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I. MO PAU
1. Muc dich tai liéu
Tai ligu hd tro nguoi dung céc thao tac sir dung chirc nang hé thdng theo ting
budc cu thé va c6 hinh anh minh hoa (step by step).
2. Phamvi
Tai liéu nay st dung cho tét ca cac ddi tugng tham gia khai thac hé thong.
3. Cach sir dung
Tai ligu dugc viet theo quy trinh van hanh khai théc thuc té, nguoi diing ¢6 the
doc theo thir tu tir nhé dén 16n caa cac muc.
4. Cac quy wée danh may
- Chit ¢6 dinh dang mau xanh duong, c6 gach chan: sit dung cho cac duong dan
(link). Vi du: https://vpdt.quangtri.gov.vn/
- Chit ¢6 dinh dang in dam duoc dat trong ngoac kép: sir dung cho tén ndt chuac
nang. Vi du: “Cap nhat”
- Chit ¢6 dinh dang in nghiéng dugc dat trong ngoac kép: su dung cho cac tur
ngtt can dugc luu y trong qua trinh thao tac. Vi du: “Tén dang nhdp”

Il. HUONG DAN SU DUNG
1. Pang nhap

bia chi dang nhap
https://vpdt.qguangtri.gov.vn/ q ’
Neuoi dung st dung tai khoan quan tri va mat khau di duoc cap:

Tén truy cap

Mét khau

Quén mét khau?

DANG NHAP

SUF DUNG TOKEN



https://vpdt.quangtri.gov.vn/
https://vpdt.quangtri.gov.vn/

2. Quy trinh xir ly van ban

2.1, Ch}'rc danh Van thu”
a. Dol voi Van ban den
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- Trwdng, Phé phong, chuyén
vién NC-TH

- Phong, Ban, Trung tam

Ghi chu:
- Nhitng néi dung trong 6 c6 duong vién lién nhau dugc thuc hién trén He théng
Quan 1y vin ban va ho so cong viéc.
- Nhiing ndi dung trong 6 ¢ duong vién roi nhau (hodc duoc chi dan bdi miii tén
khong lién mach) duoc thuc hién theo phuong thuc thu cong truyén thong.
b. Doi Véi Viin ban di
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2.2. Doi v6i chire danh Ca nhan

Kt thic VB

QUY TRINH X7 LY VAN BAN BEN
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Ghi chd: Nhirng noi dung trong 6 c6 dudng vién lién nhau duoc thyc hién trén Hé thdng

Quan 1y vin ban va hd so cong viéc.

3. Cic buéc thuc hién chi tiét
3.1. Poi véi Van thu:
- Bang nhap tai khoan Van thu

a. Ban hanh van ban dién tu

Déi Véi Vin bén di dién tir (La vin ban ma Lanh dgo chuyén vé Vin thw ban

hanh)

Bang y

+ V20 Quan Iy Vin ban di -> chon “Chd xir Iy
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Ca nhan nhan VB

Lanh dao Van
phong UBND tinh

Lanh dao UBND
tinh

Van thu

Van thir huyén Gio Linh e
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- Cap nhat lai thong tin van ban.

- Chon “Ky s6 van ban”: cu thé nhu sau

+ Chon “Ky s6 van ban” hoic “Ky s6 Token’
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THONG TIN VAN BAN DI
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+ Apdung X Hiybo

+ Kéo ky sb vé vi tri can ky -> chon Ap dung

+ Kiém tra c4c thong tin lién quan

- Chon “Thong tin nhan” dé chon cac don vi can gui dén.
- Nhin “Ban hanh” dé ban hanh vian ban.

b. Péi véi Vin ban di la Vin ban gidy



Chon muc Tao van ban di -> Van ban di (Hinh dudi) , ’
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7 | 1200050007 Vv Thanh 19p ik Gbng col I chon HSG quée 9 THPT ndim hoc 2022-2023 i ioh Qudny 15022023
s |3wmcseoor 840 cdo ioh hinh gido duc 340 190 thang 02 vi thikm vy 1rong tam thing 3 nam 2023 1610212023
9 |3wmcseoaT Bdo cdo théng ki =4 iibu chil yéu vé cdng téc phdng chéng ham nhiing thng 02 nim 2023 16022023
10 |238C-s608T B30 cdo Gdnh gid tinh hinh, két qud thuc hidn Quy inh 132-QB/TW cila BS Chinh i vd HD 21 ciia BTCTW 06022023

Téing 56 van bin 203 - » o

DANH SACH NHAN TRANG THAL BAO CAO VIEC THY/C HIEN THONG TU' SO 21/2020/TT-8GDDT NGAY 31/7/2020 CUA B) TRUGNG BO GIAO DYC VA DAO TAO VA DE XUAT
SUAIPOL BO SUNG [133/BC-SGDDT]

e
m Nguin gin Bom vi nhan Thén gian
1 | vanfusgddt@quangtn gov.vvSE Gido duc va Bao tao - Tinh Quing Tr 2010272023 16:13:38
2 | Quén iy hé méng van bin/BA Gido duc va Ddo taa 86 Gido duc va D30 t30(G03 D3 dén
3 | vénbén 6énBA Gido duc va Do a0 B3 tép nndn
4 Vi thu Vu T8 chirc Cdn B&VU T6 chire cin bd Vu T8 chirc cén b4 - BS Gido duc va D30 180(G03 10) | Dang x Donviviosd | 2710272023 163137

+ Quan Iy Vin ban da huy: Theo doi Van ban da hay trén hé thdng va c6 thé lay lai
Van ban da huy truoc do.
M@t so trang thai Theo QD 28

L3 & (=]
Tangchl  Danhbs  Théngtincdnhdn  Bicéiphon  Hudngansidumg  Teo v bin

@ Quln b vin bin G = b (QD28) VBN lal VN bin bl don i khic 7 ai
£3 Oudn by van ban dén (4) = “
£ Vanbin dén a
Thin gian tir
2 (o2 vemand - B Trich ybu cndi dotir i
1 12DKHSGDET K hoseh thisc ¥ tic. cdi cdch tw phdp oomG0z K UBND Thitrdn Kne Sanh 26087023 ko dng nod nhdn
2 108 VB 1rd i = 2023 cia 55 Gido duc nosch  huyén Hurdmg Hoa

2 1435/5GDATVP

Vi i b b dom on vin g b cOng i bio im an toin Dhéng chi, chir 20062023 Cong  UBND Thi trin Khe Sanh ﬁ;'ﬁ 2023 khéng cd noi nhén

hiby trong didu kidn thes tiét ki ay win huyén Hirimg Hoa

i b

b 3 1sesGeT Vi viée bio cho k1 qu tién khai thue hidn ndi dung thanh ph 4062023 Cong  UBNDiRAshphiBongHa 14087023  UBNDTPKhéng co ip
KHTC gido duc v 30 a0 thuc Chuong tinh MTQG iy dumg ndng thin an 1535 nhin vb
S omvarmsd | & i 06 thang du nam 2023
4 1347/5G08T. Phat dgng mé dot cao diém hoan thanh cip CCCD gan chip va 13062023  Cong  UBND Thitrdn Khe Sanh 13062023 khong ding noi nhan
3 (o028 vBcipmhet @ aLCLEHTT Gang ky, Kich hoot 1 Khodn dinh danh dién K tron dia b wan huyén Hirimg Hoa 13
& oo cira v b 5 AESGOOT- Vi viéc phi hop luyén iuyin cdag tc tuyén sinhvaolop 10ndm 12062023 Coag  UBNDThiidnKne Sanh 13087023 kibng diing nor nhin
aLcLeHTT hoc 20232024 win  huyén Hirimg Hoa 1433
& Haso cing vic B 6 T3ATLSGOOT Vi viéc ban hanh Guyét dinh cong nhin inrimg Bat chudn quic gia T UBND finh Quang Tri 05042023 HG so TTH
inh 1623
Cudin frvan bin = -
7 GZOTTSGOBT Vi viéc ban hanh Guyétdinh cong nhin tnrimg Dot chubn quéc gia | 20032023 Ter UBND tinh Guing Tri 20032023 hbsoTTHC

FA Lidn thing truc Edac 0903

Tra ciru Vin ban (Tim kiém nang cao)

R

Quin § vin bin &

B

Quinijvinbingdn =

B

12028 V8 ha bl a

]

12028 vE i i3l a

i

12028 v shay

i

oM vEdemi 3

Tra einu vin bin

ol
-

[F— -

Qe v i i a

[ Lk tndng e Eiee

2 Bhesie 2| vanbin e tigidy c

o uini

Tim chinn xic Vin b b

[EETE YT TS

3.2. Péi v6i Lanh dao, Chuyén vién (CBCC,VC)
* Sogn thao: Viéc thao vin ban duwoc thyee hién trén phan mém Office Word nhur
truyén thong
- Bang nhap hé théng tai dia chi vpdt.quangtri.gov.vn

C @ vpdtquangtrigovn/qivbah_qti/maintiar o « 0@

Iranthimyhang@quangtri gov v

HE THONG QUAN LY VAN BAN VA HO SO CONG VIEC

TiNH QUANG TR|

Danvi quin r) v hb trg kj thudt: Trung tm Tin ho tinh Qudng T bt K

Bl chi 45 Hing Vurang - TP D3ng Hb - Quing Tr

thosi: 0733 3666112 Email trungtamiinhoc@quanglii govn

6 b8 trg c4i agt tén he @ hanh Android, 10S)
S17 DUNG TOKEN

a. Cap nhat théng tin ca nhan:



HE THONG QUAN LY VAN BAN VA HO SG CONG VIEC

TINH QUANG TRI
& & = =

Trang chi Danh ba héng tin ca nhan Bad cai plugin Huéng dén st dung Tao van ban

13/07/2020 17:10:51 admin.ubnd =]
Béng cdy thu muc nhan vien [ USB Token - SHA256 (J Clear Session SmariCA
Cau hinh loai ky s0 trén web Ma nhan vién

Ky sb token, Ky s6 mobile PKI e
Chidu réng (point) Chiéu cao (point) Khoang céch (point) Vitri chif ky (point) Con déu (mm) Vi tri déng déu (%)

70 point 20 point 0 point 37 mm B%

Céu hinh logi kj s trén app mabile Céu hinh mang sim kj PKI Dign thoai PKI

Ky sb mobile PKI v Ban Co yéu Chinh pha v 09|
Anh dai dign: Anh chi ky:

png o @
o
iri file dinh kém ___ i 1 tap tin dugc chon & Giri file dinh kém ...

b. Xt 1y Van ban dén:

- S e
Trang chi Danh ba Théng tin ¢d nhan B4 cdi plugin Huéng din si dung Tao van ban

A Van ban én (592) S | @ Vanbandén/ VEnban dén cin xir Iy
Van ban Gén CAn X7 I ee—
(570)

- Van ban ban hanh ndi b3 (4)

Trichyéu~ | Nnap tir khod

mmmm me— I

Céng van 0310772023 0310772023 S5 Thng fin va Truyén thong

Van ban aén 63 X1 I
i Van ban xem d& biét (18)

L Vén ban én trd lai TIXSTTTT-

BCVTECNT
E4 vanbandi (2) e l
< . .
Chon Van ban can xt ly

THONG TIN VAN BAN DEN -]

I I I e [ N
Trich yéu Vv 3ang ki can bd tham gia churong trinh dao tao kién thirc va ki nang bao am an toan théng tin
Sb ky higu TIUSTTTT-BCVTACNTT Bon vi ban hanh van ban S6 Thong tin va Truyén thang
Ngay dén 03107/2023 86 van ban S0 VB dén 86 dén 1234
Vin ban V&n ban ni tinh van ban gidy Knéng cé vén ban gidy
Db mat Thuéng
Loai van ban Van ban mai Hinh thirc Cong van Do khan Hoa thc
File dinh kém 82 Nén va taitat ca

DKDTATTT2023 pof (Nqui gifi: V&n thir S& TTTT - 03/07/2023 08:48:46)

Thong tin ky sé: . . .

1. Nguyén Thi Huyén - SO THONG TIN VA TRUYEN THONG - UY BAN NHAN DAN TiNH QUANG TR - 03/07/2023 08:22:48 - Chi ky 56 hop ¢ - Chimg thur 56 con hidu Iirc
2. S0 THONG TIN VA TRUYEN THONG - UY BAN NHAN DAN TiNH QUANG TRI - 03/07/2023 08:48:35 - Chif ky 56 hop I - Chimg thur 56 con hiéu luc

Thang tin vé van ban dé xuat T4 liéu lién quan:
(vén ban dén) cong van cu can bo dao tao attt toan guoc 1906 pdf

Ngay hét han
Ghi chi

+ Tra lai VB: Tra VB cho nguoi chuyén

+ Chuyén xur 1y: Phan Vin ban cho dbi twong can xir ly

+ Van ban tra 1oi: Dy thao ban hanh VB di lién quan d¢én VB dén duoc phan cong
xu ly

+ Luu ho so: Luu VB vao hd so (Tén ho so VB) duoc tao tur trude, hoac Ho so ca
nhan theo doi

+ Két thiic Van ban: VB dén mang tinh chét dé biét.

* Va0 Tao vin ban tra 10i tir VB dén duoc giao xir ly

-> Chon muc Van ban tra oi:

10



THONG TIN VAN BAN BEN

P | Knditao Van ban di e -

6 ky higu 713STTTT-BCVTACNTT Bon vi ban hanh van ban 56 Théng fin va Truyén thang

Ngay dén 03/0712023 6 van ban 56 VB dén 80 dén 1234
Van ban Van ban ndi tinh Van ban gidy Khéng co van ban gidy

DO mat Thudng

Loai van ban VAN ban méi Hinh thirc Céng vin B4 knan Ho the
File dinh kém 2 Nén va tai tht cd

DKDTATTT2023 pdif (Ngusi giric V&n thur S& TTTT - 03/07/2023 08:48:46)
Thang tin ky s6:
1. Nguy&n Thi Huyén - SO THONG TIN VA TRUYEN THONG - UY BAN NHAN DAN TiNH QUANG TRI - 03/07/2023 08:22-48 - Chir ky s6 hop 1& - Chimg thwr s6 con hiéu lve
2.0 THONG TIN VA TRUYEN THONG - Y BAN NHAN DAN TINH QUANG TRI - 03/07/2023 08:48:35 - Chik kj 56 hop 1é - Chimg thir s6 con higu luc
Théng tin vé van ban dé xudt Tailiéu lién quan
(van ban dén) cong van cu can bo dao tao attt toan quoc 1906.pdf

Ngay hét han

THONG TIN VAN BAN B

EEEE —

Tren yéutt) [y
4

ik o) o - 08 ki) [, - Linnre -

DO VIS0 | oo Cang ngné ting i v g noe - Logivinbin [ s ma - Han w1y
Wiy 120 | oyori2023

Chon vitriky so [ Bign 55 KH ngdy VB [ Ky 58 phu lus [ Ky nhay [

File dinh kém

oui

@ Tiitéptin | T4 62 SOMbifle

= Nién va i tht o3

Théng tin v& van ban -
a xudt vin ban aén) |

@ Taitgp tn

NGi dung xir ly
(M3u nhap)

i [
(nhap trich yéu, tai file da soan thao)
+ Xin y kién:
Néu ngudi dung chua mudn chuyén xir Iy van ban theo quy trinh ma muén xin thém y
kién trude khi chuyén vin ban sang budc tiép theo thi c6 thé thuc hién xin y kién.
Nguoi dung click tab [Xin y kién]
hemitan, S SRR S S

éng i vin bn  [ERCRCTRIRTYONN 5o ab hibng van bdn

Waldung il [ e .

Téng hom i kidn

Danh sich § kidn

[ B | [ +unie | armwc |
Nguoi dung cé thé nhap noi dung xin y kién hoic tai tap dé giai trinh rd noi dung
muén xin y kién.
Nguoi dung click [Xin y kién], khi d6 hé thong hién thi toan b danh sach nguoi

dung:
THONG TIN VAN BAN DI
Théng tin van ban m Wan ban géc

N&i dung x Iy dgfan v

& Taiteptin | TSI da SOMbifile

Téng hop ¥ kién
Danh sich y kién

11



Nguoi dung chon mét hodc nhidu ngudi can xin y kién, click [Xin y kién] dé hoan
thanh viéc xin y kién.
+ Chuyén xir ly:

Sau khi nhap céc théng tin vin ban di, ngudi dung cé thé thuc hién chuyén vian ban
theo ludng quy trinh bang cach click vao nit [Chuyén], chon ddi twong can chuyén & budc
tiép theo.

+ C6 thé chon Trinh 1anh dao phong/ Trinh ldnh dao don vi/ Chuyén vian thu ban
hanh

Danh sach nhan L

Ho tén Xi by - -
chinh | M | sMsE C.Nhan®
® (m]

Lam Cong Tuén Giam déc Van phong UBND 5 Céng Théng tin dién tiF tinh (m] (m]
(lamcongtuan@quangtri. gov.vn) finh Quang Tri/
Céng Théng tin dién Lam Céng Tudn (m]
1l tinh
L L o Nguy&n Van Hién W]
Nguy&n Van Hién Pho Giamdéc  Van phong UBND o o
(nguyenvanhien@quangtri.gov.vn) tinn Quang Trv Van the CTTOT finn o
Géng Théng tin dién
1tk tinh ) Phong Théng tin truyén théng va Cong bao [} [}
% Phéng CAng nghé théng tin v tdng hop (] (]
Luru +luuhéso W - Tao viec

'
+ Chon nguai chuyén, nhap nat chuyén.
c. Tao van ban di khong xuat phat tir Van ban deén:

HE THONG QUAN LY VAN BAN VA HO SG CONG VIEC
TINH QUANG TRI

@ 2 = =

Trang cha Danh ba Théng tin ca nhan Bé cai plugin Huréng dén sir dung Tao van ban
F= Van ban dén (597) \En ban di \
A A SUVAN B

< vntma A THONGKE VAN EAN [SVRERGoY
) Lich tudn don vi Bi (Chua % Y 0 | 9én (chua xi 57Q Danh sach cdn bd tham gia 1&p tip hudn nang =

) ) ) o cao ting h& théng Quan Iy van ban (van ban giri

20 ban toa ; ngay 03/7) (04/07/2023)
B4 Van bén toan dom vi i (Pang x{F Iy) 1 | Bén (Dang xiF 1) 359
K Quén Ij cong vise Thing béo két ludn tiép cong dan dinh ky thang

Bi (B3 xir ) 207 | vén @i ar ) 1152 612023 (04/07/2023)
[mll Tra ctru van ban .
3 . CV Viv lap tai khoan cho cdng chirc trén hé théng
B Hb so céng vide Tong 208 Téng 2090 hé 5o céng viée V& Nam Binh
(04/07/2023) -

THONG TIN VAN BAN DI

Trich yéu(") il

Hinh thise() | 500 e - Bakhan() | g0 - Linh vire
Do vi soan thao Phéng Céng nghé théng tin va tang hop  ~ Logivanban | yupyan mei T Han x Iy
Ngaytao ' 40772023
Chon vitri ky sé [ Dién s6 KH ngay VB [ Ky 6 phu luc [ Ky nhay ]

File dinh kém
+ Quét tai iu

& Taitéptin | Tdi da 50Mblfile

15.6 Phy lyc 04 thanh toan khéng ding tién mét va mé hinh didm.docx

82 Nén va taitat ca

Théng tin vé van bén
é xuat (van ban dén) Hiil

=

Thao téc tiép theo nhu muc Tao Vin ban phan hdi tir Van ban dén duoc giao xu ly
d. Lanh dao duyét, ky sé

- Vao muc van ban di

12



TINH QUANG TRI

: 8 o B

Trang chd Danh ba Théng tin ¢a nhdn B6 cai plugin Huéng dén st dung Tao van ban

<@ HE THONG QUAN LY VAN BAN VA HO SG CONG VIEC

£A Vvin ban dén (588) @ @ vinband / Vin bandicn xi Iy

Vin ban di (2 =) R S "
] @ © Tim kiém nang cao Trich yéu~ n # Luru hd so hang loat
I: Vin ban di can xi ly (2) I [28]: Hod t6c; ; [Xanh da trdi]: Chi dao: [XLC]: X I¥ chinh; [PH]: Phdi hop

Van ban i g phat hanh SIT Trich yéu'$ Ngay sogn Bom visoan thio [T | @
thao % - th,
e o e | B

Van ban di dd X Iy . N "
(] i Viv gép ¥ kién du thido Hwéng dan thu thip va nép Ivu hd so, 30/06/2023 F-
tlr vao Lwu trik lich st

tai liéu lwu trip

=) Lich tudin don vi a &€ xem van bin & clia so mai |
[ 2 teststaVB 25/05/2023 |~ o, i PH
4 Vén ban toan don vi e Vo N
+ Chon xur ly:
.
¥
~ - -
THONG TIN VAN BAN Bl (]
Trich yéu Viv gép ¥ kign di thdo Hwréng dén thu thap va ndp Iuu hd so, tai ligu Iru trik dign i vao Lwu trik lich st
Hinh thirc Céng van
6 khan Thurdng
Loai van ban Van ban moi
File ginh kém EE Nén va tai tt ca

L3 GOl gop v du thao huong dan luu tru doc (Ngedi gl LAm Cong Tudn - 30/06/2023 14:23:40)
Théng tin vé& van bdn d& xudt (vdn  Thdng tin vé van ban d& xuat (vin ban dén)

ban dén) 1. Trich yéu: Viv tham gia gép ¥ dir thdo Hirdng ddn thu thap va nép Iru hd 5o, 1ai liu I trik dién 10 vao Lwu trik lich stk 86
Ky hiéu: 798/SNV-CCHCVTLT (Nguéi giki: Nguy&n Thi VAn - 30/06/2023 11:00:05)

+ Chon “Xem” dé xem vin ban
+ Chon “Ky s6 van ban” dé ky so: Cu thé:
+ Chon “Ky s6 mobile PKI” hoac “Ky so Token”

ban Téng nop ¥ kién Xtk Iy Thong tin y kién van ban géc

Trich yeu(’) V/v gop ¥ kién dw thdo Huéng dan thu thap va nop Iwu hd so, tai lidu Iwu trik dién 1l vao Luu trik lich sk
4
Hinh thirc(*) Cong van A D6 khan(*) Thieng v Linh vuc -
Bonviseanthao | 5.0 Cong nghe thong tin va tén ~ Loaivanban \sn pan moi T Han xr ly
NGy 80 50062003
Chon vitri ky sé [ Dién 6 KH ngay VB [ Ky sé phu lue () Ky nhay ()
File dinh kém

R Ky sé token | B Ky 55 mobile PKI iopym\ thao huong dan luu tru doc (NG&T gl Lam GOng Tuén - 30/0612023
3

-> Xuat hién Hop thoai

Ty chinh ché d6 kj ~
[V Hidnthichdky I~ M3 héafile Kinh giri: Trung tim Méi truong — CTDT Vinh Linh ~
P Kjbai ¥ Thai gk
¥ Coquan [ Email

CChaew [ Theo dé nghi tai Vin bin s6 02/TTr-TNMT ngay 23 thang 6 nim 2023 cia
D.G"'"“"”‘”'"' Trung taim Méi truong- CTDT Vinh Linh, huyén Vinh Linh, ve viéc ding ky tai
:i‘n”_; it 77ca gov tsa Kkhodn méi trén hé théng Quin Iy viin ban va Hé so cong viéc. Céng Thoéng tin dién
Mtk tir tinh di tién hanh khdi tao tai khoan theo cong vin dé nghi cia don vi nhu sau:
e . Tai khoan truy cip méi truémg
¢ ’
T I STT Ho va tén Chite vu Ham vige trén mang
Tomw o 1 = 1 |Nguyén Vin Hoai | Pho Giam doc | nguyenvanhoai2
I~ Hien th i 6 i wrang ik
Danh sich chilky. Pé dam bio an toan théng tin, dé nghj nguoi ding lién hé v6i Cong Thong
(Chi k trén trang 1 viX tin dién tinh qua s6 dién thoai: 0233.3666112 dé nhin mat khau, huéng din sir
dung cua tai khoan./.
Noi nhén: GIAMBOC
- Nhus trén, .
-Luu VT, CNTT-TH .
+
Giao daén chil ky

Lam Céng Tuan .

Kiguchlky  [Gibdatian  v]

[0 veco S| v loses| X Horbs

-> Ap dung
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+ LD Chon “Chuyén Vin thu ” ¢é Ban hanh

2]
Trich yéu(")

ién xi Iy truc bép

Vi chuyén cp nhat két qué thy hién nhiém ws Chinh phil giao cho Chuyén

Hinh thire("} - D6 khan(*)

s itcd

 Chuydn Van thu

# Trinh Lanh dao VP

Thong tin vé vén bin .
b kv b

& Taitép tin

# Chuydn Linh dao Phong - VP

s

Céng van Thutmg
Do vi sogn thio > Logivéinban [ oo
Ngéy o
Chon vi trikj s6 [ Dién 56 KH ngay VB [ Ky sé phy lyc [ Ky nhay (]
File dinh kém
:
r Chuyn Chuyén Vidn
O Taitgptn  Téi da 5IMbfle
Rt & CV giri VP - Giao Chuyé

&n TDCDCP dos

Linh vge

Han xiv by

(Ngui giri: Nguyn Thi Thily Duong - D6/03

4. Tao Hd so cong viéc dé luu trir c4 nhan
Cach thur 1:

Nguoi dung c6 thé tao tai muc Ho so cong viéc (Hinh dui)

HE THONG QUAN LY VAN BAN VA HO SCG CONG VIEC

TINH QUANG TRI

53] =7

E

Trang chi Danh ba Théng tin ca nhan B6 cai plugin Huéng dén sir dung Tao van ban

2 Van ban dén

7 Van bindi o THONG KE VAN BAN B VAN BAN CHO XU LY

FA Quan Iy cng viéc i (Chira i 0 || 2én (chua xi 0 Béo cdo thidm dinh Ké hoach Iya che

) ) : - Xay dung kho cor sé diF ligu ding ch
(FU van b3 (22/06/2023)

b Tra ciru van ban Bi (Bang xF Ij) (0 | ©én (Bang xir 1j) 4

=1 Hb se cong viéc a Béo cdo tham dinh K& hoach lva che
- _ Di (DA xi¥ ) 1476 | Dénaxi ) | 19623 Trién kf}ai phén mém danh gia mic.
.. H& so cé nhan phat trién cong nghé théng tin, chuy:
' . i dia ban tinh Quang Tri
. Hb so duoe chia sé Tong 1476 Téng 19627

. Hé so dwoe chuyén giao

(16/06/2023)

Tai mué Ho So ca nhan: Chon thém ho so

HE THONG QUAN LY VAN BAN VA HO SG CONG VIEC

TINH QUANG TRI

™ C3p nhat sb d&m menu

& ] =4 B
Trangchi  Danhba  Théngtincinhan  Bocaiplugin  Huéngdinsrdung  Taovénban
2 Van ban dén A Hbsocongvidc | Hb so cé nhan

Van ban di 5
= Hignthi 10 v ban ghi

=) Lich tudn don vi

Tén nd sor cong viéc s

£ Van ban toan don vi

£ Quan Ij cong viec

[0 Tra cuvan ban

& Hé so cong viée =]
1~ HSCV - Danh séch Hb so

+. HSCV - Danh sach phiéu

i Hé socé nhan

= Ngudi ding c6 thé tao Ho so luu trit theo timg Linh vyc minh phu trach hoic cac

Theo dsi chi dao
VB Trung tam

Chém diém CCHC

VB Lién quan dén HS Luu triF dién tir
VB Khen thuéng

Céng théng tin dién tir

B may t6 chirc - Cong TTOT

Ké hnach CNTT

Tén hd sov

Ngay tao s Thao tac
07/0612023 Ex<e
26/0472023 Fx2em
0210372023 Fxg~
06/012023 Fx2em
0610172023 Fxgm~
13/1012022 Fx2e
2310912022 Ex<e
081092022 [# %<2

Danh muc hé so Ivu trir ma don vi da ﬁhé duiét

Ténhéso*

M ta
Dung chung o
Hiénthi| 10 v |banghi
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Tén hd so-




= Sau khi 6 tén Ho so ¢4 nhan, ngudi dung o thé dwa VB dén, VB di vao hd so (Nhu
hinh)

Trangchl  Damhba  Théngtincdmhan  Bécaiplugin  Hudngdinsirdung  Taovin ban

£4 Vanbandén @/ Theo ddi chi dao

Hiénthi 10 « banghi Tiéu dé~ n + Thém hd so + Thém cng viéc =+ Thém vin ban + Thém tai liéu [D Xuét Excel

Hinh thikc van

KA Van ban di

=) Lich tuén don vi

& Véin ban 1oan don vi Nady dén (di) bin Loai thong tin Nawdi tao Thao tic
tridn khai Hé théng theo  4035/VPCP- Van phong 02/06/2023 Céng vén Van ban nguyenthivangt 07/06/2023 x
£ Quany cong vie dBi nhigm vu KSTT Chinh phi @quangtri.govy

n
[l Tra ciru vén ban

& H? so cong visc @ HONG TIN VAN BAN (]

Trich yéu trién khai Hé thdng theo dai nhigm vu

Sb ky higu 4035/VPCP-KSTT

Co quan ban hanh Van phong Chinh pht

Ngay dén (di) 02/06/2023

Hinh thirc van ban Céngvan

D6 khén Thuéng

Files dinh kém X 4035_VPCP-KSTT_02062023.docx

e Truong hop dang xu ly VB dép, nguoi dung co thé chon Luu Ho so truge khi xu ly
Vian ban dén (Khi chon Luu ho so ¢6 thé chon Luu HS hoac Luu va két thac VB xur
ly)

Cach thir 2: Tai Vin ban dén dwogc nhan:

UY BAIN NOAN U ~ _|VINU HUA AA AL UHU NGHL
TINH KHANH H Pic ldp - Tw do - Hanh |

DANH MUC
Mai dinh danh dién tir ce co quan nha nuwée tinh Khinh
theo Quyét dinh s6 20/2020/QD-TTg ngay 22/7/2020 cita Thii twém
(Ban hanh kém theo Quyét dinh s6 4215 /OP-UBND ngay 0J
cia Uy ban nhdn dén tinh Khdnh Hoa)

Ma djnh danh theo . R
STT Tas c6 giikn Qb o 202020/QD- Dia chi g
TTg t
UY BAN NHAN DAN TINH Hiz 01 Trdn Phi, Nha | ubnd@k
KHANH HOA Trang a.gol
] CAC CO QUAN CHUYEN MON L
THUQC UY BAN NHAN DAN TINH o
1 Ban Din the H32.01 04 "g;:‘nc.;‘:::'“"' "*"L‘:'f
1.1 Linh 830 Ban H32.01.01
12 Phang Nehlép vu chuyén mén H32.01.02
13 Tharh tra H32.01.03
14 Van phang H32.01.4
06 L& Thanh
2 Ban Quin Iy Khu kinh té Van Phong Hazm Phuong, Phuong, | PO PEH
Sai, Nha Trang g
2.1 Linh dao Ban H32.02.01
22 Phéng K& hoach Téng hop H32.02.02
23 Phang Qudn 1y Doanh nghiép H32.02.03
24 Phong Quin 1 Diu o H32.02.04
25 Phong Quin I¥ Quy hoach va Xiy dyng H32.02.05
26 Phéng Quan I¥ Tal nguyén vi Mai H32.02.06
Irln‘.mg
27 Van phong Ban H32.02.07

Y
A

* Lwu y: Chirc ning lwu Ho so cd nhan la tién dé cho viéc ap dung Luwu triv Hé
so dién tie (Thu thdp va nép luwu ho so, tai liéu luu triv dién tie vao Luu trir lich sir)

5. Cach sir dung Phin mém trén app dién thoai di dong
Cai app trén dién thoai:
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O a4 @

2:51 O = .l ull @ e ) powy .
HE THONG QUAN LY VAN BAN
. VA HO SO CONG VIEC
& hscv gtri Q ¢ TINH QUANG TR

Quan li van ban dié... ) A R Fanidang nhap
' : Cap nhat e e
e VinaPhone : :

& Mat khéu
4,6 % [

18 bai danh gia © 12 MB Phu hop cho Ghi nhé tai khoan

bang nhap

= Piang nhap tir app gb day du: Vi du: nguyenvana@quangtri.

© @0l il

ov.vn

Trang chu i

opjooo
ooooo

clgesle

Lich don vi

Danh ba Théng tin digu
hanh
g
5D
e L @ ° =
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Van ban
O al% @ 3.07 & O al s il @

‘g—- = Van ban dén chs xuly L1

[0 chon tat ca

Giao dién chinh d@é xir 1

1) Trang cho
[E) Van ban den @ > Danh sach can bé tham gia
I6p tap hudn néang cao tng

B van ban di ¢ hé théng Quan ly van ban...

ﬁEl Van ban danh dé&u 14:56 KH:0
04,/07/20 C©BH: Hoi CCB tinh
Van ban Xem d& biét ® 23 Ngay VB: 30/06/2023
D6 khéan: Thusng
= i S
t£21}° ciu van ban Vai tro xu ly: XU|y chinh
E5) Danh ba Tep tin dinh kem: &
8 Quan 1y lich don v N Théng béo !(é’t Iu?n tfép
céng déan dinh ky thang
i) Quan ly cong viec > O 6/2023
11:13  KH: 140/TB-UBND
=@ Thong tin digu hanh b 04/07/20 ¢ JBH: UBND tinh Quang... :
23 Ngay VB: 29/06/2023
§0% Cai dat he théng > T
D6 khan: Thusng

,«nfn»-u|;.Ph6ith

U} Pang xudt
[ép tin dinh kem: &

Ve viéc d& nghij tgo tai

* Cac thao tac nhu trén giao dién web
* Luu y: Tai khodn van thu chi nén su dung trén giao di¢n web.

6. Hwong dan cai dit va Ky so trén phan mém Quan 1y vin ban va Ho so cong
viéc:
Buwoc 1: Truy cap vao trang: https://tinhoc.quangtri.gov.vn/
Buwéc 2: Click vao Phdn mém tiégn ich—> Phdn mém Qudn Iy Ché ky sé Chuyén
dung
Buwéc 3: Tai Driver token don vi dang dung (C6 hinh anh minh hoa) va tién hanh cai dat
* Token cii:
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+ gca01-client-v2-x32-8.3 ( usb cii) - windows 32bit - Téi file dinh kém

+ gca01-client-v2-x64-8.3 ( usb cii) - windows 64bit - Tai file dinh kém

* Token mdi:

=

== + Trinh diéu khién thiét bi USB Token Bit4ID - Tai file dinh kém

Bugc 4: Tai phan mém VNPT Pluggin: ‘ ,
+ Click vao (Tai file dinh kém) 6 muc 4 dé tai vé va tién hanh cai dat

AS

+ Trinh di€u khién thiét bi USB Token BitdID - T4i file dinh kém
2. Phén mém ky sé: vSignPDF

+ Tai file dinh kém

3. Phdan mém chinh sira anh

+ Tai file dinh kém

4. Tai phan mén VNPT plugin

—pe]  + Tai file dinh kém

Téng s6 diém cla bai viét 13: 0 trong 0 dénh gia
2 Click dé danh gia bai viét
Tir khéa: thict bi

(_Xem phan hoi - C¥Gi phan hoi
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Buwoc 5: Bat cap nhat Plugin
* Poi vi trinh duyét Google Chrome:
Budc 1: Truy cap duong dan va enable co 1én
chrome://flags/#temporary-unexpire-flags-m87
Budc 2: Truy cap dudng dan sau va enable co 1én:
chrome://flags/#allow-insecure-localhost
Buée 3: Click vao Relaunch ¢ gdc phai trinh duyét
* Péi véi trinh duyét Coc céc:
Budc 1: Truy cap duong dan va enable cd 1én
coccoc://flags/#temporary-unexpire-flags-m87
Budc 2: Truy cap duong dan sau va enable cd 1én:
coccoc://flags/#allow-insecure-localhost
Budc 3: Click vao Relaunch ¢ gdc phai trinh duyét
* Hinh anh minh hoa:

. x B v - a x
C  ® Chiome e/ /flags/ ecure-localhost 2w ax0@ :

Temporarily unexpire M108 flags.

Accelerated 20 canvas
Your changes will take effect the next time you relaunch Chrome. Bude 2

7. Cap nhat sé dién thoai: ,
- Buwéc 1:Sau khi dang nhap thanh céng tir hé thong thu dién tir cng vu
(mail.quangtri.gov.vn), nguoi dung click vao dau tam giac tai phan hién thi tén tai khoan.

Q C Tai khodn Test ..

L
Boc thér El Xem

- Bwéc 2: Sau d6 ngudi ding click vao 6 “Thay déi mat khau”

Tai khoan Test .

Q. _C

Thay ddi s& dién thoai

Thay d&i mat khau

Dang xudt

- Bwéc 3: Nguoi dung nhap cac thdng tin theo tha tu nhu sau
o Nhap mat khau hién tai (1)
o Nhap s dién thoai cii (2) — (S dién thoai cii ¢ thé bo trong néu tai khodn
chua ¢6 s6 dién thoai)
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o Nhap sé dién thoai mai (3)
o Nhap ma captcha (4)
o Sau d6 bam vao nit “Thay d6i s6 dién thoai” (5)

Cap nhat so6 dién thoai

Luu y: S8 dién thogi ¢l cd thé bé tréng néu tai khodn chua cd s6 dién thoai
én tai khodn (abc@quangtri.gov.vn): test@quangtri.gov.vn {E}
Matkhauhiéntgi: ~ sesssses @
S6 dién thoai ci: Nhép sé dién thoai cd

S3 dién thogi mdi 0123456789

_ {ab

{s}—— oz oz

Buéc 4: Sau d6 sé& c6 thdng bao “Cap nhat sé dién thoai méi thanh cong” trén
man hinh
8. Lay lai mat khau 7 9 , 7
Ghi chii: Truong hop quyén mat khau dang nhdp, nguoi dung c6 the tu lay lai mat khau
mai thdng qua tin nhan SMS, hé thong gii MA OTP vé so dién thoai cdp nhat trén.
- Buéc 1: Tu trinh duyét web nhap dia chi: mail.quangtri.gov.vn tai giao di¢n déng
nhap bam vao muc “Quén mdt khau”

+]
—

QUANG TR

HE THONG THU DIEN TU' TINH QUANG TR|

Tén truy cép

Mat khau

[ Duy tri ddng nhap

BDANG NHAP

- Bwéc 2: Nguoi dung thuc hién cac budc sau
o Nhap sb dién thoai vao 6 SDT (1) — S6 dién thoai da duogc cap nhat theo tai
khoan
o Nhap email (2) — Cha y nhap day du email theo cau tric: (tén tai
khoan@aquangtri.gov.vn)
Sau d6 nguoi ding bam vao nut “Giri ma OTP” (3) — ma OTP duogc guri Vé 6
dién thoai ctia ngudi dung

Huéng dén sir dung
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Lay lai mat khau

Nhap SPT: 0949550378 @
Nhép email: duongnguyenxuanhieu@quangtri.gov.vn @
(abc@quangtri.gov.vn)

R—

* Md OTP dwoc Quri Vé s6 dién thoai ciia nguwoi ding.

620552 la ma xac thuc doi mat
khau Email cong vu tinh Quang

Tri.
21:10

- Buwéc 3: (giao dién tiép theo) Nguoi diing nhap cac thdng tin sau:
o NhapmaOTP (1)
o Nhap mat khau méi (2)
o Nhap xéac nhan mat khau méi (3)

Sau d6 bam vao nit « Tao mat khau” (4)

Lay lai mat khau

Nhép OTP: 620552 {&

MAt khdu mdi: | sesesssssse @

Xdenhdn mat khGu mdi:. | eesescsssss @
u Tao mat khdu | LAy lai ma OTP

- Sau d6 sé& xuat hién thong bao “Tao mat khau méi thanh cong”

doimatkhau.quangtri.gov.vn says

Tao mét khdu mai thanh céng!

*Cha ¥

- Lién hé quan tri hé théng dé cap nhat lai mat khau khi khong c6 sé dién thoai
va quén mat khau.

- Mat khau phai c6 8 ky tu tro 18n, bao gom chit, s6 va ky tu dac bist @ #$ % ...

- Ma OTP c6 hiéu luc trong 10 phut va khdng chia sé cho nguoi khac.

- Hé thdng chi cho phép Iy lai mat khau qua OTP 3 lan/thang. Néu s6 lan vuot
qua 3, vui long lién hé quan tri hé théng (0233 3666112).

A
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