A. Téng quan phdn mém

SO TAY HUONG DAN SU DUNG PHAN MEM HO
TRQ KIEM TRA, RA SOAT, HE THONG'HOA VAN BAN
QUY PHAM PHAP LUAT
05/12/2017
Kho'16 x 24

So trang: 180



Sé tay huéng dan si& dung phan mém hé tro kiém tra...




CHU BIEN
TS. Pong Ngoc Ba
Cuc trwcng Cuc Kiém tra van ban quy pham phdp ludt, B¢ Tw phdp

THAM GIA BIEN SOAN

1. NCS. Nguyén Thi Thu Hoe

Phé Cuc truong Cuc Kiém tra vin ban quy pham phdp ludt, Bé Tuw phdp

2. CN. Vii Hong Thing

Chénh Vin phong, Cuc Kiém tra vin ban quy pham phdp ludt, Bé Tuw phdp
3. CN. Tran Manh Hiéu

Truong phong, Cuc Kiém tra van ban quy pham phép dudt, Bé Tuw phdp

4. TS. Lé Thi Uyén

Truéng phong, Cuc Kiém tra vin ban quy phaephdp ludt, Bo Tw phdp

5. ThS. Tran Thu Giang

Phé Trueong phong, Cuc Kiém tra van baw quy pham phdp ludt, Bo Tw phdp
6. ThS. Tran Chi TAm

Phé Chdnh Vin phong, Cuc Kiém téa véin ban quy pham phdp ludt, B Tw phdp
7. CN. Ho Hoang Ha

Phé Chdnh Vin phong, CucKiém tra vin ban quy pham phdp ludt, B Tw phdp
8. CN. Nguyén Thj Viét Nga

Phé Truong phong, Cuc Kiém tra van ban quy pham phdp ludt, B¢ Tw phdp
9. CN. Hoang Linh Cim

Phé Truong phong, Cuc Kiém tra van ban quy pham phdp ludt, B¢ Tw phdp
10. CN. Phan Anh Son

Pho Truong phong, Cuc Cong nghé thong tin, Bo Tw phap

11. CN. Nguyén Thi Hai

Chuyén vién Cuc Kiém tra vin ban quy pham phdp ludt, Bé Tw phdp

12. ThS. Nguyén Thi Ha

Chuyén vién Cuc Kiém tra van ban quy pham phdp ludt, B¢ Tu phdp

13. ThS. Nguyén Thi Hong Vinh

Chuyén vién Cuc Kiém tra van ban quy pham phdp ludt, B¢ Tu phdp

14. ThS. Tran Thi Huyén Lé

Chuyén vién Cuc Kiém tra vin ban quy pham phdp ludt, Bé Tw phdp
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LOI GIOI THIEU

Kiém tra, ra soat, hé théng hoa vin ban quy pham phap luat 1a
céc hoat dong mang tinh “hau kiém” c6 vi tri, vai trd quan trong trong
chudi quy trinh xdy dyng, ban hanh, to chtrc thi hanh va hoan thién
phap luat, nham bao dam tinh hop hién, hop phép, théng nhat, dong
bo cua hé théng phap luat. Hién nay, viéc t6 chtre thue hién cac hoat
dong nay dugce quy dinh twong d6i day du, cu thé tai Euat Ban hanh
vin ban quy pham phap luat nim 2015 va Nghi dinh §6 34/2016/ND-CP
ngay 14/5/2016 cua Chinh phii quy dinh chi tiét mot sé diéu va bién
phap thi hanh Luat Ban hanh van ban quy_pham phap luat. Theo do,
cac ca nhan, co quan c6 trach nhiém thuc hién kiém tra, ra soat, hé
thdng héa vin ban quy pham phap luat 1a Bo truong, Thu trudng co
quan ngang bo, Chu tich Uy ban nhan dén cac cap.

Trong nhitng nim qua, edng tac kiém tra, ra soat, hé thong hoa
vin ban quy pham phap luat da duoc trién khai trong dbi tich cyc, hiéu
qua va dat duoc nhiéu thanh tich, gop phan hoan thién hé thong phap
luat. Tuy nhién, hién nay cac cong tic nay van dang duoc tién hanh thu
cong, dan dén nang suét phén ndo bi han ché, dSng thoi viée luu trit ho
s0, tai liu cua cong tac nay chua dugc bai ban va thiéu tinh hé théng.

Hudng té1 muc ti€u ing dung cong nghé thong tin vao cac hoat
dong cong tac cua nganh Tu phap, dong thdi nang cao hon nita hiéu
qua cia cong tac kiém tra, ra soat, hé théng hoa vian ban quy pham
phap luat, Cyc Kiém tra vin ban quy pham phép luat da phdi hop voi
Cuc Cong ngh¢ thong tin - Bo Tu phéap xay dung va dua vao str dung
Phin mém hd tro kiém tra, ra soat, hé¢ thong héa vin ban quy
pham phap luit. Viéc st dung Phan mém h tro kiém tra, ra soat, hé
théng hoa vin ban quy pham phap luat s& gitp can bo thuc hién kiém
tra, ra soat, hé thong hoa van ban quy pham phép luat va luu trir ho so,



thong ké, bao cao vé két qua clia cong tac nay duge tién hanh nhanh
choéng, thudn tién va chinh xac hon. Pé bao dam thuén lgi cho nguoi
str dung Phan mém, Cuc Kiém tra vin ban quy pham phap luat - B6 Tu
phap bién soan cudn “Sé tay hwong din siv dung Phin mém hé tro
kiém tra, ra sodt, hé thong héa vin ban quy pham phdp ludt”. Cudn
S6 tay nay 1a tai liéu quan trong gitp cac bo, nganh, dia phuong trién
khai thyc hi¢n cong tac kiém tra, ra soat, hé théng hoéa van ban quy
pham phap luat mang lai chat luong hon, hiéu quéa hon.

Tuy nhién, thyc té kiém tra, ra soat, hé thong héa’vian ban quy
pham phap luat 1a cac nghiép vu tuong d6i khé khan, phirc tap va da
dang nén Phan mém c6 thé chwa dap Gmg dugc hét nhimng yéu cau cua
ngudi st dung va khong thé tranh khoi nhimg thiéu sot, chung toi rat
mong nhan dugc y kién dong gop dé cudmrSo tay dugc hoan thién hon
trong 1an tai ban.

Tran trong gidi thi¢u!

Ha Ngi, thang 12 nam 2017
CUC KIEM TRA VAN BAN QUY PHAM PHAP LUAT



A. TONG QUAN PHAN MEM

1. Muc dich

SO tay huong dan su dung Phan mém hd trg kiém tra, ra soat, hé
théng héa van ban quy pham phép luat (sau ddy goi tdt la Phan mém)
duoc xay dung voi muyc dich hudng dan ngudi dung sir dung céc chirc
nang trén Phan mém dé hd trg cong tac kiém tra, ra soat; hé thong hoa
van ban quy pham phép luat.

2. Thiét ké chung trong phin mém

Céc chtric nang thu thap, nhap liéu, tim kiém, khai thac thong tin
va thyc hién céac thao tac nghiép vu trén Phan mém dugc thiét ké theo
chuan nhu sau:

a) Giao dién chinh ctia mdi chirc nang gém 3 thanh phan:

- Vung hién thi thong tin dit liéu cuia ddi twong duoc quan Iy dudi
dang danh sach c6 phan trang. Ngudi dung c6 thé tuy chon sb lugng
ban ghi hién thi trén mot trang, xem thdng ké tong s6 ban ghi dit liéu
dang c6 (hoic theo két qua tim kiém). Véi mbi dong dir liéu duge hién
thi trén danh sach, nguoi ding c6 thé bAm chudt vao truong tén ctia doi
tuong (cot dau tién) hoac biéu tuong chirc nang “Xem chi tiét” & phia
cubi dong dé xem dit lidu, thong tin chi tiét ciia d6i tuong (ban ghi).

- Vung hién danh sach cac nut chirc ning theo phan quyén cia
nguoi dung nhu: Thém, stra, x6a, phan cong...

- Vung hién thi cac cong cuy tim kiém, loc thong tin dir li€u theo
cac tiéu chi phu hop véi timg loai dir liéu nhu: Tim theo tén ddi tuong,
loc theo cac truong thong tin dang danh muc nhu don vi, phong ban, ...



Sé tay huéng dan si& dung phan mém hé tro kiém tra...

b) Bén canh cac churc nang co ban (thém, stra, x6a, tim kiém,
xem chi tiét, phan trang) nhu thiét ké & trén, Phan mém cung cap cho
nguodi dung cac tién ich bo sung nhu:

- Cho phép ngudi dung sip xép hién thi dit liéu, két qua tim kiém
trén danh sach theo cac tiéu chi bé‘mg cach bAm chudt vao tiéu dé cot
thong tin: Bam chudt 1an dau dé sap xép tang dan, bam tiép 1an nira dé
sap xép giam dan, tiép tuc bam 1an 3 néu mudn bo sap xép.

- Hb trg hé théng cac phim tit (hot key) cho p@e’f» nguoi dung
kich hoat chirc nang, thuc hi¢n cac thao tac xu 1y bar\fg cach st dung
cac t6 hop phim tit thay cho cac thao tac k1chQ@T1uot giup nang cao
hi¢u suat 1am viéc trén phan mém. Vi dy: sui aung t6 hop phim Alt +
M dé mo man hinh thém mdi, to hop phi Alt + L dé luu, hay t6 hop
phim Alt + O dé dong cira s6 xem/siy\t\a&i

Chi ti€t chuan thiét ké gla@\alcn chirc ndng cua ching t61 duoc
thé hién nhu hinh minh hoa bén dudi:
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A. Téng quan phdn mém

3. Thuit ngir va tir viét tit

Thuat ngir/

TT . Y nghi
> Viét tat ned
CSDL 90 sordu 1A1¢u quoc gia vé van
ban phép luat
KTVB Ki’ém Era van ban quy pham
phép luat
VBQPPL Van ban quy pham phap éu(ﬁQt
<>
QPPL Quy pham phat lua é‘

‘*'\)
4. Piang nhip/ Ping xuit phin mel@Q

- Truy cap vao trinh duyét (Integtm&t Explorer ﬂ hodc Firefox
n hodc Chrome [ 5@0

- Trén thanh cong cu (Adgcg:&s) nhap vao dia chi cia phan mém:
http://ktrsvb.moj.gov.vn

- Tai giao dién dang nhap phan mém nhap dung Tén ding nhap
va Mat khau can ding nhap.

mém TRA, RA'SOAT, HE THONG HOA
—-I—J I




Sé tay huéng dan sl dung phan mém hé tro kiém tra...

Sau khi dang nhap thanh cong, Phin mém hién thi trang chu
v6i cac thong tin nhéc viée lién quan dén vai tro, nhiém vu cta nguoi
dung theo phan quyén do nguoi quan tri phin mém cta don vi tién
hanh thiét 1ap cho tirng ngudi dung (Vi du: Chuyén vién, Pho Trudng
phong, Truong phong, Pho Vu truéng, Vu trudng...).
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- Pé thoat ra khoi phan mém ngudi dung bim vao nat Pang xuat:
| © Dangxuat & goc trén phia bén phai man hinh nhu hinh sau:
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B. CAC CHUC NANG CHINH CUA PHAN MEM

CHUONG I
KIEM TRA VAN BAN QUY PHAM PHAP LUAT

I. TU KIEM TRA VAN BAN QUY PHAM PHQ@B LUAT

1. Thu thap van ban ﬁ&\&
r{s’\

a. Muc dich: Cho phép nguoi dung thu @gﬁf}ucéc van ban can kiém

tra bang cach thém mai tryc tiép hodc tu df@ng thu thap tur trén CSDL.
Q

b. Thém méi: Dé thyc hién thggﬁ mo&i van ban kiém tra khi khong

co trén CSDL nguoi dung co thg%uc hién thém mé1 nhu sau:
%

- Bude 1: Pang nhap vao hé thong bang tai khoan c6 quyén Kiém

tra van ban.

- Budc 2: Tai giao dién trang chu ré chudt 1an luot vao chic ning

Kiém tra van ban = Ty kiém tra = Click chon Thu thap viin ban.

B0 TU FHAF =MINISTRY OF JUSTICE

Phan mem ho tree Kiém tra, ra soat, heé thong hoa VEFL

CFWHMIFE Y fim ira S0 chuyis 88 Wb ira
- i 1ra Mo Fa bis st b tra
& K Eapshk 3 R
Kitm tra @ao en nganh
= EEm I e T O uUT TRIET a2 hes da ban: 04 L] H!‘!"Tﬂﬂlldlllﬂngmh 1%}

# Wam ban Mimra thér phdn ciing

= Tir kim b 14 = Kife K hes his :.Ir;ﬂ 5 = ki b thia ':"Jlrilld; . = (K b Ihen di
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Sé tay huéng dan si& dung phan mém hé tro kiém tra...

- Budc 3: Tai giao dién Quan 1y thu thap van ban, click chon
chic nang Thém.

- Budc 4: Nhap day du cac truong thong tin clia vin ban can thém
mai trén form thém (Nhap du cac truong bat budoc nhap duge gan dau *).

Luew y: Can lwu y van ban mudn thém 13 van ban kiém tra hay van
ban cin ctr dé tich chon cho dung.
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Sl Glmvwieg GlLbewTea O g

- Budce 5:
Chon Luwu dé thuc hién luu van ban vira nhap vao hé théng
Chon Luu va Pong dé thuc hién luu van ban vira nhdp vao hé
thong, va dong thoi dong form Thém moi
Chon Lwu va Thém dé thuc hién luu van ban vira nhap vao h¢
théng va dong thoi form Thém méi duogc refresh dé tiép tuc thém moi
van ban khac
Chon Déong dé thuc hién dong form Thém moi
(Sau déy buéc nay goi tdt la cdc thao tac Lueu/Lueu va Déng/Lieu
va Thém/Pong).
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B. Cdc chic ndang chinh cua phdan mém

c. Stra: D¢ thyc hién stra thong tin van ban can kiém tra.

- Budc 1: B¢ thyc hién stra thong tin cua van ban can kiém tra,
tai giao dién quan ly thu thap van ban chung, chon van ban muodn stra.

Cioriquan banhami + | Mpay bam hanh = | Mgy hifas iy w | |
Chid fich nudc 20001857 Daggiasy 12 # o
Sara
B6 Lao $ng oanuEat RELvalpeal »
B ThirsTig i OEN11999 (L iy Ty b= H
Eia

B6 Cing Thirrmg 1UTH00T DENGIR0ST [=] k]
BA T phip FEA 1T S k] 0M0Er2013 & x

o
B T ghap OTAREI] 2IAR013 &
Bf T phip 13092013 0112013 & x

4@
o) @]

- Budc 2: Nhap cac thong tin cu@ﬁan ban can sira (dam bao nhap
du cac truong dit liéu bat bude du’q\&%gan dau *) — Thuyc hién cac thao
tac Luu/Luu vaDong/Luu Vamif?iem/})ong

e

Thdng 1in vl ban
& Vi b ke e 2 Van bl el o

2 redainan e TG BTV

Tén s ban " Lt sy ANETOEEGTYT Wi wilc 2R bedc an dung Bia chudn
L v Capli i " LB — Lo By s -
Sy puen b hioh ™ | Thm il i o Ha Pighta Cieg

3 B4 Gmm el win s
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Sé tay huéng dan sl dung phan mém hé tro kiém tra...

d. Thu thip van ban

D6i v6i nhitng van ban can kiém tra c¢6 sin trén CSDL, nguoi
dung c6 thé dung chtrc niang Thu thdp van ban dé nhap van ban veé
kiém tra bang cach: click chon chirc ning Thu thap vin ban > Nhap
tr khoa tim kiém vin ban kiém tra hodc van ban cdn ¢t can tim, chon
cac tiéu chi tim kiém cta vin ban kiém tra/cin ¢ twong ng can tim
- Chon chirc nang Tim kiém dé tim kiém vin ban kiém tra/cin cir
theo cac tiéu chi di chon. Cudi cung, chon chirc ning Tkm thap co biéu
twong & dé thyc hién thu thap van ban d6 vé danhgs‘a%h
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d. Xem: Mubn xem chi tiét van ban can kiém tra, tai giao di¢n
danh sach quan 1y thu thap van ban kiém tra, click chon vin ban kiém

tra muon xem chi ti€t va chon chirc nang Xem nhu hinh sau:
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B. Cdc chic ndang chinh cua phdan mém

QUAY LY T TRLAP VAN AN KEESD TR
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e. X6a: Muodn xo6a vin ban da thu thap, tai gia%&l‘%n danh sach
quan ly thu thap van ban chung, chon van ban m\%ém x6a, click chon
chtrc nang Xéa (biéu twong diu X), nhu hinh @
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Xuat hién thong bao xac nhan xo6a, chon Tiép tuc/Hiiy 1énh x6a
nhu hinh sau:

XOA BAN GHI DA CHON x

Ban ¢ chac chan rguén x6a Théng tw 01/1999
ITT-BTC Hwéng dan quan Iy thu chi ngan sach x3,
thi trin, phwéng?

Tiép tuc Huy Iénh xéa
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Sé tay huéng dan si& dung phan mém hé tro kiém tra...

2. Phan cong van ban

a. Muc dich: Thuc hién phan cong kiém tra vin ban cho timg

can bo thuc hién kiém tra.
b. Phan cong kiém tra van ban

Dé thuc hién phan cong can bo kiém tra van ban, tai giao dién
trang chu ré chudt 1an lugt vao chtrc ning Kiém tra vin ban > Tu
kiém tra = click chon Phan cong KTVB. Tai giao dién.Quén 1y phan

cong kiém tra, click chon chirc ning Phan cong KTVB nhu hinh sau:

QUAN LY PHAN CONC KIEA TRA

U nh&m

£nvan ban « | Cr guan ban kanh « | Mgy ban Bank w

Chirfich rurdc Yt Ham Dén

Séc Ll 001FSLT GAm chi mai hanh A3ng ddu oo ve knh e o chnghch 1504957
i CLFET BIMH 01210H Skest Bibp WUBRD thinh e R
a Chosylt firim iash i RJERAC Erokah ol i Pl
wll vilic 3% md Bdo hifim Bé Canthdngwin B DA 3EE

Sl i DO T asp i nhede trunbeng v phisen phadp el bang, Chil lich surde ViBL Nam D@

! nirdirg nrmg hop kndn cdpek nisdn g tnrim g hop Kam ngurdd pham Geae bt 1EI0EM 957
o) S N

| phap quitang 4

Khi d6 giao dién phan cong can bo kiém tra hién thi, nhap du
cac thong tin phan cong can bo can thiét (nhap du cac trudong bét budce
co gén dau *) — Thuyc hién céc thao tic Luu/Luwu va Péng/Luu va
Thém/Dong.

Chii y: C6 thé phan cong kiém tra nhiéu van ban cho mot can
bo thue hién kiém tra. Khi thu thap thi van ban sé dugc phan cong
truc tiép cho ngudi thu thap, dé phan cong lai thi méi can dung dén

phén cong.
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B. Cac chic ndang chinh cda phan mém

c. Stra thong tin phan cong: Tai giao dién quan 1y phan cong

van ban kiém tra chung, click chon van ban kiém tra muon stra thong

tin phan cong = Click chon chuc nang Stra thong tin phan cong =

Nhap céc théng tin phan cong can sira > Thuc hién céc thao tac Luu/

Luu va Pong/Luu va Thém/Dong.

MQay ban hénh | MpEY nbu e
10454957 A4 5T
200945 O AG
TRMAr9ST 14091957

Can b this thdp

Miguredin Thi Weid Miga

Hguylin Thi 'vaia Mga
uede iri phdin mim
Qun i phdin mim

MigupBn Thi vakt Miga

~ | Ciin bd KT -

Higuaydin Thi vadt Hga

,h

| 5t thémg tin phin

cong |

Hguydn Tnived riga | gk =

d. Hay phan cong: Tai giao dién quan ly phan cong van ban

kiém tra chung, click chon var ban kiém tra mudn huy thong tin phan

cong > Xuit hién thong bao xac nhan hity phan cong, chon Tiép tuc/

Huy Iénh x6a nhu hinh:
Mgsybanhah | Nphyhibulye
19/04r987 14081987
200UIS45 paitErg b= L
1RDEHBST 140001857
Ld Tk g L

Cdn b thas thdp
MiguieEn Thi Wit Mga

Higuylin Thi vads Mga
Qi tri phdin miim

i i phedin mém

Hguiyln Thi vaga Mas

Higureln Thi velt MNga

~ | Cln bd KT w

nguydn iwdega | ik a

| Hiey thées tin phie cing |

Hpwdn mivedengs | B | &

B |+

Mguyln Thi velt Nga
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Sé tay huéng dan sl dung phan mém hé tro kiém tra...

| HUY PHAN CONG VAN BAN x |

Ban c6 chéc chan mudn Hiy phan céng van ban?

Tiéptuc  Hiy lénh x6a

o R ‘%Q
3. Kiém tra \%N
&i\
R v y A
3.1. Kiéem tra can cw , y\\o“‘\
D>
S

Muc dich: Kiém tra cin cir ban hanh @

- Budce 1: Bang nhap tai khoan d%géephén cong kiém tra van ban.

S
- Budc 2: Tai giao dién trani%@‘i\?ﬁ, ré chudt vao chure nang Kiém
tra van ban = Ty kiém tra > Click chudt vao chirc ning Kiém tra.

- Bude 3: Tai giao di¢n quan 1y danh sach van ban kiém tra
chung, chon van ban can kiém tra, click chon chitc nang Can cir nhu

n’t\,

hinh sau:

- Budc 4: Can bo kiém tra thuc hién kiém tra can ctr vé: thur bac
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van ban can kiém tra.




B. Cac chic ndang chinh cda phan mém

phap 1y, hiéu luc cua vin ban cin ct, kiém tra cac van dé khac tuong
mg. Can bo thyc hién Thém (biéu tuong diu “+”) hodc Xoa (biéu
tuong dau “X”) dau hiéu trai phap luat twong Gmg nhu hinh sau:

Hidm 12 van bin =
Tin wan Ban Ouyed dinh 127204 0. UBKD Ban hanh Ouy ché xiy dumg, quan Iy ¥a thee Bién Choeng trink 1ic tien
thirong ma bns Bac Ly Xem ndi dung | vboLve
Hgay han hinh FHOET01E Hgdy hidu e Ciorguan ban hanh Tl ban nhin dim tish
B Lkeia

KT Cincir | KT Thdmaouydn KT NSidung | KT Théfthbr | KT Héu o

L pac phdn i

%HW-TTQ w | Dudis kidus traéi phdin | Wghl Sink 24020164 Vin bdn clin off of 048 wust ol iy =3

b Xaa
Hidiu WiC s VBT

i

x T2 QE-TTy v | Quyst dinh 1272016 Mghj Jink 420167 Cin o khing diy ¢ Dé cuft o [o=2

X piznamran ¥ | Quysd JEnh 122016 Mghj Jinh 3620165 Can o khiing 8y ¢ B8 oudét o Iy i
Wim dé khic '
ot qud ol tra Cib i b i phip s

Gl @ Bing

- Budc 5: Thuce hién cac thao tac Luwu/Déng.

3.2. Kiém tra tham quyén

Muc dich: Kiém tra thAm quyén ban hanh cta vin ban can
kiém tra.

- Budc 1: Tai giao dién trang chi ré chudt vao chirc ning Kiém
tra van ban - Ty kiém tra > Click chudt vao chic ning Kiém tra.

- Budc 2: Tai giao dién quéan 1y danh sach vin ban kiém tra chung,
chon vin ban can kiém tra, click chon chirc ning Tham quyén.

- Buéc 3: Can bd kiém tra thuc hién kiém tra thAm quyén vé:
Tham quyén vé nodi dung va tham quyén vé hinh thirc. Nhap day du
thong tin trai phap luat (néu co) twong Ung.

19



Sé tay huéng dan si& dung phan mém hé tro kiém tra...

FOmi tra wén bén -B
Tém viin tdin gl dinh 1331 SO0.UBKD Ban hanh Quy che xiy dymg, quan 1§ v thys bein Chireng ik o lisn
aarcemgy i Ninh B Lids  Mives iy dovig ¢ vBilvn
hezay ban hanh 200620116 Mgy By Corguan ban hdnh Uy ban nihan dén tinh
Hac Ly
KTCnclr | KT Thémgeyée | KT Mdidung KT Tedihic | KT Hsu iy
Mqura by L& Mimh Chién Chirnc vy Phi Chal 1k
Trdmguyen vERinh mire () Khieg oo die hidewai PL @ G dio higu ondi PL
D fiu Iri ghap Wl 1) MRS dibu D Wil phap hegt + kidn kg 1
Fd
Lan cir phap I 7} Mg cim cir phip £ 3 it b
F
Trdmauén vEndicung @ Khisg ob dbu higu ral PL i i higu ordi PL
* Widn ban quy dish chitiet & Khdng phai vin ban quy dink chi 621
S@un D Bdag

o

(8

- Budc 4: Thyc hién cac thao ta¢"Luu/ Pong.

3.3. Kiém tra ngi dung

Muc dich: Kiém tra ndtdung cua van ban can kiém tra.

- Budce 1: Tai giao dién trang chu, ré chudt vao chirc ndng Kiém
tra van ban 2 Tu kiém tra = Click chudt vao chiic ning Kiém tra.

- Budc 2: Tai giao dién quan 1y danh sach vin ban kiém tra chung,

chon van ban can kiém tra, click chon chirc nang N¢i dung.

- Bude 3: Can bd kiém tra thuc hién kiém tra noi dung chi tiét clia

tirng chuong, timg diéu cia van ban trong tng:

+ Tich chon két qua cua ting chuong/diéu: c6 ndi dung hop 18

hodc khong c6 ndi1 dung hop 1€.

+ Vi cac diéu c6 noi dung khong hop 1¢: Chon cin ctr phép 1y,
Chuong/diéu quy dinh trong vin ban cin ct, nhap dau hiéu trai phap

luat va y kién dé xuét twong tng.

- Budc 4: Thuc hién céc thao tac Luu/Luu va Dong/Dong.
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Muc dich: Kiém tra thé thirc cua \@n ban can kiém tra.

3.4. Kiém tra thé thirc

- Budc 1: Chon van ban calaéklem tra, click chon chic nang
Thé thic. N

>
_ Bude 2¢Céin bo kiém trd thuc hién kiém tra thé thic. Tich chon:
“Khéng c6 dau higu trai phap luat” khi toan bo thé thirc ciia vin ban
hop 1&; hodc tich chon: “Cé dau hiéu trai phap luat” khi vin ban co
sai pham vé thé thirc, khi d6 chon chirc ning “Thém déiu hiéu trai
phap luat” dé tién hanh thém lan luot cac sai pham (néu co).
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Sé tay huéng dan si& dung phan mém hé tro kiém tra...

- Buéc 3: Chon “Luu két qua” dé thuc hién luu két qua kiém tra
vao hé thong

3.5. Kiém tra hiéu lic

Muc dich: Kiém tra hiéu luc cua van ban.

- Budc 1: Chon vin ban can kiém tra, click chon chtic ning
Hiéu luec.

- Budc 2: Can bo kiém tra thyc hién kiém tra hiéu lyc. Tich
chon: “Khéng c6 dau hiéu trai phap luat” khi toan\b@ thé thtic cta

van ban hop 1¢; hoac tich chon: “Cé dau hi¢u trai pﬁap luat” khi van
ban ¢6 sai pham vé hiéu luc, khi d6 nhap céac tl‘xﬁ‘r‘ng tin cua sai pham

hiéu luec.

- Budc 3: Chon Luwru két qua

\
o

%*Q

dé thuc hién luu két qua kiém tra
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4. Tao phiéu Kkiém tra

mimmm T

Bieege B iy

a. Muc dich: Lap phi€u kiém tra van ban do6i voi van ban co sai
pham vé: can ctr, tham quyén, ndi dung, thé thic, hiéu luc...

Luu y: Phan mém chi hién thi chic ning “Tap phiéu” khi
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B. Cac chic ndang chinh cda phan mém

ngudi dung da thyc hién kiém tra va luu két qua kiém tra ddi véi cac
ndi dung: can ct phap 1y, thAm quyén ban hanh, noi dung, thé thir,
hiéu luc.

b. Tao mai

- Budc 1: Tai giao dién quan 1y kiém tra vin ban chung, chon

van ban co6 sai pham can tao phi€u kiém tra

- Bué6c 2: Chon chirc nang Tao phiéu nhu hinh sau:

Cior quan ban hanh v | CCPL TOEH HD T HL
Chinh phi

HEMD Hnh i Tho [ ] ] ] o
B4 cong thuong

B4 chng thirong

- Budc 3: Nhap day du cac thong tin ciia phiéu kiém tra (Nhap
du cac thong tin bt bude duoc gén dau *) — Thuc hién cac thao tac

Luu phiéu/Péng.

c. Sira phiéu: Tai giao dién quan 1y kiém tra van ban, chon vin
ban can sira phiéu kiém tra > Chon chirc ning Stra phiéu > Nhép cac
thong tin ctia phiéu can stra (nhap du cac thong tin bét budc duoc gin
dau *) > Thyc hién cac thao tic Luu phiéu/Péng.
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Sé tay huéng dan si& dung phan mém hé tro kiém tra...

Cior guan ban hanh « | CCAL | TABH HD T HL
Chinh phi
HEMD finh Phd Tha & (] 8 (] [ ]

B4 cing thuomng

B4 cing thurong

Bé cing thuomg

B Giao dag win 15

B4 Thuy san

B Xy dyng

5. Ho so kiém tra N

, o
a. Mue dich: Nham tao
c6 phiéu kiém tra.

1ap ho so cho céc van ban kiém tra khi

b. Thém moi

- Budce 1: Tai trang chu, ré chudt vao chirc nang Kiém tra viin
ban > Tw Kiém tra > Click chon Ho so kiém tra.

- Budc 2: Tai giao dién quan 1y hd so kiém tra, chon chirc ning
Thém dé thém méi ho so.

- Budc 3: Xuét hién form Ho so kiém tra, nguoi ding nhap
day du thong tin trén form (nhdp du cac thong tin bt budc duoc
gin dau *).

- Budc 4: Thuc hién cac thao taic Luwu/Luu va Pong/Luu va
Thém/DPong.
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B. Cac chic ndang chinh cda phan mém

¢. Sira ho so kiém tra

- Budc 1: Tai giao dién quan ly ho so ki€ém tra, chon hd so muon
sura, chon chirc nang Stra thong tin nhu hinh sau:

Tim kiEm theo =3 higs VEKT Tim kiém thee ngsd lp

Kguydn Th Wit Hga

N

- Budc 2: Xuit hién form Stra hd so ctia hd so dd chon, nguoi
dung nhap cac thong tin hd so can sﬁ%@g Thuyc hién cac thao tac Luu/
Luu va Péng/Luu va Thém/Pong:.”

&

d. Xéa N

- Céch 1: Tai giao dién quan ly hd so kiém tra, tich chon ho so
can x6a = Chon chirc ning X6a nhu hinh sau:

QUAN LY HO SO KIEM TRA

~ | shndso v | Mghyldp ~ | Ngudildp ~ g phidu tinh
2ANEHS 13102016 NguyEn ThiVist Nga
LRI o LI} 15 ¥ | Ban ghi ftrang

Khi d6 xuat hién thong bao xac nhan c6 x6a hd so da chon khong,
ngudi dung chon Tiép tuc dé thuc hién xo6a, chon Hiiy dé hity thao tac
x6a. Ngoai ra ngudi ding c6 thé thyc hién x6a nhiéu hd so cing luc
bang cach: Tich chon nhiéu hd so can x6a sau d6 chon chirc ning Xéa.
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Sé tay huéng dan si& dung phan mém hé tro kiém tra...

- Cach 2: Tai giao dién quéan 1y h6 so chung, chon hd so can x6a
- Click chon chirc nang Xéa. Khi do xuét hién thong bao xac nhan co
x6a hd so da chon khong, nguoi dung chon Tiép tuc dé thuc hién x0a,

chon Hiiy dé huy thao tac xoa.

i ki€m theo s§ hidu VBKT [Tirm kidm theo ngudi [&p
) | Xoa ho so l
< | Nguwii lip =~ =8 phidu tinh ~ | Ngaytinh -
| — .3 1 1 - . 4
Nguyén Thi Viét Mga & i) [P x B

1-1i1banghi ©

d. Cong khai

- Cach 1: Tai giao dién quan ly ho so kiém tra, tich chon hd so
can cong khai = Chon chiic ning Cong khai. Ngoai ra nguoi ding
c6 thé thyc hién cong khai nhidu ho so cung luc bang cach: Tich chon

nhi€u ho so can ¢ong khai sau dé chon chirc ndang Cong khai.

QUAN LY Hb 50 KIEM TRA

+ THEM F X0A
Ko citkén ddy 48 zagd
* | shnay v | Mgy Mg Ep

2201645 1302018 Pguyen Thi vigt Hga

L] o L 15 ¥ | Banghillrang

- Cach 2: Tai giao dién quan 1y ho so chung, chon hd so can cong

khai = Click chon chirc nang Cong khai nhu hinh sau:
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B. Cac chic ndang chinh cda phan mém

Tim ki€m theo =5 higu VEKT Tim k#€m theo nou [&p

~ 5 phidu trinn ~ | Mgy tinh

II. KIEM TRA VAN BAN THEO THAM QUYEN

1. Thu thap van ban

a. Muc dich: Cho phép nguoi dung thu thap cic van ban can
kiém tra bé“mg cach thém mai truc tiép hodc tu dong thu thap tu trén co
so dir liéu quéc gia.

b. Thém méi

- Budc 1: Pé thue hién thém moéi van ban kiém tra khi khong c6
trén CSDL, tai giao dién trang chii ngudi dung ré chudt 1an luot vao
chirc ning Kiém tra van ban - Kiém tra theo tham quyén—> Click
chon Thu thap van ban.

- Budc 2: Thyc hién céac thao tac twong tu nhu hudng dan tai
diém b muc 1 phan I.

c. Stra

- Budc 1: Tai giao dién quan ly thu thap van ban chung, chon van
ban mudn sira > Click biéu twong Sira.

- Budc 2: Nhap cac thong tin cta vin ban can stra (bao dam nhap
du cac truong dir liéu bat bude duoc gan dau *).

- Budc 3: Thuc hién céac thao tac Luu/Luu va Pong/Luu va
Thém/Dong.
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Sé tay huéng dan si& dung phan mém hé tro kiém tra...

d. Thu thap vin ban: Pdi v6i nhitng vin ban can kiém tra c6 san
trén CSDL nguoi dung c6 thé dung chirc ning Thu thip vin ban dé
thu thap van ban vé kiém tra bang cach:

- Budce 1: Tai giao dién quan ly thu thap van ban chung, click
chon chttc ndng Thu thap van ban.

- Budc 2: Thuc hién cac thao tac tuwong tu nhu hudng dan tai
diém d muc 1 phan 1.

2. Phan c6ng van ban

a. Muc dich: Thyc hién phan cong kiém tra van ban cho tirng can
b6 thyc hién kiém tra.

b. Phan cong kiém tra vin ban (KEVB):

- Budc 1: Pang nhap vao Phan niém, tai giao di¢n trang chu ré
chudt 1an lugt vao chuc nang Kiém.tra van ban = Kiém tra theo thim
quyén > Click chon Phén cong KTVB.

- Budc2: Tai giao dién Quan 1y phan cong kiém tra, click chon
chirc ning Phan ¢ong KTVB. Khi d6 man hinh hién thi giao dién
phan cong can bo kiém tra.

- Budc 3: Nhap du cac thong tin phin cong can bd can thiét
(Nhap du cac trudng bét bude cé gin ddu *). Cudi cung thuc hién cac
thao tac Luu/Luu va Dong/Luu va Thém/Dong.

Chii y: C6 thé phan cong kiém tra nhiéu van ban cho mét can bd
thuc hién kiém tra.

c. Stra thong tin phin cong va hiy phan cong: (Tuong tu thao
tac stra va hity phan cong trong Ty kiém tra: Xem huéng dan cac thao
tac tai diém c,d muc 2 ph?ln D).

3. Kiém tra

Céc thao tac thuc hi¢n ki€m tra can ctr, n¢1 dung, tham quyén,
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B. Cac chic ndang chinh cda phan mém

thé thirc, hiéu luc cua vin ban theo thim quyén duoc thyc hién tuong
tu nhu cac thao tac tu kiém tra van ban da huéng dan tai muc 3 phﬁn I.

4. Tao phiéu kiém tra

a. Muc dich: Lap phiéu ki€m tra van ban d61 vdi van ban c6 sai
pham vé: can ctr, tham quyén, ndi dung, thé thic, hi¢u lyc...

b. Tao m¢i

Tai giao dién quan 1y kiém tra van ban chung, chon vin ban ¢
sai pham can tao phiéu kiém tra & Chon chirc ning Fao phiéu >
Nhép day du cac thong tin cta phiéu kiém tra (nhap.di cac thong tin
bét budc duge gén dau *). Cubi cung chon Luu phiéu dé thuc hién luu
phiéu kiém tra, chon Péng dé thyuc hién dong form Tao phiéu.

c. Sira phiéu:

- Budce 1: Tai giao dién quan lIyekiém tra van ban, chon van ban
can sura phicu kiém tra = Chon chifc nang Sira phiéu.

- Bu6c 2:'Nhap cac thong tin cua phiéu can sira (nhap du cac
thong tin bat bude duoe gan dau *).

- Buéc 3: Thyc hién cac thao tac Luu phiéu/Péng.
5. Ho so kiém tra:

a. Muc dich: Nham tao 1ap ho so cho cac van ban kiém tra khi
c6 phicu kiém tra.

b. Thém maoi

- Budc 1: Tai giao dién trang chu, ré chudt vao chirc nang Kiém
tra vin ban = Kiém tra theo thim quyén - Click chon Ho so' kiém tra.

- Budc 2: Tai giao dién quan ly ho so ki€ém tra, chon churc nang
Thém dé thém mai ho so.

- Budc 3: Xuét hién form Hd so kiém tra, ngudi dung nhap day
du thong tin trén form (nhap du cac thong tin bat bude duge gan dau *).
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- Budc 4: Thuc hién cic thao tic Luwu/Luwu va Pong/Luu va
Thém/Do6ng.

¢. Stra ho so kiém tra:

- Budc 1: Tai giao dién quan ly ho so kiém tra, chon ho so muon
sua, chon chirc nang Stra thong tin.

- Budc 2: Xuat hién form Stra ho so cia ho so da chon, nguoi
dung nhép cac thong tin ho so can sua.

- Buoc 3: thuc hién céc thao tac Lwu/Luwu vasPéng/Luu va
Thém/Do6ng.

d. Xo0a

- Céach 1: Tai giao dién quan 1y ho.50 kiém tra, tich chon ho so
can x6a > Chon chuc nang Xo6a. Khi do xuét hién thong bao xac nhan
c6 x6a hd so da chon khong, ngudi dung chon Tiép tuc dé thuc hién
x6a, chon Hily dé hiy thao tac x0a. Ngoai ra, ngudi ding c6 thé thuc
hién x6a nhiéu hd so clng lic bang cach: Tich chon nhiéu hd so can
x6a sau do chon chuc nang Xoa.

- Cach 2: Tai giao dién quan 1y hd so chung, chon hd so can x6a
—> Click chon chirc nang Xéa. Khi do xuat hién thong bao xac nhan co
x6a hd so da chon khong, nguoi dung chon Tiép tuc dé thuc hién x0a,
chon Hity dé huy thao tic x6a.

d. Cong khai

- Cach 1: Tai giao dién quan 1y ho so kiém tra, tich chon ho so
can cong khai & Chon chirc ning Cong khai. Khi d6 xuat hién thong
bao x4c nhan co cong khai ho so d chon khong, ngudi ding chon
Tiép tuc dé thyc hién cong khai, chon Hity dé huy thao tic cong khai.
Ngoai ra ngudi ding co thé thyc hién cong khai nhiéu hd so ciing lac
bang cach: Tich chon nhiéu hd so can cong khai sau d6 chon chirc
nang Cong khai.
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- Cach 2: Tai giao dién quan 1y ho so chung, chon hd so can cong
khai > Click chon chirc ning Cong khai. Khi d6 xuat hién thong bao
xéac nhan c6 cong khai hd so da chon khong, ngudi dung chon Tiép tuc
dé thuc hién cong khai, chon Huy dé huy thao tac cong khai.

II1. KIEM TRA THEO CHUYEN DE

1. Lap ké hoach

a. Muc dich: Cho phép ngudi ding 1ap ké hoach kiém tra trudc
khi thyc hién kiém tra theo chuyén dé.

Dé thuc hién lap ké hoach kiém tra theo chuyén dé, tai giao dién
trang chu, ré€ chudt vao chirc nang Kiém tra van-ban > Kiém tra theo
chuyén dé& = Click chon Ké hoach.

b. Thém méi: Dé thuc hién thém méi ké hoach ngudi dung co
thé thao tac bang cach:

- Budce 1: Tai giao dién quan ly ké hoach chung, chon chuc
nang Thém.

- Budc 2: Xuat hién form Thém méi ké hoach, nhap du cac thong
tin ctia ké hoach (nhap du cac thong tin bit budc duoc gin dau *) —
Thyc hién thao tac Luwu/Dong.

c. Sira ké hoach: Dé thyc hién sira ké hoach ngudi ding c6 thé
thao tac bang cach:

- Budc 1: Tai giao dién quan 1y ké hoach chung, chon ké hoach
can stra, chon chirc nang Stra thong tin.

- Budc 2: Xuit hién form Sira ké hoach, nhap du cac thong tin
ctia ké hoach (nhép du cac thong tin bit budc duoc gin dau *) — Thuc
hién thao tac Luwu/Déng.

d. X6a ké hoach

- Céch 1: Tai giao dién quan 1y ké hoach kiém tra, tich chon ké
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hoach can x6a = Chon chirc nang X6a nhu hinh. Nguoi dung cé thé
thuc hién x6a nhi€u ké hoach cung luc bang cach: Tich chon nhiéu ké
hoach can x6a sau d6 chon churc nang Xéa.

o Kiém tra, ra sost, hé thing hoa VBPL

*THEN  F N0& & oosTmaby

Waem s s o P Hio citlién xemherahim
e — e —
TN vk hieqoh km baedn ban v pdo pelmd nda | Ta chinh
i K& hoach kim braeedn tin vb CHTT B b VB Nam
Kk tra
T 4] Killrm iin bin i ese Buk daash nghdp | Thi chinh
Hé oy bt S IR 7
W i o dim b mia o B 1 v EEsghiltang
W 1 Tk i i
g
\(4\

- Cach 2:/Tai giao dié%gﬂl%n ly ké hoach chung, chon ké hoach
can x6a = Click chon chite ning Xéa nhu hinh sau:

+ THEN @ b i Tén kF heach —LacheaTishrng— = —LcBsabandchin— =
i ot s 1 e s e
] Tha ol raacha | Ut churi b < shondasn. < Ngnuheh ¢ Beadia ] ~| %eafETogd)
= Cot Kb b i b gy =
by Chisa ha el 20mes snge phig sl Shir gheds cig grIG ban
1| ebvadia i@ i B miskngand oy kol b vl b L *
Bl thurtmg rhi TR i B8 phin odeg phing ban
B N oo Kb ba vin bdngup i o
B e dnlish we Sl Bduhiu ARG e chip B philn oing phing ban
- o e m) [1m | e e AEETETF ]

Lueu y: Néu 13 chuyén vién sé& khong 1ap duoc ké hoach kiém tra.

bé lap duoc ké hoach can bam vao nut

7 tra, ra soat, hé th ... | W ngantv | € Dang xuat | £ Tro gilp
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ro1 chon chuyén qua don vi
THAY POI HON VI LAM VIEC LA

Chon don vi chuyén dén (%) |Cuc Kiém tra van ban quy pham phap lua -

@ Chuyén @ Déng

moi tao duoc ké hoach kiém tra.

Sau khi tao xong ké hoach ki€m tra thi phan c()gg«fho don vi chu

tri — phan cong cho phong/ban chu tri. \%}\\

Sau d6 lai thay d6i don vi cha tri vé phong/ban chu tri dé kiém
tra tlep \(@%

2. Phan cong phong/ban x\\”\'
\@\

a. Muc dich: Nham muc Qr@h phan cong ké hoach kiém tra cho
cac phong ban chiu trach nhle%h thue hién ké hoach kiém tra. Dé thuc
hién phan cong ké& hoach cho timg phong ban, nguoi dung thyuc hién

nhu sau:

- Budce 1: Tai giao dién quan 1y ké hoach chung, click chon vao
tén ké hoach dé xem chi tiét.

- Budc 2: Tai form thong tin chi tiét cua ké hoach, chon chirc
nang: “Phan cong phong ban”.

- Budc 3: Xuét hién form Phan cong phong ban, nguoi ding thuc
hién dién day du cac thong tin can thiét: Phong ban chu tri, Phong ban
phéi hop, Y kién, Han xtr 1y ...

- Bud6c 4: Chon Trinh/Giri dé luu két qua phan cong, hoac chon
Pong dé huy thao tac phan cong phong ban va dong form phan cong
phong ban.
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3. Thu thap van ban

a. Muc dich: Cho phép ngudi dung thu thdp cic vin ban can
kiém tra theo chuyén dé béng cach thém mai trire tiép hodc ty dong thu
thap tir trén co s6 dit liéu qubc gia.

b. Thém méi

- Budc 1: Dang nhap, tai giao dién trang chii ré chudt lan luot vao
chire nang Kiém tra van ban =Kiém tra theo chuyén dé = Click chon
Thu thap van ban.

- Buéc 2: Tai giao dién Quan 1y thu thap van ban, click chon Ké
hoach kiém tra, chon chirc ning Thém.

- Budc 3: Trén form Thém moi, nhap day du cac truong thong tin
clia van ban can thém moéi (nhap di cac trudng bit budc nhap: duoc
gin dau *).

- Bu6c 4: Thyc hién thao tac Luu/Dong.

c. Sura

Pé thuc hién sira thong tin cua van ban can kiém tra, tai giao di¢n
quan 1y thu thap van ban chung, chon vin ban mudn sira, nhap cac
thong tin ctia van ban can sira (bao dam nhap du cac truong dit liéu bat
budc duoc gén diu *), sau do thuc hién thao tdic Luu/Dong.
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d. Thu thip van ban

Nhitng vin ban can kiém tra da c6 san trén CSDL ngudi dung co
thé dung chirc nang Thu thap vin ban dé thu thap vin ban vé kiém tra
bang cach:

- Budce 1: Tai giao di¢n quan ly thu thdp van ban chung, click
chon chttc ndng Thu thap van ban.

- Bué6c 2: Nhép tir khoa tim kiém vin ban kiém tra hodc vin ban
can cu can tim, chon cac tiéu chi tim kiém cua van ban kiém tra/can ct
tuong tng can tim.

- Budc 3: Chon chitc nang Tim kiém dé timrkiém van ban kiém
tra/can ctr theo cac ti€u chi da chon.

- Bu6c 4: Chon chirc ning Thu thip c6 biéu tuong & dé thuc
hién thu thap vin ban d6 vé danh sach.

d. Xem
bé xem chi tiét van ban can kiém tra, tai giao di¢n danh sach

quan 1y thu thapvan ban kiém tra, Click chon vin ban kiém tra mudn
xem chi tiét > Chon chirc ning Xem.

e. X0a: Tai giao dién danh sach quan ly thu thap van ban chung,
chon vin ban mudn x0a, click chon chirc nang Xéa, nhu hinh sau:

Cior quan ban hank w | blpay bam hanh = | Mgy hifa o -
Chil ik mudc 2051957 QAT ’ E 9
Sura
B6 Lao 3éng auaeEn Troaras = ®
B Thireng rrai Qas Tl febed] Ly Tpkei=e] w
ia
B8 Cdng Truromg 11052007 2602087 U x
; e x
B4 Tw phap 1506E013 0ioaznz
=) x
B T ghap OTORE113 23042013
’ . =] x
Bo T phap 13095013 0112013
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4. Phan cong van ban

a. Muc dich: Thyc hién phan cong kiém tra vin ban cho timg can
bo thuc hi¢n kiém tra.

b. Phan cong kiém tra van ban: Dé thyc hién phan cong can bd
ki€ém tra van ban, nguoi dung thyc hién nhu sau:

- Budc 1: Biang nhap thanh cong vao hé thong bang tai khoan co
quyén phéan cong.

- Budce 2: Tai giao dién trang chu, ré chuot lan\@tm't vao chirc
nang Kiém tra vin ban - Kiém tra theo chuyem&e —> Click chon

.\

Phan cong. O
o
\L«

- Budce 3: Tai giao dién Quan ly ph?mgs%ng kiém tra, click chon
K¢ hoach kiém tra, sau d6 chon chirc' nang Phian cong KTVB

Y
nhu hinh sau: S
$
£ O
\‘O
)
N oo S
Tor i iy Boad s -aa - gl
T QUAN LY PRAX CooiG K T
Wb e el S et A & PHENTOHG KTV
K o T bl bzach PR P

Thusthaly b b ol ek kbdrn

whin & w | O banfinh -
: az o guan

(R y T ) 1 B
Sl i B L Wl i B i i ey Trlin ooy s £ s g
e kb Oy it e A Mg Bss ung Ueng nosh
[ s i Thiteg b 01 12TTUBOT San nh gu Snh v
s tre thae: ben resnh ., il BT bl e v e e cleg ngne | UG B Dle e
o iy o Cdn e
A Thiteg kr CHEI WTETTCP Duy inh o iy 2urg,
] | A phil clusit fink B chyrevs et fronh i ik Thonh fra Ciinkiphil
i' beach Thanh
B4y THIDHD Vi Ca
Hl glag Kidn i
e B 6 4o W o i Teng i 13 st
i :

- Bué6c 4: Khi d6 giao dién phan cong can bo kiém tra hién thi >
nhap du cac thong tin phan cong can bo can thiét (nhap du cac trudng
bét bude ¢o gan dau *), sau d6 thuc hién thao tac Luwu/Péng.

Chii y: C6 thé phan cong kiém tra nhiéu van ban cho mot can bo
thuc hién kiém tra.
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c. Stra thong tin phan cong

- Budc 1: Tai giao dién quan 1y phan cong vin ban kiém tra
chung, click chon vin ban kiém muén sira thong tin phan cong, click
chon chirc nang Stra thong tin phan cong nhu hinh sau:

Hgdy ban hénh

10/maraEy

20011345

TRIDANYET

~ | WDy Ny b

140a9s T

e b L

140501957

w | Cdn b this thip

MguyEn Thi ¥aét Maga

Nguyln Thi st Mga
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= | Cdn Bl KT -
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h

[ tim thémg fin phin

cﬁng‘

Higuyln Thi vt biga | gk e

- Budc 2: Khi d6 giao dién xuathién form cip nhat thong tin
phan cong, ngudi dung nhap cac théng tin phan cong can sira.

- Budc 3: Thyc hién thao tac Lwu/Déng.

d. Hiy phan cong

Tai giao dién quan 1y phan cong vin ban kiém tra chung, click
chon vin ban kiém tra muén hily théng tin phan cong, chon chirc ning
Huy thong tin phan cong nhu hinh sau:

Mgy Dan heanih

1a0argaT

20001845

TRDEMBST

Ll g L

= | Mgay hig i

14091987

pa e L

140091957

= | Gan B this thag
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Cludn n phiéin mém
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~ | Can b KT v
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Hisy théeyg Lin phis
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5. Kiém tra

Céc thao tac thuc hién kiém tra cdn ct, ndi dung, tham quyén, thé
thre, hiéu luc cia vin ban theo thim quyén duoc thuc hién tuong tu
nhu cac thao tac ty kiém tra vin ban dd hudng dan tai myc 3 phan I).

6. Tao phiéu kiém tra

a. Muc dich: Tao phi€u kiém tra cho cac van ban c6 sai pham vé:
can cu, tham quyén, ndi dung, thé thuc, hiu lyec...

b. Tao méi: Tai giao dién quan 1y kiém tra vdn ban chung,
chon van ban c6 sai pham can tao phiéu kiém tra 2°Chon chirc nang
Tao phiéu > Nhap diy du cac thong tin cia phidu kiém tra (nhap du
cac thong tin bat budc duge gén dau *) = Thuc hién thao tac Luwu
phiéu/Poéng.

c. Sira phiéu: Tai giao dién quan 1y kiém tra vin ban, chon vin
ban can stra phiéu kiém tra & Chon chirc ning Stra phiéu = Nhap cac
thong tin ctia phiu can stra (nhap du cac thong tin bt budc duoc gin
dau *) = Thuc hién thao tic Luu phiéu/Péng.

7. Ho so kiém tra

a. Muc dich: Nham tao 14p ho so cho cic van ban kiém tra khi
c6 phiéu kiém tra.

b. Thém méi:

- Buéc 1: Tai giao dién trang chu, ré chudt vao chirc ning Kiém
tra van ban = Kiém tra theo chuyén dé > Click chon H6 so kiém tra.

- Budc 2: Tai giao dién quan 1y ho so kiém tra, chon chirc
nang Thém.

- Budc 3: Xuét hién form Ho so kiém tra, ngudi ding nhap
day du thong tin trén form (nhap du cic thong tin bt budc duoc gin
dau *).
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- Budc 4: Thuc hién céc thao tdic Luu/Luu va Péng/Luu va
Thém/Do6ng.

c. Sira h so kiém tra

- Buéc 1: Tai giao dién quan 1y hd so kiém tra, chon hd so mudn
sua, chon chirc nang Stra thong tin.

- Budc 2: Xuét hién form Sira hd so cta hod so da chon, nguoi
dung nhép cac théng tin hd so can sira.

- Budce 3: Thuc hién céac thao tac Luu/Luu va-Dong/Luu va
Thém/Dong.

d. Xo0a

- Cach 1: Tai giao dién quan ly ho so kiém tra, tich chon ho so
can x6a > Chon chtic ning X6a. Ngoaita ngudi dung c6 thé thuc hién
x6a nhiéu hd so ciing lic bang cach:Tich chon nhidu hd so can xo6a sau
d6 chon chirc nang Xoa.

- Céach 2: Tai giao dién'quan 1y hd so chung, chon ho so can x6a
—> Click chon chirc nang Xoéa.

d. Cong khai

- Cach 1: Tai giao dién quan ly hd so kiém tra, tich chon ho so
can cong khai & Chon chiic ning Cong khai. Ngoai ra, ngudi ding
c6 thé thuc hién cong khai nhiéu ho so cung luc br:?mg cach: Tich chon
nhiéu hd so can cong khai sau d6 chon chirc ning Céng khai.

- Cach 2: Tai giao dién quan 1y ho so chung, chon hd so can cong
khai = Click chon chirc nang Cong khai.

8. Tong hop ho so kiém tra

a. Muc dich: Nham tao 1ap hd so tong hop theo cac ké hoach
kiém tra dé theo doi.
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b. Thém méi

- Budce 1: Tai giao dién trang chu, ré chudt vao chirc ndng Kiém
tra van ban = Kiém tra theo chuyén dé = Click chon Téng hop hd so
kiém tra.

- Bu6c 2: Tai giao dién quan Iy hd so kiém tra, chon chirc
nang Thém.

- Budc 3: Xuat hién form Ho so kiém tra, ngudi dung nhap
day du thong tin trén form (nhap du cac thong tin bat budc duoc gin
dau *).

- Budc 4: Thuc hién cac thao tic Luu/Luu va Pong/Luu va
Thém/Do6ng.

c. Sira hd so kiém tra

- Buée 1: Tai giao dién quan Iyhid so kiém tra, chon hd so mudn
stra, chon chirc nang Stra thong tin.

- Bu6c 2: Xuat hién forin Stra hd so cua hd so dd chon, nguoi
ding nhép céc thong tin hd so can sira.

- Budc 3: Thuc hién céc thao tac Luu /Déng.

d. Xo0a

- Cach 1: Tai giao dién quan ly hd so kiém tra, tich chon ho so
can x6a = Chon chiic ning Xéa. Nguoi dung cé thé thuc hién x6a
nhiéu ho so cing luc bang cach: Tich chon nhiéu ho so can x6a sau d6
chon chirc nang Xoa.

- Cach 2: Tai giao dién quan 1y ho so téng hop chung, chon hd so
can x6a >Click chon chirc ning Xoéa.

d. Cong khai

-Buéc 1: Tai giao dién quan 1y hd so tong hop chung, Click dip
vao tén ho so téng hop can cong khai dé xem chi tiét va cong khai
hd so.
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- Budce 2: Click chon chirc ndng Cong khai.
IV. KIEM TRA VAN BAN THEO DPIA BAN
1. Lap ké hoach

a. Muc dich: Cho phép ngudi ding 1ap ké hoach kiém tra trudc
khi thuc hién kiém tra theo dia ban.

Tai giao dién trang chi, Ré chudt vao chirc ning Kiém tra vin
ban > Kiém tra theo dia ban = Click chon Ké hoach.

b. Thém moi

- Budc 1: Tai giao dién quan 1y ké hoach.ehung, chon chirc
nang Thém.

- Budc 2: Xuat hién form Thém méi ké hoach, nhap du cac thong
tin cta ké hoach (nhap du cac thong tindat budc dugce gan dau *).

- Buoc 3: Thuc hién thao tic Lwu/Luwu va DPéng/Luu va
Thém/Dong.

c. Sira ké hoach

Dé thuc hién stra ké hoach nguoi dung co thé thao tac bang cach:

- Budc 1: Tai giao dién quan 1y ké hoach chung, chon ké hoach
can stra, chon chirc nang Sira thong tin.

- Budc 2: Xuit hién form Sira ké hoach, nhap du cac thong tin
ctia ké hoach (nhap du cac thong tin bat budc dugce gan dau *).

- Budc 3: Thuc hién céc thao tac Luwu/Luu va Pong/Luu va
Thém/Dong.

d. X6a ké hoach

- Céach 1: Tai giao dién quan 1y ké hoach kiém tra, tich chon ké
hoach can x6a = Chon chiic ning Xéa. Nguoi dung c6 thé thuc hién
x6a nhiéu ké hoach cung lic bang cach: Tich chon nhiéu ké hoach can
x6a sau do chon chiric nang Xoa.
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- Céch 2: Tai giao di¢n quan ly ké hoach chung, chon ké hoach
can x6a >Click chon chirc ning Xoéa.

2. Phan cong don vi/ phong ban

Muc dich: Nhim muc dich phan cong ké hoach kiém tra cho cac
phong ban chiu trach nhiém thuc hi¢n ké hoach kiém tra.

Pé thyc hién phan cong ké hoach cho ting phong ban, ngudi
dung thyc hi¢n nhu sau:

- Budc 1: Tai giao dién quan ly ké hoach chung¢lick chon vao
tén ké hoach dé xem chi tiét

- Budc 2: Tai form chi tiét cta ké hoach, ¢hon chtrc nang:” Phan
cong phong ban”.

- Budc 3: Xuat hién form Phan.cong phong ban, ngudi ding
thue hién dién dy du cac thong tin ¢an thiét: Phong ban chu tri, Phong
ban phdi hop, Y kién, Han xur 13

- Bu6c4: Chon Trinh/Giri dé luu két qua phan cong, hoac chon
Pong dé huy thao tac phan cong phong ban va dong form phéan cong
phong ban.

3. Thu thap van ban

a. Muc dich: Cho phép ngudi dung thu thap cac vin ban can
kiém tra theo dia ban bﬁng cach thém mai truc tiép hodc ty dong thu
thap tir trén co s6 dit liéu quic gia.

b. Thém méi

- Bude 1: Tai giao dién trang chu, ré chudt lan luot vao chiic
nang Kiém tra vdan ban > Kiém tra theo dia ban = Click chon Thu
thap van ban.

- Budc 2: Tai giao dién Quan 1y thu thdp van ban, click chon Ké
hoach kiém tra, chon chic ning Thém:
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- Budc 4: Nhap day du cac truong@thong tin ctia van ban can
thém mai trén form thém (nhap du &% truong bat bude nhap: duoc
\@\

gian dau *) \C\

- Budc 5: Thuc hién cété“ thao tac Luu/Lwu va Péng/Luu va
Thém/Dong.

c. Sura

Pé thyc hién stra thong tin ctia van ban can kiém tra, nguoi ding
6 thé thuc hién bﬁng cach: Tai giao di¢n quan ly thu thap van ban
chung, chon vin ban mudn sira = Nhép cac thong tin ctia van ban can
stra (dam bao nhap du cac truong dir lidu bat budc duoc gin diu *).
Sau d6 thuc hién cac thao tdic Luu/Luu va Pong/Luu va Thém/Dong.

d. Thu thip van ban

Dbi véi nhitng van ban can kiém tra c6 san trén co s¢ dir liéu
qudc gia roi, ngudi dung c6 thé dung chirc ning Thu thap VB dé thu
thap van ban vé kiém tra bang cach:

- Budce 1: Tai giao dién quan ly thu thap van ban chung, click chon
chirc nang Thu thap VB.
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- Budc 2: Nhap tir khoa tim kiém van ban kiém tra hoac van ban
can cur can tim, chon cac ti€u chi tim kiém cua van ban kiém tra/can ctr
twong trng can tim.

- Budc 3: Chon chuc nang Tim kiém dé tim kiém van ban kiém
tra/can cur theo cac ti€u chi da chon.

- Budc 4: Chon chttc nang Thu thap cé biéu tuong &F dé thuc
hién thu thdp van ban d6 vé danh sach.
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d. Xem

Pé xem chi tiét van ban can kiém tra, tai giao di¢n danh sach
quan 1y thu thap van ban kiém tra, Click chon vin ban kiém tra mudn
xem chi tiét 2 Chon chtic ning Xem.

e. X0a

Tai giao di¢n danh sach quan 1y thu thap van ban chung, chon
van ban mudn x6a, click chon chirc ning Xéa. Chuong trinh xuat hién
thong bao xac nhan x6a = Chon Tiép tuc dé xac nhan chic chin x6a
vin ban di chon, chon Hity 1énh xéa dé huy thao tac xoa.

4. Phan cong van ban

a. Muc dich: Thuc hién phan cong kiém tra vin ban cho timg
can b¢ thuc hién kiém tra.
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b. Phan cong kiém tra vin ban

Pé thuc hién phan cong can bo kiém tra vin ban, nguoi ding co
thé thuc hién nhu sau:

- Budc 1: Tai giao dién trang chu ré chuot lan luogt vao chuc
ning Kiém tra vin ban - Kiém tra theo dia ban > Click chon Phén
cong KTVB.

- Budc 2: Tai giao dién Quan 1y phan cong kiém tra, click chon
K¢ hoach kiém tra, sau d6 chon chirc ning Phan cong KTVB.

- Budc 3: Nhap du cac thong tin phan cong<can bo can thiét
trén giao dién phan coéng can bd (nhap du cic trurdng bat budc co
gan dau *).

- Budc 4: Thuc hién céac thao tac Luu/Luu va Dong/Luu va
Thém/Do6ng.

Chu ¥: C6 thé phan cong kién tra nhiéu vin ban cho mot can bd
thyc hién kiém tra.

c. Stra thong tin phan cong

- Budc 1: Tai giao dién quan Iy phan cong vin ban kiém tra
chung, click chon vin ban kiém muén sira thong tin phan cong, click
chon chure ndng Stra thong tin phan cong.

- Bude 2: Khi d6 giao dién xuét hién form cap nhat thong tin
phan cong, ngudi dung nhap cac thong tin phan cong can sira.

- Budc 3: Thuc hién céac thao tac Lwu/Luwu va Pong/Luu va
Thém/Dong.

d. Hiy phan cong

- Budc 1: Tai giao dién quan 1y phan cong vin ban kiém tra
chung, click chon vin ban kiém tra muén hay thong tin phan cong.

- Budc 2: Sau khi chon chirc nang Huy phan cong, giao dién xuat
hién théng bao xac nhan huy phan cong, chon Tiép tuc dé thyc hién
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hily phéan cong cho van ban, chon Hiiy 1énh xéa dé thyc hién hity thao
tac phan cong cho van ban.

5. Kiém tra: Cac thao tac thuc hién kiém tra can ct, noi dung,
tham quyén, thé thirc, hiéu luc cta vin ban theo tham quyén dugc thuc
hién tuwong tu nhu cac thao tac tu kiém tra van ban da huéng dan tai
muc 3 phan I).

6. Tao phiéu kiém tra

a. Muc dich: Tao phi€u kiém tra cho cac van ban ¢é sai pham vé:
can cu, tham quyén, ndi dung, thé thuc, hiu lyc...

b. Tao moi

- Budc 1: Tai giao di¢n quan 1y kiém tra van ban chung, chon
van ban cé sai pham can tao phi¢u kiém tra, sau d6 chon chirc nang
Tao phieu.

- Budc 2: Nhap déy du cacthong tin cua phiéu kiém tra (Nhap du
cac thong tin bat budc duoc gén diu *).

- Bué6c 3: Thue hién thao tac Luu phiéu/Péng.
c. Sira phiéu

- Budce 1: Tai giao dién quan 1y ki€ém tra van ban, chon van ban
can sua phicu kiém tra.

- Buédc 2: Chon chirc ning Stra phiéu.

- Budc 3: Nhap céac thong tin cua phiéu can stra (nhap du cac
thong tin bat budc duoc gin diu *).

- Bué6c 4: Thyc hién thao tac Luu phiéu/Péng.
7. Ho so kiém tra

a. Muc dich: Nhiam tao 14p ho so cho cic van ban kiém tra khi
¢6 phiéu kiém tra.
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b. Thém méi

- Budce 1: Tai giao dién trang chu, ré chudt vao chirc ndng Kiém
tra van ban = Kiém tra theo dai ban = Click chon Ho so kiém tra

- Bu6c 2: Tai giao dién quan Iy ho so kiém tra, chon chirc ning
Thém dé thém méi hd so.

- Budc 3: Xuat hién form Ho so kiém tra, nguoi ding nhap
day du thong tin trén form (nhap du cac thong tin bit budc duoc gin
dau *).

- Budc 4: Thuc hién céc thao tic Luwu/Luu va Péng/Luwu va
Thém/Do6ng.

c. Sira hd so kiém tra

- Budc 1: Tai giao dién quan Iy hd so'kiém tra, chon ho so muén
sua, chon chirc nang Stra thong tin.

- Budc 2: Xuat hién form Sira hd so ctia hd so dd chon, nguoi
dung nhép cac thong tin hé soecan sira.

- Budce 3: Thuc hién céc thao tdc Luu/Luu va Pong/Luu va
Thém/DPong.

d. Xéa: Ngudi dung co thé thyc hién x6a hd so kiém tra bang
2 cach:

- Céch 1: Tai giao dién quan ly ho so kiém tra, tich chon hd so
can x6a = Chon chiic ning Xé6a. Nguoi dung cé thé thyc hién x6a
nhiéu ho so cung lac bang cach: Tich chon nhiéu hd so can x6a sau d6
chon chtrc nang Xoa.

- Cach 2: Tai giao dién quan 1y ho so chung, chon h so can x6a
—> Click chon chirc nang Xéa.

d. Cong khai: Nguoi dung c6 thé thyc hién cong khai hd so bang
2 céch:

- Cach 1: Tai giao dién quan 1y ho so kiém tra, tich chon ho so
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can cong khai & Chon chtic ning Cong khai. Ngudi dung c6 thé thuc
hién cong khai nhiéu ho so cliing lic bang cach: Tich chon nhiéu ho so
can cong khai sau d6 chon chirc ning Cong khai.

- Cach 2: Tai giao dién quan 1y ho so chung, chon hd so can cong
khai = Click chon chitc nang Céng khai.

8. Tong hop ho so kiém tra

a. Muc dich: Nham tao lap hd so tong hop theo cac ké hoach
kiém tra dé theo doi.

b. Thém moi

- Bude 1: Tai giao dién trang chu, ré chudt vao chirc nang Kiém
tra van ban = Kiém tra theo dia ban 2 Click chon Tong hop hd so
kiém tra.

- Budc 2: Tai giao dién quaniy tong hop hd so kiém tra, chon
chtrc nang Thém.

- Budc 3: Xuat hién form Ho so kiém tra, nguoi ding nhap
day du thong tin trén form (nhap du cac thong tin bat budc dugc gin
dau *).

- Budce 4: Thuc hién céac thao tac Luu/Luu va DPong/Luu va
Thém/Do6ng.

c. Stra ho so kiém tra

- Budce 1: Tai giao dién quan 1y ho so kiém tra, chon hé so mudn
sta, chon chirc nang Stra thong tin.

- Budc 2: Xuat hién form Stra ho so cia ho so da chon, nguoi
dung nhép cac thong tin ho so can sua.

- Budce 3: Thuc hi¢n céc thao tac Luu/ Pong.
d. Xo0a

- Cach 1: Tai giao dién quan ly hd so kiém tra, tich chon ho so
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can x6a = Chon chic nang Xéa. Nguoi dung cé thé thyc hién xo6a
nhi€u ho so cung luc bang cach: Tich chon nhi€u ho so can x6a sau dé
chon chtrc nang Xoéa.

- Cach 2: Tai giao dién quan 1y ho so tong hop chung, chon ho so
can x6a >Click chon chirc ning Xo6a.

d. Cong khai

- Budc 1: Tai giao dién quan 1y ho so tong hop chung, Click dup
vao tén hd so tong hop can cong khai dé xem chi tiét va cong khai
hd so.

- Budc 2: Click chon chirc ndng Cong khai ¢'goc phai man hinh.
V. KIEM TRA LIEN NGANH
1. Lap ké hoach

a. Muc dich: Cho phép nguoidung 1ap ké hoach kiém tra trudc
khi thyc hién kiém tra lién nganh:

Dé thuc hién 1ap ké hoach kiém tra lién nganh, tai giao dién trang
chu, nguoi dung ré chudt vao chirc nang Kiém tra vin ban > Kiém tra
lién nganh = Click chon Ké hoach.

b. Thém moi

- Budc 1: Tai giao dién quan 1y ké hoach chung, chon chirc
nang Thém.

- Budc 2: Xuét hién form Thém méi ké hoach, nhap du cac thong
tin cta ké hoach (nhdp du cic thong tin bat budc dugc gin dau *).

- Budc 3: Thuc hién céc thao tac Luwu/Luwu va Pong/Luu va
Thém/Dong.

c. Stra

- Budce 1: Tai giao dién quan 1y ké hoach chung, chon ké hoach
can stra, chon chirc nang Stra thong tin.
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- Budc 2: Xuat hién form Stra ké hoach, nhédp du céc thong tin
ctia ké hoach (nhp du cac thong tin bét budc dugce gin dau *).

- Budc 3: Thuc hién céc thao tdic Luwu/Luu va Péng/Luwu va
Thém/Do6ng.

d. Xéa

- Céch 1: Tai giao dién quan 1y ké hoach kiém tra, tich chon ké
hoach can x6a = Chon chirc nang Xéa. Nguoi dung co thé thuc hién
x6a nhiéu ké hoach cung lic béng cach: Tich chon nhiéwké hoach can
x0a sau do chon chirc nang Xoéa.

- Céch 2: Tai giao di¢n quan ly ké hoach chung, chon ké hoach
can x6a > Click chon chirc ning Xéa.

2. Phan cong phong/ban

Muc dich: Nhim muc dich phancong ké hoach kiém tra cho céc
phong ban chiu trach nhiém thyc:hién ké hoach kiém tra.

Pé thyc hién phan cong ké hoach cho ting phong ban, nguoi
dung thyuc hi¢n nhu sau:

- Budc 1: Tai giao dién quan ly ké hoach chung, click chon vao
tén ké hoach dé xem chi tiét

- Budc 2: Tai form chi tiét cta ké hoach, chon chirc nang: “Phan
cong phong ban”.

- Bu6c 3: Xuat hién form Phin céng phong ban,ngudi dung
thue hién dién dy du cac thong tin can thiét: Phong ban chu tri, Phong
ban phdi hop, Y kién, Han xtr 1y...

- Budc 4: Chon Trinh/Giri dé luu két qua phan cong, hoic chon
Pong dé huy thao tac phan cong phong ban va dong form phan cong
phong ban.

3. Thu thap van ban

a. Muc dich: Cho phép ngudi dung thu thap cac vin ban can
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kiém tra lién nganh dé béng cach thém mai truc tiép hodc ty dong thu
thap tir trén co so dit liéu qudc gia.

b. Thém méi: Dé thuc hién thém maéi1 van ban kiém tra khi khong
c6 trén co so dit liéu qubc gia ngudi dung c6 thé thuc hién thém méi
nhu sau:

- Budc 1: Tai giao dién trang chu ré chuot 1an luot vao chie nang
Kiém tra van ban = Kiém tra theo lién nganh > Click chon Thu thap
van ban:

- Budce 2: Tai giao dién Quan ly thu thap van ban;:click chon Ké
hoach kiém tra, chon chtc ning Thém.

- Budc 3: Nhéap day du cac truong thong tin ctia van ban can
thém méi trén form thém (nhdp du cac trudng bt bude nhip: dugc
gin dau *).

- Budc 4: Thuce hién céc thae'tic Luu/Luu va Péng/Luu va
Thém/Doéng.

¢. Sira: Dé thue hién sira thong tin ctia van ban can kiém tra,
ngudi ding c6 thé thuc hién bang cach:

- Budc 1: Tai giao dién quan 1y thu thap van ban chung, chon van
ban mudn stra > Nhép cac thong tin ctia vin ban can stra (dam bao
nhap du cac truong dir liéu bat budce duoc gén dau *).

- Budc 2: Thyc hién céc thao tic Luu/Luu va Pong/Luu va
Thém/Dong.

d. Thu thip van ban

Pbi voi nhitng van ban can kiém tra c¢6 san trén CSDL ngudi
dung c6 thé dung chic nang Thu thap van ban dé thu thap vin ban vé
kiém tra bang cach:

- Budce 1: Tai giao di¢n quan ly thu thdp van ban chung, click
chon chirc nang Thu thap van ban.
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- Budc 2: Thuc hién nhu thao tac tai muc diém d muc 1 Phan I.

d. Xem: Dé xem chi tiét vin ban can kiém tra, tai giao dién danh
sach quan 1y thu thap van ban kiém tra, Click chon vin ban kiém tra
mudn xem chi tiét & Chon chirc ning Xem.

e. X0a: Tai giao dién danh sach quan ly thu thap van ban chung,
chon van ban mudn xda, click chon chirc nang Xoa.

4. Phan cong van ban

a. Muc dich: Thyc hién phan cong kiém tra van‘ban cho timg
can bo thuc hién kiém tra.

b. Phan cong KTVB

Pé thyc hién phan cong can b kiém:tra vin ban, ngudi ding co
thé thyuc hién nhu sau:

- Budce 1: Tai giao dién trang chu ré chuot lan luot vao chic
ning Kiém tra van ban - Kiém tra theo lién nganh - Click chon
Phén cong.

- Budc 2: Tai giao dién Quan 1y phin cong kiém tra, click chon
K¢ hoach kiém tra, sau d6 chon chirc ning Phan cong KTVB.

- Bude 3: Nhap du cac thong tin phan cong can bd can thiét trén
giao dién phan cong can bd kiém tra (nhap du cac truong bat bude c6
gan dau *).

- Budc 4: Thuc hién céc thao tic Luu/Luu va Pong/Luu va
Thém/Dong.

Chii y: C6 thé phan cong kiém tra nhiéu van ban cho mot can bo
thuc hién kiém tra.

c. Stra thong tin phan cong

- Buéc 1: Tai giao dién quan 1y phan cong vin ban kiém tra
chung, click chon vin ban kiém mudn stra thong tin phan cong, click
chon chtrc ndng Stra thong tin phan cong.
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- Budc 2: Khi do giao dién xuét hién form cap nhat thong tin
phan cong, ngudi dung nhap cac thong tin phan cong can sta.

- Budc 3: Thuc hién céc thao tdic Luwu/Luu va Péng/Luwu va
Thém/Do6ng.

d. Hiy phan cong: Tai giao di¢n quan 1y phan cong van ban
kiém tra chung, click chon van ban kiém tra mudn huy thong tin phan
cong > giao dién xuat hién thong bao xac nhan hiy phan cong, chon
Tiép tuc dé thyc hién huy phan cong cho ban ban, chon Hity 1énh x6a
dé thuc hién huy thao tac phan cong cho vin ban.

4. Kiém tra

Céc thao tac thyc hién kiém tra can ctr, 910i dung, thAm quyén,
thé thirc, hiéu lyc cta vin ban theo thAm quyén dugc thuc hién tuong
tu nhu cac thao tac ty kiém tra van ban dé huéng dan tai muc 3 phén I.

5. Tao phiéu kiém tra

a. Muc dich: Tao phi¢u ki€m tra cho cac van ban co6 sai pham vé:
can cu, thamquyén, néi dung, thé thuc, hiu lyc...

b. Tao mai

- Budc 1: Tai giao dién quan Iy kiém tra vin ban chung, chon vin
ban c6 sai pham can tao phiéu kiém tra & Chon chirc nang Tao phiéu.

- Bué6c 2: Nhap day du cac thong tin ctia phiéu kiém tra (nhap du
cac thong tin bat budc dugc gin diu *).

- Budce 3: Chon Luu phiéu dé thyuc hién luu phiéu kiém tra, chon
Pong dé thuc hién dong form Tao phiéu.

¢. Stra phiéu

- Budce 1: Tai giao dién quan 1y ki€ém tra van ban, chon van ban
can stra phiéu kiém tra.

- Buéc 2: Chon chirc ning Stra phiéu nhu hinh sau:
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- Budce 3: Nhap cac thongtm clia phiéu can stra (nhap du cac
thong tin bat bude duoc gan%iau *).

- Bu6c 4: Chon Luu phiéu dé thuc hién luu phiéu kiém tra, chon
Pong dé thuc hién déng form sira phiéu.

6. HO so kiém tra

a. Muc dich: Nham tao 1ap ho so cho céc van ban kiém tra khi
c6 phiéu kiém tra.

b. Thém maoi

- Buoc 1: Tai giao dién trang chu, ré chudt vao chiic nang Kiém
tra van ban - Kiém tra lién nganh-> Click chon Hd so kiém tra.

- Budc 2: Tai giao dién quan 1y hd so kiém tra, chon chirc ning
Thém nhu hinh duéi dé thém méi ho so.

- Budc 3: Xuét hién form Ho so kiém tra, nguoi ding nhap
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day du thong tin trén form (nhap du cac thong tin bat budc duge gan
dau *).

- Budc 4: Thuc hién céc thao tdic Lwu/Luu va Péng/Luwu va
Thém/Do6ng.

c. Stra ho so kiém tra

- Budce 1: Tai giao dién quan ly ho so kiém tra, chon ho so muon
sta, chon chtrc nang Sira thong tin nhu hinh sau:

Tim km theo =3 hidy waKT Tim kEm thee nguia lip

- Budc2: Xuat hién form Stra ho so cua ho so da chon, nguoi
dung nhap cac thong tin ho so can sua.

- Buéc 3: Thue hién cac thao tac Luu/Luwu va Pong/Luu va
Thém/Do6ng.

d. Xoa

- Céch 1: Tai giao dién quan 1y ho so kiém tra, tich chon ho so
can x6a >Chon chirc ning Xoé6a. Ngudi dung cé thé thuc hién x6a
nhiéu ho so cung luc bang cach: Tich chon nhiéu hd so can x6a sau d6
chon chirc nang Xoa.

- Cach 2: Tai giao dién quan 1y h6 so chung, chon hd so can x6a
—> Click chon chtrc nang Xéa.

d. Cong khai

- Cach 1: Tai giao dién quan 1y ho so kiém tra, tich chon ho so
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can cong khai & Chon chiic ning Céong khai. Ngudi ding c6 thé thuc
hién cong khai nhiéu hd so cung lic bang cach: Tich chon nhiéu ho so
can cong khai sau d6 chon chirc ning Céng khai.

- Cach 2: Tai giao dién quan 1y ho so chung, chon hd so can cong
khai =>Click chon churc nang Cong khai.

7. Tong hop ho so kiém tra

a. Muc dich: Nhim tao lap hd so téng hop theo cac ké hoach
kiém tra dé theo dai.

b.Thém mdéi

- Bude 1: Tai giao dién trang chu, ré chudt vao chire ning Kiém
tra van ban > Kiém tra theo lién nganh =:Click chon Téng hop hd
so kiém tra.

- Budc 2: Tai giao dién quaniy tong hop ho so kiém tra, chon
chirc nang Thém.

- Bude 3: Xuat hién form HO so kiém tra, nguoi dung nhap day
du thong tin trén form (nhap du cac thong tin bat budc duge gan dau *).

- Budc 4: Thuchién céc thao tic Lwu/Luu va Péng/Luwu va
Thém/Do6ng.

c. Sira hd so kiém tra

- Budc 1: Tai giao dién quan 1y hd so kiém tra, chon ho so muén
sua, chon chtrc nang Sira thong tin nhu hinh sau:

Tim kEm then =7 higs YAKT Tim liém thes nguiy lip
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B. Cac chic ndang chinh cda phan mém

- Budc 2: Xuat hién form Stra ho so cua ho so da chon, nguoi
dung nhép cac thong tin ho so can sua.

- Budc 3: Thyc hién céc thao tic Luu /Déng.
d. Xéa

- Cach 1: Tai giao dién quan ly hd so kiém tra, tich chon ho so
can x6a >Chon chirc ning Xéa. Nguoi dung c6 thé thuc hién x6a
nhiéu ho so cing lac bang cach: Tich chon nhiéu hd so can x6a sau d6
chon chure ndng Xoa.

- Cach 2: Tai giao dién quan 1y hd so chung, chon hd so can x6a
—> Click chon chirc nang Xéa.

d. Cong khai

- Buée 1: Tai giao dién quan 1y hdso tong hop chung, Click dap
vao tén hd so tong hop can cong khai dé xem chi tiét va cong khai
ho so.

- Bu6c 2: Click chon chirc ning Cong khai ho so' (goc phai trén
cung cua man hinh).

- Bude 3: Khi'd6 xuat hién théng bao xac nhan c6 cong khai hd
so da chon khong, ngudi ding chon Tiép tuc dé thuc hién cong khai,
chon Hity dé huy thao tic cong khai.

VI. SO THEO DOI XU LY VAN BAN TRAI PHAP LUAT

1. Muc dich: Nham theo ddi két qua kiém tra cac van ban c6 sai
pham theo timg thang dé can bd phu trach d& dang thong ké, bao céo.

2. Thém maoi

- Budc 1: Tai giao dién trang chu, ré chudt vao chiic nang Kiém
tra van ban > Click chon S theo ddi XLVB trai phap luit nhu
hinh sau:
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Sé tay huéng dan sl dung phan mém hé tro kiém tra...

BO TP PHAP =MIMISTRY OF JUSTICE

Phan mém ho tro Kidm tra, ra soat, hé théng hda VBPL

B Kibm tra v

tra theo Jta ban: 1

= KIfm fra theo chuydn ai: 1
& Hbi s kidem ka

= Wb 50 TKT 88 pdag ki 1 = M g KT T 8 cling khai: 1
# Wan ban mi kan hinh

- Buoc 2: Tai giao dién quan 1y s@ﬁ\%eo d01 van ban kiém tra,
chon chtrc ndng Thém nhu hinh duéi Q‘é thém s6 theo dai.

’(z

S

B TLF PHAP SRS TRY OF JUSTICE

Fhan mém hé trer Kiem tra, ra sodt, hé thang héa VEFL

Ty QUAN LY 50 THED DO1 X0 LY VAN BAN TRAI PHAP LUAT

..E"'"'"""":_J-.m

n:hnmu-.ﬂdl- il mmmmduunnm

il e p ER RTT <MD S .
W try theo b0 Ragant = 1 ! |
i) A4 ALVE Sl plidss hshl 8 Cuydt Sinh sd 54201 EOEUBKD ban hinh T

Hurtrreg i Hip, quein i§ air

SuRG gui Gl quelWEc hn d | Mo dung O ol
phwron g kinh phi guan i

dude gia vl wicigm

rgity P00 6 ciim Oy b nkdin s linh
Oudng Mpat B hanh Cheeenp fnh wdc Am
finh Gl Kol pisd St 2016 - 2008

]| Faght tinh af 20T ATIO-CF ban ash ngisy
140G cia Chink phir Duy Bich chabdt | Lul TR20RS0HE TS o
reatl 5 BB wh BN e B DARD L ban | Chnh ped

¥ Iﬂ.lllﬁhﬁqrrptwmpldpllﬁ

Bt dung o4 ok
.|I L] n L] " i5 L) Bﬂ""ﬂ'll'm

- Bu6c 3: Xuat hién form Thém méi, nguoi dung nhap day du
thong tin trén form (nhap du cac thong tin bat budc duge gan dau *).

- Budc 4: Thuc hién céac thao tac Luwu/Luu va Pong/Luu va
Thém/Dong.

58



B. Cdc chic ndang chinh cua phdan mém

3. Sira so theo doi

- Buoc 1: Tai giao dién quan ly so theo doi xir Iy van ban duogc
ra soat, chon s6 theo doi muon stra, chon chire nang Sira thong tin nhu
hinh sau:

QUAN LY 50 THEO DO X0 LT VAN BAN TRAI PHAP LUAT

+ THiM W KOA 8 N SOHEM TRAVE

Kio oitlén diy 06 sem fheo nhom

(4] ‘wlin bEn TPL & ~  wEak = | ND ok i = | Mge_. = | vBNrl ~ | Do i | Wgui. ¥ Ghci ¥

1| Ttingiv s ormm1aTTRCT | | [ T T ' A I
ban hinh ngiy D2172013 8
clia B4 Ching Thireng; Sira Sirm théng tin
afiL, bl sung Thing wrsd
OBEATT-BCT nply 21 B0 Win Ank
hang 3 ndm 2011 cia B
Cing Thurong quy dinh thil
o cdp Gidy chimg nhdn sudt
¥irhiang hia wu a8

o

ﬁ@

- Budc 2: Xuat h1en form Su’a sO thg&dm da chon, nguoi dung
nhap cac thong tin cta sd theo ddi can g&a
Q>

&
- Budc 3: Thue hién céc thgvﬁ‘tac Luu/Luu va Péng/Luu va
Thém/Dong. E %\x
4. Xoa

- Cach 1: Tai giao dién quan 1y s6 theo ddi, tich chon s6 theo ddi
can x6a > Chon chir¢ nang Xo6a nhu hinh sau:

RO TLF FHEP SBIKIETRY OF JUETICF

I :'.i
|
: '_:::" Phan mem b

iem tra. ra soat, he thang hos VBPL

E1 | W 80 55 S0 ERE-CP Sad Tl Bjde
{4RISGIA S ol Chinh gbd: Guy dich chilbll Ludl TR ASCHH 3 TS chire
radisd (bl e AR T RAON LEN BAR CRiON [RO
B iy v B gy =am plag hugl

Tt mwrni 3 i B

-l-l.-lru 15T P ghifieng
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Sé tay huéng dan sl dung phan mém hé tro kiém tra...

Khi d6 xuét hién thong bdo xac nhén c6 xba s6 theo ddi da chon
khong, nguoi ding chon Tiép tuc dé thyuc hién x6a, chon Hiy dé hay
thao tac x6a. Ngoai ra ngudi dung cé thé thuc hién x6a nhiéu s theo
ddi cung ltc bang cach: Tich chon nhiu sb theo dbi can xo6a sau d6
chon chuc nang Xéa.

- Cach 2: Tai giao dién quan 1y sb theo ddi chung, chon s6 theo
ddi can x6a > Click chon chirc ning X6a nhu hinh sau:

T :
i dung kEn nghj ~| Hmbthickignn.. = Ghichd >

i dung kign nghj Ghichi

&
X
X, 1.4 A , B2 A a2 ~e an
Khi d6 xuat hién thong baosﬁc nhan c6 x06a so theo doi da chon
khong, nguoi dung chon Tié:g&ﬁ.lc dé thyc hién x6a, chon Huy dé huy
thao tac xoa.

ol Tt e Cala OO AT e e W

T oban e iedem ] Tarmeng Bkl 0 ek Rk 5 Tich ph

g 5 i k. o b R S0 L e R L g o L i (L i o — v
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CHUONG II

RA SOAT VAN BAN QUY PHAM PHAP LUAT

I. RA SOAT THUONG XUYEN
1. Thu thap van ban

a. Muc dich: Cho phép ngudi ding thu thip cac van ban can ra
soat béng cach thém mai truc tiép hoac ty dong thu thap tur trén CSDL.

b. Thu thip van ban

Dbi v6i nhitng van ban can ra 504t ¢6 san trén CSDL, ngudi ding
c6 thé dung chirc nang Thu thap VB dé thu thap van ban vé ra soat

bang cach:

-Budc 1: Tai giao dién QUAN LY THU THAP VAN BAN RA

SOAT, click chon chirc ning Thu thap VB.

QAN LY THU THAF VAN BAN EA S0AT
& Tuiu # uEm

ol B i ey e w1 e

T e s [

Thing ir DEE01RTT-BTF G S oy rini g4 quyis Som ko nal, B8 oo, 36 nghi, kin nghi
vhan anh ioag I hanh an dan oy

o ] b A8 0E0-UERD Do Wit Quy ool qusin 1 Bl dfng ksl Boic iy ein dim phi
Teln Jia oan tinh Thdra Thidm Hul

Chithi DZ00ACT-UIEMND VE v iriea i e hign Led phong. dhing 529 luc gia dinh

Chi i D10 T1AT-LIBRED Chi thivel ng armg chag bic bée oing Sis, goil gupll don
imifu nai, 14 cdo, ranh cadip TEn dia bin Ik

Cupd| dink C20ANGE-LEHD Ve Wi ban hanh guy dinki 3 chic B hidn ngdn =30 nha
rirde e pRurang reim A0S

Tim kdm Theo bin vin ban

~ | i gpian Baa Bdsh -

B4 Tw chaw

UEHD finh Thisa Thiln Hed

UBND inh Thira Thidn Hué

UBMD inh This Thidn Hud

U il Thies Thidin Hud

- Budc 2: Nhap tur khoa tim ki€ém van ban can ra soat hodc van
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Sé tay huéng dan si& dung phan mém hé tro kiém tra...

ban can ctr can tim, chon cac tiéu chi tim ki€ém cua van ban ra soat/can
clir trong Urng can tim.
- Budce 3: Chon chirc nang Tim kiém dé tim kiém van ban ra
soat/can cur theo cac ti€u chi da chon.
r a - A J + R @ A
- Budc 4: Chon chirc nang Thu thap co6 bic¢u tugng de thuc
hién thu thdp van ban d6 vé danh sach.

il T EIE E ey THoa 0ol e R e L T e
e Sl e s e W 0 L G L D Lo i — L W L ki iy —

Tt g s i =Tl = - - = ] L s Doy s by bk =

i ok e s # lincin i Wiin bl i amid

R il T & i cif il el W VEOPFL ol oo o e L ik Fanky KT

Pl B = Tiervim i - Cmpemm - FgnMH Hplphifal - | Hglmmm = Teemg R - T Tole

a g b e sk £7 0 8 el B B s ey o N -""- ¥
Rt s e g it s | O B | R | xem chid it wan ban
Thiieg by EOETEETS e 8, o] el b

&
ke Ty My o B - N i LT L
By il | g ol B P s s s ey E ok |
b ek L LTI -2 ek Bl N B T R | A TR - . — &= Thu thap win
Do oin pid e o b e e o
nim

T G RONTEAITH B yang Tibacrir ul A ¥
HEARTTETY P ESTEAU ngiy BB HAE rie Pl Teerng el P Taengrw T G ANOTEN HiL- oy sl i
bl e B s s g

¢. Thém méi

Viéc thém méiduoc thuc hién khi van ban ra soat khong c6 trén
CSDL theo cac budc nhu sau:

- Buéc 1: Pang nhép vao tai khoan c6 quyén Ra soat viin ban.

- Budc 2: Tai giao dién trang chu, ré chudt lan luot vao chirc
nang Ra soat van ban = Ra soat thuong xuyén —->Click chon Thu
thap van ban.

- Bude 3: Tai giao dién Quén ly thu thap van ban, click chon
chuc nang Thém.

- Bu6c 4: Nhap day du cac truong thong tin ciia vin ban can
thém moi trén form thém (nhap dua cac truong bat budc nhap duoc gan
dau *).
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B. Cdc chic ndang chinh cua phdan mém

Cic inwémg o8 S * plu cia phl nadp. b

Théng tn vim baa

A ol b WA [ i 0l
itk 0l ot & (b cirooace 1 VB QPP 2 Ciin o of acel L Hish hinh KT9H
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Tdnixla ki)
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Bia FOF

-
N

=
- Budc 5 Thue hién c¢a&’thao tic Luu/ Luu va Déng/ Luu va
Thém/ Pong.

d. Sura
Dé thuc hién stra thong tin ciia van ban can ra soét, nguoi dung
c6 thé thyc hién bang cach:

- Buéc 1: Tai giao dién Quan ly thu thap van ban ra soat, chon
van ban muon sura.

G LT THE THAR vk B Bk BokT

& THIN & THUTHL BN - T il sl s e, b g T g e e . w0 e il "
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Sé tay huéng dan si& dung phan mém hé tro kiém tra...

- Budc 2: Nhap céc thong tin ctia vin ban can sira (dam bao nhap
du cac truong dir liéu bat bude duoc gin dau *).

- Budc 3: Thuc hién cac thao tac Luu/ Luwu va DPéng/ Luu va
Thém/ Pong.

d. Xem

D¢ xem chi tiét van ban can ra soat, nguoi dung co6 thé thao tac
nhu sau:

e
’\\Q\
R
. .o . , r e 1y A A w 1ne
- Buédce 1: Tai giao dién danh sach quan ly g%u thap van ban ra
’ . o 5 N , X . Y)?
soat, Click chon van ban ra soat muon xem ch@iﬁet.
e
N
’ ’ - X
- Budc 2: Chon chiic nang Xem nh@mh sau:
4
o
kS
X
AN LY THU THAP VAN BAN R SOAT
#THEM & TN THER VR S AN T S the it vAR A — LG IV o G B A
Fed <t Hin 2y 2 2 Bvea mhom
Tin adncdn --ﬁtq.nlnuu- --nh.lfmh.lﬂ
K;;I‘:‘I:?’::"I’;W“T: #ink pili qusbi dav kil eni i e, 3L nghi dllaaghi T i —
;ﬁ:mﬂ- Gy chod quein B bas B8y chod By fady in 2im phd e .
i I V2 METTONMD Vi vz RN i e hign Luid phang, chieg bas s pia 4R LISHO bnk Thixs Thidn Fus AT
st v ool R —
II T::;ﬂl?ﬁxh - ban binah guy Siek b b B b ngils 5@ ch nfe LB s Thdy Tradnyua Fr——

s b ST ELUISHD Sam e UPnrev kit Bz L Bes duie Bl (ra deaa 2078

Iy £38 2ol 380 Tk Cedag gl LI

i g nlnﬂl H-un'r.l dll;hn.l'lh; lnhihhmhudum i

[y tam sidn adndnn Cedag s FRACEI)
dcan FE - A

e. X0a

- Budc 1: Tai giao dién danh sach quan 1y thu thap van ban
chung, chon van ban mudn x6a, click chon chirc nang Xo6a nhu
hinh sau:
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B. Cac chic ndang chinh cda phan mém

QUAN LY THU THAP VAN BAN KA S0AT

+THEM  # THUTHAPVE .~ XEM Tirs ke Hhep b viin (580
Wabeod e Ay 3l wem Rea nade
Ténwin bin - | guan bsasan
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Ui i Thira Triln bk

LIS i Thiss THIA Fud

— Lo thap Gorquan ban hink —

* Wiy ban knh

DNOE

DO

ITO1EmE

[t ]

120 1E018

- | Mgy hulpc

TANI0E

DAREGD1E

T

AR

FAMIGOE

= Cln i sodl i vin bin

- Budc 2: chuong trinh xuat hién thong bdo xac nhan x6a nhu

hinh sau:

XOA BAN GHI DA CHON ®

Ban cé chac chan mudn x6a Théng tw 01/1999
ITT-BTC Hwéng dan quan Iy thu chi ngan sach x3,

thi tran, phwéong?

Tiép tuc

Huy Iénh x6a

- Buéc 3: Chon Tiép tuc/ Hiy 1énh x6a.

2. Phan cong ra soat van ban

a. Muc dich: Chuc ning cho phép phan cong vin ban can ra soat
da dugc thu thap cho cac ca nhan/don vi thuc hién ra soat van ban.

b. Phan cong ra soat van ban

Sau khi van ban da dugc thém méi hodc thu thap vé, nguoi ding

c6 quyén giao cho cac cd nhan hay don vi thuc hién ra soat cac van

ban do.

Dé thyc hién phan cong ra soat nguoi dung thuc hién nhu sau:

- Budc 1: Piang nhdp vao hé thdng bing tai khoan c6 quyén

phan cong.

- Budc 2: Tai giao dién trang chu, ré chudt lan luot vao chirc
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Sé tay huéng dan si& dung phan mém hé tro kiém tra...

nang Ra soat van ban = Ra soat thuong xuyén = Click chon Phén
cong nhu hinh sau:

BO TIF PHAF =SMINISTRY OF JUSTICE

Phan mém ho tro Kiém tra, ra soat, hé thong hoa VBPL

R& sobt theo chuyén d&

Ril s0dt theo dia bdén .

S5 VBOPPL duror r soat Ra s0dt theo fink Winh KTXH
Bt w0l the finh birh KTXH G ot -

Hi s Thiing he D20 1STT-BTF Quy dinh quy fink gidl quyed den khidu nai, 1
R S0t thao chuyen o8 cé, @ mghi, k&n nghi, phan anh trong thi kanh &n d&n sw
R 503t thoo 9 bin 4 Cuydt Snh E2201S0E-UBHD Ban hiah Cur ché gudn 1§ hesl Sing dhai
- thdc tily 530 d&m phd Trén & ban tinh Thira Thién Hud
S0 VBQPPL duoc ra soat
Chil thi 01/200WTT-LBND v vidc tridn khal thirc hifin Ludt phéing,
chiing bas iwc gia dink
(x\\/\
- Buéc 3: Tai giao dién Quan 1y phin cong ra soét click chon

chirc nang Phan ¢ong RSVB nhu hinh sau:

DN L TR oo oo (RTINS (NS TR SRR

EEETER TR T T QUAN LY PHAN CONC RA SDAT

Thu thilg vin bin = ]

Faincing RSV

AR - Hiba Ay H sxem o nhém ;
Rl nodt thes tieh hish KTXH Thn win s v | D e DaEn fdan w |1

1 e ek net Card dine SIZ0HGEHISND Eam hin gy dinft chire ndng, nnsm

wy, ourplin B i oo cda i chise ol Van phang UBRD Binh

Curpdt s SEZ0ECELISMD Ean hini Quy dind chire sdng, nhigm

e, ol gn vl oo clbu i chine via B9 Thing in vl Truydn Ddngtinh | UERD fnh ThDa Triln bud
Trira Thisas Hes

S e 260 ERCE IEMND S B, ol sung Cuvdedinn sd

SETT BN Aoy 19 Bdng 13 & 2004 cle UBKD Eah BRRE | [y Ban ifckh 2he G e Rge |
«%ing Tiu bas Ban® hing g 8¢ low S8k dinh ky 0% nim = wiing Tiw
R0 -31P 200 E) wen 3 Ban Enh Ba R-70ng Tau

WEHD Tri Thika Tréen bud
Wi aosil Lo chupin o4

Hi sl v di@a ban

Sl ECHPPL O 1 el

L] L] '3 k] = - 13 = Bisghifrarg

Khi d6 giao dién phan cong can bo ra soat hién thi nhu hinh sau:
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B. Cac chic ndang chinh cda phan mém

[ncimciino_ .

Cire by e chias * i sl pltali b,

Thdng Gn phdn cdng cdm b

50 00 padn chig ) LE Thi Uydnl -
Thi hannein minn  4HN2HE =

F i phin oieg

VinBin [} Tire: ki

Gl SLmviThm @ LuvdBong @ Bng

- Bué6c 4: Nhap du cac thong tin phan cong can bdcan thiét.

- Budc 5: Thyc hién thao tac Luwu/ Luu.va Pong/ Luu va
Thém/ Péng.

Chii y: C6 thé phan cong ra soat nhidu vin ban cho mot can bo
thuc hién ra soat.

c. Sira thong tin phin cong

- Budce 1: Tai giao di€én quén ly phan cong van ban ra soat chung,
click chon vin ban ra soat mudn stra thong tin phan cong, click chon
chuc nang Sua thong tin phan cong nhu hinh sau:

o quan L hanh ~  HF e Ranh el EEL T = | S b T e = | Gin s)AS w
2 Tur phelie lirteig ] 1R0AE Trin Thu Giang
UBND S TR ThignHE: 20082010 D016 Trin Thi Huyle LS

c &
UBHD S Thi ThlnHed | oTOVZ0I0 1TONe Tl T Hupda L Tedis TH Huydn Ld

5 thiesg i phis cing |

UBHDGS This TREnHS  DeT 1 140 Trini Thi Huydia L8 Tokin Tri Huybn LS

: . [ = 1
LUBND s Thira ThignHsd 12088018 ARG Trdn Thi Huréa L& Tedn Thi Hukn LE
::ﬁmmlnlhl‘rhmilg 05018 [R1A016 Tl Tre Hupla L8

- Bude 2: Khi do giao dién xuét hién form cap nhat thong tin
phan cong, ngudi ding nhap cac thong tin phan cong can sira.
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Sé tay huéng dan si& dung phan mém hé tro kiém tra...

- Budc 3: Thyc hi¢n thao tac Luwu/ Luu va Pong/ Luu va
Thém/ Dong.

d. Hiy phan cong

- Budce 1: Tai giao di€én quan ly phan cong van ban ra soat chung,
click chon vin ban ra soat mudn hity thong tin phan cong nhu hinh sau:

Hgay ban hanh = gy higwiye w | Cén b thu thip w | 3an b RS -
01016 16M032018% Trdn Thu Gang i
2UDWAN1E 01M0RZ0E Trén Thi Huvdn L
OTRIZ000 1742009 Triin Thi Huspdn L& Teiin Thi Huyin L& ke
B =

oI 141201 Trén Tri Hisdn L2 Tedin Thi Hugén L&
13012015 23012015 Trdes Thi Huyde L8 Tedin Thi Hugén L& )

=
OS2016 0er02018 T Thi Huyén L&

- Budc 2: Sau khi chon chirc nang Huly phan cong, giao dién xuét
hién thong bao xac nhén huy phan cong nhu hinh sau:

| HUY PHAN CONG VAN BAN x |

Ban cé chic chan mudn Hiy phén céng van ban?

Tiép tuc Hiy Iénh xoa

- Budc 3: Chon Tiép tuc dé thuc hién hiy phan cong cho ban
ban, chon Hity 1énh xéa dé thuc hién hiy thao tac phan cong vin ban.
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B. Cac chic ndang chinh cda phan mém

3. Ra soat theo vian ban QPPL
3.1. Ra sodt can cw
- Budc 1: Dang nhap bang tai khoan duoc phan cong ra soat vin ban.

- Budc 2: Tai giao dién trang chu, ré chudt vao chirc nang Ra soat
van ban =2 Ra soat thuong xuyén = Click chudt vao chirc nang Ra
soat theo VB QPPL.

- Budc 3: Tai giao dién quan Iy danh sach van ban ra soat chung,
chon van ban can cr can ra soat, click chon chirc nang Cén ci.

- Budc 4: Can b thuc hién thu thap bd sung cac van ban can cu
duoc chon br:ing cach: Nhap tu khoa tim kiém, :chon cac tiéu chi tim
kiém = Chon chirc nang Tim kiém, sau khi hé théng tra vé danh sach
cac van ban tuong Gmg vdi tiéu chi tim kiém, nguoi ding chon chirc
nang nhu hinh sau:
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3.2. Ra soadt hiéu luc

- Bu6c 1: Ding nhap thanh cong hé thong bang tai khoan dugc
phéan cong ra soat van ban.

- Budc 2: Tai giao dién trang chu, ré chudt vao chirc nang Ra soat
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van ban = Ra soat thuong xuyén > Click chudt vao chirc nang Ra
soat theo VBQPPL.

- Budc 3: Tai giao dién quan Iy danh sach van ban ra soat chung,
chon vin ban can ra soat, click chon chirc nang Hiéu lye nhu hinh sau:

QUAN LY Bk BOAT Vi BAN
SCANDP S mfELE S TemoETie o oG e ke e
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- Budc 4: Can bo thuc hién ra soat hiéu luc:

Click chtrc nang Khong bpﬁc dong hiéu lwe - Khi van ban co
hiéu luc hop 1é. N

Tich chon vao check box: “Bi tac dong” nhu hinh sau:
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- Budc 5: Khi d6 cén b ra soat thuc hién thém mai tac dong veé
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hiéu luc bang cach click chon chirc ning Thém tic dong hiéu lue,
giao dién xuét hién form thém méi tac dong hi¢u luc, can bd thuc hién
nhap day du cac thong tin cin thiét trén form.

THERN B8 THC R M LA o
L rsing of die ™ piu e phal nkig.
Théng fin mi phom hsio e

Hirh bt B feag it Hman bink b — =
GPPL chin B g ) O thy (i CIACTUERD W veec da kb L hiin Ludil ghvangg, chag o by g dnk -
Wi sl ol 0 LA wini s 23 0o
PP the Slng Chan rgs ching 130 30 =
HEi dung ex wasl it DIBACTLUEHT W wlc fnlin khow thee hedin Lo shag chisg e g Srek

30 o b
§ Wb vamil, S i

Suu Glwaosey  Slosd Thém O Ddng

- Budc 6: Thuc hién thao tic Luwu/ Luwu va Pong/ Luu va
Thém/ DPong.

3.3. Ra sodt tham quyén

- Budc 1: Ping nhap thanh cong hé thdng bang tai khoan duoc
phéan cong ra soat van ban

- Budc 2: Tai giao dién trang chu, ré chudt vao chirc nang Ra soat
van ban - Ra soat thuong xuyén - Click chudt vao chirc nang Ra
soat theo VBQPPL.

- Budc 3: Tai giao dién quan 1y danh séch van ban ra soat chung,
chon vin ban can ra soat, click chon chirc ning Thim quyén.

- Bude 4: Can bo thuc hién ra soat tham quyén ctia van ban veé:
Tham quyén vé ndi dung va thim quyén vé hinh thic. Nhap day du
thong tin trai phap luat (néu c6) twong tng.
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- Budce 5: Thuc hién thao tac Luu/ Luu va Dong/ Luu va Thém/ Dong.

3.4. Ra sodt ngi dung

- Bude 1: Pang nhap thanh cong hé thdng bang tai khoan duoc
phén cong ra soat van ban.

- Budc 2: Tai giao dién trang chu, ré chudt vao chirc nang Ra soat
van ban = Ra soat thuong xuyén - Click chudt vao chirc nang Ra
soat theo VBQPPL.

- Budc 3: Tai giao dién quan Iy danh séch van ban ra soat chung,
chon van ban can ra soat, click chon chttc nang N¢i dung.

- Budc 4: Can bd ra soat thyc hién ra soat ndi dung chi tiét cta
tung chuong, tirng di€u ctuia van ban tuong ung:

+ Tich chon két qua cta ting chuong/diéu: c6 ndi dung hop 18
hodc khong c6 ndi dung hop 1€.

+ V6i cac diéu c6 ndi dung khong hop 18: Chon cin ctr phap 1y,
Chuong/diéu quy dinh trong van ban can cur, nhap dau hi¢u trai phap
luat va y kién dé xuét twong tng.
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- Budc 5: Thyc hién thao tic Lwu/ Luu va Péng/ Luwu va
Thém/ Pong. é\\\

e < ’ " . &
3.5. Tao phiéu ra soat theo van ban QPPL
. &
a. Tao mai >
S

, & Cn N , - 5 -
- Bude 1: Tai giao dién quan ly ra soat van ban chung, chon van
ban d4 ra soat can tao phiéu

- Bué6c 2: Chon chire ning Tao phiéu nhu hinh sau:

Co quan ban hanh ~ | CCPL TQBEH HD m HL

Chinh ph

HEND Kinh Phi Tho (] a ] ]

B4 cdng thurong

B4 cong thuromg

- Bu6c 3: Nhép ddy du cac thong tin cua phiéu ra soat (nhap du
cac thong tin bét budc duge gén dau *).
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- Bu6c 4: Chon Luru phiéu/Péng.
b. Sira phiéu

- Budc 1: Tai giao dién quan ly ra soat van ban, chon van ban can
stra phicu ra soat.

- Budc 2: Chon chirc ning Stra phiéu nhu hinh sau:

[ | I
Co guan ban hanh - | CCPL i TaAH ND O TT HL
Chinh phi
HBMD finh Phd Tho -] ‘ (-] (] [ -] o

B4 cing thuong

B oing thuong ‘

Bé cing thuong

B4 Giao Mdng vin 1

B4 Thuy san

B Ny dymg |

- Budc 3: Nhap céc thong tin cta phiéu can sira (nhap du cac
thong tin bat buoc dugc gan dau *).

- Bu6c 4: Chon Luwu phiéu/Péng.

4. Ra soat theo tinh hinh kinh té xa hi

4.1. Ra sodt doi twong diéu chinh

- Budce 1: Dang nhap tai khodn dugce phan cong ra soat van ban.

- Budc 2: Tai giao dién trang chu, ré chudt vao chirc nang Ra soat
van ban = Ra soat thuong xuyén - Click chudt vao chirc nang Ra
soat theo tinh hinh KTXH.
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- Budc 3: Tai giao dién quan 1y danh séch van ban ra soat chung,
chon chirc niang Poi twgng diéu chinh nhu hinh sau:

EN - oo [

i il BTy sepn QUAN LT B SOAT vAN BAN
Tibay Uiz i Doy
R moat S WEOFPL

RS podt ey fieh hink ETIH
He s
P B Wb Eharpin O
Ra soabdses da ben
SHVBOPPL Beonc rd Solr

4 Bizhi dinh DUPESMERTE Ouy dink ol B8k phovmed diz han hoat déng Baw quan; Bach nsidm phts hop fosg
phibng, chelng Dedn i, wln chapln TS phidp hdeg hda gua bidn giH

Ll B SR TEACEN-LER Ean ndnn Qus Som pnin cong, pdis edp gulbn 17wl aln ssdong cip o i
Thu UKFC 5300 ke 8 330 Ens Binh Bk

I - ~ n " ™ 195 - E&"yﬂlnw

- Budc 4: Can bd ra soat thuc hién ra soat ddi tuong hi€u chinh
bang cach:

+ Tich chon “Phu hep”-> Khi d6i tugng diéu chinh ctia vin ban
con phu hop vai tinh hinh KTXH;

+ Tich chon “Khéng ¢on phut hep: - Khi d6i tugng diéu chinh
khong con phu hgp vdi tinh hinh KTXH, khi d6 nhap cac thong tin
khong phu hop tuong ung.

- Bu6ce 5: Thyce hién thao tac Luu/ Luu va Péng/ Pong.

4.2. Ra soat hinh thurc

- Buéce 1: Dang nhap tai khoan dugc phéan cong ra soat.

- Budc 2: Tai giao dién trang chu, ré chudt vao chirc nang Ra soat
van ban =2 Ra soat thuong xuyén = Click chudt vao chirc nang Ra
soat theo VBQPPL.

- Budc 3: Tai giao dién quan Iy danh sach van ban ra soat chung,
chon vin ban can ra soat, click chon chirc nang Hinh thire.

- Budc 4: Can b0 ra soat thuc hién ra soat hinh thirc cia van ban
bang cach:
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+ Tich chon “Phu hgp”-> Khi hinh thitc ciia van ban con phu
hop véi tinh hinh KTXH.

+ Tich chon “Khong con phu hop: - Khi hinh thirc cia van
ban khong con phu hop véi tinh hinh KTXH, khi d6 nhép céac thong
tin khong phu hop tuong ung.

- Budc 5: Chon Luu/ Luu va Pong/ Dong.
4.3. Ra soat ngi dung
Budce 1: Bang nhép tai khoan dugc phan cong rasoat van ban

Budc 2: Tai giao dién trang chu, ré chudt vae chiic nang Ra soat
van ban - Ra soat thuong xuyén = Click chudt vao chirc nang Ra
soat theo VBQPPL.

Budc 3: Tai giao di¢n quan 1y danh sach van ban ra soat chung,
chon van ban can ra soat, click chonchurc nang Noi dung.

Budc 4: Céan bo thuc hién ra’soat ndi dung cua van ban. Nhap d?ly
du thong tin trai phap luét (néu co) tuong tng.
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Budc 5: Chon Luu/ Luu va Dong/ Dong.
4.4. Ra sodt theo moi quan hé xa héi
- Buéc 1: Dang nhap tai khoan dugc phan cong ra soat van ban

- Budc 2: Tai giao dién trang chu, ré chudt vao chirc nang Ra soat
van ban - Ra soat thuong xuyén = Click chudt vao chirc nang Ra
soat theo VBQPPL.

- Budce 3: Tai giao dién quan ly danh sdch van ban ra soat
chung, chon van ban can ra soat, click chon chitc nang Moi quan
hé XH.

- Budc 4: Can b0 ra soat thuc hién ra soadt moi quan h¢ xa hdi cua
van ban bang cach:

+ Tich chon: “Phu hgp” - khi mbi quan h¢ xa héi ma van ban
diéu chinh con pht hop véi tinh hinh kinh té XH hién tai, rdi thuc hién
Budc 5.

+ Tich chon: “Khoéng comphit hop” = Khi méi quan hé xi hoi
ma vin ban diéu chinh khéng con phi hop véi tinh hinh kinh té xa hoi
hién tai, khi d6 can bd ra soat nhap cac thong tin khong phu hop tuong
ung nhu hinh sau:
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- Bu6c 5: Chon Luu/ Luu va Pong/ Dong.
4.5. Tao phiéu ra sodt
a. Tao mai

- Budc 1: Tai giao dién quan ly ra sodt van ban chung, chon van
ban can tao phiéu ra soat.

- Bué6c 2: Chon chirc ning Tao phiéu nhu hinh sau:

QUAN LY RA SDAT VAN BAN

o D TUOWG HEU CHiE - HBTROT o WOIDURD 0 BN GUAM HE XN

Tim kim Seq tén VB | [~Lochea Co quan
Kio ol dn 2y 4 oe then thim
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Chan chus nang Tao
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Cuupl! e 45G01600-UBHE Ban téksh Oy arn prde cbog, pin cip suin il sdsoultangelpdab | el ol armance
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- Budc 3: Nhap day du cac thong tin cta phiéu ra soat (nhap du
cac thong tin bit bude duoc gin.diu *).

- Budc 4: Chon Luu/Dong.
b. Sira phiéu

- Buédce 1: Taigiao dién quan ly ra soat van ban theo tinh hinh
kinh té xa hoi, chon van ban can stra phi€u kiém tra.

- Buédc 2: Chon chire ning Stra phiéu nhu hinh sau:

£ NQIDUNG ./ W01 DUAN HE XH Tim kifm the bén VB | — Lot theo Co quan ban h

| Gir gisan ban hink ~ | My ban hinh | BTHZ |HT  ND | QHEH

trc: ngodl mua ci phin cla th chire tin dung Vgt Nam Chinh phid 030172014

R B T S e e bovatiby | . N
1y dinh phiin cdng, phin cip quan K ve sin Nt cung capva fidu O BAM NHAN DN TiNH BiNH BINH 2002016

m i &3 AN hagt AGng ndl quan; vach nhsém pabl nep rong
g hia qua bidn gisi

@ | @] Tao phiéu ra soat

Chinh phi Q20172015

1y dinh phdn chirg, phan oo quin §ve sin xs cung cln v tig A R ENiD

- Buéc 3: Nhap cac thong tin cua phiéu can stra (nhap du cac
thong tin bat budc duoc gin dau *).

78



B. Cac chic ndang chinh cda phan mém

- Budc 4: Chon Luu/Déng.

5. Ho so ra soat

a. Thém méi

- Buéc 1: Bang nhap tai khoan c6 quyén ra soat vin ban

- Budc 2: Tai giao dién trang chu, ré chudt vao chirc nang Ra soat
vin ban = Ra soat thudng xuyén = Click chon Ho so ra soat.

- Budc 3: Tai giao dién quan 1y hd so ra soat, chon chirc ning
Thém nhu hinh dudi ¢ thém méi ho so.

B0 T FHAP ©[INI5TRY OF JUSTICE

Phan mém hé trg Kiém tra, ra soét, hé thong hoa VEPL

o TRAMG CHOD | ek SOAT VAN BER

it 50d Bwrig xuyén QUAX LY HO 50 BA S0AT VAN BAN THUONG XUYEN

el - L1

R sodi theo VBOFPL — -

Rk ot tho fa hiah KTXH Koo oot b2n day de xerm thes nhom

b 3 & S higu VBRS « v | Bhhbar = | Mgy idp ¥
Fl 5081 Mhew chuyén 0& [[| B | rwearece 2E01GHE 12 NG

Ha so8 theo dia ban

. - o ° E | H 15 % | Banghiltrang
54 VBOPPL Ao ra sodt

- Budc 4: Xudt hién form Hb so ra soat, ngudi ding nhap day
du thong tin trén form (nhap du cac thong tin bat budc dugce gan
dau *)

- Budc 5: Thuc hién thao tic Lwu/ Luwu va Péng/ Luu va
Thém/Déng

b. Sita ho so ra soat

- Budc 1: Tai giao dién quan 1y ho so ra soat, chon ho so muon
stra, chon chtrc nang Swra thong tin nhu hinh sau:
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[Tim k&m theo =7 hidy VBKT Tim kim thes nguia lp

| Mgiriicn

Kguydn Thi Vit Hpa

- Budc 2: Xuat hién form Sira hd so ctia hd so da chon, nguoi
B
dung nhap cac thong tin hd so can sira. \\\

>

- Budc 3: Thuc hién thao tac Llru/Ll(wva Dong/ Luu va

Thém/ Déng \7;,

c. X6a: Nguoi dung co thé thuc h@n x06a ho so ra soat da duoc
lap bang 2 céach: \\\‘

- Cach 1: Tai giao di¢n quagfty hé so ra soat, tich chon hd so can
x06a; Chon chirc nang Xéa. Khi d6 xuét hién thong bao x&c nhan co
x6a hd so dd chon khong, nguoi dung chon T1ep tuc dé thuc hién x0a,
chon Hity dé huy thao tac x6a. Ngoai ra ngudi dung cé thé thyc hién
x6a nhiéu hd so cting lic bang cach: Tich chon nhiéu hd so cin x6a sau
d6 chon chure nang Xéa.

[\c ‘)J 20 T FHAP =MINISTRY OF JUSTICE
™
S

Phan mem ho tro Kiém tra, @ soat, he thong hoa VEFL

Ria sndt Huromg wryén QUAN LY HO 50 RA SOAT VAN BAN THUONG XUYEN

T Wil il Do

il sl e VBOFPL

il sl s Tl s KTEH
Ra sod theo chupén d@
Rl o theo Jla hin

+ THEN @ XDA

= | Mgaylap = Mgui i

120015 Trdn ThiF

54 VBOPPL Ot 1 sodt
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B. Cac chic ndang chinh cda phan mém

- Cach 2: Tai giao dién quan ly ho so chung, chon ho so can x0a;
Click chon chirc nang Xo6a; Khi do xuét hién thong bdo xac nhan cé
x6a hd so da chon khong, nguoi dung chon Tiép tuc dé thuc hién x0a,
chon Hity dé huy thao tac xoa.

Tim kigm theo s§ hiéu VBKT Tim ki€m theo ngud 18p

| Xoa ho so '
< | Mg lap ~ 24 phidu tinh ~ | Ngaytinh ~

Mguyén Thi Viét Nga i 5 B x I
S—

1-1i1bénghi ©

d. Cong khai: Nguoi dung c6 thé thyc hién cong khai hd so bang
2 cach:

- Cach 1: Tai giao dién quan 1§ ho so kiém tra, tich chon hé so
can cong khai; Chon chirc ning ‘Cong khai; Khi d6 xuét hién thong
bao xac nhan co codng khai hd so d chon khéng, ngudi dung chon
Tiép tuc dé thyc hién céng khai, chon Hily dé huy thao tic cong khai.
Ngoai ra nguoi ding cé thé thuc hién cong khai nhiéu ho so cung lic
bang cach: Tich chon nhiéu hd so can cong khai sau d6 chon chic
ndng Cong khai.

QUAN LY HO 50 RA S50AT VAN BAN THUONG XUYEN

+ THEM @ XO0A

Koo ot 18n Oy 62 xo gl

= | Sdhdso = | Mgay ldo = | Hguin lip
2016HS 1310016 MigayEn Thivét Mga
LI o L 15 = | Ban ghifrang

- Cach 2: Tai giao dién quan 1y hd so chung, chon hd so can cong
khai; Click chon chitc ning Cong khai; Khi d6 xuat hién thong bao
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Sé tay huéng dan si& dung phan mém hé tro kiém tra...

xac nhan c6 cong khai hd so dd chon khong, ngudi dung chon Tiép tuc
dé thuc hién cong khai, chon Huy dé huy thao tac cong khai.

[Tim ki€ theo =5 hide VBKT .‘I'im ks€m theo nogud l&p

~  &d phidu trinh ~ | Mgy inh

N

II. RA SOAT THEO CHUYEN BE
1. Lap ké hoach s
Tai giao dién trang chu, r@b\huot vao chuc ndng Ra soat van ban

- Ra soat theo chuyén dé —ﬁ’Chck chon Ké hoach nhur hinh sau:

( ) B0 TIF PHAP =MINISTRY OF JUSTICE
*

Phan mém ho trge Kieém tra, ra soat, hé thong héa VEPL

R soat thardmg &

R soat thao ch
FT A ﬂmdmlimﬂ R sodl theo VBOPPL
i ey l Fil 50t theo finh Hinh KTXH i
Ri sodt theo VBGPFL |4 b -
R sodt thea tinh hink KT | k2 hicach theo chuyen a& 1

HO 5

W G v 15 + | Banghilirang
Ri sodl theo dia ban

a. Thém méi: Dé thyc hién thém méi ké hoach nguoi ding co
thé thao tac bang cach:

82



B. Cac chic ndang chinh cda phan mém

- Budc 1: Tai giao dién quan 1y ké hoach chung, chon chirc
nang Thém.

- Budc 2: Xuat hién form Thém méi ké hoach, nhap du cac thong
tin cta ké hoach (nhap du cic thong tin bat budc dugc gin dau *).

- Budc 3: Chon Luu/Luu va Pong/ Luu va Thém/ Dong.

b. Sira: Dé thyc hién stra ké hoach nguoi dung c6 thé thao tac
bang cach:

- Budc 1: Tai giao dién quan 1y ké hoach chung, chon ké hoach
can stra, chon chirc nang Sira thong tin.

- Budc 2: Xuét hién form Sta ké hoach, nhap da cac thong tin
ctia ké hoach (nhap du cac thong tin bat budc:dugce gan dau *).

- Budc 3: Thuc hién thao tdc Luwu/Luu va Péong/ Luu va
Thém/ Dong.

¢. X6a: Nguoi ding c6 thé thuc hién x6a ké hoach ra soat bang
2 céch:

- Céch 1: Tai giao dién quan ly ké hoach ra soat, tich chon ké
hoach cin x6a; Chon chirc nang X6a; : Khi d6 xuat hién thong bao xac
nhan c6 x6a ké hoach di chon khéng, ngudi dung chon Tiép tuc dé
thuc hién xo6a, chon Hiy dé huy thao tac x6a. Ngoai ra nguoi dung co
thé thuc hién x6a nhiéu ké hoach cung luc béng cach: Tich chon nhiéu
ké hoach can x6a sau d6 chon chirc nang Xoa.

o oo

R 5041 thiran worpia QUAN LY KE BOACH RA BOAT
TP ) o e P |
_Frl s b
- K0 ot i iy i s Bl lem
Trea tralp v San
AL il s S Tin ok hesach = = L, diopln 3%
E:Hﬂ thac fih kinh KTAE Kit haach b nod® churyitn Skl hoach b gla O - Kol rcach b cim e
Fl iy irh
il sl D 4 Dt ik pach e chumba 38 1 Thin rud
53 VROPEL furees A o 4 4 o- L3 * 13 ¥ Hinghi!ieng
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Sé tay huéng dan si& dung phan mém hé tro kiém tra...

- Céch 2: Tai giao di¢n quan ly ké hoach chung, chon ké hoach
can x6a; Click chon chirc nang Xéa; Khi dé xuét hién thong bdo xac
nhan c6 x6a hd so di chon khong, ngudi dung chon Tiép tuc dé thuc
hién x06a, chon Huy dé huy thao tac xda.

Xoa ké hoach

sd quybtdinh... ~ | Ngaybitdiu v | Tinhtrang v
06/10/2016 B3 phdn cdng phong ban
06102016 B3 phdn cing phong ban x
06M0/2016 B3 phan cdng don vi thuc hién x =

1-3/3bdnghi O

2. Thu thap van ban

a. Thém méi

Pé thuc hién thém mdi vin bansra soat khi khong c6 trén CSDL
ngudi dung co thé thyc hién thémméi nhu sau:

- Bu6c 1: Dang nhap bang tai khoan co quyén Ra soét van ban.

- Budc 2: Tai giao dién trang chu ré chuot 1an luot vao chuc nang
Ra soat vin ban > Ra soat theo chuyén d& >Click chon Thu thap
van ban.

- Bude 3: Tai giao dién Quan ly thu thdp van ban, click chon
chtc ndng Thém.

- Bu6c 4: Nhap day du cac truong thong tin ciia vin ban can
thém mai trén form thém (nhap du cac truong bét budc nhap: duoc
gin dau *).

- Budc 5: Thyc hién thao tdic Lwu/Lwu va Péng/ Luu va
Thém/ Péng.

b. Stra

Pé thyc hién stra thong tin ctia van ban can ra soat, nguoi ding
c6 thé thuc hién b::ing cach:
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B. Cac chic ndang chinh cda phan mém

- Budce 1: Tai giao dién quan ly thu thép van ban chung, chon van
ban mudn stra.

- Budc 2: Nhap cac thong tin cta vin ban can stra (dam bao nhap
du cac treong dir liéu bit bude duoc gin dau *).

- Budc 3: Thyc hién thao tac Lwu/Lwu va Péng/ Luu va
Thém/ Péng.

| e iremg o din * piu che phal nhig. =

| Thdeg Ha win hin

® Clts o 1 sl i bl v il
Al sEdmeen = L3rcr i s & VE P L3r oF ri szt & Seh hah KM
5 i vk b v AEOEUEHD
Tha o ochini Chrplt dind: B3SO0 IR Maa hdnh Carp ol quin I heal g khad #ic thiy «in @ phd Trida &a b ek Thika Thidn Hed
: Laaisin b 71 Chrpet Sinh - Linkwre -~ Chgr finh e —
| o quon aanbaa ) v Mgt i Flepain Thang L
| 3 LISHI tich Thisa Thala Hud
£l g i Chos o g chd i paga ihdo - o Ay P Dl tich -
.
Mgy bar b ST 2 Fguiny b by [ e L] = | gy habl hiw bye =
e W i Crr o3 o iy gede g
i Buivee B0 E B B R I LS
Esu » | Dphcaeg ~ | Mg ~||CE_ - | B T B E IZ i2 £ " kg 2 2 8

= EEQ A D XK Jd

CAPYET D

Har har e sbd aishs K ek ddeme bl bhae bhare ase AR ns

c. Thu thap van ban

Péi v6i nhitng vin ban can ra soat ¢6 san trén CSDL nguoi ding
c6 thé dung chirc ning Thu thap VB dé thu thip van ban vé ra soat
bang cach:

- Budc 1: Tai giao dién quan ly thu thdp van ban chung, click
chon chure ndng Thu thap VB.

- Bude 2: Thuc hién céc thao tac nhu diém d muyc 1.1 phﬁn I.
d. Xem

Dé xem chi tiét van ban can ra soat, ngudi dung co thé thao tac
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Sé tay huéng dan si& dung phan mém hé tro kiém tra...

nhu sau: Tai giao dién danh sach quan ly thu thip van ban ra soat, Click
chon van ban kiém tra mudn xem chi tiét — Chon chirc nang Xem.

d. Xoa

- Budc 1: Tai giao dién danh sach quan 1y thu thap van ban chung,
chon van ban mudn x0a, click chon chitc ndang Xéa nhu hinh sau:
QUAN LY THU THAP VAN BAN RA SDAT

+THEM & THUTHARVE .~ XEM i ks theo tin v bin —Losthen Grquanten hanh— = Glin o iy el 1 vin in
Hibe ot il Ay ol sem ned naGm

Tdavdn bin = Gy guan bas hiah = Wy ban binh = | Mydyhdulpc -
Thilbng e AT ETP Cisy Bah oy rinh (8 qupt fom khibu rgd M cde, a8 nghi, ki aghl, e i i B
il deh Bengih nbnh de aln ey
il B AZR OB ELBND Bin hnh Oup e guin 1} Boa Sag Ml thie By skn Al ghi m (=3 »®
h 1' L AHDE0A
Tolin 46 b B Thira Thidn Hul LIS b Thiea Thidn Hud PORHRI0AE DARNEDIE
GH ) [FV2IENCT-UBNE W whot fn k| s hién Ludtpaing, chiing e i gia dne LS i Thies Tidn Fud DTRME e B =
bl i IrV20 1T T-UEHD Chi i) » Hing orimg odng Hc e odng din, gl guydl den Bur . B £ 3
s, b £, wranh cn e BN B3 3 B, LS i Thiea Thidn Fud a0 AT
il oh DLDERSIE-LEMD v §eban hinh ey Snh i S e hige ngles s deh nid i s T, Tl s — Fr— [} o

nudc A phuang ndm 2514

- Bu6c 2: Chuong trinh xuét hién thong bao x4c nhin x6a nhu
hinh sau:

XOA BAN GHI DA CHON x

Ban c6 chac chan mudn xéa Théng tw 01/1999
ITT-BTC Hwéng dan quan Iy thu chi ngan sach xa,
thi tran, phwong?

Tiéptuc  Hiy 1énh x6a

- Buéc 3: Chon Tiép tuc/ Hiy 1énh x6a.
2.3 Phén cong van ban

a. Muc dich: Chirc ning cho phép phan cong vin ban can ra soat
da duogc thu thap cho cac ca nhan/don vi thyc hién ra soat van ban.

b. Phan cong ra soat van ban

Sau khi van ban da dugc thém moi hodc thu thap ve, nguoi dung
c6 quyén giao cho cac ca nhan hay don vi thyc hién ra soat cic vin
ban do. Dé thuc hién phan cong ra soat nguoi dung thuc hién nhu sau:
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B. Cac chic ndang chinh cda phan mém

- Budc 1: Pang nhap thanh céng vao hé thong bang tai khoan cé
quyén phan cong

- Budce 2: Tai giao dién trang chu, ré chudt 1an luot vao chirc nang
Ra soat van ban > Ra soat theo chuyén dé > Click chon Phén cong.

- Budc 3: Tai giao dién Quan ly phan cong ra soat click chon
chuc nang Phan cong RSVB nhu hinh sau:

His s P g o QUAN LY PEAN CONG RA S0AT

+ PRAN (O} RV

Ly =
2 e desbrarien) L By 0 10 T
SRR [ r—
Pl vy FIUH F i cn Ean = | Crquan &an hinl -
Bl paki twa WEDAL 2 Thieg br BOd-TTACA Cap dad oreld 23 pig clip cha
i ikl Plais il Bl KCT0H cde b sing nihde s ol o 8 clag tie & Bang mrie RS T sk
drv] the pal]

o am rk st e
rapes—— AN 102-BLL-804 (v e dnden 1 1 [EE

Cupsbt Sipk CO-UEOTIOR- 20T v iz chare i
chde # nuindng iu fee s

i sl ey 3 b T —

SE VIS PL durcre rh male
Tralie) i e it (EES-TTDL B iy Sl bl mowin BY Tl cnsa. Theay
A B 0 T v Al R R 00 R i T TR LLFIFTg) ML
I [ whmed nidng rohebo vl D00 o8y podsY koTE e | Wade naeg Hed rest

R
Khi d6 giao dién phan cong can bo ra soat hién thi nhu hinh sau:

m Cibe: nirmey i slan * s s i s
Thdng fin phdn cing cim b

C:inid phdn obog ) LE Thi Uy -
Thid hannedn mann 14AHNGHE =

il phdn oheg

Vi Bin Py Tire: ki

Grlen S LeuvhThim G Louwd Bing 8 Bing

- Budc 4: Nhap du cac thong tin phan cong can bo can thiét (nhap
du cac trudng bat budc ¢6 gin dau *)— Thuc hién thao tic Lwu/Luu
va Déng/ Luu va Thém/ Péng.

Chii y: C6 thé phan cong ra soat nhiéu vin ban cho mot can bo
thuc hién ra soat.
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Sé tay huéng dan si& dung phan mém hé tro kiém tra...

c. Stra thong tin phan cong

- Budc 1: Tai giao dién quan 1y phan cong van ban ra soat chung,

click chon vin ban ra soat mudn sira thong tin phan cong, click chon
churc nang Sua thong tin phan cong nhu hinh sau:

8 (AN ban hiah -

184 TiF phdie

1JBMD Hnd Thira Thidn Hod

ILPERD Ll T T Husl

WIBD v Tedrs Thi B Hish

1JBMD i Thira Thidn Hod

iy ban nhvdn b iinh Oulisg
MES

LT T

0l 120 ]

STRTG

OTORCOIS

DaT201

130G

L-gli% i h] ]

w iy B i - | R D) T D ~ | Cdn sHRAS w
R0 16 Tt Thid Glang
D6 Trin Thi Hupda L&
&
170 EEe Tl T Huypsd Ld Teli TH Huydn L
S iy Lin phin i |
AN T T Thi Huydia LA Todin Tr{ FHuyln LS
ZITNED Trin Thi Huvda L& Tedin TH Fuyin L& B s
NS Tl T Huplia L&

- Bude 2: Khi d6 giao dién xuat hién form cap nhat thong tin

phan cong, nguoi ding nhap cac thong tin phan cong can sira — Thuyc

hién thao tac Lwu/ Chon Luwva Déng/ Luwu va Thém/ Dong.

d. Hiay phan cong

- Budc 1: Tai giao di€n quan ly phan cong van ban ra soat chung,
click chon vin ban ra soat mudn hity thong tin phan cong nhu hinh sau:

Mgay ban hanh = Mgy hidu hyc
Q2016 1602018
2002016 01M0iZ06
Qr1200a ATMARZ009
D201 1402011
1A012015 2012015
D5M02016 oar102014
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B. Cac chic ndang chinh cda phan mém

- Budc 2: Sau khi chon chirc ning Huy phan cong, giao dién xuat
hién thong bao xac nhan huy phan cong nhu sau:

| HUY PHAN CONG VAN BAN x |

Ban c6 chac chdn mudn Hly phan cdng van ban?

Tiép tuc Huy lénh xoa

- Bu6c 3: Chon Tiép tuc/Hiy 1énh xéa.

4. Ra soat theo van ban QPPL: Cac thao tac thuc hién Ra soat
can cu, Ra soat hiéu luc, Ra soat ngi dung, Ra soat tham quyén tham
khao cac thao tac tai muc 3 phéan I.

5. Ra soat theo tinh hinh kinh té xa hdi: Cac thao tac thuc
hién Ra soat doi tuong diéu chinh, Ra soat hinh thtrc, Ra soat noi
dung, Ra soat mbi quan h¢ xa hdi thuc hién nhu céc thao tac tai muc 4
phan I.

6. Ho so ra soat
a. Thém méi
- Budc 1: Bang nhap bang tai khoan cé quyén ra soat van ban.

- Budc 2: Tai giao dién trang chu, ré chudt vao chirc nang Ra soat
vin ban = Ra soat theo chuyén dé = Click chon Ho so' ra soAt.

- Budc 3: Tai giao dién quan ly ho so ra soat, chon churc nang
Thém nhu hinh dudi dé thém moi ho so.
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Sé tay huéng dan si& dung phan mém hé tro kiém tra...
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- Bué6c 4: Xuat hién form Ho so ra soat, ngudi dung nhap day du

thong tin trén form (nhap du cc thong tin bit budc dugc gin dau *).
Q@Q
e
e iy of dile " i cle phal nhiln

Trasogy Wy Bl s 10 sl

Ter min e[ = i ol vl ke — T T BEIEHS
i ™ e i s ek wgiy Az FRHGG =
e S ——— et SR T S s s

Gl Qlrewwvilkdnm Glrunlesy ©O Dseg

Do oo b oo b el o e e e hen ey el i e maln ondlag oeda

&
- Budc 5: Thyc hién thao tdc Lwu/Lwu va Péng/ Luu va
Thém/ Dong.

b. Stra ho so ra soat

- Budce 1: Tai giao dién quan 1y ho so ra soat, chon hé so mudn
sura, chon chirc nang Svra thong tin nhu hinh sau:

[Tim kiEm theo =3 hifa VBKT Tim kiEm thes ngud lp

Keguydn Thi gt higa

- Budc 2: Xuat hién form Stra ho so cia ho so da chon, nguoi
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B. Cac chic ndang chinh cda phan mém

dung nhép cac théng tin hd so can stra — Thyc hién thao tic Luu/Luu
va Dong/ Luu va Thém/ Dong.

¢. X6a: Nguoi dung c6 thé thyc hién x6a hd so ra soat bang 2 cach:

- Cach 1: Tai giao dién quan 1y hd so ra soat, tich chon hd so can
x6a; Chon chuc nang Xéa; Khi do xuét hién thong bao xac nhan co
x6a hd so da chon khong, nguoi dung chon Tiép tuc dé thyc hién x0a,
chon Hity dé huy thao tac x6a. Ngoai ra ngudi dung cé thé thyc hién
x6a nhiéu ho so ciing luc bang cach: Tich chon nhiéu hd so can x6a sau
d6 chon chure ndng Xoa.

QUAN LY B S0 RA S04T

T

Tin ki hogos
M howoh o sod chupen de b chinh

- Cach 2: Tai giao dién quan 1y hd so chung, chon hd so can xda;
Click chon chitrc ning Xéa; Khi d6 xuat hién thong béo xac nhan cé
x6a hd so da chon khong, nguoi dung chon Tiép tuc dé thuc hién x6a,
chon Hity dé huy thao tac xoa.

Tim kiém theo s§ hidu VBKT Tim kiém theo nguidi lip

_ _ _ : _ |J{6a hé so l ot
| Nowiilap ~ | 80 phiéu trinh ~ | Mgy frinh 7
| | | | "
MguyEn ThiViét Mga @ [ [~ ®x
I |-

1-1/1bdnghi ©
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Sé tay huéng dan si& dung phan mém hé tro kiém tra...

d. Cong khai

- Buéc 1: Tai giao dién quan 1y hd so chung, chon hd so can
cong khai.

- Bude 2: Click chon chirc ning Cong khai két qua nhu hinh sau:

[Thrn ki€ theo =8 hidu VBKT [Thm k€ theo nguds [&p

v gbpnidutinn ~ | gy winh

- Budc 3: Khi d6 xuat hién théng bao xac nhan co cong khai hd
so da chon khéng, ngudi dung chon Tiép tuc dé thuc hién cong khai;
chon Hity dé huy thao tac cong khai.

7. Téng hop hd so ra soat

a. Muc dich: Nham tao 1ap ho tdng hop theo ting ké hoach ra
so4t van ban dé luu vao CSDL hodc chuyén cho cac phong ban/don vi
khac khi ¢ yéu cau.

b. Thém méi

- Bu6c 1: Pang nhép thanh cong vao hé théng bang tai khoan c6
quyén ra soat vin ban.

- Budc 2: Tai giao dién trang chu, ré chuot vao chirc nang Ra soat
vin ban - Ra soét theo chuyén dé - Click chon Tong hop hd so ra
soat nhu hinh:
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B. Cdc chic ndang chinh cua phdan mém

- Budc 3: Tai giao dién quan 1y ho so ra soat, chon chirc nang
Thém nhu hinh duéi dé thém maoi ho so.

'&. _}i 00 T PEHAP = MINSTRY OF JUSTICE
-
Phan mém ho tror Bidm tra, ra hi thing hida VEPL
e R
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Fit noabe rhea da bdin

T WBCPPL dure 1t 2ot
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- Bué6c 4: Xuat hién form Ho so rqgsroat nguoi dung nhap day du
thong tin trén form (nhap du cac thg@g tin bat budc dugc gin diu *).

S
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- Bu6c 5: Chon Luu/Luu va Péng/ Luu va Thém/ Dong.
c. Sira hd so ra soat

- Budc 1: Tai giao dién quan 1y ho so ra soat, chon ho so muon
sua, chon chirc nang Stra thong tin nhu hinh sau:
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Tim kifm theo =3 hids VBKT Tim km thee ngis lip

; Hgwid lip = | 3 priku inh - Mgy inh v

- Budc 2: Xuat hi¢n form Stra ho so ctia ho so da chon, nguoi
dung nhap cac thong tin ho so can stra nhu hinh sau:
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- Budce 3: Thuc hién thao tac Luu/Luu va Dong/ Luu va Thém/ Dong.
d. X6a: Nguoi dung c6 thé thuc hién x6a ho so ra soat bang 2 cach:

- Cach 1: Tai giao dién quan 1y hd so ra soat, tich chon hd so can
x6a; Chon chuc nang Xéa; Khi do xuét hién thong bao xac nhan co
x6a hd so d3 chon khong, nguoi dung chon Tiép tuc dé thuc hién x6a;
chon Hity dé huy thao tac x6a. Ngoai ra ngudi dung cé thé thyc hién
x6a nhiéu ho so ciing luc bang cach: Tich chon nhiéu hd so can x6a sau
d6 chon chure ndng Xoa.

- Cach 2: Tai giao dién quan ly ho so chung, chon hd so can xda;
Click chon chitic ning Xéa; Khi d6 xuat hién thong béo xac nhan c6
x6a ho so da chon khong, ngudi dung chon Tiép tuc dé thuc hién x0a;
chon Hity dé hity thao tac xoa.
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d. Cong khai: Nguoi dung c6 thé thyc hién cong khai ho so
bang cach:

- Buéc 1: Tai giao dién quan Iy tong hop hd so chung, click dap
va tén ho so can cong khai dé xem chi tiét va cong khai ho so.

- Buéc 2: Click chon chirc ning Cong khai ho so' nhu hinh sau:

THOMG TN CHTER TR

« Cang hbai b wr

¥k oomc £ RSWE Feki hoach i scdi chisydn 8 nil chink gy ida FAIDAT
Danwi T Loy Eirn. bea v b quyp phge phag gl Heguma by Chagn b phin mérm
Vi 2 HEM A B SC D ditdi 6T B3

2 ikdin

Tl s i s T

- Bué6e 3: Khi d6 xuat hién thong'bao xac nhan c6 cong khai hd
so da chon khong, ngudi dung chon Tiép tuc dé thuc hién cong khai,
chon Hity dé huy thao tac congkhai.

I11. RA SOAT THEO DIA BAN
1. Lap ké hoach

a. Muc dich: Cho phép ngudi dung 14p ké hoach ra soat trudce khi
thuc hién ra soat theo dia ban. Pé thuc hién lap ké hoach ra soat theo
dia ban nguoi dung c6 thé thao tac nhu sau:

Tai giao dién trang chu, ré chudt vao chirc nang Ra soat van ban
- Ra soét theo dia ban > Click chon Ké hoach.

b. Thém moi

Pé thuc hién thém moi ké hoach nguoi dung c6 thé thao tac
bing cach:

- Budc 1: Tai giao dién quan 1y ké hoach chung, chon chirc
nang Thém.

- Budc 2: Xuét hién form Thém méi ké hoach, nhap du cac thong
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tin ctia ké hoach (nhdp dul cac thong tin bat budc duoc gian dau *) —
Thyc hién thao tac Lwu/ Luu va Déng/ Lwu va Thém/ Pong.

¢. Stra
Pé thyc hién sira ké hoach nguoi dung cé thé thao tac béng cach:

- Budc 1: Tai giao dién quan ly ké hoach chung, chon ké hoach
can sua, chon chirc nang Stra thong tin.

- Bué6c 2: Xuét hién form Stra ké hoach, nhédp du céc thong tin
ctia ké hoach (nhap du céc thong tin bt bude duoc gén dau *) nhu
hinh sau:

CAR HHAT TEONG TN

Lac meng ob dile ” pie cie phal nhip.
Ihéng @n K homch RSYH dhes D Ear
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- Budc 3: Chon Luu/ Luu va Pong/ Luu va Thém/ Pong.

d. Xéa: Nguoi dung co thé thuc hién x6a ké hoach ra soat biang
2 cach:

- Céch 1: Tai giao dién quan ly ké hoach ra soat, tich chon ké
hoach can x6a; Chon chirc nang Xéa; Khi do xuét hién thong bdo xac
nhan c6 x6a ké hoach di chon khéng, ngudi dung chon Tiép tuc dé
thue hién x6a, chon Hity dé huy thao tac x6a. Ngoai ra ngudi dung cd
thé thuc hién x6a nhiéu ké hoach cung luc b.'?lng cach: Tich chon nhiéu
ké hoach can xo6a sau d6 chon chtic ning Xéa.

- Cach 2: Tai giao dién quan ly ké hoach chung, chon ké hoach
can x6a; Click chon chirc ning Xéa (x); Khi d6 xuét hién thong bao
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xac nhén c6 x6a ho so da chon khong, nguoi dung chon Tiep tuc dé
thuc hién x6a, chon Huy dé huy thao tac xoa.

2. Thu thap van ban

a. Muc dich: Cho phép nguoi dung thu thap cic van ban can ra
soat bang cach thém méi truc tiép hodc ty dong thu thap tir trén CSDL.

b. Thém moi

bé thuc hién thém mai van ban ra soat khi khong cé trén co sé dir
liéu quoc gia ngudi dung cé thé thuc hién thém méi nhu sau:

- Budc 1: Diang nhap thanh cong vao hé thong bang tai khoan co
quyén Ra soat van ban.

- Budc 2: Tai giao dién trang chu, ré ¢hudt lan luot vao chirc
ning Ra soat van ban = Ra soat theo chuyén dé = Click chon Thu
thap van ban:

- Budc 3: Tai giao dién Quan'ly thu thap van ban, click chon
chuc nang Thém.

- Budc 4: Nhap day di cac truong thong tin ciia vin ban can thém
mai trén form thém (nhdp du céc truong bat bude nhap duoc gan dau *)
— Thuyc hién thao tdc Luu/ Luu va Dong/ Luwu va Thém/ Dong.

c. Stra

bé thuc hién stra thong tin ctia van ban can ra soat, nguoi dung
c6 thé thyc hién bang cach:

- Budc 1: Tai giao dién quan 1y thu thap van ban chung, chon van
ban muon sua.
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- Budc 2: Nhap céc thong tin ctia vin ban can sira (dam bao nhap
du cac trudng dir liéu bit bude duoc gan dau *) — Thuyc hién thao tac
Luu/ Luu va Pong/ Luu va Thém/ Dong.

d. Thu thip van ban

Déi voi nhitng vin ban cin ra soat ¢6 san trén CSDL ngudi ding
c6 thé dung chirc ning Thu thap VB dé thu thap van ban vé ra soat
bang cach:

- Budce 1: Tai giao di¢n quan ly thu thdp van ban chung, click
chon chirc nang Thu thap VB.

- Budc 2: Cac thao tac tiép theo tham.khao diém d, muc 1.1
phan 1 cia Chuong nay.

d. Xem

Dé xem chi ti€t van ban canra soat, nguoi dung c6 thé thao tac
nhu sau:

- Bude 1: Tai giao dién danh sach quan ly thu thap van ban ra
soat, Click chon van ban ra soat mudn xem chi tiét.

- Budc 2: Chon chirc nang xem nhu hinh sau:
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e. X0a

- Buoc 1: Tai giao dién danh sach quan 1y thu thdp van ban
chung, chon van ban mudn xo6a, click chon chic ning Xéa nhu
hinh sau:

FUAN LY THU THAP VAN BAN BA S0AT
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- Budc 2: chuong trinh xuat hién thong bao xac nhan xoéa nhu
hinh sau:

XOA BAN GHI DA CHON ®

Ban c6 chac chan muén x6a Théng tw 01/1999
ITT-BTC Hwéng dan quan Iy thu chi ngan sach x3,
thj tran, phwéong?

Tiéptuc  Hiylénh xda

- Bu6c 3: Chon Tiép tuc/ Hity 1énh xéa.
3. Phan cong van ban

a. Muc dich: Churc ning cho phép phin cong vin ban can ra soat
da duoc thu thap cho cac ca nhan/don vi thuc hién ra soat van ban.

b. Phin cong ra soat van ban

Sau khi van ban da dugc thém méi hodc thu thap ve, nguoi dung
c6 quyén giao cho cac cd nhan hay don vi thyc hién ra soat cac van
ban do. Dé thuc hién phan cong ra soat nguoi dung thuc hién nhu sau:
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- Budc 1: Pang nhap thanh céng vao hé thong bang tai khoan cé
quyén phan cong.

- Budc 2: Tai giao dién trang chu, ré chudt lan luot vao chirc
nang Ra soat van ban - Ra soat theo dia ban - Click chon Phan
cong RSVB.

- Budc 3: Tai giao dién Quan ly phan cong ra soat click chon
chuc nang Phan cong RSVB nhu hinh sau:

QUAN LY PHAN ©ONC RA SOAT
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Khi d6 giao dién phan cong can bd ra soat hién thi va nhap du
cac thong tin phan cong can bo can thiét (nhap du cac trudng bét budce
c6 gan dau *).
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- Budc 4: Thuc hién thao tic Lwu/ Lwu va Péng/ Luu va
Thém/ Dong.
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Chii y: C6 thé phan cong ra soat nhiéu van ban cho mét can bd
thuc hién ra soat.

c. Stra thong tin phan cong

- Budc 1: Tai giao dién quan 1y phan cong van ban ra soat chung,
click chon vin ban ra soat mudn sira thong tin phan cong, click chon
churc nang Sua thong tin phan cong nhu hinh sau:
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- Bude 2: Khi d6 giao dién xuét hién form cap nhat thong tin
phan cong, ngudi dung nhap ¢Ac thong tin phan cong can sira.

- Budc 3: Chon Luu/ Luu va Pong/ Luu va Thém/ Dong.
d. Hiay phan cong

- Budce 1: Tai giao di€n quan ly phan cong van ban ra soat chung,
click chon vin ban ra soat mudn huy thong tin phan cong nhu hinh sau:
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- Budc 2: Sau khi chon chirc ning Huy phan cong, giao dién xuat
hién thong bao xac nhan huiy phan cong nhu hinh sau:

| HUY PHAN CONG VAN BAN x I

Ban c6 chac chan mudn Hiy phan cdng van ban?

Tiép tuc Hiy lénh x6a

- Bué6c 3: Chon Tiép tuc/ Hity 1énh x6a.

4. Ra soat theo van ban QPPL: Cac thao tac thuc hién Ra soat
can cu, Ra soat hiéu luc, Ra soat'ndi dung, Ra soat tham quyén thuce
hién nhu cac thao tac tai muc:3 Phan 1.

5. Ra soat theo tinh hinh kinh té xa hoi: Cac thao tac thyc hién
Ra soat doi tuong hiéu chinh, Ra soat hinh thirc, Ra soat nd1 dung, Ra
soat moi quan hé xa hoi tham khao céc thao tac tai muc 4 Phan L.

6. Ho so ra soat

a. Muc dich: Nhim tao 1ap ho so cho cac van ban ra soat dé luu
vao CSDL hoic chuyén cho cac phong ban/don vi khéac khi c¢6 yéu cau.

b. Thém moi

- Budc 1: Diang nhap thanh cong vao hé thong bang tai khoan co
quyén ra soat vin ban.

- Budc 2: Tai giao dién trang chu, ré chudt vao chirc nang Ra soat
van ban > Ra soat theo dia ban > Click chon H so' ra soat.

- Budc 3: Tai giao dién quan ly ho so ra soat, chon chirc nang
Thém dé thém mai ho so.
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- Bu6c 4: Xuat hién form Ho so ra soat, nguoi dung nhap day du
thong tin trén form (nhap du cac thong tin bat budc duoc gin ddu *) —
Thyc hién thao tac Lwu/ Luu va Déng/ Lwu va Thém/ Pong.

c. Sira ho so ra soat

- Buée 1: Tai giao dién quan Iy hd so ra soat, chon hd so mudn

stra, chon chtrc nang Swra thong tin (x)

- Budce 2: Xuat hién form Stra ho so cua ho so da chon, nguoi
dung nhép cac thong tin ho so can sua.

- Budc 3: Thuc hién thao tic Lwu/ Luwu va Péng/ Luu va
Thém/ Péng.

d. Xéa

Nguoi ding c6 thé thue hién x6ahd so ra soat bang 2 cach:

- Cach 1: Tai giao dién quan:y hd so ra soat, tich chon hd so can
x6a; Chon chic nang Xoéa; Khi do xuét hién thong bao xac nhan co
x6a hd so da chon khong, nguoi dung chon Tiép tuc dé thuc hién x6a,
chon Hity dé huy thao tac x6a. Ngoai ra ngudi dung cé thé thyc hién
x6a nhiéu hd so cing Tic bang cach: Tich chon nhiéu hd so can x6a sau
d6 chon chire nang Xoa.

- Cach 2: Tai giao di¢n quan ly ho so chung, chon hd so can xda;
Click chon chtrc ndng Xoéa (x); Khi do xuat hién thong bdo xac nhan
c6 x6a hd so da chon khong, ngudi dung chon Tiép tuc dé thuc hién
x6a, chon Hity dé huy thao tac xoa.

d. Cong khai

Nguoi dung c6 thé thue hién cong khai hd so bang cach:

- Buéc 1: Tai giao dién quan 1y hd so chung, chon hd so can
cong khai.
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- Bude 2: Click chon chirc ning Cong khai két qua nhu hinh sau:

Tim ki€m theo =5 hifu VBKT [Tim ki€m theo nows [&p

v _sﬁ ph_h!su trirh

- Buéc 3: Chon Tiép tuc/ Hily.

7. Tong hop ho so ra soat

a. Muc dich: Nham tao 1ap hé so tong hop theo timg ké hoach ra
so4t vin ban dé luu vao CSDL hodc chuyén cho cac phong ban/don vi
khac khi c6 yéu cau.

b. Thém méi

- Budc 1: Diang nhap thanh cong vao hé thong bang tai khoan co
quyén ra soat vin ban

- Budc 2: Tai giao dién trang chu, ré chudt vao chuc nang Ra
soat vin ban > Ra so4t theo dia ban > Click chon Téng hop hd so
ra soat.

- Buéc 3:Tai giao dién quan 1y hd so ra soét, chon chirc ning Thém.

- Budc 4: Xuét hién form Ho so ra soat, ngudi dung nhap day du
thong tin trén form (nhap du cac thong tin bat budc duoc gin ddu *) —
Chon Luu/ Luu va Pong/ Luu va Thém/ Pong.

c. Stra ho so ra soat

- Budc 1: Tai giao dién quan 1y ho so ra soat, chon hd so muon
stra, chon chirc nang Stra théng tin nhu hinh sau:
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Tim kifm theg =0 hify WAKT Tim ki#m thes nguih Bp

-Hr.lri:ﬂl-ln = | 34 phidy winh = | HgayTinh i

- Budc 2: Xuét hién form Sira hd so cta hod so daschon, nguoi
dung nhap cac théng tin hd so can sira — Chon Lwut Luwu va Péng/
Luwu va Thém/ Pong.

d. Xo6a: Nguoi dung co thé thyuc hién x6a'hd so ra soat tong hop
bang 2 cach:

- Cach 1: Tai giao dién quan 1y hd so ra soat téng hop, tich chon
hd so can x6a; Chon chic ning Xéa: Khi d6 xuat hién thong bao xac
nhan c6 x6a hd so da chon khong, nguoi dung chon Tiép tuc dé thuc
hién x6a, chon Hity dé hiy thao tic x6a. Ngoai ra nguoi ding c6 thé
thuc hién x6a nhiéu ho so cing lac bang cach: Tich chon nhiéu ho so
can x6a sau d6 chon churc nang Xéa.

- Cach 2: Tai giao dién quan ly hd so chung, chon ho so cin x0a;
Click chon chtrc nang Xo6a; Khi do xuét hién thong bao xac nhan cé
x6a hd so da chon khong, ngudi dung chon Tiép tuc dé thuc hién x0a,
chon Huy dé huy thao tac x6a; Khi do xudt hién thong bao xac nhan
c6 x6a hd so da chon khong, ngudi dung chon Tiép tuc dé thyuc hién
x6a, chon Hity dé huy thao tac xoa.

d. Cong khai

Ngudi dung co thé thuc hién cong khai hd so bang cach:

- Buéc 1: Tai giao dién quan Iy tong hop hd so chung, click dap
vao tén ho so can cong khai dé xem chi tiét va cong khai hd so.
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- Budce 2: Click chon chirc ndng Cong khai.
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b. Thém maéi @

- Buédce 1: Bang nhap than]g@ong vao hé thong bang tai khoan c6

"oy

quyén ra soat van ban, P

- Budc 2: Tai giao dién trang chu, ré chudt vao chirc nang Ra soat
van ban > Click chon S6 VBQPPL dwoc ra soat nhu hinh sau:
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n Hghi dinh £ GU2014AME-CP; S0 1014 Quytk oy 24 43201 80-UDNO;
aslaining FOAWE0E; U EAN NHAN DAN TINH
{:hink phid

Eu'ru—| EiNH

I . LI 15 v Bu.n-nhlr'ianu
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B. Cac chic ndang chinh cda phan mém

- Budc 3: Tai giao dién quan 1y sb theo ddi vin ban ra soat, chon
chtrc nang Thém nhu hinh dudi dé thém so theo dai.

{@ B -. _-H..-; B pINISTRY OF JUSTICE

FPhan mem ho tror Kiem fra, ra soat, hé thong hoa WBFL

_mm:umm | QUAN LY 50 THED DOT X LY VAN BAX TRAT PHAP LUAT
Ra sodt theo chayen 0é
] # x0A
B e Biien oAt 1 A% 48 15m M= rhsm
54 VEOPPL dUFGRc 1 3088 : -
F] Vanzdn deorAS v CinakRS «| Thir. ~
0 Ouydt Ainh 54 49501508 UEKD;
Hghi Sigh 26 L2 AMNELCR, SR04 5 i Py 1AM M- K TR P
Chinh prd BT
Fkr I
o ° FOE 15 v | Esan gl trang
; ST %\W_

- Budc 4: Xuat hién form Thém 13:161 nguoi dung nhap day du

thong tin trén form (nhap du cac tho@ tin bat budc dugc gin diu *).

_

Clee iy b by ches phald sl

Tramig Boms s Dl 30

itk s o ke 7 Ak e ik Rasch

b — i il m o i — T
Wk i el i | [ eTL

Hirh T L vl ey ik ialer bl gl = s W 28, Chom bech sher ki =
ks s el e e mey dl0

vie sl y o g

gl slio b KHIGHE ] Wik i k-]

Tl o o gl s ezl d il Ay

sl el

Dileu O lowwh Tl Ol Ding O Dbag

- Budc 5: Thuc hién cac thao tdc Luu/ Luu va Pong/ Luu va
Thém/ Déng.

c. Stra so theo doi

- Budce 1: Tai giao dién quan ly s6 theo doi xur Iy van ban dugc ra
soat, chon so theo doi muon stra, chon chirc nang Stra thong tin.
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Sé tay huéng dan si& dung phan mém hé tro kiém tra...

- Budc 2: Xuat hién form Stra s6 theo ddi da chon, nguoi dung
nhap cac thong tin cta s6 theo doi can stra nhu hinh sau:
| cowgrnbec s _____________________________________________________________________ xi
| ke ity oot bl ” vl oo phad rhlip

| Vi s W
0 itk e k. ek ) Ml s bl e

LB SOETE

e g (N [l e ) LGET LA KR LET el ol ok i et el | ERCRI ML UM TRV U B b DA T
e e LA = kb e Ciw 8

R S Poin s,y b s g s ity R s il chyrwy i o P

ke s wa e i il TN LD, PRETT IS (1Y BAH BHEM R - e s ai Tulen T Horbe Lk s e o e by gy i gk sl

Tl ke i P Mgy v N |

G Lo O Lowsh B Lillow vy D Dy

[y S okl ok O o5 o by D ke e e i L
ldamncie = Lo o miarira = | e cen ik v regvesla i -

Laiprd g SR ol Ly Sy ks ek Lik: el 1k

el rards b vl s e e e Lo

k g oy ch

PYEAM A DR TR DI D8 | DRG0 AT

- Budc 3: Thuc hién thao tic Towu/ Lwu va Péng/ Luu va
Thém/ Péng.

d. Xéa: Nguoi dung co the thuc hién xo6a sb theo ddi vin ban
duogc ra soat bang 2 cach:

- Cach 1: Tai giao dién quan Iy sb theo ddi, tich chon s6 theo dbi
can x6a; Chon chuc nang Xo6a; Khi do xuét hién thong bao xac nhan
c6 x6a s theo ddi di chon khong, nguoi dung chon Tiép tuc dé thuc
hién x6a, chon Hity dé huy thao tac x6a. Ngoai ra nguoi ding ¢ thé
thuc hién x6a nhiéu sb theo ddi cung lac bang cach: Tich chon nhiéu
sO theo ddi can xo6a sau d6 chon chiic nang Xéa.

- Céach 2: Tai giao dién quan 1y sb theo ddi chung, chon sb theo
ddi can x6a; Click chon chirc ning X6a; Chon Tiép tuc/Hiy.
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CHUONG III
HE THONG HOA VAN BAN QUY PHAM PHAP LUAT

I. KE HOACH 8

1. Muc dich: Chtrc nang cho phép thuc hién them(si”fa/xoa ké hoach
hé théng héa van ban QPPL; Giri ké hoach cho lanh@ao don vi phé duyét.

2. Thém: Dé thyc hién thém méi ké ho@‘c\'h hé thong hoa nguoi
dung thyc hién: &

.
&

- Budc 1: Bang nhap thanh cﬁng\@rgi tai khoan c6 quyén — Chon
danh myc Hé thong héa — Chon K& hoach.
g

[ HE THONG HOA

Ké hoach QUAN LY KE HOACH HE TH(L_Ké hoach
Thu thdp van ban - 2 T HAs Sdgs Vi i
- + Thém @ Xoa Phén cong ra sodt bo xung
e e LR L2 Kéo ¢t 1én ddy d& xem theo nhém Ra sodt b xung
Ra sodt bd xung Hb so hé thong hda :

Hién thi trang Quén 1y ké hoach hé théng hoa.

B TUF PHA PSRN G THY OF JUBTICE

Pham mém ha trg Kiam ra, ra $oif, hé thang hia VBFL

T QUAN LY KE HOACH HE THOSG B4
Thea thipiasn ke + M @ oAb
Pl b ré Sodi bd sarg K e, i iy S o B s e
Rl o bd aneg
| Tinkdhegoh o v | Ebqupltdhaphd v bl 5
e b e el

B ok e el B a1

1| Pl st st [ i Cdan Tuydn

A o s im 1% % | Bdnghi/kmg
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Sé tay huéng dan si& dung phan mém hé tro kiém tra...

- Budc 2: Tai trang Quan 1y ké hoach hé théng hoa chon Thém.
Sau khi man hinh hién thi form Thém méi, ngudi dung nhap thong tin
cac (nhap du cac truong bit bude nhap duoc gin dau *).

BO TUF PHAP =MINISTRY OF JUSTICE

Phan mém ho tro Kiém tra, ra soat, hé thong hoa VBPL

| HE THONG HOA [ =

K& hogch QUAN LY KE HOACH HE THONG HOA

e 2408

Phin ciing ra soat bd
ok Hetle= e Kéacit ién ddy 84 xem thea nhém

R o4t bd xung
Tén Ké hogeh & ~ | sfquétannpng.. v | Noud i

[

H sor b hing hoa

w& hoaeh rasodt bh sung n 1

-

[ | Ra sodttest 0102 Bii Cach Tuyén

« o > 15 ¥ | Ban ghiltang

- Budc 3: Thuc hién thao tic:Luwu/Luu va Pdéng/Luu va
Thém/Dong.

3. Sira: Bé thuc hién straké hoach nguoi dung thuc hién:

- Bude 1: Tai trang Quan ly ké hoach hé théng héa chon ké hoach
can sira.

- Budc 2: Chon chire ning Stra thong tin c6 biéu tuong B & Ké
hoach cén sira.

— Locthes Bonvichlti— =

£rom i chid i ~ | Mgy bt ddu ~ | Moay kit thaic u
- . ' W -
C“.“méfmm vin bl quy g 212016 15M0E016 E | "B
Fhap it [ S thding tin |
Zuc Cdng nghé Mdng tin Q22016 151102016 =

Man hinh hién thi form Cap nhat thong tin, tai diy nguoi ding
thuc hi¢n sura thong tin cua ké hoach.
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B. Cac chic ndang chinh cda phan mém

- Budc 3: Thyc hién thao tic Lwu/Luwu va Dong/Luu va
Thém/DPo6ng.

4.X6a: Pé thyc hién xo6a ké hoach hé thong héa ngudi dung co
thé x6a bang 2 cach nhu sau:

- Cach 1: Tich chon ké hoach hé théng héa mudn xéa >
Chon Xéa.

- Cach 2: Tai giao dién quan 1y ké hoach hé thong héa chung,
chon ké hoach can x6a = Chon chitc ning Xéa (biéu tugng dau “X”)

II. THU THAP VAN BAN

1. Muc dich: Chtrc ndng cho phép nguoi dung thuc hién thu thap
cac van ban can hé thong hoa bang cach thém tryc tiép hodc thu thap
tir CSDL qudc gia.

2. Thém: Dé thuc hién thém méi ké hoach hé théng hoa nguoi
dung thuc hi¢n:

- Budc 1: Dang nhap tai khoan c6 quyén hé théng héa — Chon
danh muc Hé théng hoa.

- Budc 2: Chon Thu thap van ban.

a B ] [ HE THONG HOA

Ké hoach QUAN LY THU THAP VAN BA1 _ K& hoach
Thu thép van ban - | _Thutnépvanban |
. Tim kiem Phén cong ra sodt b xung
Phan cong ra soat bo xung Tén ké hoach RA sobtbbamng
Ré sodt b xung K& hoach hé théng héa van ban | Hbso hé théng héa

- Budc 3: Trang Quan 1y thu thap vin ban hé thong hoa hién thi
- chon tén ké hoach can thu thap van ban.

- Budc 4: Trén trang Quan 1y thu thap vin ban hé théng hoa chon
Thém. Tai day nguoi dung thuc hién nhap thong tin cac truong (nhap
du cac truong bat bude nhap dugc gin dau *).
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Sé tay huéng dan si& dung phan mém hé tro kiém tra...

QUAN LY THU THAP VAN BAN HE THONG HOA

TET + THI [HAP Vi & AEM Timi k& then Hen
Titrs bl huach ol cB 1l Sy ol mam Eree iim

T win bdn = | Cav muean fan hanh -
R et Thiling ke d4R0ATT-BOT Bk 8L bl sung Trding e 5 DRI TT-BET [ [

ragiy 31 thang Jaare 2310 ola BE Caap Thosrg ey -Sinh e =ip B4 Céng Thuong
Gilly oramg nnm madi s g e w00

Treding W O L AT TP T B B4, oob s radd s & du mia g

Ared ST UTT-FRPPTAT ragy ZATEM 14 iy o wic Eibmisa, J4rh

phi e i 6 sl W el vl b w5 i ol ok B halng raghidp via P e dag
Sy ot i By By et s Bl rmsi Soere bn Banh ke Bec ThEngi | his

28 S TP THIT gy B0 o B ol 2ung Trdag i ol

A ST UTT-BHMPTNT ngry PRSP

I [ Thing he U0 ALTT-BRE D vk b b Thing sl B85 V501
-G rigginy 08 Bhiing ¥ rdem 2000 o D49 Rgami g Besireg S5n Sayc
réfn Eabw 1, it inn 5d TIATOONWGE-TTR 9gas 31 mdng 7 ndm 2001
v mEm B0 B wung mél ad Sy nis Cuy# Sinh 18 71 8EEEOE-TTS
gy 7T ung 10 adm 1886 ol Thi tng Chiss pha o mél e chish
ey i i ot G & (T el

B4 Ngasi gao

- Budce 5: Thuc hién thao tac Luu/Luu va Déng/Luu va Thém/Dong.
3. Sira: Dé thuc hién sira vin ban hé théng héa nguoi dung thuc hién:

- Budc 1: Tai trang Quan ly thu.thap van ban hé théng hoa chon
tén ké hoach

- Budc 2: Trén trang Quaii 1y thu thap vin ban hé théng héa chon
van ban can stra. Man hinh hién thi form Cap nhat thong tin, tai day
nguoi dung thuc hién stra thong tin cia van ban

AN LT TR TELAG VLN b B IO

i ke s Mhun R T Lo P 0 Y R
T R N sadcolede b 56 o maa i
r—p

PN MAAN I Wy Pl =i K i il L | (v G Bl o ey i Bty T -
o T T e T e B R ) B T P = R W
g0 e Fod radp r by g 2 - g

1 Pkt 8 AT BT rrrsing e a emoe v o b i wdem B ¥
fiem prf ek sion ek sk et b moeo e e e | Ghal e o il e ey
T P i mC pdea
e 5N R sy et i e il PRI S s E =
i o ik Pl itk bty Hmde e D, el s
Canl Mk SO RO LA i e o e st 1 i g F =
s, bl e g b g g o g b e b e sl s i Tl iR IR
[ s o T s i 04

SaapH i 2090 S LA B Pl iy o s g i il F o=
kv v b 1 g e ke ey s i i s L IPATT e i Tl sl IBHHE

- Budce 3: Thuc hién thao tac Luu/Luu va Dong/Luu va Thém/Déng.

4. X6a: Tai trang Quan 1y thu thap vin ban hé thong hoa chon tén
ké hoach — Trén trang Quan 1y thu thap vin ban hé thng hoa chon
x6a vin ban can xo6a.
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B. Cdc chic ndang chinh cua phdan mém

5. Thu thap van bén: Pé thyuc hién thu thap van ban hé théng
héa nguoi dung thuc hién cac budce:

- Budc 1: Tai trang Quan 1y thu thap vin ban hé thong hoa chon
tén Ké hoach.

- Budc 2: Trén trang Quan 1y thu thap van ban hé théng hoa chon
Thu thiap VB. Hién thi form Thu thép vin ban hé thong héa.

- Budc 3: Nhap thong tin dé tim kiém van ban h¢ thong héa trén

CSDL. Man hinh hién thj két qua tim kiém. R
"

o bl e e 15F 10 Trm b D Uk R B ey L Trrh ple

LR ik i oo 0 vl 9 OO0 L odow el L3k ol Tis Dl el vl Dl -

[ T 1. i P | [-STeS——— — Lot o quee b i — L
= T e

e i = | T ¢ i < | Hghy B = | gl W i “ .'I-a.u- - T Tl
g ol B LG ] . i sk A e B | [-§ E =

P,z il M o i i o e ol - 0
HIPT gy 1T M rnisa ey s i Bk Sl sk ST B Ty

PN ARAD: HRHI e Pl e iy s =Tt DB Faies sk s

' e e ol B ok v s g ot e By

s s e i e e Tl dne

CTRE LT & MR ATE S8 e emineiainy | 9 = - 3

TR i R T e BLLTIE BAATIEE s ki L

i s 5008 DD IDAEY v e s Lol i o, -

PO LT e OO 1 v LD s o i

oy e e o o e ey i e T 8wty e b =
b B S 0 b i Pk ke W Bl W g L e O L LS R Dl bl e

Vi e B 0 vy e v v o il s

e e v s ke 8

Wiy ba lie® bl b ETTDORTTL R EHT TR Hoa'sg H, o
| ek ey decacn  BbCwpdgeind | MOIHE an o by :
L] -.- TEm g T p-ifidbiiape

- Nguoi dung thyc hién thu thap van ban bang cich chon Thu
thap van ban.
0 9090909090900

o Wy s Kb Tivn g Gmhci 0 %l e ® 5 b Trich vl
i s £ Chish miic com i il G i<l ke Lo ks Lnen e (| mgu v [y =
Tl e b s FTEL T T = Comanimmpien = Lozriis Do gues b hiieh — .
A Ty LRt
Pl b e - | m et b - | FrpssPE - | FighfH = | Py s bm - Twg e - S
B ol 60 1 W vt il oty g Tiken Ml S S e e e N 9 i,
wmrd rad Fadidng Ju— — [ b [Raty ] ik hills - mia el hH:i |
I pl’ﬂ_hlﬂ
Ly ] L)
e ot e el e el L L] Ll L il el s i
2ol e s el . 5 - o
WARLT ok il 05 L T ok o s s gy s v b e e e b Pelid 1T e T = s e e
b (ATl b g P s 8 &

slal ol ik i ol el e e ke VR
Mgrnrmda 18 Frrrg i v M o My e ol ey
d g i [-% =il T L LA O
s e bbb ok Torde S sl En Pl e s vl
ey o B4 e I8 T v . WG TR
Doy B i T
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Sé tay huéng dan si& dung phan mém hé tro kiém tra...

III. PHAN CONG RA SOAT BO SUNG

1. Muc dich: Chtic niang cho phép phan cong vin ban can ra soat

bd sung da duogc thu thap cho cac don vi ra soat van ban.

2. Phan cong ra soat bo sung: Sau khi van ban da dugc thém
moi hodc thu thap vé, nguoi dung c6 quyén giao cho cac ca nhan hay
don vi thyc hi¢n ra soét cac van ban dé6. B¢ thuc hién phan cong ra soat

nguoi dung thyce hién nhu sau: \\x
R
S

- Budc 1: PBang nhdp tai khoan co quye\ppPhan cong ra soat

bo sung. e

%\\
- Budc 2: Chon Danh muc H¢ thon;g hoéa — Chon Phan cong ra

s0at bo sung. ‘ &

o -
B T PHAFMINIS TRY OF JUSTICE
Phan mem ho tror Kiem tra, ra soat, hé thong hoa WBPL

[<roncnoe JJE

QUAN LY THU THAP VA,

W el

The hip viis ban e MHUTHARWE . KEM
Foan cimg ra sodt b xung Tén k& Boach | LR T:rm Fe=n nhim
R K hoach ra sodl bb sung En Wb 507 i ting b

M e b Ihing hia ] s s
R soamast Thing tr FIENHHTTECT SiFa 384, bl sung Thing
ngay 21 thing 3 sdm 2011 oka B6 Cing Thuong quy

iy duimg nhde s xir sang héa vu 78

Thang e ST ETT-ENMATHT Sira S 68 cung mi
o sl 1ASTUTT-ERNPTHT npss 2933041 guy dinh
e £0 Rl sl asdl ke deantoddl e nEng nghidpek
il sdn el hay td métsd it miu Arrcan hash

Man hinh hién thi giao dién Quan ly phén cong ra soat

bo sung.
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B. Cdc chic ndang chinh cua phdan mém

B T PHAPSMINISTRY OF JUSTICE

Phan mém ho tros Kigém tra, ra soas, he thong haa VEFL

o iy CHUIASN LY FHAN CONG BA S0AT B s1%G

e Toin din + PHMH COHG KD

Pt i o) pofl ek ey TEA ek rsson |m-muna¢-nnhnrim

Feb s e i)
N FR———

Heswr Baa

__ [ g WA VER YT BT 0. o sng Tl
54 BREITVIT BICT ryde 271 Wb 3 i 20017 o B
() e oy OO el e e Sy g mnida
i mi Hirg e

Bd Céeg Theomg

Tng VT VTEIMRPTHT Som 48 b g mid
o8 Sy cda Theng b o 14E0TATT-EHRPTHT naly
ENALNTY gy N e b e, e gl on sl sdn
.-hmm-ﬁ:u!ll"mdshulnﬁu B4 bleg rgnalpsh
i i Wy sl W el vadn gl el e S g e
| 1 Mmmn&un&m“rwmlm

R Sira 3L ol sung Thdng e o 14207
ITERMAPTIT ngiey BRABTHA
o>
X
&

A

- Budc 3: Tai giao dién Quan ly phan g@ng ra soat bo sung chon

tén ké hoach. 5
\}O.

P .. cn , NI A \ 1A .
- Budce 4: Tai giao dién quanf1:§7 phan cong ra soat bd sung cia

ké hoach da chon, tich chon \@n ban can phan coéng, chon Phén

%b
cong KTVB.
QUAN LY PHAN CONG RA SOAT BO 5UNG
Tic ik + PHAN CONG KTVE

Tén: il hogch K50 o3l diy 02 pem heo nhim

Eri'wan ban ~  Coguan banhanh ~

R ol el Trdng i OIEOIATTBCT Sia 04, bl s Théng e
el DSR0IWTT-BCT Ay 21 icdng 3 scbm 2071 gila B
Ging Thurersg guy dinh thil byc cap Gedy chuireg nhin
w3l wiF hang hia e A3

B4 Cimg Thuremig

Trdng I Ol WTT-EIHPTHT Sia 84 b8 sung mal
b U oia Thdng e a8 1420 TUTT-BNHPTHT ngly
2201 quy Fah vibc kidm tra, Jaoh gid o s sam
il Winh dosnh Vi adng npRisp el aba prdm adng B Nieg mghilp v
iy 6 may ind minsd iy mdu dnresan Preil il néng Min
I nanh ek han Thing br 50 B3201UT T-ERPFTHT ngay
OHBZ01 sira 3di, bo sung Thing fr 58 142041
STT-DRETRT agdy 200
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Sé tay huéng dan si& dung phan mém hé tro kiém tra...

Man hinh hién thi form Phan c6ng can b.

PHAR COWG CAN BO ®

Tl truwdrey b dibt * e cor phii il
i Thiing fin phia cdng cin b

Gl ) philncdagrp  — Chomcin bS kidm te —| =

Tiein ras nain rusn O HE =

o bl g oing

Van Ban "

& Lima 5 Lomi wh Thiiin 5 Luss v Dy 15 D

- Budc 5: Nhap thong tin cac truong dé thuc hién phan cong
van ban — Thuc hién cac thao tac Lwu/Liwru va Péng/Luwu va
Thém/Dong.

3. Stra thong tin phan cong: Nguoi dung sau khi phan cong ra
soat vin ban bd sung mudn stra lai'théng tin phan coéng co thé thuc
hién nhu sau:

- Budc 1: Tai giao dién Quan 1y phan cong ra soat vin ban bd
sung, chon ké hoach hé théng hoa.

- Budc 2: Chon vin ban can sira thong tin phan cong ra soat
bd sung.

- Budc 3: Chon chuc nang Siwa thong tin phian cong nhu

hinh sau:
QUAN LY FHAN CONG A S0AT BO SUNG
Tim bsfim # THUTHER  + AN COMG RS BO SUNG w1 ke thas b Ul L L B £ QG BaN MR — | =
Tir b neen I Vduoht i Sy o sem ko shim
Hi g 22V Sl | & ] ransannan ~ | o quan banninn ~ | NodyEen hien - | NgiynHeiv = | Cianbiwinde ~ | CndRS -
Hi thing bia VP, 17 uylt Bnh DISEOIFEO-BCT vl vilie cling 86 Dann et u & W

Ke hoschso 3 mucvin Bin guy sham ghas e do B4 Céng nphide | B cing fhuomg V00T PR VNS Tria Thu Gizng

Gang

Sira thang tin phan
chng

tan nn hdt Ry e php it

Wb haach sl

Sau khi chon chtic nang Stra thong tin phan cong, giao di¢n cap
nhat thong tin xuét hién nhu hinh sau:
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B. Cac chic ndang chinh cda phan mém

Ciie: g o5 i * piem clu pladi nkdp.

Thidinay tin phdn odng cbn bd
Cn b4 phdnctiapic] |- Chan o b ré sadl =
This han hodnann  21AN20E =
¥ kiln phdin cing
‘Wi b 7] Tmi kaEm
Cuywt dieh 0IWRITCREECT Wi wic cisg bd Danh mec wis bin guy ghem phip kel da B§ Cong mghih Lan hinh hit
Bw ye plap ol

@ leu D LruwaThia O LuwvaBong B Bong

<&
- Bu6c 4: Nhap thong tin can stra, va chon thaﬁtac Luwu/Luu va
DPong/Luu va Thém/Dong.

4. Hiy phan cong:

Nguoi dung sau khi phan cong racsoat bd sung, mudn hiy phan
cong cho can bo di chon c6 thé thu’c\ﬁlen nhu sau:

- Bude 1: Tai giao dién Qtﬁn 1y phan cong ra soat van ban bd
sung, chon ké hoach hé thonthoa

- Budc 2: Chon van ban can hiy théng tin phin cong ra soat bd
sung - Chon chirc nang Huy thong tin phan cong nhu hinh sau:

QUAN LY PEAN CONG BA 50AT B SUNG

Tim biém

# THUTHEP  + PHAN ClOuS RS BO SUNG

Tim k#m thes tha VE = LgcHwe Corquan ban hanh —
Tén i hoath W el 180 Ay 88 saim Bika rem
Y b inda VBPL 3018 P | Tacvienin

« | Corquas tom nBng ~ | WiQdy Dan kioh ~ | KQishituiec ~ Clasdhendp ~
H Bl beia WEPL 2017

CdnbjRE -

MAZE00T DA Trim

kb noachies!

Hily théng tin phin cng

5. Khong can ra soat:

Nguoi ding khong mudn thyc hién ra soat vin ban bo sung da
thu thap vé, cé thé thuc hién nhu sau:

- Budc 1: Tai giao dién Quan 1y phan cong ra soat vin ban bd
sung, chon ké hoach hé thong hoa.
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Sé tay huéng dan si& dung phan mém hé tro kiém tra...

- Budc 2: Chon van ban khong can ra soat bo sung = Chon chure
ndng Khong can ra soat nhu hinh sau:

arhy et A= cfsc el wsbe ad s

r b e M Bkl G g o T Gl T B L Wk - e -

L mage i e T g

Hl g el P, 200 Pl Thnsiisn o e s ik = | gy g iy | Higly i b | e il iy - | Vil i

A feem LR bt e = s o i (e BN
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e
o 3 ke e o Tl

3 d A b g B =
Deimud Ml i L5 TRELr Rt 10 ] Tl Thom Py [

g P e

Ennp e ol T BT Al e o i P T B nfu

i s gy e iy e kg epmily B e ey a1 Farr i Tl T ey
B Prarsh P P e, e ol
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| Ehldig cha rb g I
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Sau khi chon chitrc ning Khéng cin ra so&ﬁ van ban dugc chon

e

bi x6a hoan toan khoi danh sach cac van banje\ﬁn ra soat bo sung.

IV. RA SOAT BO SUNG )
1. Ra soat can cwr vt\”\\ '

a. Muc dich: Nham thu tlf‘ap, bd sung cac van ban cin ct cia
vin ban can ra soat dugc chcﬁﬂ Dé thyc hién ra soat cin ¢t can bo phu
trach c6 thé thuc hién nhu sau:

- Budc 1: BPang nhap tai khoan dugc phan cong ra soat van ban
b sung.

- Budc 2: Tai giao dién trang chu Chon chtic nang Hé thong hoa
- Chon Ra soat bo sung = Chon ké hoach hé thdng héa cin ra soat
bd sung.

T PHRLF = LW R O JIETER

Frnimin 25 o Kiln b, rioecael, bé théng hoa WSBPL

)

e TTTT ST = =y . 1 pr—

110 e i P e B O 1 B Py
Fi oo b P TH

e - L el B - MEEEEANE - ML MW
Vangh iemm m weripima e el e w1 g o g ey ot b s e e T
iy wagid Sl iy e ke vty v s Tl e L

Lol ke ol e e e

Kb ohannarsiy THTE

Cangh o i s |l i g ki e ol e, o s
=1
b

P g ey T
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B. Cdc chic ndang chinh cua phdan mém

- Budc 3: Tai giao dién quan 1y danh séch van ban ra soat chung,
chon vén ban can ra soat bo sung, click chon chirc nang Céan ¢t nhu

hinh sau:

QUAN LY HE THONG HOA VAN BAN

Tim kadm S CARC S HEULUC 2 THAMOUVEN /' NOIDUNG Tim ki theo 180 VA — L en Gl

TénkE haeh p Biiy 38 wam Ehea nhim

A S L ~ | Covquam ban hirh ~ | Hggybahanh ~ HL | TQ | MO
Hiding hea VEPL 2017 RS HEOE-ENE VW g2 nh 138 CEng 1y Xiy euma vh chidn gian B Mg egndpvaPRatedn |
i I T Mhisd e Vign KT N TR b nbng hdn

Bl Chivg ieghlip 10T

Caplt Sirh D0200730D-BCT 48 widc ciing b4 Danh mucvin bin quy pham phig ar
I e B4 Céag nghidn ban Fank hithitu e phip lud 84 clng throng T,

<
&

- Budc 4: Can bo thuc hién thu thip bd sur:gg cac van ban can ctr
duoc chon bang cach: Nhap tir khoa tim kié Ql‘ﬂ chon cac tleu chi tim
kiém > Chon chuc nang Tim kiém, sau khi'h¢ thong tra vé danh sach
cac van ban tuong ung véi ti€u chi t‘&kmbT(iém, ngudi dung chon chuc
ndng nhu hinh sau: &F@Q

S

il Tt e N O CATET N LT
BTl 0 e bl

Te i ] Trmeng
sl p i 5 e k. o b W L b R Lepvie i o L i LS i Bl — "
T g By il e A o R B P Lo B o b e -
~ Tien e

LT C T © T EH “ | HgEH = gy P < Mgy O dal

Ladl e Lol R A r i B b il b =

} PASPST H RIPPRTVRT TH4F YT Timi iy Clird -

1 mr_“ IO B W O ] T TR L - (=] e G i

HAE - P - T AL B

s ey Lo ol e b b mvlarae
L i b iy i may W T egiilp A
g il :'_':::\-"":;‘"'“' el Sl T T SEIE I WAL
[ Lk pasleg il TH e Cosani grd i s
ey il FHalr. pi g P o Hilr. pe i ey H T b LEo iy H PR A il iy ipin | H,

2. Ra soat hiéu luc

a. Muc dich: Nham ra soat xem vin ban con hiéu luc, hét hiéu
luc hay hét hiéu luc mot phan dé co cac hinh thic xir 1y twong tmg.

- Budce 1: Bang nhap tai khodn dugc phan cong ra soat van ban
b sung.
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Sé tay huéng dan si& dung phan mém hé tro kiém tra...

- Budc 2: Tai giao dién trang chu, ré chudt vao chirc nang H¢
thong hoa vin ban & Chon Ra soét bo sung.

- Budc 3: Tai giao dién Quan 1y hé thong hoa vin ban, chon ké
hoach hé théng héa = chon van ban cin ra soat, click chon chuc nang
Hiéu lwe nhu hinh sau:

QUAN LY HE THONG HOA VAN BAN

Tim kdm < CAHCIF  # HEULUCT  ~ THAMGUTEN  ~ HORDUNG Tim kim the Hin v = Lgchen Go quan b

Tt b heach
HE idng rda VBPL 2018

~ | DY quan an ninn v Moaoashann < HL | TD WD

HE idng Fda VBPL 2017 o il Hiling nighide v Pl ridin
néng mdn

0Me9e

' sdGimgnohite e85

B cdhg Riang RIGET- T

= . G ek deE T T
lut do B4 Sdng mghifip ban hamh hék b e phap kel
A
4

- Budc 4: Can bo thuc hién ra soat h{w hIc

+ Click chirc nang Khong bi tzicrodong hi€u lwe = Khi van ban

c6 hiéu lyc hop 1¢€. &

Q>
Q\

S

4

+ Tich chon vao check box: “Bj tic dong” nhu hinh duéi:

’\.
obrael— 4 I W v g s oy S 0 g P R N i A R
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b o vl vl s orar ol ek

ke Phunall vt iy o0 o B e e s s iy ey b
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A g e il Sl ol el o Al Sl

- Budce 5: Khi d6 can b ra soat thuc hién thém maoi tac dong vé
hiéu luc bé“mg cach click chon chirc ndng Thém tac dong hi¢u luec,
giao dién xuét hién form thém mai tac dong hiéu luc, can bd thyc hién
nhap day du cac thong tin can thiét trén form.
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B. Cac chic ndang chinh cda phan mém

Trilid i T DG M LT =x
Ciic g of -t * plu cia phil nbde.
Theang Bn sl phgm b e

Wi B feag |ian hinh thiéc— =
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PP the feg Chagn regs chi i3 $ng -
Keiang s 2l b D1 BIAACTUENI Wi vk 1nin kihow thees hulin Lu ghang . chiag bma bt gai ek

el o b g

o s s il i il

ke
Glu Gloskbbey Qilesk Thim 3 Ding
-
N o ‘
- Budc 6: Chon cac thao tdic Lwa/Luwu va Pong/Luu va
A y 2
Thém/Dong. o
S
by r R A \X\
3. Ra soat thim quyén &

\\/( \ \

Muc dich: Ra soat vé %lixﬁ%’n quyén cuia van ban can ra soat
b sung.

- Budc 1: Dang nhap tai khoan dugc phan cong ra soat van ban
b sung.

- Bud6c 2: Tai giao dién trang chii chon chirc ning Hé théng hoa
- chon Ra soat bd sung.

- Budc 3: Tai giao dién quan 1y hé thdng héa vin ban, chon ké
hoach hé théng héa - chon vin ban can ra soat bd sung, click chon
chtrc ning ThAm quyén nhu hinh sau:

QUAN LY HE THONG HbA VAN BAN

Tim ki s Chuolr s wEswC  F THANOUTER S nOEDUNG T K thed tn VS = Lo Men O quan b

Téa il heach kiéa citlin ddy 4k sem thea nhim
He irdng da VBPL 2018 TR

=~ | GO quan 2an hann ~ Mgiwzashinh -~ HL TO MD

Hi g mba VBPL 2047 Oyt Binh 01H IEVOE-ENH S8 vl gihtnn (e Clingty Kty tung v chsdin gas Bl Mting n gl Pt iidn
=éng nghié Ty kot nec thude Widn Hiioa hae Thily ke néngtdn

oWHEas
LOLE E

v S 40 C0aa t Fh & 51 - Thl ikl G |
C ol Wil i 1N Gl ty KN it - Thillt k¥ Sidn | maan P——

(oL T 2

= s x & o B cingn M2
uit do B Céing nghifip ban hamh hé b iy pap kel s dapie
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Sé tay huéng dan si& dung phan mém hé tro kiém tra...

- Budc 4: Can bd thuc hién ra soat thim quyén vé nodi dung va
tham quyén vé hinh thtc cta van ban. Nhap day du thong tin trai phap
luat (néu c6) twong tng.

HELqud # sl Ui queplee

Tia vk Turplt Ak EVTOOIVONECT Wik il g bl Db mase sl Bubn cpay pham ghiip labe d M Cing ngliBp b bhah by hide ke
phap legt  Neer gy toey |oeld e

T N 250 A Be o teeng Hpa b W Fuy Foarg

Mgy bar hank HiH HHET Chicay B g

Thim puria v i Ban: hadiag oo oy B i, i thaaln, chaflag cho & OO ey @b il mBa thaln, chdeg chin

i churng ril ok ) 5 i, diinh gidk

=TT [ ET T

Tedn gl ndi 290 @ Ry o quy Aok mal mbu ibuln, chisg chio T C quy Sich i, mi theln, chisg chao

Gl G LoawhBdag O Ding

- Budc 5: Thuce hién cac thao tic Luu/Luu va Péng/Déng.
4. Ra soat noi dung

Muc dich: Ra soat ndi dung ctia van ban ra soat bo sung, dé thuc
hién ra soat ndi dung cia van ban can bo phu trach cé thé thuc hién
nhu sau:

- Budc 1: Bang nhap tai khodn dugc phan cong ra soat van ban
hé théng hoa.

- Budc 2: Tai giao di¢n trang chu, ré chudt vao chirc nang H¢
thong h6a=> Chon Ra soat bo sung.

- Budc 3: Tai giao dién quan 1y hé thong hoa van ban, chon ké
hoach hé théng héa = chon vin ban can ra soat bd sung, click chon
chuc nang N§i dung nhu hinh sau:
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B. Cac chic ndang chinh cda phan mém

QUAN LY HE THONG HOA VAN BAN

Tim kifm S CAHGI 2 WEULUC o THAMGURER o HOIDUNG Tim kim theo tn V8 = Loc w0 Co quan B

Thn i hegch kg ot 1in dip 3% cem thea nhim

HE mldngnda VBPL 2018 Tén véin ban ~ | Cogusn Ban hinn v Hgiwbashdnh | HL | TQ | HD

Hi g e VBPL 2017
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B cing muang T
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- Budc 4: Can bd ra soat thyc hién ra soat ndi dung chi tiét cta
timg chuong, timg diéu ciia van ban tuong Gmg:

Tich chon két qua cua timg chu‘ong/dleu co nqrﬁung hop 1¢
hoic khong c6 ndi dung hop 18. Véi cac didu co noﬁﬁung khong hop

1&: Chon cin ctr phép 1y, Chuong/diéu quy dinh. ti%ng van ban can cu,
nhap dau hiéu trai phéap luat va y kién dé Xuat\t‘crong ung.
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- Budc 5: Thuc hién céc thao tac Luu/Luu va Dong/Dong.
5. Tao phiéu ra soat

a. Muc dich: Tao phiéu ra soat cho cic vin ban c6 mau thuin,
chéng chéo, bi tac dong hiu luc, khong phu hop

b. Tao méi
- Budc 1: Tai giao dién Quan ly h¢ théng hoa van ban, chon van

ban bi tdc dong can tao phiéu ra soat
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Sé tay huéng dan si& dung phan mém hé tro kiém tra...

- Budc 2: Chon chirc ning Tao phiéu nhu hinh sau:

Co quan ban hanh v|ccPL ToeW (mp T HL | !
Chinh phi

HEMD tinh Pha Tho [ [+ o] o [+ ]

B cong thuromg

B4 cong thuromg

o
- Budc 3: Nhép day du cac thong ,tiinécﬁa phi€u ra soat (Nhap du

cac thong tin bat budc duoc gin déuy;g{?-bnhu hinh sau:
s

L

L Wby o Gl * s b el @

T [T

Hglnbla IO =]
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e Ling Lz o Wl wn e e ey s, ok e
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- Budc 4: Thuc hién cac thao tac Luu phiéu/D()ng.
c. Sira phiéu:

- Budce 1: Tai giao dién quan ly hé thong héa van ban, chon van
ban can stra phiéu ra soat.
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B. Cac chic ndang chinh cda phan mém

- Bu6c 2: Chon chirc ning Sira phiéu nhu hinh sau:

Co guan ban hanh » | GCPL TasH WD T HL
Chinli pihaa
HEMD tinh Fha Tha & (=] (] (] [+] [#

Bd cdng thuong

B4 oing thuong

Bg cing thuomg

B4 Giao Mdag wiin 15

B4 Thuy san

B My dung

- Buéc 3: Nhéap céac thong tin cua phiéu can stra (nhap du cac
thong tin bat budc dugc gin ddu *) — Thyc hién cac thao tac Luu
phiéu/Péng.

V. HO SO RA SOAT BO SUNG

1. Muc dich: Nham tao 1ap ho so cho céc van ban ra soat bo sung
deé luu vao co s¢ dir liéu hodac chuyén cho cac phong ban/don vi khac
khi cé yéu cau.

2. Thém méi
- Budc 1: Pang nhép tai khoan co quyén ra soat vin ban bo sung.

- Budc 2: Tai giao di¢n trang chu, ré chudt vao chirc nang H¢
thong hoa = Click chon Hd so ra seat bo sung nhu hinh sau:
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Sé tay huéng dan sl dung phan mém hé tro kiém tra...

o, _
B0 TUF PHAP =MINISTRY OF JUSTICE
*J
A

Phan mém hé trof Kidm tra, ra sodt, hé thing héa VEPL

. : . | Sy

K hoach QUAN LY HO 50 RA SOAT

T thilp wn bin Tim kifm kE hoach
 Phin céag risodtbbsung | [ g thag nhém
Ra soal bo sung Hé g hia VBPL 2016 bén & od
HE 5o sodt b sung Hé théng hoa VBPL 2017
Fil e o2 Ehiing hisa |
" |
K& hogch tast | - n L
WO
oS

AV

- Bu6c 3: Tai giao dién quan 1y ho so.1a soat bo sung, chon ké
hoach hé théng hdéa = chon chuc na“lngN ém nhu hinh dudi dé thém
méi hd so. ¥

&>
W
N

BQ TLF PHAP =8 RIS TRY OF JUSTICE

Hlt b QUAN LY B 50 RA S0AT B 5TNG
Tau thipwin b Tim ki k& Boack
Piulin cong rd bt b sung

:Tﬂﬂhﬁhﬂi‘.\h Sz oS i 2y 8 3mm B nban

. | Hismding héa VEFL 2018
P

| Wil hech lsat |"| 2 ﬂ LAS " |Bingfng

| g riualin tdn & ~ | slmdso

- Budc 4: Xuat hién form Ho so ra soat bd sung, ngudi ding
nhap ddy du théng tin trén form (nhap du cac thong tin bat budc duoc
gan diu *).

Céc inetmg oi diw * i chu phal idp.

Theting tin hé s ra sodt bé sung
T win dn () = Chon 1és vin bin — - 56 hbso ) [ranisies

Mgt 1p '} Trn Thu Giasg gy lip U =

e @ Leuvd Thim 0 L va Bong @ Bong

Dianh sdich van b 1 cin aF chesdl | Benh &4 eh viR bas 65 qur dinh il miu huls, Sing chéo
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B. Cac chic ndang chinh cda phan mém

- Budc 5: Thuc hién céc thao tic Luu/Luu va Péng/Luu va
Thém/Dong.

3. Sira ho so' ra soat:

- Budce 1: Tai giao di¢n quan ly ho so ra soat, chon hd so muon
stra, chon chtrc nang Swra thong tin nhu hinh sau:

Tim bm theo =7 hifa VEKT Tim kEm thes nguis lip

Higuydn Thi Vit Moz

- Budc 2: Xuat hién form Stra ho so cua ho so da chon, nguoi
dung nhép cac thong tin ho so can:sta nhu hinh sau:

i Wideing o ik ¢ e ki ikl kg
Thelrg oirs vl v ol it B8d pumg

T e A Tl ek BPWTICCSRD HGT O sy o e [l ro i Ry | i S S Frrnaici
Homrie L |7 Ty Ths vy oy Fral o1t =
T
Bl D e wh i 5 Lemarh By D Tkl
;uiu:au.-h..uu.u:-.:-.-.; k ks b, ol
Tl e W o i B B W Mgy R ey | gl b -
il Whiing 1 e ik e ixin o provT b i Dude B 1 &1 i
g U [ 5l cla
iy s ik ek w e Lkt ik o, o g e s Lkl i s vl ki ey ol ik 3 - e i

- Budc 3: Thuc hién céc thao tic Lwu/Luu va Péng/Luwu va
Thém/DPong.

4. Xéa: Nguoi dung c6 thé thuc hién x6a hd so ra soat bang 2 cach:

- Cach 1: Tai giao dién quan 1y hd so ra soat, tich chon hd so can
x6a — Chon chuc nang X6a — Khi d6 xuat hi¢n thong bao xac nhan
c¢6 x6a hd so da chon khong, ngudi dung chon Tiép tuc dé thuc hién
x06a, chon Hity dé huy thao tac x6a. Ngoai ra nguoi dung co thé thyc
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Sé tay huéng dan si& dung phan mém hé tro kiém tra...

hién x6a nhi€u ho so cung luc bang cach: Tich chon nhiéu ho so can
x6a sau do chon chirc ndng X6a. Nhu hinh sau:

QUAN LY HO 50 RA SOAT BO SUNG

Tim ka€m ki hoach Tim kidm theo :

Tén ki hoach
Hé théng héa VBPL 2016
Hé ming hida VBPL 2017

> &fndse > | hNgaylie ~ | Mguivitip

2HM02016 Trdin Thu Giang
Ke hoach 303

- Cach 2: Tai giao dién quan 1y hd so chung, chon\]'zlo SO can x6a
— Click chon chtrc ning X6a — Chon Tiép tuc/Hu@hu: hinh sau:

™~

Tim kigm theo 5§ hidu VBKT [Tim ki€m theo nguds |&p

Koa hd sor

< Mguwbi ldp ~ 54 phifu tinh ~ | Mgaytinh ~|

MoguyEn Thi Vit Nga & & B E}

1-1/1bingni ©

N
S. Cong khai I

Nguoi ding c6 thé thuc hién cong khai hd so bang cach:

- Budc 1: Tai giao dién quan 1y hd so chung, chon hd so cin cong
khai — Click chon chirc ning Cong khai két qua nhu hinh sau:

[Tim ki€ theo =5 higu VBKT Tirm k3€m theo nows 1&p

~  gh phidu tinh | Ngaytinh

- Buéc 2: Thyc hién céc thao tac Tiép tuc/Hiy.
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B. Cac chic ndang chinh cda phan mém

VI. HO SO HE THONG HOA

1. Muc dich: Nhim tao lap ho so hé théng héa cac van ban dé
luu két qua ra soat bo sung vao co s¢ dir 1liéu hodc chuyén cho cac
phong ban/don vi khac khi c6 yéu cau.

2. Thém mai

- Bu6c 1: Pang nhap thanh cong vao hé théng bang tai khoan c6
quyén hé thong hoa

- Budc 2: Tai giao di€n trang chu, € chudt va chirc ndng HéE
thong hoa = Click chon Hd so hé thong héa nhu hk@

O
k j) BO TLF PHAP &MINISTRY OF JUSTICE
%*
5
f E

Phan mém ho tree Kiem fra, ra soat, hé thong hoa VEPL

Ké bosch

5 QUAN LY HO 50 HE THON
This el i b |

| #THEM @ x0a oh
Piviin ciing 1 sodi b sung [PTRpTSTRp —
R £0dt b siing | U wd B ra sodt d sung
Hb 50r ra sost bd sung =

1 s hifng hia

* | MIbb

Lol | o L | L 15+  Ban ghi/irang

- Bué6c 3: Tai giao dién quan 1y ho so hé thong héa > chon chirc
nang Thém nhu hinh dudi dé thém méi ho so.

230 T FHAF SMIMETRY OF JUSTICE

Phan mem ho trg Ksem tra, ra soat, he thong hoa VBEL

4 hanch QUAN LY Bd 50 HE THONG HOA

et 13 TET

Phiin cieg i sl BO sy

B maad o mung
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ad secr nla a8 e

Pl e [ v i
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Sé tay huéng dan sl dung phan mém hé tro kiém tra...

- Budc 4: Xuat hién form Thém mdi, nguoi ding nhap day du
thong tin trén form (nhap di cac thong tin bit budc duge gin dau *).

K
|E Ll bwimg 6 e plu ci ghil nbis.

| Tiutng thn 8 e o b i
1 Frormdikiap™  Theadona T ke FEIT A HTR VBB
fawsd TH i Wb W vl I vy Pl phidgp el *  higlhy il P TS =

shhEr HER Hgasrilis 11 Toks The Ching

- B3 '

Sl S lvukDieg @ Loud Thim 0 g

S
- Budc 5: Thuc hién cac thao tac Llru/Lmu&vz‘l Pong/Luu va
A , RSk
Thém/Dong. &

3. Sira hd so hé théng héa 5

- Budce 1: Tai giao di¢n quan l’ch% so hé théng hoa, chon ho so
mudn stra, chon chitc nang Sira tl&@ﬁg tin nhu hinh sau:

N
S

Tim kifm theo =0 hide VAKT Tim kiém thee nguil lip

- Budc 2: Xuat hién form Stra ho so cua ho so da chon, nguoi
dung nhép cac thong tin ho so can stra nhu hinh sau:

Cde wnedng ob ddu * yéu chu phii nhap.

Théng tin H& so Hé théng hoa:
BomwTH Cuc Kifm fra vn bin quy pham phap luit ML Y] 221102016 Fi: |
M3nd s} H -PREVE-ETF Mg lip Trd

T ligu i quean

Sl @ LleusbDing @ Bdag
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B. Cac chic ndang chinh cda phan mém

- Budc 3: Thuc hién céc thao tic Luu/Luu va Péng/Luu va
Thém/Dong.

4. X0a

- Cach 1: Tai giao dién quan 1y hd so hé thdng hoa, tich chon hd
so can x6a > Chon chirc ning Xéa. Khi d6 xuét hién thong bao xéac
nhan c6 x6a ho so da chon khéng, ngudi ding chon Tiép tuc/Hiy.

Ngoai ra nguoi ding c6 thé thuc hién x6a nhiéu hd so cung lic
bang cach: Tich chon nhiéu hd so cin x6a sau d6 chon chitc niang Xéa.

- Cach 2: Tai giao dién quan 1y hd so chung, chon hd so can x6a

- Click chon chirc ning Xéa ho so.

Tim kifm theo s& hidu VBKT Tirm ki&m theo naui 18p

Nouyéin Thi Viét Nga 5 o =4 x

~ | Mowbildp ~ S phiéu trinh ~ | Nodyirinh v

1-1/1banght ©
Khi d6 xuat hién thong bao xac nhan c6 x6a ho so da chon khong,

ngudi dung chon Tiép tuc dé thuc hién x6a, chon Hiy dé huy thao
tac xoa.
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CHUONG IV
CAC DANH MUC

I. PIA BAN
1. Muc dich

Cho phép nguoi dung quan ly, theo ddi:danh muyc van ban theo
dia ban va thuc hién déng bo danh muyc dia ban dung trén ph?m mém

v61 danh muc dia ban tir CSDL dung ¢hung.
2. Thém moi
Pé thém méi dia ban nguoi dung co quyén thyc hién nhu sau:

- Buéc 1: Diang nhap tai khoan c6 quyén — Chon danh muyc

Danh muc — Chon Dia ban.

| R Sk wn| o ]

Bia bin QUAN LY DANH MUC BIA BAN b
Cor quian, dord i
o + Tm | & Xea 0 Xudemie i
Chis [
e Kitm cit i ddy 38 xem then nham Lih vipe
Limh wipc | Mgu i
L5 WA ma bdn =il : .
ML b Logi viin bin
004 ' Toirbic phdp iy
Lol wan ban e K
Thie bi - B | o B Trang céng bdo
h 2
ir b phip i & | oo B Danhmyc khdc

Hién thi trang Quan 1y danh muc dia ban.
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B. Cac chic ndang chinh cda phan mém

QUAN LY DANH MUC Bla BAN
+Thin | Bim @ udtmds

Fbo D3 W Q0 04 wem e o

B | 8 g b - Ten Babin

o | o Bz g e x
[ iz rasn B x

B | Hl K B x

J | we Thil Hgudn [~ ]
L] ik Pk B x .

B4 o =W 1w | EdnphifEang -804 GhngH &

- Budc 2: Tai trang Quan 1y danh muc dia ban chon Thém. Man
hinh hién thi form thém mai.

Cae trsdmeg oo déu * yéa cau phii nhap.
Thinsg tin Bja ban:

M3 dmsan )

Tén dg bdn )
Gl G lweEkdéng QLlewEThen @ Bang

- Budc 3: Tai day nguoi dung nhap thong tin dia ban (Cac truong
c6 dau (*) bat budc phai nhap%hong tin) — Chon Luu/Lwu va Dong/
Luwu va Thém/Poéng.

3. Swra
Nguoi dung ¢ thé thyc hién stra thong tin dia ban bang cach
thuc hién cac budc sau:

- Budc 1: Tai trang Quan ly danh muc dia ban chon dia ban
can stra.

- Budc 2: Chon Stra thong tin.

QUAN LY DAXH MUC BIABAN
& Thim  § XS Kedtmiu
M2 i Sy Ol an Bras mneen

i dim bdn = Tin e zdn a

l_ 02 T | B x E

g | 002 Bds hirh o x
oot e B o=
o8 Tz [~ 0E 3
03 vinh Fri B x .

Man hinh hién thi form Cap nhat thong tin.
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Sé tay huéng dan sl dung phan mém hé tro kiém tra...

e

Cac trreng oo déu * péu clu phal nhap.

Thing tin Bja bdn:
M& i ban ) [FaF |
Tén diabdn () Eidc tiang

@l QLmiBing  §LmkThim D Bing

- Budce 3: Tai day nguoi dung thyc hién stra thong tin ctia dia ban
— Chon Luu/Luu va Déong/Luu va Thém/Déng. &8

4. X0a &i\
Dé thyc hién x6a dia ban nguoi ding co qg}yen thuc hién:
- Budc 1: Tai trang Quan ly danh muc g&%an chon dia ban can xoa.

- Budc 2: Chon X6a — Chon Tlgp“%uc/Xoa
QQ\‘

QUAN LY DANH MUC BJA BAN
+min 5 % B o xstmin
E

Faociidn o2y 3 feosnom

Hién thi théng bao.

XOA DONG DUF LIEU DA CHON? *®

Ban c6 chdc chdn mudn xéa dong di¥ liéu d& chon?

Tiéptuc  Hiy lénh xda

II. CO QUAN, PON VI
1. Muc dich:
Cho phép quan tri hé thdng, ngudi dung duoc phan quyén co thé
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B. Cac chic ndang chinh cda phan mém

quan 1y thém/stra/ x6a danh sach cac don vi trong h¢ théng. Quan tri
hé théng c6 thé thém/stra/x6a don vi trén toan hé théng. Quan tri don
vi, nguoi dung duoc phan quyén c6 thé thém/sira/x6a trong pham vi co
quan, don vi ciia nguoi dung.

2. Thém

Pé thyc hién thém méi don vi quan tri hé théng, nguoi ding
dugc phan quyén thuc hién nhu sau:

- Budc 1: Pang nhap thanh cong véi tai khoan co quyén.

- Budc 2: Chon danh muc Danh muc — Chon Co’quan, don vi.

[ DANH MyEC
f1a ban QUAN LY BOXN V] S
Cor quan, domivi
CoF guian, Jom W e
: Chirs wy
. I 1 r
Ly a— ] Corcdu 16 ehvirg i wire
Linh vipe 4. [ 86 trpndp Tk N kG
1 " -
Ngardn Ky 4 Cye Cling rghi hilng tin f Logi van ban
Lot vl bin : [8] Pnong Co sd dF lEu | Thir ki phap
| —[@ Phbng hatieg Trang cdng bdo
Ther bac phap H

4 |1 Cur Bigm ra vin bdn quy pham phap ludt 1 Dank miyc kb

Man hinh hién thi trang Quan 1y don vi.

DUAY LY BT 0T
.-
o s ik g sk
e s
-=
-
Fax
FRLECLET R Y e S [y
Feclrg PR . i rlea o vl
B L e P el e i
| | bring mine rrim 4 Lo L gy mng vy & fiow Sow v gl 9 Pring b 1 Bk
Pk i - B I S s

- Budc 3: Tai trang Quan ly don vi chon Thém méi, ngudi dung
¢ quyén thém méi thuc hién: Nhap thong tin cac trudong (Cac truong
c¢6 dau (*) bat budc phai nhap) — Chon Luru/Luu va Thém.
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Sé tay huéng dan sl dung phan mém hé tro kiém tra...

3. Sira
Nguoi dung c6 quyén thuc hién stra thong tin don vi bang cach:

- Budc 1: Tai trang Quan Iy don vi ngudi ding chon don vi can sira.

LA LR B

I T -
| [ I .

ik w5 die e e pall ki

A g e T
1 oo R i ™

R ,.___“_.‘ = e EHITE [
= ] s e e 5 O RS | T e
B ooy o ok il b o o =
-1 ¥t madm ke L
1 P g Pl o ey O M= =i CHIT
': NG D B e PO Mo, -

e by '

Toin iy
& ] v P e e

) P e [T i i W s B O D ol O P W R
B v o i v e i 1
A o ek o

- P e

TP - T T

; Qe N
- Buge 2: Nhép thong tin can sira — Chon Luu/Luu va Thém.
V&
4. Xéa &

Ngudi dung c6 quyén xo6a dong@b%almg cach:

AP s s A s .oz
- Budc 1: "’f:;u trang Quan l}é?dfon vi nguoi dung chon don vi muon
x6a — Chon Xoéa. S
%L‘

QUANLE B 7]
0 oo B

|3 g o i e L s o b~ b ol il el

T Iy B v

-

1 J: sy g g Al e CHTIATE Crmam
& L Com S e e ey e g il FI T ls
{0 Py oo o ok b ol e v i
T Py g ke s £
| ~{T Py Pak e e T L Tifm sl i CHTY
B ooty ) b ol g ni, iy il
b ] v P Rl e - i
I & Lo dow rmwoargrry ® foevd W Den v mine g e L
B "o P hdioind e i b I s L
de s ook st o
& Pommg e e
B YRR

Lingi L gk Bl b [EELAT
o g g

i e i 1] 0% e o ol

Mak

Sau khi chon X6a man hinh hién thi thong bao.

BAN CO CHAC CHAN MUON XOA DANH MUC NAY KHONG? %

| Tiéptyc | Hiy Knh xéa ‘
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B. Cac chic ndang chinh cda phan mém

- Bué6c 2: Chon Tiép tuc/Hiy 1énh xéa.
5. Chirc vu
a. Muc dich: Cho phép nguoi dung quan ly, theo déi danh muc

churc vu va thyc hién dong bo danh muc chic vu dung trén phan mém
v6i danh muc chire vy tir co so dir li¢u dung chung.

b. Thém

- Buéc 1: Bang nhap thanh cong véi tai khoan c6 quyén.
R

- Budc 2: Chon danh muc Danh muc — Chon Chuc vu.
&x\
(& DaNH MUC
i b QUAN LY DANH MUC CHUC VT e
Cor quanm, Joen wi
Cor quan, dorn wi
JTiem Kidim Chnrc v
e B g Kin 0y 08 mam e nhim Link vyre
Linh wrc | Moo ke
- M3 Chic vu
Mg ki Lospl willn héin
Load wiin han Thelr i pleiy 1
| Tramng cing béo

Thir e phebp K Danh muc khac

Man hinh hién thi trang Quan ly Danh muc chuc vu.

(rewwn ]
Car tridmg of déu © yéu chu phil nhip.
Theéng tin chile wy
W chbie wy ) |
Tén chie wy °)
Cép Owdn Ly L
L::E r.II::l"; P ———
Eamh ki file

@l @ LouEideg S Leu  Thém & Bang

- Budc 3: Nhap thong tin cac truong Nhap du cac truong bat
budc nhap duoc gén dau *.— Chon Lwu/Luu va Pong/Luu va Thém/
Luu/Dong.
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Sé tay huéng dan si& dung phan mém hé tro kiém tra...

c. Stra
Pé thuc hién sira thong tin don vi nguoi dung thuc hién:

- Budce 1: Tai trang Quan Iy danh muc chire vu chon chirc vu can stra.

QUAR L& BT Wl SO 70
+TmE
o ek gl dheariram s

P i e e e e e
O
[
el B O
Pl i
ol el
e it ke g i
e e T
ova e e v

= D

..'._—,..u | ke

SLEIEI RSN T R LR Y

.i-.
B
=

ch

- Budce 2: Chon sura thong tm@%n vi.

Man hinh hién thi form %ﬁ% nhat thong tin.

— / 998 ¥
| cApmiATmONGTN X

L meteng cf diu ” yiu chu phil nhip.

Théing G chike v

Wi hie w7 ]

Té chive wu ) Bi thir thir nhdi
e Ol L ]

Cdp Tnnimp =

Glew G LemkBang &Ll &Thim @ Bang

- Budc 3: Nhap thong tin muén stta — Chon Lwru/Luwru va Péng/
Luu va Thém/Dong.

d. Xoa
Nguoi ding c6 quyén thuc hién x6a chirc vu bang cach thyc hién:

- Budc 1: Tai trang Quan Iy danh muc chirc vu chon chitc vu can x6a.
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B. Cdc chic ndang chinh cua phdan mém

- Budc 2: Chon Xo6a — Chon Tiép tuc/Hiiy 1énh xéa.

QUAR LY DiXH MpC CHUC YT E
P .
e whe b i b i e e E
E B D - | o Ehimi 2. - sk Fuly g
m—
7] ot s - ool el i "
o [T — = L3
s b [ "] =2
T e e ] W
ol ik L i
Les o [ ] H
TR T | - "
Vi g e [ W
i ki b [ £
. Vim dn md wg i - W
] oVt bl s i 1 [ =
-] s e riowde (] L]
[°] = = ' 3
---.:1 .o L . B o1 —
R
. o
Man hinh hién thi thong bdo. R\
&

XOA DONG DI LIEU DA CHON?

Ban c6 chac chan mudn xéa dong di¥ liéu d3 chon?

Tiéptuc  Hdy lénh xéa

d. Tim kiém: Nguoi dung thuc hién tim kiém don vi bang cach:
Tai trang Quan ly danh muc chtrc vu nhap tén chuc vu can tim kiém
vao 6 Tim kiém.

PUAY LT DARE MIT SR Y

& rHim g =
ol Ty e e i s
iy i L e P ~ Valewin et
o L&A l.%.l. ]
E LLE [*] 4
[= i - L1 b ] ®
iy s el ] W
Trird e [} L]
T Nk R e L [°] "
[ ] [~ L
e ™ !.
i S il [ =} H
e i "
L Thisii Sule bl E W
eie s e mlag iy [ ] "o
C EVET e rilea bl i [*] W
o] e nriwk [ o
== Sy i [ ] W
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Sé tay huéng dan si& dung phan mém hé tro kiém tra...

Hién thi két qua tim kiém.

QUAN LY DANH MUC CHUC VT
cum 4 THEM @ BOh
R et 8, iy o smm g

a Wi Chir v | Thnchim vy . = | Cipmuiniy ChpTedng
@ |eer Eue grd | ‘ =} »
@ |eeT CuE ‘ B ®
1 e sy o wwdng g oy Bu dua B x
wi @ e [ Emgimg 1-3mkeghi G

6. Linh vue

a. Muc dich
Cho phép nguoi dung quan ly thém/stra/x6a danh,%ach cac Linh
vuc, chuyén nganh. &N\
>
b. Thém &

- Budc 1: Bang nhap thanh cong VO’@al khoan c6 quyén.
- Budc 2: Chon danh muc Danh muc — Chon Linh vuc.

1| DAMH MUC
Bla ban QUAN LY DANH MUC CHUC VI e
Cor quuan, dom vi
Coor cpuan, Sorni v = E
Tim kigm Chirc vy
el Kia £t lin 43y 48 xam heo nhim Linh wipe
Linh vipc ——
5| M8 Chire iy ol
N i | Logivin bin
|__ '
Loai vin ban ThiF b phap ly
|E Trang cang bao

[T I -

Man hinh hién thi trang Quan ly danh muc linh vuec.

A LY DH ST LIYE YT
a Thilm o G g Me ) Seeds I Lt s Ppg e - w
i i dh ok n mac vam
=R B e
st Pt BB L P
Meigrale Nk iy
T My Lk b e et o B
i v e 1 e e
L gl
T ot iy i b e
s B o B e B
L e L
e vl T 2
sk i o sy e orw y an
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Frarromg 'y ol
wh i - 1
o] Wk ol 9

el sy vm

N L ) ey

iesenensconsnene

!
3
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B. Cdc chic ndang chinh cua phdan mém

- Budc 3: Tai trang Quan 1y danh muc linh vuc chon Thém.

GUAR L B S LI AT

Exm m o ooeFhsls [ 8 = L T o Tl -~ =

s o2 e iy o s P e

WM = | Tl droam
e
e o
Er bl - Laapin i - iy rophei o
o - s Tl @ D e
L 1 e
T g sl o, et emde
k' B gy By i
Tl s e mer gt e s gk Bt
Lo bt
b o i i i, e £
[FEE
Fomogmdy il dn
L LU P
Cmiem iy sl prdf vm i

FrEoDTDREREDNERER
MOEONENEMNENNEK KKK

Y
. X . A L 8
Hién thi form Thém moi 5

-~
——— e ————
Cac tneomp oo diu * yéu cia phai nhap.
Théng dm Linh wec:
STT ) 1
Téa ik wyr: 7}

i

@l @LmkbBing  ©LuskThém @ Béng

- Budc 4: Nhap thong tin cac truong Nhap du cac truong bat
budc nhap duogc gén diu *.— Chon Luwu/Luu va Pong/Luu va
Thém/Dong.

c. Stra
Ngudi dung co thé sira thong tin ctia linh vuc bang cach:

- Budc 1: Trén trang Quan 1y danh muc linh vuc chon linh vuc
can xoda.
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Sé tay huéng dan sl dung phan mém hé tro kiém tra...

- Budce 2: Chon sua thong tin.

QUAN LE BT W LIS YD
+dm i ow e nosshsls i R o i P Bl Pl - =
a3 e (b - e e e

T

!
.
P :
I
1
L]

FENEORNERNDRERER
MENNENENNEN TN K

S b - L s - Elmg mogioin Bl

S - P e )y O T
Ldm riie

T e sunns gl i ke

! Wi e b by i

Prd e, mi o v e oo
i Bl

ke e, v e, ] g i, nrmdt i nde g e oy s ol e ol sl e g sy e
kB

Didrg pds mh iy

b ks

-t iy, e e

Y
>
Hién thi form Cép nhat thong tin. 5,\\0
o5

RN
[ommonn ————————————
[ Cac truemg o6 déu = péu chu phil nhap.
Theting §n Liah wige:

BT |
T Bih g ) Cusdin i ngln sdeh; TS ehinh khic
[TLT

ll Dinh kiem file

@l @ Llméabing & Leu & Thim @ Bdang

- Budc 3: Nhap thong tin can sira — Chon Lwu/Luwu va Péng/
Luu va Thém/Dong.

d. Xo0a
Pé x6a linh vuc nguoi ding thyc hién bang cach:

- Buédc 1: Tai trang Quan 1y danh muc linh vuc chon linh vuc
can xo0a.

- Bué6c 2: Chon Xo6a — Chon Tiép tuc/Hity 1énh xéa.
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B. Cdc chic ndang chinh cua phdan mém

QUAN LY DANH MUC LINH VUG

o« Thin s S m = Kede miu T To Fef vorr — L2t P Trarg Ml - =
Hiar o | b dify 38 s bt rhém n
O s1Ta T R o

0

B x
7] | s~ Lurpbnkim- Chagaghito b i B x
7] |umu-mm:|m.:i&ummmmh *
=] | Lo i B ox
a Taiegupl khedng sin, dia ot B x
=] | it auey wosach wdy dmg B x

Hién thi théng bao.

BAN CO CHAC CHAN MUON XOA DANH MUC NAY KHONG? x

| Tiéptuc | Hiy knhxa |

o
7. Ngwoi ky \{@Q
a. Muc dich oS

Cho phép ngwoi ding quan 1y thém/sira/xéa danh sich céc
nguoi ky.

b. Thém

Pé thyc hién thém méi ngudi ky ngudi ding thyc hién céc bude sau:

- Bu6c 1: Pang nhap thanh cong véi tai khoan c6 quyén.

- Budc 2: Chon danh myc Danh myc — Chon Nguoi ky.

| Diaban QUAN LY DANH MUC ¥GUOT KY B bin

. Cor quan, dom v Cor quean, dern vi

i #Thim ~ Sm & %8 6 Xsdtmia e

[ S Ko 008 180 Ty I8 xam T Anbm Linh wipz
T L
Limh wurc Hgurdri ky

| & | Tena ~ | 58 téncon lai i -
Mipwror ky R 5 LLoal véin ban

| p— i Ll | Bul Cach Tuyen Thie b phiip i

— [ | Bii Wanh Hai Trang clag biic
(Bl [ | Bl Cuang Vinh Dank mc Rk
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Sé tay huéng dan sl dung phan mém hé tro kiém tra...

Man hinh hién thi trang Quan 1y danh muc ngudi ky.

AN LT DU ML S Y
u Teim o g S sk
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- Bude 3: Tai trang Quan 1y danh m%c@gueyi ky chon Thém.

¥
L3

&
. ¢
gl L DL L Sl KR
oo om0 asoeds
b il el e
[=R% Y T
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el M
O warimeeh
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i
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Hién thi form Thém méi

THEM M1 = %
Céc trwdomg c6 diu * yéu cau phai nhap.
Théng tin Nguwi ky:
Ten (*) |

©Llru @ Lvu&Bong & Lwu & Thém @ Bong

- Budc 4: Tai day nguoi dung thuc hién nhdp thong tin cac truong
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B. Cac chic ndang chinh cda phan mém

(nhap du cac truong bit budc nhap duge gin dau *). — Chon thao tac
Luu/Luu va Péong/Luu va Thém/Dong.

c. Stra

- Budce 1: Trén trang Quan ly danh muc nguoi ky chon nguoi ky
can sua.

- Budce 2: Chon sura thong tin.

AN LT N U SO EY

# Thim B e & Bk b
i il e i e W
= T O

s PN DR EREDLD R

B TG
Form [ Ty
i

Bk e e
RO
e |
G T PTG

o a2 v o4 o0 e or ow[epm) |13 & egrameey

HENEMNENRENMEEN NN

1
i
)
[

-
Hién thi form Cap nhat thong tin.

CAP NHAT THONG TIN XX
Céc trisdmg co déu * yéu ciu phil nhap.

Théng tin Nguweda ky:

Ten [*) Bii Cach Tuyén|

Ll O Luibong ©LouikThém @ Dong

- Budc 3: Nhap thong tin can stra — Chon Luru/Luu va Péng/
Luu va Thém/Dong.

d. Xoa
Dé x6a ngudi ky nguoi dung thuc hién bang cach:

- Buédce 1: Tai trang Quan ly danh muc nguoi ky chon nguoi ky
can xo0a.
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Sé tay huéng dan si& dung phan mém hé tro kiém tra...

- Budc 2: Chon Xo6a — Chon Tiép tuc/Hiiy 1énh xéa.

[HELREE SRR ST HE. P |

LSl u:ul-l-
hl!h&ﬂmhq—m
e v

S i Dy ik
o i s
P P W
WA b
(ST LT
e e
P L s
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[ L 2t o]
Ty B Bl

pIREREREIREREDE
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Hién thi thong bao. 7

BAN CO CHAC CHAN MUON XOA DANH MUC NAY KHONG?

| Tiéptuc | Hiy Knhxéa |

8. Loai van ban
a. Muc dich

Cho phép nguoi dung quan ly, theo doi danh muc loai van ban
QPPL va thuc hién déng bd danh muc loai VBQPPL dung trén phﬁn
mém véi danh muc loai van ban QPPL tir co s¢ dit li€u dung chung.

b. Thém

bé thuc hién thém mai loai van ban nguoi dung thuc hién céac
budc sau:

- Buéc 1: Bang nhap thanh cong véi tai khoan c6 quyén.
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B. Cdc chic ndang chinh cua phdan mém

- Budc 2: Chon danh muc Danh muc — Chon Loai van ban.

Pia bin | QUAN LY LOAI VAN BAN S
: | Cor quan, dom wi
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Man hinh hién thi trang Quan 1y loai Vénga“‘n.
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- Budce 3: Tai trang Quan 1y loai van ban chon Thém.
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Sé tay huéng dan sl dung phan mém hé tro kiém tra...

Hién thi form Thém mé&i

o ix]
Cibe st et s ™ i ool prhiil nhdp.
Thding tin Lo win B

Tiin beui vl Ein )

W i )

Thirwr phae i 71

Trn s il iz ) Mgy
S D N im lzm

CLyF]

&+

@ Ll @ LmBEbBong S Leuk Thém D Bdng
o o

- Budce 4: Nhap thong tin cac@ﬁuong (nhap du cac trudng bat

budc nhap duoc gin diu *). —>@E\Jhon Luwu/Luu va Péng/Luwu va
S

Thém/Doéng. P

c. Sura

- Budc 1: Trén trang Quan 1y loai van ban chon loai van ban
can xoa.

- Budce 2: Chon sua thong tin.

OUAY LT Lo VY AR
4 Tisdems WSk ke ke
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1
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Hién thi form Cap nhat thong tin.
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B. Cdc chic ndang chinh cua phdan mém

Cde metmg co diu © yéu chu phal nhép.
Theinig tin Lol wiin bdn:

Téa laqi viin bdn 7} Eac hudf

Ky hidu )

Trer ir phap v ')

Thexi gian hidu e (= {Mgar

hoi ban hidnh Tim kism

Mg

Sl SLuitbing SlLuETem D Bing

o 2
- Budc 3: Nhap thong tin can stra ﬁ huc hién thao tac Luu/
Luu va Péong/Luu va Thém/Déng. &
S
d. Xo6a @»"
S .
- Budc 1: Tai trang Quén%%d%ﬁai van ban chon loai van ban can xoa.

- Budc 2: Chon Xéa — Thuyc hién thao tac Tiép tuc/Hiy Iénh xéa.
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Hién thi thong bao.
BAN CO CHAC CHAN MUON XOA DANH MUC NAY KHONG? %

| Téptc | HiyKnhxéa
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Sé tay huéng dan si& dung phan mém hé tro kiém tra...

9. Thir bac phap ly
a. Muc dich

Cho phép nguoi dung quan ly thém/stra/x6a danh sach céc thu
bac phap ly cia VB QPPL theo loai VBQPPL va noi ban hanh.

b. Thém
- Bu6c 1: Bang nhap thanh cong véi tai khoan c6 quyén.

hl'&bélc phap 1y.

- Budc 2: Chon danh muc Danh muc — Chon T

>
e | s e o ]
Dia b QUAN LY THI" BAC PHAPLY Bia bin
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\ N < A . 5 ’ ) A , ’
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- Budce 3: Tai trang Quan 1y tht bac phép 1y chon Thém.
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B. Cdc chic ndang chinh cua phdan mém
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Hién thi form Thém mai. N

LX

Cae trisdmg ob ddu * yéu chu phai nhdp.
Théng tin Thie bic phip Iy:

Loai van bdn *} — Chon Loai vén ban — = Co quanban hanh

Tén a3y ad ) Trilr be phap 1§
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- Budc 4: Nhap thong tin‘%():éc truong (nhap du cac trudng bat budce
nhép duoc gan dau *).— Chon Luu/Luu va Déng/Luu va Thém/Dong.

c. Sura

- Budc 1: Trén trang Quan 1y thtr bac phap Iy chon thtr bac phap
1y can stra.

- Buéc 2: Chon sua thong tin.
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Sé tay huéng dan sl dung phan mém hé tro kiém tra...

Hién thj form Cép nhat thong tin.

CAP NHAT THOKG TIM

|

Cée truetmg eb din * yéu chu phii nhip.

Théng tin Thir biac phip Ij:
Leai wan bdn ) B ludf | Coguan ban ks
Tén Sy 0 B4 ludt | hirede phae 10

@lw @ Lw&Béng @ Lweu & Thim @ Béng

- Budc 3: Nhap thong tin can sira — Chon Luwu/Lwu va Péng/
Luwu va Thém/Dong.

3R
d. Xoa &3
- Budc 1: Tai trang Quan 1y thir bac pha'lpy\xl,ﬁN chon thur bac phap
1y can xo6a. &

S
- Budc 2: Chon X6a — Chon Tiépgﬁ?c/Hﬁy Iénh xo6a.
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Hién thi thong bao.

BAN CO CHAC CHAN MUON XOA DANH MUC NAY KHONG? %

| Téptyc | HiyKnhxca
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B. Cac chic ndang chinh cda phan mém

9. Trang cong bao
a. Muc dich

Cho phép nguoi dung quan ly thém/stra/x6a danh sach céc trang

cong bao.
b. Thém
- Bu6c 1: Pang nhap thanh cong véi tai khoan c6 quyén.

- Budce 2: Chon danh myc Danh myc — Chon Trarig cong bao.
&\,
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- Budce 3: Tai trang Quan 1y cac trang cong bao chon Thém.
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Sé tay huéng dan sl dung phan mém hé tro kiém tra...

RN LY kL TRARG Dl B
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Hién thi form Thém moi. Q\@&
THEM Mn
Cie neimg cf diu * yéu chu phai nhip.
Théng tin Trang cdng béo:
Tén trang (") |
Bta chi (URL) ")

Cor quan quan Iy i)
Gl @ lvubkbBing G LlvukThém 0 Béng

- Budce 4: Nhép thong tin cac truong Nhép du cac truong bat
budc nhédp dugc gan dau *.— Thuc hi¢n thao tic Luu/Luu va Pong/
Luu va Thém/Dong.

c. Sura

- Budce 1: Trén trang Quan ly cac trang cong bao chon trang cong
bao can sua.

- Buéc 2: Chon sua thong tin.
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B. Cdc chic ndang chinh cua phdan mém

Hién thj form Cép nhat thong tin.

CAP NHAT THONG TIN

Céc tromg o6 dau * yéu cau phai nhap.
Thong tin Trang cong bao:

Tén trang [*) Cor 56 dir lidu quéc gid
ia chi (URLY ™) http:/fvbpl vn/Pages/portal aspx

Corquan quan I ) Bé& tr phap
OLlm SLlu&bing @ LewkThém O Bong

\Y

e
‘ Nl
- Budc 3: Nhép thong tin can stra — Thuc hién thao tac Luu/Luu
va Déng/Luu va Thém/Déng. &
&
d. Xoa &
>
%L/

Pé x6a trang cong bao nguoi dung thuc hién bang cach:
- Budc 1: Tai trang Quan ly cac trang cong bdo chon trang cong
béo can xda.

- Budc 2: Chon X6a — Thuyc hién thao tac Tiép tuc/Hiy 1énh xéa.
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Sé tay huéng dan si& dung phan mém hé tro kiém tra...

Hién thi théng bao.

BAN CO CHAC CHAN MUON XOA DANH MUC NAY KHONG? x

Tiéptuc | Huy Knh xéa

I11. BAO CAO
1. Tong hop két qua kiém tra vin ban

Muc dich: Nham béo céo, théng ké cae két qua kiém tra vin ban
theo timg nam, ky, thang hay ngay kiém tra. Dé thyc hién bao cdo két
qué kiém tra van ban ngudi ding c6 thé thao tic nhu sau:

- Budc 1: Bang nhip vao hé théng bang tai khoan co quyén
Bao cao.
- Budc 2: Tai giao dién trang chu chon chirc ndang Bao céo.

- Budc 3: Chon chirc ning Tong hop két qua KTVB, khi d6
giao di¢n Téng hop két qua KTVB xuét hién — Chon céc tiéu chi
bao céo twong tng — Chon chic ning Két xuit file excel dé xuét file
béo céo bang excel.

2. Tong hop két qua ra soat vin ban

Muc dich: Nham béo céo, thong ké cac két qua ra soat vin ban
theo timg nam, ky, thang hay ngay. Dé thuc hién bao cao két qua ra
soat van ban ngudi ding co thé thao tac nhu sau:

- Bué6c 1: Dang nhép thanh cong vao hé théng bang tai khoan c6
quyén Béo cdo.

- Budce 2: Tai giao dién trang chu chon chirc nang Bao cao.

- Budc 3: Chon chiic ning Tong hop két qua RSVB, khi d6 giao
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B. Cac chic ndang chinh cda phan mém

dién Tong hop két qua RSVB — Chon cic tiéu chi bao cdo tuong g
— Chon chirc nang Két xuit file excel dé xuat file bio cdo bang excel.
3. Danh muc viin ban hét hiéu lwc, ngwng hiéu lic toan b
Muc dich: Nhim bdo cdo, théng ké, bao céo cac van ban hét
hiu lyc, va ngung hiu lyc toan bd. Pé thuc hién bao cdo van ban hét
hi¢u luc, ngung hi¢u luc toan by nguodi dung co thé thao tac nhu sau:

- Budc 1: Pang nhap vao hé thdng bang tai khoan co quyén
Béo céo.

- Budce 2: Tai giao dién trang cht chon churc ndng Bao cao.

- Budc 3: Chon chirc ning VB hét HL, ngwng HL toan bd, khi
d6 giao dién Danh muc VB QPPL hét hiéuhirc, ngung hiéu luc toan
b — Chon céc tiéu chi béo cdo twong trng: Co quan ra soat, Hinh thirc
bao cdo, Co quan ban hanh, Loai van'ban, Nam — Chon chirc nang
Két xuit file excel dé xuat file bao'céo bang excel.

4. Danh muc vin ban hét hiéu lrc, nguwng hiéu lwc mét phin

Muc dich: Nham bédo cdo, thong ké bao céo cac vin ban hét
hiéu lyc, ngung hiéu luc mot phan, dé thyuc hién bao cao két qua danh
sach cac van ban hét hiéu luc, ngung hiéu lyc mot phan ngudi dung co
thé thao tac nhu sau:

- Budc 1: Diang nhép tai khoan c6 quyén Bao céo.

- Budce 2: Tai giao dién trang chti chon chure nang Bao cao.

- Budc 3: Chon chirc ning VB hét HL, ngwng HL mdt phén,
khi d6 giao dién Danh muc cac vin ban hét hiéu lwc, ngung hiéu lre
mot phan — Chon cic tiéu chi bdo cdo twong tng — Chon chirc ning
K¢ét xuat file excel dé xuat file bao cio bang excel.

5. Danh muc van ban con hiéu luc

Muc dich: Nham bao cédo, thong ké danh muc cac van ban con
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Sé tay huéng dan si& dung phan mém hé tro kiém tra...

hiéu luc, dé thuc hién bao cdo két qua danh sach cac van ban con hiéu
luc ngudi dung c6 thé thao tdc nhu sau:

- Budc 1: Bang nhip vao hé théng bang tai khoan co6 quyén
Bao cao.

- Budc 2: Tai giao dién trang chu chon chirc ndng Bao céo.

- Budce 3: Chon chtic nang Van ban con hiéu lwe, khi d6 giao
dién Danh muc cac van ban con hiéu lwec — Chon céc ti€u chi bao
céo tuong ing — Chon chirc ning Két xuit file excel dé xuat file bao
c4o bang excel.

6. Danh muc van ban can di€u chinh, stra*doi
Muc dich: Nham bdo céo, thong ké bdo cdo danh sach cac van

ban can di€u chinh, stra doi.

bé thuc hién bao cao danh sachicac van ban can diéu chinh, stra
do1, nguoi dung cé thé thao tac nhur sau:

- Budc 1: Dang nhép thanh cong vao h¢ thong bang tai khoan cé
quyén Béo cao.

- Budc 2: Tai giao dién trang chu chon chtic nang Bao cdo.

- Budc 3: Chon chiic nang Danh muc VB QPPL can diéu chinh,
stra doi, khi do giao dién danh sach cac van ban can di€u chinh, stra
do1 xuat hién nhu hinh sau:

A A F A, [ AT, - - | e e B |
Thag hop ele gus KTVE BN MU VI GPPL CAN Bty CHEXH, 5K BT
Thag himp B Jul HIVE

séimren 484 win bdn 7

o gtk 4l RN G Y 1 - p g B AL 5 [ L Pl 0 A 01 Bl

I HTH 03 b b S g s - Lok b
WH 1 HL, gireg SL 3dn b

W1 héi HL, ngareg BL méi phin
LLLCE

L]

WH e b chinn, e 0
ks o VL C e B

S WS 08 R

|
- Budc 4: Nguoi dung chon cac ti€u chi bado cdo tuong ing —
Chon chtrc ning Két xuit file excel dé xuit file bao cao bing excel.
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B. Cac chic ndang chinh cda phan mém

7. Bao cao van ban chwa xur ly

Muc dich: Nhim béo cdo, thong ké danh sach cac vin ban trai
phap luat dd kiém tra nhung chua xir Iy. Dé thuc hién bao cdo danh
sach cac vin ban chua xtr Iy ngudi dung c6 thé thao tac nhu sau:

- Bu6c 1: Pang nhép thanh cong vao hé théng bang tai khoan c6
quyén Béo cdo.

- Budc 2: Tai giao dién trang chu chon chirc ndng Bao céo.

- Budc 3: Chon chirc nang Bao cdo VB chua xtr lykhi dé giao
dién danh sach cac van ban chua xur Iy — Chon cée ti€u chi bdo céo
turong tng — Chon chirc ning Két xuit file excel'de xuit file bao cdo
bing excel.

8. Bao cao Van ban da xir ly

Muc dich: Nhim bao c4o, théng ké béo cao danh sach cac van
ban trai phap luat di duoc xir Iy. DE thuc hién bao cao danh sach cac
van ban d xir Iy nguoi dung cé:thé thao tac nhu sau:

- Bu6c 1: Pang nhap thanh cong vao hé théng bang tai khoan c6
quyén Béo cdo

- Budc 2: Tai giao dién trang chu chon chirc ndng Bao céo.

- Budc 3: Chon chiic nang Bao cao VB da xir ly khi d6 giao dién
danh sach cac van ban da xtr ly — Chon céc tiéu chi bao cdo tuong ing
— Chon chirc ning Két xuit file excel dé xuit file bao cao bang excel.

9. B4o c4o vin ban di kiém tra

Muc dich: Nham béo cao, théng ké danh sach cac van ban trai
phap luat da duoc kiém tra.

Pé thuc hién bao cdo danh sach cac van ban di kiém tra nguoi
dung c6 thé thao tic nhu sau:

- Buéc 1: Diang nhap thanh cong vao hé thong bang tai khoan co
quyén Béo cdo.
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Sé tay huéng dan si& dung phan mém hé tro kiém tra...

- Budc 2: Tai giao dién trang chu chon chttic nang Bao cdo.

- Budc 3: Chon chirc ning Béo cdo VB di kiém tra khi d6 giao
dién danh sach cac vin ban di kiém tra — Ngudi dung chon céc tiéu
chi bao cao twong tmg — Chon chirc ning Két xuit file excel dé xuat
file bao c4o bang excel.

IV. QUAN TRI
1. Nguwoi dung

a. Muc dich: Cho phép nguoi dung 13 quan trj k¢ théng quan
ly, thuc hién thém/stra/x6a danh sach ngudi dung trén toan hé thong.
Can bd quan tri tai cac co quan, B9, nganh, co s¢co thé thém/stra/x6a
nguoi dung trong pham vi co quan, B, nganh; co s6.

b. Thém méi
- Budc 1: Bang nhép thanh congvao hé thdng véi vai trd quan tri.

- Budc 2: Chon danh muc Quan tri — Chon Nguoi dung.

(. B B | 4 =] | i A QUAN TR -
Tim ke QUAN LY NGUGT DUNG Thom o4 ki e
A ] Corcdu th enre Mgurdr diing
4 [[] B3 trpnap +THEM | @ x0a vaitrd
f lid Gyt Gdng ngné théng tin Kibo ¢ft iin Tay a8 xem theo nhom Phén quyin
| -[E] Phing Co s& diF ligu C R i | NNt ky
L-[E] Pnhbngnating Tham sd it ihiing
; ~ 1 Cye Kidm tra van bl quy pham phap luit 0| Qudn tri phin mim guantri Sao hru dir Béu

R

Man hinh hién thi trang Quan 1y ngudi dung.
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B. Cdc chic ndang chinh cua phdan mém

- Bu6c 3: Chon don vi dé thém méi nguoi ding — Quan 1y
ngudi ding chon THEM.

e metmy ob dia * whu ciu phal nhip,
Tharg tn raguees sir dung;

Ténd8ng rivdp ) | A B 5T B ek bl 1 khedn

Wit khdu ) Mo byl ik ki 7}

Hag Mn?| (Gl s Mar

Emal = @in thagl

Higdy sini =

Biachi e we ) 1Zhion Chire Wi -
0 Fiai chibn don i [0 Bl chién phang ban Pha) ricn 7 ks +

Slm Glm&feg  ©lmETem  § Bang

&4

.§ .

- Budc 4: Nhap thong tin nguoi dung (Cac truong co6 dau (*) la
cac trudng bat bude phai nhap thong tin) — Chon Luu/Lwru va Péng/
Luwu va Thém/ Pong.

c. Sura

- Budc 1: Tai trang Quan 1y nguoi dung chon don vi ¢6 nguoi
dung mudn sira thong tin.

- Budc 2: Chon chirc ning stra thong tin dé thyc hién thay doi
thong tin cua nguoi dung.

Lk 3 AN LV XOUEN B
A Licrcidoun

U — & THEM g mia
4 Goncinuinign Feb MY M 03 e i e
| Fm resco s

{8 Frisgaadeg
#— g Coc Wil i i il s i b

v B L
0 FrasyFransde i nds PR O | TinckiTim Lo
| LB Prasg A s ning néa, nop indeede 18a

Présg Coad oF e il
¥ il simimbie | Paphing & | &
L

Man hinh hién thi form sira thong tin.
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Sé tay huéng dan sl dung phan mém hé tro kiém tra...

CAP REAT THOME TH

Ciie Uy 15 il * i ity phii nhip.
Thing tis ngudi sd dung:

Tin &ing kg ™1 husabo 51T ¥ Kich koot B khaan
Tty & rrad e =
H M) Jmang Kxsin Hoean [z tinh ham -
Frrasl S ik o
Mgy sirh - |
B chi Chim: g ) Ly pha .
11 Bl diien im0 Bl i plvisngy bany P rich i bidir -
@Llini D LimEBing @ Leu L Thém D Bhing
-
- Budc 3: Nhap thong tin can stra — Clgz%'n Luu/Luu va Dong/
Luwu va Thém/ Pong. I
AQJ
- e
d. Xoa O

&
- Bu’orc 1: Tai trang Quan tr@lgu’orl dung chon don vi c6 nguoi
ding mudn xoa. %%
- Buéc 2: Chon nguoi ding mudn xéa — Chon Tiép tuc/Hity

Iénh x06a.

[T T KEfa NG DENG
4o ] corcdw deemre

L # el g s o
A= L Cal ey g miag e ol 404 i 5 e e i
| -l Peacr s
| !ﬂ iy O Hplna

b= L Carbid 3 i i g pp bl

—
| |-B Preng Preg serird ebeg oPRL

| =

| LB rroirs i st ok g e, e e e L lioe

ilrbas QFFL

- Budc 3: Chuong trinh xuét hién théng béo x4c nhan xéa nhu hinh.

XOA BAN GHIDA CHON ®

Ban c6 chac chdn mudn x6a Hoang Xuan Hoan?

Tiéptuc | Hiy lénh xda
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B. Cac chic ndang chinh cda phan mém

- Budc 4: Chon Tiép tuc/ Hiy Iénh xéa.
d. Phan quyén cho ngudi ding

- Budce 1: Tai trang Quan tri nguoi dung chon don vi c6 nguoi

ding mudn phan quyén.

- Buéc 2: Chon chirc nang phan quyén cho nguoi dung.
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LGy +THEM @l Tim b

e ] Cue leg rgaimbay e Kbkt H o m non
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Man hinh hién thi. F@%
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Tai day quan tri co thé thyuc hién chon lai vai tro cho nguoi dung.

Céc quyén dugc hién thi twong tng vai vai tro.
e. Tim kiém ngudi dung

Tai trang Quén 1y ngudi dung nhap tén dang nhap vao 6 tim kiém

dé thyc hién tim kiém nguoi ding.
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Sé tay huéng dan si& dung phan mém hé tro kiém tra...

L LE e e m

i o
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NS i RE,
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2. Vai tro
. Vai tro S
Y
2O
’ A
a. Muc dich D
\\“

Cho phép ngudi dung 1a quan tri héﬁlong quan ly thém/sura/x6a
danh séch vai tro nguoi dung va capephat (thém/x06a) danh sach quyén
st dung cac churc nang trong he@ﬁong cho tung vai tro, nhém nguoi
dung theo dung phan cép, phéﬁ quyén cua cac nhom ngudi ding trong

co quan, t6 chic.
b. Thém
Cac buoc thuc hién:

- Bu6c 1: Dang nhap thanh cong vao hé théng voi vai trd

quan tri.

- Budc 2: Chon danh muc Quan tri — Chon Vai tro.

s [

OIS .. QUAN LY NGUOL DUNG Tham sé kibm tra
4 ] Corcluth chire ) Nguwér ding
L. ) stwenap + THEM  § xOa i niins i
4 [[] Cuc Cong nghé théng tn Kéo e811&n By ok xem theo thom Fhiin quyén
L@ ehing co st ligu Py PEm—— | Nhatki
= n w | Tén nl
—[) Phing hating b | B Tham 5 hi théng
Jj-- 4 cuc i fra van bén quy pham phap ludt [ | oudin trj phin mém quantri Sao hru diF lifu
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B. Cdc chic ndang chinh cua phdan mém

N
N\ b A .
Man hinh hién thi.
A O T B R R BT e prTENEL BT i
[ [ = .
W“P . = s H e i
Wil Wehlg L ol N o b e T e L Flmd it vl b
Pl phary e . il b 2P B o & ) s
Shidne L + g
[ Wiarge il P "+ ol s (9L A il R Mg
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[T THEET g - 1]
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Trdmem amiaa | o@mssmcn joems DnEmmi mmeg a0 ) comd Dhag an s sa g debng Emadi | oasE i ) ke aniu
. A &
- Budc 3: Chon Thém.

.2 . N
Man hinh hién thi. S

Thiing tin wai Ied
TEn vai (™)

Kindsra 525 SN

@ L & Bang

- Bu6c 4: Nhap thong tin cac truong (nhap du cac truong bat
budc nhap dugc gén dau *)— Chon Luu/Doéng.

¢. Sira: Dé thyc hién stra thong tin vai tro, quan tri thuc hién theo
cac budc:

- Budc 1: Tai danh sach vai tro chon vai tro can sura.
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Sé tay huéng dan sl dung phan mém hé tro kiém tra...

- Budc 2: Chon Stra.

T A T ) TS BN D o QN e I AR

s (¥ Smace
ol aptir g o
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;H“‘ T ———— B 5 o v i
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I
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e
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Man hinh hién thi form stra thong tin.
e}
\(}Q'O.
Cac trwbmg of diu * peu chu phil nhip.
Thiineg tin wal trd
Tén val tro[*) [ neéng
Mhii siraung T kideey =
Bind ks Tili -
Gl B Bing

- Budc 3: Nhap thong tin can thay d6 — Chon Luu/Péng.
d. Xéa: Dé thuc hién x6a vai tro, quan tri thuc hién nhu sau:
- Budce 1: Tai danh sach vai tro chon vai trd can x6a.

- Budc 2: Chon Xoa.
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B. Cdc chic ndang chinh cua phdan mém
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Man hinh hién thi thong bao.
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LT
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THONG BAO x

Ban c6 chdc chan mudn xoa vai trd dang chon?

- Budc 3: Chon Luu/Déng.

d. Xo0a nguoi dung

- Budc 1: Chon chiic nang xoa.
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Sé tay huéng dan sl dung phan mém hé tro kiém tra...

Hién thi thong bao.

BAN CO CHAC CHAN MUON XOA KHONG? %

Tiéptuc  Huy Iénh x6a

- Buéc 2: Chon Tiép tuc/Hity 1énh xéa.
e. Phan quyén cho vai tro B
- Budce 1: Trong danh sach vai tro chon vai tr&*ﬁe phan quyén.

- Buoc 2: Trong giao dién DS quyén hﬂaong dwoe cip chon

quyén dé cap cho vai tro. %\Q@
- Budc 3: Chon miii tén dé thuc hlén gan quyén cho vai tro.
o
TANH SACH VAT TR B QUVEN KIONG I CAF - _wmiht\tch
et e [ri=e.
mu:mumuammm B 3 g oving e .'
Tasdrg phng Kabn va vdn bin QPFL ) |7 S
Hatin & » | Tinuting mip . [ [
sl 1 prdnmém L x = E
e i Wb Chuparien x S

Sau khi gan quyén, trong DS quyén di dwoe cip s& xuit hién
thém quyén vira cip cho vai tro.
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B. Cdc chic ndang chinh cua phdan mém

f. Thu hdi quyén da gin cho vai tro

- Budc 1: Trong danh sach vai tro chon vai tro dé thu hdi quyén.

- Budc 2: Trong DS quyén da dwge cip chon quyén dé thu hoi
— Chon mili tén dé thyc hién thu hdi quyén.

TARH SACH VAL TR

B QUVEX KRONGRCRCCAP

Cic tnrdng Cut Kim i vds bon
Pt phieg Kim tra van bin QPPL

DEGEVEN DA DU CAP
1 Rl side vlin bl
0 i e i

B g it e
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Hién thi thong bao. ;@%
&
oy
THONG BAO x

Ban c6 chac chan mudn x6a quyén nay?

Tieptuc = Hiy

- Budc 3: Chon Tiép tuc/Hily.

Sau khi thu hdi quyén, trong DS quyén khéng dwore cip sé hién
quyén vira thu hoi.
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Sé tay huéng dan si& dung phan mém hé tro kiém tra...

3. Phan quyén
a. Muc dich

Cho phép nguoi dung 13 quan tri hé théng; Quan tri Bo, nganh,
co s& quan 1y thém/stra/xoa quyén nguoi ding, gan/thiét 1ap cac vai trd
cho timg nguoi dung trong hé théng. Quén tri hé thong (quan tri cao
nhat) c¢6 thé phan quyén cho tit ca nguoi ding trong hé théng. Quéan
tri B9, nganh, co s& ¢ thé phan quyén cho nguoi ding trong pham vi
B9, nganh, co s¢ dugc giao quan ly.

X R
b. Phan quyén nguoi dung \\}“

¥
Pé thuc hién phan quyén nguoi ding, quarbﬁl thuc hién:

- Budc 1: Dang nhdp thanh cong V@O he thong voi vai tro
X

quan tri. 5
Q
. . e A A
- Budc 2: Chon danh muc Qua,\(mn — Chon Phan quyén.
5O
. QUAN TR -
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Man hinh hién thi.
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B. Cac chic ndang chinh cda phan mém

- Bué6c 3: Chon ngudi dung dé phan quyén.
Man hinh sau khi chon ngudi dung dé phan quyén.
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- Buoc 4: Trong DS vai tro chon Th;em vai tro cho nguoi dung dé

thuc hién cap thém quyén cho ngu’m-ﬁung
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Sau khi chon vai trd dé cip thém cho ngudi dung thi nhitng quyén
cap cho vai tro d6 s& dugc cip cho ngudi dung vira dugc thém vai tro.

c. Thu hdi quyén clia ngudi ding
Dé thu hoi quyén cua nguoi dung, quan tri thuc hién:

- Budc 1: Pang nhap thanh cong vao hé théng v6i vai trd quan tri.
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Sé tay huéng dan sl dung phan mém hé tro kiém tra...

- Bu6c 2: Chon danh muc Quan tri — Chon Phan quyén.
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Man hinh hién thi.
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B. Cac chic ndang chinh cda phan mém

- Budc 4: Trong DS vai trd mudn thu hoi.
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Sau khi chon vai tro dé thu héi caa n%tﬁ‘}l dung thi ngu’(‘yi dung sé
khéng thuc hién dugc cac quyén cia Vag,»tro d3 bi thu hoi.
\\
d. Tim kiém nguoi ding ;@\\

)

Tai trang Phan quyén, nhapf\én dang nhap vao 6 tim kiém dé thuc
hién tim kiém nguoi dung.
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4. Nhat ky
a. Muc dich
Cho phép ngudi dung 1 quan tri hé thong, quan tri don vi hodc

dugc dugc phan quyén co thé quan 1y va theo ddi nhat ky truy cép.

173



Sé tay huéng dan si& dung phan mém hé tro kiém tra...

b. Tim kiém
Pé thyc hién tim kiém quan tri thyc hién nhu sau:

- Budc 1: Bang nhép thanh cong vao hé thong véi vai trd quan tri
— Chon danh muyc quan tr1 — Chon Nhat ky.
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Man hinh hién thi trang Danh sach nhat ky.
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- Budc 2: Tai ddy quan tri c6 thé nhap cac théng tin dé tim kiém
theo: tén ngudi ding, tim kiém theo thoi gian, hanh dong.

c. Két xuit thong tin nhat ky ra file

Quan tri co thé thuc hién két xuét thong tin nhat ky ra file
bang cach:

- Budc 1: Tai trang Danh sach nhat ky chon EXPORT.

174



B. Cdc chic ndang chinh cua phdan mém

BASH EACH SHAT KV

= = o  pprre—r 1 uan

ool A s B e Wi ety
e g . =P = | Fiiei-giam = i -
W TR A A RS ]
[ ] HIEEIE BT [N H Cieny v e
L ] e E ] ity el Ly ]
] uTAL BEATHH ST H B s AL BLIO-LH T2 S L
- gt 1] T R B Doy =l
[N ] [TE TE] WA 1L U e = e
ra— UTERY S e e P B e 00 Wl ot o.mg e[y w emy
Ly TETOEE T & Thia ke L o e koo IR T T P w0 Y O el
Lo L R a2 1y T L
i uraal TR A T
e i T e [ =
i ran TARATS 1E (SN
] He RGN AT B Py =
] uTER1 WD LA ot i
NY
I3 "Q;Q'
\ 1 A . A ,
Man hinh hién thi form Tao file nhat ky. %QQ

&

TAO FILE NHAT KY

Cac trwomg c6 dau * yéu cau phai nhap.
Tir ngdy (*) | iir| pén ngay () |

u"“‘ v 2016 '“Tgnﬂleuhm:i © Déng

Su Mo Tu We Th Fr 3Sa

1
2 3 4] s & 7
9| sl 1) 92 13 M s y
16 97 13 0 20/ 2| 22| pummem S e o
23 24 25 28 327 28 29 Ddic9e1Def6B412-0603-4308-DadT-dE
L 1 nhép

Tai form Tao file nhat ky quan tri thyc hién:

- Budc 2: Nhap ngay dé tao file bao céo.

TAD FILE NHAT KY

Cac trwimg cé déu * yéu ciu phéi nhip.
Tirngdy () 02/10/2016 B pénnoay () 051002016 A

¢ Tao File NhitKy @ Béng
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- Budce 3: Chon Tao file nhat ky/Dong.

d. Xo0a nhat ky

Quan tri c6 thé x6a nhat ky béng cach:

- Budc 1: Tai Danh sach nhat ky chon Xoa.
Man hinh hién thi form Xo6a nhat ky.

XOA NHAT KY

Cac trwimg co dau * yéu cau phai nhap.
Tir ngdy %) | k= Bén ngay (%) - =

S5u Mo Tu We Th Fr 3a

A -
9 1w 11 12 13 14 15 r
16 i7 18 19 20 A 2 T T T T e T TR T, -
2 24 3% 2% 37 2| M Bdic9e1b efb68412-06b3-4 308-9ad7-d8

0 A 1 nhgp

Tai form Xo6a nhat ky quan tri thuc hién:
- Buéc 2: Chon ngay dé x6a — Chon Xéa/Péng.

XOA NHAT KY

Cac trnwomg co dau * yéu cau phai nhap.
Tirngdy () 021002016 oén ngdy ) 03102016 i

% Xéa @ Déng
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