e 1:nhap trich yéu cta van ban dinh kém.

e 2: Nhéap s0 ky hi€u can tim cua van ban dinh kém

e 3: Nhéap s0 dén cua van ban muodn tim kiém.

e 4: Sau khi nhdp xong cac ti€u chi tim kiém, bam vao 6 nay dé h¢

théng tu dong tim kiém vian ban lién quan.

e Két qua sau khi tim kiém xong s& duoc liét ké ra bang bén dudi.

Chon van ban muon dinh kém vao cong van bang cach tick vao 6

bén trai & bang 5

e Két thic qua trinh bang cach 4m nat thém (6 sb 6)

Thém van ban lién quan

Tir khoa béo ¢ é0|

1

S0 k¥ hiéu

2

th

2.1.4 Nhap thong tin kém theo van bdn

Tirn mdi

Cd quan ba...
S KE hoach ..
5a Tai chinh ...
S kE hoach ...
Mobifone Tay..
Mobifone Tay...
CAng ty CP wi...

Wan phing

5o ké hoach ...

4 Tirn kigrn
Tim thy 535 két qua phl hap.
Sd ky higu Trich y...
461/Q8-5kH...  Phé du..
126/5TC-HISM W vig
110/5KHET-... Wi cd.
18/MFTH WE vig..
19/MFTN VB vig,.,
BC-thang 12 Wi vid...
4LSTTTT-WP VB vig,.,
Q4{SKHET-T... Vv xd..
35/BC-PCTH Baoca...

Céng ty Bién...

¥ Chi xem van ban tham gia xur' I

Tim kiém ndng cao

Ngay khai tao

Ngurhi gilt

Nouyén Thi Kigu O...

H& Thi Mgoc Trang

Nguyén Heing Tam

Nouyén Thi Kim Ph...
NouyEn Thi Kim Ph...
NouyEn Thi Kim Ph...

Mguyén Thi Kir Ha
Trin wan Dling
Wi Tharnh Huhg

Phiting Céng nghd ..
Phiong K& hoach - ...
Phiong K& hoach - ...
Phiong Buu chinh -...
Phiang Buu chink -...
Phiang Buu chink -...
SO Thang Tin va ..

SO Thang Tin va ..

Phiang Théng tin -...

6

Trang thai
Bang =0 1y
Bang #0r ly
Bang #0r ly
Bang =0 1y
bang xLr 1y
bang xLr 1y
B3 két thiic
B3 két thiic
B3 kt thiic

Sau khi da khéi tao va du thdo ndi dung cho van ban di, ban dién cac

thong tin lién quan t&i van ban:
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Van ban Vv To L. X Van ban ...

& chuygn & Sita & pinhkem ~ & Tra loi L Khdc +
Trich yéu ¥fv: Td trinh xin kinh phi
5~
¥ kign xr y D3 gdp y trong file Banvi TWEUBND tinh Nam Binh\Phong Hanh chinh £ Ziitre v
Chon tif mau Hifih thirc Té trinh v
Loalvin ban Wan ban di VP UBND tinh
6 khan Thuing v
File dinh kém L taititca
'_Iﬂ To trinh xin phe duyet 2015.doc Bmoep L Taive K xoatép
N&i dung xir' ly

2.1.5 Chuyén xir Iy vin béin di

Thuc hién tuong tu nhu viée chuyén xur Iy van ban dén.

1) Tir cira s6 xt Iy vin ban chon Chuyén
Mot menu hién ra véi danh sach cac noi nhan dugc goi v san.

2) Chon dbi twong can chuyén t6i.

Mot cira s6 nho hién ra cing v6i danh sach nhitng ngudi thude déi twong
ban vira chon.

3) Chon tén nguoi xur 1y.

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

Ban giao van ban

Danh sach nhan van ban
Nhan ban chinh (o chind)

B nouyén Thanh Hing - HungNT

v Mguyén Thanh Hiing - HungNT

MNad Kim Hai - haink Phu trach phong Phong Dich vu quang cdo v
Nhan ban sao(phdi hgp xu i)
Nguyén Van Hong - HongNv Trudng phong Phang Van nghé giai tri v v Ng5 Kim Hai - haink
Vuigng Ngoc Mghia - NghiaViN Q.Trudng phong Phing Théi sur v v/ Nguy&nVin Héng - HongNV
Mai Xudn Thiry - ThuyMX Pho trusgng phong Phong Ky thudt cdng nghé v ¥ Vurgng Ngoc Nghia - NghiaVN

Hién thi giao dién chon cdn b khdc m Ping

2.1.6 Ldy lai vin bén vira xir Iy (Vin ban givi nham dia chi)
Khi ban gui nham dia chi hodc mudn chinh stra lai noi dung van ban da chuyén
cho ngudi khac, ban c6 thé sir dung tinh nang LAy lai viin ban.
1. Ban vao phan “Xir Iy viin ban” ctia phin mém

2. Chon muc Van ban dang theo doi
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3. Bam chudt phai vao van ban can lay lai.
4. Mot menu hién ra.

5. Chon Lay lai vin ban.

K5 Xir I vén ban Van ban l
@ Van ban chd phat hanh Trich yéu Ngudi dang giii' Ngay nha... Han giiit Han téng Sé ky hiéu S& dén di
M Van ban theo d6i héi bao = ¢ thang nga 1 0 a 0 A 1234/STTTT-VP  5(VB dén UBND...
> M6 van ban X . X X -
b ol Van ban chd xir Iy 1 te § Con7ngay  Con 7 ngay 4(VB @&n UBND...
Xu8t danh sich ra tép XML
(3 W VVan ban dang theo dbil 2
b Van bin dang dy thio O i ik vain ban/h so
> M Van ban théng bac - L&y lai van ban ban giao lic - 26/09/2017 2:17:09 CH
» o Van ban mdi két thic 3 £ In lich sir bin giao
b @ Van ban dudc ty quyn xi Iy [

M VEn ban ly quy2n vira xir I
6. Vao muyc Vin ban cho xir Iy dé xem vin ban vira lay lai dé xur 1y lai.
Luu y: Van ban chi co thé lcfy lai khi nguwoi nhan van ban chwa mo van ban ra.
Vin ban xin y kién cia nguoi khdc, khi ldy lai van ban xin ¥ kién dong nghia voi
viée bé viée xin ¥ kién nay
2.1.7 Lwu van bén vao ho so
HO so luu van ban c6 thé 1a hd so d3 c6 hodc ban tao mdi (néu c?m). Mudn
luu van ban vao hd so nao ban chi can chon vao tén hd so d6 rdi nhan

Lu'u
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Luu sb ¢ nhan

Hd s ca nhan

Tra lgi CV dén
CV dén

Hgp ddng

Ho sd chia sé

2.2 Khéi tao mét viin ban di tra 16i cho vin ban dén:
Cac budoc khoi tao
1. Mé van ban dén can xur 1y.
2. Trén ctra sd xem chi tiét van ban chon Tra loi.

Mot menu hién ra.
* Tra lai Khac ~

B  vinbandan

B vinbana

3. Chon quy trinh twong rng
Cira sO soan thao van ban di xuat hién va van ban dén ma ban dang xu ly

da duoc dinh kém vao van ban di maéi khoi tao.
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4. Soan thao van ban di (Gui kém tai liéu hodc soan trén trinh soan thao
eOffice) roi chuyén vin ban dé tra 1oi
5. Sau khi van ban di méi khoi tao duge xtr Iy xong (dugc phat hanh) thi
van ban dén lién quan t6i van ban di nay ciing tw dong duge két thuc.
2.3 Pé chinh sira ndi dung tai liéu kém theo khi nhin viin ban di
Cac budc thuc hién
1. Mé van ban can xir 1y.
2. Nhip dbp chudt vao file van ban dinh kém dé mo va chinh stra ndi dung.
3. Luu lai ngi dung vtra chinh stra.
3. Theo déi, tim kiém vin ban
Pé theo ddi 01 (hodc nhiéu) vin ban thi phan mém d3 ¢ sdn 1 muc 12 “Vin ban dang
theo doi”, muc nay ty dong cap nhat cac van ban chua xur Iy xong dé “ngudil gui” van

ban c6 thé theo ddi dugc van ban minh giri dang & vi tri ndo, da duyét hay chua.. .

B X Iy véin ban vn ban I
M Vin ban chd phat hanh Trich yéu Nguoidang giirt  Ngay nh... Han giif Han téng Sd ky hiéu Sa dén di
M Vin ban theo ddi hdi bio 7 test hé théng ngay 26/09/2017 VG Vidn Quy 26/09/2017 COHn7ngdy  Cdn 7 ngay 1234/S “VP 5(VB dén UBN...

> Vin ban chd xi a test V6 Van Quy 26/09/2017 Cén7ngdy  COn7ngay  1234/tetst 3(VB dén UBN...
- 2
» @ Van ban dang duthao
» @l Van ban thdng bdo
b @l Van ban mdi két thic 5
» Ml Van ban dugc dy quygn xir Iy
M Van ban ty quygn vifa xu Iy
) Haso cdng viéc
M HO sd ca nhan

A HO so chia s

Ngoai ra phin mém cho phép tim kiém vin ban theo bét cr thong tin nao lién quan t6i

van ban do nhu: trich yéu, so ky hi€u, ngudi soan, loai van ban, khoang thoi gian...

Van ban

Trich yéu Ngudi dang giit  Ngay nh... Han giir Han téng So ky hiéu So6 dén di

test hé thong ngay 26/09/2017 VG Vin Quy 26/09/2017 CON7ngdy COn7ngdy 1234/STTTT-VP 5(VB dén UBN...

test VG Van Quy 26/09/2017 Con7ngay Con7ngay  1234/tetst 3(VB dén UBN...
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2.4 Két thiic xir 1y vin ban
Cac buoc thuc hién
Viéc két thic xu Iy van ban dugc thuc hién khi ban da hoan thanh viéc soan thao
va kiém duyét ndi dung ctia van ban nay.
Pé két thic xir Iy mét vin ban:
1. M6 vin ban can két thuc.
2. Chon K&ét thiic trén thanh cong cu.
3. Luu van ban vao hd so.
Néu di ¢6 sén ho so dé luu, ban chon hd so va nhép dup vao hd so dé (hoac
chon ho so rdi nhip vao “Luu”).
Trudng hop chua c6 hd so can dé luu vin ban, ta phai tao hd so méi bang
cach nhép nut “Tao méi”. Nhap tén hd so roi nhéip vao “Tao m&i” dé tao

ho so mdi, sau do luu van ban vao hd so méi nay.

Luu sO ca nhan

Hd s ca nhan

Tra lgi CV dén
CV dén

Hgp ddng

Ho sd chia sé
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Chiic niing tim kiém niang cao

Dé sir dung chirc ning tim kiém nang cao cua phan mém, thay vi nhip ludn thong tin
vao thanh tim kiém nhu hinh trén, chung ta s& bam vao biéu tuong kinh lap nhu &
hinh bén dudi.

Tiép theo tick vao 6 Tim kiém ning cao

Bang tim kiém ning cao s& hién thi voi rat nhiéu tiéu chi tim kiém dé nguoi dung
nhap nhu S6 ky hiéu, s dén, khoang thoi gian, co quan ban hanh.....

Sau khi nhip xong céc dit liéu tim kiém, bam vao 6 Tim kiém dé hoan tat va xem két

qua.

] & = a Nauyén Tri ki ks [

Van ban Tim kiém x
Tir khda trién khai
6 ky hiéu s6 dén
Hinh thifc vén... Tt ca v B4 khan Tat ca v
H& 50 ¢ nhan Thtca v Nghip vu Tatca v
S8 vin ban TS5t ca v Ban vi Xt Iy v
Ngay tao 01/02/2018 18/04/2018 Ngudi gitt
Ngay ban hanh Nguai ky v
C/Q) ban hanh - Ngudi khdi tao

¥ Chi xem van ban tham gia xur ly

@ Tim meTlm kiém nang cao

Tim théy 1 k&t qua phi hop.

STT SOKH S6 dén Ngay VB = Trich yéu Cd quan BH = Hinh thifc

1 65/2018/QD-UB... 401 18/04/2018 V& viée: trién khai phin mém givb Bkav eGov UBND tinh Kon ...  C&ng van

4. Bao cao
Phan mém cung cip cho ngudi dung cong cu Bao cdo, gitp cho viée théng ké, bao céo
tinh hinh xtr 1y vin ban d& hon bao gio hét.

bé vao muc bao cdo, chon menu bén trdi phan mém nhu hinh duéi:
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56 Thong tin va Truyén thé... [\ NouyénThiKim Ha .

1. Téng hdp Khéng hién thinhém ~  Trongthang v  Thang4 7 01/04/2018 30/04/2018
:-2. Bao cao giam sat

3. Bao cio Canhan

) L Van ban Gén VEn ban di C3p nhat lic: 05:45 18/04/2018

Téng 55 van ban: 42

s I e T N T
-4, Bao cio xir Iy van ban

S5 van ban dén 1 VEviécthdng tin doanthamdy' Toa  238./STTTT- Ngi nhdn: S& Ngoai vy tinh T3y Ninh €ong van Nguyén Thi
>+ S8 van ban dén - Bang Ky dam quéc t&"Tif Chinh phi dign tr  CNTT Kim Ha
Eﬂj i S8 van ban dén - S theo dai dén quan tri théng minh - L& trinh
i~ S van ban di cho Tay Ninh"
© - S0 van ban i - Mat 2 Ve viscnghiva danh sich tucLE  7/TB-STTTT R T ST Tzl Cme R
C S8 van ban di - Thudng Chién thing 30/4 va Nody Quéc t& fam Ha
~5. Van ban lign théng lao ddng 1/5 n3m 2017 Van phang
“-6. Van ban ky s6
~~7. Van ban theo déi héi bao Phdng Céng nghé théng tin
-9, Bao cao xif Iy vdn ban
Thanh tra S&

Phdng Buu chinh

3 CKS V& vié tham muu UBND tinh 253./5 - Noi nhan trong co quan: Céng van Nguy&n Thi
chu truong cho phép Buu dién tinh BOVT N Kim Ha
thug dat 68 xay duhg céc co =5 khai Phong Bu chinh - Vién thdng

= thac buu chinh (gl bs dy thio)

(@] Huynh Phi Leng

{E} L& Duong Phong
NguyEn Manh Ha

0]

NguyEn Thi Kim Phung

H¢ thong bao cao vai nhiéu cac tiéu chi: Bao cao giam sat, bao cao Ca nhén, bdo cao
xtr ly van ban.....
Trong mdi muc bao céo s& co cac tidu chi loc twong g dé gitp nguoi dung c6 duoc

két qua mot cach chinh xac va day du nhat:

e  Kiéu hién thi

S& Thong tin va Truyén thé...

1. Téng hap Khéng hién thi nhém Trong thang ~ Thang 4 v 01/04/2018 30/04/2018
2. Bio cdo giam sat

- 3. Bao cdo Ca nhdn
O Van ban gén V&n ban di Loai van ban C3p nhat lic: 05
in ban di P
Van ban qué han Téng s6 van ban: 42 Ngudi ‘_CHU‘
St EICEEENED G, TN T
EEDEIE T p— . Khéng hign thi nhom e — .
- 5@ van ban dén 1 VEviéc thong tin doan tham du' Toa 238, vy tinh Tay Ninh Cong van Nguyen Thi
-~ S8 van ban dén - Bang Ky dam qudc tE T Chinh phi dign tf - CNTT Kim Ha
Eﬂ] - 5§ van ban dén - 56 theo doi dén guan tri théng minh - L4 trinh
-~ 53 van ban di cho Tay Ninh”
1 5‘3 v?n ha,m i Matk 2 VB viéc nghi va danh séch truc L2 7/TBS Nai nh3n trong cg guan: Théng bdo Nguyén Thi
= SEamEn e Ty Chign thing 30/4 va Ngay Quic 15 Kim H3
5. Vén ban lién théng |30 déng 1/5 ndm 2017 Van phéng

6. Van ban ky s6

.7 WEn hin than A

o Khoang thoi gian: Cho phép nguoi dung chon theo khoang thoi gian.

S& Thang tin va Truyén thé... ®

1. Téng hap Khéng hign thi nhém Thing4 v 01/04/2018 30/04/2018

- 2. Bao cao giam sat

3. Bdo cao Ca nhan
O Van bén dén Van ban di Trong ngay Cap nhat lic: 02
Van ban di =
- &N ban gui han Tdéng s& van ban: 42 Trong tugn
e DT o I
4.Ban_mf] xut Ivv~an ban — . n Trong quy .. X
>~ 50 van ban dén 1 VEviéc thong tin doan tham du' Tga  238./STTTT- Nai nhan: Cong van Nguyen Thi
-S4 van ban dén - Dang Ky dam quéc t& Tl Chinh phi dién tr  CNTT Trong ndm Kim Ha
d]j - S‘i va:m he:m dén - 56 theo ddi dén qgén _tn ljwﬁng minh - L4 trinh Tay chon théi gian
S6 van ban di cho Téy Ninh’
S? Vz:m Deiin d? - Mét_ 2 VB vic nghi va danh sich truc L& 7/T8-5 Nai nhin trong co quan: Théng bdo Nguyén Thi
~S° van _Dfm ! - Thutgng Chign thing 30/4 va Ngdy Quéc t& Kim Ha
5.Van ban lign théng lao déng 1/5 n3m 2017 Van phdng

6. Van ban ky s
7.Van ban theo déi hi bao Phong Céng nghé thdng tin




o Xuat bao céo
Cung cép cho ngudi dung cac dinh dang vin ban phd bién dé xuit ra: Word,

Excel, PDF...

Sa Thong tin va Truyén the...

PBLIIID Khéng hign thinhém ~  Trongthang ~ = Thang4  ~ 01/04/2018 30/04/2018
- 2. Bao cao giam sat

3. Bao cao Ca nhan =5
(] -~ Vanban dén 1 C3p nhat lic: 05
S \5n ban di Ms Word (chinh s(ra durgc)
i = EmliEroHlEr Ms Excel (chinh sira dudc)
4, Bao cio xir Iy van ban Ms Word
56 van ban dén i Ms Excel | 23B./STTTT- Nai nhan: S& Ngoai vu tinh Tay Ninh Céing van Nguydn Thi
S8 van ban dén - Bang Ky CNTT Kim Ha
Iﬂ: ‘- 5§ van ban dén - 56 theo doi dén quan tri théng minh — LG trinh
- S8 van ban di che Tay Ninh”
> = SEvEmET i 2 VBvidcnghivé danhsichtnic L& 7/TBSSTTTT  Noi nhin trong co quan: Thing bdo Nauyén Thi
® - S§van ban di - Thn f
= _=avantandi- g Chién théng 30/4 va Ngay Quac t& Kim H3
s el L G lao ddng 1/5 ndm 2017 Vin phéng

-~ 6. Van ban ky s
-+ 7. Van ban theo doi hi bao

Phong Céng nghé thang tin
*- 9. Bao cao xi ly van ban

Thank fem CA

5. Giam sat

H¢ thong cung cap cho nguoi dung cong cu giam sat viée thuce hién cac ndi dung da
giao trén van ban, dé tir do co thé thong ké va bao céo theo cac ti€u chi bat ky.
Duya vao cong cu giam sat nay, c6 thé theo doi va ddnh gia nang luc xtr Iy cong vige

clia timg ¢4 nhan, phong ban cuy thé.
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o XLVB HSMC

Tinh hinh x(7 iy vén ban d&n

Ton cudi ky qua han

Van ban phét hanh

Van ban d&n li&n thdng

Danh sich 56 van ban dén

54 van ban dén

Danh sach 56 van ban di

58 Van ban di

58 Quy&t dinh

4 Bdo cdo

S6 Thu méi

56 Iugng van ban: 0

S5 ky higu

[ Ton ky truéc

Trich yéu van ban

Trong quy =

Noui xif Iy

Quy 1

Y 01/01/2018

Théi gian nhin

31/03/2018

Han xit Iy

Xem thong ké  IBGEYeTagl)

Théi gian xir iy

40



