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S6433 /UBND-VP Quang Ninh, ngay 03 thang 6 nam 2019

VIV trién khai thuc hién giri, nhan vin ban
dién tr co ky so trén truc van ban quoc
gia va hé thong QLVB&DH cua tinh

Kinh guri: - C&c phong ban, don vi su nghiép truc thuoc UBND huyén;
- UBND cac x4, thi tran.

Thuc hién Chi thi 05/CT-UBND ngay 03/5/2019 ctia UBND tinh vé viéc
ting cuong trao doi, luwu trir, xtr 1y tai liéu dién tur trén Hé thong QLVB&DH
cia tinh Quang Binh; Cong vian sé 501/UBND-KSTT ngay 16/4/2019 cua
UBND tinh vé viéc gt nhan van ban dién tr c6 ky sb trén truc van ban qué)c
gia va hé thong QLVB&PH cua tinh.

Ngay 30/5/2019, UBND tinh Quéang Binh thi diém trién khai ky s6 va
giri nhan vian ban gitra cac huyén, cac so, cac co quan trong toan tinh (thi diém
ky sd dbi véi van ban do chuyén vién thudc Vin phong HDND va UBND
huyén du thao). Theo du kién tir ngay 04/6/2019 (Thir Ba) bat dau trién khai
thue hién giri, nhan van ban dién tir c6 ky s, trong d6, thi diém khong gui van
ban gidy d6i voi 04 loai vian ban dién tir da ky sd: Thong bao, Cong dién, Gidy
moi va Vin ban hoa toc gilta cac phong, ban, don vi, so, ban, nganh dang thuc
hién viéc luan chuyén vin ban bang phian mém QLVB&DH. Bé chuan bi cho
viéc trién khai guri, nhan van ban dién tr c6 ky s6 duoc thuan lgi, UBND
huyén dé nghi cac phong ban, don vi, UBND céc xa, thi trin thuc hién tot
nhirng ndi dung sau day:

1. Ra soat tinh hinh st dung chimg thu sé chuyén dung, bao dam tinh
trang hoat dong binh thudng d6i voi cac thiét bi luu khoa bi mat (thiét bi ky s6)
da dugc cap, nhat 1a doi véi thiét bi ky s6 ciia co quan va cta ca nhan lanh dao
Co quan.

2. Kiém tra hé thdng ha tang phan cimg va phan mém, t6 chirc bao dam
cac diéu kién tmg dung ky sb va gui, nhan vin ban dién tir c6 ky sb tai co
quan, nhat hé thong mang két ndi internet bang rong, cac may vi tinh cta lanh
dao va van thu co quan. Can by quan tri mang khan truong chuan hoéa, cai dat
ph?m mém hé diéu hanh, phén mém soan thao, xem vin ban, cac phﬁn mém,
cong cu hd tro ky sd va hd tro 1anh dao, van thu co quan thuc luyén k¥ ning ky
sO trén hé thong QLVB&DH.



3. Trong thoi gian dau thuc hién viéc ky sb chi thuc hién dbi véi nhiing
van ban do UBND huyén ban hanh, cac van ban cac don vi, phong, ban, cac xa
thi trdn van thuc hién theo phuong phap cii. Lanh dao cac phong ban, don vi
tryc thudc chi dao chuyén vién thuc hién viéc soan thdo tai phﬁn mém
QLVB&DPH bang chirc ning “Xu 1y cong viéec — Nhap méi van ban dy thao”
(C6 hwdng dan kém theo céng vin nay) thay vi stt dung chirc nang “Vin ban di
— Cap nhat van ban du thao da duyét”.

4. Thong tin lién hé phdi hop, hd trg cua Vin phong HDPND&UBND
huyén:

C)ng: Ng6 Vian Binh, Vién chirc quan tri mang; dién thoai: 0888 409 777

Thoi gian chuan bj trién khai theo chi dao cia UBND huyén kha gap rut.
Dé nghi tha truong cac phong ban, don vi, UBND cac x4, thi tran quan tAm chi
dao can bg, cong churc khan truong phéi hop, thuc hién.
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HUONG DAN DU THAO VAN BAN TRINH KY
BANG KY SO PIEN TU
(Ap dung cho chuyén vién)

1. Chuyén vién truy cap phan mém QLVB&DH ding nhép bing tai
khoan chuyén vién da duogc cap:

& C (@ Khéng bio mat | glvb-quangninh.quangbinh.gov.vn/quangninh/VBdi.nsfopen L +¢ o i
@ HE| CHUONG; TRINH| QUAN| LY/ VAN, BAN, VA, HO] SOJCONG VIEC
R TiNH] QUANG] BINH|

GIOI THIEU MODULE VAN BAN BI (QLVE & HSCV) Dang nhap hé théng

Module van ban di 1a mdt thanh phén quan trong cda hé théng (glvb & hscv) trong H& phan mém TD Tén dang nhap:
Office. dwoc phat trién trén nén Lotus Demine 6.x cia hang IBM ) R
Ly tu xéy dymg cia mg dung REE  ——

- Tiép nhan, lwru trir va phan theo dai hdi bao véi cic van ban phat hanh cia don vi
Il. Cac tinh ndng ndi bat: | ~ Nhé mat khau @
- Cung cap cac tién ich gidp van thu tiep nhan, vao s van ban dé dang va nhanh chéng
- Giao dién hién thi duoc thay ddi véi tlng doi twong ngudi sir dung

- Cho phép tao I4p céc s6 cong van theo miu cla den vi
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2. Kick Tab “Xu ly cong viéc”
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[ 2) H tro digu hanh tacnghiep-T0 X & +

€ C  ® Knhéng b3o mat | glvb-quangninh.quangbinh.gov.vn/quangninh/index.nsf/C
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Ngé Van Binh [Thoat] [D&i mét kndu] Trang chd

1.Van ban dén (1234)

Lﬁ F @ fd 1.1.Van ban chd x Iy (2)

Van ban dén iy cong viéc Van ban di TT téng hop 1.2 Van ban phéi hop xir I (1225)
e | _— = P x 2 2 g o oh
3.Van ban nhan de biét (2)
& I @) =
Danh myc Lich cong tac Trg gitp 1.4 \en bt quan trong W (3)

2.Hé so cong viéc (1)

3. Kick Tab “Nhap méi VBDT”



2 Heé chuong trinh quan Iy Van b3 X

<« C O Knéng bio mat

1. VAN BAN DU THAO

1.1. VBDT ¢6 gan ddu sao g
1.2. Toan bd VBDT kén quan
13. La nguéi tao

1.4.La nguoi xir ly

1.5. La nguwon gop ¥

2. PHIEU YEU CAU

3.HO SO CONG VIEC

4. Tra ciru di¥ ligu cac nam

+

glvb-quangninh.quangbinh.gov.vn/quangnin

Nhap tir khéa can tim

éc cong viéc can gié quyét

QUANG NINH - QUANG BINH \
TRANG THONG TIN DII', NTU

~ PHIEU YEU CAU

Nhédp méi PYC

-

Trang chd | Danh muc | Van ba

> HO SO CONG VIEC

Nhép mod HSXLVB ¥

1 Hé so phdi hop xir I

2 Van ban dang dy thao
1 VBDT @3 chuyén ky duyét (13 ngudi du thio)
3 VBDT c4n soan thdo ial (14 ngudi soan)

3VBDT can soan thio lal

Tai TDOffice App
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4. Pién thong tin & cac trudong “Loai van ban”, “Trich yéu”, “Nguoi ky”. Sau

do chon tép dé dinh kém file d4 soan thao va bAm biéu tuong Luu H

2 Hé chuong trinh quan Iy Van b X

& C A Khéng

1. VBDT ¢6 g4n diu sao

1.2. Toan b§ VBDT lién quan
1.3. La nguwoi tao

1.4, La ngudi xir Iy

15. La ngudi gop ¥

2. PHIEU YEU CAU

3. HO SO CONG VIEC

4. Tra ctru diF liéu cac nam

Tra ciru hd so
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| [t oy =

| Phat hanh kém tép VB dén
Ngay tao: [31/05/2013 |
Lavanban QPPL: @ Khéng ( Cé Ngay cép nhat: 16:25 31/05/2019
Ngudi soan thdo: Ngé Van Binh Bon vi soan thao: Van phong HDND va UBND
M3 VB dv thdo: DT65
Loai van ban* [Céng van v
 [Véviec
Trich yéu:*
Ngwoi ky: Lé Ngoc Huan v Chdre vu: Phé Chi tich UBND
- | [v
Danh séch xin y kién:
Thai han cho ¥ kién: E Trang thai: Dang soan thao
nh Chwa gan tép van ban
@ Lién két van ban
Van ban dén Thém link van ban dén

©Noi nhan

@ Théng tin Dy thao

Y kién Dinh kém tép
| Chon tép | Khdng cé...oc chon || Chon tép | Khéng cé...oc chon I Chon tép |Khéng cé...oc chon ‘ H
| Chon tép | Khéng c6...cc chon
Ngay gi& Ngwéi tao Y kién Ngudi nhan
@ Ngwoi chiu trach nhiém vé ni dung
Danh sach ngudi nhan: v | Chuyén xir ly
Quaylai  Ghilai I
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5. Sau khi luu file, thyc hién viéc Chon Lanh dao Van phong & muc “Nguoi
chiu trach nhiém ndi dung” dé kiém tra van ban



2 Héchuongtrinhquin iy Vanbs X & Tép da tai xudng x  +
& C A Knhéng b3o mat | glvb-quangninh.quangbinh.gov.vn/quangninh/hosocv.nsf/Default_Hoso?OpenForm&rand=0,615808
4. Tra ciru dir liéu céc nam Trich yéu:*
y Nguwoi ky: v
S
Danh sach xin y kién:
I
=~ Thoi han cho § kién i |
: Tép VB ban hanh: Chua gan tép van ban
gp trkh L i~ © Lién két van ban

Vin ban dén

(©Noi nhan
@ Théng tin Dy thao
¥ kién
| Chion tdp | Khong cd...oc chon |
Ngay gio Nguéi tao Y kién

|0 CV trien khal chu ky so.doc @
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31/05/2019 04:35 PM Ngb Vi

@ Ngwéi chiu trach nhigm vé ngi du
Danh sach nguéi nhan: Nguyén Vi Ngoc Oanh
Ghilal  Sao chép VBDT moi

Quay lai Xéa VBDT

Chon tép | Khdng ¢6...0c chon l Chon tép |Khéng c6...oc chon || Chon tép |Khdng co...oc chon 1

[E=lc g™ x|

Chire vu

Trang théi: Dang soan thdo
Thém link van ban dén

Dinh kém tép
A

Nguwoi nhan

B X

v | Chuyén xi¥ Iy

Tai TDOffice App

D Abp Store & E.

6. Qua trinh nay Lanh dao van phong sé thuc hién xem xét van ban va chinh
stra, sau do ky nhay (n€u co) ré1 chuyén lai van ban do cho Chuyén vién trinh

ky hoac trinh
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ng trinh quan I Van b
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C ® Khéng bdo mat

tryc tiép lanh dao UB

Tép 43 tai xudng
.

qglvb-quangninh.quangbinh.gov.vn/quangninh, f, fault Hoso?OpenForm&rand=0,9338521400
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Van ban dén
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Thém link van ban dén

Dinh kém tép
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Y kién
Chon tép Kr;.;ing cér oc cﬁon
Chon tép | Khéng ¢6...oc chon
Ngay gior Nguwoi tao ¥ kién
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31/05/2019 04:41 PM

31/05/2019 04:41 PM
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Ngé Vn Binh
Ngé Van Binh
Nguyén Vi Ngoc Oanh
Ngé Van Binh
Nguy&n Vi Ngoc Oanh

Nguyén Vil Ngoc Oanh

@ Ngwéi chiu trach nhiém vé ngi dung

Danh sach nguéi nhan: Nguyén Vi Ngoc Oanh

Quay lai  Ghilal

Sao chép VBDT m&i

Xoéa VBDT

\§ CV trien khai chu ky so.doc @
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(@ CONG VAN CHUAN Bl CHAY;

R KV sOdoc B

Ngw&i nhan

Nguy&n Va Ngoc
Oanh

Ngb Van Binh

Nguy&n Va Ngoc
Oanh

B

Ngé Van Binh

v | Chuyén xir Iy

Tai TDOffice App

D Apb Store &

7. Sau khi van ban da chinh stra va dugc lanh dao Van phong duyét ndi1 dung,
chuyén vién thuc hién vi¢c chuyén van ban dy thao thanh van ban ban hanh.
Kick nit miii tén mau xanh dé€ van ban chuyén thanh van ban ban hanh
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& C  ® Khong bdo mat | givb-quangninh.quangbinh.gov.vn
Nhip tir khoa can tim ]q =
Tra clru dy thdo Danh sach xin y kién:
an tim - —
]% Thoi han cho y kien: ﬁ Trang thai: Dang soan thao
Tra ciru phiéu yéu cdu
INhap tir khba can tim ]% : X 0 coNG VAN CHUAN BI CHAY THU CHU KY SO.doc  / @
@ Lién két van ban
Van ban dén Thém link van ban dén
©Noi nhan
@ Théng tin Dy thao
Y kién Dinh kem tép
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| Chon tép | Khéng c6...oc chon
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31/05/2019 04:39 PM Nguyén Vi Ngoc Oanh 2 Ngb Van Binh
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+
31/05/2019 04:41 PM Nguyén Vi Ngoc Oanh
@ Nguwoi chiu trach nhiém vé ndi dung
Danh sach ngudi nhan: [Nguy&n Vi Ngoc Oanh v | chuyén xir iy
Quav lai Ghilai = Saochép VBDT méi = X6a VBDT D
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8. Thyc hién “Ghi lai” va Chuyén trinh ky duyét

P Héchuongtrinhquanj Vanb: X & Tép 83 tai sudng X ot L= | O e
<« (¢ A Khong bdo mat | glvb-quangninh.quangbinh.gov.vn/quan h/hosocv.nsf/Default_Hoso?OpenForm&rand=0,9 bve o
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CHUC NANG Van ban dy thao ¥
1. VAN BAN DU THAO Quaylai  Ghilai | SaochépVBDTm&i  Chuyénkyduyét — X6aVBDT  Thuhdi
1. VBOT ¢ gdn diusa0 oy | Phét hanh kém tép VB Gén

12.Todn bd \

Ngay tao: 31/05/2
LavanbanQPPL: ®

g co Ngay cap nhat. 16:46 31/05/2019
Van Binh Bon vi soan thao: Van phong HDND va UBND

1.3. La nguwoi tao

1.4, La nguwoi xur I
0 y Nguéi soan thao:
1.5. La ngudi gop ¥ M3 VB du th3

2. PHIEU YEU CAU

Loai v: " ICéng van v
3. HO SO CONG VIEC = T
4.Tra ciru di liéu cac nam tich yéu:*
Tra ciru hd so
Nguwoi ky: L& Ngoc Huan v Chire vy: Phé Chi tich UBND
Nhap tir khoa can tim oY
bl
Tra clru du thdo Danh sach xin y kién:
Nhap tis khéa cén tim : -
- - =~ Thei han cho § kién A Trang théi- Dang soan thio

K @ CONG VAN CHUAN BI CHAY THU CHU K¥ S0.doc AR 4
@ Lién két van ban

Van ban dén Thém link van ban aén
©Noi nhan

@ Théng tin Dy thao
Y kién Dinh kemté X
‘ Em

|Chon tép | Khéng c6...oc chon ,Cho,", !ép Khéng cé
| Chon tép | Khéng c6...o¢ chon

Chi ri anh

e mm 5 EB®™

A

9. Vin ban sau khi, lanh dao UBND huyén ky duyét s€ duoc van thu vao so,
ngay thang, dong dau va phat hanh dién tir c6 ky so theo danh sach noi nhén va
chuyén vién soan thao cung cap.
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