UBND THANH PHO CAN THO ~ CONG HOA XA HQI CHU NGHIA VIET NAM
SONOQI VU Doc 1ap - Tw do - Hanh phuc

S6:2727 ISNV-CCHC,VTLT Can Tho, ngay 04 thang gonam 2024

VIV huéng dan thao tac 1ap hé‘ SO
dién tr trén H¢ thong phan mém
quan ly van ban

Kinh gui:
- SO, ban nganh thanh phd;
- To chitc Hoi quan chiing dugc Pang va
Nha nuéc giao nhiém vu cap thanh phd;
- Uy ban nhan dan quan, huy¢n;
- Uy ban nhan dan xa, phuong, thi tran.

Thuc hién Nghi dinh s6 30/2020/ND-CP ngay 05 thang 3 nam 2020 cua
Chinh phi1 vé cong tac van thu; Thong tu s6 02/2019/TT-BNV ngay 24 thang 01
nam 2019 caa Bo Noi vu Quy dinh tiéu chuan dir liéu thong tin dau vao va yéu
cau bao quan tai lidu luu trir dién tir; Thong tu sd 10/2022/TT-BNV ngay 19
thang 12 nam 2022 cua Bo Noi vu quy dinh thoi han bao quan tai liéu va Ké
hoach s6 19/KH-UBND ngay 24 thang 01 nim 2024 cta Uy ban nhan dan thanh
phd vé cong tac van thu, luu trir ndm 2024 va Cong van s6 370/ VTLTNN-NV
ngay 10 thang 5 ndm 2022 cua Cuc Van thu va Luu trit Nha nude vé viée lap ho so
dién tir va nop luu ho so dién tir vao Luu trit co quan trén Hé thong quan 1y tai
liéu di¢n tur.

S¢ Thong tin va Truyén thong da trién khai mém phém quan 1y vin ban
va phan mém luu trit co quan cho cic co quan, don vi. Bén canh d6, S& Noi vu
d3 phdi hop v6i S Thong tin va Truyén thong td chire tip huin cong tac 1ap hd
so va giao nop hod so vao Luu trit co quan trén hé thong phan mém quéan 1y vin
ban va phan mém luu trit co quan. Tuy nhién, cac budc thuc hién trén phan mém
quan 1y van ban con nhiéu khé khan va lung ting.

Trén co sé huéng dan tai Cong van s6 1851/SNV-CCHC,VTLT ngay 17
thang 6 nam 2024 cua S& N§i vu vé viéc huong dan lap ho so dién tir va ndp luu
hd so dién tir vao Luu trit co quan trén hé thong phadn mém quan 1y vin ban va
diéu hanh. Bén canh d6, dé cong tac 1ap hd so va giao ndp hd so vao luu trit co
quan duoc trién khai dong loat va hiéu qua, S Noi vu phdi hop véi S Thong
tin va Truyén thong xdy dung huéng dan cac thao tic vé viéc 1ap hd so cong
viéc trén phan mém quan ly van ban nhu sau:

1. Mt s6 hru y khi thue hién
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- Tén d& muc cha (DPé myc 16n) phéi viét in hoa cac chi cai.

- Tén d& muc con (D& muc nho) viét in hoa chit cai dau.

- Tiéu d& ho so coéng viéc ngan gon, rd rang nhung phal khai quat duogc
noi dung cua cac van ban, tai liéu sé hinh thanh trong qua trinh theo ddi, giai
quyét cong viéc (cu thé vé nodi dung, dbi twong, su viée, thoi gian, khong dugc

viét tat).
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phu trach lvu triv trach
2. Cap nhat danh muc
1. Ban hanh ho so vao hé thong 3. Lap ho so cong viéc dién tir:
X QLVBDH -> phén v Thu thap van ban
danh muc ho so quyén cho CCVC phu v Déng ho so
trach ‘
Ty 4.Kiém |
o Y tra ho so [
5. Kiém v
= T
tra ho so Rhong Al Khong dat
l Pat
LUU TRU CO QUAN
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Sova ky | .. s oen 2k Thoi han bao | Pon vi/ ngwdi lap ho | Ghi
i ky Tén dé muc va tiu dé ho so BE MUC CHA 5 yne P .
hiéu HS ' quin Hy chi
I. VAN PHONG 4+ PE MUC CON

1. Bj phin Tdng hop, Té chirc cin bd //

1.1. Tai li¢u tong hop

LVP H;o S0 xdy dung ban hanh quy dml}, hu(mg dap nht'{ng 20 ndm Piing Hng Pha
van de chung cua co quan (Quy ché van hoa cong sa)

2.VP | Hb so hdi nghi tong két nim cia So Vinh vién Ding Hong Phu

3.VP | Hé so hdi nghi so két 6 thing 10 ndm bing Hong Phu

A

HO SO CONG VIEC

- Pau nam lanh dao co quan ky quyét dinh quan ban hanh danh muc hd so
cua don vi.

- Can b0 phu trach van thu co quan, don vi nhap dé muc cha, dé muc con
> Phan quyén cho lanh dao phong hodc chuyén vién phu trach (tiy thudc vao
Quy ché van thu, luu trit caa co quan, don vi).

- Chuyén vién tao hd so cong viéc dién tir khi c¢6 phat sinh vin ban ->thu
thap van ban gém vin ban dén/di trong hé thdng, vin ban ngoai hé théng, tai
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liéu da phuong tién -> Pong hd so khi thu thap xong hd so hoic cudi nim ->
Trinh 1anh dao phu trach kiém tra h so.

- Lanh dao phu trach kiém tra, phé duyét hd so -> Chuyén van thu kiém
tra lan 2.

- Van thu kiém tra hd so va chuyén Luu trir co quan néu hd so hop 18.
2.Thao tic cu thé trén phin mém
a) Tao Danh muc hd so: viin thr co quan, don vi thue hién

- Tao dé muc cha (P& muc 16n): Tén dé muc cha viét in hoa céac chir cai.
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Budc 4. Nhan "Luu"

- Tao cac dé muc con thudoc dé muc cha (Bé muc nho): Tén dé muc con
vi€t in hoa chir cai dau tién.
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b)Thao tic phan quyén dé muc: viin thw co quan, don vi thuc hién

- C6 3 quyén: Xem, cap nhat, phan quyén.

- Phan quyén dé muc con ti dong c6 quyén xem cua thu myc cha.

- Phan quyén xem va cip nhat cho chuyén vién phu trach, phan ca 3
quyén cho 1anh dao phu trach néu can.

- C6 thé phan quyén timg d& muc hoic phan quyén 1 luot nhiéu dé& muc.

- Thao tac phan quyén timg dé muc:
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c) Thao tic tao hd so cong viéc: chuyén vién thuc hién

- Tao tiéu dé hd so

+ Ma ho so: Hé théng tu sinh, nguoi dung khong can nhap.

+ Tén hd so cong viéc: Tén hd so cong viéc phai cu thé vé noi dung, dbi
tuong, thoi gian, khong duoc viét tat.

+ Ngay bat dau 13 ngay ban hanh cua vin ban dau tién (c6 thé chinh sira khi
dong ho so).

+ Ngay két thuc 13 ngay ban hanh cta vin ban cudi cing (c6 thé chinh sira
khi déng ho so).
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Chitiét = Vanban e Phin quyén
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axés

6 Mus e vin bin hié 2o

Ho sd cong viéc tao thanh cdng

- Thu thap vian ban, tai li€u vao ho s

+ C6 thé thu thap van ban dén/di trong hé théng, van ban ngoai hé thong, tai
li¢u da phuong tién.
+ C6 2 cach thu thap vin ban trong hé théng phan mém quan 1y van ban.
e Cachl:
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(O mdi van ban xt Iy du cé nit Thém vao HSCV dién t) el

STT Tén cong vigc Chirc ning
1 13ISTTTT-10/06/2024 - & Théng tin Truyén théng - Tinh Nam Dinh  Chuydnsir 1y
Béo cao két qua thu hign nhigm vy —
uru ket the pre g
-0 @ Chuyén ben hinh
| EBitphé = Luan chuyd G0 &+Phlihop [3Vanban iién quan (3 Phidu winh X L chor s
shvanbdn chung 6K iy 13T CTaE
Ngéy ban hanh 10/06/2024 Nourdi kf
Trich yéu Béo 4o két qua thurc hién nhidm vy ChiFC wu ngudi Ky
W3 Ginh danh 000.00.12.H40-202413.STTTT Co quan ban hanh S Théng tin Truyén ihgng - Tinh Nam Binh
S6dén 14 Ngay dén 101062024
Linh viEC wan ban Khéng Sbtrang 1
96 khan Binh thudng sébdn 1
Phén loai Céng vin Cong viéc cink I Chuacé
Tép van ban inh-243-qd-ubnd-can-tho-2024- Ngén nglr Tiéng Vgt
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Tén tap hé so Thir myc

11Tailéy  H137.20248VP
t6ng hop

Kiéuthamgia O Tét ¢ O C6 tham gia XU if @ Dang gy

THONG BAO

Thém vén ban vao hé so thanh cong.

Budc 3. Chon Co

- Thu thap vin ban ngoai hé thong:

h ;, HE THANG QUAN LY VAN BAN BIEU HANH Chayén vién Minh Thar . i -
: Danh sach h so cong viee
" TR 0

B QUAN LY VAN BAN < Budc 1. Nhan ndt "Van ban" Budc 2.'Nhan nat "Van ban Khac

ST Ghen Noi dung Ghire nang
& XLV CONG VIEC <

1 O Hés v dinn, nuéng odn nnirng vén 38 chung cila co quan ndm 2024 - H13 7.2024 8 VP # caannat

# oturin « untic] & Pran qorkn

Van ban dén (2) Van ban di Van bn knic Tai i€u da phuong bén mangnd s

+Thém vén bin

© TRO GIP
e

& Myc luc vin bin b 50
Budc 3. Nhan /' S
"Thém mdi"
Ngdy ban hanh

8 | somo Budc 4. Nhap thong tin va dinh kém file
co quan Luu y: Co quan ban hanh chon trong danh sach chir khong nhap tay

S Thang tin va Truyén thang

54 trang®
5
Trich yéu*

v i bl e 33 Thiing t

Tép dinh kém*
£ Chon p dinh kém €V Gemo1.signed signed (1).par

Budc 5. Nhan Luy — [(EEHED

§TT NG dung Chirc nang Thiz ty Tor 36/ Trang sé

Knong co di iu

- Péng hd so:
+Chuyén vién kiém tra hd so cong viéc trudce khi thyc hién thao tac déng hd
so (dong ho so khi ho so cong viéc d6 da két thic)
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€ 3 O |ANetsewre glbtnunioflicewn/group/guest/ho-so-cong-iec’p_p._id=hesocongui

R_uniofficeportietép. p. lifecycle=1&p.p_state=normallip_p. mode=view&p_p_col id=column-2

p_col_count=1&_hosocongviee WAR_uniofficeportiet ja

e DI @ :

HE THONG QUAN LY VAN BAN DIEU HANH

< na e &
Danh sich hé s tng viéG [omvinmame ] e
# TRANG CHU
. Y . o gan Técd v - Chan thir myc - v
B CUAN LY VANBAN ‘ Kiém tra thong tin chi tiét
N§i dung Chire nang
© XU LY CONG VIEC -
Gy GInh. hubng a&n Aning van dé chung cla co quan nam 2024 - H13.7 2024 B VP # it
+Tao cong vic bin & Phin quydn R
3Theo ddi finh hinh i If Théng tin hé 5o cbng Vide - H13.7.2024.8.VF BWang b ea
Mesocongviscdiénty v — i . L X e
Tén tap hd s H s xdy dung. ban hanh guy dinh, hireng ddn ahimg vén d chung clia co quan nam 2024
ANhom tai lidu

»Danh muc hd so
»Hb so coing wiéc dién tlr

Danh sch phibu khai théc bl Ngay bt adu 280712024 Nady két thiic 30107/2024

o

»Tao phidu chuyén hd so vy Thivi han bao qudn 10 nam Ché 00 st dung Khéng han ché
e

LOLEES Téing s6 rang 7 Téng 36 van bdn 3

»Tao phidu hiy hd so hét gia

i Ngn nglr Tidng Viet Ghi chl

# DIEU HANH

© oGP

Tén pnong ban nidng Tai chinh Ké hoacn Ngub1 13p nd 50

Ngay tan 300712024 1521:03 Thwr muc

Minh Thu

1.1 Téi héu tdng hop

& Myc luc van biin n 5o

UAN LT VAN BAN DIEU HANH

Chuyen vien Minh T~ ) © Thoat

3 3 A " Ew—
Danh sach ho so cong viéc Phan quyén nihié
# TRAN v
e - v s A .a - i — -
n e Kiém tra van ban clia hé sd céng viéc Téed Gronth mc
STT Chen N§i dung Chire nang
o XUl VIEC -
1O Hesowya ¥ GInn. nuréng adn aniing vén a& chung o3 co qUAN NAm 2024 - H13 7 2024 8 VP 2 Clpnnat
+Tao cong vic FChind & Phdn quydn O
»Thea déitinh hinh | | | vanoina | [vanwanaci ] | |
3H 50 cng Vi dién 1k = - .
X sTT Néi dung Chire ning  Thir ty Tér sé1 Trang 56
HNnSm i ligu ) & Muc v bin b s
. 1 2833MMTTQBTT - 15032024 - Uy ban Mat rdn T4 quéc VIEt Nam tann pné Cin Tho @ x6a p
Danh muc 1 so
" N - Cing van wv phdi hop cung c&p aann sdch Ann nung Liét 8T, chién sTBNén Bién, tanh nén xung phong, adn cdng nda luyén  Chuyér

»Hb s cdng viéc dién i = Ludn " |g°?ln-\'|u 9 9o 4 v e

»Danh sach phiéu khai thac hd

= 2 ASTTTT - 10/06/2024 - $& Thing tin Truydn théng - Tiah Nam Binh Bxba 1

¥Tao phigu chuyén nd so vy B30 c30 két qua thye Nién nném v - Chuyén

it lich ik iChitdt =Lubnchuydn @Dy thio

»T30 phidu ndy né 5o hét gia

i

# BIEUHANH

© RO GIOP

# TRANG CHU
Tércd v - Chan thir muc — v
B QUAN LY VAN BAN <
$TT  chon Ngi dung Chirc ning
@ XULY CONG VIEC < . X
1 []  Hbsaxdy dung, ban hanh quy dinh, huémg ddn nhimg vén dé chung ca co quan nam 2024 - H13.7 2024 8 VP # Cépnnit

P . hitiét =Vanban & Phanquyén v i
N 3 Dong hd so
© TRO GIOP 9 -

s

86 trang”
& Myghuc vin biin b 50
T

Budc 2. Kiém tra
va cap nhat thong tin

tap i ligu”

jgay bit ddu®
29072024
ay két thise”

B swo7z02
Han g Iy tri
#  soo7z02s

Budc 3. Nhan Luu

Bude 1. Nhan "Béng ho sg:
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Y

Na

< 4 A ia
Danh sach hb so cong viec

# TRANG CHU

B QUAN LY VAN BAN ¢ o SO W INE

© XU LY CONG VIEC < STT chen N6i dung Budc 4. Nhan "Trinh phé dUYét Iwu tri™ Chire nang

HE THONG QUAN LY VAN BAN DIEU HANH Chuyén vien Minh The « (@) © Thost

2 ORI . 1 s +6 50 xay dung. ban hanh ké hoach nam 2024 - H13.7.2024 234 LD # Hdy 6ong M50
% én han iu triy) p 4
~ Chuyén o
@ TRO GIUP iChitidt =Vinbdn & Phin quyén
2 H& 50 xdy dung. ban hanh quy dinh, hudng ddn nhing vén 6é chung clia co quan ndm 2024 - H13.7.2024 8 VP iy dong h so

4 s0 03 doc ddng)

ACHItt = Vanban & Phin
Chon lanh 630 phé ¢uy«| Lanh 830 phang Tai Chinh Ké Hoach  ~ l

Budc 5. Chon lanh dao phé duyét
Budc 6. Nhan Luu

mon e - @) omox [N

Pndn quydn nnidu N

Téed - — Chon thir muc — -
B QUAN LY VAN BAN <
STT Chen Ngi dung Ghisc ning
o xULY i <«
1 [u] Hd so xdy dung, ban hinh quy dinh, hudng ddn nhimg vdn 6& chung cia co quan ndm 2024 - H13.7.2024.8.VP # Hiy dong 4 s
et et . (Ché anh dao Lanh dao phéng Tai Chinh Ké Hoach phé duyét)

i Chi ié an & Phan quyin
© TRO GIOP

Hb sd chuyén trang thai chd phé duyét

v ~ Chgn thur muc - ~
chire ning
1 o H8 50 xdy dumg, ban han ké hoach ndm 2024 - H13.7.2024 234 LD 2 1y cong M 50

(D3 dén han Iy ¥ ’ ~ a A ~,

SR Bude 2. Nhan "Phé duyét vy trl" ~ewinws
>Taa cing v% ichi bin i
}The %4 tinfhinn it 2 o HB so xdy dung, ban hanh quy dinh, hugng din shimg vin a& chung clia co quan nam 2024 - H13.7.2024 8 VP

v (Ché IEnh Gao; Linh d3o phang Tai Chinh Ké Hoach phé duyét)

4Chi Bt = Van ban Budc 4. Nhan "DBI"IQ ‘}"

e

>Danh sach phiéu khai thac hé
sa

3Tao phidu chuyén nd sor vy
i lich s

3 [u} nd 50 ban hann quy dinn, quy ché - H13.7 2624 12 HCTH & Muon b so
sTao phidu hiy hd sor hét gid (B3 I triFy - ~ A ~ a
" Budc 3. Nhap noi dung phé duyét
a sb gni Bién ban cac cude Nop Quy, 0130 ban - H13 7 2024 5 HCTH
# BIEUHANH o 0 aniBie op Qo > Miron b s
(D4 Iuru 1ri¥y
® TR . . L P )
5 o Hé so ban hanh quy dinh. quy ché, ndi quy. hirong din cla phang NGI vy - H13.7.2024 19 HCTH & Mugn b 50
(D4 luu trir)
6 o i 50 v 13p 1 S hién hanh tal Phisang - H13.7 2024 6 VP & Wuan b so
A i triFy

d) Vin thu kiém tra va chuyén luu trir co quan:
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€ 3 O ANotseure glvbtnuniofficen/group/guest/no-so-co WAR_uniofficeportiet&p_p.| P P p.col id=column-2&p_p_col_count=18& hosocongviec WAR uniofficopor.. B8 % £} | W & @ §
TEaNg 17 ¥ 207 T7ange e T N Gos BauT T L CuoI—
sTT Chon NI dung Chire ndng
O n anh quy dinh, huGng odn ahimg vén 02 chung cla CO quan nam 2024 - H137.2024 8 VP iy otag nd so
= Van ban
test - H13.7. 2024 60. VP # Cép rnét
Chitiél == Van bin o

Budc 1. Chon XU ly cdng viéc -> Hb so cdng viéc dién tlr -> Hb so cong viéc dién tir'™
P—

»Danh sach phidu khai thac hd
o

3 030 cho ang 7- H13 7.2024 01 8C sctomst
SChitki = Vn bl
>Tao phidu chuyén nd 5o vy s i +Thém vin bin
Uiy N T - ey
Chi c6 thé chuyén Iuu trit nhitng ho sd da dén han LR
»Tao phidu hiy hé so hét gid axss
m ‘
© Muc luc viin bin hd so
=) hong NI vu (88 tén co quan, adi ddu, odi tny....) - H13.7.2024 15 HCTH & Hay Gong nd 50
* Chuyén hy i
. B T Budc 2. Nhan Chuyen luu trld —— | | .
& Chuyén oy b
3 @ 24 - H13.7.2024 15.VP # Hay abog nd 5o
& Chuydn oy bl
7 @ h 5o ban hanh quy dinh, quy ché - H13.7.2024 12 HCTH & Muon hd
8t
8 o S ghi Bién bdn cac cudc hop QuY. giao ban - H13.7.2024 5 HCTH & Muonnd so
©3ku )
9 o Hb so ban hanh quy dinh. quy ché. ndi quy, huéng ddn cia phong NGI vu - H13.7.2024 19 HCTH & Muon hé 5o
©8 ety

€ 3 O ANotsecwe qhbtnuniofficeyn/group/guest/ho-so-congviec?p_p_ . WAR 5. 08ip_p._ 5. p.p_col_id= 28p_p_col_count=18} _WAR uniofficepor.. B8 % | D | = & @ i

XAC NHAN

Ban 6 chic chin mubn chuyén luu trir hd sor cang viéc nay khong?

[‘co | wnong
Budc 3. Nhan Co

Déa chuyén hd so sang luu trir co quan thanh cong

Thoéng bao chuyén Luu trir cd quan thanh céng

Trén day 1a chi tiét hudng dan céac thao tac thuc hién trén phan mém, dé
nghi cac co quan, don vi sém trién khai thuc hién tai co quan, don vi. Pong thoi
trién khai ndi dung van ban dén cac don vi truc thude (néu co);

Trong qué trinh trién khai thuc hién,néu gip kho khian, vudng mac dé
nghi lién hé S& Noi vu (Phong Cai cach hanh chinh - Van thu, luu trit), s6 dién
thoai 02923.730.759 hodc 0983.937.991 gip ba Ngd Thanh Ven dé trao ddi thuc
hién./.

Noi nhin: KT. GIAM POC
- Nhu trén; A A

- Giam ddc SNV;
-Luu: VT, TV.

Trwong Hf‘)ng Duw
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