HUONG DAN SU DUNG
PHAN MEM QUAN LY VAN BAN CHI PAO PIEU HANH
PANG BOQ TINH UY QUANG TRI

I Dang nhip vao phan mém
bé dang nhap vao phan mém nguoi dung lam theo cac budc sau:

- Budc 1: Truy nhép dia chi: http://tinhuyquangtri.vn:81/account/login

- Budc 2: Nhap cac thong tin tén ding nhap va mat khau.
- Budc 3: Kich chon nut “Dang nhap”

~_ DANG BQ TINH QUANG TRT
PHAN MEM QUAN LY VAN BAN CHI PAO DIEU HANH

DANG NHAP HE THONG

www.tinhuyquangtri.vn

TINH UY QUANG TRI - 30 Hung Vwong, Béng Ha, Quang Tri
bien thoai: 02333852520 Fax: 023335252114 Email: banbientap@tinhquangtri.vn

Pang nhdp phan mém

II POI MAT KHAU

bh)

- Pé dbi mat khau nguoi dung kich chon vao “Cap nhat thong tin”.

20 [
\u =
W Export | & Import Cép nhét thdng tin I

[® Ding xuat

- Trén man hinh s€ xuat hi¢n cac thong tin dé d61 mat khau, nguoi dung nhép céac
thong tin va kich chon nit “Hoan thanh” dé xac nhan d6i mat khau hodc nhan

nat “Doéng” dé hiy thao tac d6i mat khau.


http://tinhuyquangtri.vn:81/account/login

Thay déi mat khau X
Mat khu cii: *
Mat khdu mai *
Nhap lai mat khu- *
Email:

duynt1@hinetvietnam.com

G Wi Thaydéi

Form déi mat khau

III HUONG DAN SU DUNG CAC CHUC NANG CHIiNH
1.  Thém méi vin ban dén
Dé tao mdi mot van ban dén ngudi dung lam theo cac budc sau:

- Budc 1: Nguoi dung chon chic nang “Quan ly van ban dén” sau d6 chon
churc nang “Thém mdi van ban” trong menu.

Dang B3 Tinh Quang Tr Tim kiém nhanh Q el @

LE THI HONG THANH 44 PHONG HANH CHINH, TIEP DAN / VAN PHONG TiNH UY

Quan Iy ngwei nhan van bale . . . P— N P - - = 2 i
L e 2 i Bdo cdo thang ké van ban chura xir Iy clia ca nhan 4 Théng bao méi

= Béo cdo thdng ké =

B Quan Iy van ban dén =
Thém méi vén ban dén

Danh séch véin ban chua xir i
1 (0) %

Théng ké van ban di dén chua xu' ly

Danh sach van ban da xir Iy

Thém mdoi van ban den

- Budc 2: bién day du cac thong tin cho van ban dén. Kich chon “Luu van
ban” d€ luu van ban thanh cong, hodc chon nit “Huy bo” néu mudn huy tao
van ban.

Chii y: Céc trwong c6 dau (*) la cdc trieong bt budc.



Déng B3 Tinh Quang Tr Tim kiém nhanh Q 12° &'; |

LE THIHONG THANH 44 | PHONG HANH CHINH, TIEP DAN / VAN PHONG TiNH UY.

%} Quan Iy ngwirinhan van ba® [ Thém mdi van ban dén

= Bao cao thong ké @ Sohigu:” Ngay co6 hiéu lc:
B Quan Iy van ban dén (=] Ma dang ky: PL co quan: eHERARSE Ngay vén ban: Ngay ban hanh:
Thém moi van ban dén Trich yéu: * Va vise Han thu hédi: Han gidi quyét:

Danh sach van ban chua xir Ngéy cong tac: 0

. " & - 00 -
Iy (0) Sé trang: S8 ban:
Dy eachva imn Ga BEME | | 1 pan: T . & TAILIEU DINH KEM
B Quan ly van ban di |- vi gibie* Tén tai ligu Chen tai ligu +
& Quan Iy lich céng tic = o oz [ Choose File | No file chosen ®
Loai van ban: _
& Quén Iy phong hop a
Linh vie:

Noi dung thém mdi van ban
- Nhap hodc chon céc thong tin sau:
+ S hiéu: S6 hiéu cua vin ban;
+ Ngay c6 hi¢u lyc: Ngay c6 hiu lyc cua van ban;
+ Ma dang ky: Ma dang ky cta van ban,;
+ Ngay van ban: Ngay cta van ban;
+ Ngay ban hanh: Ngay ban hanh vén ban;
+ Han thu hdi: Han thu hdi van ban;
+ Han giai quyét: Han giai quyét vin ban;
+ Ngay cong tac: Ngay cong tac cua lanh dao;
+ PL co quan: Chon co quan;
+ Trich yéu: Trich yéu ctia vin ban;
+ S trang: S6 trang ciia vin ban;
+ Loai ban: Loai ban (ban chinh, ban sao, ban du thao...);
+ Pon vi gtri: Bon vi glri van ban,;
+ Loai vin ban: Loai van ban (cong van, quyét dinh...);
+ Linh vuc: Linh vuc cta van ban;
+ D6 mat: b6 mat cua van ban;
+ Do khan: Do khan cua van ban;
+ S6 van ban dén: Chon s6 van ban dén;

+ SO di theo s6: SO s€ tu sinh dua vao sO van ban dén;



g
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+ Cong vian dén: Chon cong vian dén ( Gidy, mang...);
+ Téac gia: Nguoi soan van ban;
+ Nguoi ky: Nguoi ky van ban;
+ Chuc vu nguoi ky: Chuc vu cua nguoi ky;
+ No6i dung: N§i dung cia van ban;
+ Tai liéu dinh kém: Tai tai li€u dinh kém 1én.
Danh sach viin ban dén chua xir ly

- Nguoi dung chon chure nang “Quan ly van ban dén” sau dé chon chirc nang
“Danh sach van ban chua xtr 1y” trong menu.
- bé xem chi tiet mot van ban trong danh sach, nguoi dung nhan vao So hi¢u

hodc Trich yéu cta vin ban do.
Thém méi van ban di phat hanh
Dé tao mdi mot vin ban di da phat hanh ngudi ding 1am theo cac budc sau:

- Budc 1: Nguoi dung chon chic nang “Quéan ly van ban di” sau d6 chon
chtrc nang “Thém mai van ban phat hanh” trong menu.

VAN THU VAN FHONG 44 VAN PHONG TINHOY | CAC BAN BANG TiNH OY

& Quan Iy ngwed nhan vn baE

B Quan Iy van ban dén =

«h Bédo cao thing ké van ban chira ar Iy ola cé nhan A& Théng bio mdi

Théng ké van ban di dén chu'a xid' Iy

! Quan Ivv.nn ban di =

Thém méi viin bin &

Thém méd van ban & phat
hianh

Danh séch viin bin & chuwa xir
N

Danh sich vin ban & fham gia
i il LT P

Dianh sach van bin & o3 xir iy

@ Vinban ddn @ Vs ban di
Vin biin di 43 ban hanh

Thém moi van ban di
- Budc 2: Trén man hinh “Thém méi van ban di phat hanh” nguoi dung

nhap vao cac thong tin cho van ban di phat hanh. Chii y: Pién ddy di cdc
trieong thong tin ¢6 xudt hién dau * mau do



VAN THU VANPHONG  4{ | VAN PHONG TINH U 1 CAC BAN DANG TINH Y

& Quanlyngwoinhanvanbaf® [ Thém mdi van ban di

B Quén ij vin bin dén = | sohigu” Gisi tin nhdn SMS: Co @ Khing
Ky duyét van ban: Cokj @ Khingky
B Quén I vin ban di = Trich yéu
Phong ban' dem v nhin 48 Chon dom vi nhin
 Thém mai vin ban &i
6 vin ban di* o ol . | Mguwdinhin dich danh 8 Chon ngui nhin
- Thém mgi vén ban & phat vin ban
hanh Sé ditheo s6* Bom vi nhan bén ngodi:
~ Dianh sach vin ban di chura xir i
) Logi van ban
LIy . N
% TATLIEU BINH KEM
= Tlooh soch st S| | D2
xitly Tén tai fiéu Chon tai liéu +
B3 khin I )
 Dianh sach vin ban di 63 xir \hap tén 18 gy  Choose File | Ma file chosen x
Tac gia vin ban
~ Van ban di 2 ban hanh
Nouwai ky i
B Quan iy lich céng tac 3
Chircvy

Cac truong thong tin van ban di
- Nguoi dung nhap hodc chon cac thong tin sau:

+ S hidu: Sb higu van ban

+ Trich yéu: Trich yéu cta van ban

+ S6 van ban di: s6 vin ban di thuoc don vi

+ S di theo sb: s6 di theo van ban di 13y tir s6 van ban di thudc don vi

+ Loai ban van ban: Loai van ban (ban chinh, ban sao, ban du thdo...)

+ D0 mat: D6 mat ctia van ban

+ D6 khan: Do khan cta van ban

+ Téac gia van ban: Nguoi soan van ban

+ Nguoi ky: Nguoi ky van ban

+ Chuc vu: Chtrc vu cia nguoi ky van ban

+ Ma dang ky: Ma dang ky cua van ban

+ PL co quan: Chon co quan

+ Thé loai vin ban: Thé loai ciia van ban (Bién ban, bao cdo, chuong
trinh, ...)

+ Linh vyc: Linh vuc cua van ban (Ban tin, Giao duc — dao tao, Hanh
chinh, ...)

+ Noi dung: Noi dung cua van ban



+ Guri tin nhan SMS: Chon cé hodc khong gt

+ Ky duyét van ban: Chon ky hodc khong ky van ban

+ Phong ban/don vi nhan: Chon phong ban nhan van ban

+ Nguoi nhan dich danh van ban: Chon nguoi nhan van ban (Nguoi nhan

ngay s€ dugc quan 1y trong chirc ndng “Quan 1y ngudi nhan van ban”)

+ Pon vi nhén bén ngoai: Nhap don vi nhan ¢ bén ngoai hé théng

+ Tai li¢u dinh kém: Tai tai liéu dinh kém Ién
Néu nguoi ding mudn giri van ban phat hanh dén cic phong ban khac vui
long lam theo céc budc sau:

+ BAam chon “Chon don vi nhan” tai man hinh thém méi van ban di

VAN PHONG TiNH UY | CAC BAN DANG TiNH UY € Quay lai

@ Thém mdi van ban di

Sé higu *

Trich yéu

56 van ban di*
$6 di theo s6
Loai van ban
D6 mat

D6 khan

Tac gia van ban

Giri tin nhén SMS: » C6 @ Khang
Ky duyét van ban: @ Coky @ Khéngky
Phong ban/ don vi nhan 42 Chon don vi nhan

Nguwoi nhan dich danh

A 4} Chon nguwroi nhén
vén ban

Bon vi nhén bén ngoai:

% TAILIEU DINH KEM
Tén tai liéu Chon tai liéu +

| Choose File | Mo file chosen =

Chon don vi nhan trén man hinh thém moi

+ Biéu mau chon don vi nhan hién ra tai day dé chon don vi nhan vin
ban nguoi dung bam chon “checkbox” & dau dong mdi don vi bén

trai hoac bam chon “Chon tat ca don vi” hay “Chon don vi cip 17



Tén/ma dom vi: | | Tim theo: @ Tatea @ Ponvicha

DBTU - Bang B6 Tinh Quang Tri (Khéng ¢6 ngwi nhan) [[[Chon tat ca don vil - [Chon don vicap 1] &9 |

| BDTU - Cac Ban Pang Tinh Uy (Khéng c6 nguwdi nhan) i[Ch(_)n tat ca don vi] &3 |

IBTGTU - Ban Tuyén Gido Tinh Uy (Ban Tuyén gido) |

| [VPTU - Van Phéng Tinh Uy (Van thw Van phang) |

IBTCTU - Ban Té Chirc Tinh Uy (L& Thi Kim Anh) |

| |BDV - Ban Dan Van Tinh Uy (Véan thie Ban déan van) |

| |BNC - Ban Ngi Chinh Tinh Uy {V&n thw Ban néi chinh) |

| JuBKT - Uy Ban Kiém Tra Tinh Uy (Nguyén Van Ba) |

|—  HUYENTHITHANHUY - Cac Huyén, Thi, Thanh Uy (Khéng cé ngwéi nhan) I[Ch(_)n tat ca don vi] - [Chon don vi cap 1] =I

HVL - Huyén ty Vinh Linh (Khéng c6 ngwéi nhan) I[Chr,m tat ca don vi] - [Chon don vi cap 1] B9 I

i
Chon don vi nhan van ban

+ Nguoi ding ¢ thé tim kiém don vi nhan vin ban bang cach go tén
don vi can tim, chon loai don vi tim kiém “Tét ca” (Tét ca don vi
trén danh sach nhan) hoac “Pon vi cha” (T'Qit ca don vi c6 don vi

con trén danh sach don vi nhan). Sau d6 bam “Tim kiém” hodc nhan

“Enter” trén 6 nhép.

Tén/ma don vi:

déng hal 1 | | Tim theo: 2 @ Titca © Donvicha

>

DBTU - Bang B Tinh Quang Tri (Khong ¢6 ngwéi nhan) | [Chon tat ca dom vi] - [Chon don vi cap 1] 88

| BDTU - Céc Ban Dang Tinh Uy (Khéng cé ngwéi nhan) | [Chen tit ca don vil =

— BTGTU - Ban Tuyén Giao Tinh Uy (Ban Tuyén gio) |

— VPTU - Vidn Phéng Tinh Uy (Van thw Van phéng) |

—i | BTCTU - Ban Té Chirc Tinh Uy (Lé Thi Kim Anh) |

— | BDV-Ban Dan Van Tinh Uy (Van thie Ban dan van) |

{— | BNC - Ban Noi Chinh Tinh Uy (V&n ther Ban néi chinh) |

L | UBKT - Uy Ban Kiém Tra Tinh Uy (Nguyén Van Ba) |

—— HUYENTHITHANHUY - Cac Huyén, nh Uy (Khéng cé ngwiri nhan) | [Chon tat ca don vi] - [Chon don vi cap 1] (@

(— HVL - Huyén tiy Vinh Linh (Kh6ng c6 ngwéi nhdn) | [Chon tit ca don vi] - [Chon don vi cép 1]
il

Tim kiem don vi nhan van ban

- Cac ban ghi thoa man tiéu chi tim kiém s€ duogc t6 mau do



Tén/méa don vi:

‘ aéng ha ‘ Tim theo: @ Tatca () Bonvicha

DBTU - Bang B Tinh Quang Tri (Khéng c6 ngwéi nhan) | [Cheon tit cé don vil - [Chon don vi cap 1] B3

— HUYENTHITHANHUY - Céc Huyén, Thi, Thanh Uy (Khéng cé ngwéi nhéan) | [Chon tat ca don vi] - [Chon dom vi cap 1] @3

|—  TUDH - Thanh ty Bong Ha (Khong co ngwoi nhan) | [Chon tat ca don vi] - [Chon don vi cap 1] &3

CACCHIBOPHONGBANDONGHA - CAC CHI BO VA PHONG, BAN TRUC THUQC (Khéng cé ngwdi nhan) | [Chon tit ca don vi] B8

VANPHONGDANGUYBANQUANLYCHODONGHAHL - Van phang Dang uy Ban quan ly cho Béng Ha (Khéng cé nguwéi nhan) |

VANPHONGCHIBOTRUONGTHPTDONGHAHL - Van phong Chi ba Trwgng THPT Bong Ha (Khong co ngwei nhan) |

VANPHONGDANGUYCTCPMT&CTDTDONGHAHL - Van phong Dang iy CTCP MT&CTDT Béng Ha (Khéng cé ngwéd nhan) |

VANPHONGTHANHUYDONGHAHL - Vén phong Thanh ty Béng Ha (Khang cé ngwét nhan) |

L PUKDN - Bang iy Khéi cac Doanh nghiép Tinh (Khéng 6 ngwdi nhan) | [Chon tht ca don vil - [Chon don vi cép 1] B8
I

299

Két qua tim kiém khi chon “Tdt ca

Tén/ma don vi:

i Tim theo: @ Titca @ Donvicha

DBTU - Pang BG Tinh Quang Tri (Khéng c6 ngwi nhan) | [Chon tat ca don vi - [Chon don vi cap 1] 63

i dong ha

! HUYENTHITHANHUY - Cac Huyén, Thi, Thanh Uy (Khéng ¢6 ngw&i nhan) | [Chon tat ca don vi] - [Chon don vi cap 1] (9

! TUDH - Thanh ty Béng Ha (Khdng c6 nguwdi nhan)  [Chon tét ca don vi] - [Chon don vi cap 1] B8

i CC -Huyén Bdo Cén Co (Khong c6 ngwi nhan) |

Két qua tim kiém khi chon “Pon vi cha”

+ Nguoi ding bim “Lwu” dé Iuu thong don vi nhan vin ban

— HUYENTHITHANHUY - Céc Huyén, Thi, Thanh Uy (Khéng c6 ngwii nhén) [Chon tt ¢ don vi] - [Chon dom vi cép 1] @

—  HVL - Huyén ty Vinh Linh (Khdng c6 nguwdi nhén) [Chon tt ¢ don vi] - [Chon dom vi cép 1] @

.~ HUVL - Lanh dao Huyén dy Vinh Linh (Khéng c6 nguwdi nhan)

- VPHUVL - Véin phong huyén ty Vinh Linh (Khéng c6 ngui nhén)

BTCHUVL - Ban Té chirc huyén ity Vinh Linh (Khéng c6 nguwdi nhan)

Luwu thong tin don vi nhdn van ban

+ Danh sach don vi nhén s€ dugc hi¢n thi trén man hinh nhap van ban
di:



S6 van ban di*

S6 di theo s6 *

Loai van ban

S6 van ban di 2019 g Don vil phong ban nhan van ban

4 BTGTU - Ban Tuyén Gide Tinh Uy (Ban Tuyén gido)

VPTU - Van Phang Tinh Uy (Van thu Van phang)

Ban chinh - v 2 I
BTCTU - Ban To Chirc Tinh Uy (L& Thi Kim Anh)
Bgmat Mt - BOV - Ban Dén Van Tink Uy (Van thir Ban dén van)
D6 khan o~ p BNC - Ban Nai Chinh Tinh Uy (Van thur Ban néi chinh)
UBKT - Uy Ban Kiém Tra Tinh Uy {Nguyén Van Ba)
Tac gia van ban Ban Tuyén giae ( bantuyengiao) -
Ngwé&i nhan dich danh 4} Chon ngui nhan
Nguwoi ky I —_— vén ban Z
Bon vi nhén bén ngoai: Tap dodn FPT
hlen Gidm déic
Danh sach don vi nhan van ban
- Néu nguoi dung mudn guri van ban truc ti€p dén can b khac vui long lam
theo cac budc sau:
+ Bam chon “Chgn nguoi nhan”
VAN PHONG TiNH UY / GAC BAN DANG TiNH UY

& Thém mdi van ban di

54 higu *

Trich yéu

S6 véan ban di *
Sé di theo 56 *
Loai van ban
D6 mat

Do khan

Téc gia van ban

Givi tin nhin SMS: ) C6 @ Khéng

Ky duyét vdn ban: @ Coky @ Khongky

Phong ban/ den vi nhan 42 Chon don vi nhén
- - Ngwoi nhan dich danh 428 Chon ngudi nhan
- vén ban =

Bon vi nhan bén ngoai:

G TAILIEU DINH KEM
Tén tailigu Chon tai ligu £

Nhap tén tal iéu [ Choose File | No file chosen x

Chon nguoi nhan dich danh van ban

+ Biéu mau chon ngudi nhan dich danh hién ra. Hién thi ra danh sach
cac nhom ngudi ding. Cac dit liéu hién thi ra ldy tir danh sach ngudi
nhan vin ban gdm cac “Nhém nguéi nhian mic dinh cia hé thong”
va cac “Nhém ngwoi nhan van ban thudc don vi hién tai cia

ngudi dung” (Tham khao phan “Quaén Iy ngwdi nhan vin bin™).



Tén nhomicén bé:

DANH SACH NGUOT NHAN VAN BAN -

Tim theo: @ Ténnhém Tén can bd

Q. Timkiém

| @ Tinh uy vien |[Chon tét ca]

: @ Demo 123 |[Chen tat ca]

! @ Ban thwong vu Tinh Uy (11) | [Chon tat ca]

! g

Hwong

| = HﬁDal s

s Phung

i Nguyénvan Hu"g

Man hinh chon nguoi nhan van ban dich danh

+ Nguoi ding c6 thé tim kiém nguoi nhan vin ban bang cach go tén
nguoi hodc tén nhom can tim, chon loai tim kiém “Tén nhém” (Tét
ca cac nhom ngudi nhan vin ban) hodc “Tén can bd” (Tit ca cac
can by nhan vién c6 mat trong nhém don vi nhan van ban). Sau do

bam “Tim kiém” hodc nhan “Enter” trén 6 nhap.

DANH SACH NGUOT NHAN VAN BAN s

ITén nhém/cén bé:

1

2 & Ténnhém Tén can ba I

| @ Tinh uy vien |[Chon tét ci]

| @ Demo 123 |[Chon tat ca]

| @& Ban thwong vy Tinh Uy (11) | [Chon tit ca]

| : Lé Thi Lan

Hwong

“H6 Dai Nam
Phan Van Phung
Thai Van Hoat

Nguyén Van Hing

Tim kiém nguoi nhdn van ban

+ Céc ban ghi théa man diéu kién tim kiém s€ dugc t6 mau do

10



Tén nhémican bg:

| hiseig ‘ Tim theo: @ Ténnhém ¢ Téncanhd

| @ Ban thwirng vu Tinh Uy (11) [Chon tat ca]

— [ L& Thi Lan Hwong |

—— | UVTV. Hoang Birc Thing |

| [ UVTV. Nguyén Bang Quang |

Ket qua tim kiem theo “Tén nhom”

Tén nhom/can bé:

| hueng | Tim theo: ) Ténnhém @ Tén canbd

'@ Tinh uy vien |[Chon tit cd]

| @ Demo 123 |[Chon tét ca]

| @ Ban thwirng vu Tinh Uy (11) E[Chx_m tat ca)

—EV'____LéThi Lan Hwong |

— [ UVTV. Nguyén Hoai Phuwong |

| @ Tinh gy vién (26) | [Chon tit ca]

( - e m.H —

| | TUV. L& Van Phwong |

Ket qua tim kiéem theo “Tén can bo”

+ D¢ chon nguoi nhan van ban nguodi dung bam chon “checkbox” &
moi dau dong nguoi dung ¢ bén trai hoac bam chon “Chon tat ca”

dé chon tat ca nguoi ding trong nhom nguoi nhan vin ban.

11



DANH SACH NGUOT NHAN VAN BAN =

Tén nhomican bg: Tim theo: @ Ténnhom (O Téncanbd

! @& Tinh uy vien |[Chon tat cd]

! @ Demo 123 |[Chon tat cd]

. & Ban thwong vu Tinh Uy (11) |[Chon tit ca]

—— & Thi Lan Hwong

— é Bai Nam

— hai Van Hoat

B = -
Chon nguoi nhdn van ban

+ Pé luu thong tni nguodi nhan vin ban ngudi ding bam “Chon va

déng” dé luu thong tin ngudi nhan dich danh van ban

Phan Vidn Phung

Théi Van Hoat

MNguyén Van Hing

CHON VA DONG

Chon nguoi nhdn van ban

+ Danh sach don vi nhén s€ dugc hi¢n thi trén man hinh nhap van ban

di:

56 di theo s6 NGUON NHAN BICH DANH
i vin ba Lé Thi Lan Huron
Loai van ban - Chon loai van ban — - ¢
Hb Bai Nam
bo mat -
0 md hon dé m -
Phan Vén Phung
B0 khén — Chon d6 khén — - Théi Van Hoat
Téc gia van ban Chon téc o - Nguy&n Van Hing
UVTV. Hoang Bire Thing
Nguori ky hon nqudi ki -
Qe UVTV Nguyén Ding Quang
Chirc vy UVTV. Nguyén DiFc Diing
M déing ky PL co quan . B UVTV. Nguyén Hoai Phuong
i UVTV Tran Birc Viét
Thé logi vén ban — Chon Thé loai vin ban — v P :
(4 Thém mi) Ho Thi Thu Hang

Danh sdach nguoi nhdn dich danh van ban

12



- Néu nguoi dung muon dinh kém tai li€u vao van ban di phat hanh vui long

B6 khan

Tac gia vén ban
Nguwai ky

Chirc vy

Ma déng ky

B6 khan

Tac gia vén ban

lam theo cac budc sau:

+ Bam chon dau “Cdng” & bén tay phai man hinh bén canh c6t “Chon

35
don vi
Ben vi nhan bén ngoai:
G TAI LIEU DINH KEM
Tén tai ligu Chon tai liéu
| Choose File | No file chosen x
PL co quan

Thém tai liéu dinh kem
+ Bam “Choose File” dé chon tai liéu dinh kém
Ben vi nhan bén ngoai:

G TAI LIEU DINH KEM

Nguéi ky
Tén tai ligu Chon tai liéu =
Chirc vy
| Choose File | No file chosen x
Ma dang ky PL co quan
Chon tai liéu dinh kem
+ (Tuy chon) Nhap tén tai li¢u. Néu khong nhap h¢ thong s€ tu dong
cap nhat tén cho tai liéu dinh kém dua theo thoi gian cdp nhat van
ban
@ TAI LIEU BINH KEM
Tén tai ligu Chon tai ligu =t
tai ligdu 1 Choose File | output_json >
tai ligu 2 Choose File | T.PNG 4
tai ligu 3 Cheose File | 3 PNG »®

Nhdp tén tai liéu dinh kem

13



- Budc 3: Sau khi nhap ddy du théng tin van ban. Kich chon “Luwu vin ban”

dé luu van ban, hodc chon nit “Huy bé” néu muon hiy “Tao van ban”

Hiy bd

Luu thong tin van ban di phat hanh

- Sau khi thém méi vian ban di phat hanh phan mém chuyén vé trang chi tiét

van ban. Ngudi ding co thé theo ddi cac thong tin vin ban di da nhép.

= THONG TIN VAN BAN BI
Thé loai van ban  Bi&n ban
Loai vdn ban  Ban chinh
Trich yéu 1
Ngay ban hanh  06-06-2019
Ngay tao  26-06-2019
Ngay co hiéu lwc =~ 28-06-2019
Pomat | Mat
Ma dang ky 1
Nguwi ky

NGi dung van ban  442017/TT-BYT

Linh vipc

Loai co quan

$4 higu

Ngay van ban
Ngay hét hiéu lwc
Do khén

Tac gia

Chirc vu ngudi ky

Thong tin van ban di

Quéc phéng — An ninh

Bé& va co quan ngang bd

A472017/TT-BYT

30-06-2019
Khan
Ban Tuyén gido

Gidm déc

- Tai trang chi tiét nguoi dung co thé theo ddi danh sach cac don vi va nguoi

dung nhan vin ban. Cé thé theo ddi trang thai tiép nhan van ban ciia timg

nguoi dung va don vi.
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< Giri don vi khic < Giri ca nhdn khic

Ban Tuyén Giga Tinh Uy (Ngwdi nhan: Ban Tuyén Lé Thi Lan Hrong (# Chwa doc)
giao) (# Chwa doc)

- Hd Bai Nam (# Chwa doc)
Van Phong Tinh Uy (Ngwei nhan: Van thw Véan phong)

(% Chuwa doc) Phan Vin Phung (® Chuwa doc)
Ban Té Chirc Tinh Uy (Ngwéi nhan: Lé Thi Kim Anh) { Théi Van Hoat (% Chwa doc)
& Chwra doc)

Nguyén Van Hing (% Chwa d
Bon vi! phéng ban nhan guyen Van rung ( wa doc)

5n ba Ban Dan Van Tinh Uy (Ngwoi nhan: Vin the Ban dan Ngw&i nhan dich danh s
vandan |1 van) (e Chua doc) UVTV. Hoang Bic Théng (@ Chura doc)
Ban Ngi Chinh Tinh Uy (Ngwoi nhan: Vén the Ban ngi UVTV. Nguyén Bang Quang (> Chwa doc)

NIk (e hikadge) UVTV Nguyén Birc Diing (# Chra doc)
Uy Ban Kiém Tra Tinh Uy (Ngw&i nhan: Nguyén Van

Ba) (# Chua doc) UVTV. Nguyén Hoai Phirong (@ Chrra doc)

UVTV. Trén Biic Viét (# Chwa doc)

Hb Thi Thu Hing (® Chuwa doc)

Bomn vinhan vdn ban bén  Tép doan FPT
ngoai

Danh séach don vi va nguoi ding tiép nhdn van ban
4. Danh sach van ban di chwa xir ly

bé xem danh sach van ban chua xu 1y, nguoi dung lam nhu sau:

- Budc 1: Nguoi dung chon chic nang “Quan 1y van ban di” sau do chon
churc nang “Danh sach van ban chua xu 1y”.

- Pé xem chi tiét mot van ban trong danh sach, nguoi dung nhan vao Trich
yéu cua van ban do.
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