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Tai liéu huéng dan str dung vin phong dién tir

I. Giéi thi¢u
1. Giéi thiéu tong quan

Trong hé thong, chuyén vién s€ thuc hién cac chirc nang xtr ly chuyén moén trude

khi gui va sau khi nhén nhiém vu dugc giao tir 1anh dao cap trén.

Tao van
ban dw
thao

Tao van ban
chi dao diéu
hanh

Tao hd so Tao phiéu
cong viéc trinh

Xee ly van
ban

Theo doi

2. Muc dich

- Giam luu tri gidy to van ban

- Theo di, tim kiém, trinh ty, xt Iy vin ban, cong viéc d& dang
- Theo doi danh gia cong viéc

- Cap nhat thong tin kip thoi chinh xac.

I1. Ping nhap vao hé thong

1. Pang nhap

Nguoi dung mudn st dung hé thong iDesk, bét budc phai ding nhap voi tai khoan
cua minh.

Cac budc dang nhdp:

- Buge 1:Ngudi dung mé trinh duyét web va gd duong dan https://vpdt.gialai.gov.vn

> sau d6 nhan Enter.

- Bwdc 2: Nhap tai khoan va mat khau ding nhap nhu hinh sau:
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Dich vu xac thwc nguwéi dung

Vui Iéng nhap tai khodn va mat khau dé st dung hé théng

Tai khoan @gialai.gov.vn
Mat khau
Ghi nha toi Quén mat khau ?

&, Dang nhap

Hinh: Man hinh dang nhép

- Budc 3: Sau khi nhap thong tin ddy du, bdm vao "Ping nhap” dé vao hé thong
iDesk.

2. Ping xuit

Nhép chudt vao biéu twong hinh tam gidc nguoc mau trang ké bén goc phai cta tén

tai khoan dang dugc ding nhap. Sau d6 nhip chudt vao chiic nang “Ping xudrt’
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& Thong tin ca nhan

Bl Vietnamese

&f Tién ich

£ Vai tro

© Huong dan sir dung

@ Thong tin hé théng

‘ (% Dang xuéat \

Hinh: Man hinh déing xudt

3. Poi mat khau
- Bwdc 1: Nhap chudt vao biéu twong hinh tam gidc mau tring ké bén goc phai cua
tén tai khoan dang duoc dang nhap. Sau d6 nhap chudt vao chirc nang “Théng tin

ca nhan”
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-3 Thoéng tin ca nhan

E3d Vietnamese
£ Tién ich
£ Vaitro

- Bwge 2: Thuc hién viéc thay d6i mat khau theo trinh tu nhu sau:

& Thdng tin ca nhan

# V& trang cha

€ Théng tin ca nhan ‘|

(& cChir ky s6 BCY

© Hudéng dan sir dung

© Thong tin hé thing

(% Dang xuat

(1)

[ Ky sé cong déng

Ma khda (rng dung

& Thay déi mat khau

2)

Hinh: Man hinh thay d6i mdt khau

Nhap lai “mdt khdu cii”

Nhép “mdt khiau méi”

Nhap lai xac nhan “mdt khau méi”

Chon “Péi mdt khau” dé hoan thanh
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=
Thay dbi mat khau

Vui ldng nhap mat khau cii va méat khdu méi dé thay dbi.

Mat khau cii (*)

Mat khau méi (*)

Xac nhan mat khau ()

Hinh: Man hinh thay d6i mdt khau

II. Chirc nang
1. Trang chu

Khi ngudi ding dang nhap thanh céng xuat hién giao dién trang chi

LA Van phéng dién tir

#& Trang chi
© venvingén @~ m Tudn  UBND Xa Van Canh -Tinh Gia Lai v nan +Van ban dy thao
@ Vanband 0- Lich thir ba ngay 08/07/2025
== Hb so cang visc v THU' BA - 08/07/2025
B Congviec - 07:30 nh Céng Vinh lam viéc véi Trung tam phuc vy hanh chinh cong
Theo doi v 5 3 A + - 4 &
@ 08:00 CT UBND xa du hop nghe huéng dan, giai dap nhimg ndi dung kho khan, vudng méc, kien nghj, d& xudt cua cac dia
hwong lign en s4 18 chirc b may, x&y dung mé hinh 1 quyén dja phuong 02 cd
Q TacruAOmKkidm v phuong lién quan dén sap xép 16 chirc b may, xay dung mé hinh chinh quyén dia phuong 02 cap
Banhanh [Dang dién ra]
Il 0 clo & tidng s 14:00 PCT UBND xa Huynh Céng Vinh dyr Hoi nghi So k&t cdng tac Y 1& 06 théng dau nam 2025, phuang hudng, nhiém vy 06
o L1héng cudi nam 2025 clia Trung 18m Y18 Van Cant v
= Cong viec (3)
(1) I GIAY MO v& vige hudng din, gidi dap nhimg néi dung khé khan, ac, kisn nghi, & xuat ctia cac dia phuong lign quan dén sép)
xEp 16 chirc b may, xdy dyng mé hinh chinh quyén dia phuong 02 c3p Gialal

Hinh: Man hinh trang chu

Trang chu duogc thiét ké thanh 4 khu vuc chinh:
- Cay chirc ning chinh (1): khong c6 thay d6i so v6i phién ban trude.
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- Lich lam viéc (2): dugc thiét ké rong hon cho ngudi ding ¢ thé dé
dang theo doi va doc cac thong tin.

- Cong viéc (3): Cho phép hién thi cac cong viéc lién quan dén nguoi
dung, thong bao ndi dung cac cong viéc méi xudt hién.

- Xir Iy cong viée (4): Day 1a thay d6i wu viét nhat caa phién ban méi
1an nay. Cho phép nhic nhé d6i véi nguoi dung nhiing cong viée
chua va dang xtr Iy. Gitp nguoi dung tuong tac d& hon dbi voi nhitng
cong viéc nay.

- Ngoai ra Tinh ning Tim kiém (5) ciing 1a mot chirc ning kha tha vi.
Cho phép ngudi ding c6 thé tim kiém bat ki mot cong viée hay vin
ban c6 trong tai khoan ngudi dung.

Luu y: D061 vl muc (4) Xu ly cong viee. Tuy vao chirc vu cia nguoi dung
s€ hién thi cac ndi dung nhac nhé khac nhau. Sau day s¢ trinh bay chi tiét
cac tinh nang doi vaoi chie vy chuyén vién:

» Van ban di 1
» Van ban di 1
£+ Dang xur ly
» Van ban di 1
» WVan ban ndi bd 2
» Wan ban dw thdo 12
» Phi€u trinh 1
» HO sor cong viéc 2
» VAN ban dén 1

Hinh: Cac cong viéc nhdc nho danh cho Chuyén vién

Nhac nhé chuyén vién cac van ban can xur ly:
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- Vin ban di tré han xt Iy can xtr 1y gap.
- Van ban d1 chua doc.
- Van ban dang xtr Iy bao gom: Nhac nhé cong viéc can xtr ly, Van ban du
thdo, HO so cong viéc, Van ban dén,...

Click chon dé din dén céc viin ban can xir ly.

2. Van ban den

2.1. Xir ly chinh

Muc nay chtra nhiing van ban ma chuyén vién nhan dugc voi trach nhiém la xu ly

chinh. Khi ¢6 van ban chuyén dén thi dudi géc trai man hinh may tinh cua ban s€ c6

thong bao cho ban biét.

L Van phong dién tie Qe K x Chuytn vien 017
# Trang chd Tétca@ Trdhan@
© vanbindén @ VR O Ty Wy e ©0éxust [l B3 € > =
> Xir Iy chinh [sY 4-, W 4 Toknéatimkém O | Y7 [4212017/ND-CP - 13/04/2017] Vé sira dbi, bd sung mot sb didu Nghi dinh s6 59/2015/ND-CP
. ngay 18 thang 6 nam 2015 ctia Chinh phu vé quan ly dw an diu tw xdy dung
Phéi hy Iy (2]
| hop xir ly
L] = » Truémg phong (Trdin Thi Yén Nhi) va 1 ngui khéc (3 thang tnséc)
Yéu ciu theo dai (2] = L] Flle dinh ke
= % ie dinl em
T N E Em T 42.signed.pdf —
in ban can x i
’3"3WW§Em nhant 2" w & Taive Can tai file v& méy thi click vao ddy
Vén bén 68 biét Chinh phd, g 8 ¥
uy UL b YA ] e 0 Thang tin van bin
Q Vanbandi o v thué aét, thué mt nudc trong Khu kinh t,
= Khu c8ng nghé cao Cép CQBH: Co quan BH: Chinh phti
£ Cong viéc 0 Trach nhigm: X Iy chinh
® Teodi . B 8~ 422017NDCP 7o £ Thong tin xir ly
Chinh phd Q¥ 5 2 .
) o Lanh Dao (Lanh Dao); Trudng phong (Tran Thi Yén Nhi); Trudng phong (Trudng Phong); Trudng
Q Tractu&timkiém v [13/0412017] V& sira 68, bb sung mdt sb DBl B [ ong (Tang Thi Thiy Duyén); Chuyén Vién (Chuyén Vidn); Chuyén vién (Chuyén vién 01)
aiu Nghj gjnh s8 59/2015/ND-CP ngay 18
|shl Béocéo & théngké v thang 6 nam 2015 cla Chinh pha v& quén ty
dy én dBu tw xdy dyng
0 Tréch nhigm: X Iy chinh
sbaén:3
Han xir ly: 21/04/2017 23:59

Hinh: Man hinh tong qudat xit Iy van ban
2.1.1. Thao tac xir Iy khi nhan viin ban dén
Cac buéc thyc hién:
Buwge 1: Tir man hinh Trang chu & Chon muc “Vin ban dén”-> tiép theo chon
“Xir ly chinh” mot giao dién xtr Iy van ban hi¢n ra cho phép ban lam vi¢c véi van

ban vira chon
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Budc 2: Nhap chudt vao van ban can xu Iy = s€ hién ra mot vung dit liéu méi voi

ndi dung van ban, cic tai liéu kém theo (néu cd) va cac y kién xtr 1y lién quan. Tai

day s€ co cac chuc nang cho ban xtr Iy nhu sau:

[ # Trangchd
© Vinban dén

»  Xi ly chinh
Phéi hop xir ly

Yéu chu theo dbi

Van ban 68 biét
Q Vanbandi
& Congviéc

@& Theo dbi

(<]

Vén ban cin xem lai

Q Traciu&timkiém v

|shl Béocdo&théngké

Chuyén xir Iy

Dé biét

Hoan thanh

Tao van ban du thao
Tao ho so cong viée
Tré lai, thu hoi
Xem thong tin xur 1y

Xem theo doi v.v...

Tétca@ Tréhan@)
0

M Pangxirly 4
& [ =N ]
(2} [ ] ]

= -

(N ] "=

-

o pms o | ==
i T B S . ]
o ]

0 "
v - L &

Lightshot Screenshot

v Q Y7 [42/2017/ND-CP - 13/04/2017] Vésirad

V | ]
S
| B | om - n

u ||
EET E Y BN B .
| =m | o=
HEEnE = s

m

(= ] [

o u .
I-l aE

D e e =

€ » X

ngay 18 thang 6 ndm 2015 caa Chinh ph
» Trudng phong (Trén Thi Yén Nhi) va 1 ngudi khac
?

'.'_ 42 signed.pdf
& Taivé

© Théng tin van ban
Cép CQBH:

£ Théng tin xir ly

Lanh Dao (Lanh Bao); Trudn)
phong (Tang Thj Thiy Duyény

© Dé biét
« Hoan thanh

[ Tao dy thdo phan phdi van ban
[ Tao phiéu trinh

& Tao hd so cdng viéc

W Gan vao hd so cdng viéc

@ Gan vao cdng viéc

@#1Saoy

N Tra lai

O Thu hdi

 Déanh déu la chua doc

© Tai phiéu d& xuét

© Xem thong tin xi ly
© Xem lich sir soan thdo

<k Xem theo doi

dinh sé 59/2015/ND-CP
¢ deng

h phi

hong (Trudng Phong); Trudng
h vién (Chuyén vién 01)

Hinh: Man hinh chvrc nang xuv ly van ban

2.1.2. Chuyén xir Iy viin ban

Cac budc thuc hién:

Budére 1: Tir man hinh xem chi tiét vin ban > Bim vao biéu tuong nit eSi BT

HDSD.VPDTO06
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Budc 2: Chon té€n can bd can chuyén van ban. Mgt ctra s6 nho hién ra cung voi danh
sach nhitng nguodi thudc doi tuong ban vira chon (xem Hinh: Man hinh chuyén xu
1y van ban)

Buwéc 3: BAm nat “Pong ¥~ dé hoan thanh budc chuyén xt Iy van ban. Khi d6 van

799

ban s¢ dugc chuyén vao muc “Pa xir 1y”.

#A Trangchd Tatca@ Tréhan@)
© Vanbindén @~ S
Xir I Trich yéu: Quy djnh vb thu tién sir dyng dét, thu tidn thud gat, thué mat nude trong Khu kinh 18, Khu cang
ir by chinh 5 P . P C
Bangxirly % im k v Q nghé cao
Phbi hop xir ty " v
0 o - m . © Théng tin xde 1y Chon ngutli XU ly vén ban
Yeuchutheodsi (@ m
— = e Kir Iy chinh: . " -
Wén béin cin xem lai < |"c"‘?“ ngul, phéng ban xi¥ Iy chinh 4 A 3 .
B P 35/2017/ND-CP W01 Py Chon ngudi phdi hdp U ly van ban
Vian ban aé bide Chinh phi % | Pnéinop xirly: - — |/
Quy inh v thu i ot dyng e i by |+ Cheon ngwérl, phéng ban phdi hop xir ly
@ Vanbandi 0 thu aht, thuié mit nude trong Kha kinh té,
Khi cbing nght cao Thém ngudri theo dbi | Thém théng tin chi deo
ES Cong vite 0O- Tréich nhigm: Xi¥ Iy chinh o
Han xir ly : 03/08/2017 B Theigian: 0]
@ Theo doi v o L u
= = B6 khin : Binh thurérng T
Q Teciubtimikdém v B NG dung :
EEE I IS NN
[l Béocdo & théng ke~ e — ’
o ! L Chon tiép tuc X Iy (néu co)

= /
[ ] HEEE v Tiép tyc X Iy
| ]

Girl tin nhé&n sms dén ngudi nhin

Lightshot Screenshot | .
| ] Giri nhéc nhé dén ngudi nhan

n - | ] | * -
Hinh: Man hinh chuyén xit Iy véin ban

2.1.3. D¢ biét
Chtrc ning cho phép chuyén ho so sang trang thai “Dé biét”.

Cac buoc thuc hién:

Bwéc 1: Tir Man hinh xir 1y vin ban bdm vao biéu twong =-

Bude 2: Chon “Pé biét” trén thanh tac vu chuong trinh s€ hién thi hop thoai xéc

nhan xuat hién:
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Pé biét

Ghi chu:

Nhéap ndi dung x(r Iy hodc Ii do dé biét (néu co).

- VE Al % Bo qua

Hinh: Man hinh xi 1y dé biét
Buée 3: Bam nut “Pong y” thi vin ban s& duoc chuyén vao muc “Vin ban dé
biét”.
2.1.4. Hoan thanh

Chtic nang nay cho phép chuyén trang thai van ban sang trang théi 1a “Hoan thanh .

Cac bwoc thuce hién:

Bugc 1: Tir Man hinh xt Iy vdn ban bam vao bicu tuong =~

HDSD.VPDTO06 Ban quyén thudc Cong ty iNet Solutions Trang 15/61
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Buéc 2: Chon “Hoan thanh” trén thanh tic vu chwong trinh s& hién thi hop thoai

xac nhan xuat hién:

Hoan thanh

N&i dung két qua céng viéc:

Nhap néi dung hoan thanh(néu co).

Phan héi cho ngudi giri

v béngy BRT:LLTC

Hinh: Man hinh xu [y hoan thanh
Buéc 3: Bam nat “Pdng y” thi vin ban s& duoc chuyén vao muc “Pa xir 1y”.

* Pé tim xem lai nhitng vin bin da Chuyén xir Iy / Hoan thanh thi tim nhw thé
nao?
Nhiitng van ban dd Chuyén xir ly / Hoan thanh can tim xem lai cic vin ban dé thuc

hién cac budc nhu hinh sau:

@ Trang chi Tatca@  Tré han [2)

© vinbinaén v

X( ly chinh 04 v Dang xt ly r khéa tim ki€ém v Q
" . ‘ VB tra lai t
Phoi hop x ly & VB thu héi 23/05/2017 Yy
e
Yeucdutheodsi @) DYB 3?? e
a xu ly )

Van ban can xem lai Da chuyén o %
D3 hoan thanh 19/04/2017
Van ban dé biét s6 20/2017/ND-CP ciia Q

Chinh phu : Quy dinh vé& quan Iy thué déi véi doanh

o . . .o £

Hinh: Tim kiém lai cac van ban da xuw ly
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iDesk 6.0 Phién ban 6.0
Ngay 07/07/2025

Tai liéu huéng dan str dung vin phong dién tir

2.1.5. Xem thong tin xir ly
Trong qua trinh xtr 1y ban can xem lai tit ca cac thong tin xir 1y vin ban nay thi ban

thuc hién theo cac budc sau:

Trang chil Thed Chura Goc ) Trd han @ - i 2
b s e - 8 Click vao dé hién thi thém chirc ning
0 wasman - B T R ]~ S
et Q4 oy ¢ ket 0 ¥ o oamE S § .
Bni hom xir by 3] T = » Vi B phéing TC-HE (Vi Tha) (1 thisng )
i chu theo doi e H BN N © Thang tin viin bin [ Fider ] Indi thing tin vie b |
@ o Il BN =
Viin bén ciin xem sl
Clp CQBH: Co quan BH:
= f— o q n oo B
Viin b bidt
e m m o  Théng tin xir Iy
Vian bdn a v
e © B om " LTI Gam dde (Giam Béc)
= Cingvike 0- Il e
]
@ Theo oo . u m m

|l B&ocsoBming ks v m

Q Tackud timkdm

Hinh: Man hinh xem thong tin xu Iy van ban

Buéc 1: Tir man hinh dang xt Iy mot van ban - click vao biéu tuong 9 chon
“Xem thong tin xir Iy” - s& xuat hién mot trang man hinh xem chi tiét qua trinh
xtr Iy bao gdm: van ban du thao, hd so cong viée (Néu nguwoi nhén xik Iy ¢é thao tdc
soan VBDT trén vin ban dén nay, hoac tao 1 HSCV tir VB dén thi méi cé muc “Xem

thong tin xu ly”)

# Trang chi Tétcd@ Chwadcl) TrEhan@
© Vanban dén Q v =
b Xir Iy chinh Dangxirly $ khéa fim kider « Q1 [17/2016/ND-CP - 17/03/2016] Sira dbi, bd sung mét s6 didu cda Nghj dinh sé 112/2013/ND-CP ngay 02 théng 10 nam 2013
. quy dinh hinh thirc xi phat tryc xult, bién phép tam gil ngudi, 4p gial ngudi vi pham theo tha tyc hanh chinh va quan Iy
Phél hop xir Iy (3] 5 nguél nwée ngoal vi pham phap ludt Vigt Nam trong thél glan lam thu tyc tryc xuét.
i E B ]
tucditeodt @ BN NN N S E . T
Van bdn chn xem lal @) CHE N S N oy
Viin bdn 6 bidt HEEmE moasE m Noby viia bin S6/ky higu Trich ybu
0 wia o - . 07/0472016 Thue hign sira 8 b8 sung dua véo Ngh| dinh sb 1127201 ¥ND-CP ngdy 02 thang 10 nm 2013
= cmE -
B oo Q- N E
Ngay tgo Ngudi tgo Trich ybu
@ Theoddl v B
1800572016 Chuyén vién | yon vid Ludt v mau va té bao gbe

NN =N D .
Q Tacoustmkém ~ ¥

[l Baocao&théngké v

o

B E .

-
= u

@ * 1722016M0-CP 2015 €1
Chinh phis Q
[23/0372016] Sira abi, bd sung mdt s dibu cla Nghi dinh sd
112/2013/ND-CP ngity 02 thiing 10 ném 2013 quy &inh hinh
thire xir phat truc xudt, bién phap tam gKY ngur, ép gidd
ngudt vi pham theo thd tuc hanh chinh va qudn 1y nguol
nude ngodi vi pham phép kit Vigt Nam trong i gian lém
thi tuc true xubt.

Lightshot Screensho Trasch nhim: Xir Iy chinh

56.66n: 1

" S0

Hinh: Man hinh xem thong tin xu Iy van ban
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iDesk 6.0 Phién ban 6.0
Ngay 07/07/2025

Tai liéu huéng dan str dung vin phong dién tir

Buéc 2: Dé quay lai vé ban dau click chudt vao biéu tuong a

2.1.6. Thu hoi vin ban

Chtrc ning nay cho phép thu héi lai van ban da chuyén xir Iy dén cac tai khoan khac.

Cac bwoc thuwce hiéen:

Buwéc 1: Tir Man hinh xt 1y vin ban > Bim vao biéu tuong =™ = Chon “Thu

hoi”

Buwdc 2: Chon tai khoan muon thu hoi van ban.

Budc 3: BAm nat = 1 @ hoan thanh tac vu.

o [ <20e .

frich yéu: Stra dbi, bd sung mét sb didu ctia Nghi dinh s 112/2013/ND-CP ngay 02 thang 10 ndm 2013 quy dinh hinh thirc x& phat truc
xuét, bién phap tam gi® ngudi, 4p gidi ngudi vi pham theo tha tuc hanh chinh va quan Iy ngudi nwédc ngoai vi pham phép luat
Viét Nam trong thoi gian lam tha tuc tryc xuét.

Hiénthi1-1trongtbngsé1 K < 1 | > N 2

Ngw&i nhan Ghi cha Trang thai Ngay gt Han xtr ly

O Giam déc [Giam B Pang xir Iy 29/04/2016

Hinh: Man hinh thu hoi van bdn
2.1.7. Tra 1ai van ban
Chtrc nang nay cho phép tra lai van ban cho ngudi gui téi khi chua ding ndi dung

hodc sai dia chi...

Cdc buoc thuc hién:

Buére 1: Ttr Man hinh xt 1y vin ban > Bam vao biéu tuong =5 Chon “tra lai”
Budc 2: Khi chon tra lai sé xuét hién 01 hop thong bao nhap 1y do tra lai. Cubi cung
bam nut “Pong y” dé hoan thanh tra lai.
2.1.8. Sao y

Chtrc ning nay cho phép chuyén vién sao y noi dung vin ban dén (sé mat di phan

thong tin xur 1y, theo ddi trong ban gbc)
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iDesk 6.0 Phién ban

6.0

Tai lidu huéng dan st dung van phong dién tir Negay

07/07/2025

Cac buoc thuc hién:

Buwéc 1: Tir Man hinh xtr Iy van ban & Bam vao biéu tuong =™ > Chon “Sao y”

Bude 2: Khi chon sao y s€ Xuét hién 1 man hinh mdi cho ban chon van thu dé guri

di cho cac don vi. Cudi cting bam nat “Pong ¥’ dé hoan thanh sao y. Khi d6 nhimg

van ban chon sao y s€ dugc chuyén vao muc “Van ban luu”.

.0 ¥r[35/2017/ND-CP - 13/0412017] Quy dink |®©

bidt

€ » X

| tidn thué @4t, thué mét nwée trong Khu

Pangxrly 4 Tir khéa tim kiém
kinh té, Khu céng nghé cao Hoan thanh
= . L ¥ Van The (Van Thu Nhi01) (3 théng truedre)
= a a Tao dy théo phan phéi van ban
e . [ | B2 signed.pdi ao phiéu trinh
[ BN | £ Talvé ‘20 hd sor ciing vide
m = C B T A ] n
l l1 = n véio hé sor cong vide
[ e ol = © Théng tin van ban )
[ ——— W ®an vao odng vigc
. Cép CQBH: E Chinh phi
- ; s
= === = Trd lal
B P 35201 7/NB-CP 13004/2017 ¥ £ Théng tin xir Iy
Chih pid @ o Danh ddu la chua doc
Quy dinh vé th tién sir dung dét, thu idn thué déL e mi © Taiphiu dé xult LN B N W [ & ]
thué mit nucre trong Khu kinh t, Khu cong nghg | e o8 " F N T R .
cao B RS ES B O Xemthong tin xir Iy :" B =1
Tréch nhiém: X0 Iy chinh [ _ 8B ] LR = EEmE =N = 4
EEpEEmE yf ©¥emlicn b sogn théo N cEeEUN  SEN R W
n e == - e g™ E B E gt daXemtheo ddi L] . CEEN N e
o | ' ]
Nouoixrly EESEEEEEEEE E L LR " -
m - o [ ] _— -
- . = " " o PN E BN EN B BN oEm
o EEEE @ E N L — e m el B W EEEEEE N =
N EEECE - H L] L E¥em mowemsme s oS BN NN SEENT N 0N
- . o e —_ - -l N OEE CH Pt
meEs B oomeg FEE O R, L s 8 o EEEE NN
[ [ B~ & W S
\ \ N\ ~ 2
Hinh: Man hinh chon sao y van ban
M Bing§ xBoqua %
Dangxirly 2| Tir khda tim kidm v Trich yéu: Quy dinh vé thu tién sir dyng GAt, thu tién thué dAt, thué mét nuéc trang Khu kinh 1€, Khu cong nghé cao
Véin thw: van thu (Nguyén Chi Ml % [Thay a8
H E o B B m
- =
m EmEEEE Ghi chi
sl S B St |
N T BN SN G B W ]
Il o menm 5 nchs
- o .
o
K #* 35/2017/NB-CP 10042017 3%
Chinh ph Y

Quy dinh v& thu tidn sie dung aét, thu tidn thus a&t,
thué mit nurdre trong Khu kinh 18, Khu cdng nghé
cag

Trédch nhigm: Xir Iy chinh

Hinh: Man hinh chon van thu dé vao so sao y

2.1.9. Xem theo doi

Cac bwoc thuce hién:
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iDesk 6.0 Phién ban 6.0
Ngay 07/07/2025

Tai liéu huéng dan str dung vin phong dién tir

Buéc 1: Ttr Man hinh xir Iy van ban = Bam vao biéu tugng =™ = Chon “xem
theo doi”

Buéc 2: Thong tin xir Iy chon “chi tiét xir Iy hay xem dudi dang “So' dd chuyén
vin ban” va “so’ dd nhin viin ban”.

KT x

Séiky higu Ngay véin ban  Trich yéu Nguréi soan

Stra dbi, bd sung mdt sd didu cla Nghj dinh s& 112/2013/ND-CP ngay 02
thang 10 ndm 2013 quy dinh hinh thirc xi¥ phat tryc xuét, bién phap tam gilr
ngwdi, &p gidi nguwdi vi pham theo tha tyc héinh chinh va quén Iy ngudi nude
ngoai vi pham phap luat Vigt Nam trong théri gian lam thi tye truc xuét

Tir khéa tim Kider Q £ Théng tin xr ly:

¥ ™ Van the [Van The) (5
“ Ngay tao: 23/03/2016 09:38:02
Trang thai: Hoan thanh [Da xem ndi dung van ban]

O 23/03/2016 lic 11:55:44 (1 ndm tree)
v @ Giém abo [Glam Déc) {EETEIIE
Trang thai: Da tra Igi [Da xem ngi dung van ban]
w @ 25/03/2016 lic 09:38:19 (1 ndm truge) : chua X 1y

¥ M van the [Van The) (EUISTEE

" Trang thai: Hoan thanh [Da xem ndi dung van ban]

3/ND-Inet 02/04/2016 Chuyén vién 01

4 Vin Ther [Tr3n Thi Yén Nhi]
Ngay thyc hign: 22/04/2016 09:16:54
Trang thai: Ba nhdn
w © 28/03/2016 ldc 14:13:47 (1 ndm truoe)
¥ B  Giam aéc [Giam Déc) (EETTEIIE
" Trang thai: Hoan thanh [Da xem ndi dung van ban]
* @ 29/04/2016 lic 10:16:27 (1 ndm trudc)
Giam dbc [Glam Déc) { EEITETII
Trang thai: Dang xte ly [Da xem ndi dung van ban]
Trwémg phong [Trwémg Phong] (ESTTETIN

TnanH thai: Hoan thanh SNHSI hoan thanh: 01!04.‘20162 Da xemn n2| dunﬁ van ban]

Hinh: Xem theo déi dwéi dang chi tiét
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iDesk 6.0 Phién ban 6.0

Tai liéu huéng dan sir dung van phong dién tir Ngay 07/07/2025

K X

%
@ 17.signed.pdf
& Taivd
W Vin ban tra 1&i
Sé/iky higu Ngay vin ban  Trich yéu Nguwéi soan
Sira ddi, bd sung mot sb didu ciia Nghj dinh s6 112/2013/ND-CP ngay 02
] e e théng 10 ndm 2013 quy dinh hinh thire xi¥ phat tryc xu&t, bién phép tam il

Chuyén vién 01
nguédr, dp gidi nguetri vi pham theo tha tuc hanh chinh va quan Iy ngudi nude Kiybr

ngodi vi pham phap luat Viét Nam trong th&i gian 1am thi tue truc xuét.

D Van thir [Van Th]

—+ | VEn the [Van Thu)

s | V&n Ther [Train Thi Y&n Nhi] |> Xem thém

—-| © Giém déc [Giam Bc]

BN © Gidm a6c [Giam Bc]

| @ Trrég phong [Truremg Phong] |
| @ Chuyén vién [Chuyén vién 01]

BN © Giém a6c [Giam B6c]

@ Phé gldm ddc [Pho Giam Ddc] £-FLLT 05

Hinh: Xem theo déi dudi dang so dé chuyén van ban

L z

Hién thi thém théng tin van ban

2 Thong tin X 1Y So dé nhéan vén ban ~

UBND Tinh EGOV

= =
Lénh dao domn vi Phéng Téng hop

s} [l
Vén thu Van Thu
=Van thu UBND <van thu 02>
tinh=

* Chi thich:

Bon vi |§| Phéng ban
l:‘ Da tao . Dang xir Iy

Hinh: Xem theo doi dwéi dang nhan van ban
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iDesk 6.0 Phién ban 6.0
Ngay 07/07/2025

Tai liéu huéng dan str dung vin phong dién tir

2.1.10. Mt s6 chirc ning mé rong

GBS Pé xin thém thoi gian xw Iy van ban

.

Tiéu dé: Xin gia han x( ly van ban [05/UBND - 17/06/2025] V/v gia han théi gian tham muwu phuong an sap xé

Lanh dao (*): + Chon nguwéi

Ngay gia han (*): i

Ly do (*):

Hinh:Man hinh xin gia han

Xin y kié PRI ST
.' Dé xin y kién cua lanh dao

.

Tiéu dé: Xin y kién xt¥ Iy van ban [05/UBND - 17/06/2025] Vv gia han théi gian tham muu phueng an sap xép
tru s& lam viéc

Lanh dao (*): + Chon nguwéi

Ngi dung (*): Ve

Hinh: Man hinh xin y kién

: Pé tra lai van ban
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iDesk 6.0

Phiénban 6.0

Tai liéu huéng dan str dung vin phong dién tir

Ngay

07/07/2025

Tra lai van ban

Ly do:

Hinh: Man hinh tra lai van ban

S D6 thu héi vén ban trong trieong hop giri sai hodc thiéu sét

e .
Trich yeu: Exmsarde e s .
T k Q Hiénthif-6trongtongséé K < | 1 | > W &
Ngw&i nhan Ghi chu Trang thai Ngay guri Han xcr Iy
Pha Bi thur Pang ty, Cha tich Pang xit Iy 11107/2025
UBND phuong [Nguyen Th
3ich Hoal
Chuyén vién [pham Hoang Dang xt ly 11/07/2025
am]
Chuyén vién [HO 51 Tien] Pang xi ly 11/07/2025
Phé Chanh VYan phong HEND Pang xi Iy 11/07/2025
va UBND [D4 Thanh Binh]
Phé Chd tich UBND (kiém Pang xi 1y 11/07/2025
Giam déc Trung tam Phuc vu
héanh chinh céng) [Ta Thi
Quynh Nga]
Phang Van hoa - X& hdi - Pang xi Iy 11/07/2025
Phwrdrng Quy Nhon Nam - Tinh
Gia Lai [Van thu VHXH -Van
Thie VF
) \ ) Ae v 5
Hinh: Man hinh thu hoi van ban
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iDesk 6.0 Phién ban 6.0

Tai liéu huéng dan sir dung van phong dién tir Ngay 07/07/2025

W Gan vao hd so cong viéc 2 e 1.« 42 . A
YRR - 56 ocin viin bin vio hd so cong vide

%
Paduyét ~| | T khoa tim kiem Q Hiénthi1-14trongténgsé14 W < | 1 |>» W =
Tiéu dé Ngay bat dau Ngay két thic  Trang thai Tién do

=1 18/06/2025 Mdi tao
18/06/2025 18/06/2025 Hay hé so
- m !l 01/01/2025 29/05/2025 Mei tao
- . 01/01/2023 01/10/2023 Huy hé sor
o m 26/05/2025 NGp Iy
e § 23/05/2025 Nop luru
Tap van ban vé cong tac hanh chinh 22/05/2025 Nop luu
- 5 01/01/2020 31122020 NGp Iy
"o R 22/04/2025 Nop leu
AR [, 28/03/2025 Méi tao
B - 11/03/2025 Mei tao
[ B ] . 11/03/2025 Mdi tao
I "L "M 11/03/2025 Mai tao
m SN S 10/03/2025 Mdi tao

Hinh: Man hinh gan van ban vao hé so cong viéc

2.2. Phéi hop xir Iy

Nhiing vin ban ma chuyén vién nhan dugc véi trach nhiém 1a phéi hop xir 1y.

HDSD.VPDT06 Ban quyén thudc Cong ty iNet Solutions Trang 24/61



iDesk 6.0 Phién ban 6.0
Ngay 07/07/2025

Tai liéu huéng dan str dung vin phong dién tir

© vanbindin @~ - 2[40/2016/QD-TTg - 30/09/2016] V& vige mé rong Khu kinh té civa khdu Lao Cal, tinh Lao Cai

Dang xirly  § | Tir khoa tim kié
5 ¥ Viin ther phng TC-HC (Van Thy) (10 théng tnréc)
1y ol 2] 1 8 r* 4072016/00-TTg 06/201¢
- XY
TR sl V& vigc mé rong Khu kinh t cira khéuLao Cal, O cv 75, il
S e L8 vd
Yéu chu theo 451 0 Tréch nhigm: Phéi hgp xir Iy
56 dén: 62
van ban chnxem lai E) @ 11B2016/ND-CP 2200712018 Ty ¥ ¥ kién, chi dgo
—— [07/08/2016] Nghi dinh 56 118/2016/ND-CP cila Chinh phi: %y
Sira 0, b8 sung mdt s8 didu cia Nghi dinh s 56/2008/NB-CP @ Trwomg phéng [Trudmg Phéng] © 26/12/2016 14:27:08
@ vanbinai @ v gy 28 thang 4 ndm 2008 ca Chinh phi Guy djnh v& 1§ chixc, < » 9 Guidexuat
hoat ddng cia ngan hang mo va Trung tAm didu phdi qudc gia
- wh ghéip bd phiin cor thé ngudr
= consvee ¥ ‘ Lk g e
o Teach nhigm: Phéi hap xis I © Théng tin van ban Hidn thi tin véin bin
56.dén; 54
@ Theo ddi L4 CAp CQBH: Co quan BH:
B P 3472018108 TTg SOB016 OF
Q Tactu&imkiém Quy ginh thil tyc dign tir 8] vér tau thuydn véio, rir cng bin, % £ Théng tin xir ly
«cang thily ndl dia, cdng ddu kni ngoal khat thing qua Co chid
Ll Béocso&théngke mdt cira qubc gia van thir (Van Thu Phéng); Chuy#n vién (NguySn 5§ Long); Quan Tri (Quan Tri); Tnréng phéng (Trudmg Phang); Chuyén vién (Nguy&n Thi
Tréch nhigm: Pnéi nop X Iy UETESN  Trang); Chuyén vién (Trrong Ngoc Tan); Vén thu phéng TC-HG (Vén Thu); Chuyén vién TH-HC (Triin Thi Yén Nhi); Trsémg phong (Tang
<] Thi Thiy Duyén); Phé gidm déc (Nguyn Thi Trang), Gidm dbc (Giam DAC), o s i 5

Hinh: Man hinh nhdn véin ban véi trach nhiém phéi hop xir Iy
Tai déy ciing sé& c6 cac chirc nang cho ban xir 1y giéng nhu phan Xir 1y chinh (muc
2.1 Xt ly chinh).

2.3. Yéu cau theo doi

Nhiing van ban ma chuyén vién nhan dugc voi trach nhiém la theo doi.

# Tangcha  Chuyén xirlj | & Teo dy thio (B R3 € + X
© vinbindén (D~ Bangxrij 4| Tir khba fim Kiém «Q Yr[599/STTTT-CNTT - 13/08/2016] V/v théng bao tip huén sir dyng phin mém Quan Iy van ban va Didu hanh tai 05 don vj
UBND huyén
i ol SO ¥09E016 2|y yan thy phong TGHC (Van Th (2 théng tnrec)
T S8 Thdng tin va Truybn théng
Phil hop s I e
an sir éin mém Qudn
[18/08/2017] Wiv thing bao tap huan sir dyng phan mi in Iy ﬂThéng Ain viin Béin H‘nwm tin vén ban
o diebos CRITETD
b :
Ny s il o 5:2:“:? ol Cép CQBH: UBND tinh Dék Lak Co quan BH: 5S¢ Thong tin v& Truyén théng
5 @ 02018IND-CP 2018 ff © Thang tin xir Iy

Wan bén dé bidt
[07/08/2016] Nghi dinh 58 98/2016/ND-CP cla Chinh phi : Slra %

@ vanbina e - ati, b sung mot sd dibu cla Nghi dinh s 10/2015/ND-CP
ngay 28 thang 01 ném 2015 cia Chinh phid quy dinh vé sinh
= Congvise 0- ‘can biing kj thujt thy tinh rong &ng nghiém va diby kidn mang
thai h vl myc dich nhan dao

"I Giam abc (Giam Bc); Chuyn vién (Chuyén vin 01)

Noguwir theo dai | Giam dbe (Giam Dée)

@ Theodsi Tréch nhigm: Theo dal

56én 680
Q Tachustimiiém B P 25/2016/08-TTg 200672010 ¥
86 Lao déng - Thuong binh vé Xa hdi
il Béocho & théngkd v V& vigc ban hanh Quy ché quan I host d0ng olie Céng qubc th
Cam Renh - B Quéc phng
o ‘Tréch nhigm: Theo dol

Hinh: Man hinh nhdn van ban voi trach nhiém yéu cau theo doi
Tai déy ciing s& c6 cac chirc nang cho ban xir 1y giéng nhu phan Xir 1y chinh (muc
2.1 Xt ly chinh).
2.4. Vin ban can xem lai

+ La nhitng vin ban dén (6 muc xi 1y chinh/ phoi hop xir I/ yéu cdu theo déi) diroc

A ea . £ Nhéc nhé lai toi b - ~ « , R v
chuyén vién ty danh ddu hodc nhitng van ban chuyén cho nguoi

+|Nhac ™ [ai cho t6i vao ngéy‘ thi dén thoi

khdc xir Iy dong thoi dwoc danh ddau can xem lai
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iDesk 6.0

Phién ban

6.0

Tai liéu huéng dan str dung vin phong dién tir

Ngay

07/07/2025

gian dwoc danh dau sé cé thong bdo & man hinh trang chii dong thoi & muc “Vin

ban can xem lai” ciing sé hién thi théng bdo (théng bdo bang so).

# Trang chi
© vanbingén v Tita
Xir ly chinh 25
B
Phéi hop xir Iy (3]
s
y u
Yeuchutheodsl @ e

=u L]
Vin ban cin xem lsi ()
mmEE

Vin ban 6b biét
Q@ Vanbanai (3519
&= Cong vibe (1 19
@ Theo ddi v
Q Tactu&tmkiém

[l Bdocdo&théngké

(<]

Hinh:

7 Chuyén xir ty i _R2
7 [11 - 07/04/2016) pyuy m
po = {
2! idesk 5.1_van thu _v2.pdf
L7avb

@Y kién, chi dao

Giam dbe [Gian
”

Gidm dbc [Glar
”

© Théng tin van ban
Cép CQBH:

% Vén ban di

88/ky higu Ngdy viin bin  Trich ydu

11/04/2016 tg0 dy thio

@ Théng tin xir Iy

Ngudi theo 6l Liinh Gao CQ (Trdn Thi Yén Nhi)

Minh hga qua cac hinh nhu sau:

Co quan BH:

chura hodn thanh néu khong dugc duydt

Man hinh Van ban can xem lai

© 07/04/2016 15:39:06

© 13/05/2016 15:22:02

Ngudi soan

Bui Bic Nhan

5 Giam abc (Glam Déc), Trudng phong (Trudng Phdng); Chuyén vién (Boi Dac Nhan); Chuyén vién (Trdn Thi Yén Nhi), Chuyén vién 1 (Tan
- ﬁ’r Truong); CV (Luong Quang Tiing); Van thu (Bul Dac Nhan); Chuyén vién TH-HC (Trdn Th| Yén Nhi); van thu phong (Tran Thj Yén Nhi)

- Tir man hinh Xt 1y chinh/ Phéi hop xir 1y/ Yéu cau theo di, thuc hién theo cac
budc duge danh dau trén hinh

(1) Chon van ban can danh diu xem lai

(2) Sau d6 chon biéu tuong

3) Tiép theo chon “Nhic nhd lai t6i” > (4) chon thoi gian
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iDesk 6.0 Phién ban 6.0

\
1A . X < \ A Ngay 07/07/2025
Tai li¢u hudng dan st dung van phong dién tir
# Trang cni THeAi€)  Chusdoc® Than©
b Xirtj chinh @4 | oangry | OO . .« Tr[124/TB-Test - 09/06/2017) mm
 Hoan thanh 1
Phdi hgp xir Iy ¥ Viin hw phéng TC-HC {¥an Thie) (1 thang trutre)
o | B@ 1207 g, pann ddu i chua soc [0S0 5
W i 56 Thang t X
veuchimeodsi @) [‘szjf‘;;,; inkc o gl 15 o Ho iy Théng tin vin biin
Vanbin chnxemtsi ) "’:::""‘5"‘ MAIL ™ Hghymat i caBH: Co quan BH: S& Théng tin vA Truylin thang
Lo = Cubi udin
Van biin aé bidt =
"= e Ngay ndy lnsau | Thong tin xir 1y
@ Vinband (3515 [ i m W Knong xac dinh s (i B6c)
= ca - £ Tiy chon .
= g Vil (1 1%
@ Theo ddl
it =
Q Tecuatimkém L B
L L B L
lahl Béocdo & théng ks  ~ L1 — _ —
o e
o -
= .
- mw "
u - n L
[ L = L B B
|

Hinh: Man hinh tu danh dau nhdc nhé lai t6i

- Hodc tir man hinh Xt Iy chinh/ Phébi hop xur Iy/ Yéu cau theo ddi, thuc hién cac
budc danh dau nhac nhd nhu sau:

Budc 1: Chon van ban can danh dau xem lai.
Budre 2: Bam vao nit

Buérc 3: Chon dbi tuong can chuyén van ban.

Whéac | |ai cho t6i vao ngay

Buodc 4: Chon

Budc 5: Bam “Dong y” d€ chuyén van ban. Téi1 thoi gian ma chon nhac nhé lai thi
¢ menu “Van ban can xem lai” s€ thong bao nhac lai cho ban.

Hinh: Man hinh chuyén xi 1y ddnh ddu nhdc lai cho téi vao ngdy
+ La nhitng van ban chuyén xir Iy cho nguwoi khdc da hét han nhung nguoi dé chuwa
xu ly.
Tir man hinh Xt 1y chinh/ Phéi hop xir Iy/ Yéu cau theo di, thuc hién cac nhu
sau:

Buéc 1: Chon vin ban can chuyén xu 1y.

Buoc 2: BAm vao nit
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iDesk 6.0 Phién ban 6.0
Ngay 07/07/2025

Tai liéu huéng dan str dung vin phong dién tir

Bude 3: Chon ddi tuong can chuyén van ban.
Budre 4: Sau khi chon doi twong nhan xtr Iy van ban - chon Han xtr 1y

Buéc 5: Bim “Pong ¥’ dé chuyén vin ban.

# Trangchd THc3E@) ChwedecE) Tréhen @)

© vinbinan Q- (BETZ] =- ["“‘“I % Béqua x
+ X0 lj chinh @ Dang x| Tir kndatim kg - @ | Trich ybu: M test 2

Prbl ho xir Iy (2]

58 124TE et P © Théng tin xir Ij
v
Yu chu theo 68l (3] EE CH oW oEmE ) )
b2 ¥ ¥ chinic + Chon ngui, phong ban xir I§ chinh
vanbinchnxemisi ) Trfich nhigm: Xi I chinh
shaln: 17 o
Phéi hop xi Ij:

Vi ban ¢ bidt 4+ Chon ngui, phang ban phéi hop xir 1y

Q@ vanbina D~ Fm | a = - | .
- = Thiin ngu thea d8i | Thim théing tin chi dsa
= cu % - .
og wibe (1] e Han xir Iy [uziuwzm? ] I Thiri glan : fo)
@ Theo doi v E Iy ®  Dokhin: | « Thing 7 2017 )
Q Tachultimkém H EEENEE Ngi dung : CN T2 T3 T4 T5 76 17
om m o - 7
ldil  Bdo cdo & thing ki~ H - - =
o =
" m m = |
- Tibp tue xi 1y E s T
. w3 = Guri in nhdn sms dénnf o o L
= B W Girl nhAG nhdr S8n PG e
LS iNnéc W 1gi cho 161 véo ngay (chon ngéy...)
- = Cé thi Bgu gidy
et o = e thann aua

Hinh: Man hinh gan han xu Iy van ban
Tai1 thot gian hét han xur Iy ma ngudi dé chua xur Iy van ban thi & menu “Van ban
can xem lai” s& thong bao nhic lai cho ban biét ngudi duge giao xr 1y vin ban van
chua xur Iy ban s€ c6 01 tac vu don doc nhac nho nguoi doé thuc hién xir Iy van ban

# Trangond Téca@) Chusdec® T han@
© vinbinaln @~ BETCLLA = - n "
|-+ Viin thur Thu Bich02] |» Xem thém
¢ Xty cninh -7 (|| e | Er— = [t e Tho B}
Phéi hop xr Iy o T Tmem s Vlnmlr[VapThuM]. » Xem thém
Yaucluteodsi @) L L+ | van thur [van Thu Bich04] |» Xem thém
. W = . e
" 2 Xem tham
Vi bn chn xem o ) e —+| Van thu [Van Thu Bich05] |» Xem thém
P N N TN NN R +| V& thw [Van Thu Bich07] |» Xem thém
L | .
@ Vanbind (2529 = +| Vin thu [Van Thu Bich0B] |» Xem fhém
B @ 5112016/0D-TTg 2 £ —_— —_— i
=2 Cang vide O- [02r12/2018] Vb mit 88 60 chd thi chinh i thi 88 v Cuc By ad Vi"m'f["HﬂThuwl_ » Xem thém
Hing khdng Vidt Nam . - i ;
@ Theoddl - Traeh nsm: X 1§ ehinh + | Viln thar [Van Thu Bich06] |» Xem thdm
At M s S ~+ | VBn thy [Van Thu Bich10] |» Xem thém
Q Tecrudumkém Han i by 17032017 23:50
+ | Vi&n Thir [Van Thuj |
|ual 880 céo & thdngkd e mE N
o - EE [} E B - @ Trrérng phong [Tang Thi Thiy Duyén]
e - orllld M © Trurérng phing [Tang Thi Thiy Duyén] lerala]
N
o M. .| @ Giém g6 [Giam Dbc]
]
& ~» | Viin thur phéng [(BLi Bdc Nhin] |+ Xem théiag xir Iy nhung hét han xir 1y
—_—
m om . | n 8 © viin thir [Viin Thir Phong] E=Raslge
[ — o — P —— o Click vao dé nhac nhd xir Iy
o © am
ETEE W BN NS S “m

| == HE NN B NN
o mEE H N D .

Lightshot Screenshot e B Chuyin visn [Chuven vién 01] LT

Hinh: Man hinh dén déc xir 1y van ban
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iDesk 6.0 Phién ban

6.0

Tai lidu huéng dan st dung van phong dién tir Negay

07/07/2025

2.5. Vin ban dé biét

Nhitng van ban chuyén xur 1y dén chuyén vién dudi trach nhiém 1a “Xir Iy chinh/

Phéi hop xtr 1y/ Yéu cau theo ddi” duge chuyén vién danh dau 1a “Pé biét” s& hién

Van ban dé biét

thi hét & muc

2.6. Xin gia han

Thuc hién xin gia han theo cac budc nhu sau:

Bude 1: Vao Vin ban dén -> chon Xir ly chinh -> chon thu tuc can xin gia han -

> an vao biu tugng -> chon Xin gia han.

# Trang chi Tatca@ Chradoc €  Tépnhantrongngay £)  Trd han @)

3
0 wnsincn 1 O

%0 va huyén thoat nghéo

© 26/12/2018 17:00:10)

Hién thi thém théng tin van bin

Ngudi soan

Chuyén vidén

Bangxirlj * | Tirkhon m i w QW [45634 - 05/12/2018] Viv hoan thigny © B2 bt
giai doan 2016-2020 - guy + Hoan thanh
XiF IV gia han
'm R HE =B e aa P ey ¥ Xin gia han
Phéi hop xd i ] . i Chil fich UBND (Lanh dao don vi) (3 ngay trudc| 4
Yéu cau theo dai - = === 2 ik . [ Tao du thda phan phdi van ban
oY 05422018 Tr V¥ kien, chidge [ Ta0 phidu trinh
Wan ban can xem lai (051212018} Viv hoan thién v& danh sach cac i tioh UBND [L3nh dzo dom vil & 720 hd 5o cong vike
huyén nghéo va huyén thodt nghéo giai doan R : i X i _
Van ban dé bidt 2016-2020 - test 3 Knan Ilnmng thire hien vigc giahan v e, can vao hé so céng vise
Han xi¥ ly: 04/01/2019 L. R
3 @ Han xik Iy 04012019 W Gan vao cong viéc
Van ban di b4
0 i #sa0y
=h | ® Théng tin van ban -
= Céng viec Q- S EoE B = Trd 3l
ol o "0 « Cip CQBH: O Thu ndi
Theo ddi ~ i
® - 5 o Danh ddu i chea doc
% Van ban di
Q, Traciuvan bin HEmE mN L @ Tai phigu dé xuat
0 N . W . SOIKY higu Ngay vanban 1
[shl B30 cdo & thing ke  ~ N = @ Xem thang tin xik iy
° = El 281272018 i
H - I | . : .
- R — m om £ Thong tin xir Iy
L = L n 2 - 2 - .
aong ve bao i e noi bat BugE g0l Vot Chi tich UBND (Lanh dao don vi); Chuyén vién phéng (Chuyén vién)
S A T S Nguditheo ddi  Tnrdng phong (Lanh dao phong)

Hinh: Man hinh xin gia han

Bude 2: Nhap céac thong tin xin gia han: Chon Lanh dao, Ngay gia han, Ly do
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iDesk 6.0 Phién ban 6.0
Ngay 07/07/2025

Tai liéu huéng dan str dung vin phong dién tir

x Bé qua 2

Tiéu dé: Xin gia han xr Iy van ban [45634 - 05/12/2018] Viv hoan thién vé& danh sach cac b

Lanh dao (*): + Chon ngui

Ngay gia han (*):

Ly do (*):

Hinh: Man hinh nhdp thong tin xin gia han

Buéc 3: An ¥ Dongy dé két thuc.

3. Van ban di
3.1. Van ban du thao

3.1.1. Tao mai

Cac budc thuwe hién nhw sau:

Budce 1: Tir menu bén trai Van ban di - chon “Vian ban dy thao”.

Buéc 2: Chon biéu tugng dé tao méi 01 vin ban dy thao = Nhép

trich yéu va thong tin cho vin ban, tai tai liéu danh kém ( néu cb).

Buwéc 3: Cudi cing bAm vao biéu tuong dé Luu van ban duy théo.
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iDesk 6.0

Phiénban 6.0

Tai liéu huéng dan str dung vin phong dién tir

Ngay 07/07/2025

# Trang cnd +Tg0 dy thio
© van ban dén Q- Damgxir 41| Tir ki - @ || Trich ybu ():
O Vin bin di 3520 -
b Viin bin dif thdo. - N - Sdiky hiju:
=EE =
e by vn bdn di [ — = Thuge nhém:
Viin ban ey @ [ & ] - ] B Logi van ban :
Phidu ¥inh (1] o E Ghichi -
2= Cong vibe 0- EmE EEE
T D9 khdn:
it EEE EmEESE § EEEE N
e 0 Nguoni ky:
Q Trackusimkidm - — ooty
| & ] B Ngudisogn:
il Béocdo&thdngké ?-
L} n - ] Naud duyb:
0 HEE BN E . SR
- =3 Hinh thirc gisi:
o = .
g B L] ;
% Tal ligu dinh kdm
-
L B F B A - s W STA 14 ligu dinh jém
- N .

Vién bén hinh chinh

Binh thudng

€+ X
Ny viin ban(*): 25/07/2017 m
Co quan BH:
* | Linhwvipe: Cher
06 mjt: Binh thudng
Chire wy:
DV soan thio: Ban iénh dao
Cip CQBH:
C4 tai ligu giby

Hinh: Man hinh tao moi van ban du thao

3.1.2. Pinh kém van ban

Trong qua trinh tao van ban du thao nguoi ding can dinh kém nhiing van ban dén

hoic nhitng van ban co sin trong hé théng thi chi can click biéu tuwong

% Binh VB lién quan o X , . Lo« X A ,
! —> chon van can dinh kém = cudi cung bam “Pong y”.

# Trang chil +Teo dif thio T
© Vanpinchn Qv Begary || Tir kha tm kiém vQll [Thea 3| Tirwsa
k
© Vinbindl (3519 T —
Kidm tra chire nding teo du thio Ti
b Vén bdn dy thdo be gid
L " 4
Xir 1 van bia gl R ] ¢ phong ban gt
Van bidn loy [25] L} s "
[ ] ]
Phidu trinh
o N [
= Congvide ~ O | Trung thm bé oy
i o khdch hang
Thea dai B [ |
1 v J—
® H B B iGNNGS -

Q, Trachu&timubm O
]
ldfl Béo co & mhng ke~ R ‘m =
= oe e ]
(<] O S S SN
=N .
o E
N T .

Lightshot Screenshol

S8/ky higu

01/BB-pbdv1

Bam d€ chon vin ban

?m«m CHINH | 03/CV-SYT
PHONG HANH CHINH | 01/3D-SYT

O1/CV-TTHTKH

Ngay vin
bin

2000712017
1000772017
0440712017

070712017

%
Hilnthj1-2Swongibngsb1de W ¢ 1 (> W &=
Trich yéu Ngdy gén  Sé abn
|
. mmEm
= =m )
LB | == ] | B
I T .. rE
[ ] [ = B . ]
| B o ER |
o =
E = H B | - E T
I -
= H - | | r
" [ 5 Em | |
| == B &

B B [}
it MR trong KTl Kinn 18, AL cong nghdtao

Hinh: Man hinh dinh kem van ban
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iDesk 6.0 Phién ban 6.0
Ngay 07/07/2025

Tai liéu huéng dan str dung vin phong dién tir

3.1.3. Xin cap so van ban
Xin cap s0 van ban la dang ky s6 van ban trudce, d€ khi van ban dugc ban hanh s¢€

duoc lay s6 da duoc xin cap so trude do.

Chon van ban du thao can xin s0 di = bam vao bi€u tugng tac vu khac chon “Xin
cap so van ban” = SO van ban xin cap sO phai dugc van thu duyét méi co hiéu luc,

man hinh xin cap s0 van ban nhu sau:

|3 Xin cép s6 van ban

Hwéng din: Chon co quan ban hanh, loai vén ban dé sinh sé ky hiéu.
Co quan BH (*):
+ Chon co quan ban hanh

Loai van ban (*): Ngay van ban (*):
/ 24/07/2017 saas

Sé dwoc sinh:

% Bo qua

Hinh: Man hinh xin cap so van ban

Chon co quan/ phong ban ban hanh vin ban—> chon loai vin ban-> sd dugc xin s&
tu dong nhay theo sb sO cua van thu. Sau khi nhap cac ndi dung xin cép s6 > chon

“Dong y” dé hoan thanh xin cap s6 van ban.

3.1.4. Chuyén viin ban du théao

Tac vu “chuyén” dung dé chuyén vin ban cho nhiing ddi twong ngang cap hoic
van ban dugc tao ra dé khao sat y kién moi nguoi hodc vin ban dé gop y. Thuc
hién nhu sau:

r* Chuyén

Budre 1: Tir man hinh tao méi van ban du thao > bam nut xuét hién

man hinh nhu sau:
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iDesk 6.0

Phién ban

6.0

Tai liéu huéng dan str dung vin phong dién tir

Ngay

07/07/2025

<o
Trich yéu:

© Thong tin x& Iy

B o + Chon nguéi, phong ban x Iy chinh

Phoi hop Xt Iy:

Han x ly : &
D6 khan : Binh thudng v

Noi dung :

I TiEp tuc xi¥ ly
GUi nhac nhé dén ngudi nhan

Co tai liéu gidy

+ Chon ngudi, phéng ban phéi hop xi ly

Thém ngudi theo doi | Thém thdng tin chi dao

Hinh: Man hinh chuyén van ban dy thdo

Buwéc 2: Chon ngudi can chuyén nhap ndi dung, y kién tom tit (néu c6) > bam nit

dé hoan thanh thao tac.

3.1.5. Trinh thong qua

Trinh thong qua La quy trinh ma ngudi soan thado van ban trinh van ban dy thao 1én
cap lanh dao (13nh dao phong hoic lanh dao vin phong) ngudi c6 tham quyén dé xin
¥ kién, xem xét va thong qua. Qua trinh nay bao gom viéc soan thao, xem xét, chinh

”

sua.

Cac budc thuc hién nhu sau:

Buéc 1: Tir man hinh tao méi van ban dy thao = bam nut “Trinh théng qua” xuat

hién man hinh nhu sau:
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iDesk 6.0 Phién ban 6.0
Ngay 07/07/2025

Tai liéu huéng dan str dung vin phong dién tir

:

Chon Ianh dao can théng qua

Trich yéu:
Trinh cho (*): + Chon ngui

Nhap thdng tin thdng qua

Ly do:

v GUri nhic nhé dén ngudi nhan

Hinh: Man hinh van ban trinh thong qua
Buéc 2: Chon ngudi can “Trinh théng qua” = nhap 1y do trinh (néu c6) roi bam
niit dé hoan thanh thao tc.

3.1.6. Trinh duyét

La budc tiép theo sau khi van ban du thao dugc théng qua va ciing 13 bude trinh cudi
cung dé cép lanh dao cao nhét (l1anh dao co quan hoac lanh dao don vi) phé duyét,
ky van ban va chuyén van thu ban hanh. Thyc hién cac budc nhu sau:

Bude 1: Ttr man hinh tao méi van ban dy thao = bam nut “Trinh duyét “ xuat hién

man hinh nhu sau:
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iDesk 6.0 Phién ban 6.0
Ngay 07/07/2025

Tai liéu huéng dan str dung vin phong dién tir

+vBéngy xBdqua s
Chon lanh dao duyét

Trich yéu:
Chon nguti theo d&i duyét van ban

Chuyén theo dai: I' J——— I /

Nhap théng tin duyét

Ly do:

v|Glri nhic nhé dén ngudi nhan

Hinh: Man hinh van ban trinh duyét
Buée 2: Chon ngudi can trinh duyét, nhap ndi dung 1y do rdi bam nut de
hoan thanh thao tac.

3.1.7. Trinh viin ban dv thao kém theo ho so cong viéc
Vao muc Van ban di -> Van ban du thao -> chon 1 van ban can trinh -> An vao

-

biéu tuong

G4 Van phong dién tie

A Trangchd Tétcd@  Tiép nhén trong ngay €

0 s O- ] Bt ] =
. % Dinh VB lién quan €« » X

IO Vanbandi 1 @*I Dangxirly v Tirkhoatiwr Q 4

; Trichyéu (*):  Vvcap V¥ Hoanthanh
+  Van ban dv théo 01 : W
| 2 TR i 13 Xin cdp b van ban

W ¢dp nhdt nhan sy

Ban hanh van ban & Xoa
[T Anamnes A . p
Xilyvanbina @ L W Van ban: Knéng
o H s E W Gan vao hd so cong vide s
o rong g
Vén bén 3 & Tao hd so cong viéc
Phigu trinh (2] % Tai liu dinh kém
[T mE w @ Xem ich sir soan thdo

Cép sb phidu trinh v = e Em B [OREREAEAGIGIETIN | 2, Xem theo ddi

= Cong viéc (1

@ Theo ddl v Lol

Q Tractu&timkiém v

Hinh: van ban dy thdao kem theo ho so cong viéc
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iDesk 6.0 Phién ban 6.0
Ngay 07/07/2025

Tai liéu huéng dan str dung vin phong dién tir

Dé kém ho so’ cong viéc vao van ban can trinh, ching ta thwe hién nhw sau:
A) Truong hop chua co van ban chwa nam trong ho so’ cong viéc

Budce 1: vao muc tac vu khac =>chon Tao ho so cong viéc => check

chon h6 so ma van ban can gan vao HO so cong viéc

iGu d&(*): Hii thao - . o -
1) nhap cac tho in can thiét dé ho
) nhap cac thong tin can thiét dé tao ho
- -
M3 hé so: SO: Canc V"iéc Tén d& muc:
. = . ) -
Loai ho sor: Hd so cdng vigc A Linkh wwc: Chaon linh virs
Nguwi 15p ho so: Chuy&n vién phang (Ghuyén vién) B khin: Binh thuréng v
Mgueéri xir 1y: Chuy&n vién phang (Ghuyén vién)
Mgay bat ddu: 03/01/2019 i3 Ngay ket thilc: s
IS N I "
ien do: Yo Ket gqua giai quyet:
Mo ta:

i= DiF liéu lién quan
W Tai iéu dinh kém

“Win ban dén

2) tai tép dinh kém néu co

54 ky higu Trich yéu

[ W frin khai dir 4n Ca Mau % E

= Két qua gidi quyét cong viée

Hinh: Man hinh tao ho so cong viéc

4 n \ /4 Luru ‘ A A A A
Buwoéc 2: An vao nut -de tao ho so cong viéc.

, < Bl © Thém van ban da co e x
Budc 3: An vao _ -> check chon védn ban can gan.
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iDesk 6.0 Phién ban 6.0

\ia . X < \ A Nga 202
Tai li¢u hudng dan st dung van phong dién tir gay 07/07/2025
:
Tatca v | Tirkhéatimkiém w Q 1-20/27 W €| 1 |> n &
Ngay van
Tac gia Sé/ky hiéu ban Trich yéu Ngay dén S dén
W 03/01/2019  Hdithdo
i Che(:]s Ch(_)l] van 03/01/2019 v nhéan sw
o A L .
w b{ln can gan vao 03/01/2019 Wy cAp nhat nhén
”~ ~ - .
ho so cong viéc S
v | o 03/01/2019 Vv trién khai dv an
Ca Mau
n " ada "™
1 k" el It B
| m m | I |
|
| | | H NN il
iE . | | H NN |7 - | o
Il E N
| | B |

Hinh: Man hinh chon van ban gan

, = Nl + Van ban de 2 X . cn mqeR . 1A ,
Budc 4: An vao deé luu ho so -> giao dién s¢€ hién thi thong bao
thanh cong nhu hinh.
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iDesk 6.0 Phién ban 6.0

Tai liu huéng din sir dung van phong dién tir Ngay 07/07/2025

[ Joun [omenuminace] sons I :
. @ Van ban dinh kém

Tiéu de("): Hoi thao Van ban dén da duoc dinh kém thanh céng

M3 hé so: Tén dé muc:

Loai hé so Hé so cong viéc v Linh vwe: Chon Iinh virc .

Ngweilap hd ... Chuyén vién phong (Chuyén vién) D6 khan: Binh thwéng v

Ngwei xer ly: Chuyé&n vién phong (Chuyén vién)

Ngay bat diu: 03/01/2019 1 Ngay két thac: =

Tién dé: 0 %  Két qua giai q...

Mé ta

Hinh: Man hinh thong bdo thanh cong
- Chia sé: Thyc hién chia sé theo dang xem va phdi hop xtr Iy d6i v6i van ban
du thao.
Buéc 5: Thyc hién Trinh theo yéu ciu ciia Vin ban (trinh duyét hodc trinh thong

qua)

& Trang cha Tatca@  Tidpnhan trong ngay
> IEEEUE R o Bl + 720 dir thio n © Trinh thong qua | > Trinh duyét | ©Tra loicho VB | % Dinh VB lién quan JERS
, €« + X
@ Vin ban di D Bangxl NPT vQ
3 S Trich yéu (') Wy trien khal dy én Ca Mau
s Vanbanduhzo @4 R -
Ban hanh van ban
Xir I w&n ban & o L u Vin ban: Khing Ia van ban chi dac
| I | it}
Van ban luu & Ditao 03m1EnE Tr
g W trién khal dur 40 G4 Mau
Phiéu trinh e ® Tai lidu dinh kém
P S TS [ & =) EEE .
Cép 56 phidu trinh - @ Tt héu dink kim
= cong viee 0- ] E BN B
]
| |
@ Theo di s
N B . S .
Q Traciu&timkiém =
| | [ | _|

[il Bdocdo&thdngke

Hinh: Man hinh chon trinh van ban

Xem hé so cong viéc kém theo khi Théng qua/ Duyét vin ban dy thao, thuce hién nhie
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iDesk 6.0

Phién ban

6.0

Tai liéu huéng dan str dung vin phong dién tir

Ngay

07/07/2025

sau.

# Trang cha
© Vanban dén
@ ~

»  Van ban du théo e{ :

Ban hanh van ban

Q@ Vvanbandi

O -
(1 %

L

X Iy van ban di
= Cong viéc
@& Theo doi
Q Tacou&timkiém v
w

lshl Béo céo & thdng ké

£ Quan tri hé théng

Talcd @

Dang xtrly v

Tiép nhan trong ngay &)

o b2 + Tao dir thao

Tur khoa timr Q_

& © Doi duyst

03012019 T

windo 1 click chon

e mmm m mm

L

LR - rEm l
| ]
HEi i BN EE

i-l mm
n = u 0 W .
HEEm HE

= - € >
Y7 Hdi thao
2
Nowen duyét Truéng phong [Lanh dao phong]
Hose Duanmnknal | ¢4¢ ho so' cong viée ma van
Hoi thao . E: i .
- ban da gan
L
© Thong tin van ban

Loai vanb... Linh vige:

D6 khén: 8inh thuong D6 mat:

Hinh: Man hinh xem hé so da trinh/ théng qua

B) Truwong hop vin ban dy thao nam trong Ho so’ cong viéc

Buwée 1: vao muc tac vu khac

chon ho so ma van ban can gan vao.

Budc 2: An ntit Pong y d€ gan vin ban vao ho so cong viéc.

& Van phong dién t

Tim kiem

Binh thudng

=>chon Gdn vao ho so cong vigc => check

@A Trang chd
© Vanbandén
@ w

» Van ban du théo M '

Ban hanh vén ban

Q@ Vanban di

X0 Iy vén ban di

Van ban Ity

Phiéu trinh (2]

Cép s6 phidu trinh .
= Céng viéc o w
@ Theo doi W

Q Traciudtimkiém

Tatca@  Tidp nhan trong ngay €

(s Il + Tao dir thao

Pangxtly v Tirkhoatinwt Q
& % Bitac 030172013 Y7
Vv cap nhat nhan s
1% = EmEE g
E B EEEE ER
AW EE [ B = ]
[ B ]
B
m [ ] | & = N
N NC EEE O BN |
¢ .
E N BN
= [ ] -— [ ]
]
]

2) in dong y dé gan

oiss

Chd » | | TUr khéa tim kiém Q Hiénthi1-3trongtongsd3d w < 1 >
H e
Tiéu dé Ngay batddu  Npay kétthac  Trang thai Tién 6o
v —— 03/01/2019 Mdi tao
¥ | 03/01/2019 Mdi tao
[ 8 ] 28/12/2018 Mdi tao

1) check chon hé so ma vin ban cén gan vao

Hinh: Man hinh chon ho so cong viéc
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iDesk 6.0 Phién ban

Ngay

6.0
07/07/2025

Tai liéu huéng dan str dung vin phong dién tir

@ Gan vao ho so
Wan ban da dwoc gan thanh cong

Giao dién sé& hién thi dong dé thong bao da thyc hién
thanh cong

Budc 3: Thuc hién Trinh thong qua/ trinh duyé€t theo quy trinh xtr 1y ctia Van ban

#& Trang cha Tatca@  Tidp nhin trong ngdy
© Vanbdndén ov + Tao du thao nmq 4 Trinh thong qua |« Trinh duyét | G Traléicho VB | % Dinh VB fién quan RS
. &% | %
€ Vanbén di (1410 DengxEl -Q
+ N Ban do e M . Trich yéu (') Wy trién khai du én C& Mau
[ = [ o
Ban hanh van ban u
Xl vainbindi @) - n = Van ban: Knéing 13 van bdn chi dao
] ]
Van ban luu &®Ditao pao201e 1
o W triéin khai dy an G4 Mau
Phidu trinh e % Tal ligu dinh kém
PR [ BN ] [ &
Cap2a plijea ¥inh = = © Tarti héu dint kém
= Cing v 0 o . R EE R
Em 5 L]
Theo dBi
- a0 dai v = v
[ ] B
Q Trachu&timkiém [ ] [ |
’ ; EEE §EOEE B
(il Baocso&théngks i

Hinh: Man hinh chon trinh van ban

3.1.8. Thu hoi du thdo viin ban da trinh

Dé thu hoi du thao vin ban da trinh chuyén vién thuc hi¢n cac budc nhu sau:

Bude 1: Vao “Van ban du thiao”

Bude 2: Chon vao vin ban d3 trinh can thu hoi

. =
r \ A _—
Budc 3: Chon vao biéu tugng
r (11 ;\ *9
Buwdc 4: Chon “Thu hoi
= N
DAy v Tirkhoatr -a .n tham muru phuong &n sap xép tru sé lam viéc
Ngéay nhén tir 01/04/2020 dén 12/07/2025 #inh dao dao tao 1]
ot VT a || @ Thong tin phé duyét
2.9 Do duyét @ Xem lich sir soan thdo Bsac CAO docx L2

&

Viv gia han thii gian tham muu phuong an sdp xép try
=i tam vige

ok Xem theo dé -

& T3 v | 3¢ Chuydn sang pat

aAOF yet % =
Vv vt s a © mong tin van ban
4@ Boi d & Loai van ban: Béo cao ©0 khan: Binh thueng

Viv trién kh; in bén hudng din thuc hién mét sdndi @ Va&n ban: thng 13 van ban chl dao Ngél‘l ngtr:

dung Chuong trinh muc tiéu quéc gia vé xdy dung
NTM va gidm nghéo bén ving

& O Doi thang qua

Vv trién khai Thong tu sira dé bd sung Béu 3 Thang R
1w 56 06/2025(TT-BCT ngay 01102/2026 ciia B trudng

B9 Cong Thuong

Hinh: Man hinh thu héi van ban da trinh
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iDesk 6.0 Phién ban 6.0
Ngay 07/07/2025

Tai liéu huéng dan str dung vin phong dién tir

Buiéc 5: Chon “Pong ¥~ dé thu hoi

Thu hdi van ban

Ban c6 chac chan thu héi van ban da trinh khéng?

v bongy BER:GLUE

3.2. Van ban luu
La bao gom nhiing van ban di dugc van thu chuyén lai cho phong/don vi soan thao
van ban, nguoi soan thao van ban dé luu va nhitng van ban dugc chuyén vién chon

sao y chuyén xudng van thu gui di cac don vi.

Ngoai chtrc nang luu trit thi nhitg van ban dugc bao luu ¢ ddy ciing co dy du cac

chure nang dé xur Iy van ban.

LS S
- Tr[11inet- 14/04/2016] o meme w
i © Théng tin vin ban
Cép CQBH Cor quan BH:
# Théng tin trao adi
@  Olim dbe [Glam Bc] © 150412016 10:34:53

&, vinbinsaoy

Q, Tra clru & tim Killm

[l Béocho & thbng ki~

Hinh: Man hinh van ban sao y
3.3. Xir ly van ban di

Cac chirc ning “Chuyén xu 1y/ Tao dy thao/ Pé biét/ Hoan thanh/ ...”

trong muc Xw ly van ban di
cua Chuyén vién thuc hién tuong ty nhu cac chuc nang ¢ muc “Xir ly chinh” cta

van ban dén.
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iDesk 6.0 Phién ban 6.0
Ngay 07/07/2025

Tai liéu huéng dan str dung vin phong dién tir

Vao van ban di = xur ly van ban di = chon van ban = man hinh s€ xuat hién

cac van ban da duoc xuat ban nhu sau:

&3 Van phéng dién tir rim kén QR Chayinvitn ™
© Vanban dén (2009 Dangxilj v | Tirkhoa tim kié vQ | ¥7 [15/2018/QD-UBND - 20/11/2018] Dw thao xay dwng khung chinh quyén dién tir

Z > Van thu (Van thy UBND tinh) (11 théng truéc)
O Vanbandi v & & 15/2018/09-UBND 20112018 ¢y

- [20/11/2018] Dy thao xay dyng khung chinh 3
Vinbandythio @) Lwé" d‘én:‘_’ RV, N9 e A B py thao khung chinh quy
& Téivé

Ban hanh vin ban Trang thai: Hodn thanh

Xir Iy van ban di 4 - . - © Thong tin van ban Hién thi thém théng tin van ban

- u =8 . |
Van ban luu (1] amm m Cip CQBH: Co quan BH: UBND Tinh EGOV
= N OEE 5 o
Phiéu trinh (2] = [ —— % Vén ban dén
PR T E 'EEE CEE - .
Ca hiéu trinh 2 g 3 3
ap s0 phiéu trini T —) S6dén  Sdlky higu Ngay van ban  Trich yéu Co quan BH
S van ban di EEETE EEEE B 59 pE e S
S/ TEET BN NN BN EEE Viv xin mi&n tién sir dung khu vire bién cho
2= Congviéc (16 1% - = = = VPCP-NN 05/12/2018 dy an Nha may dién gié khu du lich Khai Long
- Ca Mau giai doan 1
]
@ Theo doi v - =
£ Thong tin xi Iy
Q Trachu&timkiém v ] m ]
E BN B BE = | | Chuyén vién phong (Chuyén vién), Phé phong (Lanh dao phong 2)
il Bdocao&thongké v [ 8 8 [N !
Lt o r—— Trwdng phong (Lanh dao phong)
£ Quan tri hé théng p— o w ~|
[ <] 1-4/14 w < |12 > 0 2|

Hinh: Man hinh xu ly van ban di
4. Cong viéc
4.1. Nhiic nhé
Tt man hinh Iam viéc cua chuyén vién dé vao muc Nhic nhé ta thuc hién cac bude:

Buwdrc 1: Nhap vao muc Van ban di = bam vao Nhac nhd man hinh hién ra nhu sau:

Budéc 2: Tiép theo nhip vao biéu twong nhic nho m trén man hinh sé

xuat hién nhu sau:
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iDesk 6.0 Phién ban 6.0

1A . X < \ A Nga 07/07/2025
Tai li¢u hudng dan st dung van phong dién tir gay
# Trang chil Nhén trong ngly )
© Vanbindl (5] ’ B nhdn . - a ! ® Nhéc nh& Chgn ngui nhdc nhd
= Céng vite - | & /
[ momm NoutA ntaf): + Ghon nguess, anom noge phong ban |
EE B
] Tidu ab(*):
| ENENE ' EEETEE = .

Noi dung:

Q Tacwavmibm N BN N EeEmmE N
T —n = - mmas W ==
o & thing i
o [ ] H e
EE N NS N EEm
- mE
"n L " =n ml

File dinh kém (néu cd)

Binh kim: | <& Tk i B tins b

Hinh: Man hinh tao nhdc nho
Buée 3: Cudi cting nhan vao nut Giri trén man hinh, lic d6 ndi dung nhic nho sé
duoc chuyén tdi cac phong ban, don vi,... ngudi nhan dugc chon.
- Chi ¢6 nhiing loai “Nhac nhd” méi ¢ phan phan hoi.
- Pé xem lai nhiing nhac nhé/ Thong bao da giri bam filter loc chon trang thai “Pa
guri”
4.2. Thong tin phan hdi
Thong tin phan hoi 14 noi trinh bay thong tin, ndi dung cong viéc, cling nhu ¥ kién
dong gop v kién phan hdi dé trinh 1én lanh dao giai quyét.
4.3. Van ban néi b
Churc nang nay cho phép nguoi dung chia s€ van ban cho nhau.
Tur menu Cong viéc = chon Vin ban ndi by = chon “Tao van ban” - nhap cac
nodi dung trich yéu, dinh kém file lién quan = sau d6 bam “Luu” dé hoan thanh thao

tac nhap van ban nodi bo.
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iDesk 6.0

Phiénban 6.0

Tai liéu huéng dan str dung vin phong dién tir

Ngay 07/07/2025

o «—

- q [TWenyeurE

Bang xr ly ~

Nogay nhdn tr 0B/04/20025 dEN0.
| Cho phép tra clru
& 50 van ban
S6 van ban :
Ngay (): 08/07/2025

Bon vj nhan:

% Tai liéu dinh kem

@ Tal i hou dinh kom

56 sd: 2

£ Cho phép tring st trong 53 van ban

Hinh : Man hinh tao moi van ban noi bo

Dé chuyén van ban ndi bo cho nguoi khac = bam chon van ban can chuyén = chon

tén nguoi can chuyén = sau d6 bam dong y.

Enn

Dang % v | Tir khoa tim kiér - @  Trich yéu:
& ® Pitao HIOUE 1Y O Thong tin xr ly
vén ban ndi bd

XF Iy chinh:

Phoi hop X Iy:

Han xwrly :

D6 khan :

Noi dung :

v|Tiép tuc xtb i

van ban ndi bd

+ Chon ngwoi, phong ban xiv ly chinh

+ Chon ngwoi, phong ban phéi hop xir Iy

Thém ngudi theo doi | Thém théng tin chi dao
2 Thoigian
Binh thudng ¥

G nhac nhiy dén nguol nhan

Co tai liéu gidy

Hinh : Man hinh chuyén van ban ngi bo
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iDesk 6.0

Phiénban 6.0

Tai liéu huéng dan str dung vin phong dién tir

Ngay 07/07/2025

5. Theo doi

5.1. Vin ban dén

Chtic nang nay gitp cho chuyén vién c6 thé theo ddi qua trinh xir 1y cua tat ca cac

van ban dén.

Buwde 1: Ttr man hinh chinh cua Theo doi chon van ban dén

Buoc 2: Nhrflp chudt vao md mét vin ban can theo dai.

Burée 3: Man hinh hién thi thong tin van ban xuét hién nhu sau:

Thong tin xt Iy nhan chon “Chi tiét xir Iy””/ “So’ @6 chuyén viin ban’/ “So’ dd nhén

van ban” dé xem thong tin xur Iy van ban

@ Tangchi

© vanbanaén @~

Tétca " Q
Q@ Vanbén di 0 —
£ Cang viéc o -

B B ] [ =
@ Theo dsi v i
+ Vanban dén & r* 135USYT-NVY T

Vén bén d

Vin ban dy thdo

[10/05/2017] Cang van sb 1353/SYT-NVY
ngdy 05/5/2017 wiv kifm tra li&n nganh viée
thire hign “Thang hanh ddng vi an lodn thirc
phidm® n&m 2017,

Phidy trinh |
Q Tacrudtimkiém

|l Bao cao & théng ké

0

Lightshot Screenshot

| = [ B |
EN N =
||
| | H . -
N = L]
LI |
E N H BN . =

=- €+ =

€7 [1353/SYT-NVY - 10/05/2017] Cong vin s 1353/SYT-NVY ngay 05/5/2017 viv kiém tra lién
nganh vigc thyee hién “Thang hanh déng vi an toan thyc phdm” ndm 2017,

Hién th| thém théng tin vin bd
5 Théng tin xir Iy: So d8 chuyén viin ban =

[ Van thu vpub [Vin Thur)

— | Véin Thu [Van Thu] |

(0o eno oo LI

3 © Chuyén Vién [Tang Thi Thay Duysn] LRI

+ | @ Chuyén vién [Chuyén vién 01]
* Chi thich:
|:| Da tao . Bang xr Iy D Hoan thanh

Hinh: Man hinh so dé theo doéi van ban dén.

Chon “Tac vu khac” = Bam chon “Théng tin xir Iy” dé xem thong tin xtr 1y cta

van ban.
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iDesk 6.0 Phién ban 6.0

1A . x < \ i Nga 07/07/2025
Tai li¢u hudng dan st dung van phong dién tir gay
s :
Tited v 7 - 0 | 7 [641 /QD-UBND - 08/03/2019] QUYET DINH Vé viéc ban hanh Quy ché quan Iy, van hanh va sir dung
— Hé thong phan mém Mot clra dién tir va Céng dich vu cong truc tuyén tinh Binh Thuan
- mEmE <
i ..
B e = a
ol Ngay vidn ban Soiky higu Trich yeu

ES B & 15103/2019 34/UBND-TH CV tril 181 cdng van 641
. 25/06/2019 VPCP-CN Vv bé sung 44 4n vdo Chirong trinh cng tée ndm 2019

- e EEE AN
2 - -

e e a
= B ]
s e e
= (8

-
=

= R W
[ & |
S | - -

W T TR Ry T S o T T T —

1-20026 0 € 12 % W ©
Hinh: Man hinh theo déi thong tin xit Iy van bdan dén.
5.2. Van ban di

Chirc nang nay gitp cho chuyén vién c6 thé theo ddi qua trinh xtr Iy cla tat ca cac

van ban di do chuyén vién soan thao ra.

Cac buoc thuc hién:

Buwdc 1: Tir man hinh chinh cua Theo doi chon van ban di
Buéc 2: Nhap chudt vao mé mot vin ban can theo ddi.
Budc 3: Man hinh hién thi théng tin vin ban xuat hién nhu sau:
- Lich sir soan thio: Pé xem thong tin soan thao van ban
- Thong tin lién thong: Dé xem thong tin lién thong dbi véi van ban
duoc chuyén lién thong (6 muc “tac vu khac” =)
- Théng tin phé duyét: Dé xem thong tin phé duyét d6i véi van ban

duoc 1anh dao phé duyét (6 muc “tac vu khac” =)
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iDesk 6.0 Phién ban 6.0
Ngay 07/07/2025

Tai liéu huéng dan str dung vin phong dién tir

# Trang chd @ Lich sir soan théo B B2 €« % X
© vanbinaén Qv Tétca s Tk Jére O T2 [20/2017/ND-CP - 19/04/2017] Ngh| dinh s6 20/2017/ND-CP cua Chinh phi : Quy dinh vé quan
ly thué déi v&i doanh nghiép c6 giao dich lign két
\in ba G
Q Vanbindi @ 20/2017INB-CP wZNT Ly Hidn thi thém thang tin van ban
& Nghi dinh 88 20/2017/NS-CP eda Chinh phi : @
= Ccor = v A 5 7 =
== Cong viec Quy dinh vé quan I thud a1 vt doanh righidp W o o 20 Lot
6 giao dich lidn kit
@& Theo di v & Tdivd
: -
Van ban dén —
€ Thong tin xir ly: So d8 chuyén vin ban ~
v Vén bandi 3 r | !
Van bén du thio - [ Chuyén vién [Chuyén vién 01]
Phiéu trinh 1 |’°  vin the phéng [-3L0EL5
Q Tracou&umkiém v o E = : * Cha thich;
T . W — B oeng sty [ toan thark
ol a0 cao &thong ké v
- |
<] - .
HE .
m "

Hinh: Man hinh so dé theo déi van ban di

5.3. Van ban du thao

Chuirc nang nay cho phép theo doi céc loai van ban du théo.

Buéc 1: Tir man hinh Theo ddi = chon “Vin bdn duw thdo” — Nhip mé van ban
du thao mudn theo doi

Buéc 2: Nhin chon “Hién thi thém thong tin viin ban” dé xem cac thong tin chi
tiét ctia van ban.

Buéc 3: Bam vao “So @6 nhan vin ban” dé xem thong tin xu 1y

6. Tra ciru & tim kiém

6.1. Tra ciru van ban

Chirc ndy cho phép chuyén vién tra ciru vin ban dén/ di theo s6 ctia van thu.
Cho phép tra ctru theo Phong ban don vi bén trong.

Cho phép tra ctru theo ndm > thang = Loai van ban.
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6.0

Tai liéu huéng dan str dung vin phong dién tir

Ngay

07/07/2025

# Trangchi

© vanbandén @~
Q-
O-

@ Theo déi w

@ Vanbandi

= Cbngvic

Q Tractu & timkiém +

I + Tra clru van ban

Tim kidm van ban

|l Biocao&thdngké

<]

Lightshot Screenshot

B Bon vj va phiing ban

& Thtca

PAENTENN NI 4 Vvanbandi | [ Vén ban dy thdo | & ViEn ban ndi bb |

= Van ban dén: Tét ca

* [ €o quantinh Quing Nam

E8 Phong TH - HC

& Vin ban dén

@ Tétca
v & Nam 2017
W Thang 7
W Thang 6
B Thang 5
B Thang 4
B8 Thang 3
B Thang 2
M Thang 1

L A e Anee

6.2. Tim kiém van ban

S6 dén

*Q
Sbiky higu Ngéy van ban
86/2015/ND-CP 021102017
TAR01SND-CP | 08/08/2017
150/2018/ND-CP 120072017
1 03/0712017
EEE [ |

Chon'¥aH b2 Eatiepalétiui ¢ 1 > » &

Trich yéu

Nghj dinh s& B8/2015/NB-CP cda Chinh phi :
Quy dinh vé cor ché thu, quan Iy hec phi ddi
véi oo sér gido duc thude hi théng gido duc
quédc dan va chinh sach mién, gidm hoc phi,
h8 trr chi phi hge i8p tir ndm hoc 2015 -
2016 dén nam hoe 2020 - 2021

Nghj dinh s 73/2015/NB-CP cda Chinh phil :
Quy dinh tiéu chuin phan ting, khung xép
hang va tiéu chudn xép hang co s& gido dyc
dai hoc

Quy dinh chire ndng, nhiém vy, quyén han va
cor chu td chire cda Van phong Chinh phi

Ban hanh Quy dinh chirc ndng, nhidm vy,
quyén han va co chu 18 chie cla S& Gide
duc va Bao tao tinh LAm Ddng

Hinh: Man hinh tra cvru van ban

4]

Tac gia

Chtrc nay cho phép chuyén vién tim kiém véan ban theo van ban dén/ van ban di/
van ban du thao/ van ban ndi bo.

# Trangchd

Chon vén ban tim kiém

_—

Wiin biin dén b [ VB dén VB di VB dy thio VB ni bd I - e 15y rang theg b =~
5] D Tim kilm néing cao Finth 1-28ongthingsA280 M € 1 |3 N & S
Q& Van bin & D~
== cong vise sbve The gld Sy higu Nghy vanbdn  Trich ybu Logi vin bin
@ Theoddi ] BEROVSND-CP | 021072017 Ngh| dinh b 86:72016/ND-CP cia Chinh phd : Quy djnh vh oo ché thu, quda i noc phi a8 vol oo s gido duc thude hd thbng  Nghj ginn W

gido duc quéc dan va chinh sach midn, gidm hoc phl, h tro chi phi hoo tp e ndim hoc 2015 - 2016 aén ndm hoc 2020 - 2021

T & tim kibm >
X TALRA i ek 10 TARGISND-CP | 08082017 Nghi Ginh s 7AZ015ND-CP cia Chinh phd : Quy @inh by chuln ghan tng. khung xbo hang vA U8y chudn xép hang cosd  Nghl dinh Y

" R fido duc dai hoc

Tra clru van bin

24072017 4 bn die thdo hd

Tim kiérm wiin bdn witn bdn dyr i nay

1ol Blockot gkt 1 150/2016NE-CP | 1200772017 iy i enire ndng, ARG vy, Guyln hgn vh oo s th ehire el Viin phing Chinh phi Nghi dinh %
o 19 (] QI0R04T Ban hanh Quy dinh chire ndng, nhigm vu, quylin han va oo chu th chire cia S& Gido dyc va Dao tao tinh Lam Bling Cibng van L

Hinh: Man hinh tim kiém van ban

6.3. Van ban thuwong dung

Tinh nang nay cho phép nguoil dung tao cac van ban thuong stir dung cho cong
viéc vao mot muc riéng dé luu trir, khi can str dung c6 thé tim kiém van ban mot
cach nhanh chong, ho trg giai quyét cong viéc hang ngay cho van thu mét cach hiéu

9

qua.

Céac budc thuc hién tao van ban thuong dung:
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Tai liéu huéng dan str dung vin phong dién tir

Tt menu bén trai man hinh 2 chon “Tra ctru & tim kiém” > tiép theo chon “Vin
\ \ < e + Tao VB A A e A A S
ban thuong dung” — chon — sau do dién trich yéu ndi dung van ban
. @ Tai tai idu dinh kem [PPSR IS

va chon dé tai t¢p dinh kém 1én — cubi cung chon

A Trangcha 2 nS =

© Vanbindén @~ Tir KiiGa T 18 - [richyéup): Viv ban hanh quy dinh...

@ Vanband Q-

Cong viéc v - 56/Kky higu: Ngay van ban: 21/07/2017 ]
@ Theo dai ~ Co quan BH:
Q, Traciru & tim kiém  ~ Loai van ban: Chen loai van ban | .| Linh vue: lr:;._.,,.‘ i

Tra cifu van ban hi chu:

Tim kiém van ban
Ngwoi ky: Chire vu:

| +  VEn ban thudng ding 1

Ll Baocdo &théngks

<)

% Tai liéu dinh kém
© Tai tai idu dinh kém
Tén tai ligu Tai | Xo

#) QuY TRINH GIAI QUYET TTHC.doc [&

0-0/0 K € 0. > W &

Hinh : Man hinh tao van ban thuong dung
7. Bao cao & thong ké
7.1. Bao cao nghi€p vu

7.1.1. Bao cao hoat dong chuyén vién

# Trang chii + Tgo béo céo ~

—_—
an b Hoat dgng chuyén vién 2 on = - ‘

© vanbindén @~ at ddng chuyé # e s  khbatimikdm Q Hiénthi0-Otongtdngsbd K ¢ 0 > W 2

Yéu chu xir Iy van ban
Vén bén & v

¢ o Tinh hinh nhén vén ban cda phéng ban Ngay tgo Ngudi tao

= Cong vide o v Tinh hinh phat hiénh van ban clia phong ban
Tinh hinh nhin van ban cda chuyén vién

@ Theoddi ¥

Tinh hinh x{ Ij van ban
Q Traciu&tmkiém | Tinh hinh xit f van bn dén
Béo céo hd so cing vide

|l Bdo cdo & théng ké

Béo céo nghigp vy

TK finh hinh xi¥ ly van ban

0

Hinh: Man hinh bao cdo nghiép vu

Thuc hién cac budc nhu sau:
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Buwéc 1: Nhan vao menu Béo cdo & théng ké = chon Béo cdo nghiép vu

Bude 2: Nhan vao

+ Tao bao cao ~ A \ \ A r r r [N
trén man hinh dé tao cac bao céo nghi¢p vu.

Budc 3: Chon Hoat dong chuyén vién man hinh xuét hién:

#& Trangchd

© Vanbincén Qv
@ Vanbind o-
& Congvigc [+ 2%
& Theoddi v

Q Tacrustimkém
lshl Bio cdo & théng ki

Béo cao nghiép vy

TK tinh hinh xir ty vén ban

o

| ¢auayial | QXemkétqus | mTeobsocio |

Iﬁ Béo c4o tinh hinh hoat ddng cia chuydn vidn [

Tir ngay (')

Cén b§ chuyén vién (*):

== Két qua bdo cdo

Tinh hinh xi¥ I véin bin dén:

Tinh hinh ban hanh viin ban:

H8 s cdng vige:

86 cong vigc gial quyét:

01/07/2017

Chuyén vién [Chuyin vign 01) % Thay 881

Téng sb van ban nhan:
Nhén aé biét
Ba X0 Iy

Con 1n chua xir 1y

Téng sb van ban:

Téng sé hb so cong vige
Da kit thae:

Cén tidp tuc

Téng coing vidc tham gia:
DA két thic

Con tidp tyc:

Cham:

Chgm

Cham:

Dén ngay (*):

25/07/2017

Ghi tid]

Ghi tid]

Hinh: Man hinh bdo cao hoat dong chuyén vién

Buée 4: Tiép theo nhin nut >chon dé két xuéit béo cio

ra file excel .

7.1.2. Tinh hinh nhan van ban cia phong ban

Tuong tu nhu bdo cao hoat dong chuyén vién

7.1.3. Tinh hinh phat hanh van ban cua phong ban

Tuong tu nhu bdo cao hoat dong chuyén vién

7.1.4. Tinh hinh nhan van ban cia chuyén vién

Tuong tu nhu bdo c4do hoat dong chuyén vién

7.2. Bao cao s0 lwgng van ban chuyén vién chon hoan thanh

Thuc hién cac budc sau:

Buéc 1: Vao muc Thong ké va bao cao -> TK s6 lwong vin ban chuyén vién
chon hoan thanh
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Tai liéu huéng dan str dung vin phong dién tir

& Van phong dién tir Tim kiém N = ke il

© vanbanaén 9 ¥ & TK s6 lirong VB chuyén vién chon hoan thanh

Q vanbandi @D~ Tengay () 01/01/2019 [ Dénngay (): 02/01/2018 &

= Cdng viéc én vién : = R B
9 o ¥ || Chuyén-vien + Chon can bé chuyén vién
@ Theo ddi v
Tén chuyén vién S6 Iwgng van ban
Q, Traciru vin ban S
Khdng co diF héu dé hién thi

[l Bao cao & théng ké v
Bée cao nghiép vu

TK 56 Irgng VB chuyén
vién chon gia han

TK sé lrong VB chuyén
vién chon hoan thanh

Hinh: Man hinh Chon mdu bao cao so lwong van ban chuyén vién chon hoan
thanh

Budc 2: Chon thoi gian, nguoi can loc sb lugng van ban chon hoan thanh -> An

vio 1= Théng ké

[ Vén phang dién tir : Bl = A el

© venvinaln @~ | % 7i 55 heomg VB shuydn vidn chen hodn thanh 2) click chon thoi gian

©Q vanbdnai {108 r ngay () 01012018 Y Dénngay (') 0200172019

B cong vt @ - |chuyén vien: | . g g
3) chon ngwdi cu the dé loe

Tén cf & Chgn can bé chuyén vién

& Theo ddi

Q) Traciru vén bén

Vanthl - dy A 88

|kl Baocao & théng ké o |

@ chonuited
Bio cho nghitp vy Chuyd o )
i [l uexo Tinn Ecov
TK 36 lugng VB chuyén
wién chon gia han - ]

o] T s iwong VB chuyén ‘
win enon hoan thinh

<]

Hinh: Man hinh loc van ban chon hoan thanh
Budc 3: Xem trude két qua bao cdo s6 luong van ban chuyén vién chon hoan
thanh
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- o A . 81 2 Xin cho,
& Vén phong dién tir n iém (“ I W S . Chuyén vien ™
A& Trang chi |2 Théng ké | & Két xuit excel
© vanbingén 9 e & TK s6 lwong VB chuyén vién chon hoan thanh
Q vanbanai D w ngay (*): 01/01/2018 [ Dénngay (): 02/01/2019 i
= cong viée o v Chuyén vién: + Chon can bd chuyén vién
@ Theo di ~
Tén chuyén vién S6 lwong vin ban
Q, Tractu vdn ban
Van thu UBND tinh 10
il Béo cdo & théng ké .
Lanh dao don vi 1
Béo céo nghiép vu Chuyén vién 1
TK s6 lveng VB chuyén .
5 . - o qen Y- ‘
vien chon gia han sau khi loc xong cac dir liéu sé hién & muc nay
»  TK s lwgng VB chuyén
vién chon hoan thanh

Hinh: Man hinh xem truéc so liegng vin ban két qud loc

X Két xuat excel

Buéc 4: An vao de tai file bao cao so lugng van ban chuyén

vién chon hoan thanh vé may

THONG KE CHI TIET VAN BAN CHUYEN VIEN CHON HOAN THANH

STT  S6 ki hiéu ; Trich yéu Ngiy vin ban Ly do hoan thanh
VPCP-KGVX V/v téng hop, tiép thu ¥ kién thanh vién Chinh phu vé de ~ 20/10/2018
thao Bdo cdo két qua gitra ky three hién Nghi quyét s6
2 VPCP-DMDN | V/v chuan bj H6i nghi toan qudc vé8 DNNN 20/10/2018

VPCP-NN Vv ay quyén béo cdo Qudc héi két qua thye hién quy hoach, 20/10/2018

—

L2

4 VPCP-NN Vv ay quyén béo cdo Qudc héi két qua thye hién quy hoach, 20/10/2018
5

VPCP-CN  V/v quyét todn cic di an BOT, BT truwée thoi diém Thong tr 120/10/2018
166/2011/TT-BTC cua Bo Tai chinh c6 hiéu lye
6 VPCP-V.I V/v xtt Iy k8t qua xdc minh phan dnh cia Pai THVN vé cdc  119/10/2018
du an st dune dét sai muc dich & tinh Hoa Binh

Hinh: Man hinh xem file excel tdi vé

Buéc 6: Hién thi danh sach vian ban khi xem chi tiét cho timg chuyén vién
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Chinh phi v& di thao Bdo cdo két qua gitra
ky thue hién Nghi quyét sé 100/2015/QH13

VPCP-EBMDN 20102018 ¥y
Wiv chuin bi Héi nghi toan quic v& DNNN - @

WPCP-NN 201072018 Ty
Viv Oy quyén bio cao Qubc hai két qua thue ‘R

hién quy hoach, ké hoach si¥ dung ot

WPCP-NN 20/10/2018 ¥

Viv Oy quyén bao cao Québc hoi két qua thue

Tir khoa tim kiém Q
VPCP-KGVX 20M10/2018 YY
Viv tdng hop, tiép thu y kién thanh vién @

hién gquy hoach, ké hoach si¥ dung dét

WPCP-CN 20/10/2018 ¥
iy quyét todn cac dw an BOT, BT trwdre thn
digm Théng tw 1662011/ TT-BTC cha Ba Tai

chinh cd hiéu luc

Hinh: Man hinh két qua béo cdo sé hegng van ban chuyén vién chon hoan thanh

Buéc 7: Tim kiém vian ban khi xem chi tiét cho timg chuyén vién

) 7 ‘ Tl khoa tim kiém Q | i
An vao bi€u tugng nhap tir khoa dé tim

kiém nhanh.

Budérc 8: Xem thong tin vin ban khi xem chi tiét cho timg chuyén vién

45634 05/12/2018 ¥
V/v hoan thién vé& danh sach cac

huyén nghé&o va huyén thoat nghé&o

giai doan 2016-2020 - test

Ly do xin gia han- Cac don vi chira
cung cap da sé liéu. Kinh mong lanh
dao cho gia han thém 1 tudn dé téng

hop xt¥ Iy tir cdc don vi givi vé./
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Tai liéu huéng dan str dung vin phong dién tir

Hinh: Man hinh xem thong tin van ban
Buéc 9: Xem ndi dung vin ban khi xem chi tiét cho timg chuyén vién

Y7 [45634 - 05/12/2018] V/v hoan thién vé danh sach cac huyén nghéo va huyén
thoat nghéo giai doan 2016-2020 "~ _ &

» Chui tich UBND (L&nh dao don vi) (8 ngay trrdc)

QY kién, chi dao

Chu tich UBND [Lédnh dao don vi] © 26/12/2018 17:00:10
9 Khan trrorng thure hién viéc gia han van ban s
Han xi¥ Iy: 04/01/2019

© Théng tin vdn ban
Cap CQBH: Co quan B...
% Van ban di
Solky higu Ngay van ban | Trich yéu Ngwéi soan
3 pyizme | ¢ hodnmgndenh | o enivian

sacn

£ Thong tin xtr Iy

Hinh: Man hinh xem noi dung van ban

7.3. Bao cao so lwgng van ban chuyén vién xin gia han

Thuc hién cac budc nhu sau:
Budc 1: Vao muc Thong ké va bao cao -> TK s0 lwgng van ban chuyén vién
chon gia han
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Tai liéu huéng dan str dung vin phong dién tir

- . ~ = _ . 81 2 3 :
&4 Van phong dién tir Tim kiém ol ® B e vitn Y

a
© Vanbéndén 9 i @ TK s6 lwgng VB chuyén vién chon gia han
€]

Van bén di @~ Twngay () 01/01/2019 £ Bénngay () 03/01/2019 &

= Cooovice o ¥ |'Chuysnvian:; + Chon can bé chuyén vién
@ Theo dbi v

Tén chuyén vién $6 Irgng vén ban
Q. Tractru van ban

Khong c6 dir liéu dé hién thi

il Béo cao & thong ke 1

Bdo cdo nghiép vu

TK s6 lwong VB chuyén
vién chongiahan 2

TK sé Iwgng VB chuyén
vién chon hoan thanh

(<]

Hinh: Man hinh Tk s6 luong VB chuyén vién chon gia han

Budc 2: Chon thoi gian, nguoi can loc sb lugng van ban chon gia han -> An vao

1= Thong ke

a I - > . L 81 2 i a0,
L Van phong dién to Tim kiém ol = K O Chuyenvien ™

© Vanban dén O- @ TK s6 Igng VB chuyén vién chon gia han

@ Van ban di @~ [rirngay ¢ 01/01/2018 1 £ DPénngay (°): 03/01/2019 e]
E= Cong viéc © ~ |[chuyen vien: Chuyén vién phong (Chuyén vién) )

k@& Theo doi v Thay déi

IQ Tra ciru vén ban Tén chuyén vién 86 lwong vidn ban

il Bao céo & théng ké Chuyen vién 1

Bao cao nghiép vu

»  TKsd lrgng VB chuyén ‘
vién chon gia han

TK sé Irong VB chuyén
vién chon hean thanh

Hinh: Man hinh thao téc thong ké theo thoi gian, chuyén vién

Bude 3: Xem trudce két qua bao cao s6 luong van ban chuyén vién xin gia han
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&< Van phong dién tir

Tim kiém

Xin chao,
Chuyén vién

@ Trang chi
o
O-
O c

© Vanbéndén
QO Vanbandi
= Cong viéc

@ Theodsi v

12 Thong ké | X Két xuat excel

& TK s0 lwgng VB chuyén vién chon gia han

Q, Traciru van ban
[l Bao cao & théng ké
Bao cdo nghiép vu

+ TK sd leong VB chuyén
vién chon gia han

T ngay (*): 01/01/2018 = Pén ngay (): 03/01/2019 =
huyenvien: Chuyén vién phéng (Chuyén vién) x
Thay dai
Tén chuyén vién $6 lrong van ban
Chuyén vién 1

TK 56 luong VB chuyén
vién chon hoan thanh |

L<J

Hinh: Man hinh xem truoc két qua bdo cdo so luong

Budéc 4: An vao M dé tai file bao cdo sd lwong vin ban chuyén

vién xin gia han v€ may

Budc 5: danh sach van ban chuyén vién chon gia han

- = & > - ¥ 8 Xin chao,
L4 V&n phong dién ti Tim Kiém QR Chuyen vien *.
@ Trang chd € Quay lai | & Két xuat excel €« » X
© vanbandén @~ Tir khoa tim kiém Q
G Vanban di 10 3% 45634 051122018 ¥
— . . v hoan thién vé& danh sach céc
= Congviéc o i huyén nghé&o va huyén thoat nghéo

: giai doan 2016-2020 - test

@ Theo déi ™

Ly do xin gia han: Cac doni vi chira

. cung edp dii s6 ligu. Kinh mong I&nh

Q, Tractu van ban i oo
dao cho gia han thém 1 tuan dé tong

Iﬂ Bao cao & thong ké v hop xi I tir céc don vi gii vé./

B .z . Khéng c6 van ban nao duwoc chon
Bdo cdo nghiép vu Hléﬂ th] (lallh
sach van ban khi
xem chi tiét cho
tirng chuyén vién

+ TKsé lwong VB chuyén ‘
vién chon gia han

TK s6 Iuong VB chuyén
vién chon hoan thanh

<]

T W 1 [

Hinh: Man hinh danh sach chuyén vién chon gia han

Buéc 6: Tim kiém van ban khi xem chi tiét cho ting chuyén vién
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Tai liéu huéng dan str dung vin phong dién tir

& Van phong dién tor Tim kiém e Y

_
© vanbindén @~ I Tir khoa tim kiém
(€]

2| nhép vao day dé tim kiém
Van ban di [0S 45634 wizz0is vy | Mhanh cac van ban

/v hoan thién v& danh sach cac

Cdng viéc o b

huyén nghé&o va huyén thoat nghéo
giai doan 2016-2020 - test

Theo doi v =
@ Ly do xin gia han: Cac don vi chura

dua Kinh mong lanh

Q. Traciru van ban

dao cho gia han n dé tong

s P z hop xiF Iy tir cde don vi gl vé./.
il Bao cdo & thong ké v % ¥ i

Khéng ¢é van ban nao dugc chon

Bdo cdo nghiép vu

»  TK s lrong VB chuyén ‘
vién chon gia han

TK 56 lreng VB chuyén
vién chon hoan thanh

<)

Hinh: Man hinh tim kiém van ban

Buéc 7: Xem thong tin van ban khi xem chi tiét cho timg chuyén vién

45634 05/12/2018 Yy
V/v hoan thién vé danh sach cac

huy&n nghéo va huyén thoat nghéo

giai doan 2016-2020 - test

Ly do xin gia han: Cac don vi chura
cung cap du sé liéu. Kinh mong l&nh

tong

(T

dao cho gia han thém 1 tuan d

hop xir Iy tir cdc don vi g ve./

Hinh: Man hinh xem thong tin van ban

Buéc 8: Xem ndi dung vin ban khi xem chi tiét cho timg chuyén vién
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v TKsé leong VB chuyén
vién chon gia han

TK 6 lrong VB chuyén
vién chon hoan thanh

<]

i e I R 5 IS | Y

~
~

\
e , x . . cn Ngay 07/07/2025
Tai li¢u hudng dan st dung van phong dién tir
© Vanbandén O Ttr khoa tim klém o | Y7 [45634 - 05/12/2018] Vv hoan thig¢n vé danh sach cac huyén nghéo va huyé
thoat nghéo giai doan 2016-2020 - test
O Vanbandi o~ 45634 051202018 ¥
_ N i thibh Ve danhSaEh Edt » Cha tich UBND (L&nh dao don vi) (8 ngay trréc "x e mO1 (lllllg van ban
= Céngvic o h huyén nghéo va huyén thoat nghéo
@ Theodsi J giai -doan 2016—20215] - test A @ Y kién, chi dao
Ly do xin gia Céc don vi o
. cung cip Cha tich UBND [Linh dao don vi] © 26/12/2018 17:00:10
Q Tractru van ban X g s .
dao cho gia ha 99 Khan trirong thwre hién viéc gia han véan ban de test
[l Bao co & théng ke v hop xik Iy tr cac don vi gk Han xt ly: 04/01/2019
A P <
B0 céo natiep vu 1 @ Thong tinvan ban NNAP V20 Muc nay

dé hién thi chi tiét
®  CoquanB...

Céap CQBH: _ .
van ban
% Van ban di
Sélky hiéu Ngay van ban  Trich yéu Ngwéi soan
3 o L L T
sach
£+ Thong tin xip ly

Hinh: Man hinh xem noi dung

7.4. Bao cao so lwgng van ban chuyén vién soan thao khong dwa trén van ban

dén

Thuc hién cac budc sau:

Buéc 1: Vao muc B4o cdo va thong ké -> Chon TK s0 lwong VB du thao do
chuyén vién soan thiao khong dua trén VB dén.

Khéng cé di liéu dé hidn thi

Jlil_Bao cao & théng ké |~

TK s6 Irong VB du thaoll
2d0 chuyén vién soan thao| -

khéng duwa trén VB dén

TK s6 lwong VB glri/nhan
lién théng trong va ngoai
tinh

TK s6 Irong VB chuyén
vién chon hoan thanh

A Trang chi 1z Thong ke | & Két xuat excel
© vanbandén @~
@ Vanbandi @~ Trngay () 01/01/2019
= Cong viéc o ~ | Chuyén vién :
@ Theo déi v

Tén chuyén vién
Q, Traciru & tim kiém 1 v

& TK s6 Iwrgrng VB duy thao do chuyén vién soan thao khong dwa trén VB dén

£ BPén ngay (): 03/01/2019

+ Chon can bd chuyén vién

Sé Iweng van ban

Hinh : Man hinh TK sé lwong VB du thao do chuyén vién soan thao khong dua

trén VB dén
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Budc 2: Chon thoi gian, nguoi can loc s6 lugng van ban chuyén vién soan thao

khong dua trén VB dén -> An vio BRI LE

@ TK s6 Igng VB dy thao do chuyén vién soan thao khéng duwa trén VB dén

|T|Ir ngay (*): 01/01/2019 & Pénngay (): 03/01/2019 gl
Chuyén vien : + Chon can bd chuyén vién
Hinh: Man hinh thao tac thong ké
Bude 3: Xem trudce két qua bao cao sé luong van ban chuyén vién soan thao
khong dua trén van ban dén
@ TK s6 Iwgng VB duw thao do chuyén vién soan thao khong dwa trén VB dén
T ngay (%): 01/01/2018 £ Pén ngay (): 03/01/2019 B

Chuyén vien : Chuy&n vién phéng (Chuyén vién) x

Thay doi

Tén chuyén vién $6 Ivreng van ban

Chuyén vién 7

Hinh: Man hinh xem trucc két qua bao cado so lwong

Budc 4: An vao
chuyén vién soan thdo khong dya trén van ban dén

< Ket xuat excel dé tai file Excel Tao bao cao sd lwong van ban

UBND Tinh EGOV Péc 1ip — Tw do — Hanh phiic

THONG KE CHI TIET VAN BAN DO CHUYEN VIEN SOAN THAO
KHONG DUA TREN VAN BAN PEN

STT S ki hiéu Trich yéu Ngay vin bin ;| Nowii soan thio Nowdi ky Ghi chii
1 Vv tong két cudi nam 28/12/2018 Chuyén vién

2 Trinh lanh dao ky 50 va ban hanh van ban 29/10/2018 Chuyén vién Léanh dao don vi

3 11/2018/CV-UBND Vv Trién khai Chime thu s6 trong don vi 29/10/2018 Chuyén vién Linh dao don vi

4 phé duyét 19/10/2018 Chuyén vién

5 10/2018/CV-UBND Test tinh nang Trinh du thio thong qua dé k¥ sd ban hanh|11/10/2018 Chuyén vién Lanh dao don vi

6 01/2018/CV-UBND Test theo ddi Quy trinh xi 1V cua vin ban dw thao 43 dwg:27/09/2018 Chuyén vién Léanh dao don vi

7 Test tinh nang Thu hoi va chinh sira 41 v6i treomg hop D:21/09/2018 Chuyén vién

Hinh: Man hinh xem file excel tdi vé

Buéc 5: Hién thi danh sach vian ban khi xem chi tiét cho timg chuyén vién
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iDesk 6.0 Phiénban 6.0
Tai liu huéng din sir dung van phong dién tir Ngay 07/07/2025
#A Trang cha m & Keét xuat excel
© vanbinaén @~ Tir khoa tim kiém Q
G Vanbandi (10 3 [Khong co s6 ky hiéu] 281212018 Yy
= Vv téng két cudi nam Q
== Cong viec (1 3
[Khong co sé ky hiéu]  29/10/2018 Yy
@ Theo doi v Trinh 1anh dao ky sé vaban hanh
van ban
Q Tractu&timkiém v
11/2018/CV-UBND 29/10/2018 Yy
m Bao cao & théng ké Vv Viv Trién khai Chirng thir sd trong
don vi
»  TKsb lwong VB du théo‘ )
2 Sx 5 1 [ &) .l VR R e
do chuyén vién soan thao
. |
khéng dua trén VB dén
. . A" == L B
TK A heoona \/R Aarvi/nhan
| B H a H
£ Quan tri hé théng N T

Hinh: Man hinh danh sach van ban

Tir khoa tim kiém Q

Buéc 6: An vao biéu tugng

Tim kiém van

ban khi xem chi tiét cho timg chuyén vién

Buéc 7: Xem thong tin vin ban khi xem chi tiét cho timg chuyén vién

Budée 8: Xem noi dung van ban khi xem chi tiét cho timg chuyén vién
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iDesk 6.0 Phién ban 6.0
Ngay 07/07/2025

Tai liéu huéng dan str dung vin phong dién tir

€ Quay lai | & Két xuat excel

1]
‘
+
¥
X

= Thong tin lién thong

7 [ - 29/10/2018] Trinh 1anh dao ky sd va ban hanh van ban

r khoa tim kiém Q
[Khéng cé s ky higu] 28122018 Yy
- - - -
Vv tng két cudi n3 4 DeNghiCap_CTS pdf A o Al 3R ReR .
v g ket o S ohiap ISP an vao day dé hién thi
5 : & Taivé 1
[Khéng cé s6 ky higu] 29102018 Yy tllé[ll thﬁnu tin
Trinh [&nh dao ky sé vaban hanh s
van ban © Thong tin van ban [Hi&ﬁimernthdngﬁnvan ban’
112018CV-UBND 29102018 ¥¢ Ml c4p CQBH: CoquanB...
Vv Trién khai Chitng thu sd trong = Ry
don vi & Théng tin xw |y"
— ] N = Nguéri theo ddi Truding phong (Lanh dao phong)
- s
=N [ s #; Thong tin trao doi
R R R
[ ] ] |- & Chuyén vién phéng [Chuyén vién] © 29/10/2018 14:15:26
| = Trinh I&nh dao UBND tinh Phé duyét
1" <%l . Chii tich UBND [Lanh dao don vi] ©29/10/2018 14:59:11
7 {Lanh dao don vi] M %
"o all e | ’ ' ) -

- Bdng ¥ ban hanh
i sbi=l =

=TT LM e 2 M e
Hinh: Man hinh xem noi dung van ban

8. Tong két

Néu ban can gitip d&, dich vu, hay hd tro k thuat, hay chi 1a mudn biét thém thong
tin vé san pham cua iNet Solutions, ban c6 thé tim thiy nhimg thong tin bé ich tir
cac nguon sau day cta iNet Solutions:

= Website: www.inetcloud.vn: trang chu giéi thiéu san pham, cong nghé va y
tudng clia cong ty C6 phan Tin hoc Giai phap Tich hgp Ma iNet Solutions.

» Dién dan thao luan tai www.inetcloud.vn: noi iNet Solutions va khach hang,
cong dong, nhirng ai quan tdm cung trao doi van dé vé san pham, cong nghé,
vé cong dong Cong nghé thong tin trong va ngoai nude.

= Néu nhitng nguén thong tin trén khong 1am ban hai 10ng, hay dimg ngan ngai:

> Gui email dén support@inetcloud.vn dé phan hdi thong tin va nhan sy
tro gitp k¥ thuat qua email.

> Goi dién thoai dén s6 (028) 7300 0126 dé chung toi giai dap qua dién
thoai
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