HUONG DAN CAI PAT VA SU DUNG
CHU KY SO TREN PHAN MEM QUAN LY VAN BAN
1. Caidat

1.0. Cai dat Driver USB Token
= Chay file cai dat pkiclient_v2-x32-8.1-SP2.msi (ddi voi win 32bit) hoic
pkiclient_v2-x64-8.1-SP2.msi (d6i voi win 64 bit)
;‘;J;r;iclient_ﬂ—x32-8.1-SP2.msi o
#5 pkiclient_wvi-x64-81-5PLrmsi
Cai dat thanh cbng

#7 GCA-01 Setup - X

GCA-01 has been successfully

SafeNet installed.

Authentication
Client

Click Finish to exit Setup.

1.1.  Hwéng ddn cai dat phan mém plugin
» Chay file cai dat VGCASIignServiceSetup_v1.1.2.msi
=  Thuyc hién cac budc trén Giao dién cai dat



# VGCASignService Setup — =

Welcome to the VGCASignService Setup
Wizard

Whec thue & Bho mbt

The Setup Wizard allows you to change the way
VGCASignService features are installed on your computer or
to remove it from your computer, Click Mext to continue ar
Cancel to exit the Setup Wizard.

# VGCASignService Setup — x
Destination Folder
Click Next to install to the default folder or dicdk Change to choose another.

Install VGCASignService to:

C:\Program Files (x36)\WGECAWGCASgnServicel,

Change...




# VGCASignService Setup — =

Destination Folder
Click Mext to install to the default folder or dick Change to choose another,

Install VGCASignService to:

IC:\ngram Files (x86)\WGECAWGCASIgnServicel,

Change...

17 VGCASignService Setup — =

Installing VGCASignService /

Please wait while the Setup Wizard installs VGCASignService,

Status:




1 VGCASignService Setup — b4

Completed the VGCASignService Setup
Wizard

Whec thue & Bho mbt

Click the Finish button to exit the Setup Wizard.

= Cho phép Windows FireWall chidp nhan chuong trinh
VGCASignService.exe chay trén hé thong.

@ Windows Security Alert et

@ Windows Firewall has blocked some features of this app

Windows Firewall has blodked some features of YGCASignService on all public and private
networks,

y Mame: VGECASignService
Publisher: Inknowen

Path: D \projectswebsigningwebsodke t\canthowocasignservice
bin'debugwgcasignservice. exe

Allow YGCASignService to communicate on these netwaorks:
[]Frivate networks, such as my home or work network:

Public networks, such as those in airports and cafés (not recommended
because these networks often have lite or no security)

What are the risks of alowing an app throuagh a firewall?

Q Allow access Cancel

1.2. Hwéng ddn cdu hinh

a. Cu hinh két néi mang qua may chii Proxy néu can thiét
Click phai vao icon V géc phai man hinh chon C4u hinh hé théng
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Théng tin
Cai d3t CTSCA

Bing ky sk dung
Cdp nhit phdn mém
Cdu hinh hé thdng
Béng

A 3 T d9)

CAU HINH HE THONG

K&t ndimang  Dich vy chiingthyc  Hign thi chil ki trén POF  BEng kj sl dung

[ 5 dung may chi prasy
(®) 51 dung cu binkh prosy m3c dink
(O 50 dung c&u kinh proxy figng
Bia chi: Céng:
80 =

[ téy chit prosy cé xéc thic

Tén nouii ding: b &t kL

[] Khing st dung c&u kink prosy cho mang cuc b

Bdng

b. Cau hinh dich vu chitng thuc pha hop véi Dich va bén B Ngoai giao
- Dich vu cap dau thoi gian (TSA): Tich chon St dung dich vu va nhap vao dia
chi may chu cap diu thoi gian twong tng bén Bo Ngoai giao

Puong dan: http://ca.gov.vn/tsa

- Dich vu kiém tra chimg thu sé truc tuyén: Tich chon sir dung dich vy kiém tra
chung thu s6 truc tuyén. C6 thé tich chon Cho phép kiém tra qua OCSP khi ky
s6. Ngoai ra, néu c6 kénh phan phéi danh sach chimg thu s6 thu hdi (CRL) khéc
c6 thé nhap thém vao Puong dan danh sach chimg thu s6 bi thu hoi (CRL).

Puong dan: http://ca.gov.vn



CAU HINH HE THONG

K&t nimang Dichwvuchdngthdc  Hign thi chil ki én PDF Dichvutép  BEng ki 511 dung

Sl dung dich vy cip dau thidi gian [T54)
M ay chii dich vy cip diu thisi gian [T54)

Bia chi: | httpifca.govynitsa

51 dyng dich vy kigm tra chilng th 58 tndc tupén
Dich vy ki tra chilng tha s tnic tupén

[] Cho phép kiém tra chilng thd 58 ngui ki qua OCSP

Buiing din danh sach chilng thu bi thu ki [CRLs): Thém
hittp: /¢ca. gow.wn

=
=}
o

Luu Biéng

c. Cau hinh méu chixr ky PDF

Muc dich ctia viéc tao trudc cac mau chit Ky ciia ngudi ky 1a ting tinh
thuan tién cho nguoi ky, ngudi Ky chi can tao mau chit ky mét lan va sir dung
lau dai. Cac mau chix ky c6 thé sao luu va khoi phuc dé sir dung khi cai dit lai
chuong trinh.



Mg giao dién cqu hinh mdu chiz ky. Ter giao dién cau hinh hé théng chon muc
"Hién thj chiz ky trén PDF".

CAU HINH HE THONG

K&t nsimang Dich vu chingthuc Hi#nthi chiileftrén PDF  Dich vutép License

QUAN LY MAU CHU KY | ~

Hinh @nh & théing tin

Hinh &nh

Théng tin

[ e Wi
[ R AN

G- 37-36 +07-00

Nhan théng tin Email Cd quan Thdi gian ky

Ky 58 wdi vi tri m&c dinh

Thay déi...

M&u chil kyf mc dinh ¥ia mau

m

Tao méi mau chir ky nhie thé nao?
Buwéc 1: Tu danh sdch mau chir ky X6 xuong ta chon “Tao mau maéi ...”

CAU HINH HE THONG

K& ndimang Dich vu chingthuc Hignthichilkftrén POF  Dichvutgp License

QUAN LY MAU CHU KY [Tao mau méi.. V]

Tén méu chifky: [ M3u 1] |

Hi&n thi chi ky

(® Hinh &nh & théng tin E}" bdi: Tén chiing thu sd
. Email: Bia chi thu dién ta
O Hinh anh Cd quan: Tén ddn vi, tén
cd guan
Théna ti Thdi gian ky: 25.05.2013
© Théng i 09:37:36 +07.00
Mh&n théng tin Email Cd quan Théi gian ky
] Ky 8 véi vitri mac dinh
v Toa dé tudng d&i: | 0.00;0.00 0 Thay déi...
Hodc trang: |1 Kich thude chii ky: | 150;55
] M&u chii ki méc dinh ¥da mau




Buéc 2: Nhap tén cho mau chit ky vao khung “Tén mau chit ky”’: Mau 1

Bwéc 3: Tuy chinh cac ché do hién thi chit ky:

- Chon cac ché @6 hién thi: Hinh anh va Théng tin chit ky, Hinh anh
hoac Thong tin chir ky tuong (g véi muc dich str dung.

- Tuy chinh hién thi thdng tin bang cach tich chon vao cac & chon bén
trai khung “Hién thi chitr ky”: Nhan, Email, Co quan, Chic vy, Thoi

gian ky.

- Thay d6i hinh anh hién thi chit ky: Click phai chudt vao hinh anh chix
ky hién tai, chon menu “Thay anh khac”, chon dudng dan dén anh méi

va chon “OK”:

CAU HINH HE THENG

K&t ndimang Dich vu chingthuc Hign thi chil kftrén POF  Dich vutgp License

QUAN LY MAU CHU KY

= .
Tao mau mdi... i |

Tén mau chif ki |M§u 1

Hign thi chil ky
(® Hinh anh & théng tin

() Hinh anh
(") Théng tin
MNhan théng tin Email

[ K =& wéi vi tri mac dinh

1

1 M&u chil ky mac dinh

Ky bdi: Tén ching thu s& |

Chon @nh mac dinh

Thay anh khac

Luu dnh
Cd quan Thdi gian ky
Thay ddi...
150:55
¥da méu
Luiu Biéng

Chu y: Chon menu “Chon anh mic dinh” néu ngudi diing mudn sir dung

hinh anh VGCA maic dinh.

Bwéc 4: Thiét 1ap vi tri chir ky mac dinh cho mau chix ky. Tich chon “Ky
s6 Voi vi tri mac dinh”. Chon Trang dat vi tri, chon toa do twong dbi trén trang

mau va kich thudc chit ky.



CAU HINH HE THONG

K& ndimang Dich vu chingthuc  Hignthi chif b trén POF  Dich wutép  License

QUAN LY MAU cHU KY [Tao mau mei.. V]

Tén mu chilky: |Mu 1 |
Hign thi chif kj

(® Hinh &nh & théng tin Ky bdi: Tén ching thu =8
by
. Email: Bia chithy dign td
O Hinh arh Cd quan: Tén ddn vi, tén
cd quan
Théna ti Thdi gian ky: 29.05.2013
O Théing tin 09:37:36 +07:00
MNhan théng tin Email Cd quan Thdi gian ky
Kir 28 widi vi tri mde dinh
Vitri chi by mac dinh
Trang déu v|  Toaddningds: [000000  |[0 | | Thay déi...
Hodc trang: |1 Kich thudc chil ko |15EI;55 |
[ M&u chil ke mdc dinh ¥da mau

Bwéc 5: Tich chon “DPat 1am mau chir ky mic dinh” dé mau chix ky sé

duogc tu dong chon khi ky so.



CAU HINH HE THONG

K&t ndimang Dich vu chingthuc Hignthi chii ki trén PDF  Dichwutgp License

QUAN LY MAU CHU KY [Tao mau méi..
Tén méu chil ky: | Mau 1 |
Hign thi chii ki
(® Hinh anh &théng tin Ky bai: Tén chiing thu s&
o Email: Bia chithu dign o
O Hinh anh Cd quan: Tén ddn vi, t&n
cd quan
Théng ti Thdi gian ky: 25.05.2013
O Thang tn 09:37:36 +07.00
Mhé&n théng tin Email Cd quan Thii gian kay

Ky 58 wdi vi tri mac dinh

Vitri chil ky mac dinh

|T|Eng dau

v Toadétudng déi: |0.00:0.00

|[0 | | Thaydéi..

Hodctrang: 1

Mau chil ky mac dinh

Kich thudc chilky: |150:55

¥fa mau

Buéc 6: Click chon “Luu” dé luu mau chir ky.
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d. C4u hinh dich vu tép

CAU HINH HE THONG

K&t ndi mang Dich vu chiingthuc  Hign thi chii ky trén PDF  Dich vutép  Dang ky s dung

Bia chi may chud dich wu tép:

hitp://dhtn binhphuoc.gov.vn/apiservice/signatures/attachment

Luiu Bidng

Nhap dia chi mé dun xtr Iy tép upload va luu lai cau hinh
bia chi chinh thuec:

http://budang.gov.vn/apiservice/signatures/attachment

1.4. Giao dién ky sé
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http://budang.gov.vn/apiservice/signatures/attachment

Chon chidng thu s& nguii ko

 Pham Cang Thao<pcthao@bcy gov.vn> R4
Théng tin chiing thu s&
Chil &6 hiiu: Pham Céng Thao<pcthao @boy gov.vns Chi tiét. .
Cd guan cap phat: Co quan chung thuc so Chinh phu
Thii han: Tii 02/12/2016 dén 30/11/2026
Tinh trang: Chiing thu s& hap &

o

Bang ky s tai lidu...

1.5. Giao dién xac thuc

Théng tin chid ki
Chi kg hdp 18!

_I Thdi gian ky: 16/03/2017 07:06:13 <0700

Biide ky bdi Pham Céng Thao<pcthao @boy.gov.vns

Chi tiét xac thuc
M&i dung chua bi thay dai.
Chiing thu sd ki hdp 15.
D&u théi gian trén chi ko hdp 18,

Thdi gian kigm tra: 16/03/2017 07:06:13 «07-00

Théng tin dau thdi gian
Dau thdi gian: 167032017 07.06:13 <07.00
Chiing thu s& may chd cp dau thdi gian:
May chi cap dau thdi gian

1.6.  Cau hinh déi véi trinh duyét chrome:
Budc 1: Mé trinh duyét Chrome. Nhap vao thanh dia chi chudi dudi day va bam
Enter:
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chrome://flags/#allow-insecure-localhost

- O X
Demo X\ Privacy error X/ % chrome://flags/Zallow-in X
¥ a g
&« (&N - R\t Ml chrome://flags/#allow-insecure-localhost *

Allow invalid certificates for resources loaded from localhost. -
Enable

Add to shelf

Default v

Bypass user engagement checks

Enable

Use Chrome Sync sandbox

Enable

Load Media Router Component Extension

Default v

Causes audio output streams to check if channel layouts other than the default hardware layout are available.

Enable

‘WebVR

-

Buéc 2: Tal MuUC ““Allow invalid certificates for resources loaded from locathost.”” durgc danh dé(lu mau
vang trén hinh, bam Enable. Két qua nhu sau:

[ Demo X\ Privacy error x ";‘ chrome://flags/#allow-in X
& C | ® Chrome | chrome://flags/#allow-insecure-localhost *
Allow invalid certificates for resources loaded from localhost. Mac Windows, Linux, Chrome OS5, Android

Allows requests to localhost over HTTPS even when an invalid certificate is presented.
Disable

Add to shelf

Default v

Bypass user engagement checks

Enable

Use Chrome Sync sandbox

Enable

Load Media Router Component Extension

Default v

Your changes will take effect the next time you relaunch Google Chrome.

RELAUNCH NOW

Budc 3: Bam RELAUNH NOW ¢ phia cudi cira s6 Chrome (nhu hinh trén
Budc 2) dé khoi dong lai trinh duyét.

-

1.7. Péing ky sir dung phan mém
- Khi ngudi dung goi ham Ky sd, xac thuc s& c6 thong bao nhu sau:
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WVGCA Sign Service >

License khéng hop [€!

| Could not find file
"Chlsers\worker AppDatat Roaming' VG CANSignService\license.dat’,
P€ ding ky sir dung phin m&m, ban mé giao dién Cdu hinh vao muc
License va lam theo huéng dan

OK

bang ky:

Budgce 1: M6 giao dién Cau hinh hé thdng bang cach chudt phai vao biéu tuong
chuong trinh (Chit V d6) duéi goc phai man hinh. Bam menu Cau hinh hé théng

Théng tin

Cai dat CT5 CA
Cdu hinh hé théng
Bang

Budc 2: Mg tab Pang ky sir dung. Bam nat Pang ky st dung.

14



CAU HINH HE THONG

K& ndimang Dich vu chingthuc  Hign thi chil kg trén PDF  Dich vutdp Bang ky sd dung

Thing tin dang ky

License khdng hdp 18!
Chua dang koy 317 dung phdn mém

Bang ky 50 dung Bang ky thi cdng

Bang

Budc 3: Nguoi ding cim thiét bi Token vao may tinh va chon Ching thu sé roi
bam OK. Trong nhiéu truong hop, nguoi ding can bAm More choices dé thay
duoc chimg thu s6 ctia minh:

15



Windows Security .

Chon ching thu sé

Chirng thu s6 ky yéu cau cap license

Pham Céng Thao
Issuer: Co quan chung thuc so Chinh phu

Valid From: 12/25/2014 to 12/24/2019

Click here to view certificate properties

More choices

Pham Coéng Thao (M)
Issuer: Co quan chung thuc so Chinh phu
Valid From: 12/25/2014 to 12/24/2019

Budc 4: Nhap mat khau thiét bi Token

(S Token Logon >

BEELUGSOSLIAE]
455 L kDbl IN

@a:feNet. SafeNet Authentication Client o

Enterthe Token Password.

Token Mame: eToken

Token Password: |"“u"| |

Current Language: EM

[ ok || cancel |

Budc 5: Céac ban cho trong vai gidy, chuwong trinh s& tu dong két nbi dén may
cha ciia Ban Co yéu dé dang ky. Két qua nhu sau:
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CAU HINH HE THONG

K&t ndimang Dich vu chdng thuc

Théng tin dang ko

Hign thi chii ey trén PDF  Dich vutdp B1&ng ko s dung

Phan mém da dudc dang koy s dung
Thdi gian s dung: T 04052017 dén 02/05/2027
Product|D: GgeachwSTjX6a6+atVXGR+3BEhc=

Bang koy s dung Bang oy thi cdng

2. Huéng dan ky sé trén hé thong

Quy trinh giai quyét van ban va ky chit ky s duoc tién hanh cac budc sau day:

Buwéc 1: Vin ban duge van thu cap nhat vao phan mém quan 1y van ban (phan
mém quan 1y van ban goi tit 13 phan mém), sau d6 Lanh dao phan cong giai
quyét van ban (ddi véi van ban ¢ yéu cau giai quyét) s& hinh thanh mot hd so
cong viéc hoic phan doc theo ddi vian ban (ddi véi van ban khdng yéu cau giai

quyét).

[DoneWinsYs =

#& / Danh séch v&n ban dér

B Vi&nbén dén

@ Vin ban phat hanh

THONG TIN VAN BAN DEN

THONG TIN VAN BAN

Vin thu DUKCQ
22/04/2019 15:38

Ngudi nhap

Ngay dén

So dén

Cao quan phat hanh
Trich yéu

1B Vin ban lién thong

Vin ban dy théo Dang dy Khai cdc CQ tinh

Gidi quyét cong viec » Ngud kj
Noi guri

Han gidi quyét

Noi nhén

D6 mat

8610

Trang thai vin ban gidy
Thai gian cdp nhat van ban  22/04/2019 15:34

Quy trinh gidi quyét cong viéc

Van phong UBND tinh

Chua nhin

TAILIEU DINH KEM
33TW.PDF
U1 NHANH

s Giri nhanh Van phong Tinh ty
TRANG THAI GUI/NHAN VAN BAN

Nguai chuyén Ngui nhian

17

. Administrator System v

2 cinvAn  ggoicHvycons [CTEIETURTSETUTIE == HOP KHONGGIAY A& QUANTRIHETHONG () Hatry

@Thémméi [ Nhanbangidy X Hiyduyét [# Bit phé \.5.3' ® Thodt

S8 véin ban S6 v ban dén
S6, Ky hieu 724/TS-DUK Ry
Loai van bdn Ban trich sao

Vv téing cuding xay dung 18 chifc ddng trong cdc don vi kinh & tw nhan

Maay ky 22/04/2019 00:00

Linh vuc
D6 khan
86 ban
Ngay nhin
Ngay chuyén Han giai quyét Gid md xem #



Buéc 2: Vao chic nang “Giai quyét cong viéc”, Lanh dao phong chon hé so
dugc phan giai quyét, tién hanh phan can bo xu ly tiép theo. Trudng hop cong
viéc duogc giao khong tir ludng van ban dén thi nguoi phu trach co thé tao thém
trong chirc nang “Giai quyét cong viéc” dé hinh thanh nhu mot hd so cong viéc
tir viin ban dén.

. Pham Thi Anh Hoa -

& / Gidi quyét cdng viéc 2, CANHAN ETURTETRT UM 255 HOP KHONG GIAY @ Hotrg

A Toan b finh vuc v TR TIMKIEM NANG CAQ THEM
® Vin bin den GIAI QUYET CONG VIEC 0an bo linh v " 0 @
Van ban phat hanh HSCV chira phan cong gidi quyét () HSCVchuawirlj()  HSCVtinhkj()  HSCVdanguirlj()  HSCVdahoanthanh(l  TatcaHSCV ()
&l Van ban du théo Tén hd so cong viéc Logivinbdn ¥ Ngdy mé ~ Hangidiquyet ¥ Trang théi Phu trich Lanhdaokj +
Ve viéc thing bdo hodn hop (kinh nha VP chuyén Cong vin 23/04/2019 Dang gidi quyét | Phong Tdng hop, VRUBND tinh @ Yem HSCV
Gidi quyét cong vigo Ml cum d/c Lanh dan)
e ] Vveviécthong bdo hoa ¢ dng va /04/2019 di quyé . i @ Xem HSC\
Gidi quyét cong viéc Ve vigc thong 'idO hodn hop (kinh nh& VP chuyén Cong vén 23/04/201 Dang gidi quyét  Phong Tang hop, VP.UBND tinh Xem HSCV
dlm cdc d/c Lanh dao)
Tinh hinh gidi quy&t HSCV tai V/v xin j kién d& nghj cong nhan ma hinh tiéu biu va Céng vin 23/04/2019 Dang gidi quyét  Phong Noi chinh, VRUBND tinh @ Xem HSCV
don vi dién hinh tién tign xuat sic cp tinh n&m 2018 (kinh

nhd vén thy chuyén gidp dén Ianh das cia don vi -

Tinh hinh gidi quyét HSCY theo ||y b isn Hai dng TOKT tinh)

can bg phy tréch

V/v cho § kign vé ddi tugng va kinh phi thue hién tinh Cong van 23/04/2019 Dang gidi quyét  Phong Nai chinh, VRUBND tinh @ Xem HSCV
Tinh hinh gidi quy&t HSCV theo gidn bién ché dot Il
ngubi tao Digu chinh lich lam viéc tuan 17 Cong vin 23/04/2019 Dang gidi quyét | Phong Téng hop, VRUBND tinh @ Xem HSCV
V/v tdng cudng xdy dung t6 chic déng trong cdc don Bén trich sao 22/04/2019 Dang gidi quyét  Phong Kinh te, VRUBND tinh @ Xem HSCV
vi kinh té tw nhan
Tham muu cir |inh dao UBND tinh tham gia T& Cong vin 19/04/2019 Dang gidi quyét  Phong Ngi chinh, VRUBND tinh @ Yem HSCV
nghién ciru
Ve viéc trién khai tiép nhan va gii viin ban qua truc ~ Gong van 19/04/2019 Dang gidi quyét  Khoa gido - Van xa, VPUBND tinh @ Xem HSCV
lien thng vén ban dién to
V/v bo sung béo cdo doan kidm tra 1246 Cong vin 19/04/2019 Dang gidi quyét | Phong Nai chinh, VPUBND tinh @ Yem HSCV
Phai hap dén va tiép Doan DB thuong binh tinh Thdi  Gang vén 19/04/2019 Dang gidi quyét  Phong Tang hop, VRUBND tinh @ Xem HSCV
Binh
Quy ch&lam viéc cta Tinh (y, Ban Thuong vy, TTTU  Quy ché 19/04/2019 Dang gidi quyét | Phong Tdng hop, VP.UBND tinh @ XemHSCV|| -

Buwéc 3: Vao chtc ning “Giai quyét coéng viéc”, chon Tab “HSCV dang giai
quyét”, ngudi phu trach dinh kém van ban du thao vao hd so cong viée dong
thoi chuyén cho Lanh dao phong xin y kién (in van ban trinh truc tiép hoac Lanh
dao xem truc tiép trong phan mém).

(D oneWinSYS @ o i fnh oa -
& / Gidi quyt cong viéc 2 CANHAN 55 HOP KHONG GIAY Ha trg
GIA QUYET CONG VIEC (@DTHEM || 5= DANH SACH HSCY

# Vanban dén

Van bin pht hanh |2 Luu chua chuyén di | s Ba xong va chuyéndi (®) Quay lai

NI DUNG CONG VIEC % ¥ KIEN GIAI QUYET
&l Vin ban dy théo X o —
Tén HSVC Két qua thuc hién KL 226-KL/TU
[ Gidiquyst cong vide ~ Trang thdi Dang gidi quyet
Ngudi lap Nguyén Cao San &
Gidi quyét cong vide Phy trich Phang Noi chinh; Phan Xuan Linh; @ Taliuginkem || @ Phin g quyét
Tinh inh gidi quy8t HSCV tai NgaymoHS  24/12/2018 08:34
don vi Han gidiquyét  24/12/2018 09:00 21 S "
i 21_Scan.pdf
R . - b Ngi dung B |
TI‘I'\"\ hjnh gidi quyet HSCV theo Phéi hop Pham Thi Anh Hoa: TIEN TRINH GIAI QUYET
cdn bg phu tréch .
Theo dai

Pham Thi Anh Hoa: £ yéu cau chua gidi guyst
Phan Xuan Linh: C6 yéu ciu chua gidi quyst
[GIAD VIEC] Phong Ndi chinh :09/04/2019 08:00:18

Tinh Hinh gidi quyét HSCV theo Nguai ky
nguti tao Linh vic Ngi chinh - Ngoai vy
Loai vén ban Cong van

i L Gl yéu cau x(r Iy 16i:Phan Xuan Linh,Pham Thi Anh Hoa
Vén ban goc 3698 - 4271/SGD - Két qua thue hién KL 226-KL/TU

[¥ KIEN] Phong Ni chinh :09/04/2019 08:00:18

VB,HS lién guan VB trinh ky
! ! [¥ KIEN] Phong Noi chinh -09/04/2019 08:00:09

Khéng c6 VB,HS lién quan nao.
|¥ KIEN] Phong Nai chinh (Han gidi quyét: 02/01/2019 14:00:00):05/01/2019 15:10:21

|¥ KIEN] Phiong Ngi chinh (Han gidi quyét: 02/01/2019 14:00:00):05/01/2019 14:52:34

Buéc 4: Trinh ky van ban: Vao chirc ning “Giai quyét cong viéc”.

- Néu vin ban duoc Lanh dao phong thdng nhat (duoc tra 10i qua hd so cong

viéc trén mang hoic qua phuong tién khac dé sao cho nguoi phu trach giai quyét

biét), nguoi phu trach in van ban gidy trinh ky truc tiép Lanh dao So. Néu van

ban duoc Lanh dao So duyét (Ky truc tiép trén ban gidy hoic thong qua phuong

tién khac truong hop Lanh dao xir Iy cong Viéc tir xa) thi nguoi phy trach xin s6
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phat hanh qua tién ich “Xin s6” trén phan mém. Sau khi Vin thu cip s6, ngudi
phu trach nhap sb vao file Word ma Lanh dao So da duyét va chuyén thanh file
c6 dudi .pdf, thuc hién dinh kém, trinh ky trén phan mém.

- Néu vin ban chua dat yéu cau, Lanh dao phong tra lai va ngudi phu tréch thuc

hién lai buéc 3.

@& / Gidi quyét cong viéc

® Vin bin den GIAI QUVET CONG VIEC
Vin ban phét hanh
NGI DUNG CONG VIEC
&l Van ban du théo .
Tén HSVC test ct

Trang théi Dang gidi quyét
Ngui lap Pham Thi Phang
Thang ke - Bao cdo > Phuy trdch Pham Thi Phéng;
Ngay mg HS 12/04/2019 08:59
Han gidi quyét
Noi dung
Phai hop
Theo dai
Nousi ky V6 84
Linh vuc
Loai vén ban Béo cdo
Vén ban goc

VB,HS lién quan VB trinh ky

Khéng c6 VB,HS lién quan nio.

Buéc 5: Lanh dao S¢ Ky chir ky sb

| One-Win SYS = HETHONG QUAN LY DIEU HANH - S KE HOACH VA BAU TU TINH BINH PHUGC

{52 DIEV HANH - TAC NGHIEP 3 L [ THONG BAO - TAI LIEU NI BO @ Hotrg

@THEM 5= DANH SACH HSCV

¥ KIEN GIAI QuibT

in @»—scv b K&t thic HSCV.

. Pham Thi Phéng ~

TIEN TRINH GIAI QUYET

@ Tailiéu gén kem

[TU CHOI KY] V6 S4:12/04/2019 10:13:43

Yeu ciu ba xung.

[TRINH KY| Pham Thj Phong :12/04/2019 09:33:03
Trinh ky vén ban: test ct

[} BIEU BAD CAO GIAI QUYET TTHC QUY I-2019-TEST PM. pdf

[Z BAO CAO CCHC QUY | NAM 2019 pdf

[V KIEN] Pham Thi Phang :12/04/2019 09:32:31

[} BIEU BAD CAO GIAI QUYET TTHC QUY I-2019-TEST PM. pdf

[T CHOI KY] Vo 84 :12/04/2019 09:31:56

Yéu cau ba xung.

[TRINH K| Pham Thi Phong :12/04/2019 09:02:44
Trinh kj vén ban: test ct
[ BAD CAO CCHC QUY | NAM 2019, pdf

Tab “HSCV trinh ky” md xem van ban cho ky duyét.

HSCV chua gidi quyét HSCV trinh ky HSCV tam thai khang co yéu céu gidi quyét

Tén ho so cong viec Loai van ban

Test chuong trinh Ké hoach
Vv xin § ki€n gop § k& hoach éng phé bien doi khi ~ Cdng van
hau

Chieu sinh Lop boi dwng Nghiép vu Thanh tra vién  Cong van
chinh K02-VP tai Nha Trang, Khanh Hoa

V/v Cung cap cén bo thudc dién ksk dinh ky va ksk ~ Cong vin
Iap ho so lwu tri ndm 2019

V/v cung cép danh sach doanh nghiép thuc hién Cong vin
TTHC trong 6 thang cuoi nam 2018

V/v thong ké s lvang ngudi ¢6 tham quyen xirphat  Céng vén

sil ahaws klak ahfak

= Nady ma

02/04/2019
26/03/2019

23/03/2019

23/03/2019

23/03/2019

21/03/2019

HSCV ket thic

v Han gidi quyét

29/03/2019

29/03/2019

27/03/2019

28/03/2019

27/03/2019

Tétca HSCV

¥ Trang thdi
Da trinh ky
Da trinh ky
Da trinh ky
Da trinh kyj

D trinh kyj

D trinh kyj

Phu trdch

Pham Thi Phong
PTéng hop - Quy hoach
Vin phong S¢

Vin phong S&

Viin phong S&

Vin phong S&

s6 Chuyén phat hanh (&) Quay lai

~

(@) Phan gisi quyét can bd tigp theo

Lanh dao ky

Vo Sd

Vuong Dirc Lam
Vuong Dirc Lam
Vuong Dirc Lam

Huynh Vin Minh

Vuong Dirc Lam

“»

: Va0 chtrc nang “Giai quyét cong viéc”, chon

© Xem HSCV
© Xem HSCV

© Xem HSCV

© Xem HSCV

© Xem HSCV

© Xem HSCV

Luu y: Giao dién HSCV trinh ky s& hién thi tit ca cac ho so dang trinh cac Lanh

dao So (dé qua d6 Ban Giam doc dé theo dbi céng viéc chung cia co quan).

- Lanh dao m& chon van ban trinh minh ky (xem tén minh hién thi cot “Lanh

dao ky”).

+ Sau khi xem néu théng nhat thi Lanh dao S¢ nhap vao hinh cay but dé mé lan
luot van ban trinh ky (néu c6 nhiéu vian ban trinh cting Ic) va thyc hién ky chir

ky s6 vao van ban.
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M Ry duyet HSCV | 8" Khang kj HSCV | B Tré vE bé sung |« K&t thac HSCV | (€) Quay lai

¥ KIEN GIAI QUYET

e

& Tailiéugan kém | () Phan gidi quy&t cén bé tiép theo

VAN BAN CHUA KY
(3 tuyen truyen CCHC GD 2016-2020.pdf @

VAN BAN DA KY
Khong co VB nao.
TIEN TRINH GIAI QUYET

Vo Sa: Cd yéu cau chua gidi guyét
Pham Thi Phong :02/04/2019 07:43:23

Trinh ky HSCV
Pham Thi Phong :02/04/2019 07:42:53
[ tuyen truyen CCHC GD 201 6-2020. pdf Y

Sau khi ky xong cc van ban trinh ky = nhip nat “Ky duyét HSCV”. Lic nay
s& chuyén sang trang thai két thic hd so va chuyén vé cho Van thu phat hanh
van ban.

+ Truong hop vian ban khong ky phat hanh, Lanh dao nhip vao nit “Khong ky”.
+ Truong hop van ban chua dat yéu cau, Lanh dao nhap vao nat “Tra vé bo
sung” thi nguoi phu trach thuc hién lai budc 3.

Bwéc 6. Phat hanh van ban:

Vin thu vao Menu Vin ban phét hanh, chon Tab “Vin ban cho phat hanh”, dé
phat hanh vin ban qua phan mém va dong thoi giri van ban phat hanh dén cac co
quan, don vi theo “noi nhan”.
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