi

BOBOH binh
hittp:/ fvphdndphutha....
iy baans KiEm tra Tinh iny
& hitpr/ fublttuphitho. ..
p. Uy ban MTTQ tink Phi Thy
'& hitpe/ fubmitqphuthe. ..

e Chi cyc Quan i chit kigng
& Mg lAm...
hitp://snnpintphutho....

. S Cong Thirdng
Q htip://sctphutho....

4 Bang try khiil doanh
nghiép tinh Phid Tho
hetp: ] dukdnphutha....

s, Dang y khii cic oo quan

& tinh
hitp:/f dukceqphutihe...

g% Tinh doan thanh nién

8‘ hitp:/ ftdtnphuthe. ..

4 . B30 Phal Thg

& hatp://bacphutha.. .

g% Ehu Di tich lich sif DEn

& Hiing
atp://kdelsdhphutha....
Tia 4n nhan din tink

Q hatp://tandphuthe.....

g Trirdng Cao ddng kinh tE
I thugt tinh...,
hitp://edktkiphuthe. ..

Wiin phang Tinh iy
hitp:/fvptuphutho....,
Ban Dan vin Tinh iy
hitp://bdvtuphutha...

_ Ban BV chim stc Sifc

Ihiie can bé tinh
hittp:// biwesskpbatho...

& Chil cyc KEm Lam
hatp://snaptntphutho.....

e Sil Giao thing Van i
Q bitp://sgtviphathe....

F | Lién dodn Laa ding tinh
8 nittp:/Adidphutho...
i il Vi hipe Hgh@ thugt
&
fittp:/mvhatphutho....
g, 1 Lién higp Phy nif tmh
& itp hibprphuthe...
g%, Chi cyc Hal quan Phai Thy
6 hitp:/fechgphutho. ..
G Dai Phat thanh va Truyén
hinh tinh
ttp:/dptthphuthe. ..
g, Vi K sat nhan dan
8 hitp:/Mesndphutho. ..
e Triring Cao ding Nghs
& hitp:/tcdnphitha....
g% Ban ngi chinh Tinh dy
a Tittp:/fbncphutho. .
Ban Tuyiin gido Teh iy
6 fittp:/ fBbgtuphertho. ...

y by ban nhan dan tinh Phi
-
It/ fubmdphs yhvbdh

= o
T8 4+ /O

LiEn higp hii Khoa hoc K§
thust tind
hittps/Ihkhktphutha...
Lién minh cic Hyp t&c xd
tinh
hittpfImchephutha....
W3 Cyu chiéin binh tinh

a hitp://hecophitha....

. Cipc Thing ké
hitp://ctiphutha.....
Hgdn hang phat trién chi
¢ nhdiil Phii The

it/ hptphuthe. ..

g% Truiing Chinh tr tink
hitp://retphutho....,
Truiing Dai hoe Hing
Vg
Hitp://dhbwphutha, ..

& Ban Ta chife Tinh dy
hittp:/fbtctuphuths..,.
2= Ban Dan tic

hitp://bdtphuthe....

G Chi cyc Thary Lk

. Trung tam Ghing vat nudi
& Hibtp: ) =nngtatphutha. ..

. Thanh tra S& Giao Thikng
& http:/fsgttphutho. .,

= Ban QLDA XD&AT CTGT

hittp: /i sptviphutha....

Giao dién ctia Hé thong quén 1y vin ban va diéu hanh nhu hinh bén dudi



& Trang shi x ==

phuthoymptioffice.wn/Login.asy

Hé théng Quan ly
Van ban va Dieu hanh

vanthuyphdnd 1
ssscsssee ﬁ
v Ghinhé dang nhap
=) Bidng nhap
® Homnay: 3 ¥ Hom qua: 1
# Tudnnay:33
¥ Tha 3y 173
¥ Bang online: 3

vanthuvphdnd TAI KHOAN 5 3
AT K &

v Ghinhd didng nhép

Hom qua: 16

Tuan trudc: 53
Théng trudc: 256
Tong truy cép: 1,379

Hom nay: 3
Tu@n nay: 33
Théng nay: 173
bang online: 3

sie =l =@ =@
=i =§e =5+ =

1. Nhap Tai khoan

wEa & D



2. Nhap Mit khau
3. Nhin niit Piang nhip
Giao dién hé thng sau khi ding nhap thanh cong

& S vin ke din » T . =} >
*F fievatho wnptioficem c g Ta 4D =
HOI BONG NHAN DAN TINH PHU THO <« z B O @ =5 » E E
z He lhérlg QLVBPH = A Trangcht B Gidy O li#Enhé & Canhin

(VP HEND g dén vill cong HE théng QLVBEH
Xem van ban dén ® vanoin
Hignihi | 10 ding Tirm kidim
St # Trichyéu 56 dén 50 ky higu Ngay nhan Han xir fy 1

Khiing fim hiy oiF b

Hidn thi tir 0 dén 0 ol O miufin

Cap dg: @ Thirdmg # Trung binh # Khdn

Tim kigm

Buwde 2: Thém méi vin ban dén

+* Van thu thuc hién cac thao tac sau:

' Van Thu VP HOND
® Bing xudt

Iy Vanban dén

Hién thi tir 1 d&n 10 cda 167 méu tin

Cap dé: i Thirérng # Trung binh # Khan

4+ Thém m&i VB dén | & Danh sach VB d

3

Tim kiém




1. Chon Vin béan dén
2. Chon S6 viin ban dén
3. Nhin Thém méi VB dén

Giao dién Thém méi viin ban dén hién thi nhu hinh dudi

Lwu vén ban dén By vinban 58 b dn
Théng tin chinh (%) La ihdng tin bt burde
Ky hiéu () So van ban () Mam |}
42706 UBND s4 ding chung - 4+ 206
Mgay ban hanh (| sddén (') Ngay dén (")
D201 4089
Cor quan ban hanh Tinh chét B khan
= \an phang UBND tinh + Thirdmg Thuremg
Loai van ban Hinh thire xur Iy Lénh dao phé duyét
Bao cao + Sa0 lut CVP NguyBn Van Tam

[ Van ban lénh dao da duyét

Ko Ngay thang nam Han xir ly
n Pha Thy tham
i nong than i

Linh vire van ban But phé linh dao

Tat cé el 4

File vén ban (")

QD phan cing cac dong chi BCD NTHW chi deo cac x8 d

i | rtiasia | vl | e |
% Vin thu nhap cac truong dir liéu quan trong vao hé thong
Chii y: cac truong dir liéu c6 ddu (*) mau d6 13 cac trudng bit budc can nhap
- Nhap Ky hiéu ghi trén van ban dén
- Nhap Ngay ban hanh cua vin ban d&én
- Nhap Co quan ban hanh vin ban dén
- Chon Loai van ban

Van thu c6 thé nhan vao Thanh loai van ban - Cac loai van ban sé
hién thi nhu hinh bén dudi van thu c6 thé nhan chon loai van ban.



Loai vdn ban

Bao cao -
Chi thi
Chuwrong trinh
Churorng trinh hanh déng
Cdng van
Bé nghi i
Blorn thira - Khiéu nai
Ké hoach
K& hoach hanh déng
Nghi dinh
Quyet dinh
Thang tri
Théng tw
Thr méi
Ter trinh

- Nhap Trich yéu
- Chon Linh vuc van ban
- Dinh kém File van ban

Nhan vao nat Chon van ban dinh kém

File van ban (*)

Giao dién Chon vin ban dinh kém hién thi nhu hinh duéi

Chon van ban dinh kém

% Chen van ban dinh kém s Hoén tht

St Téntaptin Kich thwoc(KB)  Xoa

Nhéan Chon vin ban dinh kém

Giao dién chen file dinh kém hién ra, van thu chon file & Nhan nit Open



Organize « Mew folder =~ G @

& Favorites * | Mame Date modified Type
B Desktop 8] BC79_46Cot201604050101 05/04/2016 1:36 CH  Microsoft Ex|
|| Downloads @ BC79a201604050126 05/04/2016 1:35 CH  Microsoft Ex|
lﬁ-;_; Recent Places L] QD_duyet QTVDT_DA duong MBLC pha.. 22/04/20169:355A  Microsoft W
LTH| ThongKeThuocThanhToanBHYT2016040.., 05/04/2016 1:34 CH  Microsoft Ex
= Libraries =
@ Documents
J’ Music
[&5] Pictures
=l Subversion
E Videos | 4
- Computer
& Windows7 (C:)
amre) | g | .
File name: - [Tﬁt ca Tép tin v]

{ Open ] | Cancel ]

Sau khi nhin Open quay lai giao dién cii © nhén nat Chon

Danh sach van ban

% Chon van ban dinh kém ) Hoan tat

Stt  Tén tap tin Kich thwéc(KB) Xoéa

1 QD phan céng cac dong chi BCD NTM chi dao cdc x3 dat o}
chuén gd 2016-2020 (PA khong ghi ten).doc

Tap tin s& hién thi nhu hinh trén > Nhin Hoan tat
- Chon S6 viin ban dén, S6 dén ¢ hinh dudi s& tw dong hién thi

Chu ¥: Truong sé dén van co thé sira doi theo y van thu

$6 van ban () Nam (%)
S ding chung H + 2016
56 dén (%) Ngay dén ()
3 22/04/2016

- Nhap Nam



- Nhap Ngay dén cta vin

Tinh chat D6 khan

Thwéng ~ Thwérng v
Hinh thirc xur ly Lanh dao phé duyét

Sao luc ~| CVP Nguyén Van Tam |~

Van ban lanh dao da duyét

Ngay thang nam Han xtr ly

28/09/2016

But phé lanh dao

- Chuyén phong HCTH

- C06 thé chon Tich chét vin ban, P$ khan, Hinh thic xir Iy va Linh dao
phé duyét

- Tich chon Van ban lanh dao da phé duyét
- Nhéap Ngay thang nam duyét
- Nhéap Han xir ly
- Nhéap Bit phé 1anh dao
Két thuc qua trinh thém moi van ban dén bang nhin nut Lwu viin béan

Budc 3: Phat hanh vin ban dén
Sau khi Luu van ban thanh cong van ban s€ chuyén sang trang thai Chd phat
hanh



11 VOI CUTTS AR LIUNE WRVBTM. VEDSILE 101 UQNE LULTIIEL LS LT UUYEL FIFEI0X, CIFOITIE, VUl WWHE VAU ITYC GINP W0 UE LE) Ve,

@ Vin Thu VP HOND
B Dangwidt S6 van ban dén B Vanban S van ban 6é

I /anbéndén

»

VB ché van thie phat hanh -

5 VB dién ta . .
Chd phathanh B disn Tim kiém l:l

VB ché ldnh dao phé duyét

3
VB chor van thw phat hanh

- Thuong vu Tinh uy
VB d4 chuyén thyc hién SEERECTg Tl

2 i w Mo'1 nop | nwdng tryc Tinh uy

3 |ﬁ? Banh gia tinh hinh thire hién nhiém vu chinn tri 9 thang dau nam nhiém vu. gidi phap 3 thang cudi ndm 2016 |

4 g Ban hanh Quy dinh v& mAu thé va viéc quan Iy, sir dung thé Kiém toan vién nha nudc

< >
Hién thj ¥ 1 dén 4 cda 4 mu tin g - =5

Cap do: vz Thudng * Trung binh % Khan

Tim kiém

1. Chon vin ban dén

2. Chon Cho phat hanh

3. Chon VB cho van thu phat hanh

4. Nhan chon vao vin ban can phéat hanh

Giao dién Chi tiét vin ban hién thi nhu hinh bén dudi = Nhan nat Chuyén
xir ly dé€ tién hanh chuyén van ban

Chi ﬂét van ban I Vanban - Sdvanbandén - Chitiét van ban

Thong tin chinh

Trich yéu: M&i hop Thiréng triee Tinh uy Co' quan ban hanh: TINH UY PHU THO Lanh dao phé duyét: CVP Nguyén Van Tam
$6 dén: 4086 - Ngay dén: 27/09/2016 Linh vc vin ban: Tatca Cap dé: Thirdmng

$6 ky hiéu: 392-CVITU Loai vin ban: Gidy mai

Ngay ban hanh: 26/09/2016 Ngay duyét: 27/09/2016 - Han x{& Iy: {réng)

(=g Chuyén XiF Iy # Cap nhat file van ban [# Cap nhat € Quay lai

Phut phé I&nh dao

CVP Nguyén Van Tam - Van phéng héi déng nhan dén tinh Phu Tho (27/09/2016 13:38:45) :

Buéc 4: Chuyén vin ban
Giao dién Chuyén vin ban hién thi nhu hinh bén dudi



Chuyén van ban

§a van ban den

Chuyén van ban

G tin nhin dén nguwdi nhan
Danh sach can bd Danh sach nhém

O Tregng donvi  ® Chon tét ca can bo

Lanh dao van phong
Phang CTHEND
| Phéng TT-DN
1 D | Phong HC-TC-QT
2 Nguyén van Tai
Cao Thi Huong
L& Duy Hung
Phiing Thi Huy&n Nga
Nguy&n Thi Thanh Nhan
Tran Anh Tuén
Tran Thi Phudng Lan
Thudng try'c HPND tinh
Ban Kinh t& - Ngan sach HPND tinh

Ban Phap ch& HDND tinh

N6i dung yéu ciu

3 I :
¥ Chuyén | +« Quay lai

1. Nhén vao nit tam giac canh tén phong ban nhu trén hinh

2. Tich chon vao can bd can nhan van ban

3. Két thuc chuyén vin ban bang cach nhan nat Chuyén

Bchuyen | € CQuaylsi

Qua trinh xir Iy van ban di ctia van thu két thuc van ban di duoc chuyén thanh

cong

II. Xuwrly van ban di
Budc 1: Dang ky van ban di
1. Chon Van ban di

2. Chon Dang ky van ban di

Giao dién Ping ky vin ban di s& hién thi nhu hinh bén duéi

10



Chao miing dén v cong Hg thén;

Bang ky van ban di A Van bin
Thong tin chinh (") L& thing tin bt budc
Loai van ban K§ higu Phong ban soan thao
Bao céo «|  ABC-VOHDND Phéng HC-TC-GT =
Linh vie van ban Ngay ban hanh [*} Can bd soan thac
2BA0920E6 Cao Thi Hurong v
Trich yéu () Co' quan ban hanh
Wiv bédo cao tinh hinh tién khat Wan phang hd dng nivdn dan tinh Phi Tho
Chen I3nh dao [') D& khin

File vin ban
Bao cao tinh hinh trien kha docx Bit phé lanh dac
so.dil") Nam

Sh dung chung
Van ban lién quan
Nei nhin vin ban
- +
[[] Vén ban phic dap don vi ngodl tinh

12 Chuyia Hinh daa phil duypit |- B2 Chuyln phi hinh | & Chiglin chir phit hanh | 5 Luu & nhisp 6ép m

Budéc 2: Nhip thong tin dé phat hanh vin ban di
- Chon Loai van ban

Loai van ban

Bao cao -

--Chon loai--

Bao cao

Chi thi

Churorng trinh
Churerng trinh hanh ddng
Cdng van

Bé nghi )
Bon thura - Khiéu nai
Ké& hoach

K& hoach hanh ddng
Nghi dinh

Quyét dinh

Thaong tri

Théng tw

Thur mei

T trinh

Sau khi chon loai van ban, Ky hiéu vin ban s& ty dong hién thi
Loai van ban Ky hiéu
Bao cao ~ | 1/BCVOHDND

Linh v van ban Ngay ban hanh (%)

Tat ca v | 28/09/2016



Chii y: Vin thu vin c6 thé sira doi phan ky hiéu nay
Chon Linh vwe van ban

Nhéap Ngay ban hanh

Trich yéu (*)

Viv béo cdo tinh hinh trién khai ___

File vin ban % Chon van ban dinh kém
Bao cao tinh hinh trien khai.docx

so di (%) Nim
S6 diing chung v| 2016

Nei nhan van ban

- Nhap Trich yéu cia van ban di

- Chon File vin ban twong tu nhu phan vin ban dén
- Chon S6 di, s6 ¢ dudi s& tu dong hién thi

- Nhap Nam

- Nhép Noi nhan van ban

Phoéng ban soan thao

i Phong HC-TC-QT e

--Chon phéng ban--
Lanh dao vdn phéng
Phéng CTHEMND
Phang TT-DN

Van phéng Bloan BBQH tinh

Ban Kinh t& - Ngén sach HDND tinh
Ban Phap ché HPND tinh

Ban Van hod - X3 héi HDND tinh
Ban Dan tdc

Doan BBQH tinh

Van Thu

Thuéng tric HDOND tinh

12



- Chon Phong ban soan thio nhu trén

- Chon Can b§ soan thio nhu dudi

Can bé soan thao

‘Cao Thi Hurorng |~

Lé Duy Hung

Nguyén Thi Thanh Nhan
Nguyén Vin Tai

Phing Thi Huyén Mga
Tran Anh Tuén

Tran Thi Phurang Lan

- Chon Lanh dao ky van ban di

Chon lanh dao (%)

. CVP Nguyén Van Tam |

Pha CWP Vi Thanh LAm

Két thiic qua trinh ding ky vin ban di, Nhin nat Chuyén phat hanh

n phat hanh ® Chuyén ché phét hanh ™ Lwu & nhap tiép

™ Chuyén lanh dao phé duyét & Chu

Sau khi nhan Chuyén phat hanh Giao dién Phat hanh viin ban di hién thi nhu
hinh duéi

Phat hanh van ban di W Vinbin  Shidntdndl  Phat hich o ke
Danh sdch don vi lién thding trong tinh Danh sdch don vi lién théng ngodl tinh
] | Tén dan vi trong tinh M3 BD 1 Tén don vi ngod tinh M5 BD
54 ¥ 1€ Phi Tho 00.02.444,2dc ° Uy ban nhin dén Thanh Phd TRHCM 00.00.4H29 A
l}\f ban nhén dan tinh #ha Tho 01,01.H44 Uy Ban Nhin Dan tnh Binh Binh 00.01.HO08
Ban Quan Ly cac KCN Tinh Pha Tha 01.03.H44 Canh sit phing chay chifa chay
: 2 TPHCH 00.01.H29
Bb chi huy Quén suf 01,04 . Had
Céng An Tinh BLs bk %a Céng Thidng Bk Lak 00.02.H15
Cuc thut 01.06.H44 Uy ban nthan din Tinh BSng Nai 00.02.HI9
Kho bac Nha nuge 01.07.144 53 Cong Thisdng TRHCH 00.02.H25
5 Gi 03.H15
Ngan hing Chinh sich 01.08.H44 S0 Gido duc vi Bdo tao 00.03.H15
i i L0,
Mgan hang Mha nutc 01.09.H44 S? Gido dyc va dao I-aO TR.HCM 00.03.429
St Cling Thirang 01.10.H44 S? Gian théng vin tai Daklak 00.04.H15
54 Giao thiing VEn til 01,11 4144 5d Giao Théng Van Tai TRHCM 00.04.H29
S& Gido dyc vA Dao tao 01.12.Hd4 5? Ke_ hoach va Elfu tr TRHCM 00.05.H29
S8 ithoa hot va Ciing nghé 01.13.144 S K8 Hopchy v BAu T 005015
G L 58 Thing tin va TruyEn thang Tinh
54 K& hoach va Bau tu 01.14.H44 Bong Nal 00.06.H19
&4 Lao ddng, Thuong binh va XH 01.15.H44 S& Khoa hoc CAng nghe TRHCM 00.06.H29
54 Moot vy BE-6Ha% S Khoa hoc va Chng nghé 00.06.h15

B Chwiydn phit hanh | 32 Too lubg fidn théng

13



Tich chon vao don vi can phat hanh vin ban di

@ i | % a0y

Két thuc budc phat hanh vin ban di nhan nit Chuyén phat hanh

PHAN 2: HUONG DAN CHUYEN VIEN
Nhu ¢ phan trude dd huéng dan sau khi vin thu chuyén vin ban kém theo buat
phé lanh dao t6i chuyén vién khi d6 chuyén vién c6 thé dang nhap vao hé thdng
va tién hanh xtr Iy van ban dén
I. X ly van ban
Buwéc 1: Piang nhip hé théng
% Vao trinh duyét web gd dia chi tén mién

http://vphdndphutho.vnptioffice.vn/

% Chuyén vién dang nhdp vao hé théng bang tai khoan va mat khau duogc cap
- Nhian Ping nhip

He thong Quan ly

Van ban va Diéu hanh

tuantn.hdnd 2
cescesce &
v Ghinhd ding nhip %) Bang nhip
# Homnay:5 & Homqua: 16
& Tudnnay: 35 & Tudn trude: 53
% Thangnay: 175 # Thang trudc: 256
# Dangonline:s & Téngtruycip: 1,381

©2014-2016, HOI DONG NHAN DAN TINH PHO THO

i w8ng Trén Phi - Thanh phé Vigt Tri.
Bién thoai: 02103.847.395 - Fax: 02103.849.215
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Buwéc 2: Xir ly van ban dén
P Hé théng GLVBBH = # Trang chil
Hi théng QLVBEH thit b duybt Firefion, Chrome. Vi b

e v H © Vit -
W " Sy Xem van ban dén S VIS T .

D Gipdd @ Lénh & Cinhin

s Giap 38 9 L v

P :
0¥ | ding
¥l
Trang
st &  Trichyéu Sodén 5 ky hifu Kgay nhén Hanwerly  thal arxL
1 : rf-... 1 khai img dang CHTT san By KB v Hiareh b HHY T I 2 UI2BYTEH ZINVINE 22005
Henmitr1den 1 cua 1 mau sn

1. Chon Vin ban dén
2. Chon Cho xir ly
3. Chon Trich yéu dé xem chi tiét vin ban
4. Trang thai ctia vin ban dén
5. Quy trinh x1r 1y
Giao dién chi tiét van ban

Chi tiet van ban W Ve -

g CNTT trang &

Trich yéu Corquan ban hish: 5 Linh o phe duyét: G

than o
Linh vire vibn ban: Clig 9 T
5 d0én- 2- Nga
Loai vEn ban: Cing vin
56 iy nia: 20

Han xdrby: 31012,
Ngily ban hanh: 2001

[t [ IRERERER]  to v sioms | 4o |

Bt phé 1nh dao

c sytphutho ghixdh,

15



Chuyén vién c6 thé in van ban nay bang cach nhan bi€u tudng may in trén goc
phai

Sau khi xem van ban c6 thé tién hanh xur 1y van ban

Cap nhat trang thai xir ly

Trang thdi Bang xifj @ DA hoan tt

Y kién xir 1y

Cap nhap trang thai xir ly
- Chon Trang thai: Pang xir Iy hoic Pa hoan tit
- Nhap y kién xir ly

C6 thé chuyén tiép van ban cho can bd khac

Ho v tér Bian v/ Ngudt i b chink

S&Y té tinh Phi Tho

Trung tam v t& huyén Boan Hing

N dhang i cdu

Két thuc qua trinh bAm nat Xac nhin
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PHAN 3: MOT SO CHUC NANG KHAC CUA HE THONG

I.  Chirc ning ho so cong viéc

HO so cong viéc gitp tung can bd co thé luu cong viéc cia minh lai dé tién theo
ddi. Mot hd so cong viéc ¢co thé chira mot hodc nhiéu van ban dén, chira mot hodc
nhiéu ho so cong viéc con. Dudi day 13 cac menu cia hd so cong viée:

B Cing vige

b HE sd adng wi

¥ Luu cdng vige mdi

¥ Linhw

1. Ho so cong viéc
Muc ho so cong vi¢e cho phép liét ké danh sach tat ca cac cong viéc ma can bd
da luu.

Hé S0 Cﬁng Viéc B Céngvitc - HE so cing visc

Tidu dé Linh vuc cing viéc MNgay md Han =i |y Hoan thanh Bd quan trong
ciing vige & 16/11/2015 0% i
Page 1 of 1 {1 items) 1

P quan trong: £ Thép # Trung binh # Cao

Tim kigm
Tiéu dé Nygay mo Mgy hoan thanh Trang thai xi iy
Tét ca v
Linhwre cong viéc Han =i b P gquan trong Cdvin ban lién quan
Tét c& v Tét c& M Tét ca v

Danh sach ho so cong viéc s€ bo tri theo dang cay thu muc (cha con). Mot ho
so cong viéc c6 thé khong hodc c6 nhiéu ho so cong viéc con. Khi chon vao mét ho so
cong vi€c thi chi tiét cua ho so cong viéc s€ hién 1én nhu bén dudi:

Chi tiét ho so Céng ViéC B Congvigc - Chitidqthd so cing vide

Théng tin chinh

Tiéu dé: cong vide A Han =i ly: {ring} Ty 1& hoan thanh: 0%
Ngay mé : 16/11/2015 Bd quan trong: Thép Tai liéu dinh kim: {réng}
Ngay hoén thanh: {ring} Thudc linh vyc: {ring} Nyguwdi tao cong viéc: Luong Tién Chung

€ Quay lai
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Thong tin chi tiét s& bao gdom:
- Thong tin chinh: tiéu dé, ngdy mo, ngay hoan thanh, han xu 1y, d6 quan
trong, linh vuc va ti 1€ hoan thanh.

- NOoi dung cong viéc

- Vin ban lién quan: bao gdm sb ky hiéu, trich yéu va cac file van ban

- Danh sach ho so cong viéc con

Khi mubn cap nhat lai hd so cong viéc thi chon nat “Cép nhat” luc nay trang
cap nhat s€ hién ra nhu bén dudi va cho phép can bd cap nhat

Cép nhét hd so céng ViéC B Congviéc - CApnhathd o cdng vide

Thong tin chinh

Tiéu dé = Tap tin dinh kém A Chon vin han dinh kém
cong viec A

Ngay mo: Ngay hoan thanh Van ban lién quan @ Chon van ban lién guan
16/11/2015

Han xiv Iy Bo quan trong Ndi dung
010710001 Thép v ATheemn- B 7 U S E = = & L

Linh vwc cong viéc Ty l& hoan thanh (%)
Chan link e v

Thudc hd se % Chon hd so cdng wige

{4 L& théng tin bt budc
Cén bo nhap lai thong tin méi va chon luu thi thong tin thay déi cia hd so cong
viéc s€ duoc luu lai.
2. Luu cong viéc méi
Muc nay cho phép can b luu ho so cong viée cho chinh minh dé ti¢n theo doi

Lwru hd so cong viéc méi BB Céngviéc - Luu hi ser cong vigs méi
Théng tin chinh (%) L& thdng tin bdt bude
Tiéy dé * Tap tin dinh Kém @ Chonvén ban dinh kém

cing vigc &
Nyay mé Ngéy hoan thanh Wan ban lién quan R Chonvan ban lign quan
161172015
Han 3 hf Pi quan trong Mii dung
Thip A ATheerng- B 7 U E E B £ & L
Linh virc cing viéc Ty 16 hoan thanh (%)
Chon link wre v 0
Thudc h so 2 Chon hi st cong viéc

Lo |
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Tiéu dé la thong tin bét budc, cac thude tinh con lai c¢6 thé co hodc khong. Co
thé chon nat mau d6 “Chon ho so” & dong thudce hd so dé chon hd so cong vi¢c cha
cho hd so cong vi¢c dang tao. Sau khi chon thi mdt danh sach hd so cong vi¢e cha sé€
hién 1én cho can bo chon.

Chon hd s cong viéc

Danh sach hi so cdéng vigc

Sau khi chon mdt van hd so cong vi¢e cha thi click “Chon” dé luu lai. C6 thé
chon tap tin dinh kém hay van ban lién quan néu c6. Sau khi nhap day du thong tin thi
chon luu dé luu lai toan bd ho so cong viée

3. Linh vuc cong viéc

Cho phép can bg thém sura xda cac linh vuc cong viéc cho riéng minh. Va khi
thém mot ho so cong viéc mdi co thé chon linh vuc cong viéc cho hd so dé tién cho
viéc theo dbi, tim kiém sau nay.

@ Linh vuc céng viéc ‘

Stt | Tén finh vu'c cong viéc

| 1 Chuyén hﬁn
| 2 Cong doan
| 2 Doan thanh nién
Thém Sira Xda

e Click 'Thém' d& thém mdu tin.
« Double click vao mau tin d& xem chi tiét hodc chinh sifa mau tin.
e Click chon mdu tin. Sau dd click 'Si¥a' hodc 'Xaa' & chinh sifa hodc xda mau tin.
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II. Chirc ning lich cong tic tuan
1. Xem lich cong tac

Hem lich céng tac don vi B Lish séngtac - Hem lish o8ng tae dom i

Théng tin céngtac

Ham Tudn Théi gizn Chon don «|

2015 A 47 v ABA1i2015 - 2201172015 Trung t&m thang tin A

& Chon nhidu don vi

LICH CONG TAC TUAN 47 NAM 2015 (16/11/2015 - 22/1172015)
Trung tam thong tin

This Budi  H&i dung Bladiém Thanh phdn
Thirz Sang
(18/1/2015)
chidu
Thipa Sang
(A7M152018)
chidu
Thiva Sang
(18/M12015)
chidu
Thips Sang
(19/11/2015)
chidu
Thire Sang
(20/4/2015)
chidu
Thi? Sang
@111/2018)
chidu

Chiinhdt  Sing
(22011/2015)
chidu

Xem lich cong tdc don vi: chon nim, tuan, don vi can xem lich -> chon
Xem

Xem bao c4do don vi: nhap Xem bao cao

Chon don vi can xem -> nhan Xem

Xem lich cong tac ¢4 nhan: chon xem Lich ca nhan, nam, tuan can xem,
chon can by can xem -> chon Xem.

Hem lich cong tac ca nhan B Lch céngtic - Hem lich efng 5 o4 nhin

Théng tin céngtac

Nam Thés gian Fhangtd

2015 v AB/1/2015 - 221112015 Phing cong nghé thiing tin v
Tudn Chon don vi Canbd

a7 v Trung tm thing tin v Luong Tign Chung v

LICH CONG TAC TUAN 47 NAM 2015 (16/11/2015 - 22111/2015)
Lwong Tién Chung

Thi Budi NG dung Biz diEm Thanh phin
Thirz Sdng
(161 1/2015)
Chidu
Thive Sdng
(1TH1Z018)
Chidy
Third Sdng
18/ 1/2015)
Chidy
Thir 5 &sng
(19/11/2015)
cridu
Thir& &sng
2011112015)
cridu
Thir 7 sdng
1112015
cridu

Chinhit  Sang
2211112015
Chidu

Chon cac ca nhan can xem -> nhan Xem
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Danh sach can bd

Hao wé tén
Trung tdm théng tin
Ban giarm déc
Nguyén Mgoc Quang
Wi Chiu Giang
B8 Hiu Luc
Phéng Website -BXD
L& Thi Thay Dung
MWguy&n Thi Tuyét Hhung
Trinh Thi Thu Hign
Boan Thi Digp
Phéng céng nghé théng tin
Lurgng Tién Chung
Mauy&n win Hung

" .

2. Dang ky lich
Ping ky lich cong tac tuan

Bang ky lich ca nhan B Lch céngtac © Bing ki lich A nhén
Ham Thaid gian Phéng ban
2015 v 22M 202014 - 281 212014 Phang céng nghé thdng tin r
Tudn Bonvi Canbd
47 r Trung tam théng tin v Luong Tién Chung v
Tuln Lich céng tac Trang thai
47 Lich céng tac tuin 47-2015 ( Tir 16/11/2015 dén 22/11/2015 1

Ding ky lich c4 nhan: chon nim, tuAn mudn ding ky -> chon Ping ky

Déng ky ||Ch don Vi BB Lich congtac - Dang ky lich donvi

Thdng tin cong tac

Nam Tuan Théi gian Bon vi
2015 v 47 v 2241212014 - 2812/2014 Trung tam thang tin v
Tuan Lich cdng tac Trang thai
47 Lich céng tac tudn 47-2015 { T 16/11/2015 dén 22/11/2015 )

Ding ky lich don vi: chon nam, tuan can diang ky -> Ding ky
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3. DPing ky chi tiét lich

Khi click vao don vi thuc hién ciia tuan chi tiét lich cong tic trong tuin

s€ hién ra nhu bén dudi

Chi tiét lich céng tac

B Lch céngtac - Chitidt lich céng tac

Lich cdng tic ¢d nhan tudn 47 ndm 2015 (16/11/2015 - 22/11{2015)

Budi Noi dung
Thir 2 (18/11/2015)

s3ng

Chigu
Thir 3 (17/11/2015)

sing

Chigu
Thir 4 (18/11/2015)

sing

Chigu
Thir S (13/11/2015)

s3ng
“

Nhap chi tiét cong tac theo ngay, budi - > nhan Luu dé luu lai.

P

Thanh phan

DPé cac can bd khac co thé théy lich cong tac cia ca nhan hodac don vi,
trong dang ky chi tiét can check chon Hién thi lich cong tac. Khi d6, can bd co
thé xem lich cong tac da chon khi nhap vao menu Xem chi tiéet lich cong tac.

I. Chirc nang quan ly hop
1. Lich hop
Hién thi lich hop cta cén bd trong 30 ngay gan nhat.
Lich hop

B Quanlyhop - Lich hop

Hiénthi|10 ¥ |diong
Stt Cudc hop Ngay hop Gidr BB Phdng hop

1 test hop 16/11/2015 1300 Hoi trwéeng 1

Hién thitir 1 d8n 1 cilla 1 mau tin

B hieri hop

Tim kigm

Tinh trang

‘_-d

Tim kiém

Tén cudc hop Tinh trang Tap tin dinh kém
Tétca v

Nyiy hop Phong hop

e Khung tim kiém cho phép nguoi ding nhdp cac tiéu chi cu thé cho cudc
hop can tim, nhan Tim hé thong s& hién thi nhiing cudc hop theo cac ti€u
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chi da chon. Nhan Xéa tring dé xoa cac thong tin tim kiém va tai lai
danh séach cudc hop.
2. Moi hgp
Nhan nat Méi hop duéi danh sach lich hop dé khai tao mot cude hop
mdi.

Théngtin chinh 1= M3 hop

= Cuay i

Tén cudc hop *

Ndi dung hop *

-
Thivi gian hop * @ chon thiv gian hop Phdng hop * [ Chon phing hop
Thiét bi sén co
Tai liéu cudc hop % Chon 1A lié0 Wan ban lién quan %y Chanvén ban
Thanh phan tham du ngoai don vi

P
Ghi chi

4
Linh vyc hop * Loai hinh hop *

dfnfursmnne v Hiii nnhi v

Nhép cac théng tin can thiét vé cudc hop: tén cudc hop, ndi dung, thoi
gian hop, phong hop, tai liéu cho cudc hop, viin ban lién quan, thanh phan
tham duw ngoai don vi, ghi chi, ..... (bt budc nhap ddi véi cac truong co du
* mau do)

Chii ¥: cc thanh phan tham dy ngoai don vi phai dwgc cach nhau bang dau «;”
Nhéan moi hop

Chon thanh phan tham gia

Chon ngwivi nhén GU¥i tin nhan dén ngwdi nhén
Ho va tén Ho va tén Wai trd
Lanh ©ao B x4y Dung Lugng Tign Chung Thanh vién

Trung tam thing tin

WPTT Ban chi dao Quy hoach va Bau tu XD vang Thi g6 Ha NE
WPTT Ban chi dao TW v chinh sach nha & va thi trugng bat g
wan Phong B X4y Dung

Wi Hop tac Quic té

W KE hoach - Tai chinh

ig Khoa hoco Cang nghé va Mai truting

W Kinh t8 xy dung

WU Ta chifc can bd

W Quy hoach Kign tric

Wi Phap ché

Wi Quan Iy doanh nghiép

W WAL ligu =y duhg -

& Lun va miihiop
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Chon céan bd can moi hop tr danh sach can bg, nhan >>  dé chuyén
sang ludi can by tham dy hodac | == dé xba can bd ra khoi danh sach thanh
phén tham dyu. Néu can cap nhat vai tro trong cudc hop cho can bo, nhép doi
chudt ngay can bo can thay d6i hodc nhan niat Cap nhat vai trd dé chinh sira,
mac dinh can bd s€ tham du véi vai tro thanh vién.

Check Giri tin nhin dén nguoi nhian bén dwéi néu can gui tin nhin
SMS dén danh sach can bo tham du

Nhin Luu va moi hop dé tién hanh moi hop cho cudc hop vira tao.

3. Xem chi tiét cudc hop
Khi can xem thong tin chi tiét cudc hop: nhap vao dong tiéu dé trong cot

Cudc hop trén ludi hién thi.
Chi tiét cudc th B Quintfhop - Lichhop - Chitigt cufic hop

Théng tin chinh

Tén cudc hop: test hp Thévi gian: 12:00 - 161152015 dén 17:00- 161142015
Pia diém hop: Hii truimg 1 Hinh thives True tuyén

Linhwre: Céng Bodn Loai hinh: Hai nghi

Tai liéu hop: Win han lién gquan;

Tai liéu ca nhan: Bién ban cudc hop: 5 Chon bign ban

Nai dung: hii nghi Ghi chii:

Ponvi chid tri: Thanh tra B0 &y deng Can b mi: Vi Chau Giang

Thanh phan tham dy ngoai: Can b diem danh: (Chua digm danh)

# C&p nhét cudc hop 1 BiEm danh (& Cép nhét g8 hodn tat 1 Hity cudc hop

Danh sach tham i

Thng 56 cdn ba tham gia: 1 (G maEt 1 - 81 thay 0- ¥ang mit 0}
Cén hi digm danh

STT | CB tham du hop Wai tro Trang thai  Tailiéu
1 Ludng Tién Chung Thanh wién Cd mat

Déi v6i can bo ¢o tham du cude hop co quyén: cap nhat tai liéu c4 nhan,
bién ban cudc hop, chon nguoi dai dién va diém danh. Riéng véi can bd khéi
tao cudc hop s€ c6 thém chirc nang cap nhat thanh phé“m tham duy, cap nhat cude
hop hodc cép nhat trang thai cudc hop.

4. Cap nhat moi hop
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Chon thanh phan tham gia

Chon ngwdi nhan n Givi tin nhan dén nguwdi nhan
Ho va tén - Ho v tén \aitre

Lanh bao BA xdy Duhg Lifang Tién Chung Thanh vién
Trung tam théng tin e
WPTT Ban chi dao Quy hoach va BAu tur XD ving Thi dd Ha NE|
WRTT Ban chi dao Tw vé chinh sach nha & va thi truting bat di
Wan Phang B X&y Dung

Wi Hop tac Quic té

Wil K& hoach - Tai chinh

Vg Khoa hoc Cang nghé va Mai trutng

Wiy Kinh 8 w4y dung

WU T8 chic can ba

Wi Quy hoach Kign tric

Wi Phap ché

Wiy Quan Iy doanh nghiép

Wi Wat ligu »ay duhg -

*® E:»iji_'ig

— TR S T

Danh sach can bo dd dugc moi hop s& hién thi trén luéi danh sach tham
du. Nhn nat = > | hodc | == | @ thém hodc x6a ngudi tham du cho cude hop.
Check Giri tin nhin dén nguoi nhian bén dwéi néu can gui tin nhin
SMS dén danh sach can bd tham dy. Nhan Luu va méi hop dé tién hanh cap
nhat lai danh sach tham du cho cudc hop.
5. Piém danh thanh phan tham du

Biém danh Bl Quanlyhop  Chitiétcudchop -~ Bidm dach

Danh sach can bé tham du

Thng 56 can b tham gia: 1 ¢ Co mat 1 - Bithay 0-Yang mat 0}
Cén b digm danh

STT  CB tham dy hop Ban vi Trang thai Khach mai
1 Lugng Tién Chung Trung tdm théng tin » C6 mat Di thay Véng mat

Frhemcinbt | #3tacanbd | Bl | etuay

Click chon trang théi tham du cho tung can bg, mac dinh 1la C6 mat ->
nhan Luwu dé cap nhat diém danh cho cudc hop. Tén can bo diém danh s& hién
thi bén goc trai dudi danh sach can bo.

- Dbi véi can bod thude don vi: chi co thé cap nhat trang thai tham du truc
tiép tir lu6i hién thi.

- Dbi véi can bo 1a khach moi: ngudi dung cé thé thém, sta thong tin can
bo néu can.
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