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QLVB&DPH 5.4 Phiénban 5.0
Tai liéu hudng dan sir dung phan mém QLVB&DPH Ngay 05/10/2019

1. Quan tri ngwoi dung trong hé thong

Sau khi cai dat hé théng trén may chi, nguoi quan tri s& vao hé théng Firm admin
dé khaoi tao nguoi dung, chirc ndng, man hinh nhu sau:

N s A 3 Xin chao,
£ Quan tri hé thong Q®h O Quén tri UBND Tinh +
38 Quaniynguoiding v | @ Hethdng > Nguoiding 1 @
Vai trd . B i
Q Hiénthi1-10trongtongs6 19 W < 1/ N
Nhoém chire nang
s 4a . . o Quin tri hé théng
'ﬂg Ha théng - # Ho va tén ~ Tai khoan Vai tro
i 1 BuiPac Nhan dacnhan@egov.inetcloud.vn 2
il Theo ddihéthéng v ﬂ
2  CVPhong KT chuyenvienphongkt@egov inetcloud vn  [iDesk] Chuyén vién, [iDesk] n
E Quan ly don vi Bon vi ngoai bao céo két qua

thif hién chi dao

3 Chuyén vién chuyenvien@egov.inetcloud.vn [iDesk] Chuyén vién n
4 Chuyén vién 2 chuyenvien2@egov inetcloud vn [iDesk] Chuyén vién u
5 LD Phong KT lanhdaophongki@egov.inetcloud.vn [iDesk] L&nh dao phong, n

[iDesk] Don vi ngoai bao cdo
két qua thir hién chi dao

6  L&nh dao phong lanhdaophong@egov.inetcloud.vn [iDesk] L&nh dao phéng n
7 Lénh dao phong 2 lanhdaophong2@egov.inetcloud.vn [iDesk] L&nh dao phong n
8  Lénh daodonvi lanhdaodonvi@egov.inetcloud.vn [iDesk] Lénh dao co quan, ﬂ .

ooy Phign bén: 4.2.1(180918.1436) n

Hinh: Man hinh qudn trj
(1) : Click chuét vao biéu twong wng dung E

(2) : Chon vao biéu tuong L) dévao quan tri hé théng
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QLVB&DH 5.4

Phién ban

5.0

Tai liéu hudng dan sir dung phan mém QLVB&DPH

Noay

05/10/2019

# Quan tri hé théng

Xin chao,

Quan tri UBND Tinh o

10trongtbngs619 WM <€ | 1 | »

O

%8 Quan ly nguei dung v @A Héthdng > Ngudiding
Vai tro ~
Q Hién thi 1 -
Nhém chirc nang
R # Hovatén A Taikhoan
£ Hethong v
1 BuiDéac Nhan “Yﬁng hién thi dacnhan@egov.inetcloud.vn
sl Theo di hé théng v ~ . oo
2  CVPhong KT th‘ong tln l]gll’O’l chuyenvienphengkt@egov.instcloud vn
B auanydonvi dung da duoc tao
3 Chuyén vién chuyenvien@egov.inetcloud.vn
4 Chuyén vién 2 chuyenvien2@egov.inetcloud.vn
5 LD Phong KT lanhdaophongkt@egov.inetcloud vn
6  Lanh dao phong lanhdaophong@egov.inetcloud.vn
7 Lénh dao phong 2 lanhdaophong2@egov.inetcloud.vn
8  Lénh dao don vi lanhdacdonvi@egov.inetcloud vn
9  Lanh dao don vi 2 lanhdaodonvi2@egov.inetcloud.vn

Vai tro

[iDesk] Chuyén vién, [iDesk] Bon vi
ngoai bao cdo két qua thur hién chi dao

[iDesk] Chuyén vién
[iDesk] Chuyén vién

[iDesk] L&nh dao phong, [iDesk] Bon vi
ngoai bao cdo két qua thur hién chi dao

[iDesk] Lanh dao phong
[iDesk] Lanh dao phong
[iDesk] L&nh dao co quan, don vi

[iDesk] Lénh dao cor quan, don vi

© 2018 Quan tri hé théng » Phién ban: 4.2.1(180918.1436)

Hinh : Man hinh quan tr; hé thong

Sau khi chon “Quan tri hé théng” man hinh xuét hién nhu sau:

1.1. Tao thong tin nguwoi dung

Chtre nang gitp nguoi quan tri tao méi tai khoan, cap quyén sir dung twong (ng cho

nguoi st dung.

Pé tao nguoi ding mai, tir man hinh “Quan tri ngwoi dung” ban bdm vao nit

“Tao M6i” Mebkaduedd, thuc hién tiép cac bude nhu sau:

485 Quén Iy ngwdi ding v A Hethéng

Rurée 3

Théng tin ngwdi ding

Nguwoi ding
v Ngueiding

Vai tra

[iDesk] Chuyén vien

[iDesk] Lanh dao co quan, don vi

[iDesk] Lanh dao phong Lanh dac phéng

[iDesk] Quan tri hé théng Quén tri hé théng

[iDesk] Quan tri hé théng Firmadmin Quén tri hé théng Firmadmin

Nhom chirc ning
Tai khodn (*): @thunghiem.inetcloudvn Q@ Thw dién tir (*):
£ He théng v
He vatén (): ,
Thanh toa 1
=) i Chirc vu: BUGC Gidi tinh: Nam v Dung lrgng luu triv: 0 Mb &
B Quaniydonvi
Danh sach vai tro
Q Hiénthi1-10trongtdngsé26 W < 1 [> W &
Tén vai trd Mé ta

cgnen | check vao ddy néu nguoi dung la chuyén vién
Lanh dao ca auan don v | chieck vao day néu nguoi dung 13 lanh dao co quan, don vi
| check vao day néu nguoi dung 14 lanh dao phong

Budc 2

[Desk] Van the vantw | check vao ddy néu ngudi dung 14 vin thu

Hinh: Man hinh tao maéi thong tin nguoi

dung

Buwdéc 1: Nhap thong tin nguoi ding gom: Tai khoan, Ho va tén, thu dién tir, chirc
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QLVB&DH 5.4 Phiénban 5.0
Tai liéu hudng dan sir dung phan mém QLVB&DPH Ngay 05/10/2019

Vu...

e Tai khoan: Tai khoan dang nhap vao hé théng phan mém.

e Ho vatén: Ho va tén tai khoan nguoi dung.

e Thu dién tu: Dia chi email c6 thyc dé hé thong s& giri email tai khoan va mat

khau khi tao thanh cong.

Luwu V: céac truong c6 dau sao (*) 1a trudng bat budc phai nhap.

Buéc 2: Check chon nguoi dung nay ¢ thudc nhém phong ban twong ung Véi
quyen han nguoi stir dung.

Buéc 3: Nhan ndt “Lwu” dé hoan thanh.
Sau khi tao thanh cong hé théng sé& gui email tai khoan va mat khau vé email ma ban
khai bao.
1.2. Vai tro
Trong vai trd hé thong da dugc cau hinh miac dinh san cac vai tro: Van thu; chuyén
vién; lanh dao phong; lanh dao co quan, don vi; quan tri hé thong; quan tri firm
admin. ..

%8 Quénly nguéi ding v A Héthdéng > Vaitrd
, ,
Q Hiénthi1-10trongténgs626 W < 1 > n 2
Nhém chire néing
#  Ténvaitro A Méta |
£ Héthdng v
1 BOD Board of Directors (0]
B5 Thanhtoan .
2 Full A R . Full
. . vung hién thi o
B Quanlydonvi N ° P u
3 Full righ - PN ull righ
cac val tro
4 T IT department u
5  Théng ké Niit théng k& danh cha chuyén vién u
6 Théng ké théng tin Théng ké thang tin ciia ngudi ding u
7 Tinh nang bd sung B6 sung thém tinh nang ¢4 bigt u
8 Tinhning mé Tinh nang d& xudt danh riéng gl |
9 [iDesk] Chuyén vién Chuyén vién u
10 [iDesk] Lanh dao co quan, don vi L&nh dao co quan, don vi u

Hinh : Man hinh hién thi c&c vai tro

Tuwong tng ting vai tro da dugc check chon nhdm chirc nang khac nhau theo tirng
quyén st dung.

HDSD.VPDT03 Ban quyén thue Cong ty iNet Solutions Trang 7/41



QLVB&DPH 5.4 Phiénban 5.0
Tai liéu hudng dan sir dung phan mém QLVB&DPH Ngay 05/10/2019

v Vaitrdo R " A
Théng tin vai tro

Nhém chire nang

Tén vai tro (7): [iDesk] Van thuw
£} Hé thing . 5
Mé1ta (*): Vian th
9 Thanh toan St dung cho don vi con
B Quanlydonwi Nhém chirc nang
Q Hiénthi1-68trongténgsé68 WM € | 1 |3 MW o
Tén nhom Mo ta
[iDesk] Béo cao hd sor cdng viéc Bic cao hd so cdng viée
v| [IDesk] Béo cdo nghiép vu Bao cao nghiép vu
|  [iDesk] Bdo cdo sé van ban di Bio cao 6 van ban di

v [iDesk]Eéo:éagaavgn Ehulél;c nang chinh Cg);oba%rs‘ggr%gn ¥an thur

[iDesk] Bao c4o tinh hinh heat dong cda chuyén vién Béc cao tinh hinh hoat dgng cda chuyén vién

v|  [iDesk] Bao c4o tinh hinh lién théng van ban Bao cao tinh hinh lién théng van ban
[iDesk] Bao c4o tinh hinh nhan van ban cia chuyén vién  Bao cdo tinh hinh nhan van ban cda chuyén vién
[iDesk] Bao c4o tinh hinh nhan van ban cia phang ban Bao cdo tinh hinh nhén van ban cda phéng ban

v| [IDesk] Béo cdo tinh hinh phat hanh van ban cia phong Béo céo tinh hinh phat hanh van ban cda phéng ban
ban

[iDesk] Bao cdo tinh hinh xir If van ban Béc céo tinh hinh x(r Iy van ban

Hinh : Man hinh nhom chic nang chinh co ban

1.3. Nhom chirc nang
Tuong trng vai tung chirc nang chinh ¢ phong ban thi & nhom chirc nang sé c6 nhitng
quyén cho nhém chtic ning do.

Vi du: Chirc nang cho nguoi quan tri nghiép vu thi nhdm chirc nang dugc chon thém
quyén nhu sau:

T man hinh nhém chiic nang = chon tén nhdm chirc nang can thém quyén:

£ Quan tri hé thdng @ = K O Qi 3 UBND Tin ™

%% Quénly nguoiding v | @& Héthing > Nhom chirc nang

Vai tré o E P @
f Q Hiénthi1-2trongtongso2 W < | 1 | > MW &
O
o

+ Nhém chirc nang

#  Ténnhom A Mota rge
L4 Hé théng ~

1 [iDesk] Béo céo nghi&p vu Béo céo nghiép vu u
|l Theo dGihéthong

2 [iDesk] Chirc nang cho ngwai quan tri nghiép vu Chire nang cho nguai quan tri nghiép vu a |
B Quaniydonvi o=

© 2019 Quan ti hé théng - Phién ban: 4.2.2(190506.1630)

Hinh : Man hinh tén nhom chuzc nang
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QLVB&DH 5.4 Phiénban 5.0
Tai liéu hudng dan sir dung phan mém QLVB&DPH Ngay 05/10/2019

Sau khi chon tén nhém chie niang = chon quyén can thém (hé théng phan mém hién
tai da chon mac dinh nhitng quyén can c6 cho nguoi dung)

1 Kihom ohire ndng *1: [Desk] Chirc ndng cho ngera gudn b nghito
be e g
CLEETOH
R Kiham chies ning
| Theo di -
(=]
Tén nihm Wt
dik admog Marage organizaton
dkador statstic Sratistic for slcionic do-oament proonss
i =ddioe proos e ral Proosss draft afscinonic disosrent
Ok report proadshets Foapeet proOss alechnonic docament shastion stafistic
| | dkademsaperdsion ARG R SR AT SO
o R MEmage disiamaey
k2o ook Dt going siechnnic docament ook
Ok im0t senecst Foapecet necaiee aisctnonic dooament shuation tor soacals
ok ad caris mrags ge oerine g ratio
dkad i sg rorTpaths ik admin sgropaths
ok caed dkcaed
dikad i+ Merage s 5 o
i i ACL role: saridos
Ok admvsonasg et Ficie: adimin vision assgrimenis
ELot o, Seapiuer sap o
ik reg- Foag alectronic do-came:
] | dkad pia ey pia mezfing Frivashes, Sulbmission SRt
Hk e - -
gk cad _slocaterais gk camd_alocaterah
ik ki process itk ki process
ok ad d lerage wser iR oganizatic
dk ador weachang s diedoo weachangs
dkadioc neos Femomhse siscironic d e
ze ek serdo
i o T Sysher T ctions
wl | R admioook M siscionic dooament Dok

Hinh : Man hinh thém quyén cho nhém chize nang

2. Quan trij dir liéu

Bat ky mot tng dung phan mém nao ciing déu c6 phan quan tri phan mém, nguoi
quan tri dong vai tro quan trong trong viéc van hanh ung dung.

Dé vao quan tri, tr man hinh chinh QLVB&DPH ban nhap chuét vao QLVB&DH:
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QLVB&DH 5.4 Phiénban 5.0
Tai liéu hudng dan sir dung phan mém QLVB&DPH Ngay 05/10/2019

# Trang chd A Quantridivlisgu > Bonvi I
Van phdng dien te iDesk @
(] ‘ Loai don vi (7): Bon vi bén trong hé thdng v Madonvi(%): CO DANG: 00.00.A00 .

Nhém don vi bén ngoai

Tén don vi (*): Tén don vi chd quan:
9 e P . N . " N -
To chirc ngudi ding T&n mién: Tily chon: C6 56 van ban riéng [ | Cho phép lién théng
P

Ngw&i dai dién S . P

Ky hiéu ban hanh (*): Can bo nhan van ban (*): -
BDang ky dia chi lién thang . . =3

Tét cd v | | Tir khoa tim kiém Q Hiénthi1-11trongténgsd 11 W ¢ 1 | » W £

Céu hinh

Hinh : Man hinh quan tri diz liéu

2.1. Pon vi

Co quan don vi gitip ngudi quan tri quan ly thdng tin cua cac co quan bén trong
cling nhu bén ngoai don vi cua minh. Bong thoi khai bao cho hé thong biét thong
tin co quan ctaa minh.
2.1.1. Khai bao don vi

Nhu ching ta di biét vin ban cta co quan, don vi ludn co phan don vi chu quan,
tac gia ¢ goc trén bén trai cua man hinh hay to giay. Chuong trinh ciing ho tro viéc
do6 cach tu dong. Do d6 dé hé thong lay dang thong tin muon hién thi, ching ta phai
khai bao thong tin don vi nhu hinh sau:

B Quén tri div ligu v J |:|

s Bon i

Nhém don vi bén ngoai ,g Khal béD dO’n Vi
Céu hinh

CAu hinh hién thi théng tin Ma corquan (): | HeRiEay

van ban

Biing ky dia chi lién théng Tén co' quan (*): S& Théng tin va Truyén Théng i

Té chire ngudi ding L .
Ky hiéu ban hanh (*): STTT

Quan ly ngudi dai dién

B cuntinghizpvu v Tén co quan chi quan : Uy ban nhan dan finh Bak Lék
Tén mién: qlvb tiit daklak gov vn

Cén bd nhén vin ban: &
Tuy chon: Cho phép lién thdng

Dia chi lién théng : A

Luu x Bong

Hinh : Man hinh khai bdo co quan
Cac bwoc thuc hién:
Buwdc 1: Tt man hinh quan ly “Pon vi” — chon “Khai bao co quan”

Buwéc 2: Xuét hién truong mot khung “Khai bao don vi” = nhap cac thong tin nhu:
Ma co quan, tén co quan, ky hiéu ban hanh, tén co quan chu quan, can b nhan van
ban,....
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QLVB&DH 5.4 Phiénban 5.0
Tai liéu hudng dan sir dung phan mém QLVB&DPH Ngay 05/10/2019

Bwéc 3: Sau khi nhap céac thong tin cho “khai bao co quan” = chon “Luu” dé hoan
thanh thao tac khai bao co quan.

STT Tén truong Phwong thirc nhap Ghi chu
1 Ma co quan (*) |Nhap mi co quan c¢6 dinh Mdi co quan s& c6 ma co quan
dang 00.00.A00 khac nhau theo TC cua Bo
2 Tén co quan (*) Nhép tén co quan dung
trong hé thong
QLVB&DH
3 Tén co quan chu Nhap tén co quan chu
quan quan cua hé¢ thong
4 Tén mién Nhép tén mién cua hé
thong
5 Tuy chon Check chon dé khai bao
c6 lién thong hay khong
6 Can b6 van thu Nhép chudt dé chon can
bd van thu cua co quan
nhan van ban
7 Dia chi lién Nhap dia chi trung tam
thong lién thong
8 Khoa bi mat Nhap khoéa bi mat
9 Khoa truy cap  |Nhap khoa truy cép

2.1.2. Pong bd t6 chirc lién thong

Hé thong cho phép guri va nhan vén ban tir trung tdm lién thong, dé lam dugc diéu
nay ban phai thyc hién “Pong bg to chirc lién théng” nhimg don vi can gti/nhan
van ban v¢é hé¢ thong.
Tt man hinh “don vi” chon “Pong b té chirc lién thong” > xuat hién man hinh
nhimg co quan, don vi dugc khai béo lién théng:
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QLVB&DPH 5.4 Phiénban 5.0
Tai liéu hudng dan sir dung phan mém QLVB&DPH Ngay 05/10/2019

Bon vij lién théng

H29 x Hiénthi1-10trongténgsé14 W < 1 > MW &
Ma don vj Tén don vij Pija chi Email
01.05.H29 Phong hé tror
01.04 H29 Phong kinh doanh
01.03.H29 Pheong ké toan

v 01.02.H29 Phong nghién ctru
01.01.H29 Phaéng phat trién
00.14.H29 S& Théng tin Truyén théng HCM
00.13.H29 Sd& Tai nguyén va Moi trudng
00.98.H29 Test 1
00.99.H29 Test 2
00.41.H29 UBND Qué&n 1 HCM

v DBbng y x Déng

Hinh : Man hinh nhiing té chezc lién théng
2.1.3. Tao co quan don vi bén ngoai hé théng
Tao co quan don vi bén ngoai hé thong 1a khai bao nhimg don vi lién thong vin ban
véi nhau.
Vi du: S& TTTT Piak Lak muén lién thong vin ban véi cac sa, ban, nganh, huyén
thi cac S&, ban, nganh,... 13 nhitng don vi bén ngoai hé thdng.

T man hinh Quan trj dit liéu > chon “Pon vi” = chon “Loai don vi”, xuit hién
man hinh don vi bén ngoai nhu sau:

L Van phong dién tir

# Trang chd A Quantidirliéu > Bonvi .
'@
£ Quan trj di¥ ligu v # Khai bao corquan | & Ddng bé té chirc lién théng -
I | 2End Loai don vi (*): Don vi bén trong hé théng | Madenvi() CO DANG: 00.00.A00
Nhom don vi bén ngoai . . Don vi bén trong hé thang ) T
Tén don vi (7): Don vi bén ngoai hé thang Teén don vi chu quan:
Ta chirc ngudi ding Tén mién: Tuy chon: C6 s6 van ban riéng || Cho phép lién théng z
2
Ngu&i dai dién N . P,
Ky hiéu ban hanh (*): Can bé nhan van ban (°): -
Béng ky dia chi lién théng . =
Tatca v | | Tirkhéa tim kiém Q Hiénthi1-Mtrongtingsé11 W ¢ 1 > N &
Céu hinh
. I STT Ma don vi Tén don vi Tén don vi chi quan
Cau hinh hién thi théng tin
van ban 1 00.02.X00 Trung tam Truyén Théng Céng Béo UBND Tinh EGOV [+] 5]
M&u sé ki higu theo loai > g 0000000 Dich vy Cong EGOV Go
van ban
. 3 00.00.L00 Lotus EGOV /’
Kiém tra xem tép dinh kém & .ﬂ
Theo 681 hé thing 4 [Eu 00.00X01 S& Thang tin va Truyén théng tinh EGOV [#]&]
5 00.00.T00 TTHCC Tinh EGOV ’
& Quantinghigpvu v & aa
6 | g 0002X00 Trung tdm Truyén Théng Céng Béo [#] =]
7 | E 00.01X00 UBND Huyén EGOV [#]a]
8 | [ 00.00X00 UBND Tinh EGOV Qo -
—

Hinh : Man hinh chon loai don vi
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Tai liéu hudng dan sir dung phan mém QLVB&DPH Ngay 05/10/2019

Sau khi chon loai don vi, xuat hién man hinh khac cho ban nhap thong tin nhu sau:

= = o B 20 20 5 Xin chao,
LJ Vin phong dién tir @ = h O Quan tri UBND Tinh ™
# Trang chi A& Quantri dif liéu > Bonvi Sau khi nhﬁp xong . " .
: Nhip thong tin cia cac co quan) @
& Quintridiliou v Elvu  #Khaibiocoquan | 2 Déng bo 16 chise lign thong / don vi cin khai bio
v+ Bonvi “_ N siba ot " N
oai don vi (*): Ben vi bén ngeai hé thong A Ma don vi (*): CO DANG: 00.00.A00
Nhém don vi bén ngoai Tén don vi (*): Tén dorn vi chu quan:
Ta chirc ngudi ding ran midn: Tay chon: Cho phép lién théng -
i
Ngurai dai dién i i i
Thtca v Tir khoa tim kiém Q Hiénthi1-11trongténgso11 W < 1 | > W 2
Bang ky dia chi lién thdng =3
. STT Ma don vi Tén don vi Tén don vi chd quan
Céu hinh
: : 1 00.02.X00 Ti tam Truyén Thong Céng Ba UBND Tinh EGOV
CAu hinh hidn thi théng tin ] I A I S n ao
vin ban 2 g 0000D00 | DichvuCéng EGOV [#]5]
M&u sb ky higu theo loai
7 3 00.00.LO0 Lotus EGOV #
van ban & .ﬂ
. 4 00.00.X01 3& Théng tin va Truyén thang tinh EGOV I
Kiém tra xem tép dinh kém & ¢ Y N .a
. 5 00.00.T00 TTHCC Tinh EGOV
Theo ddi hé thdng B " ﬂ
6 00.02.X00 Trung tam Truyén Théng Cang Béo #
& Quintinghigpvu v & 4 U I Qo
7 | [ | 00.01.X00 UBND Huyén EGOV E
8 [Ea  00.00X00 UBND Tinh EGOV ﬂ
3 EB 01.01.X00 UBND Xa EGOV ﬂ o
e

Hinh : Man hinh nhdp théng tin don vi bén ngoai hé thong
- Chon loai don vi: don vi bén ngoai hé théng
- Ma don vi: nhap ma don vi bén ngoai
- Nhap tén don vi: nhap tén don vi
- Nhap don vi cha quan va tén mién: néu cé
- Chon can b nhan van ban

Sau khi nhap thong tin xong > chon “Luru” dé hoan thanh thao tac tao don vi bén
ngoai hé thong.

2.1.4. Tao don vi bén trong hé thong

Tao don vi bén trong hé thdng 13 khai bao cac don vi con (cac phong ban, trung tam)
thudc co quan, don vi da khai bao trudce do.

& Trang chi A Quan tri dir liéu > Bon vi
[ Quan tr] div ligu v £ Béng bé t6 chirc lién théng
p Bonvi { Loai don vi (*): Don vi bén trong hé théng M Ma don vi (*): CO DANG: 00.00.A00
Nhém don vi bén ngoal Tén dom vi () Tén don vi chl quan:
Céu hinh Tén midn: Ty chon: C6 s6 van ban riéng | | Cho phép lién théng

Cu hinh hién thi thang tin | . .
Ky hiéu ban hanh (*):

vin ban

Piing ki dia chi lién thong | CaN P& NN van ban (*): &  Diachiliénthéng :

Té chirc nguéi ding Khoa truy cap : Khéa bi mat :

Quan Iy nguai dai dién Tir khéa Q Hénthi 0-0trongtongsé0 M < | 0 >
P Quantinghiépvu > | STT  Madonvi  Téndomvi Tén dom vi chil quan

Hinh : Mdn hinh khai bdo don vi bén trong hé théng
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Tai liéu hudng dan sir dung phan mém QLVB&DPH Ngay 05/10/2019

- Chon loai don vi: don vi bén trong hé théng

1
A

- Nhap ma don vi: nhap giéng voi ma don vi bén ngoai di déng bo vé
- Nhap tén don vi: nhap tén don vi

- Nhap don vi cha quan va t&n mién: néu c6

- Ky hiéu ban hanh: nhap ky hiéu ban hanh riéng cua phong ban

- Chon can bo nhan van ban: chon can bo dai dién nhan van ban khi ¢6 van ban gui
dén.

BE Quan i di ligu ~

Bon vi ‘

Nhém don vi bén ngeai

Céu hinh & Chon can bd nhan vén ban

Céu hinh hién thi théng tin L.
L Tat ca (0)
van ban
Bang ky dia chi lién thong
Té chire ngui ding + Tac méi Click vio day ﬁi:

tao ngudi dai dién

Quan Iy ngurdi dai dién - i
nhén van ban

E Quantinghigpvu v

Hinh : Man hinh chon can bg nhdn van ban

Sau khi Click vao “Tao méi” chon can bd nhan van ban s& xuat hién tiép man hinh
cho ban nhap thong tin nguoi dai dién.

£ Quén tr diF ligu v
v Bonvi ‘
Nhém don vi bén ngoai
T4 chire ngui ding
Ngudi dai dién
Béng ky dia chi lién théng
Céu hinh & Tao ngudi dai dién

CAu hinh hién thi théng tin
vé&n ban

Chire vu (*):
M4u s6 ky higu theo logi
van ban P .
Cap (*): Van thw co quan, don vi
Kiém tra xem tép dinh kém
Tai khoan (*): &

& Quantringhiépvu v

Hinh : Man hinh tao ngwoi dai dién nhan van ban
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QLVB&DH 5.4 Phiénban 5.0
Tai liéu hudng dan sir dung phan mém QLVB&DPH Ngay 05/10/2019

Tiép theo click vao *  biéu twong Tai khoan - click chon tai khoan can bo can
chon = chon “Pong ¥”, man hinh nhu sau:

& Chon tai khoan
Titca (1) D&chon (1)
Tét cd phong ban

Trnrong Ngoc

e =

Hinh : Man hinh chon tai khoan can b nhan van ban
Sau khi nhap thong tin xong = chon lai can bd nhan vin ban = cubi cing chon
“Pong y” dé hoan thanh.

| & Chon céan bd nhan van béan

Tatca (1)

vbongy EZ:LLUT)

Hinh: Chon van thu nhan van ban

- bia chi lién théng: nhap dia chi truc lién thong
- Khéa truy cap: Khoa truy cap ciaa don vi trén truc lién thong
- Khéa bi mat: Khoa bi mat cta don vi trén truc lién théng
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Tai liéu hudng dan sir dung phan mém QLVB&DPH Ngay 05/10/2019

Buwéc 3: Nhan nat “Luu” dé hoan thanh

e e T

Loai don vij (*): Bon vi bén trong hé théng E Ma don vi (*): 01.02.H29

Tén don vi (*): Phong nghién clru Tén don vi chu quan:

Tén midn: Tuy chon: | C6 s6 van ban riéng [v| Cho phép lién théng

Can bd nhan van ban (* Van thu & Dia chi lién thong : http://imercury.inetcloud.vn/ihorae

Khoéa truy cap : 524b7c9ce4b0649d4e274079 Khoa bi mat : AwBwWQ84AXcopxTuZAS3PDD5vsiSk7cAwBs!t
Tir khéa Q Hiénthi1-7trongtdngsé7 W < 1 > N &

STT Ma don vi Tén don vi Tén don vi chi quan
1§ 01.04H29 Phong kinh doanh (& |
2 @ 01.03H29 Phong ké toan
3 & 00.01.101 Trung tdm hé trg khach hang (& |
4 [ 01.03H29 Phong ké toan (& ]
5 [ 01.05.H29 Phong hé trg B
6 @ 01.02H29 Phong nghién ctru 8
7 @ 01.02H29 Phong nghién ciru (& |

Hinh : Tao don vi bén trong hé thong

Luu V: céac truong c6 dau sao (*) 1a tredng bat budc phai nhap.

2.2. To chirc nguwdi dung

T6 chire ngudi dung la chite nang cho phép ngudi quan tri xay dung “so d6” nguoi
su dung trong hé thong. Nhom nguoi su dung lai theo dang thuc té dé dé dang cong
tac quan ly, cong tac sur dung gitra nguoi dung vai nhau.

Luu V: sau khi khai bao don vi (thuc hién & muc trén) thi ching ta mai ¢ thé tao
“To chire ngwoi dung” trong hé thong.

2.2.1. Tao phong ban cho don vi

Bwéc 1: Click chudt 1én don vi can tao phong ban

Budc 2: BAm vao nit tao méi
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QLVB&DH 5.4 Phiénban 5.0

Tai liéu hudng dan sir dung phan mém QLVB&DPH Ngay 05/10/2019
4 Trangchd #& Quan tri dit liéu » T chire ngudi ding
3
Bon vi &k T chiec ngudi ding

&2 S& Théng tin va Truyén Théng tinh Dk Lik

Mhom don vi bén ngoai

C4u hinh

Cau hinh hién thi théng tin
van ban

Biang ky dia chi lién thang

»| Té chirc nguoi ding| 1 1

Hinh : Man hinh t6 chitc nguoi ding
- Chon loai la: phong ban (mac dinh da duoc chon)

- Chon can bo nhan van thu (gidng nhu phan chon can bo nhan van ban trong tao
don vi bén trong h¢ thong).

<+ Tao moi

Loai (*): | Phong ban v

Tén (*): 1nhdp tén phong ban
Ky hiéu ban hanhNhip ky hiéu ban hanh riéng cua phong ban

Can bd nhin van ban (%):
click vao chon can
bd
Thw tw hién thi :

L x Bong

Hinh : Man hinh tgo mgi phong ban
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QLVB&DH 5.4 Phiénban 5.0
Tai liéu hudng dan sir dung phan mém QLVB&DPH Ngay 05/10/2019

Buwéc 3: Bam nit “Luwu” dé luu phong ban vira tao.

Buwéc 4: Bam vao nat “Lam twoi hé théng” dé hoan thanh.

2.2.2. Tao nguwoi dung cho don vi, phong ban

Sau khi da tao ra phong ban ban phai tao thém nguoi dung cho phong ban. Ciing
tuong tu nhu tao phong ban = click chudt 1én phong ban can thém nguoi ding >

- g5 - , + Tao mé&i
chon '“ “thém nguwoi déen phong” - chon “tao

méi” = xuét hién thém cac truong cho ban nhap nhu: dién tén “chic vu” cua ngudi
ding, “cAp” (van thu phong, van thu co quan, don vi, chuyén vién, 1anh dao phong,
lanh dao co quan,... ty theo chirc danh cua nguoi dung ma chon cap quyén), chon
“Tai khoan” (twong tu nhu chon tén can b nhan van ban) = sau khi nhap hét tat
ca cac thong tin chon “Luwu” dé hoan thanh thao tac.

& Quén i di ligu v | l

Céu hinh & Tao ngudi dai dién

Chire vy (7):

Cap(*):  Vanthwtdng hop

Tai khoan (7): &

Hinh: Man hinh tao méi nguoi dung cho phong ban

2.3. Nguoi dai dién

Pé kiém tra tai khoan nguoi dung di dugc anh xa c6 dung véi tai khoan Vian thu
nhan van ban trong don vi hay khong?

Ban vao chitrc nang: Ngwoi dai dién
Chon don vi can xem

Danh sach nguoi dai dién trong don vi $& xuat hién nhu hinh bén dudi
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Tai liéu hudng dan sir dung phan mém QLVB&DPH Ngay 05/10/2019

& Trang cha A Quan i diF lidu > Ngudi dai dign
|
o8 cunmanien - Lo ot i
e Don vi (*): UBND Tinh EGOV
""" Chire vy (*): Van thu cép (') Van thu co quan, don vi -
Tén ngwei dung (%) Va&n thu UBND tinh & I Tai khoan nguéi dung () vanthuubtinh@egov.inetcloud vn
a Hién thi 1-17 rong tdng sé 17 |4 < 1 > W o
Béang ky dia chi lién théng
i STT  Chise vy Tén nguai ding Tai khoan ngudi diing Don vi Phéng ban
Céu hinh
1 Vanthe V&n thu UBND tinh vanthuubtinh@egov.inetcloud.vn UBND Tinh EGOV Lanh dao don vi [#]=a]
2 | Chatich UBND L&nh dao don vi lanhdaodanvi@egov.inetcloud.vn UBND Tinh EGOV Lanh dao don vi []=]
3 Phs Cha Tich UBND Lanh dac don vi 2 lanhdascdonviz@egov.instcloud.vn UBND Tinh EGOV Lanh dao don vi (] =]
4 Van thu phéng Van thu phéng vanthuphongubtinh@egov.inetcloud wvn | UBND Tinh EGOV Phéng Téng hop =20
v 18p dinh kém
5 | Trueng phén Léinh dao phén |anhdaophong@sgov.instcloud.vn UBND Tinh EGOV Phéng Téng ho 3
Theo dai hé théng blag EEIE g@eg g Téng hop [ 1= ]
[ Phé phong Liinh dao phang 2 UBND Tinh EGOV Phat [#]a]
& Quantinghiepvy
7 Chuyén vién phéng Chuyén vién en@egov i UBND Tinh EGOV Phéng Téng hop [#]a]
8 Chuyén vién 2 Chuyén vién 2 chuyenvienZ@egov. UBND Tinh EGOV Phéng Téng hop [#]a]
9 Id Lanh dao phong lanhdaophong@egov. inetcloud vn UBND Tinh EGOV Lanh dao don vi [~]=

Hinh: Man hinh quan ly nguoi dai dién
Ban c6 thé thay d6i nguoi diing khac néu tai khoan bi &nh xa sai bang cach nhan vao

biéu tuong ® Ten ngudi dung, chon tai khoan méi va nhan “déng y”.

& Chon tai khoan
Tat ca (26)
Tét cd phong ban ¥ || Tim kiém nguwéi ding Hién thi théng tin tai khoan dang nhap
Chuyén vién 2 Chuyén vién Chuyén Vién CV Phong KT
Phang CNTT
Bui Béc Nhan Lanh dao don Lanh dao don Lanh dao
vi2 i phéng 2
Lanh dao Lanh Pao LD Phong KT Lanh Bac
phéng Phdong CNTT Trung tédm
Quan tri hé Quan tri UBND iNet Solutions iMet Solutions -
| + Bong y * Bo qua

Hinh : Chon tai khodan khéc dé éanh xa

Bam luu dé “luu” lai nhitng thay doi.

ORI = Lam twoi hé tho s T ST S
Bam vao nut lam twoi hé thong” dé hoan tat.

2.4. Pang Ky dia chi lién thong
Chtric nang nay cho phép dang ky dia chi cia may cha 1én truc lién thong.
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Noay

05/10/2019

& Quan tri dié ligu v
Bonvi
Nhém don vi bén ngoai
T4 chirc ngudi ding

Nguéi dai dién

Céu hinh

Cu hinh hién thi thong tin
wén ban

M3u s ky hiéu theo loai
van ban

Kiém tra xem tép dinh kém

+| Bang ky dia chi lién thong|

& Quan tri nghigp vy v

I Dia chi may chu (7):

ntp://vpdtbn.inetcloud.vn I

2.5. CAu hinh

Hinh : Man hinh dang ky dia chi lién thdng

Chtic ning nay cho phép ngudi dung chinh sira, cAu hinh lai cac chirc ning cua phan

mem.

A Trang chd

& Quantridivligs v
Bonvi
Nhém don vi bén ngoai
Té chirc ngudi diing
Ngudi dai dién
Déng ky dia chilién théng

Era—

C4u hinh hién thi théng tin
van ban

MAu 56 ky higu theo loi
van ban

Kiém tra xem tép dinh kém

& Quintinghigpwy v

Hénlhi1—25!rcngténgsédﬁu < 1 N

A Quantridiiéu > Cuhinh
Tir khoa Q
STT Méta Gia fri
1 Dinhdang sb ky hiéu van ban di fnlfic-#u
2 Théigian hién thi thang béo (gidy) 5
3 Kichthuée thi da cia tap tin i [én (MB) 100
4 Dinh dang tap tin tai lén rif:xt.csv:odt:ods;edp; odg;odf. odb; doc; docx;xls: xlsx;ppt:pptx;png;jpg:rar, pdf
5 S8 phantir rén mét trang 2
6 S61Anthi da cho phép khi lién théng bi I5i 5
7 CAu hinh logi vn ban cho phép sira sé ky higu  CV
8 Vanthw cda donvi ndy duoc phép nhan van true

ban lién théng cla don vi khac

Tu déng chon 50 khi tao vin ban

frue

"~
v

E oo EEEEBEQoBE

[~

Hinh : Man hinh cdu hinh

2.6. Cau hinh hién thi thong tin viin ban

Chtic nang cho phép nguoi ding chon cac muc phan mém sé& hién thi.
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5.4 Phién ban 5.0

Tai liéu hudng dan sir dung phan mém QLVB&DPH Ngay 05/10/2019

£ Quan tri diF ligu v
Bonvi
Nhém don vi bén ngoai
Té chire ngui ding
Ngudi dai dién
Diang ky dia chi lién théng
Céu hinh

CAu hinh hién thi thang ti
vin ban

Méu sé ky higu theo loai
van ban

Kiém tra xem tép dinh kem

& Quantringhigpvy v

@ Hién thi tim kiém xt Iy van ban:

Trang thai xi¥ 1§ van ban | Trach nhiém v| Han xtr Iy C6 van ban gidy
| 86 56 van ban | Ngay vao sé ~] S6 ban phat hanh | Co guan ban hanh

Cha dé | S0 ky hiéu van ban | D6 khan Do mat
Ngay van ban Nouwoi ky Ghi chu Trang thai van ban
Linh vue

@ Hién thi tim kiém vin ban tiép nhan:
Trang thai xi 1§ vin ban Trach nhiém Han x( iy C6 van ban gidy
8650 van ban | Ngay vao so S0 ban phat hanh Co guan ban hanh
Chu dé | S0 ky hiéu van ban | D6 khan Do mat
Ngay van ban Nguei ky Ghichi Trang thai van ban
Linh vue

@ Hién thi tim Kiém vin bdn ban hanh:
Trang thai xiF I van ban Trach nhiém Han x¥ Iy Co van ban gidy
2650 van ban | Ngay vao so S0 ban phat hanh Co quan ban hanh
Chi dé +| 56 ky hiéu van ban | D6 khdn Do mat
Ngay van ban Ngurei ky Ghichil Trang thai van ban
Linh vue Bon vi soan thdo Ngwdi soan thdo

Hinh : Man hinh cdu hinh hién th; théng tin van ban

2.7. Miu s6 ky hiéu theo loai viin ban
Chtic niang cho phép cau hinh loai vin ban va sb ky hiéu khi van thu ban hanh vin

ban.

Bonvi

Nhom don vi bén ngoai
T8 chirc ngudi ding
Nguéi dai dién

Biing ky dia chi lién thong
Céu hinh

C4u hinh hi&n thi théng tin
wan ban

u theo loai ‘

& Quantjdiclieu v

Kiém tra xem tép dinh kém

& Quantringhigpw v

Bon vi/ phang ban 5 Cau hinh s ky hiéu theo loai van ban
Tir khoa Q * Chi thich: Vi du cAu hinh: #ni#fyl#c #u trong d6
#n: S #y: Nam ciia ngay van ban

* [ Co quan tinh Quang Nam

R #c: M3 loai van ban #u: Ky hiéu ban hanh cua phéng/ don vi
[ van phong Dang Uy
& sogisovy # | Loaivén ban Cau hinh
[E uBNDPC
~ [ Uy Ban Nhan Dan Huyén Nai Thanh - 28

88 Phong Lanh dao A
~ Khong ¢4 dir liéu dé hién thi
S8 Banto chirc
~ E Bonvit
S8 phéng ban dv1
~ [ S Test Agile
88 Ban Lap trinh

~ [ Ponvi2

Hinh : Man hinh mdu s¢ ky hiéu theo logi van ban

2.8. Kiém tra xem tép dinh kém
Chtic nang nay cho phép kiém tra cac tap tin dinh kém c6 hoat dong 6n dinh hay
khong khi nguoi dung tao van ban.
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Qg Quan tri div liéu v

Bonvi Tt khoa Q Hiénthi1-5trongtngsé5 W < | 1 | > W 2
Nhém don vi bén ngoai
Tén tép Loai
Té chire ngui ding
B 40.signed.pdf Tép dinh kém 8]
Nguai dai dign
= 2880x1800 forest-clouds-5291 jpg Tép dinh kém a
Bang ky dia chi lién théng
h T 05-nd signed pdf Tép dinh kém
Céu hinh B
: z 14.11.2016 H 1411d Tép dinh ké
CAu hinh hién thi théng tin a oy nesy o o dinhem o
van ban )] 03_Gioi thieu Mot cua dien tu.docx Tép dinh kém B
M3u sb ky hiéu theo loai
wan ban
#| Kiém tra xem tép dinh ke

& Quantrnghiép v ~

Hinh : Man hinh kiém tra xem tdp tin dinh kém

2.9. Theo déi hé thong
Chtrc nang cho phép theo ddi hé théng theo thoi gian, hoat dong, nguoi dung, ...

= + - S Xin chio,
L Van phong dién t& Quén tri UBND Tinh ™~
4 Trangcha A Quan tri dir lisu Theo déi hé théng
A r
2 A o ~e A A
o Quinuldolien v e Dieu kién theo doi hé thong
Bonvi T ngay: 01/09/2019 (1 Dénngay: 04/10/2019 ]
Nhém don vi bén ngoal Hoat déng : Thay déi thdng tin sa vén ban v Ngwi dung :
Té chirc ngui ding Tim kiém theo query tw nhap
Ngudi dai dign Hiénthi1-2trongténgsé2 W < 1 | > W o
Bang ky dia chi lién thdng B
# Ngay Ngwoi diang Chirc danh Hoat déng Chi tiét
Céu hinh . .
1 23/09/2019 Van the UBND tinh Van thw Thay dédi théng tin s6 van ban {"type™"out” "oldV"
Céu hinh hién thi thang tin 11:09:15 {"book™"UBND.SVB" "date""23/08/2019" "num™73},"newV"™
van ban {"book”:"UBND.SVB","date""23/09/2019","num™:78},"ed"
X {1id":2741,"signNum™"78/CV-UBND", "subject”."Bao céa™}}
M#&u 6 ky hiéu theo loai
van ban 2 23/09/2019 Van thu UBND tinh Van thw Thay dbi théng tin s van ban {"type™"out"."oldV"
i 10:09:33 {"book™"UBND.SVB" "date":"23/09/2019" "num™78} "newV"™
Kiém tra xem tép dinh kém {"book’:"UBND.SVB","date":"23/09/2019","num".79},"ed"
a {'id".2741,"signNum™."7%/CV-UBND", "subject”."Bao céo"}}
+ Theo dai hé thong ‘I

& Quantringhiépvu

Noi dung theo doi

Hinh: Man hinh theo di hé thong
3. Quan tri nghiép vu

3.1. Tir dién hé thong

Cho phép quan ly (Tao méi, chinh sura, x0a) cic danh muc linh vyc, loai van ban, co
quan ban hanh...

Vao “Quan tri nghiép vu” — “Tir dién hé théng”
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Trang chi A Quan tri dir lieu > Tir dién hé thong
Quan tri dir ligu v +Taom&i RIS
Quén t nghigp vy~ [ o5: | Van ban @én b2 Khéa: Linh vue b2
Tir dién hé théng| bl ) o
‘ TU khoa Q Hiénthi1-9trongtongsd9 W < 1  » M o
S0 van ban
o Gia tri M6 ta Thi tw hidn thi
Cap quyén 6 van ban
Quan Iy tAm vurc - chire . | ‘l b4'| |
danh
CN Cdng nghigp 0
Quan Iy tAm vue theo dai
CNTT Céng nghé théng tin 0
Tam vuc nguei ding
CTr Chinh tri 1]
Mu béo cao
ov Dich vu o
Quan Iy biéu miu
KT Kinh t& 0
NN Nang nghiép 0
TH Téng hop 0
N Thurong nghiép 0
VHXH Van hoa-Xa héi 1]

Hinh : Man hinh tir dién hé thong

3.2. Thém co quan ban hanh

Chon “loai van ban di”, chon khoa la “Co quan ban hanh”

Bam nut “Tao méi”: Nhap gia tri va phan mo ta = Nhan Enter dé thém vao

# Trangchi A Quan i di liéu > Tir dién hé théng
£ Quan tri di iy v
& Quén ujnghiép vy ~ Loai: ‘ VAn ban dén Khéa: Co quan ban hanh
Tir idn hé théng 4
Ghi chu! Ne 0 ap Ma co quan
56 van ban
Cép quyén 26 van bin Tir khoa a Hiénthi1-11trongtongsé11 W ¢ | 1 | > M 4
Quin Ij tAm vire - chire Gid tri Mo ta Ma co quan Thir tw hién thi
danh
T2 P BGDET Bé Gido duc - Bao tao 0
Am vure nguéi ding
MU bao cdo BNNPTNT Bé Néng nghiép phat trién néng thén 0
Quan Iy biéu miu BNV B Néi Vu 0
cpP Chinh phi [
DN Deanh nghiép 0
HEND Hgi dbng nhan dan 0

) <
ad
ag
ag
ag
ag
ag

Hinh : Man hinh thém co quan ban hanh.

3.3. S6 vin ban

Cho phép ngudi quan tri tao s6 cong van dén/di cho don vi minh, hoic cho cac

don vi truc thuoc.
Cac bwoc thao tac:

T man hinh quan tri chon chtic nang “Sé vin ban”

Buwéc 1: Chon “Pon vi” = chon “Loai $6”
Buwéc 2: BAm nit “Tao méi”
Buwéc 3: Nhap “M&” va “Tén” sb vin ban
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Buéc 4: Nhan Enter dé luu.

Dvanpheng@ente Gk O amene
@& Trang chu #& Quantridirlidu > S6van ban

£ Quan tri dir liu - 14 Thiér 1ap s6 s6

& Quintinghigpvu v |opon gon vi: I | UBND Tinh EGOV | - I Loai sé: S6 van ban dén '"
+ S8vanbin { TiF knoa Q Hiénthi1-8tongténgsé8 |4 < 1 > W &

Cép quyén s van ban

Ma Tén

Tém vuc chirc danh
Tam vuc theo di | ‘ ‘ ‘ [+] =]
Tém vic ngusi ding n101 vanbanden
Tam vue tra ctru & tim SVBD_BC 36 van ban bao cdo .
Kiém van bn Nhip mai va tén s6 vin ban

SVBD_CV Céng van dén “ p
Méu béo cdo . .

SVBD_GM S van ban gidy moi
Biéu mdu o i

SVBD_QP 56 Quyét dinh dén
Quy trinh .

SVB_DI S8 van ban T¢ trinh
Thiét lap sé ngay xi¥ Iy > :
vinban TTCNTT.SVBD S van ban dén
Cu hinh ngui trinh UBND.SVB 36 van ban dén

nhap théng tin théng -

Hinh : Tao so van ban déen

Lam tuong ty Véi $6 van ban di

- Van phong dién tor G o5 h €D DT e T

A Quan i dir ligu Sé van ban
~ |cnon aon vi: | UBND Tinh EGOV [F9) I Loal 2&: | S& van ban ai
4" |ce quan pan nann: T Chenco quan ban harh =
Cép quyén sé van ban a Hidnthi1-6wongtdngsé6 | < | 1 |> M =
Ta h
Ma Tén Lol van ban Co quan ban hanh
| I | | oo
h102 ev =
sSVBDI 86 v&n ban bisn ban B8] Bién ban
sve_oi S6 van ban Céng van [CV] Céng viin =
SVB_DI_GM S8 van ban GM 1GM] Gidy mei
TTENTT.SVEDI Sé van ban &
UBND SVEB 56 Van ban di UBND Tinh EGOV

Hinh: Tao so van ban di

3.4. Cap quyén s vin ban

Chtrc ning cho phép ngudi quan tri cap quyén sé van ban trong don vi ¢ nhiéu
van thu va van thu cta cac don vi truc thuoc.

Cac budc thao tac:

Bwéc 1: Tir man hinh quan tri, chon chic nang “Cap quyén sé vin ban”
Buwéc 2:
- Chon tai khoan nguoi dung trong don vi can cap quyén
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- Chon loai s6 vin ban: S6 vin ban di/ S6 vin ban dén

- Nhap chudt chon “sé viin ban” can cap quyén

Luu v: Khi chon Sb van ban ¢é 3 lya chon: Pong xir Iy, S6 méic dinh, Pa chon.

+Pdng xtr 1y duoc st dung khi ¢6 2 vian thu trd 18n cing st dung mot Loai

SO van ban.

+ S6 méc dinh duoc sir dung khi muon mac dinh xuat hién s6 van ban nay khi
chon Ban hanh van ban. Chi cé thé check chon 1 S6 mac dinh.

Bwéc 3; Nhan nat “Lwu” dé hoan tat

L Quantri dir lidu ~
& Quantinghispvy v

Tir dién hé théng

o]
Chon don vi: B Co quan tinh Quang Nam

& Tai khodn ngwei dung

Loai s6 vin ban: 56 van ban di

& 56 van ban

Chon t4t ¢d | B6 chon tt cd

86 van ban T Mé sé Tén sé Déng xtrly  $6méc dinh Dé chon
+ Cpauénsivanban 4 [ Co quan tinh Quing Nam SBC 58 bao cdo 7
Tam e chive danh > Bibonvi2 B SEvBd -
v |2 Phong Test
am v theo doi & Chuyén Vién (Chuyén vién 01) SVBDI  Sbvanband v
Tém virc ngudi ding & Truéng phéng (Tang Thi Thay Duyén)
Tam virc tra ctru & tim kidm & Van thu (Lé Qube Hoa)
van ban VEn thu iNet (iNet Solutions Test)
Van thu phong (Bui Béc Nhan
Mu béo cdo 4 preng ¢ J
& VT (Van Thu Hanh05}
Bieu mau & Chuyén vién phang test (Net Solutions Test)
’ N 5
Hinh : Cap quyén so van ban di cho Van thuw
. y
Lam tuong tu V&I SO van ban dén
am gt
L Quan tri 6 lieu v m
& Quintinghigpvy v lepon gon vi: 8 o quan tinh Quang Nam Loai s6 vin ban: S6 van ban dén

Tir dién h& théng
S6 van ban
+  Cap quyén sd van ban {
Tam e chirc danh
Tém e theo dbi
Tam vue nguéi ding

Tam vire tra ciru & tim kiém
vén ban

Méu bdo cdo

Bigu mdu

& Tai khoan ngwéi dung

¥ [§ Co quan tinh Quang Nam
» EiDonvi2
v [ Phong Test
& Chuyén Vién (Chuyén vién 01)
& Truwéng phng (Tang Thi Thiy Duyén)
A Van the (L& Qude Hoa)

&L Vin the phong (Bui Déc Nhan)
& VT (Van Thu Hanh5)

2 Chuvén vién phéna test (iNst Solutions Test)

Van thy iNet (iNet Solutions Test)

& 56 van ban

M s& Tensé
Catchanhcv  Catchanh
Catchanh GM  Catchanh GM

catchanhqd  catchanh qd

SBC 86 béo cdo
sSCvD S6 cong van dén
SVED 56 van ban gén
SVBE.1 SVBE.1

Hinh : Cdp quyén sé van ban dén cho Van thu

3.5. TAm vuc chirc danh

Chon tt cd | B chon tat ca

Péng xirly  $6méc dinh Pachon

Cho phép chon tam vuc chuyén vin ban, trinh van ban du thao, chuyén vin thu ban

hanh tuy vao churc vu cia nguoi dung.
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& Quinwinghigpvy v | @ choe danh co quan & Tamwuc Tir khoa tim kiém

Tir dién hé théng . :
« Lanh dao co quan i Chuyén ‘Iéll’;h (\::;“:m
fai tro w an

VB -

36 vin ban A A

L&nh dao phong ban co quan thao hanh
Cép quyén s van ban 1 Tét ca tam vy
Van thr co quan

+ | TAm vire chive danh ‘ ¥ [ Corquan

Van thw phong ban co quan Lanh dao co quan

<]

Tam vure theo dbi
Chuyén vién co quan Van thr co quan

<]

Tam vire ngui ding

'+ Cc nhém thudc co quan

<]

T?m v.uc tra ciru & tim kiem M Chirc danh don vi _
wan ban v [ Phong ban ciia minh

<]

M3u bdo cdo Lanh dao don vi Titca ngudi ding thude phong

<]

Lanh dao

<]

Bidu miu Lanh dao phong ban don vi

Chuyén vién

<]

Van the don vi
Van thur phang

<]

V&n thir phong ban don vi
‘s Nham thudc phang

<]

Chuyén vién don vi

v [ Céc phong ban thuéc co quan

<]

Hinh :Man hinh tam viee chire danh
3.6. TAm vuc theo doi
Tam vuc theo ddi c6 chirc nang giup lanh dao theo ddi duoc tinh hinh xir Iy cong
viéc ciia cac phong, cac chuyén vién. Pé thuc hién dugc chire nang “Theo ddi” thi
ngudi quan tri phai vao “Quan ly tam vuc theo ddi” cau hinh trudc.

Trong quan ly tam vuc theo ddi duoc mic dinh 1a 1anh dao phong s& theo ddi duoc
cac chuyén vién trong phong.

Tuy theo Lanh dao co, don vi; van thu s& cho quan tri cau hinh chon di twong duoc
theo doi phu hop.

Dé cau hinh quan ly tim vyc theo ddi ta thuc hién cac bude nhu sau:

T man hinh chinh “Quan tri nghiép vu” = chon “Quan ly tam vue theo doi”,
s& xuat hién man hinh nhu sau:

#& Trang cha A Quantri dirigu > Tam vuc theo ddi

ﬁ: Quan tri di¥ liéu v BLuu
Tir dién hé théng Tir khéa Q Tl khoa tim kiém 9
86 van ban ~ [E Co quan tinh Quing Nam = v [B Co quan tinh Quang Nam
CAp quyén sb van ban ™ 8§ Phong Test > [§iDonvi2

+ [B Phong Test

Tam vire chire danh

{

Chuyén Vién (Chuyén vién 01)

» E SéLaodéng Trwéng phong (Tang Thi Thay Duyén)
Tém vire ngudi ding ¥ [E] 6 TestAgile Van thyr (L& Quéc Hoa)
5 s * [l S&Test Agile 2 Vin thir iNet (iNet Solutions Test)
Tam vire tra ciru & tim kiem -
van ban * [ UBNDPC Van thir phong (Bili D&c Nhan)
» [ UOyBan Nhan Dan Huyén Nii Thanh VT (Van Thu Hanh05)
M&u bio cdo . o o
4 Uy ban nhan dan huyén Théng Binh Chuvén vién phona test (iNet Solutions Test)
Biéu méu Vin phong Dang Uy » [Bl So Test Agile

Hinh : Man hinh quan Iy tém vuec theo doi
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Sau khi man hinh “quan 1y tim vuc theo ddi” xuét hién = chon tai khoan ngudi theo
ddi (giam ddc, pho giam ddc,...) bén ving “Nguoi theo ddi”

£ Quan tri dif liéu v YT

& Quanwinghiépvu | o \ositheo dbi

Tir dién hé théng Tir khéa Q
S6 vén ban ¥ B Co quan tinh Quang Nam -
Cép quyén sb van ban ~ W@ Phong Test

& Van thr phong (Bii Bac Nhan)

Tam v chike danh
| & Trudng phong (Tang Thi Thiy Duyén)

» TAm vuc theo dbi 4 ' B soracdong
Tam virc ngudi dung ' So Test Agile
. ) 4 5& Test Agile 2
Tam vire tra ciru & tim kiem
van ban ' UBND PC
4 Uy Ban Nhan Dan Huyén Nai Thanh
MAu bao cdo .
’ Uy ban nhan dan huyén Thang Binh
Biéu mau Vin phong Bang Uy

Hinh : Man hinh chon nguoi theo doi

Sau d6 chon nguoi bi theo ddi & bén viing “Poi twong bi theo ddi” (Phong, chuyén
vién, truédng phong....)
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& Dbi trong bi theo déi
Tir khoa tim kiém
v [§f Cor quan tinh Quang Nam
» [Bf Bon vi2
v B Phong Test
Chuyén Vién (Chuyén vién 01)

Trwdng phong (Tang Thi Thdy Duyén)

Van thir (L& Quéc Haa)

Wan thw iNet (iINet Solutions Test)

Vin thur phéng (Bui Bac Nhan)

VT (Van Thu Hanh05)

Chuyén vién phong test (iNet Solufions Test)
» [Bf SO Test Agile

Hinh : Man hinh chon déi trong bi theo ddi

Sau khi d3 chon “Nguoi theo doi” va “Péi tugng bi theo ddi” = chon “Luu” dé

hoan thanh thao tac quan ly tim vuc theo ddi.

3.7. TAm vue ngudi ding

Tam vuc ngudi ding cb chirc nang 1a cho phép hién thi cdy ngudi trong qua trinh
chuyén xt ly. Néu khong cu hinh lai tim vire ngudi diing thi trong qué trinh chuyén

xt Iy nguoi dung sé thiy duoc toan bo ngudi ding trong hé théng.

Dé han ché lai tim vyc nguoi ding ta thuc hién cac budc nhu sau:

T man hinh chinh “Quan tri nghiép vu” = chon “TAm vire ngudi dung”, s& Xuat

hién man hinh nhu sau:
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Xin chéo, —
Quan tri UBND Tinh
# Trang chd A Quantridirlidgu > Tam vuc ngudi ding
ﬁg Quan tri di liu v
& Quan tringhigp vy V| & Ngudiding B chon tht ca ® Tamvuc
Tém vyc chic danh s Q Tir khoa tim kiém Q

> [ uBND Tinh EGOV B Chuvén | TiOh | Chuyén
Tén tai khoan o VBdy  VTban

v Tam vyc nguoi ding ‘ TR Lanh o dond HE thao hanh
i & Ch tich UBND (L&nh dao don vi)

v [Ef UBND Tinh EGOV

Tam vuc theo dbi

Ta‘_m vire tra ciru & tim & Phé Cha Tich UBND (Lanh dao don vi 2)

kiem vén ban & Vin thu (Van thy UEND finh) » |5 Lanh dao don vi

Méu béo cdo & Vin thu (Vin the UBND tinh 2) » [ Phong Téng hop

Bidu méu * Ul Phong Téng hop » [B Trung tam Céng nghé Théng tin EGOV

Chuyén vién 2 (Chuyén vién 2 N
& uyén vién 2 (Chuyén vién 2) » [Efl Trung tam Truyén Théng Céng Bao

Quy trinh & Chuyénvién phéng (Chuyén vién)
Thiét Idp 6 ngay xi¥ Iy & Phé phang (Lanh dao phang 2)
van ban & Quan tri (Quén tri UBND Tinh)
Cdu hinh nguri trinh & Truong phong (Lanh dao phong)
nhgp thong tin théng & Vin Th (vén the 02)
qualduyét
& Vin The (van the 02)
Thu muc kru i HSCV 75 & Van thu (Van thu phong)
& Vin thu phong (Van the phéng) -

Hinh : Man hinh tdm viee ngueoi ding

Sau man hinh tdm vyc nguoi ding xuat hién = bén ving “Nguéi ding” ban chon
tén nguoi ding duoc nhin thiy nhitmg ngudi ding nao trong hé théng.

Sau khi tick chon “Tam vuc” = click chon “Lwu” dé hoan thanh thao tac

- - - - 20 20 5 Xin chao,
& Vén phéng dién tor @ = h O Quan i UBND Tinh
# Trang cha A Quan tri dir liéu > TAm vuc ngudi ding
o Quan tr di ligu v
& Quanwinghigpvy v | & \osiding D4 chon: @) Bé chon tat ca ® Témvuc
Tém v chire danh Tir khéa Q Tir khoa tim kiém Q
Tim virc theo dbi v UBND Tinh EGOV - Ry Trinh Chuyén
" ~ g Lanh dao don vi Tén tai khoan VB VB dy VT ban
+ Timwwenguoiding 4 thao =
& Cha tich UBND (Lanh dao don vi)
. o v [§i UBND Tinh EGOV
Tam vyetra ciu & tim & Pho Chu Tich UBND (Lénh dao don vi 2)
Kidm vin ba = Ta .
fom van ban & Van thu (Van th UBND tink) » [ Lénh dgo don vi
M3u bdo cdo & Van thu (Van thu UBND finh 2) ¥ [zl Phang Téng hop
Bidu méu ~ &R Phong Téng hop & Chuyén vién 2 (Chuyén vién 2)
Chuyén vién 2 (Chuyén vién 2
Quy trinh & e vien 2 (Chuyén vién 2) ‘ Chuyén vién phang (Chuyén vién)
& Chuyén vién phong (Chuyén vién)
. . Phé phong (Lénh dao phong 2
Thiét lap 56 noay xir Iy & Phé phang (Lanh dac phéng 2) & Pn6 phang (Lanh dao phong )
vin ban & Quan tri (Quan tri UBND Tinh) & Quan tri (Quan tri UBND Tinh}
Céu hinh nguoi trinh | & Truéng phéng (Lanh dao phéng) & Trudng phang (Lanh dao phong)
nhap thang tin thing Van Thu (vén thu 02 , .
qualduyet & 0 ) & Van Th (van thu 02)
& Van Thu (vén the 02) s
~ Van Thu (van thu 02)
Thw muc v trir HSCV . & Van thu (Van thu phéng)
& Van thu pheng (Van thi phéng) . & Van thu (Van thir ghong) N

Hinh : Man hinh chon tam vuc
3.8. TAm vuc tra ctru va tim kiém vin ban
Chtic nang cho phép ngudi ding tra ciu va tim kiém van ban theo phong ban hoic
ca don vi tury theo diéu chinh.
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& Quantringhiépvy
Tir Gién hé théng
S6 van ban
Cép quyén s van ban
Tam vire chirc danh

Tém vue theo di

Tam vire ngudi ding

M4u bao cdo

Bidu méu

& Ngudi ding
Tir knba
* [ Co quan tinh Quang Nam
~ g8 Phong Test
& VT (Van Thu Hanh0g)
Chuyén Vién {Chuyén vién 01)
Van thu (Lé Quéc Hoa)

Van thur iNet (iNet Solutions Test)

&

-

-

& Van thu phong (Bii Dac Nhan)

& vEn thu don vi 2 (Huynh Van Thu Chinh)
& Trudng phéng (Tang Thi Thiy Duyén)
-

Chuyén vién phong test (iNet Solutions Test)

* [ S&Laodong

BPon vi dugc phép tra clru van ban

Tir khéa tim kiém

+ [ Co quan tinh Quang Nam

v [EiDonvi2

| Phong ban dv2
= Phong Test
v [ S& Test Agile
= Ban Lap trinh
v [ S& Test Agile 2

[ Ban H& trgr

Tra ciru

Hinh : Man hinh tam veec tra cizu va tim kiém vain ban

3.9. Miu b4o cdo
Noi luu trit c&¢ mau bao cao cho phép nguoi ding “tao méi”, tai 1én cac mau bao
céo dé st dung hoic tai xudng tir hé thong dé chinh sra mau bao céo.

& Van phong dién tir

@ = A O Cute i UBND Tinh ™

nhap thang tin théng
qua/duyét

The myc hru trr HSCV 72

# Trang cha & Quantridtlisu > Mu bao cdo
& Quantinghiépvu v |Module (): Wan ban di dén v Loaibao cio (*): 'S8 van ban dén -
Tém e chirc danh Mata: Mau bao céo [°): [ chon |

1 Vanbandidén

5 Vinban didén

6 Vinbandidén

Bdo cdo van ban thu hoi, thay

chuyén vién chon gia han

Béo céo tinh hinh lién théng
van ban

Théng k& chi tiét danh sach
van ban nhan

Bao cdo van ban thu hdi, thay thé

Béo céo tinh hinh van ban lién thing

Chi tiét két qua théng k& tinh hinh nhan van ban lién théng

Tam vuc theo déi Phién ban (°): 1 v
Tam vure ngui diing Tir khoa Q Hiénthi1-20 tongténgsé 46 W < 1 > W &
ju & tim STT  Module Loai bao céo MG ta —

*

thé
Biéu miu ez B :
2 Vanbandidén Bdo céo van ban bi thu hoi, bi Béo céo van ban bi thu hdi, bi thay thé 2 Ao
Quy trinh thay the
Thiét Iap s6 ngay xir Iy 3 Vanban di dén Bao cao sb lrgng van ban TK sé lvgng VB chuyén vién chen gia han BN # [2]5]
van ban chuyén vién chon gia han
Céu hinh ngu?i trinh 4 Vanbandidén Bao cao chi tiét van ban TK chi tiét VB chuyén vién chon gia han LB 7 [2]5]

1

1

Qoo

Hinh : Man hinh cac mdu bao cao

3.10. Biéu miu
Noi luu trit cac biéu mau cho phép ngudi ding cé thé chinh sira lai cac thdng tin
trong biéu mau.
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L Van phang dién tir @ = kA O Quin 55 UBND Tioh ™

@ Trang chu #& Quantridirlidu > Biéu mdu

L8 Quan tr di igu v

& Quantringhiépvu  ~ Phidu trinh gidi quyBtc v | Tir knoa tim kiém Q Hiénthi1-7trongtingsé7 W < | 1 | > W &

o]
Tam vie chive danh STT  Tén bigu mau
Tém vuc theo ddi 1 van ban chidao [#]a]
Tam virc nguoi ding 2 van ban diéu hanh [+]a]
Tém vic tra ciru & tim S N
P 3 Phiéu trinh giai quyét cong viéc #
kiém van ban .n
o 4 Vanban chidao diéu hanh /
Mau béo cao .ﬂ

5 Ban hanh vén ban chi dao n

Quy trinh 6  Phidu trinh x I céng viéc [#]3]
Thibt 13 s6 ngay xi I 7 Phiéu trinh giai quyét céng viec [#]a]
van ban

Céu hinh ngudi trinh
nhap théng tin thdng
qua/duyét

Thu myc luu trir HSCV

Hinh : Man hinh cac biéu mau

3.11. Thiét 1ap s6 ngay xir Iy viin ban

(3 Vian phang dién te @ %K 0 O UGN Teh ™

# Trangchi & Quantridirligu > Thiétlap s6 ngay xir I van ban

£ Quan tr i ligu v

B Quantringhigpvy v T knia Q Hién thi 1-6trongtingsé6 W ¢ | 1 |3 W &
Tém virc chirc danh Linh vue 56 ngay xir Iy
Tém virc theo ddi Chinhtrj 25 E
Tém virc ngudi ding Céng nghiép 10 B
Tém vre tra cdu & im p & than f
A Cdng nghé thang tin 15 I
kiém véan bén . E
Dich 20
Mau béo céo e B
Bigu mAu Tong hep 1 E
Quy trinh Van hda-X3 hoi 15 [#] %]
v Thiét Iap sb ngay xc Ij 4
van ban N LT A ,./ \ -
_ Ngay xit ly dwoe thiét 1ap theo timg linh vire
Cau hinh ngui trinh
nhap thong tin thong
qualduyét
Thr mye Iuru triy HSCY .

Hinh : giao dién Thiét ldp so ngay xi Iy van ban
Thém sé ngay xi# Iy theo linh vuc

Dé thyc hién thém méi ngay xt Iy theo linh vuc ta thuc hién cac bude nhu sau:

. SO A + Tao mé&i
- Bwdc 1: nhan vao tao méi
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- Bwéc 2: nhan chon linh vuc can tao tai biéu tuong E' va nhap thoi gian xir

ly vao
- Buéc 3: An vao biéu tuong ndy E dé Iuu thoi gian thiét 1ap cho linh vuc vira
tao.
# Trang chd A Quantridivliéu > Thiét lap sé ngay x(r If vén ban
Kjounaw Chon linh vire cin thiét lap

& Quantringhigpvy ~ Tir ki6a a Hiénthi1-Gtrongtdngsé6 W ¢ 1 | W o
Tam vuc chire danh Linh vigc 6 ngay xie Iy

Tém vc theo di
amueieo g |. Céng nghiép EI ‘

Tém vuc ngudi ding

Chinh tri 25
Tém vuc tra ctru & tim
kiém van ban Céng nghiép 10

A A 4 A 2 oy % z
M béo céo Céng nghé théng tin 15 Nhip so ngay cin xu ly Nhan dé lru gg
Bidu mau Dich vu 20 ao
Quy frinh Téng hop 15 a
v Thidtlgp sb ngay i 1y ¢ Vin hia ¥a i " =

van ban .a

Cau hinh nguei trinh
nhép théng tin thing
qualduyét

The muc I trir HSCY =

Hinh : cdc bwéc Thém so ngay xi Iy theo linh vic
Tim kiém sé ngay xit Iy theo linh vuc

Nhép s ngay xtr Iy hodc linh vuc dé tim nhanh
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L Van phang dién Q™ h O Qi UBND Tinh ™

#A Trang chi A Quan tridir ligu > Thiétlap s6 ngay x{ Iy van ban

L2 Quan tri d liu v

& Quantringhigpvy v I [Tir khea Q Hiénthi1-6frongténgsé6 M < 1 > W &
Cap quyén so vén ban Linh vue Sé ngay xtr ly
Tam vire chire danh Céng nghiép 10
Ta theo dai
arm virc theo dai C6ng nghé théng tin 15
Tam virc ngudi dan,
g 9 Dich vy 20
Tam vire tra cu & tim i
kiém van ban Téng hop 15
Méu béo céo Van hoa-Xa héi 15
Bidu mau Chinh tri 25
o Thiétlap sé ngay xdr Iy
vén ban
Céu hinh ngan cam
ngurdi trinh nhép théng
tin thong qua/duyét

Hinh : tim kiém sé ngay xi Iy theo linh virc
Cdp nhdt Cdp nhdt sé ngay xi Iy theo linh vuc

Bude 1: An vao biéu tuong dé thuc hién viée chinh sta cap nhat linh vuc hay )
ngay xu ly theo linh vyc.

Linh vue 56 mpiy x0r Iy
Cong nghiep 10
C4ng nght théng tin 15 E

Dich wu 0 (7] @]
Téng hop 15 B

Wi hia-Xa hoi 15 (7 ]a]

©hinh tn 25 ﬂ

Hinh : man hinh thao tac chinh stra

Budrc 2: An vao biéu tuong (=] dé luu lai.
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Linh vire S6 ngay xir ly

®  Cong nghigp v 10 Eh
Céng nghé thang tin 15 (+#]&]
Dich vu 20 [#]&]
Téng hop 15 (2] 8]
Van héa-Xa hoi 15 [+#]&]
Chinh tri 25 (+]8]

Hinh : man hinh luu chinh stra
X6a sé ngay xi Iy theo linh vuc
Khi muén xoa 1 linh vuc thi 4n vao biéu tuong 28 bén géc phai man hinh

Téng hop 15 a

Khi x6a nhiéu linh vuc cung ldc ta check chon cac linh vuc can x6a va an vao biéu
tuong K2 trén ma hinh

B o2
Q,

Hiénthi1-6trongtbngsi6 W ¢ 1 > M =

Linh vire Sé ngay xir ly

bwéc 1

v|  Cong nghiép 10 (2] ®@
+~|  Cong nghé théng tin 15 (¢ |@
~| Dichvu 20 [# ]
Téng hep 15 dE
Vén hoa-Xa hoi 15 a 0]

Hinh : xa s¢ ngay xi Iy theo linh virc

3.12. Cau hinh ngwoi trinh nhap thdng tin théng qua/duyét
Thuc hién Cau hinh ngan cdm ngudi trinh nhap théng tin théng qua/ duyét, thyuc
hién theo cac budc sau:

Bwéc 1: Vao muc “Quan tri nghiép vu” => chon “Cau hinh nguai trinh nhap
thong tin thdng qua/duyét”
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& Vin phong dién tir

*i Xin chio, v
Quén tri UBND Tinh

@A Trangchi A Quan tri diF ligu

-

& Quéntringhigpvy v

Cau hinh nguréi trinh nhap théng tin théng qualduyét

£ Quan i di liéu

Tam e ngudi ding

Thiét Iap s6 ngay xir Iy
van ban

Chuinh ngusitinh
nhép théng tin thang
qualduyét

Tir knGa Q Hidnthi1-2trongtingsé2 W ¢ 1 » W &
Tém vigc chirc danh Ngén cdm ngué trinh nhap théng tin Méc dinh nhap théng tin trinh
o - Tén Chirc vy N . o . o £
Tam vure theo dai : Théng qua Duyét Duyétgia  Thong qua Duyét Duyét gia
VBDT VBDT han XL VBODT VBDT han XL

Timweba v fm Lanh dao don vi Chii tich UBND (7] 5]
kiém van ban Lanh dao don vi 2 Phé Chi Tich UBND Go
Méu béo cdo

Biéu méu

Quy trinh

Thur myc luu trir HSCV .

Hinh :Cdu hinh ngueoi trinh nhdp théng tin thong qua/ duyét

Buéc 2: An vao dé tao thong tin

o = = A= 5 Xin chéo,
&d Vén phong dién t .3 O Quin i UBND Tinh
# Trangcha 4 Quantri dirlizu > Cdu hinh ngudi trinh nhap théng tin théng qualduyat
£F Quan tr di ligu v
& Quinwinghigpwy v | Q Hiénthi1-2tongtingsé2 ¥ ¢ 1 % W o
Tém e chirc danh Ngén c4m ngwdi trinh nhap théng tin Méc dinh nhap théng tin trinh
Tam e theo ddi Lé Chc Théng qua Duyét Duyétgia  Théng qua Duyét Duyét gia L
. VBDT VBDT han XL VBDT VBDT han XL uu
Tamvire ngudi ding E
Témwie tra ciu & tim * - a
Cha tich UBND a
Méu bao cio Lanh dao don vi <Chi o
o tich UBND> Phé Chi Tich UBND [#]8]
Biéu mau
L&nh dao don vi 2 <Pho
Quy trinh Chi Tich UBND>
Thikt o 58 naay xir b Lénh dac phéng 2 <Phé
i&t Iap s0 ngay xir Iy e F N .
vanbin phéng> Check chon dé cau hinh cho nguoi
Lénh dac phéng A A ~ . A
v Cau hinh nguvi trinh ‘ <Trubng phong> tl'l[lh nh?p ﬂloﬂg tll] ﬂ]Ong qua/
n
nhap théng tin thing | ek Dimn Tommtiee duvet
qualduyét v
Thu muc 100 G HSCV \
T e A A 3
Chon ngwéi can cau hinh

Hinh : tgzo méi thong tin cau hinh

Bwéc 3: An vao biéu tuong E a1 thong tin CAu hinh
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Buwéc 4: An vao bidu tuong Ed dé chinh sira thong tin ciu hinh

Buwéc 5: An vao biéu tuong B 44 xoa théng tin cu hinh
Chtic ning nay cho luu trit cac hd so cong viéc.

3.13. Thw muc hd so cong viée
Thuc hién cac buéce sau dé tao thw muc méi:

Buéc 1: Vao “Quan tri nghiép vu” — Chon “Thw muc HSCV”

&3 Van phong dién tir @ = A . Qusn 15 UBND Tinh ™

4 Trang cha A Quan iri dif liéu > Thw myc hru trik HSCV

& Quanuinghiépvy v | cpon o vi: UBND Tinh EGOV
Tém vure chire danh Tir khéa tim kiém Q e
Tam vurc theo déi [ Cdng viéc 8

Tam vuc nguwei ding

Tam virc tra ciru & tim
kiém vén ban

MBu béo cé N R .

e Vung hién thi thwe muc dwgce tao
Bidu m&u

Quy trinh

Thiét lap sb ngay xir Iy
vén ban

Céu hinh ngui trinh
nhap théng tin thdng
qua/duyét

b Th muc vu s Hsov

Hinh: Thu muc luu trit ho so cong viec

Buéc 2: Chon don vi nhan “Chon don vi” — Nhéin Ittt khi d6 xuét hien
hop thoai yéu cau nhap tén thu muc — Thyc hién “Luwu” khi nhap xong tén thu muc
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= - SR 0 20 g5 Xin chéo,
& Van phang dién tir @ = ke O Quén tsi UBND Tinh
4 Trang chd A Quan tri dir lisu > Thw muc leu trir HSCV
Q: Quan tri diF liéu 4

& Quéntringhiépvy v

Tém vire chive danh
Tém virc theo dbi

Tam vyc nguéi ding

Tém vire tra ciru & tim

R, =+ Tao thu muc
kiem vén ban

Méu béo cdo R
Tén thw muc (7): ‘

Biéu méu

Quy trinh % Hiy bo

Thiét lap s6 ngay xir Iy
vén ban

Céu hinh ngui trinh
nhap théng tin théng
quarduyét

b Th muc o i HSCV 4

Hinh: Tao thur muc HSVC moi

Buéc 3: Chon — Chon tai khoan can cip quyén

&2 Vain phong dién te @ - h O Qutn 3 UBND Tinh

4 Trang cha A Quantri dit ligu > Thu muc leu trik HSCV

£ Quantri dir ligu Al € Quay lai

& Quinuinghigpvy v § e a0 B6 chon tat ca | Thu muc
Tém vire chirc danh Tir khda Q Tir khoa Q
Tém virc theo dbi v UBND Tinh EGOV = [Z) Cdng viéc

. ~ B@ Lanh dao donvi
Tam vire ngudi din,
veng d & Chd tich UBND (L&nh dao don vi)

Té"rn vure tra ciru & tim & Phé Chii Tich UBND (L&nh dao don vi 2)
Kiem van ban & Van the (Van the UBND tinh)
M&u béo céo & Van thu (Van thu UBND tinh 2)
Bidu miu ~ g§ Phong Tdng hop
& Chuyén vién 2 (Chuyén vién 2)
Quy trinh & Chuyén vién phong (Chuyén vin)
Thiét Iap sb ngay xir Iy & Pho phang (Lanh dae phang 2)
vanban & Quan tri (Quan ti UBND Tinh)
Céu hinh ngui trinh & Trwdng phong (Lanh dao phong)
nhap théng tin thdng & Van Thur (van thy 02)
aualduyst & Van Thu (van thu 02)
b The muc lu trr HSCV‘ = & Vn thu (Van thu phong)
& Van thu phong (Van the phang) -

Hinh: Cdp quyén cho thur muc vira tao méi
Thuc hién xem chi tiét thw muc da tao:
Chon thu muc da tao —» Chon m dé xem quyén cua thu muc da tao

Trong chirc nang “Xem quyén” con c6 mot s6 chirc nang khac nhur:
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Chu tich UBND

Phd Chi Tich UBND
Trudng phang

Pho phang

Chuyén vién phéng
Chuyén vién 2

Wan Thu

Lanh dao don vi
Lénh dao don vi 2
Lanh dao phéng
Lanh dao phéng 2
Chuyén vién
Chuyén vién 2

van thu 02

Tai liéu hudng dan sir dung phan mém QLVB&DPH Ngay 05/10/2019
& Tai khoan dugc cap quyén trén thu muc: Céng viéc

Chirc vu Ho tén Tai khoan

Van thu Vién thu UBND tinh vanthuubtinh@egov.inetcloud.vn

lanhdacdonvi@esgov.inetcloud.vn
lanhdaodonvi2@egov.inetcloud.vn
lanhdaophong@egov.inetcloud.vn
lanhdaophong2 @egov.inetcloud.vn
chuyenvien@egov.inetcloud.vn
chuyenvien2@egov.inetcloud.vn

vanthu02@egov.inetcloud.vn

+ Bong y cap quyén [EER:LEE

Thuc hién sira thw muc da tao:

Hinh: Xem cap quyén cua hé so dd tao

. B
Ngoai ra con c6 mot so chuc nang cho thu muc da tao: - s

Chon thu muc d3 tao = Nhan — Thay ddi tén thu muc khi hop thoai sta

xuét hién —» Nhan “Luwu” dé thuc hién stra thu muc

& Stra thu muc

Tén thw muc (*): | Cdng viéd

El Lvu

x Hiy bo

3.14. Quy trinh

Hinh: Sura thur muc dwoc tao

Thuwc hién tao méi quy trinh:
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Vao “Quan tri nghiép vu” — Chon “Quy trinh” — Nh4n — Chon loai
don vi va thuc hién nhu hinh sau:

- . . m - 20 20 5 Xin chao,
L4 Van phong dién tir @ =k O Quan irl UBND Tinh
# Trang chd A Quan tri dif lidu Quy trinh
& Quinuidries v
& Quinuinghizpvy v (opon gom vi: | | UBND Tinh EGOV -\ Loai: Tatca v
Tam vurc chire danh Tir khoa Q Hiénthi1-4trongtingsé4 W < | 1 [> W &
Té theo dai
amre fheo ot #  Ténquy trinh Loai Loai vén ban Trang thai

Tam vure ngudi dang

| Vanbandén ¥

Tém vire tra ciru & tim

kiém van ban 1

Quy trinh xi Iy van ban dén Van ban dén
Mau bdo cao 2 Quy trinh phét hanh vin ban di Van ban di
Biu mau 3 Quy trinh xi¥ I van ban ngi bd Van ban ngi by

Quy trinh
4 Quy trinh xir I cng viéc Gérgviee

Thiét lap s6 ngay xir Iy

van ban

Céu hinh ngusi tinh Nhip tén quy trinh va loai viin bén cén tao

nhap théng tin théng V4 i v
quaduyE Nhan dé lwvu méi quy
Thu muc lwu trir HSCV trinh vira ti_lO

Hinh: Tao mai quy trinh
Ngoai ra con c6 mot s6 chirc nang “Stra” va “Xo6a”

Thuc hién xem quy trinh da tao:

Chon quy trinh da tao

= o o > 0 20 5 Xin chao,
4 van phong dién tcr @ = h O Quén tri UBND Tinh *
# Trang chd A Quan i di¥ liéu > Quy frinh
& Quan b dir ligu v
& Quanuinghiép vy  |onon gon vi: | uBND Tinh EGOV + | Loai: Tétca v
Tém vurc chirc danh Tir khéa Q Hiénthi1-4trongténgséd W ¢ 1 | > W &
Té theo doi
A e gel #  Ténquy trinh Loai Loai vén ban Trang thai
Tam virc ngudi din A B
veng J 1 Quy tinh x3r § vén ban dén Van ban dén ﬂl
Tém vire tra ciru & tim
\im vin bin 2 Quy trinh phét hanh vén ban di Van ban di [#] ]
MU bdo cdo 3 Quy trinh X f van ban néi bo Van ban néi ba [#] 5]
Bidu méu 4 Quy trinhx0r j cng viéc Céng viéc B
¢ Quy trinh ‘
Thidt 1ap sb ngay xr Iy
van ban
Céu hinh nguai trinh
nhép théng tin thdng
qualduyét
Thw muc lwu trif HSCV

Hinh: Man hinh chon quy trinh
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Xem quy trinh dugc tao

J Van phong dién tir

4 Trang chd A Quantridilidu > Quy trinh

-

3% Quén tri diF ligu

& Quan tringhigpvy v

Van
Méu bdo céo huyénxily|
Biéu miu
»  Quy trinh ‘
on,

Thiét 1p s ngay xi Iy
van ban
Céu hinh nguei trinh

nhap théng tin thong
qua/duyét

Thwr muc Iwu trif HSCV

{ Lénh dao phangl]

Tam vic chire danh /{ Lanh g L i
: . R + &XEFly
Tam vire theo i ‘Tr\nh lanh dao cor quawl
Y PP —
Tam virc ngudi ding /
Tam virc tra ciru & tim ‘ f“/ |CP‘ En i I |
G ol —— L
Kiem van ban R | ) 4 & Lanh dao co quan

20 20 5 Xin chao,
@ = B . Quén i UBND Tinh ™

& Lanh dao phong

& Chuyén vién

& Van thw co quan

Hinh: Xem quy trinh theo logi van ban

4. Giap d& va hé tro k¥ thuat

Néu ban cn giup da, dich vy, hay hd tro k§ thuat, hay chi la muén biét thém
thdng tin ve san pham cua iNet Solutions, ban c6 the tim thay nhiing thong tin
bo ich tir cAc nguon sau day cua iNet Solutions:

Website: www.inetcloud.vn: trang chu gidi thi¢u san pham, cong nghé va y
tuong cua cong ty Co phan Tin hoc Giai phap Tich hop M iNet Solutions
Dién dan thao luan tai www.inetcloud.vn: noi iNet Solutions va khach hang,
cong dong, nhiing ai quan tdm cung trao doi van dé veé san pham, cong nghe,
veé cong dong Cong nghé thdng tin trong va ngoai nudc.

Néu nhitng ngudn thdng tin trén khdng 1am ban hai 1ong, hiy ding ngan ngai
Gui email dén support@inetcloud.vn dé phan hoi thong tin va nhan sy trg
giup ky thuat qua email

Goi dién thoai dén s6 (028)-3991-9150 dé ching tdi giai dap qua dién thoai.

Tai lieu nay thugc quyén sé hiru cong ty

Cé phan Tin hoc Gidi phéap Tich hop Mg iNet Solutions,

cung cap mién phi cho khach hang. Moi thong tin vui long lién hé.
Congty Cé phan Tin hec Gidi phap Tich hgp Mg iNet Solutions
115/100 Lé Van Sy, Phuwong 13, Qudn Phi Nhugn, Thanh Phé Hé Chi Minh
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Dién thoai: (028)39919150
Hotline: (028)73000126
Email: support@inetcloud.vn
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