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I. GIOI THIEU

Trong cac co quan, tO chirc, van thu 1a nhém chuyén trach cac cong viéc nhu tiép nhan
cac cong van, tai liéu. Cong viéc ndy trén hé thong duoc thuc hién theo trinh tu: Tiép
nhan van ban dén, chuyén xur 1y, ban hanh van ban,...

Céc chirc ning trong hé thong danh cho vin thu bao gom:

—

A\ 4 \4 v \4 \4

Nhic Tiép nhan Ban Béo cao Theo doi
nhé van ban hanh van nghiép
ban vu

1. Piing nhip vao hé thong

1.1. Pang nhap
Nguoi dung mudn st dung hé thdng iDesk, bit budc phai dang nhap véi tai khoan cia

minh.

Cac buoc dang nhap:

- Bugc 1: Nguoi dung mé trinh duyét web va gd duong dan https://vpdt.gialai.gov.vn
—>sau d6 nhan Enter.

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

Vui I6ng nhap tai khodn va mat khau dé st dung hé théng

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

&, Bang nhap

Hinh: Man hinh diang nhap

- Buéc 3: Sau khi nhap thong tin day du, bAm vao "Dang nhap" dé vao hé thdng iDesk.

1.2. Ping xuit

Nhép chudt vao biéu tuwong hinh tam gidc mau tring ké bén goc phai cta tén tai
khoan dang dugc dang nhap. Sau dé nhap chudt vao churc nang “bang xuat”

3 7 Xin chaio
*‘ . Van thur
- '

& Thong tin ¢4 nhan
Ed Vietnamese

£ Tienich

£ Vaitro

© Huong dan st dung

© Thong tin hé théng

(® Dang xuét

Hinh : Man hinh ddng xudt
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1.3. Poi mat khau

- Bwdc 1: Nhap chudt vao biéu tuong hinh tam gidc mau trang ké bén goc phai cua tén
tai khoan dang dugc dang nhap. Sau d6 nhap chudt vao chuc nang “Théng tin ca nhan”

© - & Thong tin ca nhan
|& Théng tin ca nhan | @A Ve trang chil

Bl Viethamese €@ Thong tin ca nhan {|
£ Tién ich ,
(& cChir ky sé BCY
£ Vaitro
© Hudng dan st dung (&£ Ky so cong dong
€@ Thong tin hé théng &, Ma knéa tng dung
(% Dang xuét & Thay déi mat khau

Hinh: Man hinh thay d6i mdt khdu

- Bwge 2: Chon myc “Thay d6i mat khau”
- Buwdc 3: Thuc hién viéc thay doi mat khAu theo trinh ty nhu sau:
- Nhdp “Mdt khau cii”
- Nhap “ Mat khdau moi” .
- Nhdp lai “Xdc nhdn mdt khdau”
- Chon “cdp nhdt” dé hoan thanh
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=
Thay dbi mat khau

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

Mat khau cii (*)

Mat khau méi (*)

Xac nhan mat khau ()

Ddi mat khdu C Xéa trang

Hinh: Man hinh nhdp thay @i mat khdu

Chii y: Mat khau 14 cta riéng tu, sau khi dang nhap lan dau voi mat khau do quan tri
cung cap. Nhung sau khi di ding nhap thanh cong thi phai d6i mat khau theo ¥ cta

nguoi dung.

2. Trang chu
Sau khi ngudi dung ding nhap thanh cong, man hinh trang chtl xut hién.

& Van phéng dién t

# Trang chi (1) [ Lich lam vigc (2)
© vanbingén @~ Tuan | VPOT céc phudng thudc huyén Phi MJ (c0)
Q Vanbandi v Lich thir hai ngay 07/07/2025

B Hb so coing vise v THU'HAI - 07/07/2025

h [P
& S8 van ban

1 181 ¥ Yanh dao UBND x& » Tiép nhan 2
m cwe @ || @0 Wiy aoumio E
Ban han Ve

@ Theoddi v
+ Tiép nhan chua vao s
Q, Tachu&timkiém v
il Baocdo&thdngks ~ = Cong viec
o A& [Vén phbng UBND tinh Gia Lai] Tir chéi tiép nhdn vn bin 01/TB-UBND (3) © 04/07/2025

Hinh : Man hinh trang chu
Trang chu duogc thiét ké thanh 4 khu vuc chinh:

- Cay chirc ning chinh (1): khong c6 thay ddi so v6i phién ban

trudc.

- Lich lam viéc (2): dugc thiét ké rong hon cho ngudi ding ¢ thé dé

dang theo do1 va doc céc thong tin.
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- Cong viéc (3): Cho phép hién thi cac cong viée lién quan dén

nguoi dung, thong bao ndi dung cac cong viéc mai xuat hién

- Xir Iy cong viée (4): Day la thay d6i wu viét nhat cua phién ban

moi lan nay. Cho phép nhic nh¢ di v6i ngudi dung nhiing cong
viéc chua va dang xur 1y. Gitip nguoi dung tuong tac dé hon d6i véi
nhiing cong viéc nay.

- Ngoai ra Tinh ning Tim kiém (5) ciing 1a mot chirc nang kha tha

vi. Cho phép ngudi ding c6 thé tim kiém bat ki mot cong viéc hay
van ban c6 trong tai khoan nguoi dung.

Luwu y: D6ivéi muc 4 X ly cong viée. Tuy vao chirc vu cua nguoi dung sé hien

thi cac ndi dung nhic nho khac nhau. Sau ddy sé trinh bay chi tiét cac tinh ning
doi1 voi chire vu van thu:

|

» Ban hanh 2

» Tiép nhan 3
& S6 van ban

» Tiép nhan chua vao so 1

Hinh : Cdc céng viéc nhdc nhé danh cho Van thie

Nhéc nhé Vin thu cac van ban can xt 1y
- Vin ban di duyét can ban hanh
- Vin ban méi duge gui dén can tiép nhan vao s6
- Vin ban da tiép nhan nhung chwa vao so

Click chon dé dan dén cac van ban can xir ly.

II. CHUC NANG

1. Vin ban dén

1.1.

Tiep nhan van ban

¢ N&u van ban dén tir mot don vi sir dung iDesk thi van thu chi can thém thong tin
va lam thao tac vao s van ban dén va chuyén xur ly 1a xong.
Cac budc thue hién:
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- Buwéc 1: Tt man hinh menu chinh bén trai chon dau mii tén x6 xudng bén canh nut
© Vinbangén @~ Tiépnhanvanban @
chon
- Budc 2: Chon van ban dugc giri dén qua hé thong iDesk

- Buwdc 3: Vao so van ban - bam Luu

A& Trang chi Tatca@®  Chuadoc ) Nhan trong ngdy () Chura vao s {
'4n bin dén Rl + Tao van ban Bl Dinh VB lign quan I 84 € >
© vanbin dé (s} a4 %
»  Tiép nhan van ba Titca Tir khéia tim kiém |2 | Trehyéu gy /v bao dam chimg thu chir ky s6 chuyén ding cong vy B
Q
Ngay nhan tir 0 |
-
sbiky higul"): 26/SKHCN-CDS&ECVT Q Ngay van ban(’): 0710712025 =]
Loal van bdn (*): Cong van %= Linhvye:
Cap CQBH Co quan BH : Sé& Khoa hoc va Céng nghé - tinh GI LI
Th&i han gl qu... £ Dokhan: Binh thueng v
Ghicha :
S viin bin gén
Q@ Vanbana - Co tai ligu gidy
= s A - én thi thém nhibu tedmg thiing fin hom
= HB so cong viee v L
B Cong 2 & S van pan dén
& Theo di v [sa vén ban dén : 10n 56 véin b ~ | sbdén: s |
SEam———ren Ngay dén (*): 07/07/2025 o Cho phép triing sé trong s van bdn
Q Taciukimkém v
# 26/SKHCN-CDSRRCNT 2025 Y o —
L. B8 car & bngke 56 Khaa hoc v Cong nghé - tinh Gia Lai Q¥ Bon vi nhan: 4
Viv bdo dam chimg thur chit ky s6 chuyén ding cang
[<] w
% Tal ligu dinh kém
e I s
iy — - . PR
1-6/6H < 1« > H & Tén tai ligu

- Buwéc 4: Chuyén xtr ly van ban bam vao => chon nguoi xu 1y chinh
hodc phoi hop xtr 1y, theo doi - Bam Pong y

Trich yéu: Vv bdo dam chirng thw chir ky sé chuyén ding cang vy

© Thong tin xir ly
XCr ly chinh:

+ Chon ngwéi, phong ban xtr Iy chinh

Phoi hop xt ly: + Chon ngwdi, phong ban phdi hop xir ly

Thém ngurdi theo déi | Thém thdng tin chi dao

Han xtr Iy : ]
Do khan : Binh thuéng v
N&i dung :

| Tiép tuc xd Iy I
IDGCH théng bao dén nguei nhénl

Co tai liéu gidy
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Hinh : Man hinh chuyén xit Iy véin ban

- Tiép tuc xir Iy: Check vao 6, van ban vin hién thi trong danh sach vin ban dé tiép
tuc duoc xir 1y sau khi da chuyén xur 1y; Khong check vao 6, vin ban d3 duoc hoan
thanh va chuyén xu 1y.

- Giri nhic nhé dén ngudi nhin: Check vao 6 dé giri thong bao nhan vin ban; Khong
check vao 6 la khong thong bado nhan van ban.

% Néu vin ban dén tir mot don vi khong sir dung iDesk ma bing vin ban gidy thi 1am
nhu sau:

Cac budc thue hién:

- Buwde 1: Tir man hinh menu chinh bén trai chon diu miii tén x6 Xuéng bén canh nut

© Vanban dén o s Tiép nhan van ban G
chon

- Buoc 2: Chon - nhap cac thong tin ndi dung vin ban vao hé thong.

-

#& Tiangchi Tétcd@ Chuadoc§)  Nhénfrong ngay Chua vao sé
© Van bin dén [ ¢ | B | @Lmvamome €« > %
Thica v 12 | Tichyéu () =
. = Noay nhan tir 07/04/2025 dén D7/07/2025
- — n &
g i ;l- .. - = " Séiky higu(): Ngéy van ban("): 07/07/2025 =
i T A Loai van ban (*): ! = | Linhvye:
- P L T ) '
- - ;
- LI | - Cap CQBH: CoquanBH : =
- - 2 Py g 3
S | SR i S Théi han gidi qu... B9 khan: Binh thuong ~
"an
1il"w""al = PBlehicha:
Sé van ban dér arta" =
* 5 smsdm w
@ Vanbind e —— — Co tal ligu gidy
&= HO 50 cong viéc v ., |
T ol N R n -
e v = e - & S0 van ban dén
E LR - - e - 2 ar
v s =m $4 van ban dén : « | Sédén: =
i : . s il LI FE.™ Nagay dén (): 07/07/2025 o) Cho phép trung sé trong sb van ban
raci & tim kifm v
Q i —= -
Ll Béocso & indngke n e nm - penvinhin: ‘
= - - - - - q
% Téi ligu dinh kém
(1 B —_—
" srmr e e L [ © 730181 liu dinh kiem

1-6/6 H € 1= > W &

Hinh : Man hinh nhap thong tin van ban

@ Tai tai igu dinh kém

- Bwoe 3: Scan van ban va chon
- Budc 4: Sau khi da nhap céc thong tin ciia van ban va dinh kém file thi chon “Luu”
hodc “Liwru va tao méi” hodc “ Lwu chuyén va tao méi”.

- Lwu: Thuc hién hoan thanh tao méi van ban.

- Luu va tao méi: Déng thot thue hién hoan thanh luu van ban vira tao va tiép tuc thuc
hién tao mai van ban khac.

- Luu chuyén va tao méi: Dong thoi thyc hién hoan thanh lwu vin ban, chuyén xtr Iy
van ban (thyc hién ¢ bude 5) va tiép tuc thuc hién tao mo1 van ban.
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Ngay

- Bwéc 5: Chuyén xir 1y vin ban bim vao - chon nguoi xur 1y
chinh hodc phéi hop xtr 1y, theo ddi > Bam Pong y

Luu y:

Doi voi cac van ban thuoc cac linh viee khi an chuyén xw ly sé tw dong tinh han xu ly

theo linh vuc (trong truong hop don vi co quy dinh tinh han xur ly theo linh vuc).

1.1.1. Chuyén xir Iy cung 01 hic nhiéu vin bén

Pé chuyén cung 01 luc nhidu vin ban thuc hién thao tac nhu hinh sau:

+ Tao bao cao | =R

r* Chuyan xl Iy

MNoéry dén tir 0

£ CAl vln ban

Ar*12TBUB
UBND X3 1a Ne..

3 Xda vén bin

4

nihdn dan x& la Man nhiém ky 2021-2026
54 aén 118
& r* 01TB.CNVE
Ed Ghi nhanh Vin phing dang ky g4t dai Vian Canh

*Q

*
L

[ETA7/2025] Thiing bao vé vidc gith thidu con ddu,
thiing tin ién lge, chire danh v chii ky 1inh dao Uy ban

h 4
L

iy || 3 oo [ s

# [12/TB-UBND - 03/07/2025] Thong bdo vé viéc gidi thigu con dau, thong tin lién lac, chire danh va chir ky lanh
dao Uy ban nhan dan xd la Nan nhiém ky 2021-2026

L}

4

[O7A0TI2025] Vi wée gioi thigu milu con diu v chif i
cila clia Giam dde Chi nhanh Van phéng Biang ky ddt
i Vn Canh tade Vin phing Bdng ki ddt dal tinh
Gea Lai

54 oén 117

& OVBC-KT

Phdng Kinh 1€, Ha thng va B0 th - Phubng Hodi Nhon - @

Biing - Tinh Géa Lai

(07107 /2025] Béo cao dé xut hop ding cung (mg dich
wu thuf ki cho e hop tae <&

Sé dén. 116

A OUTB-UBND

UBND x4 Binh Hiép - Tinh Gia Lai

107107/2025] Thing baa mau diu. chirc danh chil ky
clia tdnh dao UEND «@ Binh Higp

54 dén 115

& 1EIUBND-NNMT

1-20/236 W € 1a

o

>N T

16 12 pat %

@ Thang tin van ban
Cép CQBH: QLVB Cor quan BH: UBND X4 la Nan
Loal van ban: Gong van Linh vye:

D6 khan: Khan D6 mat: Binh thiréng
Nguwsi ky: Qudn Trj H& Thong Chire vy:

Ngui duyet: Quyén han:

Mguéni soan: BV sogn thao:

Thude nhém: Van bdn hanh chinh Hinh thire VB: Ban chinh
Bia danh: UBMD X3 la Nan Hinh thire gri:

Tail ligu gidy: Khong Loal nghiép vu: Van ban mai
M4 ho so: Ngon ngiF:

Giri VB phoi hop:  Khang La bi: Khéng

VB cn xir ly: S6 ngay xur Iy:

Thévi han giai qu... Thude chuong ...

Han tra I&i VB:

Ghi cha:

& 56 van ban dén:

Hinh : Man hinh chon cing 01 lic nhiéu vin ban
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Tai liéu huéng dan str dung vin phong dién tir Ngay 07/07/2025

v ol Ti Kt 1 kil v It
Ny 8én tlr 0710772024 8n 010712025 ong Tin xwly
& P+ 12TB-UBND w &
vd Xir Iy chinh: . X TR
UBND Xk ia Han % Y + Chon nguwéd, phong ban xi Iy chinh
(0FAOT0RE] Thing biao wé vie gic thidu con diu,
théng fin fign lac, chirc danh va chif ky lanh dao Ly ban Phoi hop xir ly:
e > ) OHigp Jarly + Chon nguéi, phong ban phoi hop xir Iy
nndn ddn x& |3 Nan nhidm ky 2021.2026
S4 gén 118
Thém nguin theo doi | Thiém thang tin chi dac
& 7% 01/ TH-CNVC o
v . @ e izal
| Chi nhinh Vian phéng d2ng ky adt dai Vén Ganh % Han xur ly : i
107707 12025] V& vige i Hhadu mdiu con ddu va chii ki .
| cila cila Giam ddc Chi nhanh Vén phing Bdng ky dat Do khan: Binh thurdmg ¥
Aai Van Canh Ihude Van phang Dang ky a4t dal tinh Nol dung :
| Gia Lai
54 aén 17 ’
1
& 01BC-KT o
¥ Phing Kinh 1. Ha ting va D4 thi - Phuimg Hoai Nhon Sy
[30.] Tinh Giia Lai 5 o
o . Tiép tyc X Iy
|071072025] Bao cio 42 xudt hop ddng cung (mg dich .
. . . Gui thang bao dén ngudi nhan
wuy thuy kg cho cic hop tac x3 o
54 #én 116 Co tal léu glay
|
& 7 (1ITB-LEBND o
*' UBND xa Binh Hidp - Tinh Gia Lai Y
|07/07{2025] Théng bin miu déu, chire danh chik ky
ciia Hinh @30 UBND xA Binh Hip
| Sédén 115
& IERUBNDNNAT y v

1-2002086 M € 1. > H &

Hinh : Man hinh chon nguwoi chuyén xir 1y

Luu y: Doi voi cac van ban da dwoc vao so van ban dwoc phép chuyén xu ly sé thuc
hién chuyéen xuw ly cung mot luc nhiéu van ban.

1.1.2. Dé chinh sira ndi dung viin ban
Cac budc thue hién:
- Bwde 1: Chon vin ban can Sira = trén thanh tic vu bam nut m, chuong trinh
xudt hién man hinh cho phép Sira vin ban.
- Bwéc 2: Thyc hién nhép lai thong tin can stra d6i, c¢6 thé tai lai tai liéu dinh kém (bdm

vao biéu tuong x6a B 3¢ x6a vin ban can thay doi).
- Bwéc 3: Sau khi cip nhat lai day du théng tin & Bam vao nat dé hoan thanh
tac vu sua.
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= T - T

v It * [12 D - 03/07/2025] Thong bdo vé viéc gioi thiéu con dau, theng tin fién lac, chire danh va chir ky linh
a0 Uy ban nhan dan xa la Nan nhiém ky 2021-2026

Npay dén tir 07/07/2024 dén 07/07:2025
& r* 12TE-UBND T o (B e [
UBND X2 2 Nan % -

ET ; &c thir
[0TH07/2025) Thing bde v vide gici thiu con diu T v | I X e
théng tin lén lac, chirc danh va chiF ky Enh dao Uy ban
e dan x la Man nhigm ky 2021-2026 € Théng tin van ban
Sbddnaiil

Cap CQBH: QLve Cor quan BH: UBND X& Ia Nan
s - Loai van ban Céing va Linh

ai van ban: van inh vipe:
e el e o— s ) -
" el " B§ khan: Khan B9 mat: Binh thudng
B . (] P e F
— = - Nguwod ky: Quan Trf Hé Thang Chire vy:
E Naueed duyét: Quyén han:

Nguéd soan: BV soan thao:
el w u = Thude nhém: Van ban hanh chinh Hinh thirc VB: 84n chinh
. m . . . e .
LN L L] Bia danh: UBND Xa la Nan Hinh thirc giri:
TR . ik wn el e Tal lidu gldy: Knhéng Loal nghiép vu: Van ban mdi
L} L e
" ow e Ma hé so: Ngdn ngi:

T = Guri VB phéi hop:  Khang La bi: Khéng
"R e e .- ] VB cin xir Ij: S& ngdy xir ly:
" = mEs - - - - o Le a
= s R Théri han giai qu... Thudc chuong t...
B E—— Han tra & VB:
_m meoemw » ¥ Ghicha:
1-20/2086 M € 1 >» N 2 & So van ban dan:

Hinh : Man hinh chinh svwa noi dung van ban
1.1.3. P¢ Thu hoi vin ban di chuyén xir ly
Chuc ning cho phép thu hdi lai van ban da chuyén xir Iy dén cac tai khoan khac.
Cac budc thue hién:
- Bwoc 1: Ttr man hinh “Tiép nhén vin ban” = M& van ban mudn thu hoi lai

- Bude 2: Chon tai khoan mudn thu hdi vin ban = Bam nut “Thu hdi” dé hoan thanh
tac vu.
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iDesk

Phién ban 6.0

Tai liéu huéng dan str dung vin phong dién tir

Ngay 07/07/2025

* [12/TB-UBND - 030 Dinh kirm van ban

dao Uy b

025] Thong |

an dan xa la Nan nhiér @ N cna
Ngdy dén tir 07/07/2024 aén 07/07/2025

i

dau, thong tin lién lac, chirc danh va chir ky linh

&7 12TB-UBND * 12 @18 1200 ?
UBND X3 la N S I
o > & Tai v | © Xac thwe © Thém viligvan bdn hay ding

{07/07/2025) Thang bdo vi vikc gisi thiu con ddu
g n bl e s 0 1 00 ) o

nhain dan x8 la Nan nhiém ky 2021-2026 © Thong tin van ban ® Téi phibu a2 xuslt [ i W v e
Séaén 118 :

Cép CQBH: awe © Téi phibu gii quyét van bin  pn gy UBND X3 la Nan
' - - aa. =3 - . ‘ w‘. m )
- - - Logl vintiin: a © Xom thdng bn xir ty yre:
.- . L R L L D06 khin: Khan © Xem lich si¥ soan thso t Binh thuéng
»

— L ee el « 1 Ngudi ky: QuanTri HE Thong 2, Xem theo adi o

- EE - !

-=a Ngudi duyét: Quyén han:

- Ngudi sogn: DV sogn thao:

L] i Thuge nhém: Van bdn hanh chinh Hinh thire VB: 84n chinh

" 2 fen"a . -

= Dja danh: UBND X la Nan Hinh thire gusi:
LR L 3, L Aoy Fe L Tai ligu gidy: Khong Logi nghigp vy: Van bdn moi
“- L - LR B 6
. Ma ho so: Ngon ngir:

i = oe 2 Guri VB phdl hop:  Khéng La bi: Khong

L . = VB cin xir Iy: $6 ngdy xir Iy:

"all omn - == S

& e o Théd han glal qu... Thuge chuong t...,
Ym o ow Han tra 161 VB:
- - . e = « " ¥  Ghichi:
4 2MINMR u s atis Y - o~ maal a2 b
N
\ N \ A v »
Hinh : Man hinh thu hoi van ban
[ < ose- .
. v |t Trich Thing bao vé viéc giod thiéu con dau, théng tin lién iac, chire danh va chir ky lanh dao Uy ban nhan dan xA ia Nan
nhigm ky 2021-2026

Nghy dén tir 0710712024 dé_n 0110772025
A r* 12TB-UBND L= = Hiénih1-1tongbnastt H €| 1 3 W 2
BND X3 la Nan 2
57107 72025 Théing biao v vibe gin thidu con déu, Nguéi nhén Ghi chia Trang thai Ngay g Han xr ly
g iy D o, Ot ATVl Ak o iy 30 LA ey Phé B the, Chil tich LBND Plang xir i 070712025
nhEn dan x3 |a Nan nhim ky 2021-2026 & ;
56 adn 118 g
-0 0l o el w
R ] " om - -
l - ' Ll E—— -

- . .-' m - EEE =E -
- - T ——
- -
LN I )
J LR -
1 s ™ 1 &« "ha?
- — » L]
| el § L ——

L . L] ' d l'v_
. - -
- AT .7
LR B N -
' - " D EEE R N . -
-l e
-l e a - " - ¥

1-20/238 H € 1~ > I &

Hinh : Man hinh chon tén can bo can thu hoi van ban

1.1.4. Pé Cit viin ban & man hinh Tiép nhén vin ban

Chtic nang nay chi cho phép cit nhitng vin ban di dugc vio so.

Cac buoce thue hién:
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iDesk

Phién ban 6.0

Tai liéu huéng dan str dung vin phong dién tir

Ngay 07/07/2025

- Buéc 1: Tai man hinh “Tiép nhin van ban” - Bam chon vao van ban muon thuc

hién CAt vin ban.
- Bude 2: Bam nut “Pong y” dé hoan thanh Cat vin ban. Vin ban sau khi Cit s& dugc
chuyén qua “S6 vin ban dén”.
- Bwéc 3: Vin ban sau khi duoc cit van co thé xir Iy tiép bang cach vao S6 van ban dén

dé xu 1y tiép.

(4 Van phong dién tr

# Trangchd Tatca@)  Nhan trong ngay () Tré
0 Vian ban dén @ w -I-Tgn vin ban
¢ Tiép nhan van ban @‘ T4t ca & :
& Cat van ban
N e [ e |
"= Bai bd mdt 56 van ban quy pha g, Danh déu Ia chua doc h
tn:rurng Bo Cong Thuong ban i i X6a van ban |
] hanh il
Trang thai B3 tao :
H = i i
e 2 NoR018 < Cag
. Vv Hal nghi @81 mdi, ndng cao hiéu qua hoat dong i
i o i
. n CaDNNN-— VB chwa vao so
o Trang thai: £a tao
o Van ban di @V & 41 £ 0 ﬁ
I Yom wm EEGE R
= Ciong viéc 0"’
I R EEERE EEEE B
HEE &
@ Theo dii v e ooy |
: = i sd
Tra ciru & tim kié "
Q Traciu&timkiem ~ am %% %l AN ks
; N EE EE N Ngi
sl Béo cao &thongké B
o [ | | ] |
Bori
B Quan i hé thing 24 0u102018 fy ¥
o T=-20093 W€ |1« | > W | S

Nhirng VB da vao s6 méi

dwoe cit van ban

Hinh : Man hinh cdt vin béan

1.1.5. Pé xem theo ddi viin ban xir ly

nhu vin ban di dugc chuyén toi phong ban nao.
Cac budc thue hién:

- Buée 1: Chon vin ban can xem theo ddi

- Budre 2: Sau d6 bam vao nut o T ] = em heordor

Churc nang nay cho phép van thu theo déi dugc tinh trang cua van ban ciing
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iDesk Phién ban 6.0

Tai liéu huéng dan str dung vin phong dién tir Ngay 07/07/2025

([an] 3

¢ [01/BC-KT - 01/07/2025] Béo cao dé xuat hop dong cung rng dich vu thuy loi cho cac hop tic xa

Hién thi thém théng tin van ban

T pL HD Hoai my 2025 pdr 3 T PL HB Hoai huong 2025.pdf% T phu lue hop dong pdf d 9
& Taivé & Taivé & Taivé
T hoai my06162025 pdf S = hoai huong06162025 pdt S T du thao hop dong hix hoai .
& Taivé & Taivé & Taivé
E du thao hop dong hix hoai.. 3 @ bao cao de xuat hop dong.. ¥ @ bao cao de xuat hop dong..
& Taivé & Taivé & Taivé
Tir khoa tim kiém Q £ Thong tin x(P Iy:  Chi tiétxirly ~

> g Van thw UBND phwéng Hoai Nhon Déng [Van Thu] (
Ngay tao” 07/07/2025 14:32:26
Trang théi: Hoan thanh (Ngay hoan thanh: 07/07/2025 15:19:05)
[Ngay xem: 07/07/2025 15:18:18]

¥ @ 07/07/2025 lic 15:19:05 (6 gior trrdre)

£ Pho Bi th, Chi tich UBND [Nguyén Van Hiép] ( EEIIEEIR & Pon dbc
Trang thai: Dang xir ly [Chira xem ndi dung van ban]

Hinh : Man hinh Xem theo doi

1.1.6. Dé xé6a vin ban
Chure nang cho phép “Xéa” nhitng van ban dién tir ¢ trang thai vira tao hodc da
vao s van ban dén.
Cac bude thue hién:
- Budc 1: Tai man hinh “Tiép nhan vian ban/ S6 vin ban dén” = Chon vin ban can xoa.
- Bude 2: Bam nat “Xoéa” > chuong trinh xuét hién hop thoai xac nhan x6a van ban
- Budc 3: Néu dong y thi bam nit “Dong ¥ dé hoan thanh tic vu x6a vin ban.

R R L o Q5 ()|

A& Trang cni Talca@) Vanbanchidao§) Chuadoc{) Nhantongngdy (1)  Chuavaosd
© wromen O | R [ i [ om s ren | co
+ Tépnhanvanban (O = = P e—— w0 g8 | Trchyéu(): Thong baogid *Trd lai wéng Hoal Nhon Béng, tinh Gia Lal 2
Sd van bin dén Nody nhan tir 07/04/2025 dén 07107/2025 .
e S 9 Dénh déu 13 chira doc
Q@ Vanbénai o +® 0aTBBU PUTE 5= =
Diing ly Phurtmg Hodi Nhon Déng ™S Soiky hidu(*): 03TBEU by Ngay van ban("): 01/07/2025
. P @ Xem lich st s0an thdo
== Hb so coing visc v Théng béo gidi thiéu mu dau Dang uj phudng Hoal Loal van ban (*): Théng béo Linh vue :
Nhon Béng, finh Gia Lai ' & Xem theo doi y
B Cong viac - Ao S o e DD R 2T Cép CQBH: Co'quan BH : Dang Uy Phuong Hoal Nnon Bong i
@ Theo di v Y i i Thisi han giai qu... 1 Dokhan: Binh thueng v
- —— .
Q Traciulfimkiém v Sieitihy ol e R Ghichii
o i R el W woww R
[l Bdocao &thdngke " - mm - -
o § o mmowy mEmm W Co tai ligu giay
v omm mam " 0 1h thém phies rudng thang fin hon
Tl v ol w - " T
- Se = " e & S0 van ban dén
s DT 3 R :
e == S0 van ban dén : 1on sé vl = S6dem: 0
ol s win® al "W Ngay dén (°): 07/0712025 & Cho phép tring sb trong s8 van ban
"
L = T . = g
" Bon vi nhan: s

- —
L e I ey
R g
PRI S N S—_— ] % Tai ligu dinh kém

Hinh : Man hinh xoa van ban
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iDesk Phién ban 6.0

Tai liéu huéng dan str dung vin phong dién tir Ngay 07/07/2025

1.2.  S6 viin ban dén
La noi théng ké tAt ca cac van ban nhan duogc xuit thanh béo cdo, & tic vu nay
cho phép theo dbi cac van ban da duoc vao sb.
Pé xuit bao cdo so vin ban dén

Cac buoc thuc hién :
- Budc 1: Tu man hinh menu chinh bén trai chon dau miii tén x6 xuoéng bén canh nit

© Vanban dén s - = , = =
° chon 58 van ban aén y3 him vao nat

- Budc 2: Sau d6 chon ngay can xuat bao cao so
- Budc 3: Bam vao nut dé xem két qua nhanh trén man hinh/ Bam

vao nut L&
- Buéc 4: Bam Pong ¥.

1| sé két xuat ra file excel.
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iDesk Phién ban 6.0

Tai liéu huéng dan str dung vin phong dién tir Ngay 07/07/2025

(& Van phong dién tr

# Trang cha | + Tao bao cao
© Vanban dén @ ~

Tiép nhan van béan @

| Sévanba._. |w

Ta khoa tim kiém vQ I}

| S&vanban dén 1 & r* 12/TB-UBND 03/07/2025 W &)
UBND X3 la Nan @
Q@ Van ban di o " [07/07/2025] Théng bao vé viéc gidi thiéu con dau,
théng tin lién lac, chi¥c danh va chif ky I&nh dac Uy ban
= Hé so cong viéc v nhan dan xa la Nan nhiém ky 2021-2026
Sé dén: 118
B=. Congvise v & 01/TB-CNVC 04/07/2025 ¥
@ Theo ddi “ Chi nhanh Van phong dang ky dat dai Van Canh R
[07/07/2025] Ve viéc gidi thiéu mau con dau va chiF ky
Q Tif CiF S M, ctia ctia Giam ddc Chi nhanh Van phong Bang ky dat
dai Van Canh thudc Van phong Bang ky dat dai tinh
il Béocao &thongke v Gia Lai
e sS4 dén: 117
& r* 01/BC-KT 01/07/2025 ¥y
Phong Kinh té, Ha tang va D4 thi - Phuéng Hoai Nnon &
Béng - Tinh Gia Lai
[07/07/2025] Bao cao dé xuét hop déng cung (fng dich
vu thuy loi cho cac hop tac x4
56 dén: 116
&~ 01/TB-UBND 07/07/2025 ¥
UBND x4 Binh Hiép - Tinh Gia Lai ‘%
[07/07/2025] Théng baoc mau déu, chirc danh chiF ky
cla lanh dao UBND x3 Binh Hiép
Sé dén: 115
& r* 168/UBND-NNMT 07/072025 o @ w|

Hinh : Man hinh tao bao cdo so van ban den
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iDesk Phién ban 6.0

Tai liéu huéng dan str dung vin phong dién tir Ngay 07/07/2025

© vanbingén D~ | @ edo céo 56 van ban dén - S5 van ban dén

Tiép ohan vén bdn Q) krir ngay (*): 01/07/2025 [z} Bén ngay (") 07/07/2025 2z
+ S8 van ban aén *‘m sé: Dén sé:
Q@ Vanbindi @~ 56 vanban dén ) Tét cé - Co quan ban hanh/Tac gia:
B Hd so cong vige v rai iéu gidy: Tatcd v Ky sb: Tatca ~
= Congwvic ~ ‘Hiiin thj thém nhibi trudmg théng fin hom
@ Theo ddi v Hifnthi1-20tongtongs6236 W € 1 > W &~ &
Q Tra ciru & im kigm Tén loai va trich yéu ndi

sédén Ngaynhan Co quanBH S4/ky higu Ngay VB dung Han xir Iy Don vj chi tri Chuyén vién xirly  Tinh trang
|l Baocdo &thdngke
o 1 03/07/2025 UBNDfinhGia  O8/GM-UBND 031072025 Gily mtn tham du budl hop Lanh dao UBND Nguyén Van Higp  Bang xi Iy L |
Lai trure tuyén voi céc dia phirong

theo Cang dién s 1249/CE-
VPCP ngay 02/7/2025 cla
Van phong Chinh phi

1 02/07/2025 BanQuanlyDy  O4/BAL-DHDA1  02/07/2025 Cdng van 88 nghi thanh iap Lénh dao UBND Nguydn Van Higp  Dang xit Iy “ B g
an Nong nghién Hai déng bbi thirma, hé tror,
va Phat tnén téi dinh cu dy én thanh phan
néng thén tinn Xay dung tuyén duing ven
Gia Lai bién (BT 639), doan M§ Thanh

- Lai Giang (dia phan Phuong
Hoai Nhom B3ng)

1 02/07/2025  UBND Phuong 2/TB-HDND 02/07/2025  Ihong béo méu con du HOND Vén phong UBND Trwong Van Chung  Bang xir Iy ¥ ﬂ a
An Kné phutng An Khé, chirc danh va HEND -
chir kj Chi tich, Pho Chi tich Phuring Hoal
HEND va lanh dao hai Ban Nhon Bona - Tinh

Hinh : Man hinh ket qua bdo cdo so van ban den

2. Van ban di
2.1. Ban hanh van ban

2.1.1. Ban hanh vin ban di (Ky s6 2 16p)
La thao tdac van thu nhdn van ban da dwoc lanh dao ky 6 truc tié}) trén hé th(fng va
phé duyét chuyén ban hanh, van thw thuc hién thao téc vao sé van ban di, ky s6 va ban
hanh van ban .
Cac budc thue hién:
- Bwde I: Tir man hinh menu chinh bén trai chon diu miii tén x0 Xuéng bén canh nut

@ Vanbandi (159 + Banhanhvanbin (B
chon
- Bwéc 2: Chon vin ban duoc giri xudng qua hé thong iDesk
- Bwde 3: BAm vao nat dé nhan vin ban

- Bude 4: Chon loai van ban va vao s6 van ban > bim Luu

# Trangchil Tatca@  Chuavaosd @)

© venvinaén @~ =~ - =- « 3 X
© vanvinai @~ Tétc v Tir khoa tim kiér wQ p | Tr[11/07/2025] nm . RS R W G AW S T WL e e e R 2
+  Ban hanh van ban Noay nhan tiv 14/04/2025 dén 141072025 ¥ Dang dy vign, Pho Van phong HEND va LIBND (Phan Thi Thanh Didu) (2 ngay truoc)
58 van biin di B o e = | tHapPHAN CONG NV VP ? Boenconewvve &2
- e W ow
B Hb so cong vibe s & Taivé | ( Ky VB | 8 Sao lru & iy | @ Xac thue AT
B Hdsocongwdc v "
B Cong viec v B = © Théng tin van ban
& ol B ww w=n "
® Thesdi o = o w Bl | Cap CQBH: Co quan BH:
= TN
Loal van ban: Quyét dinh Linh vue:
Q Tacrualimkém v -
B§ khan: Binh thuéng Do mat: Binh thuéng
Il Béocdo & thdna ke w [ A o P IV P PR gy
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Phién ban 6.0

Tai liéu huéng dan str dung vin phong dién tir

Ngay 07/07/2025

L van phong dién i

# Trang cho

© Vanban aén

Q@ Vanbanadi (2

+  Ban hanh van ban M
S6 van ban di

&8 Hb so cong viéc v

= Cong viéc v

@ Theo ddi v

Q Tractu&timkém v

il Bdocdo & théngké v

(<

Tétca@  Chuavaosd
o- [ [oin] s o OB N
Tétca V| Tirk vQ | » Bang ly vien, Pho Van phong HOND va UBND (Phan Thi Thanh Diéu) (7 ngay trudc) e
UL L A R Trich yéu (°): cun smw cnmnan smm ol A as Ml lees s W
UL | =y - = 1 Q
. v -
ICov quan BH : Van phong UBND va HOND - Phuong . | » l Cép CQBH:
.- . = e e =
. L e - Loai van ban : Thong b3 Ngay van ban (*): 04/07/2025 &
— W .-
S Sb/ky hidu : 01 |mBvP C  Lnhwye:
BV soan thao : Van phorg UBND va HEND - Phudr Ngudi soan : Huynh Van Thanh
Nguoi ky : Phan Th| Thanh Diéu Nguoi duyét :
Hién thi thém nhiéu tnzong théng fin hon
&s6 van ban di
l $6 van ban di: v I s di: o)
Ngay di (") 14/07/2025 f#  sébanbanhanh:

Hinh : Man hinh nhan van ban di tw phong, ban

Buée 5:Trudce khi ban hanh vian ban van thu thuc hién dong ddu co quan ban hanh bang

cach chon vao nat ¥ KVVB v3 chon vao 1 trong 3 loai chit ky tiy vao nhu cau cua vin

thu

¥¢ [11/07/2025] @D phan cong nhiém vu chuyén vién, nhan vién VP HDND va UBND =

» DBang dy vién, Phé Van phong HOND va UBND (Phan Thi Thanh Digu) (2 ngay trudc)

| QD PHAN CONG NV VP .

X Taivé | [ Ky C & Taivé
Ky ban hanh
@ Théng 1 Ky phu luc
cap cQBH: | Kysaoy
Loai vin ban: Quyét dinh
Do khan: Binh thuéng
Nguwei ky: Phan Thi Thanh Diéu

Nguwe&i duyét:

Nguwe&i soan:

Huynh Thi Tuyét

® ?
# Qp PHAN CONG NV VP ...

Co quan BH:
Linh vuwe:
Do mat:

Chire vu:

Quyén han:

BV soan thao:

e
%]

An théng tin van ban

Binh thudgng

Bang Uy vién, Phé Van phang HEND va
UBND

Van phéng UBND va HEND - Phuéng
Hoai Nhon Pong - Tinh Gia Lai
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iDesk Phién ban 6.0

Tai liéu huéng dan str dung vin phong dién tir Ngay 07/07/2025

¥ [CONG CU KY 56 THEO NGHI BINH 53 30/2020/ND-CP | - Ki s& cong van (VAN BAN.pdf) = X
@@ sl [1]n T[thémss | Jhemngay ||§4’ vltnkvl 4 Mcthe THIEP LAP KY S0
“| sscongvan
=T el o I e PR - || Tomammey Tee B
W R My =1 i" *==" Chon de lua chon vi tri ky
- | B ] o - — Ty chon ky s6
[ Thém 5 céing van
el ol 4] Thém ngay phét hérh ong van
ST ny < s s
L BN ECTRCEN I | BN LN | Ll e
.::-I II.- II'I -_1' - = o
ﬂ L ] I - u I N E . - Es mEE N
o . . " E N " "
_I o I -I._..-_ Iﬂl -l.I:II )
| | L I L L 1. - T |
.-.I--. I-I . .-IIII L ) I.-_ I e ‘
" A A
*lywwfa amm o wmyocoe 0 CHERIGENES Y dOng
- - - - . W EoEs §aEmE N EE s L B w2 3.
.- o . .:“ u .l I-. m L} L} 1-
" m "m e ow e 2"l [ ]
om n - n
b -
i. " m ] ;- EEEE B EE ERE L}
m-%.; ] e F sams mm B0 -.ﬁ
Rt il i i)
ol@ [E | ooy

I i cing

Hinh : Man hinh ky s
Budc 6: Phat hanh van ban ¢6 2 dang 1a d6i v6i cac van ban chuyén xir
1y noi b6 giﬁa cac phong ban thudc don vi va k=bell 361 voi cac van ban lién thong:
Chuyen xur 1y nd1 bd gitra cac phong ban thudc don vi

# Trangchi TétcA@  Nhantrongngay €  Chuavaosd @)
© vanbvinshh Qv =- r'Chuyénn'rly’ | @ein =- €« >
Q@ vanbindi  @v Tt o Tukoatmkém  wQ 1t | ¥ [47IQD-UBND - 11/07/2025] Quyét dinh thanh Iap Hoi dong bdi thwong, hb tro, tai dinh cu 6é giai phong mat
bang du an: Xay dwng tuyén dwdng ven bién, doan qua déo Lo Dieu
+  Ban hanh van ban Noay nhan tir 11/04/2025 dén 11/07/2025
= | » Ph6 Bithir_Chi tich UBND (Nguy@n Van Hiép) (2 gi trudrc)
S8 van ban di p_—m— e ] S Q
I e | el me = s & QD THANH LAP HDBT D B) QD THANH LAP HDBT D &2
BB 1O so cong viec e MR PN L. mm— Lod o 2] AT3ivE| @Ky VB |BSaolusky |@Xscthue & Tiivé
e
B8 cong viec v
- e L © Thong tin van ban
® Theoddi < FEm EmcEsE 8w o e
- s e %o mlem: » o Cép CQBH: Co quan BH: UBND phuéong Hoai Nhon Bong - Tinh Gia
Q Tracru&timkiém v e - Lal
i van ban: Quyét dinh Linh vye:
[l Béocao &théngké v Low o bk
o D¢ khan: Binh thuong Do mat: Binh thuong
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Tai liéu huéng dan str dung vin phong dién tir

Ngay 07/07/2025

L van ph

A Trang chil

[+ 3%
[2 ]

© Vanbén dén
Q@ Vanbanadi

*  Ban hanh van ban

S6 van ban di
£ Hd so cong viee v
BB Cong viec v
@ Theo ddi v

Q Taciuatmkém v

|l Béocdo&théngké v

(<

Tétcd@  Nhantrongngay )  Chuavaosd ()
=
Tétca ~| Tirkhoa tim kiér vQ

Ngay nhan tir 11/04/2025 aén 11/07/2025
C R e
-

- — e -
| B

12

Xin
TIeE=A

®

Trich yéu: Quyét dinh thanh Iap Hoi ddng bdi thuong, hé tro, tal dinh cu @é gidi phong mat bang du an: Xay dung tuyén duéng
ven bién, Goan qua déo Lo Diéu
© Thong tin xor I
X0 ly chinh: +Chon nguéi, phéng ban xir Iy chinh
Chuyen dé luu: + Chon nguéi, phong ban dé lru van ban
Phoi hop xr 1§: +Chon ngudi, phong ban phéi hop xir Iy
Thém ngudi theo ddi | Thém thong tin chi dao
Han xw ly ®
D¢ khan : Binh thuong v
INGi dung :
7
Tiép tuc xr Iy
Gri théng bao dén ngudi nhan
Co tai liéu gidy

Hinh : Man hinh chuyén xir 1y ban hanh

Chuyén cho céc phong, ban, don vi ndi bg, cac don vi trong tinh va cac don vi

ngoai tinh.

- Buée 7: Chon co quan can giri > bam nut

A Trang chi
© Vanbandén (1108
& Vanbandi a-
+  Ban hanh vin ban

54 van ban di

HB 50 cang vic v
== Cong viéc v
@ Thaodoi ~

Q Trachudtimiém v

il Baocaod théngke

(<]

Tatca @

Nhan trong ngay ) Churavao sé ()

+Teove R

Tl cd ~. Tir khaa tim kigm -Q It
Noav nhan tir 11/0472025 aén 11/07/2025
w0 0 L E R ]
- B e - [ 5]
= - —— g

-t . = o ole malm

s gus o

s m B e ol "l
—— o EmmE EEE o E
- -

1-2/2 K € 1- > N &

Hinh : Man

| Xurly chinh:

Tim kigm

Xin B,
T9e 1

ooy

Trich yéu:

duémg ven bién, doan qua déo Lo Didu
+ Chon ngudd, phéng ban xir ly chinh
Chuyén dé luu:

+Chon ngursi, phang ban dé lru van ban

Thém ngudl phdi hop xir ty | Thém ngudi theo dbi

Bon vi nhan trong tinh:
+ Chon don v| hodc nhém don v|
Bon vi nhan ngodl tinh:

+ Chon don vi ngoai tinh

Han xiply : [i]

Do khan : Binh thuémg v

Noi dung :

Tiép tyc xi Iy

Giri thong bao dén ngudi nhan

Ca tai ligu gidy

Chon thém tap tin lién quan dé gir l1én thdng

Quyét dinh thanh 13p Hol déng bl thueng, hd tro, tal dinh cur @& giai phong mat bang du an: X4y dung tuyén

hinh ban hanh van ban lién thong
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iDesk Phién ban 6.0

Tai liéu huéng dan str dung vin phong dién tir Ngay 07/07/2025

Don vi nhan trong tinh: muc nay sé hién thi danh sdach cac don vi trong tinh va sw
dung cung chung hé thong
Bon vi nhan trong tinh:

ubnd

Chon don vi hodc nhém don vi

DON VI THEO CAP DON VI THEO LOAI NHOM DON VI TRONG TiNH
¥ B Chua xdc dinh a
v UBND Phuréing An Nhon Bac - Tinh Gia Lai .

Van phong UBND va HDND - Phiréng An Nhon Bac - Tinh Gia Lai
- UBND X& An Hoa - Tinh Gia Lai
- UBND X& An L&o - Tinh Gia Lai
v UBND X& An Toan - Tinh Gia Lai
v UBND X& An Vinh - Tinh Gia Lai
- UBND Xa Canh Lién - Tinh Gia Lai

Véan phong UBND va HDND xa Canh Lién - Tinh Gia Lai

Hinh : Man hinh don vi nhdn trong tinh

Don vi nhdn ngoai tinh: muc nay sé hién thi danh sach cdc don vi ngoai tinh va khong
st dung chung hé thong

Bon vi nhan ngoai tinh:

Chon don vi ngoai tinh

TATCA THEO TiNH THANH THEO CAP THEO LOAI NHOM NGOAI TiNH
Ban An Toan Giao Thong tinh Quang Nam
Ban Chi huy Phang chéng thién tai va tim kiém ctru nan tinh Quang Nam
Ban Quan Iy Viedn qudc gia Séng Thanh tinh Quang Nam
Ban Quan Iy cac Khu kinh t& va Khu céng nghiép tinh Quang Nam
Ban Quan Iy dir 4n - Qu§ dat - D6 thi huyén Nam Tra My finh Quéng Nam
Ban Quan Iy dir 4n ddu tw xay dwng cac céng trinh giao théng tinh Quang Nam
Ban quan Iy D an Dau tr xay dyng tinh Quang Nam
B4 phan Mét clra S& Lao dong - Thwrong binh va X& hdi
Cuc Quan Iy thi trieéng tinh Quang Nam

Hinh : Man hinh don vi nhan ngoai tinh

2.1.2. Ban hanh vin ban di (Ky s6 1 16p)
¢ La thao tac van thu thuc hién tao van ban va tdi file dinh kem co chir ky 6 cua lanh
dao 1én hé thong va thao tdc vao sé vin ban di, ky sé va ban hanh van ban.

Cac buoce thue hién:
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Tai liéu huéng dan str dung vin phong dién tir Ngay 07/07/2025

- Bwdc 1: Tu man hinh menu chinh bén trai chon dau miii tén x6 xudéng bén canh nut

${ Vanbandi @ v + Ban hanh van ban @
chon
- Bugc 2: Chon —> nhap thong tin van ban

A Trang chi Tiétca @) Chuadoc§)  Nhantrongngay ()  Chuavao sb ()
0 wonsn 0 [FRE]=- [ Jon [aumnmms) e»
@ vanbindi Qv =T firich yéu (): | =s
+  Ban hanh van ban @{ Noay nhén tir 14/04/2025 Gén 14107/2025 |
S ol - e " 4 ;
54 van ban g . |ForquanBH : UBND phutng Hoél Nhon Bong-Tinh.. | » | Cap CQBH :
o ey e “pm =
£ Hbso cong viec N I ml e Loal van ban : h 1) v b v Ngay van ban (") 14/07/2025 =]
= Cénnvié Ihmem s - o :
= Cong viéc w g . :
P oo adlas b R || i Sl ehws:
@ Theo doi ¥ IPe f aw = PV soan thao : o dor hé *  Nguwdisogn:
e omes omw
Q Tacrudtimkém v Nowoi ky © Nguoi duyét :
- - - . - ) , . .
i Bdocho b ing k8.~ ——— g fiéeg b hon
[«] . g 2 Lol g &6 van ban di
B ookl o f dlomk .-
B4 van ban di: +  Sbdk 2
[ PR . =
T T R 8 Ngay di (*): 14/07/2025 % sbbanban hanh:
.
i/ e Pon vi nhan : 7
" opgEsEE o ' -
o - -
- = . Bon vi nhan ban 7
ru:
jromma o m - = m .
P aalla® ar="s o Cho pheép trung so trong s0 van ban
IFe & Jam T : w!|| 7Tai ligu dinh kem
ETECIRIPPUE NI | | o o i o o o | v

- Buéc 3: Luu van ban/ Luu va tao mé1/ Luu va chuyén, tao mai.
- Bwdc 4: Chon loai van ban va vao s6 van ban > bim Luu

L Van phong dién te — Q

# Trang chi Tétca@  Chuavaosd ¢
0 wiws O EED =- [ Joun oo R o n
Q@ Vanbandi (2 34 Tétca +| Tr khoa tim kid wQ 14 | Bang.yvien Pho Van phong HOND va UBND (Phan ThiThanh Dibu) (7 ngay truéc) =
»  Ban hanh vén bén Ngay nhan tir 14/04/2025 aén 14/07/2025 Trich yéu (): P 0 JF - WY T 0 PO Jie
S van ban di L B [ .8 - | I | Q
W o - " |
£ Hb 0 cong viéc v ICU quan BH : Van phong UBND va HEND - Phutng ... | » ] Cap CQBH :
2= Congvice v m = - B ool viin bin: Thong ba x|+ Ngayvanban():  04/07/2025 &
e S L | ’ : cud '
y - wm w mwm omom s
@ Theo ddi v Sb/ky higu : o1 |rrBvP C  Linhvye:
Q Tractu&timkiém v BV soan thao : Van phora UBND va HEND - Phudr.. x | » Ngudi soan : Huynh Van Thanh
|l Bédocdo &théngke v Nguoi ky : Phan Th| Thanh Diéu Nguwoi duyét :
(<} Hin thi thém phiéu tnzdmg thong fin hon
&s6 van ban di
Iso’ van ban di: | i v I sb di: 22)
Ngay di (") 14/07/2025 f#  sébanbanhanh:

- Buéc 5: TruGe khi ban hanh vin ban van thu thuce hién dong du co quan ban hanh
bang cach chon vao nat ¥ K/ VB va chon vao 1 trong 3 loai chit ky tily vao nhu cau cia
van thu
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iDesk Phién ban 6.0
Tai liéu huéng dan st dung van phong dién tir Ngay 07/07/2025
¥7 [11/07/2025] @D phan céng nhiém vu chuyén vién, nhan vién VP HDND va UBND =
» Dang. dy vién, Phé Van phong HOND va UBND (Phan Thi Thanh Digu) (2 ngay trurdc)
GD PHAN CONG NV VP . l1'Y"_-HQD PHAN CONG NV VP ___ &2
& Taivé | £ Ky e & Taivé
Ky ban hanh
LR
capcaBH: | Kysaoy Co quan BH:
Loai van ban: Quyét dinh Linh vire:
Do khan: Binh thuwéng Do mat: Binh thuéng
Nguwei ky: Phan Thi Thanh Diéu Chirc vu: Bang Uy vién, Pho Van phong HEND va
UBND
Nguwei duyét: Quyén han:
Nguwei soan: Huynh Thi Tuyét DV soan thao: Van phong UBND va HBND - Phuéng
Hoai Nhon Boéng - Tinh Gia Lai
2 [CONG CU KV 56 THEQ NGHI BINH 58 30/2020/NB-CP | - Ky s6 céng van (VAN BAN.pdf) - X
® | ®|[>] | n T[memss  J[mnemnoay |[FF chonvitrity | o xacemse THIEP LAP KY SO
| Sgedng van
Théi gian phét hanh (Ngay - Thang - Nam)
= HCad el e e B e B
~ i g0 01 - 2026 O]
o ey = % i" "* == Chon dé Iua chon vij tri ky
- " Em o - — . Tly chan ki s§
[£] Thém s5 céng van
ool el [] Thém ngay phat hérh céng vin
ST ny <l T
b= o o B I NN B SR | L e
[ Ky s518 chilc
u o N L .- mn ' |} — - - =
ﬁ‘..- B | H BN EN = . E N RN
] S mm - o . . " E u u
._.I . -I._-.-_ I":I -l.I,II )
|} .I_»r L LI I. u = - . 1 L} - ——
.-.I--I I-l' = .-IIII L ) l.-_ I i ‘
gl '.._' mo R R - . G Chon dé k\'/ sO tu dc“)ng
- - . LN | oS §OEEE N - e L B = S.
’ » o I:i‘ | ] .l n -. . n n 1 o
u .- - I-IL--.“ I.ll |
om n = "
"0
-m " = | ] ;- EEEE B e EE N | = |
| S n -m FI‘II a0
- | | - = Em B
,' -
CRCERHIIZIgg =
I 5 sing

Hinh : Man hinh ky s6

Burde 6: Phat hanh vin ban c6 2 dang 13 BeSSSEESIT 16 voi cac vin ban chuyén xir

1y nd1 bo gitra cac phong ban thudc don vi va d6i v6i cac van ban lién thong:
TR dyen iy Chuyén xtr Iy ndi bo giita cac phong ban thude don vi
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Ngay

07/07/2025

L4 Van phong dién te Tim Kiém

# Trang chi TétcA@  Nhantrongngay §)  Chwavaosd €
© vanvinsén @~ =-
Q vinbinai @~ Tétca v Tirkhoa tim kiém vQ It
+ Ban hanh van ban Ngay nhan tir 11/04/2025 dén 11/07/2025
S0 van ban ai
= Hbso cong viec v
B8 Cong viéc v
@ Theo ddi v

Q Traciu&timkiém v

|l Béocdo&théngké v

bang du an: Xay dwng tuyén dwdng ven bién, doan qua déo Lo Dieu

7 » Pho6 Bithir_Chi tich UBND (Nguyén Van Hiép) (2 gitr trudrc)

@ QD THANH LAP HDBT D. B) QD THANH LAP HDBT D

& Taivé | @Ky VB |BSaoluudky |@Xacthue  &Taivé
© Thong tin van ban
Cép CQBH: Co quan BH:
Loai van ban: Quyét dinh Linh vye:
Binh thuong

Do khan: Do mat:

7 [47/QD-UBND - 11/07/2025] Quyét dinh thanh Iap Hoi dong boi thuweng, hé tro, ti dinh cu dé giai phéng mat

UBND phuong Hoai Nhon Bong - Tinh Gia

Lai

Binh thuéng

&2

(& Van phong dién ti Tim kié

# Trang chi TétcA@ Nhantongngay )  Chuavaosd ()
© vanvandén Qv ERCACE = -
@ Vanbindi (2 22 Tétca ~| Tirkhoa tim kién vQ It
+  Ban hanh van ban Ngay nhan tir 11/04/2025 dén 11/07/2025
6 van ban @ Ll s
= smm = - ]
£ Hd so coing vidc v - W P — e -
- | S
2= Cong viec v
4 d S
@ Theo ddi & ELEE - - - 1
N -
Q Tacrmu&timkiém v LI

|l Béocdo&théngké v

(<

Q) &

Xin chdo,
. Van The ¥

% B6 qua

Trich yéu: Quyét dinh thanh Iap Hoi ddng bdi thuong, hé tr, tai dinh cur 6é gidi phong mat bing dy an: Xay dung tuyén dudng
ven bién, Goan qua déo LS Diéu
© Thong tin xir
Xir Iy chinh: +Chon nguai, phong ban xir Iy chinh
Chuyén dé luu: + Chon nguéd, phong ban dé luu van ban
Phoi hop xir 1y: +Chon ngudi, phong ban phdi hop xir Iy
Thém ngudi theo ddi | Thém théng tin chi dao
Han xu ly : -]
D6 khan : Binh thuong v
INGi dung :
7
Tiép tuc xir ly
Giri théng bao dén ngudi nhan
Co tai liéu gidy

Hinh : Man hinh chuyén xit Iy ban hanh

ngoai tinh.

- Bude 7: Chon co quan can giri &> bam nut

Chuyén cho cac phong, ban, don vi ndi bd, cac don vi trong tinh va cac don vi
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Tai liéu huéng dan str dung vin phong dién tir Ngay 07/07/2025

&4 Van phéng dién tir 1 kiém ol ke

M Trang chd TétcA@  Nhantongngay ()  Chuavaosd )
© Vanban dén O ERG =~ v Dongy =
Q@ Vvanban di (2 TAca !l Tir khoa tim kiém -q It Trich yéu: Quyét dinh thanh 13p Hol dbng boi thureng, hd tro, tal dinh cur 6é gidi phong mat bang dur an: Xay dung tuyén
dudmng ven mén‘ doan qua déo Lo Diéu
+  Ban hanh van ban Noav nhan tiy 1110472025 aén 11/0712025 |
| Xirly chinh: "
R — LN e s ] ¥ + Chon ngudi, phéng ban xir Iy chinh
- R mems W B
£ Ho so cang viec ~ = = g — MR Chuyén 36 luu; + Chon nguroi, phong ban dé luu van bin
-l o s 2l mmelm
i Congvic i T -_— Them nguoi phdl hop it 1y | Thém ngusi theo doi
5 sem o B ol d "L
@ Thaoxl 2y S FERER Bon vj nhan trong tinh:
Q Tmcru&tmkém v - + Chon dom v hodc nhém don vi

il Baocaod théngke

(<]

Bon vi nhan ngodl tinh:

+ Chon don vi ngoai tinh

Han xiply : [i]
D6 khan: Binh thueng ~
N&i dung :

Tiép tyc xur Iy
Giri thong bao dén ngudi nhan
Ca tai ligu gidy

1212 H € 12 > W & Chon thém tap tin lién quan dé gir l1én théng

Hinh : Man hinh ban hanh van ban lién thong

Don vi nhdn trong tinh: muc nay sé hién thi danh sach céac don vi trong tinh va s
dung ciing chung hé thong

Bon vi nhan trong tinh:

ubng

Chon don vi hodc nhém don vi

DON VI THEO CAP DON VI THEO LOAI NHOM DON VI TRONG TiNH

¥ B Chua xdc dinh
v UBND Phuréing An Nhon Bac - Tinh Gia Lai

Van phong UBND va HDND - Phiréng An Nhon Bac - Tinh Gia Lai
UBND Xa An Hoa - Tinh Gia Lai
UBND X& An L&o - Tinh Gia Lai
UBND X& An Toan - Tinh Gia Lai
UBND X& An Vinh - Tinh Gia Lai

‘4
D B ED ED E

UBND Xa Canh Lién - Tinh Gia Lai

Van phong UBND va HDND x& Canh Lién - Tinh Gia Lai —

Hinh : Man hinh don vi nhan trong tinh
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Tai liéu huéng dan str dung vin phong dién tir Ngay 07/07/2025

Pon vi nhdn ngodi tinh: muc ndy sé hién thi danh sach cdc don vi ngodi tinh va khéng
sir dung chung hé thong

Bon vi nhan ngoai tinh:

Chon don vi ngodi tinh
TATCA THEO TiNH THANH THEO CAP THEO LOAI NHOM NGOAI TiNH

Ban An Toan Giao Thong tinh Quang Nam

Ban Chi huy Phang chéng thién tai va tim kiém ctru nan tinh Quang Nam

Ban Quan Iy Ve qudc gia Séng Thanh tinh Quang Nam

Ban Quan Iy cac Khu kinh t& va Khu céng nghiép finh Quang Nam

Ban Quan Iy dir 4n - Qu§ dat - D6 thi huyén Nam Tra My finh Quéng Nam

Ban Quan Iy dir 4n d&u tw xay dwng cac cdng trinh giao thong tinh Quang Nam
Ban quan Iy D an Dau tr xay dyng tinh Quang Nam

B4 phan Mét cira S& Lao dong - Thirong binh va X& hdi

Cuc Quan ly thi trrérng tinh Quang Nam

Hinh : Man hinh don vi nhan ngoai tinh

Céc tinh ning X6a/ Stra/ Thu hoi/ chuyén xir Iy: Tuong tu Vin ban dén.

2.2. S0 vin ban di
La noi théng ké tt ca cac van ban di ban hanh di dwoc xuat thanh bao cdo thé hién
rd s6 ky hiéu, trich yéu, ngay vin ban, noi nhin van ban
Cac budc thwe hién :
- Bwée I: Tir man hinh menu chinh bén trai chon diu miii tén x0 xuéng bén canh nut

Q@ Vanbandi (150 _ _
chon FE5B0 8] u; pAm vio i

- Bwdc 2: Sau d6 chon ngay can xuat bao cdo s van ban

- Budc 3: Bam vao nut dé xem két qua nhanh trén man hinh/ Bam
vao nut swiill| 8 két xuat ra file excel.
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3 Van phéng dié

© vantanain @~ | 840 céo sé van bana
Q@ Vanbandi 0~ ngay (*): 01/07/2025 | Bén ngay (') 07/07/2025 ez
Banhanhvanban ) [frir sé: Dén s6:
56 van bin d 4 a: 6 )
v van ban di o quan ban hanh/Téc gia: o i Sé van ban di (*): TéI
=B Hb so cong viec - 4
WV sogn thao : . Ngui sogn thao: 19
B Ccongvigc Mk 5 i ky
y 501 Tat ca ~ Ngui ky:
Tr v
g thm k5200 titng b
Q Taciustimkém v i .
Hignthi1-20trong thngsd26 W € 1 > W @~ &
|l Béocdo & thdng ke ~
Soiky
[<] higu Ngay VB Loagi van ban  Tén loal v trich yéu ngi dung Sébin  Chirc vy, nguoi ky  Noi nhan van ban KQ phan hbi
O1/TB- 02/07/2025  Thong bao TB Gidri thigu 18n, dja chi, méu con déu, chirc danh, chit ky 0 Phe Bi thu, Chi tich @
UBND Chi tich va cac Phé Chi tich UBND phudmg Hoai Nhan UBND, Nguy®n Van
Diéng, tinh Gia Lai Higp
01GM 040772025 Gidy mon GIAY MO HOP TRIEN KHAI NHIEM VI 6 THANG CUOI 0 Béng y vién, Pho T B @
UBND NAM 2025 Vian phong HEND
va UBND. Phan Thi
Thanh Digu
02TB 06/07/2025 Théng béo Thong béo Tinh hinh Séu duc thén géy hai trén [da vu Thu 0 Uy vién Ban ¥ ﬂ a
UBND nam 2025 Thuréng vu Béng
0y, Pho Chi tich
UBND, Phan Van
Quang
]

Hinh : Man hinh két qua bao cao so van ban di

2.3.

Van ban lién thong

2.3.1. Thong tin lién thong
Dé xem thong tin vin ban da guri lién thong ngudi dung thue hién cac budc nhu

sau:

Bude 1: Vao “So van ban di” va chon vao van ban da gui lién thong

Bwéc 2: Chon vao nut
lién thong van ban

- = i
[ Vén phong dién ti m i ° skl
© venvinain @~ izt o B Tk @ 15 | Tr[09/TTr-UBND - 10/07/2025] Tor trinh bé nhy % Biah kem van bin j vien phé
@ Vanban di (2] Ngay di tir 11/07:2024 dén 1110772025 o L
&n ban di v lgay di 1 11107 177202 | _ =
| ™ oo TTeUBND 10072025 ® B¢ Bxea L2
. (&8 & 09/TTr-UBND o
Ban hanh vén ban o B - 7~ S % & Taivé | (2 Ky VB | @ Sao hru & ky | @ Xac thuc & .
- Thém vao van ban hay ding
+ Sdvanbdndi i .
© Théng tin van ban O Thu hdi

B Hosoconguier v ) i

Cép CQBH: UBND phuong Hoal Nhon Déng - Tinh Gia
P o Lai
B Cong vidc ~ 12 Ly lai VB lién thong
® Theo ddi v Lol vilnihew: ] # Cap nhdt van bén bén thong

2] khan: Binh thwéng Binh thuéng
Q Traciu & fim kifm v Nguoi ki Nguyén Van Higp 0 Xem thang inxik Iy Pho Bi thu, Ch tich UBND

@ Xem lich sir soan i
ldil Bévcao&inbngke ~ Naui duyét: e lich st soan thdo
7 & Xem theo dBi
L) Nguii soan: ‘Trén Thanh Dan . BCH Quan Su

Thuge nhém: Van ban hanh chinh Hinh thire VB: Ban chinh

Dja danh: Hinh thire giri:

Tai ligu gidy: Khéng Logi nghiép vy: Van ban méi

Ma hé so: Ngon ngur:

Bao cao giai trinh: Ngay nhap:

Loal y kién: Han cho y kién:

Gurl ban dién tr: Khéna Van ban: Khéna |a van ban chi dao

va chon “Théng tin lién théng” dé xem qua trinh
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Tai liéu huéng dan str dung vin phong dién tir Ngay 07/07/2025

| @ Thong tin lién thang

Trich yéu: e P il
Sivky higu: 09T Tr-UBND
= Cuid trinh hiin thing
1000712025 Van thir UBND phiréng Hoai Nhon Dang [Van Thu] da thue hién
16:37: 1 B8 khén' Binh thwrémg | Trang théi Hoan thanh | Ngay hoan thash 10/07/2025 16:37:34
Bon vi nhan:
STT Médon vi Tén don vi Trang thal Ngay nhin Ngay doc Phian hol
1 H21 LIBND finh Gea Lai B)& nhan 1072025

H21 11 Sdr NO vy - tinh Gia Laj Ext nihir 0V T2025 1VO712025

16:26 01 164305

x Thoat

Hinh : Man hinh qua trinh lién thong van ban

2.3.2. LAy lai (thu hdi) viin ban lién thong
Pé thu hdi vin ban da gui lién thong ngudi dung thyc hién cac bude nhu sau:

Buwde 1: Vao “Sé van ban di” va chon vao van ban da gui lién thong

Budc 2: Chon vao nut va chon “Lay lai VB lién théng” d¢ thu hoi van ban
lién thong

Q& ()
# T = & sl

© vanvindén O~ [sater.. « [g] Torkboa wq I+ | Tr[09/TTr-UBND - 10/07/2025] Tor trinh bd nh % Binh kem van ban i vien pho a
° o ® Ghichiz
Van ban di ~ Noay ditir 11/07/2024 dén 11/07:2025 - % o
§ 8 09_TTr-UBND_10072025 By @xéa &2
) (28 & CO/TTr-UBND 100772025 gy
Ban hanh vénban € H1O/0712025] T tinh b niém Chinh ivién, Chinh 1~ @ L Tavé | @Ky VE |@Saohruky | @Xacthue A Tal
Thém vae vin ban hay ding
+ S var M s .
© Théng tin van ban D Thu hdi

= Hdsocang viec v i i . B

Cap CQBH: = Thang tin ian thang :-JBND phuéng Hoal Nhen Bang - Tinh Gia
== Congvisc v - al
B Coigvike ¥ LAy lai VB ién thong |
@& Theo dii ~ o v‘an el — # Cép nhdt van ban i&n thong

Bé khan: Binh thuéng Binh thuéng
Q Tachudfmkbm Ngud ky: Nguyén Van Higp 8 2o adeg fin ok Pho B thur, Chi tich UBND

= Xem lich si tha
il Baocdo & thingké v Nguoi duyét: © Xem lich sir soan théo
& Xem theo déi
o Ngwod soan: Trén Thanh Dan . BCH Quén Sy

Thuge nhém: Van ban hanh chinh Hinh thirc VB: Ban chinh

Bia danh: Hinh thire guri:

Tai liéu gidy: Khéng Loal nghigp vu: Van bdn méi

Ma ho so Ngén ngi:

Béo cao glal trinh: Ngay nhap:

Loai y kién: Han cho  kién:

Giri ban dign tu: Khéng Van ban: Khéing 1a van bdn chi dao

Buwéc 3: Nhap “Ly do lay lai” va chon don vi can thu hdi vin ban

Bwoc 4: Chon “DPdng y” dé thu hoi van ban lién thong
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Tai liéu huéng dan str dung vin phong dién tir Ngay 07/07/2025

L&y lai VB lién thng [09/TTr-UBND - 10/07/2025] Té trinh bd nhiém Chinh tri vién, Chinh tri vién phé
Ly do lay lai (*):

Danh sach don vj nhan (*):

Ma don yi Bon vinhan
H21.11 5S¢ Ndi vu - tinh Gia Lai
H21 UBND finh Gia Lai

Hinh : Man hinh ldy lai van ban lién thong
2.3.3. Cap nhat van ban lién thong
Pé cap nhat vin ban da gui lién thong ngudi ding thyc hién cac bude nhu sau:

Bude 1: Vao “So van ban di” va chon vao van ban da gui lién thong

# Stra

Bwéde 2: Chon vao nut ” d€ cap nhat van ban

Luew y: khi cdp nhdt van ban lién thong chi cho phép thay doi File dinh kém dé
tranh xay ra 16i trong qud trinh lién théng vin ban
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iDesk

Phién ban 6.0

Tai liéu huéng dan str dung vin phong dién tir

07/07/2025

Ngay

L& Van phong dién tor

E g Xm chao,

=S- €« 3+ X

® Brommnsonnemcr. L2

© vanvangén D ErP=m— || = Q1+ | 17 [09/TTr-UBND - 10/07/2025] T& trinh bé nhiem Chinh trj vien, Chinh trj vien phé
@ Vanbinadi 0 Ngéy @ tir 11/07/2024 dén 1110712025
- : ' : 1 ®oe mrrusnp_ 10072025
6 & 09TTr-UBND 100722025 - X
Banhanhvanban s ma s Cmemsms - @ A Tiivé |ZKyVB |BSaolrud kj | @Xacthwe & Taive

»  Sdvan banal

BS Hb so ciing vie

msmm
© Thong tin van ban

Cap CQBH: Co quan BH:

Hidn thi them thang tin van ban

UBND phuéng Hoal Nhon ©6ng - Tinh Gla

B Cong vigc ~
@ Theo dii v

Q Traciugtmkiém v

|l Baocio&indngke

©

Lwu va chuyén

| 1o Lnn

Lal
© Théng tin xir Iy
Chl huy trnrdng BCH Quan sy (Trén Thanh Dan); Bi thu, Chi fich HOND (Pham Van Chung), Pho Bi thu, Chi tich UBND
(NguyBn Van Hiép), Pang dy vién, Pha Van phang HOND va UBND (Phan Thi Thanh Diéu), Bang dy vien, Treéng Phong
Van hoa - X& h6i (Nguyn Tudn Hé), Bang Ly vién, Trudng Phang Kinh 18, Ha tdng va BO thi (Nguyén Hiu Quéc)

®, Thong tin trao doi

; Chi huy truong BCH Quin sy [Tran Thanh Dan] © 09/07/2025 18 02 52

Trinh lai, d& chinh sira theo huéng dén

#* Chuyén ® Tra loi cho =14 €« > X

Sé/ky higu : 09 /TTr-UBND

PV soan thao : BCH Quan Sw

¥ |*| Ngayvanbpan(): UL 12020 Z
G Linh vue : Chon [inh vurc = |
x (w Nguwéi soan : | Trén Thanh Dén X |= |

NgLedvi ky : Nguyén Van Higp

&S6 van ban di

Nguwoi duyét :

$6 van ban di:

| Sé\tr trinh

Ngay di (*): 10/07§2025
Bon vinhén :
Bon vi nhan ban
Iwu:
|Cho phép trui

QTai lieu dinh kém

s6 trong s6 van ban

@ Tai tai lieu dinh kém
Tén tai ligu

£ 09_TT-UBND_10072025-signed.pdf

] 7O TRINH BO NHIEM CTV CTVP.doc

L Tai vé tat ca tai liéu (2)

Binh kém
khi giri
lién théng

Chuyén
PDF

Chinh si¥a lan cudi Ky sb Xacthwe Tai Xoa

10/07/2025 13:51:56

Go o
2

e o
2o

10/07/2025 13:51:56

< séar 9 o
#%  S6banban hanh: 0
v

Hinh : Man hinh sita van ban lién thong

Bwéc 3: Chon vao nut
khai bao cép nhat

va chon “Cap nhit vin ban lién théng” dé thyc hién
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Phién ban 6.0

Tai liéu huéng dan str dung vin phong dién tir

Ngay

07/07/2025

& Van phéng dién i

# Trang chi +Taobao cso [_o

© vanbingén @~ — -3 171

Q Venbindi {2 4 Nady di 1 11/07/2024 oén 11/07/2025
Ban hAnh van b @8 &09TT-UBND e
Banhanhvanban @ s e M

+ S van ban ai vién phé

B2 H so cling vige v

B= cong vite v

@ Theo ddi v
Q Taciu8timkém v

|l Baocao & théngke v

©

¥ Xin chdo,
Qf.3 venTu
7 [09/TTr-UBND - 10/07/2025] Té» trinh bd nh. % Pinh kém vén ban i vién pho
& Ghichd
f:i"uﬂj Tr-UBND_10072025. % H) ¢ @Xoa X2
A Taivd|[FKyVE [BSa0 ke & iy | @Xacthee A TA
Thém vao van ban hay ding
© Thong tin van ban O Thu héi
Cép CQBH: UBND phuéng Hoal Nhon Bdng - Tinh Gla

= Thidng tin lién théng
17 Ly lai VB lién thang
£ Thong tin xur ly

Chi huy trrdng BCH Quan st (T13. g xemm thong t xir 1

(Nguy&n Van Higp), Bang dy vién 1 )

VN hda - XB o (Nguyén Tugn H¢ @ Xem lich sir soan thio
& Xem theo doi

® Thong tin trao doi

Chi huy trwéng BCH Quén sy [Tran Thanh Dan]
Trinh lai, 8 chinh sira theo hueng dén

Lal

ND (Pham Van Chung), Pha Bi thu, Chi tich UBND
3han Thi Thanh Digu), Bang dy vién, Trudna Phong
fh 16, Ha tang va B3 thi (Nguyén Hivu Quéc)

© 09/07/2025 16:02 52

& van phong dién t Tim kidm

& Trangchi

o -

© vanbanaén B~

séTat. x |»| Tirkhoa -Q 1t
Q@ Vanbandi a- Ngéy i tir 110772024 dén 11/07/2025
. ) GG & 09TTrUBND 100772025 ¥
Ban hanh van bin -
i mme e me omem w LY
+  Sévan ban i -
=] Hb so cong viée ~
= Cong viec v
@ Theoddi v

Q Traciu8timkiém

|l Baocao & théng ke

<]

Hinh : Man hinh cdp nhdt van ban lién thong

3. Cong viéc

3.1. Nhic nhé

N chdo;
Vén Thu

T

i[& Cap nhat van ban lien thong

_ [van ban:

- - - " am = s omm m = o w
Cap nhat thay doi cac théng tin van ban:
® Co Khéng
S6/ky hiéu & ngay VB cia VB da giri :
IThay déi bén nhan van ban:
Ca @ Khéng

Ly do cap nhat van ban;

Van ban ban s& dwge chuyén dén :
Co tal ligu gidy
v Buge phép xi Iy tép

089/TTr-UBND (10/07/2025) hd

Cho phép ngudi dung chia sé tai liéu dén mot ai 6 véi nhitng yéu cau kém theo.
Trao d6i cong viéc v6i nhau 13 vin dé rat kho khin va mat nhiéu thoi gian voi ngudi
dung. Chinh vi vay iDesk hd trg ngudi dung “Nhic nhé/ Thong bao” qua lai rat dé

dang.
Cac budc thwe hién:

- Bugc 1: Tir man hinh menu bén trai muc Can xir Iy = chon "Nhic nhé".
- Bude 2: Man hinh “Nhic nhé/ Théng bao” xuit hién, voi 02 biéu twong nhic nhé va

thong bao. Néu ban can “Nhic nhé” thi click vao biéu tugng = hoic néu can “Théng

b4o” thi chon biéu tuong =
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iDesk Phién ban 6.0

Tai liéu huéng dan str dung vin phong dién tir Ngay 07/07/2025

L4 2

- Buoc 3: Sau khi ban nhép chon vao biéu tuong “Nhic nhé/ Thong bao” s¢ xuét hién
mot man hinh ké bén dé ban nhap ti€u dé, noi dung cho nhic nhé/ ra thong bao.

Lueu ¥: nhitng truong c¢é dau (*) la bat bude phai nhdp.

- Budc 4: Néu c6 tai liéu can dinh kém - ban click chudt chon vao biéu twong dé tai
“tai ligu can dinh kem”.

- Bude 5: Tiép theo chon “Nguwdi nhan” dé giri nhic nhd/ ra théng bao. Tir trudng gia
tri “Ngwdi nhan” ban click chudt vao [+ cnon ngwei. nhom noac phong ban| 4 4t hién cay
thu muc ngudi ding dé ban chon ngudi hodc chon phong ban dé chuyén (Hodc chon
“Tét ca” dé guri cho tit ca moi ngudi trong co quan.

- Buge 6: Cubi cung nhan nat dé hoan thanh.

3.2.  Théng tin phan hbi
Chtic ning nay thong bao cho ngudi ding nhan thong tin phan hoi sau khi da gui

thong bao hodc nhac nhé cho ngudi dung khéc, viée trao do1 cong vige s€ tré nén dé

dang va khong mét thoi gian.

# Trang cha
& Van ban dén e - .
¢ Van ban di @- .
== Céng viéc —
MNhic nhé
¢ Théng tin phan hai
@ Theo dbi - Viing hién thi théng tin phan hoi
Q, Tractru &tim kiém
il Bdocdo & théng ké

Hinh : Man hinh hién thi thong tin phan hoi

4. Theo doi

4.1. Vinbén dén
Hang ngay vin thu phai tiép nhan rat nhiéu cong van va chuyén xir Iy cho nhiéu
phong ban, don vi. Pé biét duoc cong vin nao duoc chuyén cho ai xir 1y thi van thu vao
trang “Theo d6i” va tim kiém cong vin can theo ddi. Hé thong s& hién thi tit ca cac
thong tin cua cong van do cling nhu ai da va dang xu ly.
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Tai liéu huéng dan str dung vin phong dién tir Ngay 07/07/2025

Chtc ning nay khong chi gitp cho vin thu ma dic biét 1anh dao c6 thé theo ddi
qua trinh xtr Iy cta tat ca cac van ban dén/ vin ban di.
Cdc budc thuc hién:
- Buwéc I: Nhap chudt vao mo mot cong van can theo ddi.
- Budc 2: Man hinh hién thi thong tin cong vin xuat hién nhu sau:

. o e . Xin chda,
L Van phong dién tr im kiém al: ikemilt
A Trang chd m =~ € » 2
© vanbandén @~ Tétca v w Q| ¥ [42/SNV-LBVL - 07/07/2025] VIv xay dirng ké hoach chi tieu BHXH tu nguyén giai doan 2026-2030
@ vanbandi 0~ Ngay nhan ilr 07/04/2025 dén 07/07/2025 Hidn thi thém théng tin van ban
a
B Ho su cdng vidc v W SABNVIDA. =0 T 42_swv-Lovi_o7o72025 2 03_Giso KH gd 20268203 B ¢ xay dung KH chl tiau 24
Sy e 2 LTaivd i LTEv
B Cong vide v [07/07/2025] Vi x4y dumg Ké hozch chl iéu BHXH t
Tt GO (et AR [ 03_iao KH gd 2026.203
@ Theo dai v S8 dén 113 \1kp
+  Van ban dén q .- - . -
wll : * Tir khoa tim kiée 2 3 it xir
Van ban 6 TR T - - FLERAOR S I Q O Tteg T AV | Chi bt X i
g 8 m—
Van ban du thao . = ‘1 Vin thir UBND phueng Hoai Nhon Bong [Van The] { SEIIEER
Van bidn #an tha « " 1 Ngay tao 07/07/2025 17 2015
i thirg
ik - T Trang thdi- Hoan thanh (Ngay hoan thanh: 07/07/2025 17:40:29)
—— =" Wt e B [Ngay xem 07/07/2025 17-40-14]
Q Trachudlimkiém v — - i
s e R - @ 07/07/2025 lic 17-40:29 (4 gids truroc)
|l Béocao &théngké ) 1 Pho Bi thw, Chil tich UBND [Nguyén Van Hiép] { ESTITTETTEN % b0 ddc
oy mom omm ol - : < 3
e - . b 3 Trang thai Bang xir I [Chira xem ndi dung vén ban]
M
- - - - - L

IR ok Fia 1 2

Hinh: Man hinh xem theo di chi tiét xtr Iy

4.2. Van ban di
Chtrc ndng nay cho phép theo ddi nhitng van ban ma van thu da ban hanh.

Cac budc thyc hién tuong tu nhu phﬁn theo dbi “viin ban dén”.

[ VVan phong dié Tim kiém

& Trang chi m @ Lich sir soan thao K2 € » X
© vanbanabn @~ Tatca v| Tirkhéat - Q  Tr[13/QD-UBND - 04/07/2025] Quyét dinh thanh Iap Ban Chi dao, To giap viéc Tong diéu tra néng thén, néng
. = 5= nghiép nam 2025 phwong Hoai Nhon Béng
Q@ vanbana [+ __ Ngay nhan ir 07/04/2025 aén 07107/2025 | i thithAm 804 in VAR ban
= [ & 13/0D-UBND ! 2= gl b @
15 s cheg i - [04/07/2025] Quyét dinh thanh I3p Ban Chi dao, T6 gidp % ) 06 wién toan BCO DT NT T 13_QO-UBND_04072025- &2
R . viée Thing diku tra néng théin, néng nghiép nsm 2025 Eviid
phuséing Hasi Nhon Bong
@ Theo doi ~ 1 _n - mmm tirn kA Q O Thong tin xir Iy Chi tidtxirly «
. 1 [ 0] S L
Van ban dén
"eom mm omm
o Chuyén vién Phong Kinh 16, Ha tang va D6 thi [Nguyén Van Nam) (ESEIEE
i { 3l = - Naay tao. 06107/2025 20 2859
i b i i = w —— Trang thai Hoan thanh (Ngay hoan thanh: 06/07/2026 20:29:23)
i ) ‘m msms mmssksss e om (B3 xem ni dung van ban]
Van bén lién théng - - @ 06/07/2025 lic 20:20:23 (1 ngdy trrde) * trinh Enh dao duyét
— - ! ién, T Phéng Kinh &, Ha ting va D4 thi (Nguyén Hiru Q i
Q, TaciuAtimiém BAF - bkt - 1 st et el vt sty | Mguyén i Quce] {EREK
ws - - wn . Trang thal Hoan thanh (Ngay hoan thanh: 07/07/2025 07:05:26)
bl o, o ey [Ngay xem: 07/07/2025 07.03 28]
* @ 07/07/2025 lic 07:05:26 (15 gidy trurdec)
o 1 e . - :
R EL " Dang dy vién, Pho Van phéng HDND va UBND [Phan Thi Thanh meu]

Trang thai. Hoan thanh (Ngay hoan thanh: 07/07/2025 12:69:12)
[Ngay xem: 07/07/2025 12:57:07]

-
u ~ © 0710772025 lic 125812 (9 gid trurdc)
LT R =um _ =
. = » Pho Bi thw, Chil tich UBND [Nguyén Van Hip) {ETEXETIE
b l' = k- !_ = Trang thai Hoan thanh (Ngay hoan thanh: 07/07/2025 13:44:21)
an - = - [Ngay xem: 07/07/2025 1342 14]
" omema e o .
* © 0710712025 lic 13:44:22 (8 gir trudc)
.
[S———; s . Van thir UBND phurémg Hoal Nhon Dang [Van Thy) { RN
e 1 AECIIX

- Trang thai Hoan thanh (Ngay hodn thanh: 07/07/2026 17:20:22)
[Ngay xem: D7/07/2025 14.03:50]

1-20/27 H € 1« > A ©

- ANTINTANIE Ife 47-3037 (5 nide frasemt

Hinh: Man hinh theo doi van ban di

HDSD.VPDT06 Ban quyén thuoc Cong ty iNet Solutions Trang 36/47



iDesk Phién ban 6.0
Tai liéu huéng dan str dung vin phong dién tir Ngay 07/07/2025

4.3. Van ban lién thong
Chtrc nang nay cho phép theo ddi tién trinh nhan cong van lién thong khi cong vian dugc
gui di cho cac “Co quan.

# Trang chi @ Théng tin lién théng « » X
© vanbangin D~ Thtca | T khoa w @ | T¢[19/QD-UBND - 04/07/2025] QUYET BINH Ban hanh Quy dinh chérc nang, nhigm vy, quyén han va co cau td
chire ciia Phéng Kinh té, Ha tng va o thi phuromg Hoai Nhon Bong
© Vvanbanai 0- Ngay giri tir 07/04/2025 dén 07/07/2025
B2 b so cling vis . ; % Ngaythwchien:  07/07/2025 16:34:28 Nguéi thyc hign:  Van thu UBND phudng Hoal Nhon Bong
B FRESEGaNgMvC [19/QD-UBND] QUYET BINH Ban hanh Guy dinh chire (Vi Thur)
= 3 naing, nhibm vy, quydn han va co cdu 18 chive clla Phang
&S Cong viec i i 14, Hia g v B thi phting Hosi hion Diig Hoan thanh Ngay hoan thanh:  07/07/2025 16:34:32
& Theo doi W == - a Binh thuong S0 lan 16i: 0
i ma = mw omow . van ban méi Ngay guri lai:
Van ban dén
. - ma - - . .
Ghi chu:
Van ban di (LT s mn
. r @ Bon vi nhan
Va&n ban du tha
T - T .
+ Vo bén e thang q — e s 0w o — H21.16 - $& Tur phap - tinh Gia Lai
5 —— — 4 nhan N an: O7/07/2025 16:34°44
Q Traciru & fim kism v
ol Béocio & héngka v S 1T U1 U | [N -
PR - am
(<] —— W w—
- —] -
am s - -
E om bk ™
= T -
- m. -n L) -
- -
[ "
LELE R R ¥
1-878 W L€l 1. Dalnl v

Hinh: Man hinh vén bén lién thong

Cadc bwoc thwe hién:

T man hinh vin béan lién thong thuc hién nhap md van ban = sau d6 click vao biéu
tuong dé xem thong tin lién thong = Chuong trinh hién thi man
hinh xem thong tin lién thong nhu sau:

@ Thong tin lién thong

| Trich yl"au: QUYET BINH Ban hanh Quy dinh chure nang, nhiém vy, quyen han va co céu th chire cia Phong Kinh t&, Ha ting va B9 thi phurong Hoai Nhon Bang -
| Sy higu: 19/0B-UBND
| = QA Irinh lién thang
| 07072025 Van thur UBND phwéng Hoal Nhon Béng [Van Thir] da t t
16:34:28 B khin: Binh thuémg Trang thai Hoan thanh | Ngay hoan thanh 07/07/2025 16:34:32
Bon vi nhén:
STT Madomvi Tén dom vi Trang thai Ngay nhan Ngay doc Phan hoi
1 H21 16 St Tu phép - tinh Gia Lal D8 nhan 077025 orintzozs
16:34.44 164554
2 H2113 Sé& Tai chinh - tinh Gia La Ba nhan 010712025
1758 00
H21.18 Sdr Xay dung - tinh Gia Lai P& nhan 070712025 07/07/2025
16:34:44 16:37:29
v

% Thoat

Hinh : Man hinh xem thong tin lién thong
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5. Tra ctru & tim kiém
Chte ning nay cho phép van thu tim kiém lai cac van ban da giri, nhan ma da luu
vao s6 van ban mot cach nhanh chong va tao cic van ban thudng dung dé phuc vu cho
cong viéc hang ngay mot cach hi¢u qua, ...

5.1.
Cac budce thue hién tra ciru van ban:

Tra ciru van ban

Buwdc 1: Tir menu bén trai man hinh - chon “Tra ctru & tim kiém” - ti€p theo chon
“Tra ctiru van ban” , ro1 loc van ban can tra ctru theo hinh dudi.

Buoc 2: Nhap chudt vao m¢o mdt van ban can tra ctru ctra s6 hién thi thong tin van ban
s€ hién 1én.

Man hinh hién thi thong tin van ban tra ctru xuét hién nhu sau:

~ 4 Xm chao,
v
L Van phéng dién t [e) - et
A Trang chd [l Bon vj va phong ban LACULENEEN 4 Vanbandi | BVan bandy thdo @ Van ban ndi by
© vanbanaén Qv @ Titca 2= van ban 6én: Tétca \
Van ban d v
<] o 3 thang v 07/04/2025 @ [ 07/07/2026 @FF 7T v Q 1.20/286 W ¢ 1 > N & G
= Hb so cong viec v . X D
sédén  Ngaydén  Séiky hidu Ngay vanban  Trich yéu Tac gia
2 178/UBND-KTTH  07/07/2025 D& xuit quy hoach chi tiét phat trién ving dat, ving nuéc UBND tinh Gia Lai ¥
Bén cang Phi M7 tai thi xa Hoai Nhon (nay 1a phudng
Hoai Nhon Déng)
Q Tracougtimkiém v 176/UBND-KTTH  07/07/2025 B trf try s&, co s& vat chét phuc vu hoat dng mé hinh UBND finh Gia Lai Q
hoat aong chinh quyén dia phurong méi va viéc quan Iy, sir
»  Tra clru van ban
dung, khai thac try s& doi du sau sép xép don vi hanh
Tim kiém van ban chinh
Vain ban thirdmg ding & Vin ban dén 174/UBND-KTTH  07/07/2025 B0 tri xe 6 16 sau sép xép, sap nhap UBND tinh Gia Lai Q
ldil Bdocko&théngke ~ | » [807/04/2025 - 07/07/2025 01/BC-UBND 07/07/2025 Béo cao phuc vu doan kiém tra Ban Thutng vy Tinh dy UBND X& Bo Ngoong %
N ~ 9 Nam 2025 cla UBND xa Bo Bo Ngoong
& Théng 7 111 07/07/2025 12/TB-UBND 07/07/2025 Kt ludn cda Ph6 Chil tich UBND tinh Nguyén Tu Cong UBND tinh Gia Lai Y
@8 Thang 6 Hoang tai cudc hop Bao cdo quy hoach chi tiét viing dét,
q viing nugc cang bién trén dia ban tinh
14 07/07/2025  56/SNNMT-PTNT  07/07/2025 CV béo cdo két qué trién khai thuc hién Churong trinh S& Nong nghiép va Q
8 Thing 2 MTQG gidm ngh&o bén virng 6 théng d4u nam va wdc cd Mo trudng - tinh Gia
88 Thing 1 nam 2025 Lai
13 07/07/2025  42/SNV-LBVL 07/07/2025 Vv xay dung ké hoach chi tiéu BHXH tu nguyén giai doan ~ S& NGivu-finh Gia @
20262030 Lai
12 07/07/2025  97/STC-QLN 0710712025 V& vigc huong dén trinh tw, thi tuc phé duyét ddutu dy S Taichinh - inh Gia
4n, nhiém vy thuc hién chuyén adi s6 vira va nho Lai
115 07/07/2025  168/UBND- 07/07/2025 VIv khin trong 6n dinh t6 chire, duy tri nghiém ché do UBND tinh Gia Lai =

5.2.

Hinh : Man hinh tra cvru van ban

Tim kiém van ban

Céc budce thuc hién tim kiém van ban cting giong nhu céc budc thuc hién tra ctru

van ban.

Cac buéc thue hién dwoc mé phéng theo hinh hwéng din duwéi:
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&3 Van phong dién tir i = & Mmoo

A Trang chil
© Vanbingén D~ I VB dén vad VB dy thio VB ndl b I\. Hignthi1-20trongthngsd363 W < (1 > W & &
@ Vanbinai o ( 3thang v 01/04/2025 @ 070712025 ®F Tukhoa vaQ
= Hbsocong viee v |séve Tac gia S&/ky higu Ngayvanban  Trichyéu Loai van ban
= Cong viée v UBND finh Gia Lai ATS/UBNDKTTH  O7/07/2025 B xudt quy hoach chi tiét phat tnén viing 841, viing nudrc Bén cang Phi M§ tai thi x& Hoai Nhon (nay 1a Congvan Kinhth %
phirtmg Hoal Nhon B6ng) Téng hop
@ Theoddi v
UBND tinh Gia Lai 176/UBND-KTTH  07/07/2025 B tri tru s, cor sé vét chat phuc vu hoat 6ong méd hinh hoat ddng chinh quyén dia phuong méi va vidcquédn  CongvanKinhtd %
Q Taciudtmkiém 1. sir dung, khai thdc try st d6i dur sau séip xép don vi hanh chinh Téng hop
Tra cifu van ban UBND finh Gia Lai 1THUBNDKTTH  07/07/2025 BA tri xe 6 10 sau sAp xép, sap nhap CongvanKinhtd @
Téng hop
+ Tim kiém van ban
UBND Xa Bt Ngoang ~ 01/BC-UBND 070712025 Bao cao phuc vu doan kiém tra Ban Thuong vu Tinh ty clla UBND %A Bi B Ngoong Cang van ®
Van ban thurérng dang
0710712025 W vigc 1dp cong to dién 3 pha docx LY
Ll Baocdo & théngké  ~
m UBND finh Gia Lai 12TB-UBND 07/07/2025 K&t lugn ciia Pho Chi) tich UBND finh Nguy8n Tu Gang Hoang tai cudc hop Bao cao quy hoach chitiétving  Théng béao LY
0 @l ving nudc cdng bidn trén dia ban tnh
14 S& Nong nghiep va SBISNNMT-PTNT  07/07/2025 CV bén c4o két qua trién khai thirc hign Chirong frinh MTQG gidm nghéo bén vimg 6 thang déu nam va udc  Cong van ®
Mai trrdng - tinh Gia ca nam 2025
Lai
13 Sé N1 vu - finh Gia 42ISNV-LEVL 07/07/2025 Viv xay dirng ké hoach chi tiéu BHXH fu nguyen giai doan 2026-2030 Gang van L
Lai
07/07/2025 QB try chp Truong ST Hoang Quyét dinh LY
12 S& Taichinh - tinh Gia~ 97/STC-QLN 070772025 W i huomg ¢dn trinh i, th tuc phé duyst ddu - dus 4n, nhigm vu thirc hign chuyén a8i sé vira va nhd Cong van ®
Lai
L 07072025 Cing van vé vigc d& nghi ki phuc Thiét bi luu knda bi mat va Cong van d& nghi gia han, thay ddi ndi dung  Cong van LY

Hinh : Man hinh tim kiem van ban

5.3.  Van ban thuwong dung
Tinh ndng nay cho phép nguoi dung tao cac van ban thuong str dung cho cong viée
vao mot muc riéng dé luu trix, khi can sir dung c6 thé tim kiém van ban mot cach nhanh
chong, hd tro giai quyét cong viéc hang ngdy cho van thu mot cach hiéu qua.

Cac budc thue hién tao van ban thwong dung:

Tir menu bén trai man hinh > chon “Tra ctru & tim kiém” > tiép theo chon “Vin ban

by \ 99 + T- VB 4 A 4 A A ~ 92 \
thuong dung” — chon E > sau d6 dién trich yéu ndi dung vin ban va

dé tai tép dinh kém 1én~~ cudi cung chon
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# Trang chi l ns =2
© venbangéin @~ Tir Kiba i o - | [rrich yéu (): Viv ban hanh quy dinf. .
Q@ Vanbandi (15193
Khang c6 dif liéu dé hiér

== Céng vide v S&/KY hidu: Ngay vin ban: 21/07/2017 8
@ Theodi v Co quan BH:
Q Tractu & tim kidm  ~ Loai van ban: 7| Linhvye: | Ghon finh yure I

Tra ciru van ban Ghi chi:

Tim kiém van ban

Ngwoi ky: Chire vu:

I +  Van ban thudng ding 1

|l Baocdo &thongké v
@ Tai lidu dinh kém

@ Tai tai igu dinfr kém
Tén tai lidu

) ' QuY TRINH GIAI QUYET TTHC. doc

0-0/0 H < 0« > W &

Hinh : Man hinh tao van ban thuong dung

5.4. Tra citu hd so cong viée
Tinh ning nay cho phép tra ctru hd so cong viéc theo thu muc HSCV, theo thoi

gian.
3 Van phéng dién tie Tim kién
A Frang ol O Thu mye HSCV 03072019 [ 03102019 | Tir khoa tim kism vQ 1-2/12 4 (< |1 |> W |2
5n ban 46 Chan tét ca ; ; :
© vinbangén @~ @ Chansrey Mahéso  Tieuds Logi hé so Ngay tao
o BB Congviéc
Q@ Vanbandi T~ Bao cdo Hé so congvige  02/1012019
B Cong vige 0 Béo cdo Hé so congvide 291012019
@ Theo ddi v
Q Traciu & imkiém
£
A » r
Tra ci van bin Két qua tra ciru HSCV
Tim kiém van bén
Vin ban thudng ding
+ o Traciu HSCY @ Thai gian tra clvu
[shl Béocdo &théngke £ 03/07/2019 - 03/10/2019
: ~ {8 Nam 2019
£ Quén tri hé théng 8 Thang 10
o B Thang 9
@ Thang 8
W Thang 7
B Thang 6
i Thang 5
B8 Thang 4

Hinh : Man hinh tra cuvu HSCV

6. Bao cao & thong ké
Chtrc ning nay cho phép vin thu tao cac lai bao cdo nghiép vu nhu: Bao cdo sb vin
ban dén, s6 van ban di,....
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6.1. Bao cao nghiép vu
- Bao c4o S6 van ban dén (Xem phan Tiép nhan van ban)
- Bao c4o S6 van ban di (Xem phan Ban hanh vin ban)

6.2. Bio cdo xuit ban
Cac budc thuc hién tuong tu nhu bao cdo nghi¢p vu

6.3. Thong ké tinh hinh xir Iy vin ban
Cac budc thuc hién:
Tir menu bén trdi man hinh - chon “Bao céo & thdng k&” = tiép theo chon “TK

e s NN T Loc ngwoi ding T
tinh hinh xr Iy van ban” ->bam vao de chon nguoi dung can
; .. ; . . , |% Thong ké
thong ke, chon tho1 gian can thong ké va cudi cung bam vao nut de

p . p p P -t Két xuat excel
thong ké, mudn xuat ra file excel bam vao

A& Trang chd 12 Théngke | T Locngwsiding | &Kétxuitexcel | Dagpiz Két xuit TK ra file excel
© Vanban dén @ Ttngay 01/07/201 ooz B Dénngay (): 210772017 £ Loaivanban(): Tal i hon loai VB dé TK”
Click vio diy déim ngwis{ diinz-cx Enon thol gizn dé thba ke
© Vanbind (151 Tinh van ban ton
= Céng viéc ~ Ngwoi ding dwoc theo dbi
; . Da gial quyét Chua giai quyét
@ Theodoi ~ Tén déi twgng Tiép nhan SR - oL
Biing hen Tré hen Trong han Qua han
Q Trachu&timkidm v [l Co quan tinh Quang Nam
B ¥ [ Phong TH - HC - - -
Ll Béocdo & thong ke ~ & van the [Van Thi Phang] L — 0 0 1 0
Viang hién thi théng tin finh hinh x& I¥ VB
Béo cao nghiép vu X Van Thu | 23 1 0 4 o
o e 4 Lanh Dao [Lank Bao] 1 (] 0 1 0
Béo co xuat ban
&\«’én thu phéng TC-HC [Van Thir] 2 1 [t} 1 0
v TK tinh hinh 0 Iy van ban v [ Ban lanh dao - -
TK tinh hinh i If céng viéc X Giam dbc [Giam Déc] 1 0 0 1 0
TK tinh hinh nhan, gl van
ban lién théng
TK don vi khéng nhan duor|
van ban lién théng

Hinh : Man hinh thong ké tinh hinh xit Iy van ban

6.4. Thong ké tinh hinh xir Iy cong viéc

Céc budc thyc hién TK tinh hinh xir 1y cong viéc ciling gidng nhu cac bude TK tinh
hinh xtr Iy van ban.
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b3
0 v TEngdy () D707 £ pénngdy (') 2:.-07.-20:7] B
O w Noguridl ding dwoe theo did
D giai quyt Chirn giai guyat
Tiin 61 trgng Tén true Tibp nhin ot quy! giai guys
Biing hyn Tré hyn Trong han Qua han

Viing hien thi thong tin
Traeiu & tm kidm

Q

& Phé giam dbe [Nguydn Thi Trang! 1 d [ 0 1

Hinh : Man hinh thong ké tinh hinh xit Iy cong viéc

6.5. Thong ké tinh hinh nhén giri vin bén lién thong
Cac budc thuc hién:
Tir menu bén trai man hinh = chon “Béo c4o & théng ké” -> tiép theo chon “TK tinh hinh

|Z Thong ké
nhan g van ban lién thong” = va cudi cung bam vao nut ’i de thong ké

L Van phéng dién ti

© Vanban dén v T ngay (9): | 01/022017 B2 9 Dénngay () 21/07/2017 | £
Van ban di

@ Vantand o ¥ Ma don vi Tén don vi Gvi Nhéan

= Cong viec ¥ || 0115199 Duyén Tang 2 0

@ Theoddi ~ || 0041 ko1 Trung tam cham séc khach hang . 1 il

) Ving hien thi thong tin

Q Tractu&timkem ~ || 0100177 Trung tam hé tro khéch hang 2 0

[shl Béo céo & (héng ké 21.06.H18 Trung tam hd tro va phat trién CNTT 2 0|
Bio co nghigp vu 19.10.L.26 Trung tam nslong 3 0|

Bio cao xuit ban
TK tinh hinh x( Iy van ban

TK tinh hinh xi¥ Iy cdng viéc

+ TKtinh hinh nhan, gt vai
banlién thing D1

TK don vi khéng nhan duoc

van ban lién théng

<)

Hinh : Man hinh thong ké tinh hinh nhdn, gii vin ban lién thong

6.6. Thong ké don vi khong nhin dwoe vin ban lién thong

Chtrc nang nay thong ké nhitng vin ban ma vin thu tai don vi phat hanh van ban
gui cho céc don vi bén ngoai (trong tinh va ngoai tinh) khong nhan duogc, tir d6 gitp
van thu ndm duoc thong tin don vi nao chua nhan dugc van ban lién thong.
Céc buédc thuc hién:
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Tir menu bén trai man hinh > chon “Béo cdo & thong ké” > tiép theo chon “TK
don vi khong nhian dwgec viin ban lién thong” - va cudi cing bam vao nut

1= Xem ket qua RERTN ey

& Van phéng dién ti VRN Y § Jricie
© Vanbandén v | Tir ngay (): | 01072017 b2 £ Dénngay (): 24/07/2017 | iz

© vanbana @~ — — — m— ——
Trich yéu Ma don vi Tén don vi Ngay g Ngay nhén bi 16i

= Céngviec ¥ || kiong o6 d liu dé bién thi

@ Theo dbi v
Q, Traciu&timkiédm Ving hién thi thong tin
|l Béo cdo & thing ké ~

Bao cdo nghiép vu

Béo céo xudt ban

TK tinh hinh xi¥ Iy van ban

TK tinh hinh xtr Iy céng viéc

TK tinh hinh nhan, gii van
ban lién théng

¢ TK don vi khng nhan du'o‘
van ban lién théng

bl

Hinh : Man hinh TK don vi khong nhdan dwoc van ban lién thong

6.7. Bio cdo s6 lwgng viin ban dén va phat hanh lién thong

x 3 - - s 3 30,
&= VVan phéng dién tu Tim kiém 10 ® i O Van the UBND finh

© Vanbandén @ 7 @ TK s0 lwong VB girilnhan lién thong trong va ngoai tinh

G vanbindi D | ngay (*): 01/01/2019 £ Bénngay () 04/01/2019 =

= Cong viéc ~
= Két qua thong ké
@ Theo ddi v
Van ban dén:

Q Tractu&timkiém v Vl‘lllg hién thi

Ngoai tinh (BG nganh Trung 0
n . - -
Il Bao cao & théng ké ™| rong) thong tin bao cao
= 9 Trong finh: 0
TK s6 lvong VB du thao “Bvin ban phat hanh:
dorchuyen vu?n soan }hao Ngoai tinh (B6 nganh Trung 0
khéng dva trén VB dén
wong).
Trong tinh: 0

b+ TKsé lwgng VB gri/nha
lién théng trong va ngoai
tinh

TK s6 Irong VB chuyén
vién chon hoan thanh

47 Quén trj hé théng

Hinh : giao dién bdo cdo s6 lwong vin ban dén va phat hanh lién thong
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Thuc hién theo cac budc sau:

Budée 1: Vao muc Béo cdo & thong ké -> chon TK s6 lwong VB giri/nhan lién
thong trong va ngoai Tinh

Buérc 2: Chon thoi gian can théng ké -> An nut Thong ké dé xem két qua

Xin chdo, v
Van thrr UBND tinh

= VVan phong dién ti Tim kiém RO e A 1
& Trang chi 2 I Théng ké & Két xust excel

© vanbinaén  @v  @TKsé Irgng VB giriinhan lién thong trong va ngoai tinh

© vanvina @ |y ngay 01/01/2018 1 £ Pénngay (): 0410112019 %
= Congviéc v
= Ket qua thong ké
<@ Theo doi v
Van ban dén:
2l TR ol Ngoai tinh (B4 nganh Trung 0 . .
P . . rong) 3 A s A - o
Al Bocio & théng ke v o , Hién thi s6 lwgng van ban

, g giri/nhian va pham vi ( néi
TK s0 Ieong VB du thao Van ban phat hanh: . . . '7 -
do chuyén vién soan thac tl]lh hay ]lgﬂf.ll tlnh)

khang dya frén VB dén

Ngoai tinh (B nganh Trung
wrong)

+ TK s lwong VB gL’r‘imhé‘ Trong finh: 3

lién théng trong va ngoai
tinh

TK 6 Iwong VB chuyén
vién chon hoan thanh

L2 Quan fri hé théng

Hinh : thao tdc thong ké

Buéc 3: An vao so cua So lwgng vin ban dé xem chi tiét vin ban
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= Két qua thong ke

Vian ban dén:

Ngoai tinh (B& nganh Trung
wong):
Trong tinh:

Van ban phat hanh:

Ngoai tinh (B& nganh Trung
rarng):
Trong tinh:

Hinh : 86 lwong vin ban thong ké

Buérc 4: danh sach thong tin cac van ban da giri nhan theo két qua bao cao

(& Van phéng dién t Tim kiém O ® A ovmﬁ“"‘ T

@A Trang chd m & Két xudt excel =~ €« > =
© Vanban aén @ b T khoa tim kiém Q ¥7 [01/2018/CV-UBND - 27/09/2018] Test theo d&i Quy trinh xi ly cda vdn ban
dw thac da dwoe Lanh Pao Thong qua. (Ky s0)
O vanbandi 120 01/2018/CV-UBND  27/09/2018 Ty
D R Test theo déi Quy trinh x Iy cda van Y
= Cong viec s ban dy thdo d3 duoc Lanh Dao Thang 1 Lich Thi Dau.docx
qua. (Ky sé) & Taivé
@ Theo dii v S
01/2018/CV-UBND 241102018 ¥
Q Tractudtimkiém v Sira déi, bé sung mét sé didu cia cac @ Thong tin van ban An théng fin vén ban
Nghi dinh quy dinh vé& diéu kién kinh .
[l Bao cao & théng ke A GG T Vi g i Cap CQBH: CoquanB... UBND Tinh EGOV
TK s6 lrong VB du théo 022018/1GV.UBND  3wiozots fy || Loaivanb... Congvan Linh vye:
do chuyén vién soan thao Quy dinh chi tiét Lut bao hiém x& hoi B6 khan: Binh thuéng Do mat: Binh thuéng
khéng dua trén VB dén va Ludt an toan, vé sinh lao déng v& . I ., .
9. bao hidm & hoi bt buse déi véi Nguwoi ky: Lénh dao don vi Chirc vu: Chdi tich UBND
ac hiem x3 héi bat budce doéi vai 5
» TKso leong VB g&ifnhé‘ nguoi lao ddng & cong dan nuéc Nguoi duy... Quyén han:
lién thong trong va ngoai ngoai [am viéc tai Viét Nam =
tinh Ngwe&i soan: BV soant..
03/2018/CV-UBND 021112018 T¥ S b e W EERY
TK s6 Iwong VB chuyén Céng van thu hdi van ban sé bocni... an.2annantcain " Giee an.enin
vién chon hoan thanh 01/2018/CV-UBND V/v Sira ddi, bé Dia danh: Hinh thivc ...

sung mat sé didu cda cac Nghi dinh . R
£ Quan tri hé théng o Tai liéu giay: Khdng

e 1-4/4 K € 1 > W & Ghi cha:

Hinh : Hinh danh sach thong tin cdac van ban

Budc 5: An vao biéu tuong tim kiém dé tim kiém nhanh van ban can xem

T khoa tim kiém Q
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Budc 6: An vao vin ban dé xem noi dung chi tiét cua van ban do

&4 Van phong dién ti Tim kiér i
© Vanbén dén D~ Tir kha tim ki o | ¥r [01/2018/CV-UBND - 27/09/2018] Test theo d&i Quy trinh xi ly cia van ban
di thao da dwrgc Lanh Pao Thong qua. (Ky so0)
G vanbandi 1232 OI201BCVUBND  270ssmE T
— Test theo dil Guy trinh b i cda van X e T -
= conguite v S daah sk ok vie 8] Lich Thi Dau docx 2) xem néi dung chi tiét cua
anhn sach cac Tl v i i 2
@ Theo doi v ! T (_‘” ; ] i cac van ban
vin bian Giri/nhén .
¥ i kid v A - - © Thong tin van ban
Q. Tracau & fim kiém theo két qua bao ¢
|hl Béo céo & théng ké ~ cao Cép CQBH: Coquan B... UBND Tinh EGOV
TK 56 lirong VB dur théio - 02201 2CV-UBND HAmEmE e Loai vanb... Cdngvan Linh viee:
do chuyén vién soan thao Quy dinh chi 1ié1 Ludt bao higm xa noi D6 khan: Binh thutmng Do mat: Binh thueng
khéing dira trén VB dén v Lusit an todn, vé snh lao ding ve AR T " A n
b Hiim 23 hdi BaE budc #i v Nguoi ky: Lénh dao don vi Chure vu: Chu fich UBND
+ TKsoleong VB gﬂl-'ﬂnﬁ‘ nguin lao dang 1 cing dan nude Nguwoi duy... Quyén han:
lén thing trong va ngodi ngoal lam viec tal Viét Nam
finh Ngudi soan: BVsoant...
032012/CV-UBND ceriems fy = = = i = —
TK s6 liromig VB chuyén Cing van thu hdi van bin 56 Thugc nh...  Van bén hanh chinh Hinh thirc ...  Ban chinh
vién chon hon thanh & 0172018/CY-UBND Viv Sira 88|, bd Dia danh: Hinh thire ...
sung mét =4 didu cia cac Nghi dinh —— - m
€ Quén tri hé thiing Tai liéu giay: Khéng
o 14N €15 N & Ghi chi:

Hinh : xem ndi dung chi tiét vin bdn
Ml L Két xuat excel JIE ‘
Budc 7: An _ de tai file bao cdo vé may

7. Tong két
Néu ban can giup d5, dich vy, hay hd tro k¥ thuat, hay chi 1a mudn biét thém
thong tin vé san pham ctia iNet Solutions, ban c6 thé tim thdy nhitng thong tin bd
ich tir cac ngudn sau ddy cua iNet Solutions:
= Website: www.inetcloud.vn: trang chu giéi thiéu san pham, cong nghé va
¥ tudng cua cong ty C6 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 tim cung trao d6i van dé& vé san pham,
cong nghé, vé cong dong Cong nghé thong tin trong va ngoai nudc.
= Néu nhiing ngudn thong tin trén khéng 1am ban hai long, hiy dimg ngan
ngai:
> Gui email dén support@inetcloud.vn dé phan hoi théng tin va nhan
su trg gitup k¥ thuat qua email.

> Goi dién thoai dén s6 (028) 7300 0126 dé chung t6i giai dap qua dién
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