MOT SO THAY POl CHINH TRONG LAN CAP NHAT (kém theo Cong vin s6: 311/VNPT-NB-KHPT ngay 06/3/2020)

STT

Truéc nang cap

Sau nang cap

A

Quy trinh xir Iy viin ban dén

- Céc Phong ¢ thé phan cong chéo tir phong nay sang phong khac,
Chuyén vién sau khi duoc phan cong xir Iy van ban c6 thé phan cong lai
cho ngudi khac ngang cip ciing phong hoic khac phong

- Ca nhan dugc phan cong xtr 1y van ban khéng cd quyen Tra lai
Nhuge diém: chong chéo, khd kiém soét, quy trach nhiém dugc nguoi
nao xtr 1y chinh, ngudi ndo phéi hop.

+ Vin thw (vao s trinh lanh dao) > Lanh dao (phé duyét/chuyén lanh dao
khac) = Trwéng phong = Chuyén vién.

-Lénh dao (Trudng/phé don vi, Chanh vin phong): ngudi dugc quyén phan
cong xi Iy vin ban: sau khi tiép nhan vin ban tir Vin thu thi phan xudng cho
cac Truong phong; Truong phong phan xuéng cho Chuyén vién xi 1y.

- Khéng cho phép chuyén/phan xir ly tir phong nay sang phong khac.
- Truéng phong A néu nhan dugc vin ban dén tir Lanh dao néu thay
khong dung thi Tri lai cho Lanh dao (ngudi phan van ban) dé

Lanh dao phan xu ly lai.

- Chuyén vién: khdng c6 quyén phan cong lai cho nguoi khéc ciing
cap (cung phong hozc khéc phong); néu thdy Trwéng phong phan
khong dung thi Tri lai cho Truong phong dé Truong phong phan
xit Iy lai




Giao dién va chuc nang

Menu: Tich hop va thu gon cac Menu trong x Iy vin ban dén va di:

-Hop nhét 03 menu trong Vian ban dén (Chua xir Iy, Pang xtr 1y, Xem van ban dén) = Xem vin ban dén; voi s6 d&ém va mic dinh 1a xem danh sach cac
van ban dén Chua xiv y.

-Hop nhét 03 menu trong Vian ban di (Cho xir ly, Xem van ban di, Xt 1y vian ban di) = Xir Iy viin ban di; voi s6 d&ém va mac dinh 1a xem danh séch cac
van ban di Cho xi ly.

Mudn xem cdc vin ban dén khéc thi nguoi ding chon loc xem theo Trang thai xae ly

-Stra tén menu Van ban chi dao - Vin ban cd thoi han

-B6 sung menu: Vin ban tra lai cho Lanh dao: hién thi danh sach cac van ban da phan cong nhung bi tra lai (do phan cong nham) dé phan cong lai.

-Ddi tén menu: Vin ban di\Pa phat hanh chwa xem = Vin ban di\Vin ban di phat hanh véi s ¢&ém va hién thi danh séch mic dinh 13 van ban di da
phét hanh chua xem (cac van ban di ¢6 lién quan dén NSD: do c& nhan soan thao hozc c6 tham gia xir Iy hay dugc Van thu gui lai khi phat hanh vin ban

Y Vinbindén Y Vin ban ¢ thdi han

B Vin bandén

& Vin bandi

Cdc muc menu & [y van
ban dén dang tach theo
trang thai

k




2.1.Trang thai xir Iy viin ban dén

-Chura xir ly: Nhimg van ban chua dugc tiép nhan xu ly

-Pang xir Iy: Nhiing vin ban da duoc tiép nhan, phan xir Iy va danh dau
1a Dang xir ly

-Hoan tat: Nhimg vin ban da duoc tiép nhan xtr 1y va danh dau la Hoan
tat xu ly

B6 sung thém 1 sb Trang thai xir 1y van ban:

-Luu dé biét: Banh diu hoan tat xi Iy vin ban véi mic do xem dé biét,
thudng gianh cho nhitng vin ban khéng quan trong véi c4 nhan, xem, doc dé
biét dé tham khao.

-Luu dé b4o c4o: Danh diu hoan tét xa Iy vin ban voi mic do da xem can
luu ¥ dé béo céo lai cp trén, thuong gianh cho nhimg vin ban ma c& nhan
duoc giao xu ly va can béo cao lai véi cap trén két qua xu ly

-Luu dé xir ly: Banh diu hoan tat xi 1y van ban véi viéc Phiic dap lai/tra 1oi
lai vin ban dén ndy bang 1 van ban di, thuong gianh cho nhiing van ban quan
trong véi ca nhan, can phai phiic d4p van ban dé tra 16i cho van ban dén duoc
phan cong.

-Tra lai:Cac vian ban duoc ¢ nhan tra lai cho ngudi phan cdng khi xay ra
truong hop phan cong nham

-Pi thu hdi: Cac van ban da phan cho ca nhan nhung da bi ngudi phan thu
hoi lai

2.2 Trang thai xir ly van ban di

-Cho xtr ly: Van ban can ca nhan xir ly tiép theo
-ba xtr ly: Van ban da duoc ca nhan xur ly va
chuyén cho nguoi khéc roi

-Cho phat hanh: VB da dugc Lanh dao ky duyét va
chuyén cho Vian thu dé phéat hanh

-Da phat hanh: Van ban da dugc Van thu phat
hanh/gui di

-Cho xir ly: Van ban can ca nhan xu ly tiép theo

-Pa xir ly: Van ban da duoc c& nhan xu Iy va chuyén cho
nguoi khéc roi

-Cho LD ky, duyét: VB da dugc trinh va dang cho Lanh dao
ky sd, duyét

-Cho phét hanh: VB da duoc Lanh dao ky duyét va chuyén
cho Vin thu dé phat hanh

-Da phat hanh: Van ban da dugc Van thu phat hanh/gtri di
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Giao dién xem va xir Iy vin ban duoc nang cap t6i uu, cho phép mé xem/x Iy nhanh van ban trén ciing mat trang (khdng phai mo

Tab, trang mai)
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Mau do Ia Van ban x(F Iy c.

Thong tin véan ban dén = »Xem chitiét

Trich yéu: Dinh chinh Q8 1286/QD-UBND ngay 08/10/2015 cia Neri lteu béan chinh: S& ¥ 1 finh Ninh Binh Ngay duyét: Réng - Han xir Iy: Réng
UBND tinh I l

Ngwéi ky van ban: — Ngay lwu s0: 16/10/2015 14:19:53
56 dén: 5964 - Ngay dén: 16/10/2018

56 ban phat hanh: — Linh dao phé duyét: Vil Vin Cén
58 ky higu: 16/8C-UBND

Linh ve van ban: BHXH
Ngay ban hanh: 15/10/2018

Loai vin ban: gidy méi
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Théng tin vdn ban dén  » Xem chi tiét

Trich yéu: V/v Test gi¥i cac Ban 01 chif ky 50 Noi Iy ban chinh: Phang Té Chirc Can Bd: Ngay duyét: Rong - Han x¥ ly: Réng
S6 dén: 5961 - Ngay dén: 21/05/2019 Nguwéi ky vin ban: Binh Viét Diing Ngay luu sé: 21/05/2019 10:10:25
56 ky higu: 3/VB_DI_TU 56 ban phat hanh: — Lanh dao phé duyét: Nguyén Van Hién
Ngay ban hanh: 15/04/2019 Linh vwe vin ban: BHXH Cép dd: Thiréng
Co guan ban hanh: Van Phang Tinh Uy Loai vin ban: Gidy mdi Van ban lién quan:

G ban gidy: Co N&i dung van ban: -

« Lirudé biét | @Lwudébdocdo | *Phicdipvanban | (& Cap nhidtndidung | B Luu hd so cng visc

Buat phé lanh dao:

Nguyén Vin Hién - $¢& Y té tinh Ninh Binh (21/05/2019 10:11:41) :
Chuyén: Phong Td Chirc Can BO; Phang K& Hoach - Tai chinh;

Bon vi/Ngudi xiF I chinh(nhan VB géc):
N&i dung_chi @ao: Lan 1:P.TCCB chi tri,PKH p/h

Hoang Huy Phwong - S& Y té tinh Ninh Binh (21/05/2018 10:17:34) :
Chuyén tiép: Pham Ngoc Hai; Dao Thi Hoa;

Pon vilNgwdi x Iy chinh({nhan VB gic) Erul i A

Trinh Viét Dién - $& Y té tinh Ninh Binh (21/05/2019 14:04:20) :
Chuyén tiép: Nguy&n Huy loi; Nguy&n Xuén Thikc;

Don vi/Ngwoi xiF I chinh(nhan VB géc): [P I Al

Demo 01 CKS chua co !

Qua trinh xd ly s
Ngwé&i nhan Tinh trang Ngay nhan Ngay xem Ngay xie Iy N&i dung Xw 1y .
> S&Y té tinh Ninh Binh
s Van FPhéng S¢&
Nguyén Van Hién 21/05/201910:1 21/05/201910:11 21/05/201910:11 L&n 1:P.TCCB chi tri,PKH p/h

Nguyén Van Hién D duyét 21/05/2019 10:10 21052019 10:11 21/05/2019 10:11




Cap nhat chirc ning xem S6 vin ban

86 van ban dén b Vanban - Sovanbandén - VB d3 chjyén thirc hién

Loc dU lieu(Cha y: Viéc xust dif liéu vai s6 luigng Ldn c6 the lam chém hé théng!)

L $6 vin ban dén Nam Thang Phéng ban xw Iy
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Chinh stra cac giao dién xem, xtr 1y van ban nham cung cap day du cac thdng tin can thiét cho viéc theo ddi xtr Iy van ban

(Chuan héa va bé sung thém thong tin hién thi dé dé dang theo ddi x{ Iy van ban)
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Chinh stra c&c giao dién xem, duyét, da duyét chuyén thuc hién nham cung cap day da céc thong tin can thiét cho Lanh dao theo
ddi van ban da phan cong xir ly
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Chuan hda giao dién: Dang ky vian ban di (du thao van ban dé phat hanh):
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Cho phép nguoi dy thao dinh kém cac file va danh dau dé phan biét: van ban ndo can Ky sd, vin ban nao can giri di khi vin
thu phat hanh t61 cac don vi.

-Van ban can ky s6: tich chon néu nhu file dinh kém yéu cau phai ky sé trudc khi phat hanh (vi du nhw phiéu trinh, van ban chinh)

-C6 phat hanh: tich chon néu nhu file dinh kém nay can dwoc gt di khi van thi phat hanh (van ban chinh, van ban lién quan), cha y: phiéu trinh khéng can
glri di ma chi cé y nghia dé trao d6i, trinh I3nh dao ndi bd trong don vi.

-Phiéu trinh: 13 vin ban dung dé trinh, xin y kién I3nh dao trudc vé ndi dung vin ban sap phat hanh, gidi trinh cho Linh dao vé cac thong tin lién quan dén

viéc phat hanh van ban nay




Cho phép danh ddu dé phan biét loai van ban
dinh kém khi dwr thado van ban di dé phat hanh
-Phiéu trinh: cén ky s6, khéng géhz’{l hanh

NEn ban lién quan: khdng ky so, cd thé phat N Bl & chon | ¢ Hoan tht
aanbin fon qua [ @rhom | &t |
-Van ban chinh: cén ky s, phat hanh khi g ...

h VB c¢in ky C6 phat hanh

Stt  Tén tap tin SelKB) 50 File phiéu trinh| | ©

1 | Demo.docx 18.3 =

2 |Demo_01_CKS2. pdf 125.3

3 |DEr"uc-Chua—capsa—ﬂ_CHUTlCH.dccx 20

Hoan thién cac chire nang lién quan dén ludng xir Iy van ban di, chinh sira van ban tryc tiép, ky s (cap nhat van ban, hay ky s ...)




Chao mifng d8n vdi cdng VNPT - iOffice. Website hoat déng t8t nhit trén trinh du
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Trich yéu: /v Test vén ban di khi nang cip Co quan ban hanh:

Ky s6 bang @ qus
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gl Cho phép cap nhit file _ i Chuyén lai
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Demo.docx, Demo_01_CKSZ.p

11/03/2020 16:19:36 TEST df, Demo-Chua-capso-2_CHUTI
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B4 sung cac béo céo thdng ké phuc vy cong téc quan ly

-BC xir 1ly VB (PLVB 473):

-TH THXL VB dén: Tdng hop sb luong tinh hinh x& 1y VB dé&n theo phdéng ban

-TH VB dén theo phong ban: Tdng hop sb luong tinh hinh x@ 1y VB dén theo phong ban theo vai trd xu ly(chu tri, phdi
hop)

-TH VB di theo phong ban: Tdng hop sb luong VB di theo phong ban

-TH VB di tu don vi: Téng hop sb luong VB phdt hanh tiu don vi

-TH VB dé&n don vi: Téng hop sé luong VB don vi nhadn dugc tu cidc don vi khéac




Béo céo tfmg hop THXL vén ban dén theo phong ban

Tl ngay Dén ngay Chon don vi

2020 1082020 S]] o

Iy Van ban c6 thdi han ¢ 01/0

[¥%)

I Vinbandén [Hei5

Hiénthi 10 v dong
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Nang cap chtrc niang Ho so cong viéc (cho phép t6 chirc luu hd so, van ban va xuat file luu trix trén may tinh c& nhan)
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