Eoffice — Hé théng quan 1y vin ban Thiét ké va phat trién PSC Portal

PHAN MEM
QUAN LY VAN BAN

HUONG DAN SU DUNG DANH CHO CAN BO XU LY VAN BAN

THONG TIN HO TRQ:

= DPién thoai van phong: 058. 3604.707

HOQ VA TEN SO DIEN THOAI EMAIL

Truong Phung Tién 0973.153.100 phungtienkh@gmail.com

V6 Duong Truong Thinh 0165.795.0072 | voduongtruongthinh@gmail.com
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PHAN I: PANG NHAP HE THONG & POI MAT KHAU
CAC BUOC PANG NHAP HE THONG

Budéc 1: Nguoi ding dang nhap bang tai khoan va mat khau do hé théng cung cap
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Tén dang nhap : [ ndhoa ‘ ]

Mt khgu : ~ -sseese

— DOFFICE Bing.nhap

Hinh 1: Dang nhap hé thng
Sau khi ding nhap hé thdng s& hién thi giao dién chinh cua chirc nang [Xir Iy cong viéc]
CAC BUOC POl MAT KHAU

Budéc 1: Chon [Poi mat khau] & goc phai phia trén.

Zhao mirng ban dén vii website Eoffice ! Xin chao : dtntram | [Thoat] [B6i mat khiu]

@ chuaxem({1001) ® Pangx® i(15) © Quahan@54) O B3 chuydn(9263) © B3 hoanthanh(15108) © Tt ca(2s5746)
Tim theo |Sé ky hiéu v | Tirknéa [Nhap tir khoa tim kidm Tim
Trang  Ngudichuyén Mg xi Iy $6 ky hiéu Trich Yéu
thai  viec 2
E o . . i o
. B8 phan Tigp Phan Thi Huyén V_.’\{ HEM x?t dinh cl’jlnh'ngl dur'!g \ra:n l??n sd
Mguyen Duong P - ngay 29/8/2012 hoac od van ban tra loi c*
e Thiy Ha dan va xirly don Xudn Lan, Pham Chan, d s 4y dung 20 dai 20
ay Hang 2PE Vin Nhay an, doan ng xdy dung 20cm dai

ai

Vv bE sung quyét dinh s& 5537/QD-UBN
Mguyén Ngoc L. g UBMD thanh phd Mha Trang v& viéc thanh lap B
Thiy Dung DGR URRE BN nganh kiém tra, xir Iy cac hanh vi vi pham hanh chinh d&i vai

hoat dang trén vinh Nha TRang

o

Mauvén Thi Viwthéng bao két ludn cda Chi tich UBMD thanh phd Mha Trang
e Ngoi Diém- Kinh t& zPB 430,/ TE-UBMD wE vigc ra soat tien dé thuc hién Chuong trinh MTQG xdy dung  30/08/2014
9% néng thén mdi thanh phd Nha Trang dén thai diém 25/5/2014

[W][«]1 2[3] »][m] Hienwi 6 15 Céng viéc / 3 Trang

= LICH CONG TAC TURN 22

Tusn & tha: <] [32 | Tir: [04/08/2014 | pen: [10/08/2014

A.Danh dy giao ban tai Tinh dy. Lich Tink
om0 | ATriaw tiép ®iic civ tri gilka Bai biéu HOND tinh va Bai bidu HOND
’ thanh phd véi ot tri thanh phd Nha Trang.
. A.Danh, A.Khdnh dw tiép xiic cir tri gitka Pai biéu H . N
08:00 | bigu HBND thanh phé véi civ tri thanh phd Nha Trang. Van phong ch
08:00 A. Toan hop gidi quyét hd = nha dit cé ngudn gdc dit cha HTX | Phang THMT chudn bi, méi Phéng B2
’ Hdy dwng Phwéc Hoa di oo Quyét dinh thu hdi dat cda UBND tinh. (A.Diing, A.Chiic dw) 9

Hinh 2: Xem, xt ly cdng viéc va lich cong tac
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Bwéc 2: Nhap mat khau cit va mat khau méi va nhap lai mat khau méi.

fﬂé’iméitkhé’u = % = 0O BE\
Mt khau ci:
Mt khan méi:
MNhap lai:
| Luu || # Khéngluu |
e =

Hinh 3: Ddi mat khau

Bwdc 3: Chon nut [Luru].
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PHAN II: XU LY CONG VIEC
CAC BUOC XU LY CONG VIEC

Bwéc 1: Vao Menu [Quan ly cdng viéc] >Chon [Cong viéc da nhan] hoic Chon vao biéu
tugng cong viéc ngoai cung phia trén bén trai.

Giao dién xur ly cong viéc:

Xin chao : dtntram | [Thoaf] [26i mat khiu]

Chura xemy( ) ® Pang xi¥ I§(15) Qua han(254) D3 chuyén( ) Pahoan thanh( ) TAt caf ) &

Timtheo | Sb ky hidu ¥ | Tirkhoa Tim
Trang Ngurdi chuyén Nguedi xi Ij $é ki hidu Trich Yéu Han xi Ij
thai viéc - -
PRI . . V/vxem xét dinh chinh néi dung vén ban s& 3993/UBND-TNMT
¥ Bé& phan Tiép Phan Thi Huyén . . PP A . . .
Mguyen Duong PR N ngay 29/8/2012 hodc c6 vdn ban tra |8i cho giz dinh nha 14 L& e
o Thiy Hin dinvaxilydon  Kuin Lan, Bham o\ on tuding xdy dung 20cm dii 206 cm gidp 2 nha s caa 20 00/ 20L4
y ] 2PB Vin Nhay r , dod g xay dumng E giap

V/v bé sung quyét dinh s§ 5537/QB-UBND ngay 02/7/2014 cla

©  Quan hy van ban
Hinh 4: Giao dién danh sach cbng viéc.

» Ghi chu:

<\

Chuwa xem (0): thé hién danh séch cdng viéc chwa dugc xir 1y.

Pang xir Iy (1): thé hién danh sach c6 1 cong viéc chwa xtr Iy xong.

Qua han (0): thé hién danh sach céng viéc bi qua han xu ly.

Pi chuyén (0): thé hién danh sach cong viéc da chuyén cho ngudi khac xir 1y.

Pi hoan thanh (0): thé hién danh sach cac cong viéc da xu ly xong.

Tat ca (1): thé hién danh sach tat ca cong viéc can xu ly (Bao gdm: cong viéc mai,
cong viéc dang xur ly, cdng viéc quéa han, cong viéc da chuyén, cong viéc da xu ly
xong)

AN NI N NN

Bwdc 2: Xt ly cong viéc

e Péxu ly céng viec > Chon vao trang thai Chua xem(5) hoic Pang xir Iy(3) > Danh
sach cong viéc hién ra > Chon 1 cdng viéc mubn xu ly > Giao dién chi tiét cong viéc
can xir 1y nhu sau:
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i S iEe N = M i6u (Neiv tao: 2014 15
$6 van bin: VP 2014 - Dia phuong Nguéi tao vigc: Nguyén Khac Triéu (Ngay tao:01/082014 15:46)

. . . Trich véy: vE viéc bao cao tinh hinh hoc sinh - sinh vién thudc nguin can bé du bi dai han cia
Co quan ban hanh: Phong Néi vu 4 " tinh nam hoc 2013-2014 g

§6 kv hitu: 620/NV-TCBM

S6 dén: 10004 -

:t"‘ﬁ" MNguyén Khic Trigu

A Naudi chuyén vide: Nguyén Khic Trifu (Neiy chuyén:06/082014 14:4)
=t{gd Trin Thi Kim Loan- . E—
. 5oy Tpes o Hanxily:
:t"@ MNguyen Van Thién- -

o Yéu ciu: chuyén phéng ndivu

=1{g) Vin thu UBND-Ug MguyZn Khéc Trigu-

o (06/08/2014 02:04:39 PM)

o Tép ‘Khéng cd tép

Nguwii xik 1¥: Ngi va 2PB ( Chua mr 1)

o Nii dung :

o Tép -Khéng cd tép

] 3
Pong lai In phiéu Tao VB di Trao doi X

Hinh 5: Giao dién chi tiét cong viéc can xu ly.

e Tiép tuc qua trinh xur ly cdng viéc = Chon vao [Xir ly] (g6c phai cua hinh)> Giao dién
xu ly cdng viéc nhu sau:

— Noi dung — Gia han xw Iy

Han xit I¥: Gia han =t ¥
Tinh chit: ® Binh theeng ' Vidc khin

Phan héi: (] Phan héi ngudi tao viee

(] Phan héi ngwai chuyén vise

— Tép dinh kém r
[} Ky nhan van ban
Upload 5
|—Pile di upload | Danh sach nhan thong bao:

x ) B
Dong lai Quay lai Trao déi Chuyen di

Hinh 6: Giao dién xu ly céng viéc.
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CO 2 TRUONG HQP XU LY CHI TIET CONG VIEC

> Truong hep 1: Mubn Chuyén tiép cong viéc cho ngudi khac xu ly

- Khi ngudi nhan viéc mudn chuyén két qua xt 1y dén ngudi giao viéc hodc nguoi chuyén
viéc. Va yBu cau ngudi giao viéc hodc ngudi chuyén viéc xem xét két qua xir 1y do.
- Hoic khi ngudi nhan viéc can phdi hop xu ly cia nhiéu ngudi khac.

% Budéc 1: Chon muc [Chuyén tiép].

— Noi dung — Gia han xw Iy
Han xit I¥: Gia han =t ¥
Tinh chit: ® Binh theeng ' Vidc khin
Phén hét: (] Phan héi ngud tao viéc
Phan héi nguai chuyén vise
( -
Chon nguoi
—Tép dinh kém . | , t-'( th
K nhén vén ban L Xuw ly tiep theo
Upload Danh sach nhan vige:
=
|—Pile di upload \\ | Danh sach nhan thong bao:
( Chon tép
L dinh kém X < i :
Biéng lai Quay lai Trao dbi Chuyén di

Hinh 7: Giao dién chuyén tiép cong viéc.

< Bwéc 2: Pién thong tin can thiét.

v' Ndi dung: ndi dung yéu cau chuyén tiép.

v' Gia han xir ly: trudng hop mudn thoi gian xir Iy cong viéc dai hon.
v' Tép dinh kém: dinh kém file lién quan.

v' Chon nguoi giri: yéu cau ai d6 xir ly cong viéc.

R/

% Buwdc 3: Chon vao nat [Chen]—> Giao dién [Chon nguwoi giao viéc] nhu bén dudi.
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* Canhan Nhom Phdng

- alam Lap
+-[) X& Cam Phugec Dong
+t[J X3 Cam Thanh Nam 1

4[] X& Cam Thinh Béng 2

2 2

x

b ]

t_r X& Cam Thinh Tay 3
<[] Van phéng HDND&UBND thanh phs
----- @ Thily / Nguy&n Thi Thanh

----- | €bHign / Pham Thi

----- & Quang / Pham The

-~

""" | &dHucng / Dugng Thi Thanh
~

----- &b Quang / Nguyén Thé
-~

""" | &BTre /L& Thi

[-] kS
----- &b Khigm / MNguyen

-~
""" | &BTung / Lé Thanh

H Luu

- - s

Ngwei nhan

- Danh sach nhan céng viéc

SMs

Théna bao Cha Tri Phéi hop Theo déi

Diing / Trén Anh L)
#Hang / L& Thi U

=

dHwong /S Nguyen ThiThu

Page |1 of 1 20 v View 1-30of 3

| # Khéngluu |

Hinh 8: Giao dién chon ngudi giao viéc.

v (1): Chon hinh thirc chuyén cong viéc cho Ca nhan, Nhém, Phong.
v" (2): Chon vao cay Phong ban-> chon bat ky phong ban hay ca nhan = chon miii tén
hudng sang phai dé chon ngudi can giao viéc, miii tén hudng nguoc lai dé thu hoi

ngudi can giao viéc.

v (3): Nguoi nhan viéc sé nhan 1 trong 2 hinh thac ban tin hoac cong viéc.
Cong viéc gdbm c6: Chu tri, Phdi hop, Theo ddi, Giao viéc.
v (4): Luu lai va thoat khoi giao dién chon nguoi giao viéc.

< Buwdc 4: Chon nat [Chuyén di] = cbng viéc vira chuyén s& duoc di chuyén sang trang

thai cong viéc [Pa Chuyén].

—Néi dung

—Gia han xo Iy

Han =i I Gia han =i 17

Tinh char: ® Binh thwing Viéc khin

Phan héi (] Phan héi ngwai tao viee

Phan héi ngwai chuvén vide

— Tép dinh kem
K+ nhan van ban
Upload

rPile da upload

— Chon ngwoi giri
| :'T}u Chon |
Danh sdach nhan viéc:

Danh sdch nhan théng bdo:

\\:’s {(‘:l ) e s
Pong lai Quay lai Trao d6i Chuvén di
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> Truong hop 2: Mudn Phan hdi cho ngudi chuyén viéc

- Khi nguoi dung déng y voi két qua xir Iy caa ngudi chuyén viéc. Ta thuc hién xur 1y nhu
sau:
% Budc 1: Chon chon muc [Phan hai].

.@ 4:*.—EI.

| Chuyén tiép Phan hai

—Ni dung

Phan hoi két
thtc cdng viéc

Phan héi: || Phan héi ngwéi tao viée ¥ Phan héi ngui chuyén vide

—Tép dinh kém
Chontép |

File 43 upload

Nuat phan hai |

fla un

X

S ™ .
Dong lai Quay lai Trao doi Phan hoi

Hinh 9: Giao dién phan hoi cong viéc.

< Bwéc 2: Nhap [Ndi dung] = chon [Tép dinh kém] (néu co)
% Buwéc 3: Chon [Phan hai] > Két thic phan hoi

D)

e
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TIM KIEM CONG VIEC VA XEM LICH CONG TAC

1) Tim kiém cong viéc
- Hé théng cung cip mot cdng cu giup ngudi ding dé dang tim kiém

® chuyaxem(1001) © Dangxky(15) & Quéhan(z54) O D3 chuyén(@363) © DA hoanthanh(15108) O Tat ci(257 £%
Timtheo | Sé ky higu ¥ | Tirkhdéa [Nhiap tir khda tim kiém Tim
Trang Nowdi chuyén S PR . P ==
thai e Nourdri X Iy 50 ky hiéu Trich Yeu Hamn xuwr Iy
e Ngu}rén Van Nguyén Van G49/TTr-MNV- T& trinh v& viéc d& nghi ban hanh Quyét dinh kién toan Ban van 08/08,/2014
Thién Danh TCEM déng Qui hé trg néng dan thanh phd Nha Trang o
M En Vs M In V3 vEé vigc d€ nghi ban hanh van ban yéu cdu UBND cac x3, phudng
(5] e guyen ¥an 644/NV-TCEM husng dan cac cuu thanh nién xung phong lam hb so giai quyét  12/08/2014
Thién Danh e -
ché& dd tro cdp
MNguyén Van Nguyén Van — Vv d& nghi ban hanh vin ban téng hop cdc ndi dung gép v déi e
< Thién Danh BES/NV-TCEM véi dirthao Quy ché Quan Iy Vinh Nha Trang 13/08/2004
Nguyén Khéc .. T vE viéc d& nghi ban hanh vdn ban chi dao viéc thuc hién nhiém P
e Trigu R RE AT vu phdi hop quan Iy céc hoat déng trén Vinh Mha Trang e
V/v ban hanh quyé&t dinh hiy gidy ching nhan QSO dit, quyén
T i N R =& hifu nha & va tai sdn khac gan lign vai dat s§ CHO1349/22405 e
©  HevietCueng  LeHuyTosn 2017 do UBND TP.Mha Trang cip ngdy 26/5/2011 dfv éng Tram va 22 00/2004
Anh Huy, dia chixd Phudc Bng, TP.Mha Trang
V/wv ban hanh quyét dinh hay Gidy ching nhan quy&n s dung
° H® Viet Cuéing 3T 18754 dit sd H 12647 do UBMND tp Nha Trang cdp ngay 22/11,/2006 d/v 22/07/2014

&ng V& Binh Lidu, ba V& Thi Thay, ba V& Thi Thiy Trang, ng V&
Thi Khoa, dia chithén Han Nghé, x3 Vinh Mgoc, TP.Mha Trang

[W][«f1]23 458678910 ..[p|[ M| Hinthi 6 1001 Céng viéc / 167 Trang

Hinh 10: Man hinh tim kiém cong viéc.

2) Xem lich cbng tac

= LICH CONG TAC TUAN (Chii y: Lich nay da dudc bd sung) -

Tudn I thiy: 27 (g iy - [01/07/2013 oén: |07/07/2013
Thiv ba 02/07 /2013 . R .
" Xem lich cong tac
) R Hop gop ¥ Chien lwoe phat . Fac  Phong, PR 3 x .
08:00 11:30 2013. tuﬁn ké{ tlép b tam P.HGi thao Thay Nguyen Toan
i . - A L o ky tham gia | Van phong Doan - | Blc Trdn Dwong
10:00 Xem lich céng tac xanh 2015 chién dich Hoi Phwong Anh
tuan 5 - al iing Han va
13:30 Sy dang ky tham gia Sanh Hai trwéng H Kh?a tieng Hin va
y 4 giao lwu Boan thanh nién
14:00 | 15:30 é’ dinh ky Chibg § Béng vién chi b3 § A003 Blc Van Thi Dim

Xem ca tuz::rg .

Hinh 11: Man hinh xem lich céng téc.




