VAN PHONG HPND&UBND TiNH BINH PHUOC

*kkhkkhkkhkkk

TAI LIEU HUONG DAN SU DUNG PHAN MEM
DU AN

HE THONG THEO DOI CHI PAO PIEU HANH

BINH PHUOC, NAM 2018




Tai liéu hudéng dan st dung Hé thong theo ddi chi dao

MUC LUC
THUAT NGU VIET TAT oottt ettt ettt en et en s esenes s e e enesenenens 3
|.  Quyén han ctia ngudi sir dung va tai KNOAN ........ccovvevveveereierecieceeeeee e 4
.1, DAng nhaAp vA0 NE thONE .....v.ovveeieeeeeeeeeee e 4
1.2, Man hinh trang Chil .........coooiiiiii e 4
1.3.  Thiét 1ap thong tin CA NNAN........c.cceveeveererereieeeeeeeee et 5
I QUAN 1Y KO SO VAN DAN...e.voveeescvcececeeeeece sttt 7
L1, VAN DAN GEN ..viiiiececce et 7
LT Y v e OO 25
1.3, Van ban LEn thONE.......cccveiiiiiiieee e 25
. G120 VA XU 1Y CONE VIEC....eiiiiiiiiiiiiiiii e 26
1.1, Tao ho so CONEZ VIEC MNGT.utriiiiiiieiiiiesiiiiessiee ettt e sitee e sbeeessrae e s sne e e snsaeessnnee e 27
1.2, Tham @ia XU LY ....eoieiiieiieieeee e 31
1.3, TIM KM HSCV oottt 33
L4, TEANNKY HSCV ..ot 34
IS, DUYSt HSCV .ottt 36
[11..  Chuyén phét hanh vin ban va két thic HSCV ........coocevveverererecscireie s 37
1.7, CAp SO Phat NANN.......ooveevecvececiceeeee ettt 38

UBND tinh Binh Phudc Trang 2/41



Tai liéu hudéng dan st dung Hé thong theo ddi chi dao
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Tai liéu hudéng dan st dung Hé thong theo ddi chi dao

I. Quyén han ciia ngudi sir dung va tai khoan

bé duoc st dung h¢ théng, Quy vi can ¢6 tai khoan (account) do nguo1 quan tri
hé théng cap. Mdi tai khoan dugc cip voi tén dang nhip, mat khau cung véi cac quyén
han. Mdi ngudi déu co tén dang nhap khac nhau. Quy vi khong thé tw dbi tén ding
nhap va quyén han nhung c6 thé va can d6i mat khau dé khong bi mao danh.

Phan mém c6 nhiéu chtic ning, nhung khong phai ai cling duoc thuc hién tat ca
cac chirc ning. Chang han 13 mot ngudi dung binh thudng thi Quy vi s& khong duoc
nhap vin ban. Khi cap tai khoan, ngudi quan tri ciing cap cho Quy vi quyén han theo
tung churc nang.

I.1.  Ding nhip vao hé thong
Hé théng chay trén Web, vi vay quy vi can chay mot trinh duyét Web nhu
FireFox, Internet Explorer. Khi d6 chi can kich dup chudt vao biéu twong cua trinh

A | - . H H A r r 5 A
duyét 1IE ﬁ et hodc FireFox @ MozllaFirefox  trén may tinh. Trong ctra sd

trinh duyét, hiy dién dia chi tng dung, vi du: http:/dhtn.binhphuoc.gov.vn. Man hinh

dang nhap vao hé thong s& hién thi.

Pang nhap hé thong
Y ~radantial

our creqenuals

1 admin

o R—

Dangnhap =+

Diéu khodn & Diéu kién va Chinh séch bdo mat

Hinh 1. Man hinh dang nhdp
Quy vi dién tén dang nhap va mat khau do ngudi quan tri cap. Sau khi ding
nhap vao hé thong quy vi c6 thé thay doi mat khau.

1.2.  Man hinh trang chu
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Tai liéu hudéng dan st dung Hé thong theo ddi chi dao

Phian mém duogc xdy dyng tap trung vao giai quyét cac cong viéc hanh chinh,
nén trang dau tién hién ra khi dang nhap 1a man hinh Kiém soat céng viéc trén trang ca
nhan nhic nhitng cong viéc lién quan dén ca nhan nguoi st dung. Bao gdm céc tién
ich sau:

Man hinh kiém
soat cong viéc

@ OneWin v1.0

# Trang chl /

g Auminisiaio Sysicn >

S CANHAN  EDIcH vu ci i CHi DA0 BIEU HANH j%cm’wal HE THONG @ HG trg

—%
DANH SACH CHUT NANG VAN BAN DEN CHUA DOC ( 359364 vén bin chua doc) ' -~ ~
Lich c& nhan A ¢ 3

VAN BAN DI CHUA DOC (0 vin ban chua doc) Cac Ch}IC na‘ng ~
- : 5 A A
8 Lihenquan cua phan mém
= Lichlanh dao HO SO DICH VU CONG CHO GIAI QUYET (0 A3 so dang cho gidi UN__ _ ~
) Lich phing ban HO SO CONG VIEC CHO GIAI QUYET ( 9 45 s cdng vic dang cho gisi quyét) ~
2, DS gi nhanh vin ban

LICH CA NHAN A LICH CU QUAN ~
282 D5 giao giai quyét CV ls

2 Uyquyn

Hinh 2. Kiém sodt cong viéc

- Khung bén trai: Hién thi nhirng cong vi¢c sép té1, lich ca nhan, lich co quan,
Hb so dich vu cong chd giai quyét, HSCV cho giai quyét, Vin ban dén chua doc, van
ban di chua doc. Nhitng muc nay s& hién thi theo tai khoan va quyén han ma quy vi sir
dung. D& xem thong tin vé coéng viéc hay vin ban méi quy vi chi can bam chudt vao
cong viéc hay vin ban mudn doc.

- Khung bén phai: Hién thi cac chitc nang vé ké hoach cong tac nhu: Kiém
soat cong viéc, cac tién ich lich co quan, lich 1anh dao, lich cd nhan, cdp nhat nguoi
nhan vin ban (ngudi thudng xuyén nhan vin ban), ngudi trinh giai quyét cong viéc
hodc phéan giai quyét cong viéc.

- Khung phia trén: Hién thi cac chtrc ning chinh ctia phin mém ciing voi céc
biéu twong tuong ung véi ting chirc ning cta hé thng.

1.3.  Thiét 1ap thong tin ca nhin

Ngay khi dang nhap lan dau vao hé thong, quy vi phai thay doi mat khau ma
quan trj vién di cip nham dam bao tinh bio mat ca nhan. Riéng tén dang nhap, quy vi
khong thé thay ddi dugc. Quy vi thao tac thiét 1ap théng tin c4 nhan nhu sau:

- Budc 1: Quy vi dang nhap vao hé thong
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Tai liéu hudng dan sir dung Hé théng theo doi chi dao

- Budc 2: Tai trang chu kich chudt vao tén nguoi dung (goc trén cung bén

phai) chon [Thong tin tai khoan] trong menu s6 xudng. Man hinh s& hién thi 1én nhu

Lm OneWin v1.0 . Administrator System ~
& Trangchl / Thang tin tai khoan LDCANHEN  SDicHVUCONG  FRCHIDAODIEUHANH S8 QUANTRIHETHONG (D Hitrg
DANH SACH CHUC NANG Théng tin tai khodn
£ CANHAN N Ma nhan vién: 0999999999 He va tén: Administrator System

Tai khodn: admin Thu dign tir: admin@onewin.vn
£ DICH VU CONG .
= ’ Chire vy: Chuyén vién Thude don vi/Phdng ban: UBND Tinh Binh Phudc
B§ CHI DAD DIEU HANH > Ngay sinh: 03/02/1979 Gidi tinh: Nam

S8 dién thoai Bia chi

8 QUAN TRI HE THONG 5

Administrator System

Navigation
A Thang tin tai khodn

A Do mat khau

© 2016. OneWin v1.0

Hinh 3. Trang Thiét ldp théng tin cd nhdn

- Budc 3: Bam chudt vao chirc nang <bo6i mat khau>. Cira s6 [P06i mat khau]

s€ hién lén.

Thay déi mat khau
‘f'nl}g-:'&d%ﬂtia 5

B Mat khiu cii
B Mat khdu mé
B X&c nhan mét khiu

Thay dbi mat khdu =

Hinh 4. Cira sé sita doi mdt khadu
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Tai liéu hudng dan sir dung Hé théng theo doi chi dao

- Budc 4: Nhap mat khau méi 2 1an va mat khau cii

- Budc 5: Bam niit <Thay d6i mat khau> dé luu lai thong tin vira sira doi.

1. Quén ly ho so vian ban

Bim chudt vao biéu twong [Chi dao diéu hanh]. Mic dinh man hinh [Vian ban

dén] sé& hién thi 1én.

OneWin v1 Administrator System ~ =

A Trangchl / Trar LOCcANHEN  SoicHvuconG | FRCHIDAODIEUHANH | Se QUANTRIHETHONG (B Hitrg
DANH SACH CHUT NANG VAN BAN DEN CHUA DOC ( 359364 vén bén chua doc) ~
Lich e nhan — Chtrc nang chi

VAN BAN DI CHUA DOC (0 v4n ban chura doc) dao diéu hanh
&5 Lichcdquan i
= Lichlanh dao HO SO DICH VU CONG CHO GIAI QUYET (0 4 so dang cha gidi quyét) ~
) Lich phing ban HO S0 CONG VIEC CHY GIAI QUYET ( 9 16 5o cdng vic dang cho gidi quyét) ~
2, DS gi nhanh vin ban

LICH CA NHAN A LICH CU QUAN ~

282 D5 giao giai quyét CV

2 Uyquyn

016. OneWin v1.0

OneWin v1 Administrator System ~ =

an ban dé

# Trangchd / D

LOcAnNHEN  SoicHvucing  FRCHIDACBIEUHANH S8 QUAN TRIHE THONG

@ Hotrg

DANH SACH CHUT NANG DANH SACH VAN BAN BEN

H T v| dd =] IR Tim kiém nang cao

@ vanban dén
(S Indanhsich (@ Thém mai

V&n ban phat hanh

Téng s6: 22015 ban ghi / 1101 trang

t @ Ngay dén Sf S5, Ky higu Trich yéu ni dung Ca quan ban hanh
Van bén lién thang CLD
1 18/06/2018 2719 140/KH-UBND  V/v xay dung khung kién trde Chinh quyén dién i tinh Binh Phudc UBND tinh
Gidi quyt cong viéc > 00:00

2 18/06/2018 2718 1396/QD-UBND  V/v kién toan Hdi ddng xdc dinh gid khdi diém bén d&u gid vudn cao su cla Qly H6 trg An sinh xd hdi tinh UBND tinh
00:00

3 18/06/2018 2717 1393/QD-UBND Vv thay ddi Chi tich Hi ddng Quan If Qly Bao vé& mdi trudng tinh Binh Phudc UBND tinh
00:00

4 18/06/2018 2716 1692/UBND-KT  Khan truong bao cdo thong tin s@ liéu tng k&t 10 nam thyc hién Nghi quy&t Trung vong 7 khda X v& néing nghiép, néng UBND tinh
00:00 dén, néng thén

5 18/06/2018 2715 1306/UBND-NC  Ra sodt, dénh gid viéc thuc hién cdc bién phdp hda gidi & co sé trong viée xU If cdc vu bao luc gia dinh ddi véi phu nit  UBND tinh
00:00 v dung, thuc hién huong ude, quy udc

6 18/06/2018 2714 1675/UBND-NC  V/v thing nhét thyc hién quy dinh vE sép xp don vi hanh chinh c&p x&: sap xEp thén, dp, khu phd UBND tinh
00:00

7 18/06/2018 2713 1496/STNMT- X(r Iy vi pham hanh chinh d8i vdi cdc td chirc, ¢d nhan kinh doanh ban 1é xang dau trén dia ban tinh G Tai Nguyén &I@
00:00 TTR trudng

8 18/06/2018 2712 1252/VPUBND Vv Iy y ki€n gép j stra déi, b§ sung mét sé digu Quyét dinh sd 12/2017/QD - UBND ngay 21/3/2015 clia UBND tinh  Van Phang UBND tinh
00:00

9 18/06/2018 2710 1380/BC-SXD K&t qud thuc hién cng téc 6 thang dau nam 2018, phuong hudng, nhiém vu cng téc 6 thang cudi ndm 2018 nganh S Xay Dung
00:00 Xay dung

10 18/06/2018 2708 1393/SXD- Té chirc céc hoat déng "Thang hanh déng vi méi trudng” hwéng (ng Ngay Mai trudng thé gi6i ngay 05/6/2018 S Xdy Dung
00:00 PTOTEHTKT

Hinh 5. Man hinh danh sdch vin ban dén
I1.1. Vin ban dén

11.1.1. Trang thai mau sac cia van ban

STT

Mau sac

Y nghia

1 Mau in dam

Van ban chua duoc doc.

UBND tinh Binh Phudc
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Tai liéu hudéng dan st dung Hé thong theo ddi chi dao

Mau in nhat

Van ban da duoc doc.

Mau doé

Van ban chua dugc duyét. Tac la van ban chua dugc
chinh thtrc hoa trén hé théng. Van thu nhap van ban
con c6 thé stra dugc nodi dung da nhap.

Mau xanh duong

Van ban da dugc duyét nhung chua xur ly. Tuc 1a van
ban di duoc chinh thirc hod trén hé thong. Luc nay
khdng ai c6 thé stra duoc noi dung van ban trir khi van
ban dugc huy duyét.

Mau xanh luc

Vian ban da dugc phan xt ly. Tuc van ban da duoc lap
thanh HSCV va dang xt ly.

Mau ghi nhat

Vian ban da dugc xur Iy xong, twong duong HSCV xu
ly vin ban nay da duoc két thic.

11.1.2. Nhép théng tin viin ban dén

@ OneWin v1.0 . Administrator System ~
# Trangchld / Danh séch van bén dén HOCcANHEN  SoicHvucon  FRCHIDACDIEUHANH S8 QUANTRIHETHONG (D Hitrg
DANH SACH CHUT NANG DANH SACH VAN BAN BEN S | —TEc- v MMiyyy =] I Tim kigm néng cao

V&n ban phat hanh
t @ ..

1 18/06/2018
00:00
18/06/2018
0000
18/06/2018
00:00

4 18/06/2018
00:00

5 18/06/2018
00:00

6 18/06/2018
00:00

7 18/06/2018
00:00

8 18/06/2018
00:00

9 18/06/2018
00:00

10 18/06/2018
00:00

Ngay dén
Vn ban lién thang

Gidi quyet cong viéc >

SiIndanh sich | @ Thém méi

T8ng s8: 22015 ban ghi / 1101 trang

0 - |

i Trich y&u ndi dun Co quan ban hanh
dén yeuno g q
2719 140/KH-UBN| Thém méi chinh quyn dién 1i tinh Binh Phuge UBND tinh

vén bén dén
3 7 . - 2 P

2718 1396/QD-UBND Vg @€'dinh gid khoi digm ban dau gia vudn cao su cla Qiy HO trg An sinh xd héi tinh UBND tinh
2717 1393/08-UBND /v thay ddi Chi tich Hi ddng Quan If Qlly Bao vé& mdi trudng tinh Binh Phudc UBND tinh

Khan trrong béo cdo thong tin s& liéu tong k&t 10 ndm thye hién Nghi quyt Trung wong 7 khda X v& néng nghiép, ndng UBND tinh
dén, néng thén

Ra sodt, ddnh gid viéc thuc hién c
vé x@y dung, thuc hién huong ude, quy ude

2716 1692/UBND-KT

2715 1306/UBND-NC dc bién phap hda gidi & co sé trong viéc xb If cdc vu bao luc gia dinh ddi véi phu nit - UBND tinh

2714 1675/UBND-NC  V/v thdng nh&t thyc hign quy dinh v& sdp x&p don vi hénh chinh c&p x&: sap x&p thon, &p, khu phd UBND tinh
2713 1496/STNMT XU Iy vi pham hanh chinh d8i vdi cdc t chic, ca nhan kinh doanh ban Ié xang dau trén dia ban tinh ¢ Tai Nguyén & I@
TIR trudng

2712 1252/VPUBND  V/v Iay § kién gép § sira dai, b3 sung mdt sd diéu Quygt dinh s6 12/2017/QD - UBND ngay 21/3/2015 ciia UBND tinh  Vin Phong UBND tinh
K&t qua thuc hién edng tac 6 thang dau nam 2018, phrong hudng, nhiém vu cong tac 6 thang cudi ndm 2018 nganh  $6 Xay Dung

Xay dung

Té chirc céc hoat déng "Thang hanh déng vi méi trudng” hwéng (ng Ngay Mai trudng thé gi6i ngay 05/6/2018

2710 1380/BC-SXD
2708 1393/SXD- S Xay Dung
PTOTEHTKT

Hinh 6.  Man hinh thém méi vin béan dén

- Budc 1: Trén thanh cong cu ciia man hinh [Van ban dén], chon nat <Thém>,

khi d6 cura s6 nhap van ban s€ hién ra dé dién thong tin.

UBND tinh Binh Phué6ce
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Tai liéu hudéng dan st dung Hé thong theo ddi chi dao

@ OneWin v1.0 . Administrator System v
A Trangchd / Danh sichvin ban dén ScinHin  ZocHvycone  BRCHIA0DIEUHANH S8 QUANTRIHETHONG (D) Hbtg
DANH SACH CHUC NANG ITHEM MO VAN BAN DEN (@ xécnhan () Thodt
@ Vanbén dén Ngay dén 21/06/2018 TAILIEU DINH KEM (@® THEN TAI LIEU

$0 vén ban —Chon 58 vén ban — f
Van bin phit hanh on so (anben ' o
56 08 S d&n ty dong téing theo s3 vén bé 3. Ghi nhan
{8 Van ban lién thang 56, ky hiéu p "4
Gi4i quyt cong viec 5 Co quan phat hanh UBND Tinh Binh Phuéc
Loai vén ban Bdo céo v b 2 Chgn d.é
o — dinh kém file
Trich yéu L 4
|
#
Ngay ki 21/06/2018
Ngudi kyf
Noi gl o i v&n ban .
Linh vue - Chon [inh vye v
Noi nhé an van ban dé x{ 2 PR 2
oinnan 1o ohan véin ben 68 x& 1. Théng tin van ban
80 mét —Chon dé mat — M dén
80 khan ~— Chon dg khan — M
sty
S0 ban

Hinh 7.  Thém mdi van ban
- Budc 2: Nhép thong tin vin ban dén
*Luw y: Cdc trieong ¢é ky hidu * mau dé dirng trudce la trieong bdt budc phdi
nhdp théng tin. Néu quy vi khéng nhdp di, quy vi sé dwoc nhdc va khéng thé ghi nhdn
duoc.
Céc thdng tin bao gom:

o Ngay dén: dugc mic dinh 13 ngay hién tai trén may chu. Quy vi co thé
nhap lai ngay dén.

o S6 van ban: Pugc quy vi lya chon tir danh muc loai s6 van ban dén da
dugc nguoi quan tri khai bao trude do.

o SO0 dén: Ty dong tang 1én s6 k€ ti€p trong cung mot nam. Sang ndm moi,
s0 dén s dugc nhay lai so 1.

o Sb, ki hiéu: La s, ki hiéu dugc ghi trén van ban dén, thong tin nay quy
vl tu g0

o Co quan phat hanh: Pon vi ban hanh van ban.

o Loai van ban: Quy vi lya chon trong danh sach céac loai van ban ma hé
thdng da hién thi.

o Khdi phat hanh: Hé thdng hién thi danh sach cac khdi phat hanh cho quy

vi lya chon.
o Trich yéu: Quy vi nhép trich yéu cua van ban dén.

o Ngay ky: La ngay ky ctuia van ban

UBND tinh Binh Phuéc Trang 9/41



Tai liéu hudéng dan st dung Hé thong theo ddi chi dao

o Nguoi ky: Quy vi nhdp tén nguodi van ban
o Noi gtri: Pon vi gui van ban
o Linh vuc: Hé théng hién thi danh sach cac linh vuc van ban cho quy vi

lya chon. Quy vi bét budce phai nhap thong tin vé linh vuc cta van ban dé quan ly duoc

han xur Iy cho tirng linh vuc khac nhau ctia van ban
o PO mat: mac dinh 1a thuong. Quy vi co thé chon lai
o Do khan: mac dinh la thuong. Quy vi cé thé chon lai
o S td: La sb trang cua vin ban dén
o S6ban: L& sd luong vin ban dwgc phat hanh
- Budc 3: Binh kém ndi dung toan van cua van ban

Sau khi nhan nut [Xac nhan] hé théng tu dong bat sang nut [Thém tai li€u], day la
chtrc niang hd tro Quy vi dinh kém vin ban toan van di duoc scan tir may quét dé dua

1én Iuu trit trén hé thong. Pé dinh kém vin ban, quy vi thao tac nhu sau:

»Bude 3.1: Kich chon chtic nang <Thém tai liéu>. Hé thong hién thi man hinh nhu

@ OneWin v1.0 . Administrator System ~
# Trangchld / Danh séch van bén dén HOCcANHEN  SoicHvucon  FRCHIDACDIEUHANH S8 QUANTRIHETHONG (D Hitrg
DANH SACH CHUC NANG THEM MO VAN BAN DEN @xicnhin | @ Thodt
@ van ban dén Ngay dén 21/06/2018 TAILIEU DINH KEM @ THEM TAI LIEU

. 50 van bén —Chon s8 van ban — v
Van bn phat hanh onse ven b
S dén
Vn ban lién thang 56, kj higu
Gidi quyt cong viec > Co quan phét hanh UBND Tinh Binh Phuéc
Loai van ban Bao cdo v % Cht_)!’l de_dmh
A - kem file
Trich yéu
|
y
Noay ki 21/06/2018
Ngudi kf
Noi glri
Linh vye — Chon [inh vire — M
Noi nhén
96 mat - Chon d6 mét — M
D6 khan — Chon d6 khan — M
séto
30 ban

Hinh 8. Dinh kem néi dung toan van

»Buée 3.2: Kich chon nit Brow dé tim dén thu muc chua file vin ban can dinh kém.
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Tai liéu hudng dan sir dung H¢ théng theo doi chi dao

@ OneWin v1.0 . Administrator System

A Trangchd / Danh sichvin ban dén @ Open ! X M0DEUHANH S8 QUANTRIHETHONG (D) Hbtrg
« v 4 &> ThisPC > Downloads v @ | Search Downloads »p

DANH SACH CHUC NANG THEM MO1 VA @xécohin | @ Thoat
Organize + Mew folder Ev @ @

&l Van bén dén Ngay dén nediive A Name Dater A (@ THEM TAI LIEY

$0 vén bén

Van bén phét hanh o 1 This pC QD993 pef
54 dén = % gioithieu_glvb.signed (2).pdf
Van ban lién thang 56, ky hiéu B 3D Objects & gioithieu_glvb.signed (1).pdf
N I Desktop [&] gioithieu_dichvucong.signed.pdf
[ Gidi quyt cong viee » Co quan phat Documents 5] gioithieu_qivbsigned signed.paf
Loai vén ban J Downloads 5] gioithieu_qivb.signed pdf
Trich yéu B Music gioithieu_qivb (1).pdf 6/194
= Pictures ioithieu_qlvb.pdf 619/
) ong_van_2803_btttt_thh_bo_thong_tin_va_truyen_thong.pdf 613/
B Videos ’
" ) 018_663_664_09_vbhn_btc..pdf 613/
Ngay ky i Local Disk () d993 (4).pdf 6/18/;
N ky = WORK1 (E) Kl.signed (1).pdf 618/ v
) = WORK2(F) v < >
Noi gui
File nome: [ QD993 pat | [TatcaTeptin ~

Han gidi quy&

Linh vuc

Noi nhén Noi nhan vin ban d& xir Iy

Do mat Thudng v
88 khan Thudng v
S6to 0

50 ban 0

Hinh 9. Chon file cin dinh kém

»Buwée 3.3: Kich chon tén file can dinh kém, rdi nhin nut OK. Chuong trinh s& tir

dong tai file dinh kém 1én hé thdng va quy vi nhin thay danh sach cac file da dinh kém.
(Quy vi c6 thé dinh kém nhiéu file)

@ OneWin v1.0 . Administrator System
A Trangchd / Danh sch vdn ban dén QcinHAN  Soedvycons  FRcHIA0DIEUHANH S8 QUANTRIHETHONG (D) Hbtg
DANH SACH CHUC NANG THEM MO! VAN BAN DEN @xécohin | @ Thoat
@ Van bén dén Ngay dén 18/06/2018 TAILIEU DINH KEM (@® THEM TAI LIEU

S0 vén bén — Chon 58 van ban —
Vin ban phét hanh on 50 ¥an ban M | 12100993, pdf B | |
58 dén 2719 LN
Van bin lién thang 53, kj higu 140/KH-UBND
) Gidi quyet cong vieo ,  Coquan phat hanh UBND tinh File d& dinh kém
Loai vin ban Ccéng dién v
Trich yéu /v xdy dyng khung kign trac Chinh quy&n dién ti tinh Binh Phudc
v
Ngay ki 18/06/2018
Ngudi kyf
Noi gl
Han gidi quyét dd/M
Linh vyc ~~ Chon linh wye — v %
Noi nhén Noi nhan vin ban dé xir Iy
o mat Thudng v
86 khan Thusdng v
SOty 0
$3 ban ]

Hinh 10. Cira s6 hién thi file da dinh kém
11.1.3. Xem ndi dung viin ban dén

Pé xem thong tin ctia mot vin ban, quy vi kich chudt vao mot vin ban trong
danh sach cac vin ban dén. Mot cira sd nhu sau s& hién ra va quy vi s& thdy cac thong
tin mo ta lién quan t&i vin ban va céac tép tin dinh kém. Pong thoi quy vi co thé theo
doi duge danh sach cac ngudi dung thuong xuyén nhén van ban do quy vi gui téi ma
quy vi da khai bao trong chitc ndng C4 nhan/ Ngudi nhan van ban

UBND tinh Binh Phudc Trang 11/41
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@ OneWin v1.0 . Administrator System ~
A Trangchd / Danh sichvin ban dén OcinsAN  ZoicHvucons  BRCHIDA0DIEUHANH S8 QUANTRIHETHONG (D) Hbtrg
DANH SACH CHUC NANG THONG TIN VAN BAN DEN @Thémmii B 7kitngdiqut | S Phinconggidiquidt b Ciivinbin (D Thodt

@ Vanbén dén THONG TIN VAN BAN

Ngudi nhap
Van ban phat hanh

Ngay dén 18/06/2018 00:00 S0 van ban
Van ban lién thang S dén 2719 S0, Ky hiéu T40/KH-UBND
Co quan phat hanh UBND tinh Loai van ban Ccéng dién
[ Giai quyét céng viec > Trich yéu V/v xay dung khung kién triic Chinh quyén dién tir tinh Binh Phudc
Mauai ky Ngay kj 18/06/2018 00:00
Mai giri
Han gidi quyét @ Linh vye
Noi nhén
DO mat Thuding D6 khan Thuéng
sGto 0 $6 ban 0

Thai gian cp nhat vén bdn  21/06/2018 10:50

TAI LIEU DINH KEM
[210D993.pdf = &

¥ KIEN BOT PHE
Nguréi phé: /C Administrater System - Chuyén vién - UBND Tinh Binh Phudc - Thoi diéin phé: 21/06/2018 10:55:10
Cac dan vi t3p trung hodn thién khung kien trtic Chinh quySn dién tf trink UBND ban hinh

TRANG THAI GUI/NHAN VAN BAN

Ngu®i chuyen Ngu®i nhan Ngay chuyén Han giai quyét Gid md xem #
Adminisirator System Thanh Huygn 21/06/2018 1051 .

Hinh 11. Cira 56 hién thi théng tin van ban dén

Ngoai ra hé thong c6 tich hop thém phan hd tro theo ddi trang thai giri/nhan van
ban khi thyc hi¢n xem thong tin van ban dé phuc vu cho vi¢c theo doi nguodi giri/nhan,
thot gian g, han xtr 1y cua tirng ca nhan...

Néu vin ban da duoc duyét va phan xir 1y thi giao dién cira s6 hién thi thong tin
van ban dén s& hién thi thém muc “Trang thai xt 1y” ciia Van ban dé gitp quy vi theo
ddi tién trinh xir 1y cong viéc.

11.1.4. Sira thong tin viin ban dén

Thong tin van ban chi dugc sua d6i khi van ban chua duoc duyét hodc da huay
duyét. Va chi ngudi nhap vin ban d6 méi c6 quyén sira d6i thong tin vin ban. Thao tac

nhu sau:

- Budc 1: Tt man hinh [Van ban dén], bam chudt vao van ban can sura.

@ OneWin v1.0 . Administrator System ~
# Trangchld / Danh séch van bén dén DOcAnNHAN  SoicHvucone  FRCHIDACDIEUHANH S8 QUANTRIHETHENG (D Hilrg
DANH SACH CHUT NANG THONG TIN VAN BAN DEN @Themmei | o Stavinban | [TX6avinbin  « Duyétvinban (@ Thodt

THONG TIN VAN BAN
. Ngu@i nhap
Van ban phat hanh Ngay dén 18/06/2018 00:00 Sira théng tin van ban
Vn bin lién thang 86 dén 2719 140/KH-UBND
Co quan phat hanh UBND tinh Loai van ban Cang dién
Gidi quyt cong viec > Trich yéu V/v xéy dyng khung ki€ tric Chinh quygn dién tir tinh Binh Phudc
Nauti ky Ngay kj 18/06/2018 00:00
MNoi gii
Han gidi quyét Linh vre
Mai nhn
D6 mat Thudng D khin Thuing
S3 1 0 S0 ban 1]

Théi gian cap nhat van ban  21/06/2018 10:50
TAI LIEU DINH KEM

[21 QD993 pdf E B
¥ KIEN BOT PHE

Nguréi phé: D/C Administrator System - Chuyén vién - UBND Tinh Binh Phudc - Théi diem phé: 21/06/2018 10:55:10
Cdc don vi tp frung hosn thidn khung &ieh trde Chinh quyén dién fi frinh UBND ban hinh

® 2016. OneWin v1.0
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Hinh 12. Van ban co trang thdi chwa duyét hodc da huy duyét

- Budc 2: Trén thanh cong cu cua cira 0 [Hién thi no1 dung van ban] bam nat

<Stra van ban>.

@ OneWin v1.0 . Administrator System ~
A Trangchd / Danh sch vdn ban dén QCcAnHAN  SoicHvucons  BRCHIDAODIEUHANH S8 QUANTRIHETHONG () Hbtrg
DANH SACH CHUC NANG THEM MO! VAN BAN DEN @xécohin | @ Thoat
@l Vinban dén Ngay dén 18/06/2018 TAILIEU DINH KEM (@® THEM TAI LIEU

S0 vén bén 8 van ban — I
Van ban phat hanh Chan 53 vén bén T [Eop9es.pdf E |

38 dEn 2719
& van bin lien thang 53, kj higu 140/KH-UBND
Gi4i quyt cong vige 5 Co quan phét hanh UBND tinh

Loai vin ban Ccéng dién v

Trich yéu Vy xdy dung khung kién tric Chinh quyen dién ti tinh Binh Phuéc I}

“

Noay ki 18/06/2018

Ngudi kyf

Noi gl

Han gidi quyét

Linh vyc ~~ Chon linh wye — v
Noi nhén

Domat Thurdng v
a6 khin Thurdng v
SOty 0

$3 ban ]

- Budc 3: Nhép thong tin can sira, dinh kém van ban hodc hiy bo vin ban da
dinh kém (néu can), r6i bAm niit <Xac nhan> (Céc thao tic twong ty muc Nhap thong

tin van ban).
11.1.5. Xé6a van ban

Chi c6 thé xoa duoc mot van ban néu vin ban d6 chua phan xir 1y (nghia 1a
chua c6 hd so xtr 1y) va dang & trang thai dd duoc hay duyét (c6 mau do). Va chi

nguoi nhdp van ban dé6 maéi c6 quyen x6a van ban. Thao tac nhu sau:

- Buéc 1: Chon vin ban can xo6a tir man hinh [Vin ban dén]. Chuong trinh

mo ctra s6 hién thi ndi dung van ban

UBND tinh Binh Phudc Trang 13/41
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@ OneWin v1.0 = . Administrator System ~

A Trangchd / Danh sichvin ban dén OcinsAN  ZoicHvucons  BRCHIDA0DIEUHANH S8 QUANTRIHETHONG (D) Hbtrg

DANH SACH CHUC NANG THONG TIN VAN BAN DEN

@ Vanbén dén THONG TIN VAN BAN

Ngudi nhap
Wan ban phat hanh

@Thémméi | P Shavinban | [Ixoavinbin |« Duyétvinban (¥ Thodt

Ngay dén 18/06/2018 00:00 Xoa thﬁng tin van ban
Van bin ién thong S dén 2719 T40/KH-UBND
Co quan phat hanh UBND tinh Ccéng dién
[ Giai quyét céng viec > Trich yéu V/v xay dung khung kién tric Chinh quy&n dién tt: tinh Binh Phudc
Maurdi ky Ngay kj 18/06/2018 00:00
Mai giri
Han gidi quyét Linh vye
Noi nhén
D6 mét Thutmng D6 khan Thuing
sGto 0 $6 ban 0
Thai gian cp nhat vén bdn  21/06/2018 10:50
TAILIEU DINH KEM L
[210D993.pdf [l

¥ KIEN BOT PHE

Ngui phé: £/C Administrater System - Chuyén vién - UBND Tinh Binh Phudc - Thof diein phé: 21/06/2018 10:55:10
Cac dan vi t3p trung hoan thidn khung kian tre Chinh quysn dién ti trinh UBND ban hanh

© 2016. OneWin v1.0

Hinh 13. Van ban co trang thai chwa duyét hodc da huy duyét

- Budc 2: Bam nut <X6a> trén ctra s6 [Hién thi théng tin van ban].

Ban cé chéc chan mudn xda van bén [ Viv xdy dung
khung kién tric Chinh quyén dién tir tinh Binh Phurdc]
khéng?

¥da van ban | | Khéing |

Hinh 14. Hép thoai thong bao
- Budc 3: Bam <X6a vin ban> néu dong y x6a tir hop thong bao “Quy vi cd

chac chan muon x6a van ban [Trich yéu van ban]”.
11.1.6. Tim kiem van ban

H¢ thong cung cap mdt cong cu giup nguodi dung dé dang tim kiém, tra clru van

ban theo cac ti€u chi khac nhau. Thao tac nhu sau:

- 1: Trén thanh cong cu cua man hinh [Van ban dén], h¢ thong cung cap 1 so
chtrc nang loc nhanh van ban. Loc van ban gui tryc ti€p cho cd nhan, loc van ban kiém
soat (doi vdi cac tai khoan dai dién don vi hodc dugc phan quyén xem toan bd van ban

dén caa don vi).

UBND tinh Binh Phudc Trang 14/41
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- 2: Loc van ban theo ngay. Hé thong cung cdp cong cu loc van ban nhanh
theo ngay hién thoi, trong tudn hién thoi, trong thang hién thoi va ngay bat ky do

ngudi ding lya chon. Man hinh hé thong thé hién nhu sau:

Lm OneWin v1.0 = . Administrator System ~
& Trangch / Danh séch van bin dén LOCANHEN  SoicHvucONG  FRCHIDACDIEUHANH S8 QUANTRIHETHONG (D Hilrg
1
DANH SACH CHUT NANG DANH SACH VAN BAN BEN & | e | dd = |ﬁ'ﬂm kiém néng cao
Sindenhsich @ Thémmoi @ Xem van ban Téng s6: 22015 ban ghi / 1101 trang
Vin ban phét hanh
inbin e thing # ( Lc_)c nhanh vén ban theo mf_lt Sf’) Trich yéu nc_i;ung Ca quan ban hanh
Gidi quyt cong viéc >
2 18/06/2018 2718 1396/QD-UBND  V/v kién toan Hgi dong xdc dinh gid khdi diém bén dau gid vudn cao su cla Qdy HO trg An sinh xd hdi tinh UBND tinh
00:00
3 18/06/2018 2717 1393/QD-UBND  V/v thay ddi Chu tich Hai dong Quan Ij Qlly Bao vé& mai trudng tinh Binh Phudc UBND tinh
00:00
4 18/06/2018 2716 1692/UBND-KT  Khan truong bao cdo thong tin s@ liéu tng k&t 10 nam thyc hién Nghi quy&t Trung vong 7 khda X v& néing nghiép, néng UBND tinh
00:00 dén, néng thén
5 18/06/2018 2715 1306/UBND-NC | Ra soat, ddnh gid viéc thuc hién cdc bién phap hba gidi & co sé trong viée xir If cdc vu bao lue gia dinh ddi véi phu nit  UBND tinh
00:.00 v xdy dung, thuc hién huong udc, quy ude
[ 18/06/2018 2714 1675/UBND-NC  V/v thding nhat thyc hign quy dinh v& sép x€p don vi hanh chinh c&p x&: sap xEp thén, p, khu phd UBND tinh
00:00
7 18/06/2018 2713 1496/STNMT XUt I vi pham hanh chinh d@i véi céc td chiie, cd nhén kinh doanh ban I€ xing dau trén dia ban tinh S0 Tai Nguyén & Moi
00:.00 TTR trudng
8 18/06/2018 2712 1252/VPUBND Vv Idy y ki€n gép ¥ stra déi, b6 sung mét sé digu Quyét dinh s& 12/2017/QD - UBND ngay 21/3/2015 clia UBND tinh  Vin Phang UBND tinh
00:00
9 18/06/2018 2710 1380/BC-SXD K&t qud thuc hién cng téc 6 thang dau nam 2018, phuong hudng, nhiém vu cng téc 6 thang cudi ndm 2018 nganh S Xay Dung
00:00 Xay dung
10 18/06/2018 2708 1393/SXD- Té chirc céic hoat déng "Thang hanh déng vi méi trudng” hwéng (ng Ngay Mai trudng the gi6i ngay 05/6/2018 S Xdy Dung
00:00 PTOTEHTKT

- Budc 3: Ngoai cong cu loc nhanh vin ban. Hén théng cung cap chirc ning
tim kiém ndng cao van ban. Trén thanh cong cu ctia man hinh [Vin ban dén], chon nit

<Tim kiém nang cao>. Ctra s6 tim kiém s& xuat hién dé quy vi dién cac thong tin nhd

duoc.
. nistrator System ~

1 dén OCANHAN  ZpicHwcone  EnCHIDAODIEUHANH S8 QUANTRIHETHONG (D Hitrg

DANH SACH VAN BAN DEN & | —Thci- v dd/MMyyyy B [ ETimkiémnang cao
| gay dén tir dd/MM/yyyy den dd/MM/yyyy

G dén tir 85 dén dén S8 dén

G van ban —Titcé — ¥ Loaivinhan — TEtcd — "

4, Ky higu 50, Ky hiéu Co quan phat hanh Co quan phét hanh

rich y&u ni dung Trich y&u néi dung

qudi ky Ngudi ky Noi nhan Noi nhan

k\é@

S

SiIndanh sich @ Thémméi @ Xem vén ban

Nhap cac tidu chi tim kiém

¢ @ .. Ngaydén :;n S8, Ky higu Trich yéund

2 18/06/2018 2718 1396/QD-UBND  V/v kién toan Hoi dng xéc dinh gid khéi digm bén d4u gid virdm cao su cUa Qily HO tro An sinh x4 hoi tinh UBND tinh
00:00

3 18/06/2018 2717 1393/QB-UBND /v thay d8i Chi tich HGi dng Quéan If Qlly Béo vé méi trwdng tinh Binh Phudc UBND tinh
00:00

4 18/06/2018 2716 1692/UBND-KT  Khan treong béo cdo thang tin sé ligu tdng ket 10 ndm thuc hién Mghi quyét Trung wong 7 khda X v& néng nghiép, ndng UBND tinh
00:00

dén, néng than

Hinh 15. Trang fim kiém nang cao vdn ban dén
- Budc 2: Nhap thong tin tim kiém. Vi du quy vi chi nhé rang sé dén trong

khoang 1953 — 1954 thi chi can nhép hai s6 d6 va 6 diéu kién twong tng. Néu quy vi

UBND tinh Binh Phudc Trang 15/41
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nhé duoc nhiéu thong tin hon thi dién cac thong tin d6 vao cac 6 tuong Gng. thong tin

tim kiém cang day du thi két qua tra vé sé cang chinh xac.

- Budc 3: Bam nat <Tim kiém>. Hé thong sé& thong bao s6 két qua tim duoc

va hién thi danh sach cac van ban dén thod man yéu cau tim kiém.

Lm OneWin v1.0 . Administrator System ~

DOcAnNHAN  SoicHvucone  FRCHIDACDIEUHANH S8 QUANTRIHETHENG (D Hilrg

# Trangchd / Da

DANH SACH CHUT NANG DANH SACH VAN BAN BEN b —Thd- v =] I Tim kigm néng cao
@ Vanban dén Ngay dén tir dd/MM/yyyy dén dd/MM/yyyy
. 8 dén ti 1953 @ 1954
V&n ban phat hanh Sogent den %
S0 vén ban — Thtcd - v Logivinbd —Tétca— v
van ban lien thong 6, Ky hiéu S8, Ky hiéu Co quan phét hanh Ca quan phat hanh
Gidi quygt cong viéc s Trich y&u ndi dung Trich y&u ndi dung
Ngudi ky Noinhan Noi nhan
Q Tim kigm
Biindanhsich @ Themmei | @ Xem vin bin Tong s3: 12 ban ghi / 1 trang
# @ .. Ngaydén S0 S( Két qua tim kiém Trich yéu néi dung Co quan ban hanh
dén i S
09/05/2018 1954 161- Gop y du thao de an tang cudng cd tap hop thanh nién cong nhan trong cdc doanh nghiép ngoai quéc Tinh Doén
00:00 CV/TDTN-TC doanh va doanh nghiép c6 vén dau tr nude ngoai i Phuéc gd 2017-2022
2 09/05/2018 1953 03/KH-TGPL Truyén théng phap luat cho Ngu®i khuyét tat ndm 2018 trén dia ban tinh Binh Phudc Trung tam Trg gitip
00:00 phap Iy nha nude
J 04/05/2017 1954 101/KH-CAH- Béo vé ky thi tét nghigp THPT nam 2017 Cang An huyén
00:00 AN
d 04/05/2017 1953 275/DLBGM- V/v Iap bién ban xi phat vi pham hanh chinh trong linh vue Dién lue Bién Luc Bl Gia Map
00:00 KHKT
5 12/05/2016 1954 1144/UBND- Dinh chinh vin ban UBND Tinh
00:00 VX
™ PSS LI TP S RO TS AT ok >

Hinh 16. Két qua tim kiém

11.1.7. G&i van ban

bé guri van ban, quy vi ¢6 2 cach dé thao tac nhu sau:

e  Gui van ban cho cac nguoi dung thuong xuyén nhan van ban

Lm OneWin v1.0 @ vaotwuenoTion ~

LOCANHAN  EDICHVUCONG  ERCHIDAODIEUHANH  (B) Hatrg

# Trangchl / Danh sachvan ban

DANH SACH CHUC NANG THONG TIN VAN BAN DEN @Thémméi X Hiyduyétvinbin [V kigngidiquyst | M Phincong gidi quyst v Glivanban () Thodt
@ Vanbén dén THONG TIN VAN BAN
L MNgudi nhip Vn thr UBND Tinh
Vin ban phat hanh Ngay dén 21/06/2018 00:00 S8 vin ban S8 vn ban d&n
Vin bén lién thang 58 dén 1 ‘ ) 56, Kj h\eu‘ 187/CATTT-VP
Co quan phét hanh CUC AN TOAN THONG TIN Loai van ban Cang van
Gidi quyét cong viéc > Trich yéu V/v mdi tham dy chuang trinh d\émépanluanthénglm mang
Noudi ky Nguyén Huy Diing Ngay ky 18/04/2018 00:00
Nai g CUC AN TOAN THONG TIN
Han giai quyét Linh i
Mai nhén
Do mat 04 khdn
STt @ S0 ban

Thoi gian cap nhat van ban  21/06/2018 11:99

TAILIEU BINH KEM

[32018-04-23 (187) pdf IS

U1 NHANH

G nhanh () Nguyén Minh chién (Chuyén vien) [ Pham Thi Anh Hoa (Chuyénvién) ] Phan Xuin Linh (Chuy2n vién)

© 2016. OneWin v1.0

Hinh 17. Man hinh hién thi théng tin vin bdn
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- Budc 1: Tai man hinh [Hién thi thong tin van ban], quy vi chi can tich
chon vao tén ngudi ding can gii tir danh sach ngudi dung thuong xuyén

nhan van ban da khai bao.

- Budc 2: Kich chon vao bi€u tuwong giri van ban dé€ gui van ban cho nguoi

dung da chon

e Gt van ban cho cac nguodi dung trong cay danh sach ngudi dung cua don vi

@ OneWin v1.0 . Vn thur UBND Tinh ~
4 Trangchd / Danh sachvan ban dén LOCANHAN  EDIcHWCONG  ERCHIDAODIEUHANH (D Hitrg
DANH SACH CHUT NANG THONG TIN VAN BAN DEN @Thémméi | X Hiyduydtvinbin  [Z Vkiéngidiquyst | By Phancong gidi quyét | e Glivinban | @) Thost

@ vanban dén THONG TIN VAN BAN

L Ngu®i nhap Vén thw UBND Tinh
van bin phat hanh Ngay dén 21/06/2018 00:00
Vn ban lién thang 53 dén L Gri van ban

Co quan phat hanh CUC AN TOAN THONG TIN \
Gidi quyét cong viéc > Trich yéu V/v mdi tham dy churong trinh dién téip an toan thang th 4
Ngudi ky Nguyén Huy Diing gay ky 800:00
MNai gl CUC AN TOAN THONG TIN @
Han gidi quyét Linh vre
Nai nhan
Do mat D4 khan
Soto S0 ban

Thoi gian cap nhat van ban  21/06/2018 11:99

TAI LIEU DINH KEM
20180423 (187).pof
I NHANH

up G nhanh Nguyén Minh chién (Chuyén vién) Pham Thi Anh Hoa (Chuyén vién) Phan Xuén Linh (Chuyén vién)

Hinh 18. Man hinh hién thi théng tin van bdn

1. Truwdng hop giri van ban ndi b

- Budc 1: Tai man hinh [Hién thi thong tin vin ban], quy vi bam chudt vao nit <Guri
Vin Ban>. Hé thong s& mé ra man hinh [GUT VAN BAN]
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@ OneWin v1.0 . Viin thur UBND Tinh ~

ch vn ban dén LOCAnHAN  EDicHwWeone  FRCHIDADBIEUHANH (D) Hatrg

A& Trangchd / Dan

DANH SACH CHUC NANG G0N VAN BAN DEN @Themmsi | @xicnhin @ Thoit

el Vén bén gén DSPHONGBAN  DSNHOM  LIENTHONGTINHBP  LIEN THONG CP [ Lwugle Canbo Chirc danh

] UBND Tinh Binh Phudc

Van ban phat hanh E - O Administrator System  Chuyén vién

= v han 1an thA o Hujnh Thi Hing Chuyén vién
Van bén ln thorg L] UBND Tinh Binh Phutc @ Thanh Tra Hanh Chinl Chuyén vién

A 54 Ké Hoach va Dau Tw

Gii quyt cong viéc > o Cong

A 56 Lao dong TB&XH
Er 56 Tai nguyén va Méi Trudng
& st ngoal v Danh sach can
:f cong an tink bé theo don
A sgvTé e

vi/phong ban
A s N va PTNT L fpnong

B s Théng tin va Truyén théng
A cuc The
&R Béo Hiém X Hoi Tinh
A 56 Giao thong Van tai
&R 56 van héa - Thé thao va DL
- Ban quan I Khu kinh té&
En 56 Noi vu
A sé Gido duc va Dao tao
En Dién Iyc Binh Phude
-En sékhoa hoe va Céng nghé
EA 56 Tu phap

W S Yav ima

Danh muc don
vi

Hinh 19. Man hinh hién thi danh sach phong ban

- Budc 2: BAm chudt vao ddu “+” ¢ bén trai tén co quan. Danh sich phong ban trong

co quan s€ hién thi 1én.

@ OneWinvli.0 = @ vitheuenoTion v

# Trangchi / Danh séch vin ban dén Xac nhén dé gui di HIDADDEUHANH (3 HBtrg

=
DANH SACH CHUC NANG G0N VAN BAN DEN @hemmai | @ xacnhin | @ Thoat

el Vén bin gén DSPHONGBAN  DSNHOM  LENTHONGTINHBP  LIEN THONGCP | g G e G

[m] UBND Tinh Binh Phuéc

Van ban phat hanh E - O Administrator System  Chuyén vién

Vin bén lién thang 53] Hujnh Thi Hing Chuyén vién

%] uBND Tinh Binh Phuic

m—— s [ Thanh Tra Hanh Chinh ~ Chuyén vién
[ Giaiquygt cong viec > " S? K€ Hoach va Dau Tu ong o
- s Lao dong TB&XH
Er 56 Tai nguyén va Méi Trudng
“;i 86 Ngoai vy Danh déu nhitng ngudi
A Céng an tinh &n quri
-8R S&VgTé I} can g

A so NN vaPTNT
B s Théng tin va Truyén théng
A cuc The
&R Béo Hiém X Hoi Tinh
- $6 Giao thong Van tai
&R 56 van héa - The thao va DL
- Ban quan I Khu kinh té&
En 56 Noi vu
-En 56 6ido duc va Dao tao
En Bién lyc Binh Phudc
-En s Kkhoa hoe va Céng nghé
EA 56 Tu phap

W S Yav ima

Hinh 20. Gui van ban
- Budc 3: Bam chudt vao tén phong ban. Danh sach can b thudc phong ban dugc hién
thi 1én ¢ khung bén phai.
- Budc 4: Quy vi danh diu vao 6 vudng phia bén trai cia tén nhirng ngudi mudn giri
van ban to1

- Budce 5: Nhan ndt <X&c nhan>.

UBND tinh Binh Phudc Trang 18/41



Tai liéu hudng dan sir dung Hé théng theo doi chi dao

2. Trwong hop giri van ban cho don vi bén ngoai qua truc lién thong tinh va chinh

phu

- Budc 1: Tai man hinh [Hién thi thong tin vin ban], quy vi bAm chudt vao nut <Guri

Vin Ban>. Chuong trinh s& mé ra man hinh [Phan quyén xem ndi dung vin ban]

OneWin v1

an thu UBND Tinh ~

# Trangchd / D

LOCANHAN  ERDICHVUCONG i CHIDAO DIEU HANH

@ Hotrg

DANH SACH CHUT NANG 601 VAN BAN DEN

@Thémméi @ Xdcnhan () Thoit

DSPHONGBAN DS NHOM LIEN THE” GTINHBP | LIEN THONG CP

in ban c6 thé gii vin ban cho cdc don vi khic
iét Iap cho tinh Binh Phudc.

on vj UBND tinh Binh Phudc ¢ thé tryc tiep gli
an Iy vin ban.

V&n ban phat hanh

Chon gWi cac don vi

Vn ban lién thang =
trong tinh

quyEt cang viéc >

- Tich chon 1 hodc nhigu don vj twong ting trong danh séch dé thyc hién gli van
ban.

Danh sach cac
don vi gwi lién
théng

7" Tén don vi lién théng
[CJ S0 KEhoach va Bau tu - Tinh Binh Phudc -
[ S& Khoa hoc va Cang nghé - Tinh Binh Phudc
[ SdLac ddng, Throng binh va X& hai - Tinh Binh Phudc
) S6 Nivu - Tinh Binh Phudc
[C) S Néng nghiép va Phét trién Nang thén - Tinh Binh Phudc
[ Sd Tai chinh - Tinh Binh Phudc
() S04 Tai nguyén va Mai trwéng - Tinh Binh Phudc
[ SdThéng tin va Truyén théng - Tinh Binh Phudc
) S&Tu phdp - Tinh Binh Phude
[ S&'Van hoa, Th thao va Du lich - Tinh Binh Phudc
S& Xay dyng - Tinh Binh Phudc
( S4Y t€ - Tinh Binh Phuée
[ Sd Ngoai vu- Tinh Binh Phudc
) UBND thj x4 Binh Long - Tinh Binh Phudc
[ UBND thj x4 Dong Xoai - Tinh Binh Phudc
[ UBND thj xd Phudc Lang - Tinh Binh Phudc
() UBND huyén BU Déng - Tinh Binh Phudc
) UBND huyén BU D3 - Tinh Binh Phudc
() UBND huyén BU Gia Mép - Tinh Binh Phudc
[ UBND huyén Chon Thanh - Tinh Binh Phudc -

Hinh 21. Man hinh chon chirc nang gui lién thong trong tinh hodc chinh phu

- Budc 2: Tich chon co quan can giri van ban va nhan ntt [ Xac nhan].

OneWin v1

n thur UBND Tinh ~

# Trangchd / Danh sachvan ban dén

LOCANHAN  EEDICHVUCONG [ CHIDAO BIEU HANH

@ Hitrg

DANH SACH CHUC NANG U1 VAN BAN DEN

@l vin ban dén LIEN THONG TINHBP  LIEN THONG CP

DS PHONG BAN DS NHOM

Vin ban phat hanh
Chiic néing gitip ngudi phan vén ban cé thé giri vin ban cho cac don vi khac
theo truc lién théng d3 duoc thiét Ip cho tinh Binh Phudc.

- Viing bén phai I3 danh sach don vi UBND tinh Binh Phuréc c6 the truc tigp gii
nhan van ban tir hé thdng quan Iy van ban.

Van ban lién thang
Giai quyt cong viéc >

- Tich chon 1 ho&c nhigu don vi trong tng trong danh séch ﬂé}huc hién gri van
ban

@ Themmdi | @ xacnhan | (@) Thoat

) Tén don vi lién théng

Xac nhan dé giri
di

O Sd Khoa hoe
[ S&Laodong,
[ Sd NGi vy - Tinh Binfr P
(L) 56 N&ng nghiép va Phét trién Nang thon - Tinh Binh Phudc
(C) SaTai chinh - Tinh Binh Phudc

3] nguyén va Mai truang - Tinh Binh Phudc

 Thol “<Igyyen thong - Tinh Binh Phudc

) S8Tu phap-
[ S&'Van hoa, Thé thao
() S&Xay dung - Tinh Binh
) SaY té-Tinh Binh Phudc

() S& Ngoai vu - Tinh Binh Phudc

() UBND thj x4 Binh Long - Tinh Binh Phudc

(] UBND thi x4 DBng Xo&i - Tinh Binh Phudc

) UBND thi x4 Phutc Long - Tinh Binh Phuéc

() UBND huyén B Dang - Tinh Binh Phudc

[ UBND huyén B D@p - Tinh Binh Phudc

(] UBMND huyén BU Gia Map - Tinh Binh Phudc

() UBND huyén Chon Thanh - Tinh Binh Phudc -

Tich chon don vi cén
glvi

Hinh 22. Guwi van ban lién thong

- Budc 3: Quy vi danh dau vao 6 vudng phia bén trai ctia tén nhiing don vi mudn gui

van ban td1

UBND tinh Binh Phudc
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- Buéc 4: Nhéan nat <Xéac nhan>.
11.1.8. Giao giai quyét vin ban

Budc nay co thé do 1anh dao truc tiép thuc hién, hoic 1anh dao bt phé vao van ban va

van thu phai thue hién phan xir Iy theo ¥ kién trong but phé ciia Lanh dao.

@ OneWin v1.0 . Van thir UBND Tinh ~
# Trangchld / Danh séch van bén dén LOCANHAN  EDIcHWCONG  ERCHIDAODIEUHANH (D Hitrg
DANH SACH CHUT NANG THONG TIN VAN BAN DEN @Thémmsi | X Hiyduydivinbin  [Z ¥ kién gidiquydt| By Phanconggidiquydt | Glivinban  (®) Thost

@ vanban dén THONG TIN VAN BAN

. Ngu®i nhap Vén thw UBND Tinh

van bin phat hanh Ngay dén 21/06/2018 00:00

Van bén e thang 5080 ! . Giao gidi quyét vén ban
Co quan phat hanh CUC AN TOAN THONG TIN

Gidi quyét cong viéc 3 Trich yéu V/v mai tham du chuong trinh diénta
Ngudi ky Nguyén Huy Diing Nﬁ' Ky 18/04/2018 00:00
MNai gl CUC AN TOAN THONG TIN @
Han gidi quyét Linh vre
Mai nhn
Do mat 04 khan
Soto S0 ban

Théi gian cap nhat van ban  21/06/2018 11:58

TAILIEU DINH KEM

[ 2018-04-23 (187).pdf &
I NHANH

G nhanh [ Nguyén Minh Chign (Chuyén vien) ([ Pham Thi Anh Hoa (Chuyénvién) (] Phan Xuzn Linh (Chuyzn vién)

Hinh 23. Mdn hinh hién thi ndi dung van ban

e Budc 1: Trén ctra s6 [Hién thi ndi dung vian ban], cac thdng tin van ban c6 mau
xanh 14 cay (tic 1a van thu da duyét van ban) thi nit <Phan cong giai quyét> mai hién

sang 1én. Bam niit <Phan cong giai quyét> trén thanh cong cu.

| onewin v1.0 @ vaotuenoTion ~
& Trangchl / Giai quyét cong vige LOCANHAN  EDICHVUCONG [ CHIDAD DIEU HANH Hatrg
DANH SACH CHUC NANG GIAI QUYET CONG VIEC @THEM  SSDANH SACHHSCY

@ Vinban dén B xécnnén (D Quay lai

Vin ban phét hanh

THONG TIN CHUNG HO SO CONG VIEC PHAN GIAI QUYET @ Thém canbo
El vin ban lign tho TenHsCV
Vin ban lién thang . — - # Canbp Vaitrd Han XL Email  SMS
Vv méi tham du chirong trinh dign t&p an toan thang tin mang — -
Gidi quyét cong vice N 1 Vin thu UBND Tinh Céin b gidi quyét v (m] (S|
CAC VAN BAN LIEN QUAN
Ngay md HS Han gii quyét

Dinh kém Trinh k Vin ban dén Van ban di
21/06/2018 1211 @ @ ¥ n n

1- 187/CATTT-VP - V/v méi tham du churong trinh dién tp an toan thang tin mang

Linh virc
Van ban dén(dang gidy m&) v
Loai vin ban
Céng van v
Ngudi ky %

NOI DUNG GIAI QUYET

Hinh 24.  Man hinh phdn xit Iy van ban
Man hinh phan xt Iy gdm 4 vang lam viéc:

- Vung 1: Théng tin chung vé hd so gdm:
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o NO&i dung HS: dugc léy mac dinh 1a trich yéu cua van ban
o Linh vyc: Thong tin vé linh vuc ciia hd so
o Ngay mé HS: duoc ldy mac dinh 1a ngay hién tai trén may chii

o Han xtr Iy: dugc 1dy mic dinh 13 sau 5 ngdy so véi ngady mé HS. Quy vi

c6 thé stra lai han xr ly

o Van ban dugc xu 1y: hién thi noi dung trich yéu cta vin ban. Quy vi co
thé bam chudt vao day dé doc thong tin vin ban
- Vung 2: Nbi dung yéu cau xt 1y
- Vung 3: Dinh kém tai liéu, van ban lién quan
- \Ving 4: Vung phan xtr 1y hién thi danh sach don vi/phong ban/ can bo. Danh sach
nay s& dugc hién thi theo quyén han cua quy vi.

e Budc 2: Kich chon vao ndi dung trich yéu ciia van ban tai ving 1 dé mé cira s6
hién thi noi dung van ban. Quy vi doc thong tin van ban, kich chon tai li€éu dinh kém
clia vin ban dé doc thong tin toan vin ciia vin ban dugc giri dén rdi dong ctra s6 nay
lai

e Budc 3: Tai man hinh xir Iy cong viéc quy vi tiép tuc nhap ndi dung yéu cau xir

s

ly.
e Budc 4: Dinh kém céc tai liéu khac lién quan (néu co).
Thao tac dinh kém tai liéu nhu sau:

»Buéde 4.3: Kich chon tén file can dinh kém, roi nhan nit OK. Chuong trinh s€ tu
dong tai file dinh kém 1én hé théng va quy vi nhin thdy danh sach cac file di dinh kém.
(Quy vi c6 thé dinh kém nhiéu file)

1. Bam chudt vao nit <Pinh kém> tai ving 3, chuong trinh hién thi cira so:
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OneWin v1 Van thir UBND Tinh

A Trangchd / Gia quyét cong Ocinnin - EoicHvycone  ERCHIDAODEUHANH (D) Hitrg

DANH SACH CHUC NANG GIAI QUYET CONG VIEC @THEM  ESDANHSACHHSCY

Van ban phat hanh

THONG TIN CHUNG HO S0/ CONG VIEC PHAN GIAI QUYET @ Thém cin b
2] van ban lién thd Tén HSCV — _
{1 vanbin ién théng . Y . # Cénhd Vai fro Han XL Email  SMS
V//v méi tham du chuong trinh dién tap an toan thang tin mang = -
[ Gidi quygt cong viee N 1 Véan thu UBND Tinh Can b gidi quydt v @ (B -]
CAC VAN BAN LIEN QUAN
Ngay ma HS Han giai quy&t . ok Ol -
Binh kém Trinh ky Vin ban dén Vin ban di
21/06/2018 12:11 @ é g
- T-187/CATTT-VP-V/vy moi tham dif chirong trinh diel 3
Linh e
Vin ban dén(dang gidy méi) v Binh kém vin ban
Loai van bin trong qua trinh
Céng vin v giao gidi quyét
Ngudi kyf
v
NI DUNG G1AI QUYET b
© 2016. QneWin v1.0 b

Hinh 25. Dinh kéem van ban lién quan

OoneWin v1 Van thir UBND Tinh +
# Trangchd / Gidi quyét cing viéc @ Open “Clweone  ERCHIDADBIEUHANH (D) Hbtro
4 & > ThisPC > Downloads v @] | search Downloads r
DANH SACH CHUC NANG GIAI QUYET CONG @THEM  E= DANH SACH HSCY
Organize + New folder =~ O @
@ Vn bén dén 9 This PC * Name Dater Esdcnnin | @ Quay lai
Van bén phét hanh . 3 30 Objects 2018-04-23 (187).plf /2172
THONGTINCHUNG KO o 5] QDos3.pat @ Thémeinbo
{El Van ban lién than Tén HSCV 3 2] gioithieu_glvb.signed (2).pdf
L o B Documents Han XL Emal  SMS
Vv méi tham du chu 2] gioithieu_qivb.signed (1).paf
e & Downloads v =] [ -]
Gii quyt cong viéc > - [2] gioithieu_dichvucong.signed.pdf U U
d Music 5] gioithieu_qivb.signed signed.pdf
Ngay mé HS ] Pictures 5] gicithieu_givbsigned.pdf
1706120181211 E Videos gioithieu_qlvb (1).pdf n ban di
L s, Local Disk (C) gioithieu_glvb.pdf an toan thang tin mang
inh viye . WORK1 (E) cong_van_2803_bttt_thh_bo_thong_tin_va_truyen_thong.pdf
Van ban dén(dang WORK2 (F) 2018_663_664_09_vbhn_btc..pdf 6/18/
Loai van ban = qd993 (4).pdf 6/18/:w
Céng van ¥ Network M >
Ngudi k File nome: QD993 pat | [TatcaTdytin “|
NI DUNG G1AI QUYET
© 2016. QneWin v1.0 -

Hinh 26. Cia sé dinh kem file

Hinh 27. Chon tép tin cin dinh kém
3. Bam dup chudt vao tép tin can dinh kém. Két qua ctra so [Pinh kém] s& nhu
Sau.
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@ OneWin v1.0 . Van thir UBND Tinh ~
A Trangchl / Gidi quyét cong viée Ocinnin - EoicHvycone  ERCHIDAODEUHANH (D) Hitrg
DANH SACH CHUC NANG GIAI QUYET CONG VIEC @THEM  ESDANHSACHHSCY

&l Vinbén dén B xiconan (@) Quaylai

Van ban phat hanh

THONG TIN CHUNG HO S0/ CONG VIEC PHAN GIAI QUYET @ Thém cin b
2] van ban lién thd Tén HSCV — _
{1 vanbin ién théng . Y . # Cénhd Vai fro Han XL Email  SMS
V//v méi tham du chuong trinh dién tap an toan thang tin mang = -
[ Gidi quygt cong viee N 1 Véan thu UBND Tinh Can b gidi quydt v @ (B -]
GAG VAN BAN LIEN QUAN
Ngay ma HS Han giai quy&t . " e N
Binh kém Trinh ky Vin ban dén Vin ban di
21/06/2018 12:11 ¢ = é i
N Hgng+dan+dang+ky+CKS+va+su+dung+chir+ky+so. pdf
Linh v [SHygng gtky g yrs0.p
Vin ban dén(dang gidy méi) v
Loai van ban
Céng van v
Ngudi k§

NI DUNG G1AI QUYET

@ 2016. OneWin v1.0 T

Hinh 28. File da dwoc dinh kem
e Budc 5: Quy vi chon can bd xtr Iy bing cach [Thém can bd]. Hé thdng hién thi
danh sach can bo theo phong ban don vi. Ngudi ding bim chudt vao 6 vudng canh tén
cac can bo ma quy vi sé€ phén xir ly.
Hé thong ty dong nhan vai trd phu trach hd so cong viée chinh 1a ngudi tryc tiép phan
xtr 1. Vi vay quy vi ¢6 thé lya chon thém 1 hodc nhiéu ngudi ciing tham gia phdi hop

thue hién cong viée tai ddy (néu can)

Phan xtr Iy

5[ $4 Khoa hoc va Céng nghé - Danh sdch can bg

[ s6 Tw phap

-1 54 Xay Dung

[ 8§ Céng thuong
[ saTai chinh

[ TT Hanh chinh cong

= [ van phang UBND tinh Tich chon ngudi
(M1 ~1:cing Hanh chinh- 76 chirc giao giai quyét
|[ Phang Nai chinh ~

|3 Lanh dao Van phang
|~ phang Téng hop Chon don vi ’

|3 Khoa gido - Van xa
-7 Phéng Kinh t&

[T Giam dinh Tu phap xay dung
“ [ Huyén Chon Thanh
# [ Trugng Chinh tri tinh Binh

Phudc

<[] Huyén Bit Dap
# [ Huyén Hén Quén
<[] Huyén Léc Ninh

#7771 Uuwin Dhii Didna

Chon  Cén b Vai tro
Thanh Huyén C4n b phii hop

o

Hinh 29. Cdc budc phén xur ly van ban
Lueu y: Quyén han ciia cdc vai tro xie Iy nhw sau:

> Ngudi mé HSCV c6 quyén trao doi, cho y kién xur 1y, trinh ky, két thic
HSCV va c6 quyén huy HSCV.
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>  Nguoi phu trach HSCV c6 quyén cho ¥ kién xir 1y, trinh ky van ban, chuyén
phat hanh vin ban, trao doi ngoai ludng va két thac HSCV
> Nguoi ¢ vai tro “phdi hop”, “theo ddi”: chi c6 thé cho y kién xu 1y, trinh
ky, két thuc HSCV va theo ddi tién trinh xtr Iy va trao doi.

e Budc 6: Bam chudt vao nit <Xéac nhan> dé hoan tat viéc phan xu 1y.

[ onewin v1.0 @ vintoumno T -
& Trangchl / Gidi quyét céng vige LOcAnHAN  ZoicHweone  ERCHIDADDIEUHANH (D Hitrg
DANH SACH CHUT NANG GIAI QUYET CONG VIEC @THEM  S=DANH SACHHSCY
@ Vanban dén [E\xcohan | G Quay lai
Van bén phat hanh THONG TIN CHUNG HO 50 CONG VIEC PHAN GIAI QUYET 4 an qi

; a Xac nhan giao @ Thém can bd
an bin lién th Ten HsCV iai quyé
& Vanban lién thang ; L — # Cénbd giai quyet Han XL Email  SMS
Vv méi tham dy churong trinh dién tap an toan théng tin mang = 7 k__r._._//
Gidi quyt cong viec > 1 Van thy UBND Tinh Can bo gia! quyat v -]
2 Thanh Huy&n Cdn bé phdi hop v e
Ngay ma HS Han gidi quyét CAC VAN BAN LIEN QUAN

21/06/2018 12:26
@ binhkém @ Trinhkj W Vinbindén | Vinbéandi

Linh virc .

Van ban dén{dang gidy mi) . 1-187/CATTT-VP - V/v m&i tham du chuong trinh dién tap an toan thang tin mang
Loai vin ban

cng van v
Ngudi ky

NOI DUNG GIAI QUYET

Vin ban sau khi duoc phan xur 1y s& duogc 1ap thanh mot hd so cong viée. Chlng ta
s€ tim hiéu vé Ho so cong viéc trong cadc muc tiép theo

11.1.9. In danh sach van ban

Nt <In danh sach> trén thanh céng cu sé giup quy vi in danh sach cac van ban
dén. Cau trac danh sach dugc thé hién nhu trong hinh dudi day.

*Luu y: Danh sach nay khong phdai la s6 van ban cua don vi ma chi gom nhitng van
ban ma quy vi nhan dwoc. Nhu vady tuy theo quyén doc van ban ma moi nguoi dung co

thé in dwoc nhitng danh sach khéc nhau.
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In
oo ang[gldy BAO CAO TONG HOQP VAN BAN DEN
N [ TG
STT N:‘;;';“Eﬂ Ni';‘}"v"ﬁ:'ﬂ“ Trich yéu ni dung Nai nhin Trang thii giii quyét
Sb: ISTICATTT-
4 . B e . + Ngwii lip: Vin th UBND Tinh
e 7 Canon LBP2900 (Copy 1) 1 sé: 1 VP V/v mbsi tham di chuog trinh din tip an todn thong Phy trich
May in dic - Ngity: 21/06/2018 | Ngay: tin mang Phéi hop:
211062018 hep
Thay G3i...
Trang o Titca
vidu: 1-5, 8, 11-13
Ban sao 1

4  Caidatkhac

n béng hop thoai hé théng... (Ctrl+Shift+P)

Hinh 30. Trang in danh sach vin ban dén

11.2.  Van ban di
Twong tw nhw ddi véi vin ban dén

11.3.  Van ban lién thong

Chtrc ning [Vian ban lién thong] 1 noi luu trit dir liéu vin ban dén dugc cac don vi

bén ngoai gui qua truc lién thong cua tinh va Chinh phu.

Pé truy cdp chirc ning ndy ngudi dung chon [Vin ban lién thong] trong muc [Chi

dao diéu hanh]. Man hinh hé thng s& hién thi nhu sau:

. Vin thur UBND Tinh +

@ OneWin v1.0

SPCANHAN SR DICH VU CONG

ERCHIPADDIEUHANH () Hitrg

# Trangchd / Danh sach vén ban lién thong
DANH SACH CHUT NANG DANH SACH VAN BAN LIEN THONG b = W TiM KIEM NANG CAQ
Van ban dén
Lo . o Han tra PR, Danh sich noi Lo
Van ban phét hanh # Ngaynhan Ky higu Trich yéu ndi dung i Don vi phat hanh nhin Ngudi ky
W/v gidi thich viéc dp dung céc tiéu chudn kj thuat chinh si dung cha hé théng cdng théng tin Van Phong UBND tinh Luu: VT, Nguyén Thanh

1 21/06/2018 VPTBP- !
@& Viin bén lién thé b . y 5
Vin bén lign thong 13:00 TILTBP  dién tir v hé théng thur dién tir Binh Phudc

UDCNTT Phic

Giai quyt cing viéc 5
& Danh séch vén ban lién

théng dén don vi

Hinh 31. Man hinh danh sach van ban nhdn qua truc lién thong cia tinh
Toan bd danh sach van ban don vi nhan dugc qua tryuc lién thong dugc hién thi theo

thir tu tir m&1 nhat dén cac van ban cti hon.
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Maic dinh cac van ban khi dugc gui dén ¢c6 mau do (Van ban méi giri dén chua xéc
nhan da nhan trén truc lién thong). B¢ xac nhan da ti€p nhan van ban trén tryuc. Can bo

dugc phan cong can chon van ban can ti€ép nhan. man hinh h¢ thong s€ hién thi chuc

nang [Tiép nhan] vin ban.

@ OneWin v1.0 . Van thir UBND Tinh ~
# Trangchl / Da i LOCANHAN  EDicHWCONG  ERCHIDAODIEUHANH (D Hitrg
DANH SACH CHUT NANG DANH SACH VAN BAN LIEN THONG b W B [ iR TiMKEM NANG CAO

1
T vanban dén = = = 5 |
R Chuyén vé van bin dén  EATiépnhan @R Tuchdi | @ Xem vin bin
V&n ban phat hanh =
# Ngaynhdn Ky hiéu Trich yéu ndi dung .z . N 4. Ngudi ky
& Van ban lien thong \\ Tiép nh&n/T choi y
Gidi quyt cong viéc >

Hinh 32. Tiép nhdn vin bdn lién théng

Chtic ning xem thong tin vin ban lién thong tuong ty xem thong tin vin ban dén
va di.

Chtrc ning tim kiém thong tin van ban lién thong twong ty xem thong tin van ban
dén va di.

Truong hop van thu don vi mudn chuyén thong tin vin ban lién thong vé danh sach
vin ban dén don vi. Hé théng cho phép thuc hién chirc ning [Chuyén vé vin ban dén].
Céc vin ban di chuyén vé vin ban dén s& khong dugc chuyén vé vian ban dén lan tiép
theo.

I1l.  Giao va xir ly cong viéc
Trong muc [Chi dao diéu hanh], chon chirc nang [Giai quyét cong viéc], man hinh

s€ hién thi 1én nhu sau:
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@ OneWwin v1.0 @ vitheuenoTion v

# Trangchl / Gidi quyét cong viée LOcinHAN  EpicHweone  FRCHIBADBIEUHANH (D) Hatrg

Loc theo tinhtrang

DANH SACH CHUC NANG GIAI QUYET CONG VIEC giai quyét Toan b finh vuc v R TIMKIEM NANG CAO | @y
@ Vinbén dén e — Thém mdi

I Tat ca HSCV HSCV trinh ky HSCV co yéu cau chua gidi quyét HSCY tam théi khong cd yéu CEJ-\J-EE.QL)‘EI HSCV mdi két thic I " e
V&n ban phét hanh —_— = = — — — = cdng viéc
Tén ho so cbng viec Linhvyc = Loai vén ban = Ngaymo  ~ Han giai quyét -
@ van bén lién thang Vv mdi tham dy chuong trinh dién tap an toan théng Céng vin wan ban dén(dang gidy moi) 21/06/2018 Vn thw UBND Tinh © Xem HSCV
1in mang
GIAl quyet cang viec Téng s5: 7 ban ghi /1 rang Danh sach céng viéc lién
quan
Tinh hinh gidi quy&t HSCV tai
donvi
Tinh hinh gidi quy&t HSCV theo
c4n bj phu trach
Tinh hinh gidi quy&t HSCV theo
ngudi tao %

Hinh 33. Man hinh giao va xit Iy céng viéc
Man hinh hién thi 1én vé6i 3 ving lam viéc chinh:
- Vung ¢ gitra 1a danh sach HSCV do chinh quy vi 1ap ra va cac HSCV c¢6 lién quan
to1 quy Vvi.
- Vung trén cung la cac ti€u chi loc nhanh danh sach HSCV theo tinh trang giai
quyét
- Vlng phia trén la thanh cong cu gdm cac chirc niang: <Thém>, <Tim kiém nang
cao> va chirc nang loc cac hd so cong viée theo timg linh vyc khac nhau
I11.1. Tao hd so cong viéc méi
C6 nhiéu tinh hudng dan dén viéc thiét 1ap cac hd so cong viée nhu
- Tao ho so xir Iy cong van dén khi lam viéc v6i cong van dén
- Lap ho so hodi bao khi lam viéc voi cong van di
- Lap ho so tham khao ¥ kién ddi v6i van ban du théo.
O day ta c6 thé mo truc tiép mot hd so cong viee bat ky nhu giai quyét mot yéu cau
ctia lanh dao. Cac budc dé tao mot hd so cong viéc mdi nhu sau:

- Budc 1: Dé tao 1ap mot HSCV bit ky, ta chon nut <Thém> trén thanh cong
cy, ltic nay ctra s6 [Thiét lap théng tin HSCV] hién 1én:
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@ OneWin v1.0

# Trangchd / Gidi quyét cing viec

DANH SACH CHUT NANG GIAI QUYET CONG VIEC

Vin ban dén

Danh séch va vai tro cla
can bé lién quan

@ vinthusno Tinh ~

LOCANHAN  EBDICHVWCONG  ERCHIDAODIEUHANH  (B) Hitrg

@THEM  Z=DANH SACH HSCY

/\ [E\xicohan G Quaylai

V&n ban phat hanh

Vn ban lién thang TénH5CV

[F Giai quygt cang viec

Gidi quyét cong viéc

Ngay md HS
Tinh hinh gidi quy&t HSCV tai 21/06/2018 12:41
don vi Linh vue
Tinh hinh gidi quyét HSCY theo Chon finh vuc
can b phu trach Logi vén ban
Tinh hinh gidi quy&t HSCV theo Béo céo
ngudi tao Ngudi ky

NOI DUNG GIAI QUYET

THONG TIN CHUNG HO S0 CONG VIEC PHAN GIAI QUYET — @ Thém can b
# Céanbd Vai trd Han XL Email SMS
1 Vén thu UBND Tinh Cén bé giai quyét v e

AC VAN BAN LIEN QUAN

IC)
@ Dinhkem

M vanbéndén N vanbandi

Théng tin chi tiét

M

\ Binh kém van

ban lién quan

Hinh 34. Cita s6 thiét lap HSCV

- Budc 2: Nhép thong tin chung vé hd so cong viéc nhu

o Noi dung ho so cong viéc: P61 vo1 hd so maéi Quy vi phai gd vao thong tin

nay.

o Linh vyc: Quy vi phai chon tor mot danh sach duogc thiét 1ap tur trudec.

o Ngdy md hé so: duge thiét 1ap tu dong (1a ngay hién thoi), tuy nhién Quy vi

co thé stra duoc.

o Thoi han xu ly: Quy vi phai gd vao.

o Noi dung xir Iy: Quy vi phai gd chi tiét ndi dung yéu cau xir Iy

- Budc 3. Binh kém céc tai liéu khac lién quan gom:

>  <Pinh kém>: ddi vdi tai liéu tham khao

» <Van ban dén>: do61 vdi van ban dén (quy vi c6 quyén doc) lién quan té1 ho

so cong viéc

» <Van ban di>: d61 véi van ban di (quy vi cd quyen doc) lién quan tdi ho so

cong viéc

Thao tac dinh kém tai liéu nhu sau:

1. Béam chuot vao nit <Pinh kém>
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| onewin v1.0 @ vaotuenoTion ~
& Trangchl / Giai quyét cong vige LOCANHAN  EDICHWCONG  ERCHIDADDIEUHANH (D Hatrg
DANH SACH CHUC NANG GIAI QUYET CONG VIEC @THEM  ESDANHSACHHSCY

@ Vinban dén [E\xdcohdn | () Quay lai

Vin ban phét hanh

THONG TIN CHUNG HO SO CONG VIEC PHAN GIAI QUYET @ Thémecan b
& Van ban lién tho TenHsCV o .
18 vanbénlién thang . T s # Cénhg Vai ird Han XL Email  SMS
Vv méi tham du chirong trinh dign t&p an toan thang tin mang s th i
Gi4i quyét odng viée N 1 Vénthu UBND Tinl Cén bo gidi quyét v @ (D - |

CAC VAN BAN LIEN QUAN
Ngay md HS Han gii quyét Ve P R vin bin g
| Dinh kem Trinl Vin ban dén |
21/06/2018 12:11 d

T-187/CATTT-VP - V/vymof tham dur churong trint diel

Linh virc
Van ban dén(dang gidy mai) A Dinh k&m vén ban
Loai van bin trong qua trinh
céng vin v giao giai quyét
Ngudi ky
v
NOI DUNG GIAI QUYET b

© 2016. OneWin v1.0

Hinh 35. Cira s6 dinh kém file
3. Bam dap chudt vao tép tin can dinh kém. Két qua ctra s6 [Pinh kém] s& nhu sau:
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OoneWin v1 in thur UBND Tinh ~
# Trangchd / Gidi qu X lwedne  EmCHIDAODIEUHANH (D Hitrg
1 ¥ > ThisPC > Downloads v|® | Search Downloads »
DANH SACH CHUC NANG GIAI QUYET CONG - @THEM DANH SACH HSCV
Organize »  New folder ey M @
@ Vanbin gén [ This PC A Name Dater® B\ xdcnhan () Quaylai
Van bin phat hanh . | 830 Objects 2018-04-23 (187, pof &1
’ THONG TIN CHUNG HO QDes3.pdf 872001 P———
[ Desktop i B i @) Them can b
Van bén lien thang Tén HsCv Dacuments gioithieu_glvbsigned (2)pof &/20/; — —
& joithieu_glvb.signed (1).pdf 619 | ?
Vv mii tham dyr chuf & Downloads g q g P
Gidi quygt cong viéc > gioithieu_dichvucong.signed.pdf 6/ M g g e
& Music gioithieu_glvb.signed.signed.pdf /
Ngay mé HS = Pictures gioithieu_glvb.signed.pdf &/
060 1211 B videos gioithieu_qlvb (1).pdf & n ban di
L ‘i Local Disk (C) gioithieu_glvb.pdf 6/ an toan thang tin mang
e WORKT (£) %] cong_van_2803 bittt_thh_bo_thong_tin_va_truyen_thong.pdf &
Vin ban dén(dang =
: L WORK2(F) %] 2018 663_664_09_vbhn_btc..pdf &
Loai van bin 5] qd9g2 (4).pdf 6/18/
ong v o Network v < >
cng van
Nguai kj File name: [ QD393.pdf <] [78t cé Tdtin "
Open Cancel
HOI DUNG GIAI QUYET
© 2016. OneWin v1.0 -

OneWin v1.0 Van thu UBND Tinh ~

A Trangchd / G

LOCANHAN  EEDICHVWCONG  ERCHIDAODIEUHANH (B Hitre

DANH SACH CHUT NANG GIAI QUYET CONG VIEC @THEM | F=DANH SACHHSCY
Van bin dén E\xicnnan | GO Quay lai
Van ban phat hanh

THONG TIN CHUNG HD SO CONG VIEC PHAN GIAI QUYET @ Thémcan b
{8 Van banlién tho TenHSCV o R
18 vanbanlien thing # Céanbd Vai trd Han XL Email SMS
1 Vén thu UBND Tinh Cén bé gia quyét v o [ -]
Giai quyét cong viéc CAC VAN BAN LIEN QUAN
auy LILE Ngay md HS Han gidi quyét

@ pinhkem @ Tinhky W Vvinbinden | vanbandi

Tinh hinh gidi quygt HSCV tai 21/06/2018 12:41

don vi Linh vurc [2)0D993.pdf, TEI —’ —E
Tinh hinh gidi quy&t HSCV theo Chon finh virc . -

cn b0 phy réch Loaivanbin File dinh kém )

Tinh hinh gidi quy€t HSCV theo Béocho v .

ngudi tao Ngui ky

NOI DUNG GIAI QUYET

© 2016. OneWin v1.0 -

Hinh 36. Cira s6 danh sach file da dwoc dinh kém
- Budc 4: Quy vi tich chon can bo xur Iy bang cach bAm chudt vao nat [Thém
can bg]. Hé théng hién thi man hinh danh sach can bo nhu sau.
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Phén x(r Iy

1 UBND Tinh Binh Phuéc Danh sdch can b) 2. Chon cén bd giai

| T3 Lainh dao UBND tinh chon Cénbd quyétlién quan Email  SMS
ERM 5 & Hoach va Dau Tr ERET?

|3 s¢wen nganh phéi hop

lrc Bién Cén bé phdi hop v @ =]

ann NG
N N ) Bui Quoc Virong Cén bé phai

b 5 h () TiEp nhan HS s& KHED Can bé phéi
“[7 Phng Kinh t€ d6

7 56 Lao dgng TB&XH
- $6 Tai nguyén vareseT
[ 4 Ngoai vy 1. Chon don

— congantinh|  yifphong ban
CiseyTé
L7 & NN va PTNT
‘[ & Théng tin va Truyén théng
[ cye Thug
-1 Bdo Him X& Héi Tinh
7 5 Giao thang Van tai

"7 56 Van héa - Thé thao va DL ) . )
7 Ban quan Iy Khu kinh t& 3. Xac nhén hoéc
P et emeee thoat

o

- Budc 5: Phan vai tro xir ly: Chon vai tro xir ly 1a Phu tréch, Phbi hop hoic
Theo ddi trong hop chon. Nhap han xtr Iy vao 6 Han XL (néu co)

Luwu y: Quyén han cua cdc vai tro xu ly nhu sau:

> Ngudi mé HSCV ¢ quyén trao dbi, cho y kién xur 1y, trinh ky, két thiic
HSCV va c¢6 quyén hity HSCV.

>  Nguoi phu trach: Mot HSCV bit budc phai c6 mot nguoi Phu trach va nguoi
phu trach HSCV ¢6 quyén cho ¥ kién xtr 1y, trinh k¥ van ban, chuyén phat hanh
van ban, két thuc HSCV trao ddi ngoai ludng va két thiic HSCV.

> Nguoi c6 vai trd “phdi hop”, “Theo ddi”: chi ¢é thé cho y kién xir 1y va theo
ddi tién trinh xur 1y ,trao ddi, trinh ky HSCV, két thuc HSCV.

> Nguoi co vai trd “theo ddi”: Chi co thé theo ddi tién trinh xur 1y ciia hd so
cong viéc
- Budc 6: Nhan nt <Chép nhan> d¢ luu lai thong tin.
111.2. Tham gia xir ly

Ngay sau khi ddng nhap vao h¢ théng, tai man hinh kiém soat cong viéc Quy vi
s& thiy danh sach HSCV cho xir 1y trong viing [HSCV cho xtr 1y]
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@ OneWin v1.0 . Van thir UBND Tinh ~
A Trangchd / Trang cd nhén LOCAnHAN  EDicHwWeone  FRCHIDADBIEUHANH (D) Hatrg
DANH SACH CHUC NANG VAN BAN DEN CHUA DOC ( 0 vén ban chira doc) ~
Lich c4 nhan .

VAN BAN I CHUA DOC ( 7 van ban chua doc) ~
&5 Lichcaquan
= o lanh dao HO SO DICH VU CONG CHO GIAI QUYET (0 Ad 5o dang ch gidl quyét) @ ~
Lich phong ban = = B ot i o S N—

HO SO CONG VIEC CHO GIAI QUYET ( 7 hd so cdng vigc dang cho giai quyet) ~
2, DS giri nhanh vin ban €n hd so cdng viec Ngay mé Han xtr Iy Phy trach

#v mdi tham du chuong trinh dién tap an toan théng tin mang 21/06/2018 VEn thr UBND Tinh
282 D5 giao gidi quygt CV

\ Xem thém >>

o Uy quysn e

) N
LICH CA NHAN \ Cdng viéc che gidi quyét ) ~

© 2016. OneWin v1.0

Hinh 37. Cita s6 kiém sodt cong viéc
Hodc quy vi c¢6 thé vao [Chi dao di€u hanh], bam chon [Gidi quyét cong viéc].
Danh sach cong viéc s€ hién thi ¢ gitra man hinh. Khung bén trai ctra s6 la cac tiéu chi

loc hd so nhu: HO so c6 yéu cau xu ly, H6 so mai két thic,..

@ OneWin v1.0 @ vitheuenoTion v
A Trangchl / Gidi quyét cong viée LOcinHAN  EpicHweone  FRCHIBADBIEUHANH (D) Hatrg
DANH SACH CHUC NANG GIAI QUYET CONG VIEC Toan b finh vue v ERTIMKEMNANGCAD | @ THEM

& Vinban d&én
Tt cé HSCV HSCV trinh ky HSCV c6 yéu cu chua gidi quyst HSCY tam thoi khang cd yéu ciu gidi quyst HSCV mdi két thic
Van ban phat hanh

Tén hd so cdng vigc Linhwyc = Loai vén ban < Mgagymd - Hangidiquygt = Trangthdi  Phy trdch
Vin ban lién thang V/v mdi tham du chuong trinh dién tap an toan théng Céng van Van ban dén(dang gidy méi) 21/06/2018 Vén thu UBND Tinh © Xem HSCV
1in mang

[ Giai quygt cang viec

Tong s&: 1 ban ghi/ 1 trang
Gidi quy8t cong viéc

B&m chon céng viéc can gidi
quyét

Tinh hinh gidi quy&t HSCV tai
donvi

Tinh hinh gidi quy&t HSCV theo
c4n bj phu trach %

Tinh hinh gidi quy&t HSCV theo
ngudi tao

© 2016. OneWin v1.0

Hinh 38. Danh sdch hé so cong viéc

bé xur Iy cong viéc, quy vi thao tac nhu sau:

- Buodc 1: Kich chon tén cong viéc can xur ly, chuong trinh s€ mé ctra s6 [Giai quyét
cong viéc] nhu sau:
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| onewin v1.0 @ vitheuenoTion v
# Trangchl / Gidi quyét cong vié LOcinHAN  EpicHweone  FRCHIBADBIEUHANH (D) Hatrg
DANH SACH CHUC NANG GIAI QUYET CONG VIEC @THEM  ESDANHSACHHSCY

8 Vinban dén [ Luuchuachuyéndi | b DExong v chuyEndi | #PTARKkJHSCV | o KEtthcHSCV [} Chuyén phdthann X HiyHSCV | (®)Quaylai

Van ban phat hanh

HOI DUNG CONG VIEC ¥ KIEN GIAI QUYET
{8 van ban lign thang Tén HSVC Vv mdi tham dur chuong trinh dién tép an toan thang tin mang
Trang thai Dang giai quyst
Mgudi lap Van thu UBND Tinh 4
Gidi quygt cong vice Phy trach Van thu UBND Tinh @ Tailiguginkem | (® Phan gidi quyt can b tigp theo
NgaymgHS  21/06/201812:26 o
Tinh hinh gidi quy&t HSCV tai Han gidi quyét TIEN TRINH GIAI QUYET
donvi Nai dung Thanh Huyén: € yéu cdu chua giai guyét
Tinh hinh gidi quyét HSCV theo Phéi hop Thanh Huyén; Vin thur UBND Tinh: €d yéu cdu chua gidr quyét
c4n bj phu trach Theo dbi
Tinh hinh gidi quy&t HSCV theo Nouar ky o . %
nqudi tao Linh vue Van ban dén(dang giay méi)
Loai van ban Cng van
Vin ban géc 1-187/CATTT-VP - V/v mdi tham du chuang trinh dién tap an toan théng tin
mang

VB HS lién quan VB trinh ky

Khéng ca VB,HS lién quan nae.

Hinh 39. Cita s6 xit Iy cong viéc
- Budc 2: Xem vin ban dinh kém cung hd so cong viéc: BAm chudt vao tén tép tin
d6. Roi lya chon <Open With>, baAm <OK> dé mé ra xem. Hodc lya chon <Save
File>, bam <OK> d¢ luu tép vao thu muc trén may tinh.
- Budc 3: Xem noi dung cong viée, nhap ¥ kién xur ly
- Budc 4: Binh kém tép tin vao HSCV: Bam nut <Tai liéu gén kém>. Sau d6 chon
tép tin dinh kém, bam <OK>. Liic nay tén tép tin ma quy vi dinh kém thanh cong s&
duogc hién thi trong ving [Tai liéu gan kém].
- Budc 5: Chon bo xir 1y tiép theo: bAm chudt vao tén phong ban, trén man hinh s&
hién thi ra danh sach céan b thudc phong ban d6. Bam chudt vao 6 vudng canh tén cén
bo ma quy Vi s& chuyén xu 1y tiép theo trong tién trinh.
- Budc 6: Kich chon nit <Hoan thanh> trén thanh cong cu dé két thiic qué trinh xir
Iy cong viée va chuyén xtr Iy cho nguoi xtr Iy tiép theo ma quy vi da lya chon
111.3. Tim kiém HSCV
- Budc 1: Bé tim kiém HSCV, quy vi bam nut [Tim kiém] trén thanh cong cu Cira s6
tim kiém s& hién 1én.
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@ OneWin v1.0 @ vitheuenoTion v
DANH SACH CHUC NANG GIAI QUYET CONG VIEC Toan bd linh vuc v ERTIMKEMNANGCAO | (@) THEM
Vin ban dén Tt khéa tim kiém an Linh vue Toan bé finh vye v
@ vén ban phét hanh flgay mo it d&n
Han giai quyét tir dén
& van bén lién than .
“ ¢ Chu tri Toi @ Bat ki ngudi nao
[2 Gidi quyét cing viéc
Gidi quyét cong viéc
Tinh hinh gidi quygt HSCV tai Tt ca HSCV HSCV trinh ky HSCV c6 yéu ciu chua gidl quygt HSCV tam thai khaing co yéu c3u gidi quyét HSCV méi k&t thic
don vi Tén ho so cong viec Linhvyc  * Loai vén ban +MNgaymd  ~Hangidiquyt  * Trang thai  Phy trach
Tinh hinh gidi quyét HSCV theo V/v m@i tham dur chuong trinh dién tap an toan théng Céng van w&n ban dén(dang gidy méi) 21/06/2018 VEn thy UBND Tinh © Xem HSCV
cdn bg phu tréch tin mang
Tinh hinh gidi quy&t HSCV theo Téng s&: 1 ban ghi / 1 trang
ngudi tao
© 2016. OneWin v1.0

Hinh 40. Tim kiém HSCV

Quy vi ¢6 thé tim kiém theo nhiéu tiéu chi khac nhau nhu: tir khéa (1a ndi dung trong
tén hd so), ngdy mé HSCV, han xur 1y, linh virc cua cong viée, nguoi chi tri (hodc
nguoi phu trach), trang thai cuia HSCV...
- Bué6c 2: Nhép, chon tiéu chi tim kiém. Roi bam nut <Tim kiém>.
Danh sach HSCV phu hop véi tiéu chi tim kiém s& dugc hién thi 1én man hinh chinh
[Giai quyét cong viéc].
I11.4. Trinh ky HSCV

Déi v6i cac hd so cong viee ¢ yéu cau ngudi dung can thuc hién viée trinh ky
1€n 1anh dao, Quy vi co thé thyuc hién trinh ky trén man hinh xtr ly cong viéc nhu sau:
- Bu6c 1: M& xem hd so. Cira s6 [Xir 1y cong viée] sé hién thi 1én, trong d6 cé nit

churc nang <Trinh ky> trén thanh cong cu

@ vinthuusno Tinh

@ OneWin v1.0

& Trangcht / Trinh ky hé so céng

viéc

- 5
@ THEM
B Luvuchuachuéndi | mp Daxongvachuyéndi | P TrinhkjHSCV | + Kétthic HSCV | [l Chuyénphdthanh | X HiyHSCY | (¥)Ouaylai

¥ KIEN GIAI QUYET

LOCinHEN  ZpDicHvUcONG [ CHIDAD DIEU HANH

@ Hbto

DANH SACH CHUC NANG GIAI QUYET CONG VIEC £ DANH SACH HSCV

& Vin ban dén

1) van ban phét hanh NO1 DUNG CONG VIEC

Vn ban lién thang Tén HSVC Vv mai tham du chuong trinh dién tap an toan thang tin mang
Trang thai Dang gidi quyét
[ Gidi quyét cong vigo ~ B Van thir UBND Tinh & 7
Gidl quyEt cong viec Phy trach Van thu UBND Tinh @ Tailieuginkém || @ Phén gidi quyt cdn b tiép theo
NgaymHS  21/06/2018 1226 o
Tinh hinh gidi quyét HSCV tai Han gidi quyét TIEN TRINH GIAI QUYET
donvi Noi dung Thanh Huyén: C6 yéu eu chua giai quyét
Tinh hinh gidi quyét HSCV theo Phdi hap Thanh Huyen; Viin thr UBND Tinh (Han gidi quy&t: 01/01/0001 00:00:00) :21/06/2018 13:01:46
cdn bd phu trdch Theo dai Trinh Ianh dao danh sach cén bg tham dy
. - Ngudi ki
Tinh hinh giai quyét HSCV theo gueTky —— L [2100993.pdf 3]
N Linh vuc Van ban den(dang giay moi)
ngudi tao )
Loai van ban Cong van
Van ban gic 1- 187/CATTT-VP - V/v méi tham du chuong trinh dién tép an toan thong tin
mang
VBHS lignquan VB trinh kj
Khéng cé VB,HS lién quan nao.
M1k On -
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Hinh 41. Cita s6 xit Iy cong viéc
- Budc 2: Bam chudt vao chirc niang <Trinh ky>. Néu quy vi quén chua dinh kém vin
ban trinh k¥ thi man hinh s& hién 1én dong thong bao nhu hinh dudi. Néu di c6 vin

ban dinh kém, chuyén sang budc 3

611 TRINH KY HSCV VAN BAN TRINH K

Tén HSCV @ 300993.pdf
V/v mirt tham du chueng trinh dién tap an toan théng tin mang

Linh vurc

Vin ban dén(dang gidy mo)
Loai vin bén

céngvin
Ngudi kf

Pham Thi Anh Hoa

o

Hinh 42. Cira s6 trinh ky HSCV
- Budc 3: Tich chudt vao 6 vudng bén trai canh tén van ban trinh ky trén man hinh
trinh ky.

- Budc 4: Chon tén lanh dao ky duyét
- Bu6c 5: An nat <Trinh ky> dé HSCV duogc trinh 1én.

Két qua trén danh sach ho so cong viéc, tinh trang HSCV d6 chuyén sang trang thai
“Dang trinh ky”

@D onewinvio = @ vn thrusho Tinh +
A Trangchd / Gidi quyét cong viéc LOCANHAN  SoicHvycone  ERCHIDADBIEUHANH (D) Hétg
DANH SACH CHUT NANG GIAI QUYET CONG VIEC Toan b finh vye T ERTMKEMNANGCAD @ THEM

@ vanban dén
TEtcAHSCV  HSCVirinhkj  HSCV o yu cduchua gidiquyét  HSCVtam thoikhdng cé yéu cdu gidi quyst  HSCV méi két thiic
@ Van ban phat hanh

Tén hid so cong viec Linhvue ¥ Loai vén ban ¥ Ngaymd  ~ Hangidiquyét ¥ Trangthdi  Phu trach
Van ban lién thang /v mdi tham du chuong trinh dién tép an toan thong Cangvdn  Van ban dén(dang gidy moi) 21/06/2018 W Vin thu UBND Tinh @ Yem HSCV
tin mang
Gidi quyt cing viéc
Téng s3: 1 ban ghi/ 1 trang s .
Gii quyét cng viec Da trinh ky
Tinh hinh gidi quyet HSCV tai
don vi

Tinh hinh gidi quy&t HSCV theo
cdn b phu trach

Tinh hinh gidi quyét HSCV theo
nguditao
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Hinh 43. Cita s6 danh sdch hé so trinh ky
111.5. Duyét HSCV

Sau qua trinh moi nguoi tham gia xt ly, hd so cong viée s& duge trinh ky va
danh sach hd so chd ky duyét duge nam trong muc thudc chirc nang [Diéu hanh va tac

nghiép]. Ngoai ra, ngay sau khi dang nhap vao hé théng, quy vi ciing s& thdy danh sach
HSCV cho ky duyét & man hinh [Kiém soat cong viéc]

| onewin v1.0 @ vt i inh voa
A Trangchl / Trang cd nhan OCANHAN  EDicHvUcoNG  ERCHIDAODIEUHANH (D) Hitro
DANH SACH CHUT NANG VAN BAN DEN CHUA DOC ( 0 vén ban chura doc) ~
Lich c& nhan -
VAN BAN I CHUA DOC ( 0 van ban chua doc) ~
&5 Lichcaquan
= ichlinh dao HO SO DICH VU CONG CHO GLAI QUYET ( 0 i so'dang ch giai quyét) ~
Lich phong ban HO SO CONG VIEC CHO GIAI QUYET ( 7 hi s cdng viée dang cho gidl quyét) -
2, DS giri nhanh vn ban Tén hi so cdng viec Ngay m& Han xtr Iy Phy tréch
V/v mdi tham dy chuong trinh dién tap an toan théng tin mang 21/06/2018 Vin thy UBND Tinh
28 D5 giao gidi quyét CV
\ Xem thém >>
o UyquyEn

i
LICH CA NHAN ~ Hé so che duyét ) 5 -

© 2016. OneWin v1.0

Hinh 44. Man hinh kiém sodt cong viéc
Dé duyét hodc khdng duyét HSCV quy vi thao tac nhu sau:

- Bude 1: Bam chudt vao dong HSCV tuong tmg. Cira s6 [Xir Iy cdng viéc] s& hién thi
Ién.

@ OneWin v1.0 . Pham Thi Anh Hoa ~

A Trangchd / Gidi quyét cong viéc ( \ OCANHAN  EDicHvUcoNe  ERCHIDAODEUHANH (D) Hbtro

Xac nhan ky duyét hd so

DANH SACH CHUC NANG GIAI QUYET CONG VIEC \ o \ OTH ||

Lich cé nhan P KjdupitHSCY | M KhongkjHSCY | ERTravEbSxung | @) Quaylai

&5 Lichcaquan

NOI DUNG CONG VIEC ¥ KIEN GIAI QUYET
= Lichl4nh da0 Tén HSVC Vv mdi tham dy chuong trinh di2n tap an toan théng tin mang
- Trang thai Dang giai quyt
Lich phong ban Noudi lap Van thr UBND Tinh 4
2, DS giri nhanh van bin PhL:' Ira'csh Van thu UBND Tinh @ Tailiduginkem (P Phan gidi quyét cn b tiép theo
Ngay mo HS 21/06/2018 12:26 . .
282 s giao gidi quyét CV Han gidi quyét VAN BN CHUA KY

Nbi dung [2 QD993.pdf L =
& Uyoquyen Phi hap Thanh Huyén; | /

Theo di VARBANANEY \—/
Ngudi ky Pham Thi Anh Hoa 1. Ky s I&n file trinh
Linh vuc Van ban dén(dang gidy méi)

Loai van ban Cang vén P— =
— Thanh Huyeén: C6 yéu cau chua gidi quyét
Vén ban gdc 1-187/CATTT-VP - V/v mgi tham du chuong trinh dién tap an toan thng tin
mang Vin thu UBND Tinh (Han giai quy€t: 01/01/0001 00:00:00) :21/06/2018 13:11:55

Trinh ky HSCV

VBHSliénquan VB trinh ki " . F——
Vén thu UBND Tinh (Han gidi quyét: 01/01/0001 00:00:00) :21/06/2018 13:01:46
Khéng cd VB,HS lién quan no. Trinh lanh dao danh sdch cén b tham du

3 QD993.pdf =

Hinh 45. Duyér HSCV
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- Budc 2: Xem noi dung van ban trinh ky. Trén vang [VB trinh ky], bAm chudt vao
tép tin can xem dé mé ra xem. Hodc lua chon <Save File>, bAm <OK> dé luu tép vao

thu muc trén may tinh.

- Budc 3: Cho y kién xtr ly. Nhap y kién xu 1y vao 6 [Y kién xir Iy]. Tiép do, an nit
<Duyét> néu dong y duyét hoic <Khdng duyét> hay <Tra vé bd sung>.

@ OneWin v1.0 . Pham Thj Anh Hoa ~

LOCANHAN  EBDICHVWCONG  ERCHIDAODIEUHANH  (B) Hitrg

A Trangchd / Gidi quy

DANH SACH CHUT NANG GIAI QUYET CONG VIEC @THEM 5= DANH SACH HSCV
Vin ban dén ® auay lai
Van bén phét hanh NOI DUNG CONG VIEC TIEN TRINH GIAI QUYET
Tén HSVC Vv m@i tham du chuong trinh dién tap an toan thang tin mang Thanh Huyén: C6 yéu ciu chua gidi quyét
Van ban lien thang Trang thai Dang giai quyét Pham Thi Anh Hoa
. MNgudi [4) Van thu UBND Tinh Ky HSCV.
[F Giai quygt cang viec 9 R P " N y
Phu trach Vén thu UBND Tinh Vén thu UBND Tinh :21/06/2018 13:11:55
Gidi quyat cong viéc NgayméHS  21/06/201812:26 Trinh ky HSCV
Han gidi quyét ] i
Tinh hinh giai quyét HSCV tai e Gial quys V?n th}l UBHND Tinh 2?!00/?012? 13:.01:46
donvi N@i dung Trinh I&nh dgo danh sach cén bg tham dur
Phéi hap Thanh Huyén; [21QD993.pdf &
Tinh hinh gidi quyét HSCY theo Theo diil @
cén bg phu tréch Maurdi ky Pham Thi Anh Hoa
Tinh hinh gidi quyét HSCV theo Linh vuc Van ban dén(dang gidy mori)
ngudi tao Loai van ban Céing vén
Vén ban gdc 1-187/CATTT-VP - V/v m&i tham dy chuong trinh dién tap an toan théng tin
mang
VB,HS lién quan VB trinh ky
Khéng cé VB,HS lién quan nao.
© 2016. OneWin v1.0 -

Hinh 46. Ho6 so cong viéc da dwoc duyét

I11.6. Chuyén phat hanh vin ban va két thic HSCV

Sau khi HSCV dugc lanh dao phé duyé¢t thi quy vi véi vai tro 1a nguoi phu trach

méi ¢6 quyén <Chuyén phat hanh> vin ban. Khi HSCV da duoc duyét, néu can

chuyén phat hanh van ban thi quy vi thao tac nhu sau:

@ OneWwin v1.0 @ vitheuenoTion v

# Trangchi / Gidi quyét cong viéc Chuyén phat hanh vén ban i SocHweone  BrcHipaopEuHANE  (B) Hétg
P

DANH SACH CHUC NANG GIAI QUYET CONG VIEC \ @THEM 2= DANHSACH HSCV

& Vin ban dén + K&t thilc HSCV X HiyHSCV (&) Quay lai
Vin bén phét hanh NOI DUNG CBNG VIEC TIEN TRINH GIAI QUVET
Tén HSVC V/v méi tham dur chuong trinh dién tap an toan théng tin mang Thanh Huyén: C6 yéu cdu chua gidi quyét
Viin bén lién thing Trang thi Dang gidi quyét Pham Thi Anh Hoa
Ngudi la) Wan thu UBND Tinh Ky HSCV.
[l Gidi quygt cdng vigc . -_p N X v
Phuy trdch Wan thu UBND Tinh Vén thir UBND Tinh :21/06/2018 13:11:55
Gidi quyét cong viéc Ngay md HS 21/06/2018 12:26 Trinh ky HSCV
Han gidi quyét ] i
Tin inh gidi quyét HSCV tai o gial quyt Va-n th:l'UBND Tinh 2?/’06/'201{3 13:01:46
donvi Nai dung Trinh I&nh dao danh sach cén bd tham dur
Phdi hap Thanh Huyén; [3QD993.pdf =
Tinh hinh gidi quy&t HSCV theo Theo ddi
can b phu tréch Ngudi ky Pham Thi Anh Hoa
Tinh hinh gidi quyét HSCV theo Linh vue van ban dén(dang gidy méi)
ngudi tao Loai vén ban céng van
Van ban gic 1-187/CATTT-VP - V/v m&i tham du chuong trinh dién tp an toan théng tin
mang
VB,HS lién quan VB trinh ky
m quan nao.
© 2016. OneWin v1.0 e
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- Budc 1: Néu ho so cong viée khong can chuyén phat hanh van ban thi quy
vi chon chirc nang <Két thic HSCV>. Nguoc lai, néu c¢6 vin ban can chuyén phat

hanh thi quy vi chon chirc ning <Chuyén phat hanh>.

s

PHAT HANH VAN BAN TUHSCV TRICH YEU
Ngudi tao |vén thur UBND Tinh Vv méi tham dy chuong trinh dién tap an toan théng tin mang
Ngui ky Pham Thj Anh Hoa
Ngay ky 21/06/2018 13:27

Linh vuc Céng van di (Céng van chi dao, Quy

Loai vdn ban Cong vin VAN BAN DA BUTC DUYET

Bon visoan ~~Phong Hanh chinh - T8 chic @  QD993.pdf

Don vi phat hanh — V&N phang UBND tinh

() Thost Phét hanh

Hinh 47. Cita s6 chuyén phdt hanh van ban tie HSCV
- Budc 2: Mic dinh noi dung trich yéu chinh 14 tén HSCV. Quy vi ¢6 thé nhap
lai n6i dung trich yéu. Sau d6, bam nat <Phat hanh>. Vin ban dugc chuyén phat hanh
td1 van thu.
I11.7. Cap sb phat hanh
V6i vai tro 1a van thu, khi dang nhap vao hé thong, quy vi sé nhan duoc thong
b4o c6 van ban cho cp s tai man hinh danh séch van ban phat hanh

@ OneWin v1.0 . Vin thur UBND Tinh ~
A Trangchd / Danh sch vdn ban phat hanh Ocinnin - EoicHvycone  ERCHIDAODEUHANH (D) Hitrg
DANH SACH CHUC NANG DANH SACH VAN BAN PHAT HANH O T v | dd/MMyyyy =] W3 Tim kim néng cao

Vin bén dén 2 I
= Sindanh sich @ Thémméi @ Xem vin bén Van ban duoc chuyén phat hanh Tong 6.3 ban ghi /1 trang
@ Vin ban phét hanh s tlr h6 so cong viéc
& @ .. Ngaydi p Sd, Ky higu Noi nhan

Van bén lién thong !
1

[ Gidi quygt cong viec > e T T . '

Phudc
3 14/06/2018 1 1/BC-UBND TiNH BiNH Ta chﬁcmhi trung hoe phd théng quéc gia nim 2018 trén dia ban tinh Binh Phutic Céc trudng trén dia ban tinh Binh
PHUGC Phudc

(B 2016. OneWin v1.0

Hinh 48. Manh hinh danh sdach van ban phat hanh

Vin thu thuc hién viéc cip s6 phat hanh theo cac budc nhu sau:
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- Bu6c 1: Bam chudt vao vin ban cho cap sé (chua co sb phat hanh). Chuong

trinh m¢ ctra s6 hién thi van ban vdi thong tin vé s6 phat hanh va ky hi¢u van dé trong

Lm OneWinvi.0 = @ vintwusno Tinh ~

Stra véan ban dé cép sé

# Trangchl / Danh sach van bén phat hanh SDICHVUCONG  EmCHIDAODIEUHANH (D) Hotrg

\

DANH SACH CHUT NANG THONG TIN VAN BAN PHAT HANH @Themmei ] ¥6a van ban Siravanban | | v Duyét vinban | (@) Thoat
@ Vanbin dén THGNG TIN VAN BAN
Ngu@i nhip Van thu UBND Tinh
Ngay di 21/06/2018 13:26 Caryan phat hanh Vin phdng UBND tinh
Vin bén ién thang Don vi soan 36{&1 ban W o
Loai van ban Céing vin 56 phat hanh
Gidi quyt cong viec > S8 phuy S0, Ky higu
Trich yéu V/v méi tham du chuong trinh dién tap an toan thang tin mang
Ngudi soan Ngudi duyét
Ngudi ky Pham Thi Anh Hoa Ngay kyj 21/06/2018 13:26
Noi nhan
Linh vyc Dia chi luu trit
Do mat 06 khan
S3 S0 ban

Thoi gian cap nhat van ban  21/06/2018 13:26

TAI LIEU DiNH KEM

[20D993.pdf S
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Hinh 49. Hién thi van ban chwa dwoc cdp s6

- Budc 2: Kich chon nut [Sira], chuong trinh mé cira s6 [Cap nhat thong tin van

ban] dé quy vi cap nhat s6 phat hanh.

@ OneWin v1.0 . Viin thur UBND Tinh ~
# Trangchii / Danh séch v ban phat hanh LOcinHAN  EpicHweone  FRCHIBADBIEUHANH (D) Hatrg
DANH SACH CHUC NANG THEM MO VAN BAN PHAT HANH Bxicnhin | (@ Thoat
Vin ban dén Ngay di 21/06/2018 TAILIEU DINH KEM @ THEM TAI LIEU

Co quan phét hanh W&n phong UBND tinh T B0D993.pdi = ¢

Bon vi soan - Phing Hanh chinh - T8 chirc v
Van ban lién thong 5 van ban $6 vin ban di .

L . Ky s6 van ban trede khi ban

Giai quyt cing viéc > Logi vén ban Cong vin C hanh

86 phat hanh

36 phu

56, ky higu B

Trich yéu Vv mai tham du chirong trinh dién t3p an toan théng

Kiém tra lai théng tin van ban )

Ngudi soan — Chon nguwbi soan vin ban — v

Nguoi duyét Ngudi duyét vin ban trude khi ban hanh

Nouai kj ~— Ghon ngudi kj vn ban — v

Noi nhén Noi nhan vin ban phat hanh

Linh vuc Cdng vin di (Cong van chi dao, Quyét dinh) v

DO mat —Chon 86 mat — v

D khan ~ Ghon dg khéin - M

Sot 3t vén ban ban hanh

Hinh 50. Cita s6 cdp nhdt théng tin van bdn
- Budc 3: Quy vi lya chon s6 luu van ban di, chuong trinh sé ty dong nhay )
phat hanh theo s6 van ban di.
- Buoc 4: Quy vi tiép tuc chon loai van ban, tai day quy vi cé thé kich chon vao

hop chon dé hién thi danh sach cac loai vin ban cho quy vi lwa chon. Sau khi chon
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xong loai vin ban, 6 [S6, ky hiéu] s& tu dong cap nhat dudi dang Sé phdt hanh/Loai
vin béin phdt hanh-Chuéi Ky hiéu viét tit ciia don vi phdt hanh va don vi soan.

Can bd vin phong cé thé sir dung chir ky so cia co' quan dé ky xac thue vin
ban trudc khi gii di.

z [VGCA] - KY 5 (VBPH_1123_1eac0f3bb3b9410dact7c087ba9171f4.,pdf) ’ X

® @z | 0elkH C

1. Chon vi tri
ky
TIN VA TRUYEN|THONG ~ CONG HOA XA HOI CHU NGHIA VIET NA!
. Dic liip - Ty do - Hanh phic

= THIET LAP KY 56

-

mw-wmn&q
g D
Eﬁ?:‘lhmwm%
= ~ . A i Bl

3. Chon mau chir ky s T - 2000 2.2

131 - Ky s6 khéng thanh cong: Qua trinh ky s5 bi hy ba
Theo dé nghi ctia Vi trirmg Vy K& hoach-Tai chinh, 4. Bamky so

QUYET PINH:

Dang thi tép .. 100%

Hinh 51. Cita s6 ky sé vin bdn

THONG TIN VA TRUYENTHONG ~ CONG HOA XA HQI CHU NGHIA VIET NAM
Dic Kip - Ty do - Hanh phie

D THIET LAP kY 56

@ Ding nhap token

—‘h\cwane TRINH QUAN LY GCA-01

1. Nhap mét khdu chir ky s
Teén token:

Mat khéu cia token [

2. Bédm ok

Ngén ngif hign tai EN
Day 13 ban sao khéng c6 ban quyén chi dé danh gia.

Bang ky s5 tai ligu
Theo dé nghi ctia Vu trrimg Vy K& hoach-Tai chinh,

QUYET BINH:

Hinh 52. Cira 56 ky s6 van ban (nhdp mat khau chit ky so)
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@ OneWwin v1.0 @ vitheuenoTion v

Xéc nhan dé luu Emcripaopituring () Hito
théng tin van ban

# Trangchl / Danh séch vin ban phat hanh

DANH SACH CHUC NANG THEM MG1 VAN BAN PHAT HANH phat hanh B éc nhin | @ Thodt
&1 Vanban dén Ngay di 21/06/2018 TAILIEU BINH KEM @ THEM TAI LEU
c hét hanh 30 phe inh e
@ Van bén phathanh ¢ quan phtien Vén phong UBHD tin * [Soossspar o 4 o
Bon vi s0an - Phang Hanh chinh - T8 chic " | B ap993.signed.pdi & & ™
Van banlién thang 50 van ban S8 viin ban di v

[ Gidi quygt cong viec > Logi vén bin Cong vin /
86 phat hanh S5 ph

Vin ban da dugc ky sb cd tén

86 phy Dl N
56, ky higu s0) Signed s
Trich yéu Vv mii tham dy chirong trinh dién tap an toan thong tin mang

y
Nguoi soan - Chon nguwbi soan vén ban — v
Nguoi duyét Ngui duyét vn ban trude khi ban hanh
Nogudi ky — Chon nguoi kj van ban — v
Noi nhén Noi nhan van ban phdt hanh
Linh vuc Cdng vdn di (Cong van chi dao, Quyét dinh) v
DO mat --Chon d§ mat — v
D0 khin ~ Chon do khan - M
S0t 80 torvan ban ban hanh

- Bu6c 5: An <Xac nhan> dé luu lai.
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