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PHAN I QUAN LY THONG TIN LUU TRU HO SO
A. Téng quan
B. So dd ludng xtr ly
C. Chi tiét thao tac
PHAN I: QUAN LY THONG TIN MUON, TRA HO SO
A. Tong quan
B. So dd ludng xir 1y
C. Chi tiét thao tac
PHAN III: QUAN LY THONG TIN HUY HO SO
A. Tong quan
B. So dd ludng xtr Iy
C. Chi tiét thao tac




Huong dan sir dung

PHAN I: QUAN LY THONG TIN LUU TRU HO SO

A.Tong quan B. So’ d6 ludng xir 1y
) HJ tro viée luu trit ho so ding quy dinh; Tim Cén bd Kiém soat hd so
Myc dich kiém, tra ctru ho so dé dan
: S it - 1
Poi twong Can b Kiém soat HO so ' Ding nhip |
1. Thém ké&/ tang/ ngin I
a) Thém ké Thém ké/ tAng/ ngin

b) Thém tang

¢) Thém ngan *coﬁés?z:ﬁg
2. Xoa ké/ tang/ ngan )

) Xoa ke GECTIITED-
Cich xir Iy b) Xoa tang

c) Xo6a ngan
3. Luu trit ho so

a) Thém ho so luu trix

b) Xoa ho so luu trit

¢) Tim kiém ho so luu trix

d) Xem thong tin ho so luu trix

Ghi chu
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Huong dan sir dung

C. Chi tiét thao tac

Trén thanh menu chinh chon Kiém soat ho so, sau d6 chon Luru trit ho so”

Lwu tr(k hé so

L trik hé sor Danh muc hé so hanh chinh
Loai hé sor Bon vi
HG sd sd hanh chinh cong B Sd Thang tin wa Truyeén théng
Nhdp ma/ tén hd sd can tim Tim ho sa

LUU TROF HO SO HANH CHINH CONG: 5¢" THONG TIN VA TRUYEN THONG

Danh muc hé sc lwu trie ® &

Ké moi

|

Thure hién thém ké

Thue hién thém tang Ieu trik mo

]

(- Them no so Ng3n
& X6a hé sd
@ Chon

Thire hién thém ngan mdi

Bo chon

Di chuyén va Iuu trit

Nain moi O [ () .. 15 <o
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Huong dan sir dung

1. Thém ké/ngin/tang

a) Thém ké:
Céch 1: Nhap chon chudt phai vao dau ké da c6 dé md menu phai, va chon © memie 44 thuc hién thém

mot ké.

Lwu trir hé so

Luu trir hé sor Danh muc hé s hanh chinh
Loai hé sor Ben vi
H& sd sd hanh chinh cdng B Sd Thong tin va Truygn théng EI
Nhdp ma/ tén hd sd can tim Danh muc hé so leu trip = @ =&
LUrU TR(F HO SO HANH CHiNH CONG: S& THONG TIN VA TRUYEN THONG o B

Ké m&i

| Thém ké <—+ Thurc hién thém ké mai

Xoa ké

m

- .. e
Ngan moi [ B
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Huong dan sir dung

Céach 2: Nhap chon chudt phai bén trong ké da c6 d¢é mé menu phai, va chon QO mem > 5 e g8 thuc
hién thém mot ké.

Chon U5 d& thyc hién déi tén cho ké luu trit.

Lwu tri¥ hé so

Luwu trik hé sor Danh muc hd so hanh chinh
Loai hé sor Pon vi
HG sd sd hanh chinh cong B Sd Théng tin va Truy&n théng B
Nhap ma/ tén ho sg can tim Danh muc hé so lwu trin =~ = =5
LWU TRIF HO SC" HANH CHINH CONG: SO THONG TIN VA TRUYEN THONG ™~ ' o ]

Thi tuc hanh chinh
= u-q + Hily bé thao tac dat tén ké

1l

Liru lai tén ké
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Huong dan sir dung

b) Thém tang:
Nhéap chon chudt phai bén trong ké di c6 d¢ mé menu phai, va chon O mem > 5 5 Tang ¢4 thuc hién
thém mot tang.
¢) Thém ngan:
Nhéap chon chudt phai bén trong ké dd c6 dé mé menu phai, va chon Q mem >
thém mat ngan.

Chon & ¢ thyc hién déi tén cho ngan Tru tri.

=

Ngan  dé thuc hién

LIFU TR HO SO HANH CHINH CONG: SG THONG TIN VA TRUYEN THONG o B

ke moi ()

Liru Iai tén ngéan Iueu trip

m

Tén ngan cén déi

+ Hly b thao tac dat t&n ngan Ilwu trik
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Huong dan sir dung

2. Xo6a ké/ tang/ ngin

Lwu trir ho so

Lwu triv hd so Danh muc hd so hanh chinh

Loai hé so
HB sd sd hanh chinh cdng El
Nhdp ma/ tén hd sd can tim

LUU TRI? HO SO HANH CHINH CONG: SO THONG TIN VA TRUYEN THONG

Bon vi

Sd Thong tin va Truyén thong

Danh muc hé so

Hé so Hanh chinh

Thém ho sa

X063 ho sd

Chon

BSé chon

Di chuyén va luu by

Giai quyét khiéu nai & | :

=) Xem hd sd

. i
| Gidy khai sinh @ [ " .

[

. Thuc hign xoa ké |
Thure hién x6a tang lwu tr
Thyee hién x6a ngan luu trik

Cong tac xa he

KH&CN QUANG BINH
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Huong dan sir dung

a) Xoba ké:
Céach 1: Nhap chon chudt phai vao dau ké di c6 d¢ mo menu phai, va chon @ xoake 4 thuc hién x6a mot
ké.

Lwu trir ho so

Lwu triv hd so Danh muc héd so hanh chinh

Loai hé so Bon vi

HO sd sc hanh chinh cdng El
Nhap ma/ tén hd sd can tim

LUU TR’ HO SO HANH CHINH CONG: SO THONG TIN VA TRUYEN THONG

S@& Thong tin va Truygn thénc

N 5 : Thuc hién xoa ké
Ho6 so Hanh chinh a M ham ke
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Huong dan sir dung

Céach 2: Nhép chon chudt phai bén trong ké di c6 dé mé menu phai, va chon @ > > e g8 thuc
hién x6a mot ké.
b) Xéa ting/ngin:

>

Nhép chon chudt phai bén trong ké di c6 va chon @ oz
> Téng 3¢ thyc hién x6a mot tang.
> Ngan 3¢ thyuc hién x6a mot ngan.

3. Luu trir ho so

a) Thém ho so luu trii:

Nhép chudt phai vao ngan luu trit mudn thém hod so >chon (4 hemroso Hop thoai thém hd so can luu trix

LUPU TROF HO SO HANH CHINH CONG: SO THONG TIN VA TRUYEN THONG o ]

Hé so Hanh chinh @ Thém hé so

OTI
OTTTI

m

Thém hd sd
o T
LX X6a ho sd

@ Chon

Bo chon

3-2017-2999-SOTTTI
9-2017-3004-SOTTTI
8-2017-3004-SOTTTI

o |
o) o
| )
o | ]
¥ o
~ M~
-— -~
o] =)
3 R S
(] -~

~¥ Di chuyén va lvu trif

Gial quybtkhidunai € () vorn 13 o B Gidy khai sinh @ [l ¥ ¢ (@ [EE— Cong tic xa hol (' [
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Huong dan sir dung

b) X6a ho so lwu trit:
Nhap chudt trai vao ho so can x6a dén khi ho so chuyén sang mau xanh 14 hoac nhap chudt phai vao ho so
chon ) chon = nhap chudt phai vao ho so > Chon (5 x6a hs s0

LUFU TRF HO SO HANH CHINH CONG: S& THONG TIN VA TRUYEN THONG o B

H& so Hanh chinh E Thirc hién x6a hd so I tri
@ Thém

c Xo6a

(L Tham ho

(‘% xoa ho sg
1 Chon

B

(L

1-2017-3003-SOTTTI
3-2017-2998-SOTT

2-2017-3005-SOTT
9-2017-3004-SOTI
8-2017-3004-SOTT

2830-20171

Bo chon

Sy —8& Di chuyén va lvu trir ‘

" z z .z 5 % — 2 b— o " & 2T —
Giai quyét kh Cont B 50 ung dat & — Giay khai sinh & \ Céng tac xa héi &

¢) Xem thong tin hd so lvu trii:

Chon tab Luwu trit ho so
>Nhap chudt phai vao hd so can xem

—> chon Xem hd sd
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Huong dan sir dung

Tim kiém ho so luu trir:
Dién cac thong tin ho so can tim = chon BRG]

Lwu trlk hd so

Pién cac théng tin hd so can tim

Lwu trik hé so Danh muc hé so hanh chinh
Loai hé so bon vi
HOG sd sd hanh chinh cong B Sd Théng tin va Truyén théng E|
12-2017-3004-SQTTTT M—+ Thirc hién tim kiém hd so Danh muc hé so leu trie | ® | &
LUU TROF HO SO HANH CHiNH CONG: 5¢' THONG TIN VA TRUYEN THONG e P

i Hé so* durore tim thay

H& so Hanh chinh @

OTI

.

(@}
e
e}
=]
S
ah
N~
i
(=]
o

1-2017-3003-SOTT
10-2017-3004-SOTT
11-2017-3004-SOTTTI
1-2017-2999-SOTT1
1-2017-2997-SOT1
13-2017-3004-SOTT

1-2017-3004-S
® 12-2017-3004-SOTTTI

Giai quyét khidu nai @ [ | Quyén sir dung dét @ e | Gidy khaisinh @ fs o —- Céng tac xa héi @

I Téng s6 hé so dwoc tim théy Tim thiy 1 hd so-
Dang xem hod so 1/1.
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Huong dan sir dung

PHAN |1: QUAN LY THONG TIN MUOQN, TRA HO SO

A.Tong quan

Muc dich

Quan Iy thong tin muon, tra ho so

So @6 ludng xir ly

Poi twong

Can by Kiém soat HO so

CB Kiém Soat H0 So

1. Nhép thong tin muon ho so
Budc 1: nhap thong tin chung
Budc 2: Chon ho so cho muon

v
Pang nhap

!

Nhap thong tin

Cach xir 1 , .2 , A Mugn ho so
y Budce 3: Kiém tra danh sach ho so
cho muon
2. Nhap thong tin tra ho so Ngudi muon tra hé so
Ghi chu Can bo kiém soat ho so nhap lai thong tin w—
1A \ . : 1A Nhap thong tin
can bg/ phong ban khac mugn/ tra ho so Tré hd so
cua phong minh Tra tham hd so
khi chwa tra du
Tra da hd so
KH&CN QUANG BINH Trang 11



Huong dan sir dung

C. Chi tiét thao tac

Trén thanh menu chinh chon Kiém soat ho so,, sau d6 chon Muon/tra ho so
1. Nhép thong tin mwon ho so
Tai chtrc ning Mwon tra hd so, chon tab Phiéu cho mwon ho so

‘ Chon logi hd so cho muwon |
i

Loai hé ser i Born vi
HG sd sa hanh chinh cdéng H Sd Théng tin va Truyén théng . B
Thém phiéu muen +—Pm
Théng tin phiéu mwrgn Tinh trang trd hé so

# --Tat ca— E

L O Sz Q
= 50 phieu: 227
1 & Nguéi mugn: Vi Quic Vigt Di tra du hd so
8 Ngay muwen 11072017
Q

= 54 phidu- 228
9 & Nguwei muwgn® Tran Hoang Yén Nhép chon @& vao giao dién tra hd so H Tra thém hd so
B Ngay mwen: 10/07/2017

i= 84 phiéu: 226 | Xem phiéu murgn +—DQ

& Nguii muon: Vi Quic Vist — =
3 B Ngay mwon: 01/07/2017 | Sira phieu miron +—bg,°
&= Nhac tra hd so ‘ Xoa phi-éu muwen +—PX

Khéng chip nhan trang thai tra I
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Huong dan sir dung

Budc 1 : Nhap thong tin chung

Muon/ tra hd so

$6 cho mwon ho sor Thém thdng tin

Chuyén dén buérc 2 Chuyén dén buérc 3

Cap nhat théng tin chung

Budc 1

Théng tin chinh

1 ) Chon nguéi muren

Hgudi mron ; Bon vi
Vi Qudc Viét H Si Thang tin va Truyén thong tinh

) @ Chon ngay murgn o @ Chon ngay tra E|
Nogay muron Noay tra ;

2610712017 ‘EBIUTJ'EU‘IT

2 ) Chon dorn vi

Théng tin khac @ Chuyén t&i burére tiép theo

Quay lai brée teée | Budc tidp theo
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Huong dan sir dung

Buéc 2 : Chon ho so cho muon

Muon/ tra hd so

S6 cho mwron ho so Thém thong tin

Chon hé so cho muwon

Buoc 2

Loai hé sor Pon vi
Hb so so hanh chinh céng E] S& Théng tin va Truyén thong B
Nhap ma/ tén hé so can tim
-~
LUU TR(F HO SO HANH CHINH CONG: SO THONG TIN VA TRUYEN THONG ° F

Nhép chon hd so cho mwron

HO so' Hanh chinh

1-2017-3005-SOTTTT
1-2017-3004-SOTTTT
1-2017-3003-SOTTTT
12-2017-3004-SOTTTT
1-2017-2998-SOTTTT
11-2017-3004-SOTTTT
13-2017-3004-SOTTTT
1-2017-2997-SOTTTT

= == B K& hoach [EREEREEEEREEE| Nohi quyét - Nghi dinh |EEEE
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Huong dan sir dung

Buéc 3 : Kiém tra danh sach hd so cho muon

Muwon/ tra ho so

$6 cho mwren ho sor Thém thdng tin

Hoan tit cho mwon hé so *—m

Kiém tra danh sach hé so cho mwon

Buoc 3

Danh sach hd so cho muwon X6a hd s cho mwon trong danh sach hé so cho muwon

Khdng

# Hb s d3 chon mLFon
1 L L&y K annl 0001 Bang ky két hon - C6 Thanh Phéan Ho Sor \‘x
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Huong dan sir dung

2. Nhép thong tin tra ho so
Nhap chon = TEhemnéso hosc MEREIEA dé vao giao dién tra hd so
Tai tab Céc lan tra hé so > Nhap chQ dé thuc hién tra hd so - Nhap cac thong tin tra ho so

Murgn/ tra ho so

50 cho mwron hd sor Cac lan tra hd so Thong tin trd hd s
56 phiéu muwon Mgurévi mron Mgay mwron
226 Vo QUEICViét . e a 01072017
1 Nhap tén ngureri tra @ Chaon ngéy tra
Lan tra Mg tra Mgay tra
1 VE Qubc Viat |UQID?I201?
Chon  Chap

#  HOso da mweon trd  nhan Y kién

1 EEEITTERIn] 00001 - Thi tuc - Le phi @ Chon hi se canira ’_.@

2 [13-2017-3004-SOTTTT Thil tuc VietPOST - Trieérng hop 1 ] [l

@ Chép nhan tinh trang cda hé s khi tra

Y Kién khac

@ Hoan thanh viéc tra hd s ’—m
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Huong dan sir dung

PHAN I11: QUAN LY THONG TIN HUY HO SO

A.Tong quan

B. So' d0 ludng xir Iy

Muc dich Huy ho so khong con st dung CB Kiém Soat HO So
e r 1A U R e LT A v
Doi twgng Can b? Kiém soat HO so Ding nhap
Huy ho so
] _ . Budc 1: Cap nhit thong tin bién ban huy
Cach xwr ly . A A 1.
Budc 2: Chon ho so can huy
Budc 3: Kiém tra danh sach hiy ho so < Huy hé so >
Ghi chu Ho so di hay trén hé thong van con luu thong tin ho so, hd
so chi khong con hiéu lyc va khong sir dung dugc trén hé
thong
Chi duoc huy cac ho so ciia phong ban truc thudc
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Huong dan sir dung

C. Chi tiét thao tac
Trén thanh menu chinh chon Kiém soat ho so, sau d6 chon Huy ho so:

Tai chtrc nang Hiiy ho so, chon tab Bién bén hiiy ho so:

Hay ho so

Bién ban hiy hé so Xem theo hd so

Danh sach bién ban hity ho so

Chon loai hd st cdn xem Chon loai den vi c&n xem
Loai hé sor ; Bon vi ;
H& sd sd hanh chinh céng B Sd Théng tin va Truyén ®dng E|

Thém bién ban hdy hé so +—-m

Théng tin hiy hé so

= 5§ bién ban: BBH01-2017 Xem bién ban hiy ho so +—> Q
B8 Ngay Iap bién ban: 04/07/2017 :
X6a bién ban hily h so +—> X
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Huong dan sir dung

Budc 1 : Cap nhat thong tin bién ban huay

Huy hé so

Danh sach bién ban hiy hé sor Thém bién ban hiy hd so

Chuyén dén bwirc 2 Chuyén dén buéc 3

Cap nhat théng tin bién ban huy

Buréc 1

Fhdng tin chinh — : :
2 )Nhap dia diém lap bién ban

@ Chon ngay Iap bién ban

S0 bién ban Mgay lap bien ban Dia diém ap bién ban
BBH02-2017 02/07/2017 Van phang hanh chinh O -
— . 4) Chon nguivi tham dur @Thém thanh phin tham su
Thanh phin tham dir @ Chon thanh phan tham duw (don vi) Ho tén
S Thang tin va Truyén thang B Trén Quéc Toan
# Danh sach thanh phan tham du Xoba
Ha tén: V& Qudc Viét . . 3
1 ;com‘igdaih-um - ( 6 ) X6a 1 thanh phan tham dw H x
& Ho tén: Tran Cudc Toan
- &5 Churc danh: x

( 7 )Chuyén dén buic tiép theo

Quay lai bwérc trrdc Buwdc tiép theo

Trang 19

Thdng tin khac
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Huong dan sir dung

Buéc 2 : Chon hd so can hily

Huy hoé so

Danh sach bién ban hiy hd so Thém bién ban hiy ho so

Budc 2

Chon hd so cén hiy

Loai ho sor Pon vi

Hd so' so hanh chinh céng B S& Thang tin va Truyén théng EI
Nhap ma/ tén hd so can tim

LUPU TR(P HO SO HANH CHINH CONG: SO THONG TIN VA TRUYEN THONG

| »

Chon cac hé so’ can hly Chon cac hé so’ can hiy

Ho so Hanh chinh

1-2017-3005-SOTTTT
1-2017-3004-SOTTTT
1-2017-3003-SOTTTT
12-2017-3004-SOTTTT
1-2017-2999-SOTTTT
11-2017-3004-SOTTTT
13-2017-3004-SOTTTT
1-2017-2997-SOTTTT

= S | Nghi quyét - Nghi dinh e
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Huong dan sir dung

Buéc 3 : Kiém tra danh sach ho so hity

Hay hé so

Thém bi&n ban hiy ho so

Danh sach bién ban hiy ho so

Hoan thanh hiy hé sor ’—m

Kiém tra danh sach hd so hay

Burdre 3

Danh sach hd so hdy

X6a hd so hdy trén danh sach hé so hly

Khéng
# hiy
1 LI SLTTRaanl 0001 Dang ky két hén - C6 Thanh Phén Hb So \‘x
2 iDL IEESORRRN Test buu chinh o buoc da bo sung b 4
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