& Tra Léi {!\ Talititcs W) Chugntiép | P x6a | [ nhanthe PN Spam

Ho Van Chirc Re: Khach hang A. Mam - 0572138844~ C Ty Thuy dién Thac Mg, quan tam phan mém 0, can dc tu van, bao gia

Ho Van Chi'c Khach hang A. Nam - 0972138844- C Ty Thuy dién Thac Md, quan tam phan mém e0, can dc tu van, bao gia
Tran Minh Tudn Re: Khach hang: A- Hanh: 0906837929- B6 Thing tin va truyén théng
Ho van Chirc Khach hang: A- Hanh: 0906837929- B6 Thdng tin va truyén théng

Tran Xudan Nguyén Re: Cap nhat tool lién théng cho cac dia phuong

Re: Cap nhat tool lién thonoakasses
Nguyén Anh Thao Re: Hb tra Petrolimex ko a Tra 1&i
Nguyén Anh Thao Re: Cap nhat tool lién th =

Tra 1Gi tit ca
Ngu'di giifi: Tran Qudc Mam Giifi bdi: BanDuan

P
Chii d&: Re: C3p nhat tool li&n thng cho cic dia phuang % | Conentiép

4 Sira nhu the mdi

Hién bén VP UBND tinh Lang Son van chua op vor AnhNVa (BSO) @2 kiém tra cho bén ho n
Boc thr
< - | hur ra
Tran Quoc Nam e e
Project Director Bénh diu d3 doc

Blav eGov
Bianh dau chwra doc

Office: Bkav Building - Yen Hoa New Town. Ca

Tel: (84-4) 3763 2552 ext: 1616

Mobile: 0914 644 688

Xda

Di chuySn

Do vour best, the rest will come!

Hiy lam viéc hét minh, nhitng diéu tét dep s& dén Luru mail

- . »
Disclaimer: This e-mail ond any files transmitted with it o Phan loai tin =d information. it is intended solely for the vse of the ir
outhorized to receive it. If you are not the intended recipier Chuy&n sang eTask g, distributing or taking any oction in relionce on the con

:rror, please notify the o v delete completely this e-mail from vour system, without r

L%
X
&
@  xem ndi dung the géc
e
—]

6. Lich 1am viéc

Pé gitip viéce tao lich va theo ddi lich hop trong co quan, hé théng cho phép ngudi
dung tao va quan 1y danh sach lich hop nhu sau:

Pé vao chirc nang Lich, ngudi dung chon vao menu Lich bén trai phan mém (muc 1).
Pé tao va quan 1y lich, bam vao muc Quan ly lich

O day, nguoi dung c6 thé xem danh sach lich di duyét, tao lich méi.....

Cac budce dé tao lich hop rat don gian, can dién du cac thong tin vao céc truong hé
théng yéu cau va két thic thao tac bang cach bam vao Cép nhit.

Sau khi hoan tit qua trinh tao lich, budc tiép theo 13 cho lich duoc duyét boi ngudi da

duoc hé thdng phan quyén.
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Lich trong ngay

Lich trong tudn

Lich trong thang

Quan Iy lich

Tao lich méi

Tiéu dé cudc hop

Thdi gian

Lich ciia

N&i dung cudc hop

18/04/2018
Ca nhan (chi ban xem duagc lich nay)

Ndi dung cudc hop

Thém ndi dung cudc hop (ctrl + d)

z

Danh sach Lich d& duyét
Ngay

Khdng cd Lich

NGi dung

Dia didm

Ban vi chudn bi

Pan vi chudn bi

Bjecchi tri

Bjc chi tri

Thanh phén

Thanh phdn
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PHAN II: XU LY VAN BAN
1. Xir 1y viin ban dén
Khi c¢6 vin ban dén can xir 1y, phdn mém sé& ty dong théng bao (notify) trén

giao dién phan mém.

Panh diu tdt ca 13 43 doc  ¥da tdt ca

Lam Thach Thao
test hé thong ngay 26/09/2017

—

26/ 20 phiit trutc 3(VB dén UBN...

Ng 50 dén di
X

26/09/2017 26/09/2017 COn7ngdy Con7ngdy 1234/STTTT-VP 5(VB dén UBN...

1.1 Thao tac xir Iy khi nhin vin ban dén
Budée 1: Nhip chudt vao dong chir bén trong cira so notify.

Mot giao di¢n x1r Iy van ban hién ra cho phép ban lam viéc v6i van ban vira

B Xirly vén ban Vén ban l
M Van ban chd phat hanh Trich y&u Ngudi tao Ngay ta... Ngayn... Han giit Han téng 54 ky higu S6 dén di
& Van ban theo dai hdi bdo test Lam Thach Thdo  26/09/2017 26/09/2017 Con7ngay Cdn7ngdy  1234/tetst 3(VB dén UBN...
B vn ban ch xir Iy P © test hé théng ngay 26/09/2017 26/09/2017 26/09/2017 Con7ngdy COn7ngdy  1234/STTTTVP 5(VvB dén UBN..|

i Van ban dang theo dai 1
M Van ban dang du thao

i Van ban théng bao

M Van ban mdi két thiic 3
M Van ban dudc ty quyén xir' Iy
M Van ban Uy quyén vita xi' Iy
& Hiso cdng viéc

@ test hé théng ngay 26/09/2017
M HB sd cd nhan

A Hb sd chia sé Tém tét thong tin van ban

¥ kign xar I¥: VB Van Quy lic 26/09/2017 02:17 CH
alo
Loai van ban: Cong van Linh vuc:
56 ki hidu: 1234/STTTT-VP K&t qua x|y
Noudi ky: Ngudi xir Iy cudi: V& Van Quy
Nai nhan: Noi nhan: V3 Van Quy

Budére 2: Nhap diip chudt trai vao phan trich yéu ciia van ban can xur 1y.
v’ Mot cira s6 méi hién ra voi ndi dung van ban, céc tai liéu kem theo (néu
c6) va cac ¥ kién xur 1y lién quan.
v" File dinh kém 1a pdf co6 thé kich chudt trai md dé xem toan bd van ban
dinh kém
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Van ban Viv: Tot. X

¥ Chuyén # sita & pinhkem + & Tra i I Khac ~
Trich yéu vz T& trinh xin kinh phi
¥ kién xr Iy Bon vi

Chon tif mau Hinh thire

Loai van ban

6 khin Thugng M
File dinh kém

@ To trinh xin phe duyet 2015.d
N&i dung xir ly

@ Pham Thé Quynh - phamthequynh

Trinh TP xem xét

\WP UBND tinh Mam Binh\Phang Hanh chinh t6 chirc A
T& trinh v
Wan ban di WP UBND tinh
L mititca

Pmotep X Taive K xoatep

17:55:49 09/12/2015

(1): Thanh cong cuy, cho phép thuc hién cac thao tidc véi van ban

(2): Cho phép ngudi dung ghi ¥ kién xtr Iy vao muyc nay

(3): File dinh kém van ban

(4): Vét xtr Iy ctia vin ban: cho phép theo ddi van ban da chuyén qua nhiing ai, ai

cho y kién gi, thoi gian xtr Iy

Buéce 3: Nhap chudt vao cac dé muc trong phan ndi dung vin ban dé xem chi tiét cac

¥ kién xtr 1y lién quan va céac vét cong van (van ban khéi dau tr dau, chuyén dén

nhiing ai,...).
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1.2 Céc nit cong cu c6 trong cira s6 xir ly van ban dén

Wan ban Viv: To L., X
¥ Chuyén # sia & Binh kem -  Tra lai = 1 Khac «
Trich yeu Wz Td trinh xin kinh phi 0 CBCL
¢ KiEn X v D Gia han
¥ kign xr ly
- [ ] e
Chon tir mau =¥ Xiny kién...
b L8 Théng bao...
D6 khan Thurding v W Gy kien...
File dinh kem

@] To trinh xin phe duyet 2015.doc

NGi dung xur ly

AN NN N N

AN

& Luusd..
<4 Dy kién chuyén...
-

. Dur kién phat hanh
Pham Thé Quynh - phamthequynh

“Chuyén” cho phép chuyén xir 1y vin ban cho nguoi khac theo quy trinh
“Sira” cho phép sira noi dung cac phiéu, biéu mau gan véi ndi dung vin ban
“Dinh kem” cho phép dinh kém thém cac file (.doc, .xls, .pdf...) vao van ban.
“Két thuc” cho phép két thiic 1 vin ban sau khi da xtr Iy xong.

“Tra 10i” chtra cac ludng vian ban phu hgp dé phuc dép cong van dén

“Phén loai” cho phép chuyén 1 vin ban tir quy trinh xir Iy ndy sang quy trinh
xtr 1y khac.

“In” cho phép in vdn ban ra may in

“Gia han” cho phép dat lai thoi han xtr Iy cho van ban

“Xin y kién” cho phép xin y kién cic ca nhan khac vé cach giai quyét van ban
nay, va nguoi xin y kién sé& 1a nguoi tong hop céc y kién nay lai.

“Thong bao” cho phép giri mot ban dén thong bao cho nhiing ngudi can biét
vé vin ban nay

“Gri y kién” cho phép ngudi ding gui ¥ kién bd sung vao van ban (ké ca khi
van ban da gui di cho nguoi khac

“Luu s6” cho phép luu mot ban vao hd so ca nhan ciia minh ( Gidng nhu photo

gitr lai mot ban)
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1.3 Ghi ¥ kién xir Iy vao vin ban
1) Khi mé vin ban ta s& thiy phan dé ghi ¥ kién xtr Iy ctia minh
2) Ghi y kién xir 1y vao 6 y kién.
3) Y kién xir Iy cua ban s& dugc luu lai khi ban chuyén xir Iy vin ban cho

nguoi khac.

Trich yéu WE vigc:
¥ kiEn xdr Iy Trinh KKhoéng trong
= Lghi ¥ kién xtr Iy

B I U S ;1 Trinh Pho chu tich xem xet a

Trinh Giam ddc xem x&t

Trinh Pha chitich wem wat

Luny:

1. Ban co thé tao ra cac mau y kien xur Iy va dung lai cho tién bang cach bam
vao muc
2. Neéu ban mo cong van ra va chwa xu ly ngay, ban co thé mo lai cira so xur ly

van ban bang cach bam vao muc Vin bdn cho xir ly
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Y Xir Iy van ban
B Van ban chd phat hanh
B Van ban theo ddi hii bao

>

van ban dang theo ddi

van ban dang dv thao

|
|

- ol Van ban thing bao
B Van ban mdi két thic 3
|

van ban dugc dy guyén xr ly

van ban Uy quyén vira xur Iy
ﬁ HGO sa cong viéc
B HO sd ca nhan

A HO sd chia se

Sau do ban co thé xem noi dung van ban ciing nhu y kién xu [y lién quan.

1.4 Chuyén xir Iy vin ban dén

1) Tir cira s6 xtr Iy vin ban chon nit “Chuyén”
Mot menu hién ra v&i danh séch cac noi nhan dugc goi y san.

2) Chon dbi twong can chuyén t6i.
Mot ctra s6 nhé hién ra cing v6i danh sach nhitng ngudi thude dbi tuong
ban vira chon.

3) Chon tén nguoi xtr ly.

4) Néu van ban do nhiéu ngudi xtr Iy (mot nguoi chinh va nhiéu nguoi cho y
kién) trong ctra s6 Chuyén xir 1y ta tick chon ngudi ngudi xir Iy chinh va

chon nhiing ngudi dong xir 1y)
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Ban giao van ban

Danh sach nhan van ban
MNhan ban chinh (i chind)

Phing TG chific-hanh chinh .
v Nguyen Thanh Hiing - HungNT
MNad Kim Hai - haink Phu trach phong Phong Dich vu quang cdo v o ~ -
Nhan ban sao(phd7 hap xu'ly)
Nauyén Van Hang - HonaNy Truidng phing Phong Van ngh& giai tri v ¥ Ngb Kim H3i - haink
Vuigng Ngoc Mghia - NghiavN Q.Trudng phong Phong Théi su v < Nguyén Van Hong - HongNV
Mai Xudn Thiry - ThuyMX Pho trusgng phong Phang Ky thudt cong nghé v ¥ Vurgng Ngoc Nghia - NghiaVN

Hién thi giao dién chon can bd khic m Bong

2. Xirly van ban di

2.1 Khéi tao mgt van ban di méi

Tt thanh cong cu ctia chuong trinh chon miii tén s6 xudng bén canh nit Lol
, mOt menu hién ra.

Chon quy trinh twong trng trong danh sach

Bai Phét thanh - Truyen hinh  (+) soanthu

) Xy vin ban
5 b [
[ W Van ban chd phat hanh BS Vin ban di *

B Van ban theo d&i hdi bao B Vin bin dén
» M Van ban chd xir ly El|
..... - Ml Van ban dang theo doi 1

Cira s6 soan théao van ban xuét hién.
2.1.1 Dw thdo vin bdn di

Dbé dy thao ndi dung van ban di, c6 2 cach

Cach 1 - Du thao trén trinh soan thao thong dung (MS Word, Excel,...):
soan thao ndi dung trén mot trinh soan thao bat ky sau d6 gan kém file nay
vao vin ban, chi tiét xem phan Nhép tai liéu kém theo. Pay 1 cach thuong
st dung.

Cach 2 - Soan noi dung trén trinh soan thao ctia eGov: soan truc tiép trén

phan ndi dung cua cura s6 Van ban
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Van ban Viv: Ta t.. van ban ... ¥

 Chuyén & Dinh kém - =1 Khac
Trich yéu Vi
¥ kién xir Iy Bon vi
Chon tif mau Hinh thirc
Loai van ban
B4 khan Thuéng v
ML = = E B = =

Cé thé soan néi dung & day

2.1.2 Nhap tai liéu kem theo van bdn
Ban c6 thé gui tai liéu kém theo (dy thdo van ban, tai liéu tham khéo lién
quan t&1 van ban, cdc van ban lién quan,..) vao mgt van ban dé chuyén di,
ban lam nhu sau:
1) Trong ctra s6 lam viéc véi van ban, chon

Mot cira s6 md ra cho phép ban duyét dén file can dinh kém.

2) Tim dén file can dinh kém vao van ban.

f‘;_\ . Q_" » Computer » Local Disk (C2) » - | ¥4 M Search Loca!l Disk (C:) pe
Organize Mew folder o« 0l @
e dﬁ Music i ., download | eOfficelog.bd
I (=] Pictures . Downloads Hop dong Trueng COVHMNT Mghe An_07.01.2015.doc
[ El] Subversion . drivers _ HPDIU.leg
[ E Videos . Intel | HPSIU.log

| Log | local.cfg
4 /8 Computer i MSOCache %] nporbit.dil

| &L Local Disk (C5) | I NguyenTX

[ =y D-Disk (D:) . Perflogs

I - E-Disk (E)
I 25 CD Drive (G:)

. Program Files

m

ProgramData
[ o SV (5) | Users i
L Windows
> € Network Wi 8773.doc )
= L] end

File name: ~ | Al Files () ~|
I

[ Open ] [ Cancel ]
L — -

29



3) Chon Open dé két thiic viéc chon tai liéu giri kem.

2.1.3 Dinh kém vdn badn lién quan

Ngoai viéc dinh kém céc tai liéu, nguoi dung c6 thé dinh kém cong van lién

quan vao van ban nhu sau:

s s Van ban Van ban... ¥

ﬁ Xir Iy van ban

"W Vin ban chd phat hanh A chuin | & pnhkem ~ | ¥ kethic S Luunhdin @ D kidn phét hanh Khac =

M Van ban theo d&i hdi bao Trich yéu I @ Van ban lién quan...
- ol Van ban chd xr Iy @ Tap dinh kém

an ba 6i oo Y kiénxir Dan vi
I Wl Van ban dang theo déi ! L @ Chen anh theo 16 i
» @ Van ban dang dv thao Chontifma ) Hinh thirec
F Tépscan.. i vn ba
@l Van ban thdng bdo 99+ Loai van ban
o Han x(r Iy D6 khén
ol Van ban mdi két thic 35+ Y
File dinh kém

> ol Van ban dugc iy quyén xir ly

Ml Van ban Gy quyén vira x{ ly
K H6 so cong vigc Q- = BIUS A- TmeshewRoman 2 [ &> = = 8 2 = = = =
»  #l HO sd ca nhan
» A HO sd chia sé
Thém van ban lién quan
Tir khda béo caol 1
5 ky hiéu 2 5 dén

#! Chi xem van ban tham gia =qr Iy
4 Tirn rndi Tim kiém ning cao

Tim thay 535 k&t qua phu hap.

Sd ky higu Trichy... Coquan ba... Ngay khoi tao = Ngudi giit Trang thai
461/08-8kH...  Ph&du.. Sakéhoach .. NguyEn ThiKigu O...  Phing Cong nghd& .. Pang xr j
126/STC-HCSM - Ve wig..  Sa Taichinh .. HE Thi Mgoc Trang Phing K& hoach - .. Dang =07 1y
110/SKHDT-... Vv cd.. Sdké hoach .. Nguyén HEng Tam Phing K& hoach - .. Dang =07 1y
18/MFTH Wi vig..  Mobifone Tay.. Nguyén Thi Kirn Ph... Phéng Buu chink - Dang xdr Iy
19/MFTH Wi vig..  Mobifone Tay.. Nguyén Thi Kirn Ph... Phéng Buu chink - Dang xdr Iy
BC-thang 12 Wi vig..  Cangty CP owi. Nguyén Thi Kirn Ph...  Phéng Buu chink -, Dang xdr Iy
4LSTTTT-WP Ve wig..  Wan phing Nguyén Thi Kirn Ha S Théng Tin Wa ... B3 két thac
O4/SKHBT-T...  Wwxd.. So ke hoach .. Tran Wan Dlng Sa Thong Tin Wa ... £3 két thuc
38/BC-PCTH Baocad.. Congty Dign.. Wi Thanh Hung Phing Thing tin-.. B3 két thac =

-
D 6 I Boing

Nguwoi dung co thé chon cdc cdach sau dé tim kiém van ban lién quan:
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