MUC LUC
I. Chirc nang chung.
1. Bang nhap hé théng.
2. Doi mat khau.
3. Cap nhat thong tin tai khoan.
4. Uy quyén nguoi dung.
IL. Chitc ning chi tiét theo tirng nhém nguwoi ding.
1. Nhom chirc nang Van thu.

a) Tiép nhan vian ban dén.
b) Tong hop vin ban dén.

c¢) Tim ki€ém van ban, chinh stra trén trang tim kiém dén.

d) Thong ké van ban dén.

e) Quan ly van ban di.

f) Tim kiém, thong ké van ban di.

2. Nhém chirc nang Lanh dao don vi.

a) Danh sach van thu méi chuyén:

b) Danh sach van ban da phan cong:

c¢) Danh sach van ban da hoan thanh.
d) Danh sach vin ban tré, sap tré.

e) Tim kiém vin ban dén:

f) Thong ké vin ban dén.

g) Danh sach van ban di.

h) Tim kiém vin ban di.

3. Nhom chtrc nang phé phu trach, truong phong.
a) Danh sach van ban dugc phan cong.
b) Danh sach van ban da phan cong.

¢) Danh sach vin ban tré han xt 1y.

d) Tim kiém van ban dén:

e) Thong ké van ban dén.

f) Danh sach van ban di.

g) Tim kiém vin ban di.

4. Nhom chirc nang chuyén vién xtr 1y cong viéc.
a) Xu 1y van ban dén.

b) Thong ké vin ban dugc phan cong.
¢) Tim kiém vian ban dén.

d) Danh sach van ban di.

e) Tim kiém vin ban di.
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I11. Nhém chirc ning quén 1y hé thong:

1. Quan ly danh muc phong ban.

2. Quan ly danh nhan vién.
a) Thém mai nhan vién.
b) Chinh stra nhéan vién (giao dién tuong tu chirc nang thém madi nhan
vién).
c) Reset mat khau truy cap hé thong:
d) Phan quyén sir dung nguoi dung.
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I. Chire nang chung.
1.  Ping nhap hé thong.
Pé str dung phan mém quan 1y vin ban va Piéu hanh cong viéc truy
cap theo dia chi: https://glvb-snnmt.dongnai.gov.vn/

&< C (@ | O hitps//qivb-snnmt.dongnai.gov.vn/HeThong/pDangNhap.aspx

DANG NHAP HE THONG

Tai khoan dang nhap

Mét khau

Tai khoan dy quyén

Bang nhap Bang nhap SSO

2 Download on the _ GETITON
@& App Store ’ Google Play

Hinh 1.1 Giao dién dang nhdp phan mém.

Truwong hgp dang nhdp binh thuong: nhap Tén dang nhap va Mat
khau dugc cap dé dang nhap vao phan mém.

Truwong hop ding nhdp iy quyén: Ngudi ding dugc lanh dao uy
nhi¢m phan cong xtr ly cong viéc thay cho lanh dao:

B1: nhap tén dang nhap va mat khau binh thuong

B2: muc Tén ND uy quyén s& nhap thém Tén ding nhap ciia linh
dao.

Néu dang nhap thanh cong hé thong s& chuyén dén cac chirc ning chi
tiét dwa trén Quyén ngudi dung duoc phép thao tac trén hé thong.

Trung tam Cong nghé théng tin — S6 Néng nghiép va Méi truong Pong Nai
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_ S e Théng bao tin nhan xtr Iy
0 Admin THONG TIN VA van ban (phan céng, y
kién, hoan thanh, két thuc) &
fal  Trang chi
Nhom ~

B v4nban dén vy

chtrcinang Chtrc nang Tai
E4  Thu méi hop w khoan ngwi dung:
B vinbind Vén ban \Vé (Trong ndm 2023) (Tinh dén ngdy 03/06/2023)

n ban di aé'u*h-é-nh y I - Thay ddi théng tin

B Thu vién vin ban Céng ‘V\éC _ ©vin ban sdp tré han = ‘E?ﬁl mét‘ khau

cong’ I-v—’ S - Oy quyén
& Van ban ndi b§

| O W svcngviec Quan|IyiHSEV,
Danh muc
UADUSAI ARSI
& e thdng I}
e, N\
?  Trggiap

=>|  bing xudt

S
Lugt truy cap: 11040

Hinh 1.2 Giao dién chinh chuong trinh.

>

2.  Po6i mat khau.
Pé thuc hién thay dbi mat khau truy cap phén mém, nguoi dung can
thuc hién theo cac budc sau day (khi da dang nhap thanh cong).

Bl: Nhan chon biéu tuong nguoi w o (@
dung trén thanh menu.
Tai khoan
B2.: Chon thay d6i mat khau. Thay d8i mat khau
Uy nhiém 2

Dang xuat
d

Luc nay giao dién thay d6i mat khau hién thi.

THAY POI MAT KHAU

Mat khau hién tai

| G\* SIS BBBBBERG ‘

Mat khau méi

| G‘% S0 NORRNOOEN ‘

Nhap lai Mat khau mdi *

| G‘% S0 0SRRERREN ‘

B3I mat khau

Hinh 2.1 Giao dién thay doi mat khdu hién thi
Nhap mat khau hién tai va mat khau méi, sau do6 nhan chon “Pdi
mat khau” dé thay doi.
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3.  Cap nhat thong tin tai khoan.
bé cap nhat thong tin tai khoan st dung thuc hién theo cac budc sau
day:

B1l: Chon biéu twong nguoi dung trén menu ngang (twong tu muc
thay d6i mat khau).

B2: Chon menu “Tai khoan™.

Luc nay giao dién thong tin tai khoan hién thi. Vui long nhép céc
thong tin yéu cau.

[BICAP NHAT THONG TIN

Ho tén (¥) | L& Viin Vien | Ngay sinh | ‘ . ‘

S5 dign thoai | | Emai() | levienit@gmail.com ‘

Fhong ban (%) Phang Phat trién cong nghé chie vu Nhdn vién

Tén dang nhap(*) vierlv Mat khau

Ngay hét han 31/12/2020 8 | Ngay tao 18/11/2013
Bia chi | t3 dan phé 3 thi x3 Budn HB, tinh akLak ‘
B nhin Email Nhén SMS

Luu théng tin

Hinh 3.1 Giao dién thong tin tai khoan

Nhéan chon “Nhan mail” néu ngudi dung mudn nhin thong bao qua
email khi c6 phan cong mai.

Sau khi hoan thanh céc thong tin yéu cau va kiém tra cac thong tin da
nhép 1a chinh x4c, ngudi dung nhan chon button “Luu thong tin” dé thuc
hién cap nhat thong tin.

4. Uy quyén ngudi ding.

Chtrc ning Uy quyén cho phép nguoi dung co thé uy quyén xir Iy
cong viéc ctia minh trén phan mém cho mot chuyén vién khac xir 1y gitp
trong thoi gian vang mit, lic d6 ngudi duoc Gy quyén sé sir dung tat ca
céc chirc ning ma nguoi Gy quyén duoc phép thao tac trén hé thong.

Dé thuc hién chic ndng nay nguoi °
dung thuc hién theo cac budc nhu sau: dg
.
Chon biéu tuong nguodi dung trén e

Uy nhigm

menu ngang, sau dé chon chirc nang Uy -

nhiém.
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Luc nay chuong trinh s& hién thi giao dién chirc ning Uy Nhiém.

B1: Chon tén nguoi mudn Gy quyén

Chuyé&n vién [34] Hoang Thi Thu Van

B2: Chon ngay bat dau B3: Chon ngay két thuc

Hinh 4.1 giao dién 1y quyén nguoi ding

Sau khi Luu, danh sach nguoi dung dugc uy nhiém s€ hién thi trén

Chuyén vién ‘ ‘

Ngay bat dau ‘ Ngay két thic ‘ ‘

Danh sach da dy quyén B3 Oy nhiém thanh cong. Luu

SIT | Chuyén vién dudc ay quyén Ngay bat dau Ngay két thaic

1 | Hoang Thi Thu Van 08/03/2023 10/03/2023 ﬂ

ludi.

Trung tam Cong nghé thong tin — S Nong nghiép va Méi trieong Pong Nai
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II.  Chirc niing chi tiét theo tirng nhém ngudi dung.
1.  Nhom chiwre nang Van thu.
a) Tiép nhén vin ban dén.
-P6i véi van thu dén, ngay sau khi dang nhap s& hién thi danh sach
van ban chd tiép nhan.

xemtheo: [ Thangs  ~|[ namz017 ] ‘ﬂ Q &

Ngay dén N&i dung

0 1404/UBND-CV 04/05/2017 | [Khac] _ UBND Huyén Xuin Loc_ 04/05/2017 o Tigp v | N
1 1404/UBND-NL: b8 sung k& hoach sir dung d&t ndm 2017 huyén xuan Ibc
& 1404-UBND-NL.pdf
0 13/2017/QD-UBND | 04/05/2017 | [Khac] _ UBND tinh Dong Nai_31/03/2017 S
2 Ban hanh quy dinh t8 chirc va quan by vic di nuidc ngodi cla can b, cdng chirc,

vién chiic tinh Hong Nai.
& QDQPPL-13-2017-1.pdf

0 1460/QB-UBND 04/05/2017 | [Quyét dinh] _ UBND tinh Ddng Nai_ 03/05/2017 eTEnan | | S
3 /v phé duyét Bdo cao nghién cifu kha thi xay dung dudng Phudc Binh doan tir
Qudc 1§ 51 dén khu cbng nghiép Phudc Binh theo hinh thirc déi tac cdng tw, hgp
dding xdy dung - chuyén giao(BT).

& QD-1460-2017-1.pdf

- Trén danh sach vura tiép nhan, nhan chon vao tén tap tin dé xem noi
dung tap tin van ban.

-Nhén chon button [repnhen | 3 tiép nhan vin ban
vura nhan tr mail. Hodc nat dé nhap van ban madi tr ban
gidy.

- Ltic nay chuong trinh s& hién thi mot khung hién thi chi tiét ndi dung
van ban. Cac thong tin co thé thém/stra d6i va cap nhat lai.

Trung tam Cong nghé thong tin — So Nong nghiép va Moi truong Pong Nai



CAP NHAT VAN BAN DEN

Loai van ban | céng van v| Nhom phat hanh | Khéc Ny |

3 Ngay dén | 08/03/2023
‘ 03/TEST _(.1|) ‘ Noay ky(*)  |iG§f0s/2023 (2)) ‘ =)
‘ ‘ Linh vuc | Linh vuc khéc i v
s 3

&)
uang bl VB nhac nhd - phé binh VB QPPL Doan vao

[T | \c nhds - phé bi -

vb test 03

‘ [ Chon r(5)| % [1] Mau_CongVan docx
| \2/

‘ - ‘ O L& vén ban ky s6

uyén lénh dao  [[7nugng Thi Hudng Binh \(g)‘E\ G sms théng béo
\ = \ \ Tim v
S6 higu Ngay ky Pan vi phat hanh Trich yéu B4: Chon
__01/TEST 06/03/2023 test tao mdi vb dé&n (Bat bucc)

\_ e B3: tich vao VB cén lién két

e

Cap nhat thong tin van ban:
(1)-(4): Cac noi dung thong tin co ban bat budc phai nhap.

(5) Chon file dinh kéem van ban (file van ban la cac file van ban nhu:
pdf, word, excel, hodc cac file hinh anh nhu: jpg, jpge, png.).

(6) Chon lanh dao can chuyén vin ban dén.
Lién két viin ban:

Pbi véi van ban co nodi dung lién quan, cung du an, cude hop ... voi
van ban da tiép nhan trudc d6, hé thong co chic ning lién két dé ngudi
dung thuan tién hon trong viéc nhin thdy cac vin ban co lién quan. cic
bude lién két theo thir ty nhu hinh mé ta.

Nhan chon “Thém mai” dé ti€p nhan van ban va chuyén van ban cho
lanh dao.

Trung tam Cong nghé théng tin — S6 Néng nghiép va Méi truong Pong Nai
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* Poi véi viin ban bi trung lip do vin thw da tao truée do (tir viin
ban gidy): C6 thé xéa vin ban trung lip hoic lién két véi vin ban
trung lap:

Trong danh sich vin ban chd tiép nhan. Phia sau tén ctia vin ban,

Lién két van ban trung lap %

nhan chon biéu tuong lién két: . Cac budc nhu

LIEN KET VAN BAN

123

S0 d .B1: ljlha"p 56. y hiéu
dén can lién két

B3: Chon van
ban da nhap
trudc do bi

44/TTr

03/TTPTQD-QLPTQD

© Lién két

sau.:

- Trweong hop Vin ban 1a Gidy moi/Thu moi hop: Trén danh sach
van ban tiép nhan qua email nhan chon vao biéu tuong checkbox  tuong

7 Chuyén thur mdi

ung voi tung van ban sau d6 nhan chon dé chuyén van ban

do sang thu moi hop.

Trung tam Cong nghé thong tin — So Nong nghiép va Moi truong Pong Nai
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- X6a vin ban: Nhin chon vao biéu twong checkbox = twong tGng

voi1 tung van ban button dé x6a cac van ban khong tiép nhan.

b) Tong hop vin ban dén.

Chtrc ning cho phép van thu theo doi duoc sd lugng van ban tiép
nhan theo thang, ndm. Pé thuc hién chirc ning nay ngudi dung thue hién
cac buoc sau:

- Chon menu Vin ban dén >> D/s viin ban di trinh duyét. Lic nay
giao dién Tong hop vin ban duoc hién thi.

Tdng 2 van ban w Thang: | Thang3 w |Nam:| Nam 2023 w Sap x&p theo s& 55 dén v

2 06/03/2023 | 02/TEST _[Cong vdn] _test_06/03/2023 06/03/2023 Nguyén Lireng Hia u -
tao mdi vb 02 chuyén (Bang T Iy)
& Mau_CongVan.dooe
1 06/03/2023 | O1/TEST _[Cong van] _test 06/03/2023 06/03/2023 Truging Thi Hucng u -
tao mdi vb d8n Binh {Chd duyét)

& Mau_CongVan.doot

- Nguoi ding c6 thé chon thang/nim cin xem trong tiy chon,
chuong trinh hd tro sap xép vin ban theo céac tiy chon: ngdy vin ban dén,
ngay ky van ban, sb hiéu van ban.

¢) Tim kiém viin ban, chinh sira trén trang tim kiém dén.

Chtric ning cho phép ngudi dung tim kiém lai cac van ban di tiép
nhan. C6 2 cach dé thuc hién tim kiém vin ban:

Trén menu trai nhan chon “Vin bdan dén >> Tim kiem”

luc nay
giao dién tim kiém nang cao van ban dén hién thi. Nguoi dung can nhap
thong tin van ban can tim kiém trong cac tuy chon ma chuong trinh cung

cap san.

- Tai két qua tim kiém nhan chon biéu tuong dé cap nhat lai
thong tin vian ban (biéu tuong chi dugc nhin thdy d6i véi nguoi dung cé
quyén Tao vin ban).

- Nhén chon biéu tuong \ﬂ‘ dé xir 1y van ban cho cac 1anh dao
(chi nhitng ngudi ding c¢6 quyén van thu nhap chi dao méi thuc hién duoc
chic ndng nay). Voi chlic nang nay nguoi dung s€ thuc hi¢n dugc 2 thao
tac chinh d6 1a Lap phiéu chuyén va Phan cong xtr 1y.

Trung tam Cong nghé thong tin — So Nong nghiép va Moi truong Pong Nai
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o  Dé lgp phiéu chuyén: trén danh sich tim kiém nhan chon
button “Xu Iy” chon “Ldp phiéu chuyén” luc nay giao dién lap phiéu
chuyén dugc hién thi. Nguoi dung can thue hién cic bude nhu sau:

LAP PHIEU CHUYEN LAN (i

Lanh dao Déng Minh Drc v
{ 3: Chon file S ~
néu co 2. Nhap ngi dung
s A phifu chuyén Ja—
[ Chon file

4 Nhinchon dihoan . .
meenTETe o~ @ Chuyén lEnh dao ‘ ‘ @ Thoat ‘

° Pé phan cong theo nodi dung chi dao cua lanh dao, ngudi ding
thuc hién cac budc. Trén danh sach két qua tim kiém nhéan chon button
“Xip Iy” chon “Phdn cong” lac nay giao dién phan cong duoc hién thi.
Nguoi ding can nhap day du ndi dung yéu cau nhu hinh sau:

PHAN CONG XU LY CONG VIEC

Tao phigu chuyén| Dang Minh Bifc "|
N&i dung chi dao
Han hoan thanh(¥) ‘ J | P ‘ | [ Chon file |
12
& Pho phu trach x(r by = Phong ban x(r by & Chuyén vién x(r ly 11

Xl chinh Phéi hop K&T 1 nic

Ng uyén Ngoc Huhg

Nguyén Ngoc Thudng

Trung tam Cong nghé théng tin — S6 Néng nghiép va Méi truong Pong Nai
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& Phd phu trdch xarly = Phong ban x(r Jy & Chuyeén vién xur ly

| |~

Xi&rlj chinh | Phéihgp

Vdn phong s&_ (& Thanh Tuan (CVP)

Phang Tai chinh K& hoach_ Ngé Bt Thang

Phong Quy hoach_ Nguyén Tusn Anh

& Pho phu trach xcrly = Phong ban x( by & Chuyén vién xur ly
| Lékfhi Hong Tham Thém véo danh sich

Ho tén nhin vién Xl chinh mphdi hop X1 trurc tiép

| | |
16

L& Thi Hong Tham

Chu thich:

(1): Truong hop van thu vira tao phiéu chuyén vira phan cong theo noi
dung chi dao cua lanh dao thi check chon, sau d6 thyc hi¢én muc (2) truong
hop khong tao phiéu chuyén cho lanh dao thi bo qua muc nay va muc (2).

(2): Chon lanh dao can chuyén.

(3): Nhap noi dung chi dao cua lanh dao (bdt budc).

(4): Pbi v6i nhitng van ban c6 yéu cau ngay hoan thanh thi nhap ngay
han hoan thanh vao muc nay, khi d6 hé thong s& can clr vao ngay nay dé
thdng ké, tong hop vin ban hoan thanh dung han hay tré han.

(5): Néu c6 tap tin van ban tham khao lién quan dén vin ban dang
phan cong ma mudn chia sé cho ngudi duge phan cong tham khao thi dinh
keém 1én tai day (tuy chon).

(6): Dbi v6i ngudi dung 1a 1anh dao don vi (chite vu cao nhdt nhu:
gidm déc S6, giam doc Trung tam, Chi cuc truéng...) mudn phin céng cho
cac Pho phu trach thi chon muc nay.

(7): Trudng hop mudn phan cong cho cac phong ban thi nhan chon
muc nay.

(8): Truong hop nguoi dung mudn phan cong truc tiép cho mot
chuyén vién nao d6 xur Iy van ban thi chon muc nay.

Trung tam Cong nghé théng tin — S6 Néng nghiép va Méi truong Pong Nai
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(9) Trong danh sach cac pho giam ddc phy trach. Nhan chon néu
mudn yéu cau cap pho phu trach cong viée nay va yéu cau 1a nguoi chiu
trach nhiém chinh. (cé thé chon nhiéu phé cimg xir Iy mét vian bdn).

(10) Tuong tu muc (9) tuy nhién luc nay ngudi dugc phan cong phu
trach mang tinh chat phéi hop véi ngudi duge phan cong chinh xir 1y cong
viéc.

(11) Nhén chon néu cho phép phé phuy trach c6 quyén két thiic cong
viéc.

(12) Nhan chon néu mubn giri tin nhan SMS thong bao dén nguoi
dugc phan cong c6 phan cong mai.

(13) Nhén chon dé tién hanh phan cong.

(14) Truong hop phan cong cho chuyén vién xur 1y thi nhap tén
chuyén vién can xir 1y vao, lic nay chuong trinh s& hién thi danh sach cac
chuyén vién c6 tén gan giéng v4i tén nhap vao.

(15) Nhan chon dé thém chuyén vién vao danh sach can phan cong.
Luc ndy chuong trinh s& hién thi tén nhan vién trong danh sach ludi, nguoi
phan cong thuc hién chon loai xir 1y twong tw nhu phan cong cho cip phé
phu trach.

(16) D6i v6i loai van ban nguoi phan cong mudn ngudi duge phan
cong chi xem vin ban dé biét thi khi chon loai xtr 1y 13 “Chi xem” thi khi
ngudi duge phan cong xem chi tiét vin ban, trang thai xir 1y s& dugc
chuong trinh tu dong cap nhat 1a hoan thanh.

d) Thong ké viin ban dén.

Chirc ning cho phép ngudi dung thong ké tinh hinh xu Iy van ban
chua xir 1y, dang xtr 1y, tré han, hoan thanh tré han... theo cac diéu kién
duoc cung cap trude.

Trung tam Cong nghé thong tin — So Nong nghiép va Moi truong Pong Nai
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‘n THONG KE VAN BAN BEN
Ngay dén(*)

) Logi X Iy (%) | Théng k& vin ban d&n ~ ‘ 01/01/2017 | B ‘ | 15/05/2017 | =4
Logivanban | — chon inh virc — - tnhve | — Chon loai vén ban — v
Ban vi phat hanh | ‘ ‘

Phong ban xi i | S0 Tai nguyén va M8i truding ~ Ngudi xir iy ‘ —— Chon —

Trang thai x(r ly [ V&n ban nhan tir mail

Téng : 6488 van ban‘ law Théng k& vin ban H ~ Xust fie théng k& 10

STT | Sodén | Ngay dén NOi dung Han hoan tat Trang thai xa
iy
1 6900 11/05/2017 2361 [Bién ban] _ S¢ giao thong van tai Dong Nai_ 28/04/2017 Chua xirly
TB két ludn cudc hop thuc hién cong tac bao vé mdi truding tai khu viic mé da Thanh Ph,
Thién tin 2

& B-2361-2017-1.pdf

2 6899 11/05/2017 720/UBND-TNMT | [Bién ban] _ UBND Huyén Cam My_ 03/05/2017 Chua x(r Iy
Vv thda thuan dia diém dy &n d&u tu x&y dung Trai chdn nudi heo ndi sinh san tai 3p Sudi L,
x& Xudn Bdng, huyén Cim My

& 720.ubnd_tnmt.pdf

Chu thich:

(1): Chon loai théng ké, gom c6: Thong ké vin ban dén, S6 vin ban
dén, Thong ké lanh dao phan cong.

(2) (3): Trudong bat budc yéu cau phai nhap, 1a khoang thoi gian van
ban dén mudn théng ké.

(4): Chon loai van ban can thong ké (khdng bat bugc).
(5): Chon linh vuc can théng ké (khéng bdt bujc).

(6): La don vi phat hanh vin ban. Ngudi dung nhap vao chudi 1a tén
cua don vi phat hanh.

(7): Phong ban xur Iy van ban dugc phan cong xir 1y van ban.
(8): Chuyén vién xur Iy duoc phan cong xu ly van ban.

(9): Nhan chon néu mudn hién thi danh sach ra giao dién.
(10): Nhan chon néu mudn xuét danh sach ra file Excel.
(11): Nhan chon dé xem chi tiét xtr 1y.

e) Quan ly van ban di.

Chuc nang quan 1y van ban di, cho phép van thu cac don vi g1 van
ban dén noi nhan thong qua truc lién théng van ban, cac phong ban truc
thudc co6 thé guri van ban tryc tiép cho nhau thong qua hé théng ma khong
can phai thuc hién viéc gui vin ban gidy. Cac budc dé guri van ban di thuc
hién nhu sau (Yéu cau ngudi ding co quyén giri vin ban).

B1: Chon menu van ban di, chon “Danh sach van ban d1” nhu hinh.
Luc nay giao dién quan Iy van ban di duoc hién thi.

Trung tam Cong nghé thong tin — So Nong nghiép va Moi truong Pong Nai
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H]

Van ban da g V|Tha'mg: ‘ Thang 1 V‘ N3m: |E“n 2017 V‘

. Hoang Thi Kim +T20 vin ban di ‘4 Xem theo danh sach:
& | . ‘ﬂ Q 6 &,

N&i dung Noi nhdn
] ‘ 378/STNMT- [Céng vdn] _ S& Tai nguy&n va Mai trudng_ S3 Tai nguyén va Mai truding
1 CCQLDD 25/01/2017 Chi cuc quan ly dt dai,UBND Huyén Long
X0 by don cda éng Tran Vit HGi, x& Phudc Thai, Thanh
6 huy&n Long Thanh

& 378dd.pdf
373/STI vdn] _ S Tai nguyén va Moi trudng_ S§ Tai nguyén va Méi truling
CCBYMT 25/01/2017 UBND Huyén Xuan Lic,cong ty TNHH Emivest

Y kién d6i vdi hd sa dé nghi xac nhan hoan thanh VN
cbing trinh, bién phap bao vé mdi truling
& 373ccmt.pdf

Hinh 1.1: Giao dién Quan ly van ban di.
Chu thich:

(1): Nhan chon dé phat hanh van ban di (hinh chi tiét giri van ban di)
lac ndy chuong trinh s& hién thi form nhap thong tin vin ban.

(2;3;4): Xem van ban theo cac thang, nim can xem.
(5): Tim kiém vin ban di theo trich yéu, sb hiéu.

(6): Nhan chon dé chinh sira noi dung van ban di (hinh chi tiét giri van
ban di) lac ndy chuong trinh s& hién thi form gidng véi form tao van ban
di, tuy nhién thong tin van ban da duoc hién thi 1én cac control.

(7): Nhan chon néu muodn gui lai van ban.

(8): nhan chon dé xem thong tin chi tiét van ban nhu: S6 hiéu, trich
yéu, phong ban soan théo.. .

Trung tam Cong nghé thong tin — So Nong nghiép va Moi truong Pong Nai
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TAO VAN BAN DI 4: Nhap ngay ky 2: chon linh virc

1: chon loai van ban

Fa

Loalvanbén | Bén ban <] inh vUCR | Bdo hiém -]
56 hiéu (%) | 379/STNMT-CCQLED | Ngay k§(*) | 35/01/2017 |
Ngudi ky | Nguyén Ngoc Thuing ) | 56 to: ‘ ‘ | 56 ban: ‘ ‘

Tinh chat van ban | Thuding v|| Thuiding Vb quy pham phap ludt
Badn vidy thdo | 5303 nguyén va M truding gudi soan | NguyEn Hifu Hoa |

Trich y&u(™) BA0 c4o x(r Iy d& nghi ciia Uy ban M3t trdn T8 quéc Vigt Nam
5:Nhap lanh dao ky

6:Chon don vi dy thao vb

7:Nhap trich yéu
van ban

[ Chon file 9:Chon noi |
hN LU ETIRY]

File van ban(#)

& 379dd.pd

Ghichi

8: Chen file vb &1 Noinhan ¥én ban

I

do du lieu cong di#ccqldd-stnmt@dongnai.gov.vn;

Hinh 1.2 : Chi tiét giri vin bdn

f) Tim kiém, thong ké vin ban di.

Chtrc ning tim kiém vin ban di cho phép nguoi dung tim kiém lai cac
van ban dd phat hanh trude d6 theo cac diéu kién tim kiém da dang. Dé
thuc hién chtrc ning tim kiém vin ban di ngudi dung can thuc hién nhu
sau. Chon menu “Vén bdn di” >> Chon “Tim kiém vin bdn di” lic nay
chuong trinh hién thi giao dién tim kiém nhu sau:

TiM KIEM - THONG KE VAN BAN DI
Logi XifIf (*) | Théng ké 56 viin ban di v|4 @ Q
5 SGhigu | 1730 STNMT “4 Ngay ky(9) | | & ‘ ‘ ) | i |
Loai van ban ‘ - Chon linh vic —— X Linh viic | ~--- Chon loai v&n ban - v|
Ban vinhan ‘ |
0 9 |

| Tim kéin - Théing k& | e Xust fle thing k& |

Trich yéu

@ Titca (O vanbanddgo | van ban chua gt

N&i dung Nai nhan

1 IZ\ 123/QD-STNMT | 24/01/2017 | [Quy&t dinh] Quyét dinh hily gy | S3 Tu phap,S3 Xy Dung,UBND Huyén Trang | 01/02/2017

ching nhan s dung dat, quyén sa Bom VP dang ky ©dt dai
! hifu nha & va tai san khac gan ién

b vdi dat 58 BC 786610 cdp ngay
12 31/12/2010
& 123vpdk.pdf

Chu thich:

(1): Chon loai théng ké vin ban di.

(2): Nhap sb hiéu vin ban di can tim/thdng ké.

(3) (4): Nhap khoang thoi gian ngady ky van ban (bdt budc. Truong
hop khéng chon ngay dén thi chwong trinh sé méc dinh ldy ngay hién tai).

Trung tam Cong nghé théng tin — S6é Néng nghiép va Méi truong Pong Nai
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(5): Chon loai van ban can tim/thdng ké.

(6): Chon linh vuc can tim/thong ké.

(7): Tim theo don vi nhan van ban.

(8): Tim theo trich yéu vin ban.

(9): Nhan chon néu mudn hién thi danh sach ra giao dién ngudi dung.

(10): Nhan chon néu mudn xuit danh sach sang file excel.

(11): Nhén chon dé cap nhat nd1 dung van ban.

(12): Nhén chon dé giri lai van ban cho cac don vi nhan.

(13): Nhan chon dé xem chi tiét ndi dung vin ban.

2. Nhom chirc nang Lanh dao don vi.

(Dbi véi lanh dao thi gidi thiéu thém chic ning icon ¢ ¥ kién xur 1y
mo&i, nhan icon xem chi tiét tinh trang xtr Iy. Trang tong hop vin ban bang
cac sb licu).

Péi vai nguoil dung la 1anh dao don vi mac dinh sau khi dang nhap
thanh cong chuong trinh s& hién thi thong tin van ban can xu 1y, gitp
nguoi dung c6 thé giam sat duoc cong viée can xtr 1y.

THONG TIN VAN BAN CAN XU LY

63 (0 3

(Tinh dén ngéy 18/05/2017)

EEEEEEEn Stninpuiten EEEEE
a) Danh sach vin thw méi chuyén:
Pbi véi nguoi dung 1a trudng cac don vi thi sau khi van thu tiép nhan
van ban dén mic dinh van ban sé duoc chuyén dén 1anh dao. Chi tiét duoc
hién thi theo hinh.

Danh sach vin thu méi chuyén

--Tat ca—- V‘Nam ‘ Nam 2017 ¥ a pxeptheo s6sGdén v

Danh sach: | Van ban chd xir ly ~| €6 29 van ban Thang:
. B P - = = &
S& dén Ngay dén & NGi dung Ngu'si chuyén
-
20/04/2017 2079/STNMT- [Cong van] _ S& Tai nguyén va Moi trudng_ 20/04/2017 Tran Thanh r* Phin cbng
611 TTENTT Tham dinh gid danh myc tai san phuc vy k& hoach mua sam thudc nhiém vy “Duy tri hoat ddng W K& thic cong viec

hé thdng diéu hanh va tich hop dif léu Tai nguyén va mdi trudng ndm 2017" L
&, 2079tten.pdf ® Y kién

18/04/2017 2057/STNMT-VP [Cong van] _ Sd Tai nguyén va Moi trudng_ 18/04/2017 Tran TI =Xl
508 Thuc hién mét s§ nhiém vu phuc vu hoat ddng cda Trung tdm hanh chinh cdng tinh N

& 2057vp.pdf

Chu thich:

Trung tam Cong nghé thong tin — So Nong nghiép va Moi truong Pong Nai



19

(1): Tuy chon xem danh sich vin ban, gdm c6: Vin ban chd phan
cong xur 1y, vin ban di phan cong, vin ban da hoan thanh, va vin ban tré
han/gan tré& han xu 1y.

(2) (3): Tuy chon cho lanh dao xem danh sich van ban theo
thang/nam van ban.

(4) Tuy chon cho phép ngudi dung sip xép vin ban theo cac tiy chon.

(5): Cac chuc nang xur Iy van ban.

(5.1): Chirc ning két thuc cong viée: yéu cau ngudi dung phai co
quyén két thiic vin ban d6 khong yéu ciu phan cong. Dé két thiic nguoi
dung can nhap ndi dung can két thic.

KET THUC CONG VIEC

Két thic xir by

[(chon file |

@ Két thic cbng vigc ‘ ‘ @ Thoat ‘

(5.2): Chirc niang thém y kién xtr 1y: khi ngudi ding mubn thém y
kién cong viéc.

Y KIEN XU LY

| [ Chon file

Nguof nhan v kién a

Riéng tur

o Thém y kén | | @ Thos |

(5.3) Phan cong cong vigc.

Trung tam Cong nghé théng tin — S6é Néng nghiép va Méi truong Pong Nai
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PHAN CONG XU LY CONG VIEC

Tao phi€u chuyé'n| Bdng Minh B(ic V|

p .~

= ‘ ‘ [ Chon fie

N&i dung chi dao

Han hoan thanh(*) ‘

& Pho phu trach xur ly = Phong ban x(r Iy & Chuyén vién xir ly

Xl chinh Phoi hgp Két  wic

Nguyén Ngoc Huhg

Nguy#n Ngoc Thudng

& Phd phu trach x(r by = Phong ban x(r ly & Chuyén vién x(r'ly

| |~

X lj chinh | Phéi hop

Vdn phong s&_ (€ Thanh Tudn (CVP)

Phong Tai chinh K& hoach_ Ngé Bic Thang

Phong Quy hoach_ Nguyén Tusn Anh

& Phé phu trach x(r ly = Phong ban x( by & Chuyén vién xir ty
‘ Lékhi HOng Tham Thém vao danh sach

Ho tén nhan vién X1 chinh mphoi hop X1 trurc tiEp ™Chi xem

[ [ [ [
16 —

L& Thi Hang Tham

Chu thich:

(1): Truong hop van thu vira tao phiéu chuyén vira phan cong theo noi

dung chi dao cua lIanh dao thi check chon, sau d6 thuc hi¢én muc (2) trudong
hop khong tao phiéu chuyén cho lanh dao thi bé qua muc nay va muc (2).

(2): Chon lanh dao can chuyén.
(3): Nhap ndi dung chi dao cua lanh dao (bdt budc).

(4): DBbi v6i nhitng van ban c6 yéu cau ngay hoan thanh thi nhap ngay

han hoan thanh vao muc nay, khi d6 hé thong sé& cin ct vao ngay nay dé
théng ké, tong hop vian ban hoan thanh ding han hay tré han.

Trung tam Cong nghé théng tin — S6 Néng nghiép va Méi truong Pong Nai
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(5): Néu c6 tap tin van ban tham khao lién quan dén vin ban dang
phan céng ma mudn chia sé cho ngudi duoc phan cong tham khao thi dinh
keém lén tai day (tuy chon).

(6): Pbi v6i ngudi dung 14 1anh dao don vi (chite vu cao nhdt nhu:
gidm doc So, giam doc Trung tam, Chi cuc trwdng...) mudn phan cong cho
cac Pho phu trach thi chon myc nay.

(7): Trudong hop mudn phan cong cho cac phong ban thi nhan chon
muc nay.

(8): Truong hop nguoi dung mudn phan cong truc tiép cho mot
chuyén vién nao d6 xur Iy van ban thi chon muc nay.

9): Trong danh sach cac phé giam d6c phu trach. Nhan chon néu
mudn yéu cau cap pho phu trach cong viée nay va yéu cau 1a nguoi chiu
trach nhiém chinh. (¢é thé chon nhiéu phé cung xir 1Y) mét van ban).

(10): Tuong tu muc (9) tuy nhién lac nay ngudi duge phan cong phu
trach mang tinh chat phdi hop véi ngudi duge phan cong chinh xir Iy cong
viéc.

(11): Nhan chon néu cho phép phé phu trach c6 quyén két thuc cong
viéc.

(12): Nhan chon néu muén giri tin nhan SMS thong bao dén ngudi
dugc phan cong c6 phan cong moi.

(13): Nhén chon dé tién hanh phan cong.

(14): Truong hop phan cong cho chuyén vién xtur 1y thi nhap tén
chuyén vién can xir 1y vao, lic nay chuong trinh s& hién thi danh sach cac
chuyén vién c6 tén gan gidng v6i tén nhap vao.

(15): Nhan chon dé thém chuyén vién vao danh sach can phan cong.
Luc nay chuong trinh s& hién thi tén nhan vién trong danh sach ludi, ngudi
phan cong thuc hién chon loai xur ly tuong tu nhu phan cong cho cép pho
phu trach.

(16): Doi voi loai vin ban ngudi phan cong mudn ngudi duge phan
cong chi xem van ban dé biét thi khi chon loai xir Iy 1a “Chi xem” thi khi
ngudi duge phin céng xem chi tiét vin ban, trang thai xur 1y s& duogc
chuong trinh tu dong cap nhat 1a hoan thanh.

Trung tam Cong nghé thong tin — So Nong nghiép va Moi truong Pong Nai
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b) Danh sach van ban da phan cong:
La danh sach vin ban di phan cong cho nhan vién xir 1y, duoc sap xép
hién thi theo ngay dén vin ban.

Danh sach: | vin ban da phan céng  v| C6 2 van ban Thang: L—--Tﬁt ca— v| Nam: | Nim 2017 v Sip xép theo s6s6 dén v

Sa dén Ngay dén 50 hiéu Noi dung Noi dung chidao Han HT

614 | 10/05/2017 | 2251/STC-NSNN [Bién ban] _ Sé Tai chinh_ 10/05/2017 M2 Pao Thi Thanh Hoai o ® Vikén

thurc hién nhiém vu chi thudng xuyén ngén sdch nha nude ndm (rofos/2017] # Phan cong lai

2017 theo Nghi quy&t s8 01/NQ-CP ngdy 01/01/2017 cla Chinn | GD phan cong

phi. B Gahanxrly
612 20/04/2017 | 87/TTCNTT&TT-DVCI | [Céng van] _ Trung tam Cong ghé thong tin va Truyén Pao Thi Thanh Hoai o 18/05/2017

théng_ 17/04/2017 [11/05/2017] F

BC tign d6 k&t ndi g nhan vin ban qua truc ién théng thir Vién test ndi dung tu x(r ly o 4

nghiém

& 612.pdf

(1): Biéu tugng y kién mdi nhan. Nhan chon dé xem chi tiét y kién
lac ndy chuong trinh s& hién thi danh sach cac y kién dugc ngudi xt 1y ¥
kién lai. Chi tiét nhu hinh sau:

Y kién xr ly

Pao Thi Thanh Hoai Vien them

Pao Thi Thanh Hoai Vien them

(2): Xem thong tin tinh hinh xt 1y ciia nhan vién. Biéu tuong hién
thi trang thai xtr Iy cua nhan vién dugc phan cong.

CHI TIET XU LY

™ Fhdng Fhat tridn cdng nghd(LE Hing Hai-Hoan thanh)
I 5ii Vdn Ding -Bang xu’ [y

(3): Thao tac xtr Iy van ban dd phan cong: Tai diy ngudi dung c6 thé
cac thao tac Thém y kién xi¢ Iy, Phdn céng lai, Gia han xiv Iy,

¢) Danh sach van ban da hoan thanh.

Hién thi danh sach van ban da xir Iy hoan thanh va két thuc cong viéc.
Danh sach vin ban dugc hién thi theo thang/nam hién tai mdc dinh, tuy
nhién ngudi dung c6 thé xem danh sach theo céac tiy chon khac.

Trung tam Cong nghé théng tin — S6 Néng nghiép va Méi truong Pong Nai
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Danh sach: | Van ban da hoan thanh  ~ | C6 37 van ban Thang: | —Tat ca-— V‘Hém ‘ Nam 2017 ~ Sdp x€p theo s6s6 dén ~

S6 dén Ngay dén S& hiéu NGi dung K&t qua

540 10/04/2017 | 166/TTCNTT-PTCN | [K& hoach] _ S& Tai nguyén va M4i trrdng_ 04/04/2017 [10/04/2017] K&t thic cdng viec! 11/04/2017
HE trg cung ciip danh séch hd s phong, don vi, huyén da va sé tré han
& 166.pdf
515 05/04/2017 | 160/TTCNTT-PTCN | [Céng van] _ Trung tim Cng nghé théng tin_ 31/03/2017 [25/64/2017] Két thiic yéu ciu
Ra sodt cdc t6n tai trong CSDL dia chinh _____
& ISUDdf Thi L8t X .
515 05/04/2017 | 160/TTCNTT-PTCN | [Céng van] _ Trung tdm Cong nghé thdng tin_ 31/03/2017 [15704/2017] KE thiic yéu cau =X |
Ra 504t cac tHn tal trong CSDL dia chinh .
& 160.pdf ‘ Chi TET X7 .

799

Tai danh sach vian ban di hoan thanh d6i véi chiic nang “Xir ly
ngudi dung chi c6 mot thao tac duy nhat d6 1a thém moi y kién vao noi
dung cong viéc. Nhan chon “Chi tiét xir 1y dé xem chi tiét noi dung xtr 1y.

d) Danh sach vin ban tré, sip tré.

Chuc ning hién thi danh sach van ban da tré han / sap tré han xir Iy
van ban d6i véi nhitng van ban ¢ ngay han hoan thanh vian ban.

Danh sach: | Vin ban tré han ~| €6 3 van ban Thang: ‘ —Tat ca— V‘Ném: ‘ Nam 2017 v| Sap x€p theo sd s6 dén v

50 dén Ngay dén S0 hiéu Noi dung N&i dung chi dao

[SDK, PC, VBTD, GP] _ 54 Tai nguyén va Mdi trudng_ 18/04/2017
Chugng trinh bao vé& mdi trudng tinh B3ng Nai ndm 2017

19/04/2017 101/CT-STNMT

Lanh dao: Pham Huynh Quang

Hiéu

Chuyén phdng Phat trién Cong nghé
phéi hap thuc hién

Tré han

& 101cemt.pdf

Tai danh sach van ban tré han, sap tré han nguoi dung s& thiy biéu
tuong d6i v6i nhitng van ban da tré han xtr 1y, ddi voi nhiing vin
ban sap tré s& khong c6 biéu tugng ndy. Pé xur 1y vin ban trong danh sach
tré han/sép tré han ngudi dung thuc hién thao tac nhan chon vao button

| =X | khi do giao dién chi tiét trang “Chi tiét xir 1y s& dugc hién thi.

-
S6 dén 544 _ [Ngay dén: 10/04/2017] S8 higu 147 /TNMT Linh vuc M3 trudng
Trich yéu [Céng vdn ]_ Phong Tai nguyén va Mai trwdng huyén Cam M§_ 05/04/2017
Xin khai théc théng tin két qua quan tric méi trudng trén dia ban huyén CAm My &
& 544.pdf
Nudi ky Nguyé&n Thi Xuén Vién Tinh chat VB Khé&n: Thuding M@t: Khdng mat
WY W W
Dao Thi Thanh Hoai Ngay tao: 10/84/2017  Han két thic: v
chuyén Diing chi dao lam viéc truic tép véi P.TNMT Cam M dé bigt yéu ciu ¢
Bii Van Ding  Ngsy teo: 18/04/2017  Han két thic: 19/04/2017 =phan cing ‘ » kiéﬂT’

Giao phdng PTCN thirc hién: - Téng hap dif iBu quan trc clia cic tram quan tric thi céng gidn doan trén dia ban Cm My d& cung cip cho phéng TNMT. - VB dif iéu quan tric tr déng ién tuc do Cim
M§ khéng cd tram quan tric ndo nén chura cap quyen truy cip vao hé thdng. - BGi vdi phan mém quan by M6i truding, béo phdng TNMT minh dang thuc hién nang cip PM dé dap (mg cac chifc ning dé

‘ \ Fhong Phét trién cing nghé(Lé Hong Héi-Dang i )

e) Tim kiém van ban deén:
Tuong ty chirc nang tim kiém do1 véi van thu don vi, tuy nhién nguoi
dung khong c6 quyén Chinh stra van ban.
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TiM KIEM VAN BAN

56 dén | |  sonigu | Ngay dén & | e |
Loai vdn ban | --—- Chon logi van ban - v| Linh vuc bon vi phat hanh | &

Trich y&u | ‘

Tim thy 56 vin ban| @, Tim kiém vn ban || @Nhipk ‘

Ngay dén 50 hiéu Ngi dung

589 | 14/04/2017 | 239/CCBMT-KSON | [CBng van] _ Chicuc Bao v& Mai truding_ 14/04/2017

Duy tri duding truygn ién tuc dif iéu quan trac nudc thai tur déng tai cac KON
& 589.pdf
chon b

588 | 14/04/2017 | 238/CCBVM lbon)| [Céng vdn] _ Chi cyc Bao vé Mai trudng_ 14/04/2017
chi tiét GAp v KH tang két ofing tAc quan i van hanh hoat déng quan tric mdi truéing tu déng trénh dia ban tinh BN
| & 588.pdf

Hinh 2.1: Giao dién tim kiém Lanh dao
f) Thong ké viin ban dén.
Chtrc ning cho phép nguoi dung thong ké tinh hinh xt Iy vin ban
chua xu 1y, dang xur 1y, tré han, hoan thanh tré han... theo cac diéu kién
duoc cung cap trude.

‘n THONG KE VAN BAN DEN
) Logi X{f Iy (%) | Théng ké vén ban dén Ngéy d&n(®)

Loal vin ban | - Chon finh vuc - & - Linh vuc | -—- Chon loai van ban - V‘
oon viphdtinh | P ‘ \

Phong ban xir iy | 5@ Tai nguy2n va M trusng - Nguai i Iy | - Chon -— V‘

Trang thai xir Iy [ v&n ban nhan tir mail b

Téng : 6488 van ban ‘ |ma Théng k& vén ban H * Xudt fie théng ké 10

|ﬂl;’01;’2017 ‘ i) | ‘15/’05/’201? | -4

STT | SG6dén Ngay dén Ndi dung Han hoan tat Trang thai xir

Iy

1 6900 11/05/2017 | 2361 [Bién ban] _ 54 giao théng vdn tai Dong Nai_ 28/04/2017 Chua xtrly
TB két ludn cudc hop thuc hién cding tac bao v& mdi trudng tai khu vuc mé da Thanh Phi,
Thién tin 2

&, B-2361-2017-1.pdf

2 6899 11/05/2017 | 720/UBND-TNMT | [Bién ban] _ UBND Huyén Cam My_ 03/05/2017 Chua xtr iy
Vifv thea thuan dia diém du n dau tw xay dung Trai chan nudi heo néi sinh san tai ap Sudi Lirc,
X3 Xuan Déng, huyén CAm My

& 720.ubnd_tnmt.pdf

Chu thich:

(1): Chon loai théng ké, gdm c6: Théng ké vin ban dén, S6 vin ban
dén, Thong ké lanh dao phéan cong.

(2) (3): Trudng bat budc yéu cau phai nhap, 1a khoang thoi gian vin
ban dén mudn thong ké.

(4): Chon loai van ban can thong ké (khdng bat bugc).
(5): Chon linh vuc can théng ké (khéng bat bujc).

(6): La don vi phéat hanh vin ban. Ngudi dung nhap vao chudi 1a tén
cua don vi phat hanh.
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(7): Phong ban xur Iy van ban dugc phan cong xir 1y van ban.
(8): Chuyén vién xur Iy duoc phan cong xu ly van ban.
(9): Nhan chon néu mudn hién thi danh sach ra giao dién.
(10): Nhan chon néu mudn xuét danh sach ra file Excel.
(11): Nhan chon dé xem chi tiét xtr 1y.

g) Danh sach van ban di.
Danh sach van ban di cho phép lanh dao don vi theo doi dugc tinh
hinh phat hanh van ban ctia don vi minh theo tirng thang, nam.

Xem theo |:Ianh sach: _ Van ban da g Thang: ‘ Théng 2 V|Nam | Nam 2017 V‘

-m_

76/QD-TTCNTT [Quyé&t dinh] _ Trung tdm Cdng nghé théng tin_ Trung tdm C8ng nghé théng tin
27/02/2017 Phong DU liéu Luru trir, Phong Hanh chinh -
Nang lrdng thuding xuyen(Nhan) Téng hdp,Phong Phét trién cdng nghé, Trung

& 76.pdf tdm Cdng nghé thdng tin

72/TTCNTT-HCTH | [CAng van] _ Trung tam Cdng nghé théng tin_ 27/02/2017 Trung tdm Cong nghé thdng tin

2 Bang ky fich lam viéc théng nhat mét s ndi dung nhiém vy 2017 Chi cuc Bao v& MGl truding,Phong Hanh chinh -
& 72.pdf Tong hdp, Trung tdm CAng nghé théng tin

Chu thich:

(1): Xem theo 2 danh sach van ban la van ban da gui va van ban chua
giri. Mic dinh hé thong s& hién thi danh sach van ban da giri.

(2) (3): Xem danh sach van ban theo ting thang va ting nam. Méc
dinh s& hién thi danh sach theo thang hién tai va ndm hi¢n tai.

(4): Nhap s6 hiéuw/trich yéu van ban trang thang mudén tim kiém.
(5): Nhan chon dé tim kiém.

(6): Nhan chon vao so6 hiéu van ban dé xem chi ti€t ndi dung van ban
di. Lac nay chuong trinh s€ hién thi mot modal hién thi chi ti€t van ban
muon xem chi tiét.
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x
CHI TIET VAN BAN DI

-

58 hiéu 76/QD-TTCNTT Ngay ky 27/02/2017 Linh vuc Hanh chinh
L\) Trich y&u [Quyét dinh ]_ Trung tam Cdng nghé thdng tin
N&ng lrong thirding xuy@n(Nhan)
& 76.pdf
NgLGi ky Pao Thi Thanh Hoai Tinh chdt VB Khan: Thuding Mat: Khdng mat

S0 t9: 1 56 ban: 4 Nguidi soan
Trdn Kim Thiy

Pon vidy thao

Noi nhan Phdng DI iéu Luu trif,Phdng Hanh chinh - Téng hap,Phdng Phat trién cng nghé, Trung tdm Cng nghé théng
tin

Ghi chd do du lieu cong van di

Hinh 2.2: Chi tiét van bdn dén
h) Tim kiém vin ban di.
Chtrc nang tim kiém vin ban di, cho phép nguoi dung 1a lanh dao tim
kiém duoc tat ca cac van ban di duoc dugce vi minh phat hanh, theo cac bo
loc tim kiém d3 duoc chuong trinh cung cap san. Chi tiét nhu hinh:

Q TiM KIEM - THONG KE VAN BAN DI
Loai Xir ly (#) Tim ki€m-Th8ng k& van ban di N Q &
S& higu Tim kiém-Th&ng k& vé&n ban di Ngay ky(%) | | e | | ‘ & |

- Théng ké 58 van ban di .
Loal van ban Ba0 c40 vin ban dign tir - L vure | —- Chon loal van ban -— v|
Bon vinhan |
Trich y&u | |
? i Tim ki€m —Ttp?'ng Kké H r* Xudt file thdng ké ‘

No&i dung Noinhdn

[Cdng van] Lich am viéc LOTT tir 20/3 - 25/3/2017 hi

01/02/2017
& 123.pdf | T8ng hdp,Phéing Phét trién cing ngh
tam Céng nghé thdng tin
2 123/TTCNTT-PTCN | 21/04/2014 | [Cdng van] V/v tang cudng cdng tac dam bdo an Phéng Hanh chinh - Téng hgp,Phong Phat trign | 01/02/2017

toan théng tin mang cbng nghé, Trung tdm CAng nghé théng tin,Van
& 123.pdf phong s

Phong DY iéu Luu trir,Phong Hanh cl

Chu thich:

(1): Chuong trinh cung cap cac loai tim kiém-thong ké nhu: Tim kiém
— Thong ké van ban di, Thong ké S6 vin ban di, Bdo céo vin ban dién tu.

(2) (3): Nhap khoang thoi gian ngay ky (ngay phat hanh) vin ban (bdt
budc doi voi trieong hop thong ké).

(4): Tim kiém theo S6 hiéu vin ban.

(5): Nhap noi dung trich yéu vin ban can tim.
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(6): Nhan chon néu mudn hién thi danh sach ra giao dién ngudi dung.
(7): Nhan chon dé xut sang file excel.
(8): Tong sb van ban dugc tim thay.
(9): Nhan chon dé xem chi tiét ndi dung vin ban.
(10): Danh sach noi nhan van ban.

3.  Nhom chirc nang pho phu trach, trueéng phong.

Sau khi dang nhap hé thong thanh cong chuong trinh s& hién thi tong
hop s6 van ban can xur 1y v6i 3 ndi dung chinh 1a: Danh sach van ban cho
phan cong xir 1y, Danh sach van ban tré han, Danh sach vin ban sap tré
han xt 1y. Chi tiét nhu hinh (nhdn chon vao button dé xem danh sich chi
tiet):

THONG TIN VAN BAN CAN XU LY

294 O 0

(Tinh dén ngay 20/05/2017)

a) Danh sach vian ban dwgec phan cong.

Gom danh sach vin ban dugc lanh dao phan cong xir 1y cong viéc,
dugc hién thi theo tung thang va nam, mac dinh 1a ngay va thang hién tai
va dugc sip xép theo ngdy dén méi nhat cua vin ban. Pé xem duoc danh

sach van ban nay, nguoi dung can thuc hién cac budc:
-Chon menu “Van ban dén” >> “Danh sdach van ban cho X ly”.
Luc nay giao dién danh séch van ban chd phan cong xir 1y hién thi.

Danh sach van ban cha xir ly

Danh sach: | Van ban chd x(r by ~| €6 1 van ban Théng: | Thing 5 V‘ Nam: ‘ Nam 2017 V| 4 Sap xép theo s6 58 d&n ~

. - . Phan cb
sGdan | Ngaydén | S6hidu NGi dung NGi dung chi dao * Phén cong &
7y truc tiép
10/05/2017 | 2251/STC-NSNN | [Bién ban] _ Sd Tai chinh_ 10/05/2017 L5nh dao: Bao Thi Thanh =iy
614 thirc hién nhiém vu chi thudng xuyén ngan sich nha nudc Hoai
nam 2017 theo Nghi quy&t s& 01/NQ-CP ngay 01/01 5 GD phan cong PULETIT
ctia Chinh ph.

Tai giao dién danh sdch van ban cho phan cong xir ly ngudi dung 1a
cac phé chuyén mon phu trach, trudng cac phong co thé thyc hién cac thao
tac:
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(1): Xem danh sach van ban theo: Van ban chd phan cong/xtur ly, van
ban di phan cong, vin ban di hoan thanh, vin ban tré han.

(2): Xem danh sach vin ban theo ting thang hodc tat ca. Mic dinh
van ban s& duoc hién thi theo thang hi¢n tai.

(3): Xem danh siach van ban theo ting nam. Mac dinh van ban s¢
duoc hién thi theo nam hién tai.

(4): Tuy chon sdp xép van ban géom: sip xép theo SO dén, sip xép
theo SO hiéu, sap xép theo ngay dén. Mic dinh s& duogc sap xép theo ngay
dén.

(5): Tuong tng véi tung van ban duge phan cong xu 1y chuong trinh
s& hién thong tin 1anh dao phan cong va ndi dung chi dao.

(6): P6i v6i cap d6 phé phu trach/trudong phong xir 1y thi ¢6 2 thao tac
chinh d6 1a xir 1y truc tiép va phan cong cho chuyén vién cap dudi xir 1y.
P6i voi xtr 1y truc tiép nguodi dung nhan chon = Ve e ndy giao
dién xir Iy truc tiép hién thi:

Y KIEN XU LY 1

Em d3 xem ndi dung van ban ya da cd cong van s8 2365/TTCNTT tra i
Kinh bag anh/Chi bit.

| Dichonfle X 34.pd B |
NgLdi nhan y’kxé?.?‘
8 sii vin Diing Cao Thi Thily

Gip Nhat Linh l“\’ L& Hai Yén

L& Ngoc Thirc L& Van Vién

Ly Thing Bdc Nguyén Thanh Ting
Nguy&n Thi HBng Thanh Nguyn van Nhat
Nguyén Bifc Long Q En

Tran Van Quan bao hanh Hoai

Hoan thanh Riéng tu

P | @Tmemykén | | @ Thost |

Ghi chii:
(1): Nhap noi dung xtr Iy cong viéc.
(2): Pinh kém két qua xt Iy néu c6.

(3): Chon nguoi nhan ¥ kién (mdc dinh ¥ kién sé dwoc giki cho nguwoi
phan cong cong viéc do).
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(4): Check chon “Hoan thanh” dé bao hoan thanh coéng viéc. Chuong
trinh s& can ¢ vao ngdy check chon ndy dé thong ké tinh hinh xt 1y tré
han d6i v&i van ban. Nhan chon riéng tu néu mudn chi co nguol nhan maéi
xem duoc ¥ kién.

(5): Nhan chon dé luu ¥ kién xir Iy cong viéc.

D6i v6i truong hop ngudi dung phan cong cho chuyén vién xu 1y
cong viéc thi chon vao menu khi d6 giao dién phan cong duogc hién thi.
Trong do

(1): Noi1 dung chi dao cho chuyén vién xtr 1y.

(2): Ngay han hoan thanh cong viéc.

(3): Chon file néu mudn c6 van ban cho ngudi duoc phan céng tham
khao.

(4) (5): Truong hop phan cong cho phong ban xtr 1y thi nguoi dung
chon tab =Phonabanx Trong danh sach cac phong ban check chon néu yéu
cau phong ban duoc chon 1a Xir 1y chinh hodc phédi hop.

(6): Trudong hop cac vin ban gip mudn thong bao dén chuyén vién
dugc phan cong thi check chon nhan SMS. Luc nay truong phong duogc
phén cong s& nhan dugc tin nhan SMS thong bao c6 phan cong méi.

PHAN CONG XU LY CONG VIEC

N&i dung chi dao NGi dung phan cong X i

Han hoan thanh(*) |1;:_,-'05_f201? _ ‘ =] ‘ | Cichonfie 3 99 pdf |

= Phong ban x(r ly & Chuyén vién xdr ty 3

Phong Hanh chinh - Téng hop_ Tran Kim Thily (v}
Phong Phat trién céng nghé_ L& Hng Hai V é
Phong Dif lidu Lwu trii_ H3 ThiNhin «

e

Trudng hop phan céng cho mot chuyén vién cu thé nao do6 xir 1y cong

viéc, nguoi dung nhan chon tab & chuyénvitnxfly taj ojao dién chuyén vién xir
1y.

Trung tam Cong nghé théng tin — S6 Néng nghiép va Méi truong Pong Nai



30

= Phong ban x(r ly & Chuyén vién x(r ly
ke,
L& Van Minh Thém vao danh sach

Ho tén nhan vién Xl chinh ™phdi hop [yl truc tiép

L& Van Vién 10

(8): Nhap vao ho va tén chuyén vién, luc nao hé thong sé tim kiém
cac chuyén vién c6 tén gan giong vdi tén chuyén vién can tim, khi do
nguoi dung nhan chon vao tén.

(9): Sau khi hoan thanh viéc chon chuyén vién xir Iy & budc (8) nhan

chon “thém vao danh sdach” luc nay nhan vién dugc hién thi trén ludi.
Viéc chon loai xtr 1y twrong tu véi chon phong ban xur ly.

(10): Chi xem. Check chon néu mudn chuyén vién dugc phin cong xtr
1y chi xem vin ban ma khong can phai xir 1y gi thém.
b) Danh sach van ban da phan cong.

La danh sach vin ban dd phan cong cho nhan vién xir 1y, duoc sip
xép hién thi theo ngay dén vin ban.

Danh sach: | Van ban da phan cong | C6 2 van ban Thang: L--Té"t ca--- v|Né|m: | Nam 2017 v Sap x&p theo s sd dén v

56 dén Ngay dén S6 hiéu N&i dung

N&i dung chi dao Han HT

o ® Y kién

~* Phan cong lai

614 10/05/2017 | 2251/STC-NSNN

[Bién ban] _ S& Tai chinh_ 10/05/2017 %2 Pao Thi Thanh Hoai
thirc hién nhiém vy chi thudng xuyén ngan sch nha nudc ndm [20/05/2017]
2017 theo Nghi quy&t 5 01/NQ-CP ngay 01/01/2017 ciia Chinh | GO Phan cong

ph. 8 Gia han xrly
612 20/04/2017 | 87/TTCNTT&TT-DVCI | [Cdng vdn] _ Trung tdm Cong ghé thdng tin va Truyén Pio Thi Thanh Hodi o 18/05/2017
théng_ 17/04/2017 [11/05/2017]
BC ti€n dd két ndi gl nhan van ban qua truc lién thdng thir Vién test ndi dung tu' xu ly Chi tigt xd" .
nghiém
&, 612.pdf

(1): Biéu tuong y kién méi nhan. Nhan chon dé xem chi tiét y kién lac
nay chuong trinh s& hién thi danh sach céac y kién duoc nguoi xir 1y y kién
lai. Chi tiét nhu hinh sau:

Y kién xr ly

Pao Thi Thanh Hoai Vien them

Pao Thi Thanh Hoai Vien them

(2): Xem thong tin tinh hinh xt Iy ctia nhan vién. Biéu tuong hién
thi trang thai xtr Iy cua nhan vién dugc phan cong.

Trung tam Cong nghé théng tin — S6 Néng nghiép va Méi truong Pong Nai



31

CHI TIET XU LY

™ phdng Phat trién oing nghé(Lé Hing Hai-Hoan thanh)
™ Bui \Vdn Diing -Bang xur Iy

@ Thoat |

(3): Thao tac xur Iy van ban di phan cong: Tai day ngudi dung c6 thé
céc thao tac Thém y kién xir 1y, Phan cong lai, Gia han xt 1y.

¢) Danh sach viin ban tré han xir ly.
Churc nang hién thi danh sach van ban da tré han / sép tré han xir Iy
van ban dbi v4i nhitng van ban c6 ngay han hoan thanh vian ban.

56 dén Ngay dén 56 hiéu NGi dung N&i dung chi dao

19/04/2017 101/CT-STNMT [SPK, PC, VBTD, GP] _ Sd Tai nguyén va Moi truéng_ 18/04/2017
Churgng trinh bao vé& mdi truling tinh Bong Nai nam 2017

& 101ccmt.pdf

Lanh dao: Pham Huynh Quang
Hiéu

Chuyén phéng Phét trién Céng nghé
phéi hap thurc hién

\ssxfn{/‘
(Exrl

Tai danh sach van ban tré han, sap tré han nguoi dung s& thay biéu
tuong d6i voi nhitng van ban da tré han xt 1y, d6i v6i nhitng vin
ban sap tré s& khong c6 biéu twong ndy. Pé xu 1y vin ban trong danh sach
tré han/sép tré han nguoi dung thyc hién thao tac nhan chon vao button
| =X | khi d6 giao dién chi tiét trang “Chi tiét xit 1§ s& dugc hidn thi.

- -
S& dén 544 _ [Ngdy dén: 10/04/2017] sS4 higu 147/TNMT Linh vuc M&i trudng

Trich yéu [Cdng van ]_ Phong Tai nguyén va Mai trudng huyén Cim My_ 05/04/2017

Xin khai théc théng tin két qua quan tric moi truding trén dia ban huyén Cam M &
& 544.pdf
Ngudi ky Nguyén Thi Xuén Vién Tinh chat vB Khén: Thung Mdt: Khding mat

Dao ThiThanh Hoadl Ngsy tao: 16/04/2017  Han két thic:
chuyén Diing chi dao lam viéc truc tiép vdi P.TNMT Cam My d& bigt yéu cau ¢

BUi Van Diing Ngdy tao: 18/04/2017  Han két thic: 19/04/2017 =Phin cdng

Giao phong PTCN thurc hign: - T8ng hop dif iu quan tric clia cic tram quan tric thi cbng gidn doan trén dia ban CAm M§ dé cung cdp cho phdng TNMT. - V& dif iéu quan tric tu déng Ién tuc do CAm
MY khéng oo tram quan tréc ndo nén chua cip quyEn truy cip vao hé théng. - DA véi phan mém quan fy M&i trudng, bao phdng TNMT minh dang thurc hign ndng cip PM dé dép (ing cic chifc ning dé
phuc c8ng tAc quan iy Mdi trudng cla cap huyén, do d6 khi nao hoan thanh minh s& chuyén giao v cp quy@n truy cap. - Thao vb d& phan hdi cho PTNMT CM bit véi cic van d8 trén.

| W Phing Phét trién cong nghé(Lé Hong Hai-Bang xii If)

d) Tim kiém viin ban dén:

Tuong tu chirc nang tim kiém ddi véi van thu don vi, Lanh dao don
vi. Nguoi dung chi can nhap cac thong tin vin ban can tim kiém vao céc
tiy chon duoc chuong trinh cung cip. Sau khi tim thdy két qua ngudi dung
nhan chon vao “Sé higu” vin ban dé xem chi tiét thong tin van ban.
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TiM KIEM VAN BAN

56 dén | | sonieu | | Ngay dén ] H & |
Loaivan ban ‘ ---- Chon loai vdn ban ——- v| Linh vuc Paon vi phat hanh | &

Trich yéu ‘ |

Tim thady 56 van bélﬂ| Q_Tim kiém vén ban H @ Nhap ki |

Ngay dén Sd higu N§idung

580 | 14/04/2017 | 239/CCBMT-KSON | [CBng vin] _ Chicuc Bao v& Ml trudng_ 14/04/2017

Duy tri dudng truygn ién tuc dif iéu quan trac nudc thai tw déng tai cic KCN

& 589.pdf
chon &

588 | 14/04/2017 | 238/CCBVD iaul| [Cong vdn]_ Chicyc Bao vé Mai trudng_ 14/04/2017

GOp v KH tdng két cing tac quan iy van hanh hoat déng quan tric mdi truding tu déng trénh dia ban tinh BN
| & 588.pdf

Hinh: Giao dién tim kiém Léinh dao
e¢) Thong ké vin ban dén.
Chtrc ning cho phép nguoi dung thong ké tinh hinh xtr Iy van ban
chua xir 1y, dang x@r 1y, tré han, hoan thanh tré han... Theo cac diéu kién
duoc cung cap trude.

) Logi X Iy (%) | Théng k& vin ban d&n

‘n THONG KE VAN BAN DEN
Ngay deén() ‘01,’01,’2017 | ] ‘ |15,’us;2u17 | #® g

Logivanban [ chon inh virc — & - H tnhve | — Chon loai vén ban — v
Ban vi phat hanh | P ‘ ‘

Phong ban xur Iy | S8 Tai nguyén va Méi trudng - Ngudi xir ‘ — Chon —- V‘
Trang thai x(r ly [Jw&n ban nhan tir mail b
Téng : 6488 van ban‘ law Théng k& vin ban H ~ Xust fie théng k& 10

STT | Sodén | Ngay dén ) hié NOi dung Han hoan tat Trang thai xi

iy

1 6900 11/05/2017 | 2361 [Bién ban] _ S& giao théng van tai Bong Nai_ 28/04/2017 Chua xir Iy
TB két ludn cudc hop thuc hién cong tac bao vé mdi truding tai khu viic mé da Thanh Ph,
Thién tin 2

& B-2361-2017-1.pdf

2 6899 11/05/2017 | 720/UBND-TNMT | [Bién ban] _ UBND Huy&n Cim My_ 03/05/2017 Chura xir iy
Vv thda thuan dia diém du an d8u tu x&y dung Trai ch3n nudi heo ndi sinh san tai 3p Sudi L,
X3 Xuan B6ng, huy&n Cim My

& 720.ubnd_tnmt.pdf

Chu thich:

(1): Chon loai thong ké, gdm c6: Théng ké van ban dén, SO vin ban
dén, Thong ké lanh dao phan cong.

(2) (3): Trudng bat budc yéu cau phai nhap, 1a khoang thoi gian vin
ban dén mudn thong ké.

(4): Chon loai van ban can thong ké (khong bat budc).

(5): Chon linh vuc can thong ké (khong bat budc).

(6): La don vi phat hanh vin ban. Nguoi dung nhap vao chudi 1a tén
cua don vi phat hanh.

(7): Phong ban xur ly van ban dugc phan cong xtr 1y van ban.

(8): Chuyén vién xur Iy duoc phan cong xu ly van ban.

(9): Nhan chon néu mudn hién thi danh sach ra giao dién.
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(10): Nhan chon néu mudn xuét danh sach ra file Excel.
(11): Nhan chon dé xem chi tiét xir 1y.
f) Danh sach van ban di.
Danh sach van ban di cho phép pho giam ddc/truéong phong don vi
theo doi dugc tinh hinh phat hanh van ban cia don vi minh theo ting
thang, nam.

Tha’ng:| Thang 2 V‘Ném:‘ Nam 2017 v|

by Xem theo danh sach: . Vin ban d3 gdi
| ‘ d (a]a b i

STT | Sd hiéu Ndi dung Noi nhdn Ngay gui
76{QD-TTCNTT [Quyét dinh] _ Trung tdm Céng nghé théng tin_ Trung tdm Céng nghé thong tin
1 27/02/2017 Phang Dir liéu Luu trif,Phong Hanh chinh -
Nang lrdng thuding xuy&n(Nhin) Téng hap,Phong Phat trién cdng nghé Trung

& 76.pdf | tAm Cng nghé thdng tin

72/TTCNTT-HCTH | [Cdng van] _ Trung tam Céng nghé thang tin_ 27/02/2017
Bang ky lich lam viéc thdng nhat mét s8 ndi dung nhiém vu 2017

& 72.pdf

Chi cuc Bao vé& Mdi truding,Phong Hanh chinh -
Téng hap,Trung tim Cong nghé théng tin

Trung tam CAng nghé thong tin

Chu thich:

(1): Xem theo 2 danh sach van ban la van ban da gui va van ban chua
gui. Mac dinh h¢ théng s& hién thi danh sach vin ban da gui.

(2) (3): Xem danh sach van ban theo tung thdng va ting nam. Mac
dinh s& hién thi danh sach theo thang hién tai va nadm hi¢n tai.

(4): Nhap s6 hiéu/trich yéu vin ban trang thang mudén tim kiém.
(5): Nhan chon dé tim kiém.

(6): Nhan chon vao s6 hiéu van ban dé xem chi tiét ndi dung van ban
di. Lac nay chuong trinh s€ hién thi mét modal hién thi chi ti€t van ban
muodn xem chi tiét.

x
CHI TIET VAN BAN DI

-

SShiu  76/QD-TTCNTT Ngdy ky  27/02/2017 Lnhvie  Hanh chinh
I} Trich yéu [Quyét dinh ]_ Trung tam C6ng nghé thang tin
NAng lrong thudng xuyén(Nhin)
X 76.pdf
Ngudi ky Pao Thi Thanh Hoai Tinh chdt vB Khan: Thuiing Mat: Khing mat
S0 t3: 1 50 ban: 4 Ngudi soan

Tran Kim Thay
Don vidy thao

Noi nhan Phong Dif iéu Luu trit,Phéng Hanh chinh - Téng hap,Phdng Phat trign cdng nghé, Trung tm Cang nghé théng
tin

Ghi chu do du lieu cong van di
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Hinh 3.1: Chi tiét vin ban dén
g) Tim kiém viin ban di.
Chirc ning tim kiém vin ban di, cho phép nguoi dung 1a phd phu
trach, trudng cac phong tim kiém dugc tat ca cac van ban da duoc duogc vi

minh phat hanh, theo cac bo loc tim kiém di dugc chuong trinh cung cap
san. Chi tiét nhu hinh:

Q TiM KIEM - THONG KE VAN BAN DI
Loai Xt ly (%) Tim kigm-Théng k& vn ban di N Q IS
S5 hiéu Tim kiém-Théng k& vén ban di Nady k(%) | | = | | ‘ P |

Théng ké 58 van ban di

Loai van ban v Linh vue i vin ban -— v

B0 cao van ban dién tir | Chon loai van ban |

Ban vinhan | |

Trich y&u | |
i i Tim ki€m —Tr}é'ng Kké H r* Xudt file thdng ké ‘

NG§i dung Naoinhdn

123/TB-TTCh&J [Cong vadn] Lich lam viéc LDTT tir 20/3 - 25/3/2017 | Phong DT iéu Luu trir,Phong Hanh chig 01/02/2017
& 123.pdf | Téng hdp,Phéng Phat trién céng ngh
tam Céng nghé thdng tin
2 123/TTCNTT-PTCN | 21/04/2014 | [Cdng van] V/v tang cudng cdng tac dam bdo an Phéng Hanh chinh - Téng hgp,Phong Phat trign | 01/02/2017
toan théng tin mang cdng nghé, Trung tdm Céng nghé théng tin,Van
& 123.pdf phong s

Chu thich:

(1): Chuong trinh cung cép céc loai tim kiém-théng ké nhu: Tim kiém
— Théng ké van ban di, Théng ké S6 van ban di, Bao c4o van ban dién tu,
mic dinh s& 1a tim kiém.

(2)(3): Nhap khoang thoi gian ngay ky (ngdy phat hanh) vin ban (bdt
budc ddi véi trwong hop thong ké).

(4): Tim kiém theo S6 hiéu vin ban.

(5): Nhap noi dung trich yéu van ban can tim.

(6): Nhan chon néu mudn hién thi danh sach ra giao dién ngudi dung.
(7): Nhan chon dé xuat sang file excel.

(8): Tong sb van ban dugc tim thay.

(9): Nhan chon dé xem chi tiét ndi dung vin ban.

(10): Danh sach noi nhéan vén ban.

4.  Nhom chirc ning chuyén vién xir ly cong viéc.
Sau khi dang nhap thanh cong chuong trinh s& hién thi thong tin vin
ban can xt Iy cta chuyén vién dé, chi tiét nhu hinh:

Trung tam Cong nghé thong tin — So Nong nghiép va Moi truong Pong Nai
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THONG TIN VAN BAN CAN XU LY

0 6

(Tinh dén ngdy 19/05/2017)

a) Xir Iy vin ban dén.

DPé xir 1y cac van ban chuyén vién can thuc hién cac bude. Chon menu
Vin ban dén> chon Danh sach vin ban cin xir Iy Luc ndy chuong trinh
s& hién thi danh sach cac vin ban can xir 1y.

Danh sach: | Vdn ban chd xdr iy ~| €6 8 van ban Thang: | ---Tat ca— V| Nam: | Nam 2017 ~ Sap x8p theo sd s6 dén v

S0 dén Ngay dén So hiéu N&i dung Ngi dung chi dao

19/04/2017 | 547/S -CNTT | [Cdng vdn] _ Sd Théng tin va Truyén théng_ Linh dao: L& Hong Hai

609 14/04/2017 Giao Thanh thuc hién theo chi
bdo cAo tin sut cic thi tuc hanh chinh d3 trién khai thuc dao cla Giam ddc Sa.

hign dich vu cdng truc tuyén mic dd 3 va 4 (VAN BAN
DIEN TU KHONG GUT VAN BAN GIAY)

& 547.pdf ®, X(F ly truc tiép

19/04/2017 3402/UBND-NC [C6ng vdn] _ UBND Tinh Bdng Nai_ 14/04/2017 Lanh dao: L& HBng Hai % @
606 Vifv trién khai thurc hign Chi thi s& 08/CT-TTg ngay Chuyén cac thanh —
14/3/2017 ctia Thil tung Chinh phil. biét thuc hin. Chi tist ¥

& cv340220171.pdf

Tai giao dién danh sach van ban cho phan cong xir Iy chuyén vién c6
thé xem danh sach van ban theo thang/nim muc (2)(3) cua ngdy vin ban
dén don vi. Mic dinh chuong trinh sé& sap xép van ban theo ngay dén theo
thr tw van ban moi nhat s& hién thi trén cing, tuy nhién nguoi ding ¢ thé
hién thi thi tu wu tién nay tai muc (4) voi cac tuy chon nhu hién thi theo
S6 dén, hién thi theo ngay dén, hién thi theo ngay ky....

Ngoai ra chuyén vién xtr Iy con c6 thé xem danh sach vin ban da xur
ly, danh sach vin ban di hoan thanh va danh sach cac vin ban di tré han
tai muc (1). P6i voi chuyén vién xu 1y cong viéc khi nhan vao biéu tugng
muc (5) thi chi c6 mot chitc ning duy nhat d6 1a xir 1y truc tiép va bao céo
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két qua xtr Iy vin ban d6. Giao dién bao hoan thanh xur Iy nhu hinh, trong
do:

(1): Nhap noi dung xtr Iy cong viéc.

(2): Binh kém két qua xtr 1y néu co.

(3): Chon nguoi nhan y kién (mdc dinh y kién sé dwoc giri cho nguwoi
phdn cong cong viéc do).

(4): Check chon “Hoan thanh” dé bao hoan thanh cong viéc. Chuong
trinh s& cin ctr vao ngdy check chon nay dé théng ké tinh hinh xir Iy tré
han d6i voi vén ban.

(5): Nhan chon dé luu ¥ kién xtr Iy cong viéc.

Y KIEN XU LY 1

Em da xem néi dung van ban va da co cdng van s6 2365/ TTCNTT tra ol
Kinh bao anh/Chi biét.

‘ [ Chon fie % 34 pdf B ‘
Ngubinhén y kxéh:A
BLi V&n Diing Cao Thi Thiy

Gip Nhat Linh % L& Hai Yén

L& Ngoc Thirc L& Van Vién

Ly Thdng Bdc Nguyén Thanh Tung
Nguyén Thi HBng Thanh Nguyép Van Nhat
Nguyén Bifc Long Q n

Tran Van Quan bao anh Hoai

Hoan thanh Riéng tur

P ‘ © Thém y kién

b) Thong ké viin ban dwoc phan cong.

Chtrc ning cho phép nguoi dung thong ké tinh hinh xt Iy vin ban
chua xir 1y, dang xtr 1y, tré han, hoan thanh tré han... theo cac diéu kién
duoc cung cap trude.

‘ @ Thodt ‘

Trung tam Cong nghé théng tin — S6 Néng nghiép va Méi truong Pong Nai
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| Théng ké vdn ban dén

‘ THONG KE VAN BAN BEN
Ngay dén(*)

| -— Chon linh vufc -—

y

‘ 01/01/2017

| B ‘ |15_r"05¢"2017

EX:

‘ - Chon loal van ban -—-

G ~ H Linh vuc

| Sd Tai nguyén va Mbi trudng ~ Ngudi xuir ly

‘ - Chon —

[ vén ban nhan tir mai

o
0

Téng : 6488 van ban‘ law Théng k& vin ban H ~ Xust fie théng k& 10
STT | Sodén | Ngay dén NOi dung Han hoan tat Trang thai xa
iy
1 6900 11/05/2017 2361 [Bién ban] _ S& giao thong van tai Dong Nai_ 28/04/2017 Chua x(rly
TB két ludn cudc hop thuc hién cdng tic bao vé méi trudng tai khu vuc md da Thanh Phi,
Thién tin 2
&, B-2361-2017-1.pdf
2 6899 11/05/2017 720/UBND-TNMT | [Bién ban] _ UBND Huy&n Cam My_ 03/05/2017 Chua x(rly

Vv thda thuan dia diém dy &n d&u tu x&y dung Trai chdn nudi heo ndi sinh san tai 3p Sudi L,

x& Xudn Bdng, huyén Cim My

& 720.ubnd_tnmt.pdf

Chu thich:

(1): Chon loai théng ké, gom c6: Thong ké vin ban dén, S6 vin ban
dén, Thong ké lanh dao phan cong.

(2) (3): Trudong bat budc yéu cau phai nhap, 1a khoang thoi gian van

ban dén muon thong keé.

(4): Chon loai van ban can thong ké (khdng bat budc).

(5): Chon linh vuc can théng ké (khéng bdt bujc).

(6): La don vi phat hanh vin ban. Ngudi dung nhap vao chudi 1a tén
cua don vi phat hanh.

(7): Phong ban xur Iy van ban dugc phan cong xir Iy van ban.

(8): Chuyén vién xur Iy duoc phan cong xu ly van ban.

(9): Nhan chon néu mudn hién thi danh sach ra giao dién.

(10): Nhan chon néu mudn xuét danh sach ra file Excel.

(11): Nhan chon dé xem chi tiét xtr 1y.

¢) Tim kiém van ban deén.
Tuong tu chirc ndng tim ki€ém do61 véi van thu don vi, tuy nhi€n ngudi
dung khong c6 quyén Chinh stra van ban.

Trung tam Cong nghé thong tin — So Nong nghiép va Moi truong Pong Nai
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TiM KIEM VAN BAN

56 dén | | sonieu | | Ngay dén ] ” & |
Loaivan ban ‘ ---- Chon loai vdn ban ——- v| Linh vuc Paon vi phat hanh | &

Trich yéu ‘ |

Tim thady 56 van bélﬂ| Q_Tim kiém vén ban H @ Nhap ki |

Ngay dén Sd higu N§idung

580 | 14/04/2017 | 239/CCBMT-KSON | [CBng vin] _ Chicuc Bao v& Ml trudng_ 14/04/2017

Duy tri dudng truygn ién tuc dif iéu quan trac nudc thai tw déng tai cic KCN

& 589.pdf
chon &

588 | 14/04/2017 | 238/CCBVM [LbCul| [Cong vin] _ Chi cuc Bao vé Mai truéng_ 14/04/2017
GOp v KH tdng két cing tac quan iy van hanh hoat déng quan tric mdi truding tu déng trénh dia ban tinh BN
| & 588.pdf

Hinh 5.1: Giao dién tim kiém theo chuyén vién.
d) Danh sach van ban di.
Danh sach van ban di cho phép chuyén vién don vi xem dugc cac van
ban cua don vi minh phat hanh theo tung thang, nam.

l} Xem theo danh sach: - Van ban d3 gai Thang: | Thang 2 V‘Ném: ‘ Nam 2017 v|
d o]a
| . &
STT | S6 higu Ndi dung Noinhdn Ngay gui
76{QD-TTCNTT [Quyét dinh] _ Trung tdm Céng nghé théng tin_ Trung tdm Céng nghé thong tin
1 27/02/2017 Phéng Dif liéu Luu trif,Phdng Hanh chinh -
Nang lurong thuding xuy&n(Nhin) Tong hdp,Phong Phat trién céng nghé, Trung

& 76.pdf tam Cong nghé thong tin

72{TTCNTT-HCTH
Chi cuc Bao vé& Mdi truéing,Phong Hanh chinh -

bang ky lich lam viéc thdng nhat mét s8 ndi dung nhiém vu 2017 .
Tong hap, Trung tdm Cdng nghé thong tin

& 72.pdf

[CoHng van] _ Trung tam Cong nghé thong tin_ 27/02/2017 Trung tam CAng nghé thong tin

Chu thich:

(1): Xem theo 2 danh sach van ban la van ban da gtri va van ban chua
guri. Mac dinh h¢ théng s& hién thi danh sach vin ban da guri.

(2) (3): Xem danh sach van ban theo tirng thang va ting nam. Mac
dinh s& hién thi danh sach theo thang hién tai va nam hi¢n tai.

(4): Nhap s6 hiéu/trich yéu vin ban trang thang muén tim kiém.
(5): Nhan chon dé tim kiém.

(6): Nhan chon vao so6 hiéu van ban dé xem chi ti€t ndi dung van ban
di. Lac nay chuong trinh s€ hién thi mdt modal hién thi chi tiét van ban
muon xem chi tié€t.

Trung tam Cong nghé théng tin — S6 Néng nghiép va Méi truong Pong Nai
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CHI TIET VAN BAN DI

-

54 higu 76/QD-TTCNTT Ngay ky 27/02/2017 Linh vuic Hanh chinh
% Trich yéu [Quyét dinh ]_ Trung tdm Céng nghé thong tin
Néng Iuong thudng xuyén(Nhin)
& 76.pdf
Ngudi ky Pao Thi Thanh Hoai Tinh chat vB Khan: Thuting Mat: Khéng mat
S0 to: 150 ban: 4 Ngudi soan

Tran Kim Thiy
Pon vi dy thao

Ndi nhan Phong Dif liéu Luu trif,Phong Hanh chinh - T8ng hgp,Phong Phét trién cng nghé, Trung tdm Cdng nghé théng
tin

Ghi chu do du lieu cong van di

Hinh 5.2: Chi tiét vin ban dén
e) Tim kiém viin ban di.
Churc nang tim kiém van ban di, cho chuyén vién tim kiém dugc tat
ca cac van ban da dugc duoc vi minh phat hanh, theo cac bg loc tim kiém
d3 duoc chuong trinh cung cép san. Chi tiét nhu hinh:

Q TiM KIEM - THONG KE VAN BAN DI
Loagi Xir ly (%) Tim kigm-Théng k& van ban di Q &

S5 hiéu Tim ki€m-Théng k& van ban di Ngay ki) | | & | | ‘ _ |

- Théng k& 58 van ban di .
Loai van ban —— P ~ Linh vuc o e -
i B40 cdo van ban dién tir | Chon loai van ban |
Ban vinhan |
Trich y&u |

i i Tim ki€m —T@'ng ké H r+ Xudt file thdng k& ‘

Ndi dung Noinhan

[Coing vdn] Lich am viéc LDTT tif 20/3 - 25/3/2017

hi
& 123.pdf | Téng hgp,Phdng Phat trign cdng ngh
tam C8ng nghé théng tin
2 123/TTCNTT-PTCN | 21/04/2014 | [Cdng vdn] V/v ting cudng cdng tic dam bao an Phang Hanh chinh - Téng hop,Phéng Phat trién | 01/02/2017

toan thdng tin mang cdng nghé, Trung tam Cong nghé thong tin,Van
& 123.pdf phong s&

Phong DIf iBu Luu trif,Phéng Hanh cl 01/02/2017

Chu thich:

(1): Chuong trinh cung cép céc loai tim kiém-théng ké nhu: Tim kiém
- Théng ké van ban di, Théng ké SO vin ban di, B4o c4o vin ban dién ti,
mac dinh s& 13 tim kiém.

(2) (3): Nhap khoang thoi gian ngay ky (ngay phat hanh) vin ban (bdt
budc ddi véi triwong hop thong ké).

(4): Tim kiém theo S6 hiéu van ban.

Trung tam Cong nghé thong tin — S Nong nghiép va Méi trieong Pong Nai
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(5): Nhap noi dung trich yéu van ban can tim.
(6): Nhan chon néu mudn hién thi danh sach ra giao dién ngudi dung.
(7): Nhan chon dé xut sang file excel.
(8): Tong sb van ban dugc tim thay.
(9): Nhan chon dé xem chi tiét ni dung vin ban.

(10): Danh sach noi nhéan vén ban.

Trung tam Cong nghé thong tin — So Nong nghiép va Moi truong Pong Nai
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