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1. Muc dich va pham vi tai liéu
1.1 Muc dich tai liéu
Muc dich cla tai liéu la gidp ngudi dung k’héi chuyén vién Céng vu tiép can véi phan
méem “Van phong dién tir” moét cach dé hieu va tong quan nhat
1.2 Pham vi tai liéu
Tai liéu mé‘té cac chirc nang nghiép vu ma chuyén vién don vj can st dung. Cac chirc
nang bao gom:
1. Pang nhap hé théng
2. X ly van ban dén
3. Theo déi van ban di
4. X ly van ban néi bo
1.3 Chdrc nang phéan hé
C6 5 vai tro twong dwong 5 nhdm quyén duoc siv dung trong phan mém nay :
Téng Giam dbc
Phé téng giam déc
Lanh dao phong ban / don vi
Van thw
Chuyén vién
Module Quan Iy van ban dén : phgc vu cbng tac lwu trir, bao cao thdng ké van ban dén.
Chuyén vién tiep nhan van ban dén gu Trwdng phong pan / don vi / Van thw, thwc hién
cdng viéc theo chi dao va bé’o cao két qua cong viéc bang cach cap nhat trang thai van
ban clia ca nhan va cho y kién xt ly
Module Quan Iy van ban di: phuc vu cong tac lwu trir, bao céo thdng ké van ban di.

Chuyén vién tiép nhan van ban di Trwéng phong ban / don vi / Van thw dé theo déi van
ban hoac thwc hién cong viéc phat sinh sau khi phat hanh van ban di
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2. Dang 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 d&ng nhap hién thi nhw sau:

VAN PHONG DIEN TU

Tén dang nhap®

Mat khau*

Nguwdi dung nhap théng tin vé tai khoan ctia minh dwoc cung cap, vi du:
»  Tén dang nhap: cvtchcO1
>  Mat khau: abc123

Sau d6 bdm nut “Pang nhap”



http://cvhhdongnai.vishipel.vn/
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3. Xt ly vdn ban dén
3.1 Xem théng tin vdn ban dén
Cac budece thue hién:

Bwéc 1: BAm chon phan hé van ban dén:

]l —

Van ban dén

Bwéc 2: Giao dién van phong dién tt hién thj véi cac phan sau:

1. Danh sach chirc nang bén trai bao gom:

STT Chirc nang Noéi dung

VB Chwa giao | Chtra danh sach van ban dén Chuyén vién nhan dwoc tir 1anh
X ly dao phong chuyén téi ( Trang thai chung)

2 | VB dang xt ly | Van ban dén dang trong qua trinh xc ly

3 VB da xwr ly Chtra cac VB da dugc xtr ly

4 VB dé biét Chtra cac VB dé biét

5 | VB da két thic | Chra cac VB da dwoc chu tri két thic

6 VB theo d&i | Chtra cac VB da chon biéu twong “Ngdi sao” dé theo ddi

- Tim kiém Tim kiém thdng ké van ban clia cang vu, phong ban, ca nhan
thong ké theo th&i gian va theo cac tiéu chi khac nhau
2. Danh sach van ban: Chira danh sach van ban dén
=] SGVB dén  S6 VB gdc Nai ban hanh Ngay nhan Trich yéu
(8] = 1077 3BT 2CHHVN-TCHE Cuc Hang hai Viét Nam 21/10/2018
D = 1075 3799.CHHVN-TCCE Cuc Hang hai Viét Nam 20/10/2018
CR= 1074 1281/QB-BGTVT Bo giao thing van tai 20/10/2018
|E = 1073 918.CHHVN-KHCNMT Cuc Hang hai Viét Nam 18/10/2018

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

- Ludng x{& ly van ban: Chira ludng xt ly xuyén subt tir luc tao lap van ban tdi
hién tai. Luong xt&r ly con chra cac théng tin vé y kién gép y ciing nhw thoi
gian doc, thay déi trang thai ca nhan van ban...
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| V&n ban dén a o Chuydnxdely & ¥ kién s Iy T
=V cria i & SGVBAEn  SGVB géc Noi ban hanh Ngdynhdn  Trich yéu
155 VB dang xi Iy o= 1078 3B0L.CHHVN-TCCS Cuc Hang hai Viét Nam 21710/2018
4 VB 33 ull
@ vB aé bigt
—¥ VB g8 két thic | Théng tin chung Vkignxirly ' Nhatky
WB theo dbi

56 vén dén 1078
Svanbdngic  3B01.CHHVN-TCCB
nhanh 171012018

BE Ludng w1
y o e =B Ludng xir iy
m kigm, thdng k& ae Ry

= vt cang vu(Ngudi glf)

21102018 =4, giamdoc cviPhé duyét)
; 311072018 i~ giamdoc cv - GD(CHi dao)
Noi ban hianh Cuc Hang hai Viét Nam - & tpto chuc hanh chinh - TRIChi) tr)
Trich yéu
Loai cong van Cédng van
Nk mat Thwing
Mirc khdn Thwdng
NG Ky
Ghue danf

Binh kem 3801.CHHVN-TCCB.pdf,
3.2 Chuyén vién cho y kién xd ly & cap nhéat trang thdi cd nhan van ban dén
Cac buérce thwe hién:

Bw&c 1: Chon 1 van ban dé “ Y kién xor ly”

1 van ban dén -~ = Chuyén xi Iy LL Y kign xip Iy
& '_-_] l__; S6VBdén 56VB gic Mdi ban hanh Mgay nhan Trich yéu
i~ v dang xir I WRE| 1078 3801.CHHVN-TCCB Cuc Hang hai Vigt Nam 21/10/2018

i~ VB g8 xir I

T Vs g pigt
Bwéc 2: Chuyén vién Nhap y kién xtr ly cho van ban dén tai man hinh “Cho y kién”
=) cho ¥ kién =T |
i o | @000 |

Phan logi: Cong van
Ky hidu VB: 3801 CHHVM-TCCE

Trich yéu '
Trang thai .}x.Cr I D3 X Iy - | |
veénxL [ . . .
B3 nhan van ban méi va dang xir Iy
£
) P
G tin nhan =

Tép dinh kém Chon i

VBChuaGiacXuly ChoYkien.aspxild=1612
Bwéc 3: Chuyén vién bAm chon cac chirc nang sau:
- Lwu: P& lwu y kién x(r ly van ban
- Déng: Thoat khdi man hinh “Cho y kién” ma khéng lwu théng tin nao

Bwéc 4: Sau khi “Cho y kién xtr ly van ban”, chuyén vién cé thé quan sat y kién minh
vtra cho & luong x& ly van ban:
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Tai phan “Luéng xt ly” chuyén vién co thé theo ddi dwoc toan bd y kién xt ly cling
nhw tinh trang doc van ban ... cla tirng c& nhan trong luéng xu ly.

‘ Théng tin chung Viaénxirly | Nhatky

Shvandén 1078
S8 vanbéngdc  3801.CHHVN-TCCB
Ngdy ban hénh 1710/2018
n 21102018
MM0/2018 =& giamdoc cv - GD(Chi dac)

=B Ludng xi iy
sh vt cang vuNguai gl

Ngay =, giamdoc cv{Phé duyét)

Cuc Hang hai Viét Nam =-& tpto chuc hanh chinh - TR{Chil tri)

- D8 doc 21/10/2018

Cong van
N mat Thwirng
M khén Thuwéng
INgLi ky
Chir danh
BDinh kém 3801.CHHVN-TCCEB.pdf,

Hodc, chuyén vién thuc hién cac bwdc sau dé xem tat ca y kién xt ly van ban:
- Chon van ban vira cho y kién

- B&m chon “Y kién xtr ly” > Xem thdng tin

Théng tin chung ¥ kién xir 1y Mhit ky

4 Chuyén xir Iy
Mo tao: vt cang vu
Ngay tac: 21/10/2018 22:37:07
M&i dung: Chuyén x 1y
Tép dinh kém:35301.CHHVMN-TCCE . pdf

7 Cép nhét ludng x Iy
Mguecri tao: vt cang wu
Ngay tao: 21/10/2018 22:37:47
. Néi dung: TCHC wi¥ If theo ndi dung yéu ciu

2 Chuyén xtr Iy
Mpouweéri tao: tp fo chue hanh chinh
Npay tao: 211002018 23:28:27
M&i dung: chuyén vien tehe 01 xiF 1§ v béo cdo ding fién G3

4 Chuyén xie Iy
Mouwéri tao: tp to chuc hanh chinh
Ngay tao: 21/10/2018 22:38:15
Ml dung:

Bwéc 5: Cap nhat trang thai ca nhan cho van ban dén. Chuyén vién cé thé cap nhat
trang thai ca nhan cho van ban do theo cac trang thai : Chwa x& ly, Dang x ly, Ba xu
ly, Khéng xtr ly.

- Chuyén vién bAm vao chir Dang x{ ly




Tai liéu hwéng dan st dung rat gon danh cho khédi chuyén vién

Van ban den S

2 vB chua xir iy

Sd VB gic

INoi ban hanh

MNgay nhan

Trich yéu

B dang x Iy

# VB da xlt I

T vz adpig

3852.CHHVN-TCHC
3799.CHHVN-TCCB

1281/QB-BGTVT

Cuc Hang hai Viét Nam
Cuc Hang hai Viét Nam

B4 giao théng van tai

21/10/2018
20/10/2018

20/10/2018

VB theo dd

T Tim ki€m, thdng k&

Théng tin chung

=] S6'VB dén
(8] &5 1077
(A= 1075
(8] = 1074
B & 1073

¥ kg a1y

918.CHHVN-KHCNMT

" Nhat ky

Cuc Hang hai Viét Nam

159/10/2018

P
54 vén bén gbe

gy ban hanh
Ngédy nhén
Hen xiF Iy

Noi ban hanh
Trich yéu

Loal cong vén
Wi mat

Mir khan
Nguei by
Chirc danh

1281/QD-BGTVT
20/10/2018
20/10/2018

Bd giao thong vén tai
Cong van

Thuérng
Thuérng

Dinh kém

1281.QD-BGTVT.signed.pdf,

= B Ludng xr iy
=t vt cang vu(Nguéi gif)
a2, giamdoc ov{Phé duyét)
=4 pgd cv 01 - PGD{Chi dag)
o & tp phap che - TRCh tri)

—&% tp to chuc hanh chinh - TP(Phdi hap)

nhan. Sau dé bam nut lwu

|4

3.3

Phan logi: Cdng van
Ky higu VB: 3801.CHHVN-TCCE
Trich yéu
Trang thai xuF ly . D3 x0r Iy

Khi hé théng hién thj clra s& mai, CV cap nhat trang thai x& ly van ban cla ca

Xem nhét ky xu ly van ban

ViChuaPheXuly CapMhatTrangThaiaspx?ld=1612

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

ky xt ly van ban, chuyén vién thyc hién cac buwéc sau:

Bwéc 1: Chon 1 van ban dé “Xem nhat ky”

Bwéc 2: Bén dwdi phan danh sach van ban, chon 6 “Nhat ky”
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_ Van ban dén
;[ V8 chua giao x I
,_l %3 VB da giao xir Iy
VB con han
VB gua han
5 VB dang xir Iy
[ vB aébist
¥ VB da ket thic
: VE theo ddi
|82 Théng ké w1

T Tim ki€m, thdng ké

& Van ban di
| Van ban noi ba
j Lich céng tac

O T T Ce e S

= Chuyén xtv Iy LL ¥ Kign xip Iy w#Ket thilc

l_'.; S6VBdén 50 VB gic Nai ban hanh Mgdy nhan

Trich yéu

oz P 1078

380LCHHVN-TCCB Cuc Hang hai Viét Nam 21/10/2018

Théng tin chung ¥ kign xir Iy Nhat ky

1

(%]

Chuyén xte Iy

Nguwdri tao: vt cang wvu

Ngay tao: 21/10/2018 22:37:07

NGi dung: Chuyén i Iy

Tép dinh kém-3301 CHHYN-TCCE pdf,

Théng tin nhém xie Iy van ban

Nhdm K W:vt cang vu(Mawdi gligiamdoc cviPhe duyét);
Nguéri chi tri:

CHp nhét ludng xd Iy

Nguweéri tao: vt cang vu

Ngay tao: 21/10/2018 23:37:47

NGi dung: TCHC xiF If theo ndi dung yéu cau

Chuyén xt Iy

Nguéri tao: tp to chuc hanh chinh

Mgay tao: 21/10/2018 22:38:27

N&i dung: chuyén vien tohe 01 x(F 1§ v béo cde ding tign 43

Chuyén xtr Iy

Ngueri tao: tp to chuc hanh chinh
Ngay tac: 21/10/2018 22:28:15
Na&i dung:

Théng tin nhém xiF Iy van ban
Nhdm xie W:cviche01:

Nguéri chi tri:

Cho ¥ kién

Nouwéri tao: cv tehe 01

Ngay tao: 21/10/2018 23:45:22

Mai dung: ©'3 nhén van ban mdi va dang xiF Iy

@ V-Office Copyright 2017. All Rights Reserved.

4, Chuyén vién Cang vu theo ddi van ban di

4.1 Xem théng tin van ban phat hanh

Van ban di dwoc van thw phat hanh sé dwoc glri dén chuyén vién néu nhw chuyén
vién thuéc “Nhém xem” van ban phéat hanh.

DPé xem théng tin van ban di d& phat hanh béi van thw, chuyén vién don vi thuc hién

cac buwéc sau:

Bwd&c 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 théng tin clia van ban phat

hanh tai phan duéi

Théng tin bao gom:

- Théng tin chung

- Y kién xtr ly

- Nhatky
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" Wan hdn nAi hi

5.
5.1

Béo cao théng ké van ban gidp van thw thdng ké van ban ctia phong ban, don vi theo

L L& Thi Minh Hign - T
&R Nguyén Phurdic Tan - CAPT.
8 e vanan T
& NguyEn Thanh Vi - CE
£ Thai Thi Ngoe Tuyeén - €V
2§ tp to chuc hanh chinh - TP
243 ptp to chuc hanh chinh - PTP
o-£3 vt eang wu - VT
-8 cvienc 01 - v

Bdo cdo théng ké van ban

Bédo cdo théng ké van ban dén

thoi gian va theo céc tiéu chi khac nhau

Cac buéce thwe hién:

- B3 doc 21,

018 23:55:56

Bwdc 1: Van thw chon phan hé “Van ban dén” > Chon tlép “Van ban phat hanh
nhap” - Chon chirc nang “Phat hanh méi”.

Van ban dén v = Chuyén theo déi Tim! *
& Van ban di ~ & SG ghi s6 Loaivanban  Ngay phat hanh  Trich yéu Lanh dao ky Noi ban hanh
[ —— = 403/CVHHNT-TCHC Céng vin 21/10/2018 Vv Bam bio an toan hanh hai giamdoc v Phong Té chifc Hanh chir
? Tim kim, thing ké VB &i = 402/CVHHNT-TCHC Céng van 21/10/2018 Wi/ Nghi dinh v& viéc Ging ky bién phip bae dim hang ha giamdoc v Phéng Té chiic Hanh chir
[i=] 401/CVHHNT-TCHC Céng van 21/10/2018 Wy Quy dinh thi tyc dign 1 Ve thu thuyEn,. giamdoc ey Phing T chic Hanh chir
= 400/CVHHNT-FC Céng vin 21/10/2018 WA Hudng dEn thong tin b tri thuyn vién xuéng tau,.. giamdoc v Phéng Phap ché
‘ Théng tin chung ¥ Kién xir 1§ Nhit ky
Ngsy khGithéo  21M0/2018 =B Lung i
Lol vén bén Cong van L
; =6 vt cang vu(Ngudi gt}
Lénhdas  giamdoc v
Fhéng sodn thio Phang T chikc Hanh chinh 3
‘ Trich yéu  VivBam bdo an toan hanh hai £ MouyEn Van Thanh - PTP
BDinh kém £ Thai Bén - X

Van bn dén - ~ . ~ o ~ o 2 ~
[S—— THUC HIEN TIM KIEM, THONG KE VAN BAN BEN
=l g = i . .
= VE dd gizo a1y Nem | 2018 - LogiVB | Cnon loai vén bin
VB conhan Ngdy nhéntirngdy [ o7/10/2018 i} Fhénloal | Chon phanioal
VE qui har odnrady  [zzmonome o Noi ban hinh
REg ir Iy . - i . .
VB dang x(r Iy S vén bén dén Nguoi chi dso Chen ngudi chi dao
W VB di it If b =
N iy £ . Phang xi iy Chon phéng ban
s gl 86 véin bén gbc .
: Trich yéu
W VB da két thiic 850 cdo théng ké theo | Titca -
VB theo d8i
‘ JBTim kiém ‘ (@) Xuatfile excel = 3¢Lam lai
& Ngay nhin  S6VB d&n  Nai ban hanh 56 VB g8t Ngay vin ban Trich y&u
1 =] 21/10/2018 1077 Cyc Hang hal Vigt Nam i?ffc‘mw"" 16/10/2002
&= 20/10/2018 1075 Cyc Hang hai Viét Nam ;g‘EHWN' 20/10/2018
i 20/10/201 7 6 giso thong van tal  1281/QD- 20/10/201
£ 20/10/2018 1074 B th ta 1281/QD-BGTVT 20/10/2018
=] 19/10/2018 1073 Cuc Hang hi Vigt Nam 3;%;':}\” 12/03/2018
Van bn dén - ~ . ~ o ~ o 2 ~
[S—— THUC HIEN TIM KIEM, THONG KE VAN BAN BEN
=l g = i . .
= VE dd gizo a1y Nem | 2018 - LogiVB | Cnon loai vén bin
Ve connan Nosy nhéntirngéy [ 710,201 i} Fhénloal | Chon phanloa
VE qui har odnngy  [mmmes o Noi ban hinh
. i, P .
"1 VB dang xr Iy S0 vén bén dén Nguoi chi dso Chen ngudi chi dao
W VB di it If b =
- e sos s s Phong xi iy Chon phéng ban
s g 58 véin bén gbe .
: Trich yéu
W VB da két thiic Bsocsothdng kEtheo | Titch =
VB theo d8i
‘ JBTim kiem ‘ (@ Xudtfile excel |~ 3¢Lam lai
g giy nhan  S6VBdén  Noi ban hanl 6 VB g8c igdy vin ban Trich yéu
: Nogay nh: S6VBdEn  Noi ban hanh S5VB N ban Trich
I =] 211012018 1077 Cyc Hang hal Vigt Nam i?ffc‘mw"" 16/10/2002
&= 20/10/2018 1075 Cyc Hang hai Viét Nam ;g‘EHWN' 20/10/2018
= 20/10/2018 1074 B6 giao théng vn thl  1281/QD-BGTVT 20/10/2018
S S18.CHHVN-
97107201 7 2/03/201:
@ 15/10/2018 1073 Cuc Hang hai Viét Nam KHONMT 12/03/2018
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Bwéc 2: Tai man hinh “Thwe hién tim kiém théng ké van ban dén ” chon cac tiéu
chi dé tra clru cu thé nhuw ngay thang nam, sé VB dén, Noi ban hanh, phong xt Iy...

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

Két qua sau khi théng ké van ban:

=] MNgdy nhdn  SGWBdEn  Maiban hanh 56 VB géc Mgéy van ban Trich yéu
=] 21/10/2018 1077 Cuc Hang hai Vigt Nam ?gﬁf“*w' 16/10/2002
&= 20/10/2018 1075 Cuyc Hang hai Vigt Nam igisa.cmw- 20/10/2018
= 20/10/2018 1074 86 giac thong van i 1281/QD-BGTVT  20/10/2018
&= 15/10/2018 1073 Cuyc Hang hai Vigt Nam Q{ECE'::TVN 12/03/2018

5.2 B&o cao thong ké van ban di
<Thao tac tuong tw nhw bo cdo théng ké vén ban dén>
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