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1. Muc dich va pham vi tai liéu
1.1 Muc dich tai liéu

Muc dich cla tai liéu 1a giip nguwdi dung khdi Lanh dao Cang vu tiép can véi phan mém
“Van phong dién ti” mét cach dé hiéu va tbng quan nhat

1.2 Pham vi tai liéu

Tai liéu mé t& cac chirc nang nghiép vu ma lanh dao don vj can s dung. Cac chirc
nang bao gom:

1. Pang nhap hé théng
2. X ly van ban dén
3. X& ly van ban di
4. X ly van ban néi b6
1.3 Chdrc nang phéan hé
C6 5 vai trd twong dwong 5 nhém quyén duoc sir dung trong phan mém nay :
Tbéng Giam dbc
Phé téng giam déc
Lanh dao phong ban / don vi
Van thw
Chuyén vién
Module Quan ly van ban dén : phuc vu cdng tac lwu tri, bao céo thdng ké van ban dén.

Lanh dao Cang vu tiép nhan van ban dén da duwoc but phé tr Van thw. Sau d6 theo doi
qua trinh x(& ly cGa toan bo van ban dé dwoc hién thj trén cay nhan luc

Module Quan ly van ban di: phuc vu cdng tac lwu trir, bdo cdo thdng ké van ban di.
Lanh dao Cang vu theo doi théng tin van ban di va qua trinh phong ban / don vi dwoc
phan céng theo dai van di do
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2. Lanh dao don vj ding nhap hé théng

Dé dang nhap hé thdng, nguwdi diung g dwdng dan sau vao trinh duyét internet
(khuyén nghj st dung Chrome — PM duoc tdi wu héa):

http://cvhhdongnai.vishipel.vn

Man hinh dang nhap hién thj nhw sau:

@ CUC HANG HAI VIET NAM

VAN PHONG DIEN TU

Tén dang nhap”

Mat khau*

Nguwdi dung nhap théng tin vé tai khodn ctia minh dwoc cung cap, vi du:
»  Tén dang nhap: gdcv
>  Mat khau: abc123

3. Lanh dao don vi xtr ly vdan ban dén

3.1  Xem théng tin vdn ban dén

Cac budc thwe hién:

Bwéc 1: BAm chon phan hé van ban dén:

El—

Van ban dén

Bwéc 2: Giao dién van phong dién t& hién thi véi cac phan sau:



http://cvhhdongnai.vishipel.vn/

Tai lieu hwéng dan s dung rat gon danh cho khéi Ianh dao

\ CUC HANG HAI VIET NAM
Cang vu hang hai Ving Tau

O

1 ~ 2 £
i i ~
. . Van ban den

= | VB chua giao xir Iy

—_["L“:"‘,] VB 3 giao x Iy
VB quéa han
L::'\j VB dang ¥ Iy
-0 B d chuyén xii Iy
T B a bigt
g VB d3 kst thic
VB theo dé&
&% Thiing ké i Ij

[ Théng ké da phe

-8 Tim kigm, théng ké

= Chuyén x(r 1y Lr Y kién xi Iy

= SGdVBdén 54 VB gdc Noi ban hanh MNgay nhan  Trich y&éu

3826.,CHHVN-

1076 ATANHH

= Cuc Hang hai Viét Nam  20/10/2018

1. Danh sach chirc nang bén trai bao gom:

STT Chirc nang Noi dung
VB Chua gi , ,
L Yagla% 1 chya danh sach van ban dén LD nhan duoc tir van thu chuyén toi

2 | VB PDagiao xtrly

VB con han

Chtra danh sach van ban & trang thai con han xt ly

VB qué han

Chtra danh sach van ban & trang thai qua han xt ly

3 VB dang xtr ly

Van ban dén da dwoc van thw chuyén xt ly (Trang thai chung)

VB da chuyén
xw ly

Chtra cac VB da dwoc chuyén xt ly cho cac ca nhan phong ban

5 VB dé biét

Chtra cac VB dé biét

6 VB da két thic

Chura cac VB da dwoc cha tri két thuc

7 VB theo doi

Chtra cac VB da chon biéu twong “Ngdi sao” dé theo dbi

8 Théng ké xtv ly

Chtra danh sach cac VB da dwoc x ly

9 Théng ké di phé

Chtra danh sach céc VB Lanh dao da dwoc phé duyét

Tim kiém théng

10 1 ye

Tim kiém théng ké van ban cla cang vu, phong ban, ca nhan theo
thoi gian va theo cac tiéu chi khac nhau

2. Danh sach van ban: Chtra danh sach van ban dén
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=1 556 VB dén SG VB géc Ngi ban hanh Mgay nhan  Trich y&éu
(= 1076 iﬁﬁ:ﬂw’ Cuc Hang hdi Vigt Nam  20/10/2018
O = 1075 3799.CHHVN-TCCB  Cuc Hang hai Viét Nam  20/10/2018
=] 1074 1281/QD-BGTVT B& giao théng vén tai 20/10/2018
=] 1073 ii&";;w Cuc Hang hdi Viét Nam  19/10/2018
(W= 1069 01 Téng cuc dugng ba VN 08/05/2018  TB gidi thidu chirc danh va chir ky
(R 1068 13/CV-CHHVNKHCN  Cuc Hang hai Viét Nam  08/05/2018  test tra I&i VB
O = 1067 72 Chinh Phd 08/05/2018  Nghi quy#t phién hop chinh phi thuding ky thang 9 ndm 2015
& 1066 B62/CHHVM-YP Cuc Hang hdi Viét Nam  08/05/2018 Uy quyndiéu hanh trong théi gian di céng tac (PCT Nguy&n Hoang)

Phé duyét guy hoach hé théng cang ca va khu nec dau tranh trd bao cho tau ca@ dén nam 2020, dinh hudng
dén nam 2030

=m o T : 5 2 R Pp—— = 5 = o
Hon ué rAnn tar han Aam an {nan hano hai an ninh hann hai wa nhénn naira A nhiem mAi triine AAL

4 4 EIE 345678910 .. k(M Page size: |20 ~ 1599 items in 80 pages

QE 1085 1976 Thi Tuéng Chinh pht 08/05/2018

-

3. Thoéng tin chung van ban:
- Théng tin chung van ban

- Lubng x{& ly van ban: Chira lubng xt ly xuyén subt tir ltc tao 1ap van ban tdi
hién tai. Ludng xt ly con chra cac théng tin vé y kién gép y ciing nhw thoi
gian doc, thay déi trang thai ca nhan van ban...

@ CUC HANG HAI VIET NAM plamioc cv 3
e Céng vu hang haiVing Tau 0} Trang chi s Tinh hinh xi Iy van ban | Vin phong dién ti &9 Hwéng din © FAQ
-4, van ban dén ~ Tim kiém Tim!
[ VB chua giao xir I = SGVEdén  SGVE gac Noi ban hanh Ngay nhan  Trich yéu
= VB a3 giao x Iy 3826.CHHVN-
’ = 1076 Cuc Hang hdi Vit Nam  20/10/2018
v VB ¢ han ATANHH
B qué han [ 1075 3790.CHHVN-TCCR  Cuc Hang hdiViét Nam  20/10/2018
155 VB dang i i =] 1074 1281/QD-BGTVT  BSgiacthéngvantdi  20/10/2018
&3 VE a3 chuyén i Iy 918, CHHVN- e
® = 1073 Cuc Hang hdi Vist Nam  19/10/2018
-1 Ve a2 bigt Ol KHCNMT
-1 VB d két thiic O&E 1069 01 Téng cuc dudng b VN 08/05/2018  TE gidi thiey chic danh vé hit ky .
VB theo d& —
reede 4|4/1]23456789 10 .[0|H Pagesze20 v| 159 items in 80 pages
&% Thaing ke xir I — ——
— 8
~[&f Thsng ke &3 phé | Thangtinchung '\ ¥ lkignxi Iy | Nhatky
 Tim kiém, théing ké |
1074 =88 Ludng xir Iy
1281/2D-BETVT : ; .
=t vt cang vu(Nguei giri)
2011012018
20102018 D& doc 21/10/2018 06:37:13

amdoc cv(Phé duyét)

BG giao thong van tai ;D& doc 21/10/2018 22:00:30

), pgd v 01 - PED(CH

Cong v

T:”? o B doc 21/10/2018 22:00:30

rong TR+
S ~ 5 Thuéng 1@ tp phap che - TR(Chd tri)
— Nouoi kf &% tp to chuc hanh chinh - TP(Phdi hop)
(] Vin ban ni bé v Chire danh ~88 tp tai v - TP(PhSi hop)
Dinh kém  1281.QD-BGTVT.signed.pdf,

E Lich cdng tac v
Lo Quan Iy nghiép vu ~

cangvuvofficen efaultaspx

3.2  Lanh dao cho y kién xtr ly van ban dén
Cac budc thwe hién:

Bwéc 1: Chon 1 van ban dé “Cho y kién”
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CUC HANG HAI VIET NAM
e Cang vu hang haiVing Tau O Tran
L1 Van ban dén ~ = Chuyén xFly || Lx Ykienxely | 2
= VB chua giao xdr Iy & &n i) ac oi ban hanl ay nhan rich y&u
=) VB chu: ¥ SEVB d SEVE g Noi ban hanh Ngay nhan  Trich y
3553 VB a3 giao xt Iy : i
b “gee Ty = 01076 i?zﬁ?\;l?-:—ll-lHVN Cuc Hang hai Viét Nam 20/10/2018 1
VB cén han
= WB qué han

-3 VB dang xi¥ Iy
-0 VB d3 chuyén xir j
] VB dé bigt
- VB d két thic

VB theo dbi
3% Thing ké xi Iy
B Théng ké d3 phé

-5 Tim kigm, théng ké

Bwéc 2: Lanh dao Nhap y kién xtr ly cho van ban dén tai man hinh “Cho y kién”

|Chajrkié’n =R
o ==

Phan logi: Cdng van
Ky hidu VB: 3826.CHHVN-ATANHH

Trich yéu:
Trang thai x 1. | B35 wir Iy -
Y kign XL e -
Giao PGD cv 01 chu tri va bao cao thuwc hién
. i
Gl tin nhan: | v
Tép dinh kém: | Chon |

VBChuaGiaoXuly_ChoYEKien.aspx?ld=1610

Bw&c 3: Lanh dao bAm chon céac chirc nang sau:
- Lwu: D& Iwu y kién xt ly van ban
- Doéng: Thoat khdi man hinh “Cho y kién” ma khéng lwu théng tin nao

Bwéc 4: Sau khi “Cho y kién xtr ly van ban”, 1anh dao c6 thé quan sat y kién minh
vtra cho & ludng x& ly van ban:
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Tai phan “Luéng xt ly” lanh dao co thé theo déi dwoc toan b y kién xt ly cling nhw

tinh trang doc van ban ... clia tirng ca nhan trong ludng xur ly.

£ Van ban dén ~
¢+ [5) VB chua gisa i Iy =] SGVBdén  S& VB gdc Noi ban hanh Ngay nhdn  Trich y&u
253 VB a8 giso wir Iy N
E R geey = 1076 iﬁm:”"” Cuc Hang hai Viet Nam  20/10/2018
VB con han
VB qué han (=] 1075 3799.CHHVN-TCCB  Cuc Hang hdi VietNam  20/10/2018
3 L,;E VB dang X Iy [R] F= 1074 1281/0RA-BRGTVT R nian thann wan tai 010201

14 1?23456?8910“.P M

e VB da chuyén xir

-7 VB dé biét

Page size: | 20 = |

| Théngtinchung '\ ¥ kién xirIy . Nhatky

7 VB da két thic

VB theo dai Sdvandén 1076
P S6vénbdngéc  3826.CHHVN-ATANHH
i Thing ké xr Iy . .
B L MNgay ban hanh 17/10/2018
[ Tsng ke a8 phé Ngdynhdn 201012018
“ [ Tim kigm, thdng ké Han k3l
Nei ban hanh Cuc Hang hai Viét Nam
Trich yéu
Loai cdng vén Cong van
Murc mat Thuéng
Miurc khan Thwérng
Mg ky

=88 Ludng i I
=l vt cang vu[Ngudi giri)

Bé doc 21/10/2018 06:27:04

| =t giameloc cv(Phé duyét) |

- D3 doc 21/10/2018 08:31:03

I Y kign:Giao PGD cv 01 chi tri va bao cao thuc hién

D4 xir Iy (21/10/2018 22:07:24)
=& pad cv 01 - PGDIChi dac)
- D& doc 21/10/2018 08:31:03

Hodc, 1anh dao thwc hién cac bwdc sau d& xem tat ca y kién xt ly van ban:

- Chon van ban vira cho y kién

- BAm chon Tab “Y kién xtr ly” > Xem théng tin

|' Théng tin chung ] ¥ kign xar Iy

\,

Nhatky ',

1 Chuyén xi¥ Iy
Nguedi tao: vt cang vu
Ngay tao: 19/10/2018 16:23:28
Moi dung: Chuyén =0 I

Tép dinh kém:913. CHHYN-KHCMNMT signed. pdf

'3 Cap nhat ludng ¥ Iy
Nguwedi tao: vt cang vu
Ngay tao: 19/10/2018 16:24:16
Ndi dung:

3 Chuyén xir Iy
Nguwdi tao: giamdoc oy
Ngay tao: 19/10/2018 16:26:14

Ndi dung: TP TCHC X I¥ theo ndi dung van ban

3 Chuyén xi¥ Iy
Nguedi tao: tp to chuc hanh chinh
Ngay tao: 19/10/2018 17:28:20
Ndi dung:

5 Cho ¥ kién
Nguedi tao: cv tche 01
- Ngay tao: 10/10/2018 17:20:17

3.3 Xem nhat ky xur ly van ban

Nhat ky 1a noi lwu vét lai tAt cd hanh dong tac dong truc tiép 1én van ban. D& xem nhat

ky xtr ly van ban, lanh dao thwc hién cac bwéc sau:

Bw&c 1: Chon 1 van ban dé “Xem nhat ky”

Bwéc 2: Bé&n dwdi phan danh sach van ban, chon Tab “Nhat ky”
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-

Théng tin chung ' Y kién xir Iy Nhatky

1 Chuyén xi¥ Iy
Ngwdi tao: vt cang vu
Ngay tao: 19/10/2018 16:23:28
NGi dung: Chuy&n s [§
Tép dinh kém:918 CHHVN-KHCNMT signed. pdf,
Théng tin nhom x( Iy van ban
+ MNhom xiF ly:vt cang vu(Nguwéri gl giamdoc cv{Phé duyét);
Mg cha tri:

7 CA&p nhét luong xi Iy
Nguwdi tao: vt cang vu
Ngay tao: 19102018 16:24:16
NGi dung:

3 Chuyén xir Iy
Nguwdi tao: giamdoc cv
Ngay tao: 19/10/2018 16:26:14
NGi dung: TP TCHC XiF Iy theo ndi dung van ban
Théng tin nhom X0 Iy van ban
Nhom xiF ly:tptehe;
Mg cha tri:

4 Chuyén xi Iy
Nguwdi tao: tp to chuc hanh chinh

4, Lanh dao Cang vu theo d&i van ban di
4.1 Xem théng tin van ban phat hanh

Van ban di dwoc van thu phat hanh sé& duwoc gii dén 1anh dao don vi néu nhu lanh
dao don vi thuéc “Nhém xem” van ban phat hanh.

Pé xem thong tin van ban di da phat hanh béi van thw, 1anh dao don vi thuc hién cac
buwéc sau:

Bwéc 1: Chon phan hé “Van ban di” - Chon muc “VB da phat hanh”

Bwéc 2: Chon 1 van ban phat hanh can xem = Quan sat thdng tin cla van ban phat
hanh tai phan duéi

Théng tin bao gdm trong céc Tab:
- Théng tin chung
- Y kién xtr ly
- Nhat ky
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54, Van ban dén v = Chuyén theo déi . Tim!
& Vin ban @i ~|l& S& ghi s3 Logivanbdn  Ngay phat hanh  Trich y&u Lanh dao ky Ni ban hanh
5 - - » - - Phang Té chic Hanh
\og VB da phat hanh i) 403/CVHHNT-TCHC Céng van 21/10/2018 Vv Dam bdo an todn hanh hai giamdoc cv chink
= Tim kiém, théng ké VB d Phing T8 chic Hanh
= 402/CVHHNT-TCHC Céng van 21/10/2018 Vv Nohi dinh v& vigc dang kj bién phap bao dam hang hai giamdoc cv ch;.rr“g © ehue an
=) A401/CVHHNT-TCHC ~ Céng van 21/10/2018 V/v Quy dinh thi tuc dién tr v6i tau thuyzn,... giamdoc cv ::.:.T.g To chirc Hanh
= 400/CVHHNT-PC Céng van 21/10/2018 V/v Huéng dan théng tin bé tri thuyén vién xudng tau, .. giamdoc cv Phong Phap ché

— S
Thang tinchung | Vlkiénxirly | Nhatky

211102018
Céng van
L dao giamdoc cv
Phong soan thao Phéng Té chirc Hanh chinh
Trich yéu Viv Nghi dinh v& viéc dang ky bién phdp bao dam hang hai & Thai Bdn - LX
Dinh kém £ L& Thi Minh Hign - VT
£ Nguyén Phudc Tan - CAPT.
£ 1evanan-TTx
&3 Nguyén Thanh Vi - CE
£ Thai Thi Ngoc Tuyén - CV
£ tp to chuc hanh chinh - TP

=I-BE Lusng xir Iy

=€ vt cang vu(Ngudi gii)
£ Nguyén Van Thanh - BTP

L Van bdn ndi bg v &3 ptp to chuc hanh chinh - 2TP
[ Lich cong tac > &3 vtcang vu - VT
£ cvtche01-Cv
€ 16 Van RAv - TP

|4 Quan Iy nghiép vu v
.';\[-ofﬁce Copyright 2017 All Rights Reserved.

5. Bé&o cdo théng ké van ban

5.1 Bédo cdo théng ké vdn ban dén

B&o céo thdng ké van ban giup Lanh dao Cang vu thdng k& van ban cia phong ban,
don vi va ca nhan theo thoi gian va theo cac tiéu chi khac nhau

Cac budce thwe hién:

Bwéc 1: Lanh dao chon phan hé “Van ban dén” - Chon tiép “Tim kiém théng ké”.

£ Van ban dén ~

...... |_=:‘| VE chua giao % ly

=93 VB d3 giao xir I
VB con han
WEB qué han

™ -
%5 VB dang x Iy

..... 7 VB d3 chuyén xir by
..... #7 VB aé biét

..... ¥ VB d két thic

----- VB theo déi

..... 5% Théng ké x(r Iy

----- Théng ké da phé

&kl Tim kigm, thdng k&

Bwéc 2: Tai man hinh “Thwe hién tim kiém, thong ké van ban dén ” chon cac tiéu
chi dé tra ctru tim kiém nhw theo Nam, ngay thang, sé VB dén, Noi ban hanh, phong xd
1y,...
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THUC HIEN TIM KIEM, THONG KE VAN BAN DEN

NEm | 2018 v Loal VB | Chon Ioai van ban ~
Nogy nhan tirngay [ 14/10/2018 =] Fhanlosi | chon phanlaai |
Sénngdy [ 3102018 ] Net ban hanh
S6 vén bén dén Ngudi chidao | Chon ngudi chi dao >
S6 van ban géc Fhﬁr.tgn}:'_'? (Chen phéng ban |
Trich yéu
Socdothng kéthee | T4t ca

>

| SBTim kiém | (@) Xuétfile excel  ¢Lam lai

Bwéc 3: Chon “Tim kiém ” dé& xem két qua théng ké sau khi nhap cac théng tin &
buwdc 2.

Két qua sau khi théng ké van ban:

£} Van ban dén ~ . . . .
s THUC HIEN TIM KIEM, THONG KE VAN BAN DEN
AR v 3 .
=5 VB dé giao xi Iy NEm | 2018 < Loai VB | Chon loai van ban -
VB con han Ngdy nhéntirngdy [ 1471072018 B Fhén ioai Chan phanloai ~
~ VB qué han dnogsr | s 5 Noi ban hanh
2y, o v £ox : s . >
f VB dang xt Iy 86 vn bdn dén Ngudi chi dac [P o -
g /| 3 ch ¥
31 VB d chuyén xt I L = =
e 6 van bén gée Frongarli | chon pheng ban -
VB d€ bigt Trich yéu
W VB di két thic Béo céo théng ké theo Tk =
VB theo déi
~&3 Théng ke xir Iy | BTim kiém ‘ (@) xultfileexcel 3 Lam lai
[ Théng ke d phé
£l Tim kiém, thoing ke|
R U . . eum.~  Ngayvin _.
=l Ngiynhin  S6VBdén  Noiban hanh S5VBgde I Trich yéu
. M e 38ELHHVN- -,
=] 20/10/2018 1076 Cuc Héng hai Vigt Nam 75 17/10/2018
) - A I799CHHVN-
= 20/10/2018 1075 Cuc Hang hdi Vigt Nam 7o o 20/10/2018
. B R 1281/G0- .
i) 20/10/2018 1074 B5 iz thang vin bl g-or 20/10/2018
= 19/10/2018 1073 Cuc Hang hdi Viet Nam oCHHVN- 40 02 2018
oz n i “s (T80

Bwéc 4: nhan “Xuat file Excell” dé théng ké béo céo.

5.2 Bédo cdo théng ké van ban di
Cac budc thye hién twong tw nhw Bao cao théng ké van ban dén, cu thé cac bwéc sau:
Bwéc 1: Vao trong phan hé “Van ban di” --> Chon “Tim kiém, théng ké VB di’

Bwéc 2: Trong man hinh “Thwe hién tim kiém théng ké van ban di” --> chon cac tiéu
chi dé tra clru theo ngay thang, nam , sé van ban di, Loai van ban, Noi ban hanh,
phong ban x{ ly hay trich yéu.
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< C @ Khéng bao mat | cangvu.voffice.vishipel.yn/(S(oxs2xj2wmthhzrocajrdjme))/VBDi/VBTangHop.aspx * % @
@ CUC HANG HAI VIET NAM vtcang vu
. Cangvu hang haiVing Tau 2 Trang chii i Tinh hinh x@ Iy van ban || Vin phong dién ti €9 Hwéng din @ Ft

[} van ban @én

| THUC HIEN TIM KIEM, THONG KE VAN BAN DI

& Van ban i
Nam - 2018 dl Loal VB Cang van dl
1 Ngay VB tir ngay 07/10/2018 B 2 Fhong banhanh | chon phong ban <)
Dén ngay 2171072018 | Ngui ky
86 van bén df .
Trich yéu
Bdocaothing ktheo | 7gca -
SBTim kiém | Xuat file excel | KLam lai
3
&) SGvinbindi  Ngayvinbin  Trichyéu Lanh dao ky Noi nhan Noi ban hanh
f |-, 403/CVHHNT- > N - . Phang T3 chitc
B 1onc 2171072018 /v Dam baa an toan hanh hai gismdoc cv ity
_ 402/CVHHNT- o T, T Phang T8 chite
B 1o 21/10/2018 V/v Nghi inh v viéc 8ang ki bién phap bao dam hang hai giamdoc cv e
_ 40L/CVHHNT- i o T . Phang T8 chite
B 1onc 21/10/2018 /v Quy dinh the tue dién tir véi tau thuyén,.. gismdoc cv RN
@ 400/CVHHNT-PC  21/10/2018 V/v Hugng din théng tin b tri thuyn vién xuéng tau,.. giamdoc cv Phang Phap ché

Bwéc 3: nhan ‘tim kiém” dé xem céac két qua thong ké sau khi da nhdp théng tin &
buwdc 2

Bwéc 4: nhan “Xuat file Excell” dé théng ké béo céo.

6. Xt ly van ban néi bo
Céc thao tac thue hién tuong tw nhw vén bén dén
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