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I. GIOI THIEU TONG QUAN

1. Tong quan vé hé thong

Hién nay cong viéc van thu, luu trir dong vai tro dac biét va quan trong. Cong tac van thu, luu
trit nham dam bao thong tin bang van ban phuc vu kip thoi cho viéc lanh dao, quan 1y diéu hanh
cong viéc, anh hudng truc tiép t6i viée giai quyét cong viée hing ngay, toi chat luong va hiéu qua
hoat dong ctia mdi co quan, td chic.

Dé vin ban dén duoc chuyén giao dung thoi gian, vin ban di phat hanh kip thoi, tai liéu luwu trit
duoc gitr gin, bao quan, hé théng khoa hoc, thuan loi cho viée tra ciru, cung cip thong tin & thoi
diém hién tai va trong nhitng nim thang sau ndy 1a nhitng van dé gy ap luc rat 16n d6i voi nhitng
nguoi lam cong tac van thu, luu trlt. Hon nira trong xa hoi hién dai ngay nay, cong viéc cua lanh
dao, thu truong don vi ngay cang ban ron va ap luc cong vigc rat nhiéu, khong gian lam vi¢c
khong chi con ¢ pham vi co quan, vi vay viéc xem van ban, duyét van ban, diéu hanh cong viée tir
xa, dam bao hoat dong binh thudng cia t6 chirc trong lic 1anh dao, thu trudng don vi di cong tac
cling 13 mot yéu cau thuc té can thiét.

C6 thé noi viéc mg dung cong nghé thong tin vao cong tac quan 1y van thu, luu trir tai liéu ho
so 1a didu can thiét va duoc rat nhidu co quan t6 chirc quan tdm, nghién ctru, mong mudn tim kiém
giai phap hiéu qua va dua vao Gmg dung thuc té. P& giam tai cong viéc cho bd phan vin thu, mang
dén hiéu qua nht dinh, quan 1y, tiét kiém thoi gian, chi phi va khong gian luu trit tai liéu vin ban.
Hién dai hoa, d6i méi va nang cao vai trd quan trong ciia bd phan vin thu gop phan hién dai hoa
cong tac quan 1y cia to chire, co quan ndi chung.

Xuat phat tir nhitg yéu cau thuc tién néu trén, cong ty Thai Son da xay dung phan mém quan
1y van thu, luu trit tai liéu hd so va diéu hanh céng viéc CloudOffice. Pap tng cac yéu ciu vé
quan 1y van thu, luu trir tai liéu mét cach khoa hoc, day du, kha nang tra ctru nhanh chéng, kip
thoi. Pong thoi cung cap bd cong cu hd trg quan 1y manh mé trong diéu hanh cong viéc cua to
chure, co quan.

Phan mém CloudOffice cho phép quan 1y cong vin véi ddy du cac nghiép vu lién quan nhu cip
nhat van ban di, dén, phan loai van ban, phé duyét van ban, cé thé xem truc tiép va théng ké cong
van theo ngay, tuan, thang,...

Phan mém CloudOffice cung cap cho ngudi dung chirc nang quan 1y diéu hanh cong viéc, day
la chirc nang hd tro 1anh dao va nhirng nguoi c6 trach nhiém diéu hanh cong vi¢c. Ban c6 thé tao
1ap cong viée tir van ban dén hoic tao lap cong viéc phi gidy to, tao 1ap tién do thyc hién va theo
ddi, danh gia tién do thuc hién cho phép quan 1y thong tin theo dang su kién dién tién theo thoi
gian nhu hd so vu viée, vu kién, vu an hay quan ly tién d6 du an, ...

Phan mém CloudOffice cung cip chirc ning quan 1y ho so, tai liéu, luu trit mot cach day du va
khoa hoc. Ngudi ding c6 thé ap dung dé quan 1y cac phién ban tai liéu theo timg thoi ky, theo vu viée
lién quan hoic theo ddi nhimng su kién thoi sy da va dang dién ra chua biét khi nao méi két thic.

Ngoai ra, phﬁn mém CloudOffice con ¢ cac tién ich khac hd tro hitu ich cho viée quan ly van
phong nhu: Tién ich thdo ludn ni bd, trung cdu y kién, quan Iy danh ba, qudn 1y nhan sw, qudn Iy
cham cong, lich cong tdc ca nhan, lich cong tac lanh dao, ...

Phan mém CloudOffice dugc thiét ké cho viéc trién khai theo mo hinh t6 chirc ¢6 nhiéu cap st
dung, quan 1y dit liéu tap trung hodc phan tan. Phin mém CloudOffice con hd trg kha ning xem va
duyét van ban tir xa, s dung cac thiét bi cAm tay nhu dién thoai di dong thong minh, may tinh
bang thong qua két ndi Internet.
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Phan mém CloudOffice con duge thiét ké theo md hinh “Pién todn dam may”, dé tao mot van
phong ao, két ndi cac van phong , tao mot kénh truyén théng ndi bo giup cho cong tac quan 1y va
diéu hanh cua céc t6 chuc, co quan, don vi doanh nghi¢p tiét kiém chi phi, nang cao hi¢u qua diéu
hanh cong viéc.

2. Giao dién chinh

Man hinh cha phan mém CloudOffice

i o Cloud P
S Ghce

*

‘Quan Tri Hé Théng

E k= EE E Téng Cyc Thué

Danh Séch VB Bén

Dianh séch cée vin bin &8n don vi beo g3m nguln g
&n hoke dum chisyén 55

st va o

Danh sich cic vn ban dido don phit hanh hodc cic
vin bén do don vi them mu cho <3p wrén phat hinh

e i, e

Tao muc vide méi 32 t thars hodn hod giso cho o
Khée i by hadc cing vel ngudi dudk gis s by

s
’ ) ecthan, bt
, \ : -

Tiép nhan céc cing vik do nguii khic giso hadc 62 el
Tu s b cing vide duge gizo hode gise |31 cho ngrd khic

— Tra Cifu Tai Ligu
4 ‘) : Ep nhdt, chia 6 dhing chung
-

Personal

e €a Nhan =4\ Tra aifu t3i B o3 nhan v cac i u do ngudi khic
ucul 9
{
] J
& b g @ Thu Myc Ao €3 Nhan
QuanTri = e
. ‘Quan by van ban, tai by hru trii theo nhu c3u riéng
& i dang ciu tric ciy phin c3p do
Phién bén V7.0.41 cip nhdt ngdy 05/10/2014
1. Ngudi diing: ADMIN - Quan TriHE Théng 2. Nhdm quyBn: QuanTri 3. Pan vi: Téng Cuc Thug @
<4, Kiu két ndi: SQL Server 5. Pia chi my chi: 123.30.178.227 6. CSDL luu file: TongCucThue _Test_4_10 i

Man hinh chii cia phan mém CloudOffice

Céc chirc ning chinh cta phan mém CloudOffice
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Cdc chire ndng chinh ciia phan mém CloudOffice

Khi bam vao cac chirc nang chinh nhu hinh & trén, cac chirc ndng nhé hon sé xuat hién & phia
bén phdi man hinh. Vi du, vao chic nang Vin bdn, cic chuc ndng con s€ hién thi & bén phai man

hinh, nhu hinh duéi:

<—> Cloud
888 Ofﬁ ce

¢ & ThuMho B Bong

. an Tri H& Théi B B &
NEE = e PO BWBY
VAN BAN DEN...
- N Cac chire nang con sé hién thi chitc pidng lién quan d&n nghip vy i b viin thr
\ / & phia bén phai man hinh B vkt o vi nhdn drge
\/ T o | e
b
chic ning liin guan d8n nghigp v xi B vin thr
Vin Ban Pyt b3n ma don vi gl di
. ) h Vm m.ﬁl w_
0 . = h ch&t ndi b& nhr T trinh, B2
Tai Ligu \; Céing Vigc S R b rheTE o
- ~ E] VAN BAN LUU...
, \
. ' bn kb bén &, 85n
= | ﬁ;ﬁﬁw n khing phdi va vin bin d,
ﬁtm Tao Lién K&t Van Ban
o - CaMNhdn Y Tién Ich Cip nhit, b5 sung mii quan bé gila cic vin bin
., - g (| nham dy dung clu tric cdy van ban
GED )] H
® ‘s@
2 L ) Théng K&, Bio Cio
Quan Tri : .
ﬁ n
Fhin bén V7.0 91 Gip nhat ngdy 05/10/201%

Cdac chirc nang con cua chirc nang “‘Van ban”
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3. Ping nhap hé théng

Man hinh dang nhap phian mém CloudOffice

o

. Tén d3ng nhap: |ADMIN

f - M3t khau:
'f.qlr\ 3t khau |
| eangnhan | [© KetThic |

Ré chudt |én tirg nat bam, muc chon... dé tim hifu cach st dung.

Man hinh ding nhdp phan mém CloudOffice

Ngu’(‘fi ding nhap théng tin truy cap bao gom: Tén ding nhgip, mat {chcfu, 10i bam nit “Ping
nhdp” d¢ dang nhap vao chuong trinh. Trudc khi dang nhap, hé thong s€ kiém tra cac di liéu hop 1¢:
e Néu nguoi fil‘mg nhap tén dang nhap khong dung, hé thong thong bao “Tai khodn khéng ton
tai, vui long kiém tra lai”.
e Néu nguoi dung chwa nhép tén ding nhép, hé théng s& khong cho dang nhap.
e Néu nguoi dung chua nhap mé‘E khau hoic nhap sai mat khau, hé théng thong bao “Mat khdu
dang nhdp khong dung, vui long kiém tra lai”.
e Néu nguoi dung nhap sai mat khau dang nhap 7 lan lién tiép tré 1én, hé théng s& thong bao
“Iidt tiec! CloudOffice kl?éng ﬁm thay dir liéu goi y mat k%zdu cho tén tc‘ll; khoan ndyvnén khong the
ho tro ban duoc. Cach tot nhat la ban lién hé voi nguoi cap tai khoan dé co mat khau dang nhap!”

RAt tiéc! CloudOffice khéng tim thay dif iéu goi ¥ mat khdu cho tén tai khodn ndy nén khéng thé hd
tro ban durge, Cach 8t nhat 13 ban lién hé vdi ngudi c3p tai khodn d€ cd duoc mat khdu dang nhap!

fing ¥

Man hinh théng bdo
Luu y:
v Tit ca cac chire ning chi ¢6 thé thuc hién néu nguoi dung duoc cap quyén.
v Sau khi dang nhap hé thdng, néu tai khoan sir dung quéa 3 thang (c6 thé diéu chinh trong Cai
dat tiry chon) ma chua thay doi mat khau thi hé thong s& hién thi thong bdo “Theo dinh ky, ban
phdi doi lai mat khau dang nhdp dé ting cuong an toan théng tin”. Nguoi ding chon “Péng y”
dé xac nhan thay d6i mat khau, hé thong s& hién thi ctra s6 dé nguoi dung ddi lai mat khau. Tai
man hinh nay dé thay d6i mat khau, ngudi dung nhap mat khéu hién tai va nhép 2 14n mat khau
m&i. Nhap xong nhét ntt “Ghi nhdn” dé luu thong tin thay doi vao hé thong.

P3i mat khdu X

Mat khau hién tai :

‘3 Mat khiu mdi :
SN Trga:
LY, ]

[ | ghilhan ] [@ K&t Thic ]

|
Mat khau mdi : |
|
|
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II. QUANLY VAN BAN

Chtic nang nay cho phép van thu quan 1y vin ban véi ddy di cac nghiép vu lién quan nhu: Cap
nhat cong van di, céng vin dén, phan loai céng vin, phé duyét cong vin, xem cong vin theo ngay,
tuan, thang, xem theo ngay cap nhat, ngay cong van dén, ngay hiéu luc, ngay hét hiéu lyc,... Ngoai
ra, chtrc ning binh luan cho phép moi ngudi ghi chi, trao doi ¥ kién c4 nhin ctia minh vao timg
van ban hodc danh du thong tin can nhé dé sau nay c6 thé xem lai khi can.

Pé quan 1y vin ban mot cach khoa hoc trong toan bd hé thong, Quan tri hé thong co thé thiét
1ap cau hinh “Ap dung quy trinh xi¢ Iy} van bin”. Khi d6 qué trinh xir Iy vin ban s& tuan theo mot
quy trinh gém nhiéu budc, mdi bude xir Iy s& do mot hodc mot vai ca nhan co trach nhiém twong
ung dam nhiém.

Ap dung quy trinh xir Iy van ban gitip van ban dugc quan 1y mot cach chat ché va khoa hoc.
Vién ban dang & budce xtr 1y nao, do ai phu trach dugc thé hién rd trong hé théng. bé dat dugc diéu
nay, hé théng yéu cau sy tham gia ctia nhiéu b phan khac nhau, tir bd phan van thu, van phong
dén ban 1anh dao. Tuy nhién, khi nguoi ddm nhiém xtr ly van ban tai mot budc nao do di Véng
hodc chua tham gia truc tiép st dung Cloud Office, hé thong van c6 thé hoat dong binh thudng
thong qua co ché “4y nhiém”. Quy trinh xt Iy vin ban bao gdm cac budc sau:

o Nhdn va nhdp van ban dén.
Phdn loai van ban can hodc khong can xir ly. Xac dinh thoi han xw ly cho van ban.
Phan cong don vi xur ly.
Chuyén tiép vin ban xuong don vi truec thudc (néu van ban cé lién quan dén cdc don vi do).

Khoi tgo cong viéc deé xuw Iy van ban.

o O O O O

Khéi tao to trinh tra 10i cho van ban dén.
o Xdc nhdn két qua da xi 1y dé két thiic quy trinh.

Trong tai liéu nay s& trinh bay hét tit ca cac budc trén. Néu nguoi dung khong ap dung tuy
chon “Ap dung quy trinh xir Iy vin ban”, thi c6 thé bo qua budc tht 2 13 phén logi vin bdn
cin hodc khong can xiv Iy.

Hé thdng Cloud Office ciing c6 thé trién khai & cac dang don gian hon. O murc trién khai don
gian nhat, Cloud Office chi yéu cau su tham gia ctia bd phan van thu. O muc trién khai ndy, bo
phén vian thu s& dugc cap diy du cac quyén xtr Iy vin ban va thay mit 1anh dao thé hién qua
trinh xr 1y van ban ngoai thuc té vao hé thong. Mic trién khai nay van dam bao sy luu trit vin
ban mdt cach khoa hoc phuc vu nhu cau tim kiém, theo ddi tién trinh x{r Iy van ban cua don vi.

Phé4n hé Quan 1y vin ban bao gdm céc chic ning chinh sau:

Chirc néng vin bdn dén 1a cac chirc ning lién quan dén nghiép vu xtr Iy van thu dbi véi cac
van ban ma don vi nhan duoc: Nhdp vin ban dén vao hé thong, phan logi, phdn céng, chuyén tiép
van ban dén, phé duyét van ban dén, tim kiém van ban dén.

Chirc ndng vin ban di 1a cic chirc ning lién quan dén nghiép vu xur 1y vin thu ddi véi cac vin
ban ma don vi giri di: Nhdp van ban di vao hé théng, givi van ban di xuéng don vi triee thudc, theo
déi hoi bdo, tim kiém van ban di.

Chirc nang vin bdn néi bé 13 chirc ning quan Iy van ban c6 tinh chat noi b nhu: To trinh, dé
xuat, dé an, théng bao,...
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Chikc néng vin ban Iwu 13 chic ning quan 1y cic vian ban khong phai 1a van ban di, dén cia
co quan don vi.

Chirc nding tao lién két vin bdn 13 chirc ning cip nhat bd sung mdi quan hé giira cac vin ban,
xay dung cau tric ciy van ban. Piéu ndy s& giup nguoi st dung phan mém CloudOffice d& dang tim
kiém vin ban lién quan dén nhau hon, ma khéng mét cong doc lai ndi dung chi tiét cia vin ban.

Thong ké bdo cdo: Bao gdm cac miu thong ké bo cdo theo yéu cau nghiép vu chuin cia
cong tac van thu.
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1. Van ban dén

Khi don vi nhan van ban dén tir co quan cép trén hodc mot co quan, to6 chlrc nao do6 gui téi,
Van thu don vi s€ ti€én hanh cdp nhat van ban vao hé thong, 1ay v kién chi dao phé duyét cua thu
trudng don vi, ti€p tuc g1t xudng don vi cap dudi c6 nhiém vu thyc hién xir ly van ban.

Phé duyét

\

Chuyén van ban cho cac daon vi
dudc phan cong

Ouy trinh xit 1y van ban dén

1.1Nhép vin ban dén

Chure ndng nay dugc str dung boi nguoi duge giao nhiém vu van thu cua co quan. Khi c6 mot
van ban dén, van thu tién hanh scan vin ban ra dinh dang pdf, tif, hodc dinh dang anh. Sau do
nhap van ban dén va dua file scan vao hé théng. Viéc scan va dinh kém file van ban c6 thé tién
hanh sau hodc dong thoi véi thao tac nhap vin ban.

1.1.1. Cac buwée thuc hién
bé nhdp van ban dén, van thu thuc hién theo cac budc sau:
- Buwoc 1:

o Vao chtic nang “Van bdn”

11
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fﬁcs#ice“

-.O Cloud
838 Office

Van Thu (Pang dy nhiém cho 1 ngudi khac)
Téng Cuc Thug

Personal

o @ % #® B X

" CaNhan

—

Danh séch cic vin bén d8n don vi bao gBm nguBn oli

e

Danh sich cic vén bén di do don phét hinh hodc cic
wvin bén do den vi tham muu cho c3p trén phat hinh

Viéc Giao, Trién Khai

Tao myc vidc mdi 62 i thye hign hodc gizo cho ngudi
Khic 7 b hode ciing v nguii dvge giso iy

visetihan, BEXuE

Tip nhin cic cdng vigc do ngudi khéc gizo hodic &8 »udt,
T i by eding vidc duge gizo hodc giao lai cho ngudi khac

Tra Cifu Tai Liéu

Tra clu t3i Bu ¢ nhdn va cic t3i iu do ngudi khic
c3p nhdt, chia sé diing chung

Thu' Muc Ao Ca Nhan

Quan Tri
Q\lénl{'véﬂbél'\.n'ajﬁ&l"hui‘lﬁ@\eonhlt&lriéng
D Atign ban v7.0.41 cip nhdt ngdy 05/10/201% ik dalclicenplon tap o
CloudOffice - HE thaing x(r Iy vn thur va quan I cdng viéc theo mé hinh phan c3p. Phién ban DECMAN.VT do ThaiSonSoft phét trién! 6@

‘Man hinh h¢ thong hién thj nhu sau:

Van Thu (Pang 0y nhiém cho 1 ngudi khac)
Téng Cuc Thug

Personal

o e ® E X

Phign ban V7.0.41 cip nhét ngdy 05/10/2014

_ CaNhan

Céc chifc nng ién quan d&n nghi€p vu sar by vin ther
d6i wéi vin ban ma don vinhin duvoc

VAN BAN BL...

Céc chifc nng ién quan d&n nghip vu sr by vin ther
d6i wéi vin ban ma don vi gl di

VABAINO -

n by vEn ban c6 tinh chdt ndi b3 nher T4 trinh, D
sudt, B2 &n, Théng béo...

VAN BAN LUU...

Quan by cic win ban khéng phdi v vin bdn di, d&n
ola oo quan den vi

Tao Lién K&t Van Ban
E

Cip nhit, b& sung mi quan hé gifa c3c vin bn
nham x3y dung c3u tric cdy van bin

Théng Ké, Bao Cao

Thye hign @8y 80 cic nghigp vu thing k&, bio cdo
li€n quan d8n ofing tic van the ola den vi

CloudOffice - HE thaing x(r I§ van thur va quan Iy céng viéc theo mé hinh phan c3p. Phién ban DECMAN.VT do ThaiSonSoft phat trign! ﬁ
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o Chon chiic nang “Van bdn dén”, man hinh hé thong hién thi cac chirc nang tuong ng véi cac
budc xur Iy van ban dén nhu sau:
i ' = x

R Orhice”
C ‘ £ | % Thuhhd B Bong

BEEE E vénmw(ﬂangl'l‘rnhiémdlnnlngu'ﬂildﬁc} - @ u @

Téng Cuc Thué

@\

5
;
g
]
5

o . ]
& e & /= | Wh3pVvinBan Bén

Vin Ban I ! C3p nhat vin ban d&n wio chuing trinh 42 Enh dao
. o 2 dunyt by

E Phan Loai, Phan Céng

Tailiéu - Coéng Viec Phan losi 62 ¢ dinh van bin o cin phiisar b hay
. b ;.«’ . khéng, dBng théi phan cong dan vi xir by
- - CELTS
F \ Chuy&n Tiép Van Ban

Chanyén i€p (68p tuc gi) vén bin ma don vi nhin

Persomnal \
I ‘E" drge xuding cac don vi cSp dudi
. Ph& Duyét Van Ban D&n
- Ca Nhan =

g { S lanhdaopheclmetnrlvvanbamgmdncacho
b f phén wr by
' j-f

b |
. QuanT Tim Van Ban D&n

Tra alu, tim ki€m, thing ké cic vn bin ndm trong
Kho vin bén d&n ola don vi

o E% ® B X

> Phign bén V7.0.41 cip nhét nady 05/10/2014

CloudOffice - Hé thding xir I van thur va quén I céng viéc theo md hinh phan cip. Phién ban DECMAN.V7 do ThaiSonSoft phat trién! g_.’_\

o Chon “Nhdp vin bdn dén”, hé¢ thong s€ hién thi ctra s6 nhap liéu nhu sau:
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54, ky higu van ban:
Moay ban hanh:
Loai van ban:

Co quan ban hanh:
Maurdi ky:

Trich yéu:

Cap do bao mat:

Linh wirc, chi d& lién quan:

Magay van ban dén:
Mai gl dén:

Cap dd khan:

Chuyen LE phé duyét:

Cdp Hhdt Van Ban Bén

PHAN THONG TIN VAN BAN

|_,f_,f_ |HL: |_,-“_,f_ | KT |_f_f_ |

=)

M

|:|| [ ¥héng cho noudi ngodi don vi tim

=] (=)

PHAM VAN BAN BEM

|u4,f1ufzm4 14:18 55 vao s4 theo di: |3u

E| Vi triluu: |

]

’ [l Thém... ”ETer Muc. .. ”-:} BEt... l |D:\.3.F‘rojec:ts\EDuudOﬁiceThaiSunﬂ.Ducumemﬂ.HuungDan

’QE Ghi Mh3n ] H;;ané Tréng ] [@ Kk Thiic ]

BAN CO BIET?

- BE file v&n ban nhe v& d& doc thi nén guét (scan) dudi dinh dang file *.4f
-Phan mém scan nhigu trang thanh 1 file dan gian nhat mé lai hiéu qua 13 Micrasoft Document Scanning
- Phan mém doc wvan ban dang *. tif tot nhat 13 Microsoft Document Imaging (Mam trong Microsoft Office Tools)

Man hinh cdp nhdt van ban dén

- Bwéc 2: Nhap cac thong tin co ban va thong tin quan 1y cta van ban dén.
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e
=

C3p Nhdt Vdn Ban BEn

Cap dd bao mat:

Linh vure, chi &8 lién quan:

PHAN THONG TIN VAN BAN
58, ki higu vén ban: | |
Mgy ban hanh: |_f_,f_ | HL: |_,f_,f_ | KT: |_,='_f’_ |
Loaivanban: [ || [] s i | )
Co quanbanhinh: [ | | ] )
Mok | [] cv: | |
Trich y&u:

|E|| [ khéng cho noudi ngodi don vi tim

M &

[i@ ThEm... “lﬂThuMuc...H-ﬁ D&, I |C:\Users\LocTX\Documerrt5

c6 thé kéo tha file vao day

Nhép cdc théng tin cor
bén cla van ban dén

‘ Ving chika file vdn ban
dinh kém

Mgy van ban dén:
Mai guri dén:
C3p dé khan:

Naudi durge chuyén s b

17/03/2014 16:04

PHAN VAN BAN BEN

58 vao s8 theo dai:

E|| Vi tri lurus

Va0 s6 dén cho van ban

04:05:45

qu Ghi Mhan ] %ﬂoé Tréng ] [@ k&t Thic J

Ctra s6 nhdp van ban den

Budc 3: Dua file scan vao khay chura van ban, theo c6 3 céch sau:

Cach 1: Nhan nit “Thém”, hé thong s€ hién thi ctra s6 dé ngudi dung chon file van ban can
dua vao. Sau d6 nhan “Open” dé dua van ban vao hé thong.

:= Open X
« |l Desktop » —— - [+ Search Deskto,
@O | P 1r| | ; P 1S P
Organize = MNew folder §||: N ﬁﬂ @

457 Favorites

& L)

Bl Desktop

4 Downloads

| Libraries

| LléJ System Folder

[
= Recent Places

4| Libraries
I & Apps
[> @ Documents
[> Jl Music
I» [ Pictures
P Subversion
> B8 Videos

4 (M Computer

m

=

&

LocTX
System Folder

R

« @ | Computer
System Folder

Metwark
System Folder

i Aeps
Shortcut
172 KB

D-com 3G

File name:

~ | Tét ca moi loai dinh dang file (* |

| Open | [ Cancel l

Cika 56 chon file van ban dinh kém khi nhan niit “Thém”
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o Cc‘ich 2: Bam vao nit “B,git”, hé théng s& hién thi ctra s dé cai dat duong dan toi thu muc chira
file can dua vao. Sau d6 nhan nut “Thw muc”, thi toan bd file van ban co trong dudng dan s¢€ tu
dong tai Ién khay van ban.
o Cdch 3: Kéo tha file vao khay van ban

(@ ..

s | fEKLhaa\LntT)ﬁ.Dunrn&n

Ving chiva file van ban
dinh k&m

cé thé kéo tha file vao ddy I

Khay chita fiel van ban dinh kem

- Bwéc 4: Nhan “Ghi nhdn” dé cap nhap nhat vin ban vao hé thong.
- Cap Nhat Vin Ban D&n =8 x"

PHAM THOMG TIN VAN BAN

56, ky hiéu vin ban: |mzm:r |

Mgy ban hanh: |Dﬁf1ﬂfzm4 | HL: |us;1nf2m4 | KT |_,-“_f_ |

Loai vanban: [ QB | |Quyét Binh [+] s [1 | (]
Ca guan ban hanh: | ETC | |E§ Tzi chinh |E||[ ]
Nouiki: {Binh Tign Diing [~]| cv: [B8 Tniang |

Trich yéu:  |Chithi d&y manh hign dai hdéa nghigp vu van thu Iuu trid

Cap débsomat: | BT | [Binh thuing [=]| O Khiing cho naui ngoai don vi tim
Linh wre, chii d& ién quan: [VBPL | [Van ban phap ludt =] (]

PHAM VAN BAN BEM

Ngay vén ban dén: |06/10/2014 21:20 58 vao 5§ theo di: (30 [[ |
Noi giri dén: B4 Tai chinh |

C&p d§ khan: [Binh thuidng [+]| vitrin: | |

Chuyén LB phé duyét: |ENRIERITER] [~

(e [Caote. [ o ]

09:22:03 |[% Ghi Mhan I ’bﬁnéTrSng ] ’@ ket Thiic ]

Bam ndt [Ghi Mhan] nay (phim t8t Cirl+5) 48 thure hién ghi thing tin vao oF sa dif lidu,
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Sau khi bAdm “Ghi nhdn”, van ban s& dugc luu vao hé thdng, man hinh “Cap nhat van ban dén”
s€ x0a trang cac 0 da nhap va van thu ti€p tuc nhap van ban mdi néu co, hodc bam “Két thiuc” dé
quay vé man hinh trudc do.

1.1.2. Gidi thich cac tiéu chi nhap li¢u:

> 806, ky hiéu vin ban khong duoc dé tréng. Néu vin ban khong cé sd, ban hiy nhap mot vai ky
tu dai dién (VD: ABC, XYZ) thay thé.

> Ngay ban hanh 13 ngay thang nim ghi trén vin ban. Nhin phai chudt dé chon ngay hoic nhan
phim Space bar dé dién ngay hién tai, phim mili tén 1én, miii tén xuéng dé chon ting giam thoi
gian.

> Loai vin bdn iy tir danh muc Loai vin ban. Néu loai van ban nao d6 chua c6 trong danh séach,
NSD vao chtic nang quan tri danh muc dé nhap bod sung loai van ban trudc khi nhap van ban co
lién quan dén loai van ban nay.

> 86 trang vin bdn ciing khong duoc dé trong. Néu khong can quan 1y sb trang thi NSD dé gia
tri mic dinh 13 1 hodc dung cac phim miii tén Lén — Xudng dé ting giam sb trang.

> Co quan ban hanh lay tir danh muc cac Co quan ban hanh van ban. Néu trong danh sach chua
c6, NSD vao chtrc ning quan tri danh muc dé nhap bo sung vao trude khi nhdp vin ban cua co
quan nay.

> Nguwoi ky c6 thé chon tir danh sach néu da ting nhap tir truée d6. Néu chua c6 thi ban nhap
méi hoic c6 thé bo trong.

> Trich yéu c6 thé dé tréng hodc nhap nodi dung chinh cia vian ban vao day.

> Cdp dé bdo mat nham phan loai va han ché ddi twong truy cip vao cac vin ban, tai liéu quan
trong. Khi cip do bao mat dugc thiét 1ap, thi chi nhitng ngudi c6 cip d6 bang hoic 16n hon méi co
thé tra ctru dugc van ban, con nhitng ngudi cé cap do thap hon chi c6 thé xem néu vin ban dugc
gtri dich danh dén cho ho.

> C6 thé chon chitc ning Khéng cho ngwoi ngoai don vi fim khi khong mubn cong bd vin ban
nay cho nguoi ngoai don vi biét. Khi chon vao muc nay thi trong chirc nang Xem ké van bdan ctua
cap trén, don vi cap dudi s€ ko thay dugc van ban nay.

> Linh vwe, chii dé lién quan tuy khong bat budc nhap nhung rat quan trong vi viéc phan loai
van ban theo cac nhém chit @&, linh vuc khac nhau s& gitip kiém soat van ban c6 hé thong, dé dang
tra ctru va phan loai.

> Ngay vin bin dén mic dinh theo ngay hién tai, NSD nhan phim mii tén Lén — Xudng dé
tang giam thoi gian.

> S0 vao so theo déi duge danh tu dong theo thu tu ké tiép ctia s vira nhap lién ké trude do.
SO nay s€ bat dau lai khi sang nam mai. NSD dién so bo sung vao 6 bén canh khi can cap nhat
van ban bo sung do vao so bi sot hodc phat sinh ngoai du kién.

> Cip dj khin ciia viin bin sé duoc dung dé béi mau quan trong, khan cap giup lanh dao tién
quan sat khi xtr Iy phé duyét.

> Chuyén linh dao phé duyét 13 nguoi chiu trach nhiém chinh trong viéc phé duyét van ban dén.
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1.1.3. Luuy

- Pé xoa tit ca cac thong tin di nhap, khong luu vin ban: NSD bam “Xoéa tréng”.

- Khi nhap nhiéu vin ban cung loai, vin thu c6 sir dung chirc ning neo thong tin:
o Chikc ning neo théng tin la gi: Néu thong tin dugc neo lai, thi sau mdi lan bam “Ghi
nhgn”, thong tin d6 van duoc gilt nguyén ma khong bi xéa tring, dé phuc vu cho viéc nhap
tiép van ban m&i mot cach nhanh chong.
o Cdch sir dung: Chon é cin neo thong tin, nhin F10, 6 nhdp dé sé cé 4 géc mau dé nhw
hinh dwoi:

Cap Nhat Van Ban BDén

PHAM THOMNG TIN VAN BAN

56, ky higu van ban: |

MNgay ban harH: |1?fD3;2D14 | HL: |1?fD3;2D14 | KT: |_f_,-“_ |

Loai v&n bar: | ap | |Gu1_.r€ft Binh |E|| ST= |1 | [
Cd quan ban hanH: | QH | |m
Maourdi ky i
Trich yéu;
e
Dol r Nhitng 6 nay dwroc neo, nén
Linh vure, chiy @& ién quan: [ | | cé 4 gécmau do

’ [ Thém... ”EaThLF Muc... ” L Batk, ] C:hJsershLoc

Man hinh khi sie dung chitc nang neo théong tin

Sau khi cap nhat thanh cong thi vin ban di chinh thirc dua vao hé théng CloudOffice, nhimng
phong ban don vi tham muu thudc td chirc ¢ cung do mat vdi van ban s€ dugc nhin théy van ban
nay. Céac don vi truc thudc hoat dong doc lap cé van thu va con dau riéng, van thu phai chuyén
tiép van ban xudng cac don vi d6 bing cach dung chirc ning “Chuyén tiép vin ban”, thi don vi
d6 moi thdy duoc vin ban.

1.2 Phén loai, phin cdng vin ban dén

Chtc nang nay dung dé xac dinh vin ban dén c6 can phai xir 1y hay khong, néu c6 thi xac dinh
thoi han xir 1y ctia van ban d6, dong thoi phan cong don vi xir Iy. Budc phan cong nay khong phai
13 budc phé duyét vin ban, nd dugc sir dung trong trudng hop ngudi phan cong biét duoc vin ban
c¢6 lién quan dén don vi phong ban nao, thi s& phan céng nhanh cho cac don vi 46 xem van ban
trudec.

Nguoi st dung chuc nidng nay thuong 1a Chanh van phong, hodc 1a ngudi dugc uy nhiém
nhiém vu phan loai, phan cong van ban.

1.2.1 Cac buée thuc hién
- Buwdc 1: Vao chiic nang “Vin ban” - “Vin bdin dén” -> “Phdn logi, phin cong”
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- -

Personal

 CaWhan SR

Vao chirc nang “Van ban”

Personal

-

- camhan AL

Vao chirc nang “Van ban déen”

VAN BAN DEN...

5

Cac chc ndng ién quan d&n nghigp v xir by vin thr
d5i v win ban ma don vi nhin dugc

3

VAN BAN DI..

Cac chfc ndng lién quan d&n nghigp v i by vin thr
d5i vdi vin ban ma don vi gl &

5

VAN BAN NOT BO...

Quin by vin bin cé tinh cht i b3 nhar T4 rinh, BE
suft, B &n, Théng bio...

VAN BAN LUU...

sl

CGrudn by cic vin ban khdng phdi v& v3n bén &, d&n
ola oo quan dan vi

iiﬁ
[Pl ]
C3p nhét, bé sung mdi quan hé gif= cic vin bén
nham x3y dung c3u tric 3y van bn

- Théng K&, Bao Cao

Tharc hin G2y 60 cic nghigp vu thng ke, béo cdo
li€én quan d8n cng tac van thyr oba don vi

Taoe Lién K&t Van Ban
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@ Danh Sach VB B&n

Danh séch cic vEn ban d&n don vi bao gBm ngudn g
d&n hodc duge chanyén t8p

Nh3p Van Ban D&n

C3p nhét vin bin d&n vio chuang trinh 3£ Enh dao

Van Ban dan vi phé duydt ar by
works 7=~ | Phén Loaj, Phdn Céng
N ' ! i - - - Phén losi 38 xdc dinh vin ban of cBn phai xar by hay
. Cbng Viéc khéng, 8Bing théi phan cing dan vi xr by
o = _
B e
e = Chuy&n Ti&p Vin Ban
i \ :
- ' Chunyén tip (68p tuc i) vin bdn ma den vi nhan
Personal | A — durge >uding cac don vi c3p dudi
3 R
o Phé Duyét Van Ban Bén
Camlhan G w0 TiénIch Linh d3o phé duyt it b vin bin, giso cho cic b
_ ; ; N . phn xir by
) ) :
' ".
5 J —
.
\ﬁmff - Tim Van Ban Bén

Tra o, tim ki€m, théng ké cc vin bin nim trong
Kho wén bén d&n oz don vi

Vao chirc nang Phan logi, phdn cong van ban den

Man hinh chira danh sach van ban can phan loai, phan cong sé& hién thi nhu hinh dudi. Mic
dinh hé théng s& hién thi vin ban cta ngay hién tai.

. . - ’ Phan Loai, Phan Cng Q| - ThuMht B Bong
B T —— —— e
Ngay Dén Nhan | 56 D& | 58 Hiéu VEn Ban Ngay BH Trich Y&u N&i Dung NguBin GLri B&n FhéiXL HanXL |LyDo  Gui Fie

1 | U | 28092014 00:35 14 | 2437/GD-BTC 28052014 | V& vigc cong bé thil tue hdnh chinh méi ban hanh thudic tham quygn giai quyét cia BS Tai Chinh | B& Tai chinh %

2 | 0| 28092014 00:37 15 | 2438/QP-BTC 28052014 | V& vigc cong bé thil tue hdnh chinh méi ban hanh thufic tham quyBn giai quyét cia BS Tai Chinh | B& Tai chinh &4
V& vigc dinh chinh théng t s§ 76/2014/TT-BTC ngay 16thang 06 ndm 2014 clia Ba Tai Chinh

3 | 0| 28092014 00:44 16 | 1989/QP-BTC 28082014 |huéng d3n mét 55 Giu ciia nghi dinh s& 45/2014/ND-CP ngay 15thang 05 nam 2014 ctia Chinh | B4 tai chinh X 15 £
Phu quy dinh v& thu tign sd dung dat

4 | [0 | 2309204 0048 17 | 724/ap-BTC 28092014 | V& vige b bé van ban pham phap ludt Ba & chinh X k! =Y
Quy dinh mic thu, ch& d8 thu, ndp. quan 1 va s dung phi st dung duding bé tram thu phi cdu P

5 | 0| 2809204 10:19 18 |51/2014/TT-BTC 28082014 g Thiy va tram thu phi cu Ban Theiy Il, Qudc 15 1 B Tai chinh S
Quy dinh mc thu, ch& d8 thu, nép, quan  va s dung phi sd dung duding bé tram thu phi Quéc 18 | . .. .

€& | | 28032m4 1020 19 |442014/TT-BTC 28032014 |35’ goan Usng Bi - Ha Long, tinch Guang Ninh B§ Tai chinh 8

7 @ 28052014 10:21 20 08/2014/TT-BTC 28092014 | & vide quy dinh miic thu, ch& dé thu, ndp. quan Iy va s dung phi y t& du phana, kim dich y t& Ba Tai chinh X 28 Q}
Quy dinh chi ti va hudng dn thuc hign viéc xi phat vi pham hanh chinh trong Fnh wic quan i,

8 | 0| 28092m4 1027 21 |07/2014/TT-BTC 28092014 |50l dung ti 53 nha nuidc theo quy dinh tai Nghi dinh 58 192/2013/NB-CP ngay 21/11/2013cia | B8 Tal chinh =Y
Chinh phd
Vv Huising din v phi va IE phi thusc tham quyn quyi dinh clia Hai §8ng nhan dan tinh, thanh

3 | U | 2809204 10:28 22 |02/2014/TT-BTC 28-05-2014 phif bic thudc: Trung tng S

PR . p P (R

10 | 0| 28092014 1028 % |215/2013/TT-BTC | 2808204 | [onatdsS215/203/TTBTC ngdy 31/12/2013 v/ hudng dén v& euing chEthibanh o | g 1 iy EY
Théng td s& 219/2013/TT-BTC ngay 31/12/2013 hudng din thi hanh Lust Thu# gid tr gia ting va

11 | 0 | 28092m4 10:29 24 |219/2013/TT-BTC | 28092014 | Nghi dinh 58 209/2013/ND-CP ngdy 18/12/2013 ctia Chinh phti quy dinh chi tigt va hudng dan thi | Ba Tai Chinh £
hanh mét s& digu Luat Thug giati gia tang
Théng tu s8 205/2013/TT-BTC ngdy 24/12/2013 hudng dn thic hign céc Higp dinh tréanh danh

12 | [ | 28092014 10:30 25 205/2013/TT-BTC 28092014 |thué hai [3n va ngan ngtia viéc trdn 13u thug i vdi cac loai thug danh wao thu nhap va tai san Q}
gilia Vigt Nam vdi céc nudc va ving lnh thé cé higu lic thi hanh tai Vigt Nam

Man hinh Phdn logi, phdn céng van ban dén

- Budrc 2 : Chudt phdi vao van ban can phan loai, phan cong, chon “2.Phédn cong xw ly”’. Hodc
chon van ban can phan loai, sau d6 bam nut “Phdn cong”
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Phdn Loai, Phin Céng

* L -
E [ Chi li&t k& v&n ban phai xr Iy [] Chura phén loai, phén cing
Ngay Bén Nhin S5DEn | SGHiEuVEnBAn  ~  NgayEH Trich Y&u Ngi Dung
. o on o | W Huiding dn vE phi va 1& phi thudc tham quyén quyé dinh cia Haéi ddng nhén dan tinh, thanh
1 | 10| 28-09-2014 10:28 22 02/2014/TT-BTC = TR gong
2= 1. Théng tin chi tiét
A 3 Dhian cd b ng dén thuc hién viéc w7 phat vi pham hanh chinh trong [ nh viic quan by,
2 | ] | 28092014 10:27 21 | 07/2014/TT-BTQ| = < "hancongxuly c theo quy dinh tai Nghi dinh 58 192/2013/NB-CP ngdy 21/11/2013 clia
w7 3.Xdc nhan da xdr Iy
3 Im 28052014 10:21 20 08/20014/TT-BTC 2 4. Hily ket qué xr by hu, ch& dd thu, ndp. quan I¥ va sl dung phi v t& duJ phang, kiém dich y t&
5. Ly do chura xdr 6ng tu sd 76/2014/TT-BTC ngay 16thang 06 ndm 2014 cia Ba Tai Chinh
4 | [ | 28-09-2014 00:44 16 1989/GB-BTC 1 clia nghi dinh s& 45/2014/NB-CP ngay 15thang 05 ndm 2014 cla Chinh
Phui quy dinh v thu tién sU dung d&t
Théng ti s& 205/2013/TT-BTC ngay 24/12/2013 hudng dan thuc hién cac Higp dinh trdnh danh
5 IL—L| 28052014 10:30 25 205/2013/TT-BTC 28-09-2014 |thué hai [&n va ngdn nglia viéc trdn [Su thué ddi véi cac loai thué dénh vao thu nhap va tai san
gitia Vigt Nam vdi céc nudc va ving 1Enh thd o higu hic thi hanh tai Vigt Nam
’ Théng tu 58 215/2013/TT-BTC ngdy 31/12/2013 v/v hudng din vE cudng ché thi hanh quyst
& | I | 28-09-2014 10:2% 23 | 215/2013/TT-BTC 28-09-2014 dinh hanh chinh thus
Théng tu 58 219/2013/TT-BTC ngdy 31/12/2013 hudng dan thi hanh Ludt Thus gid tr gia ténﬂq va
7 | U | 28092014 10:29 24 | 219/2013/TT-BTC 28-09-2014 | Nghi dinh s& 209/2013/NB-CP ngéy 18/12/2013 cda Chinh phu quy dinh chi ti€t v& hudng dan thi
h&nh mét 58 digu Ludt Thué gid ti gia ting
g8 |0 | 28092014 00:35 14 | 2437/QB-BTC 28-09-2014 | V& viéc cng bd thd tuc hanh chinh mdi ban hanh thudc tham quy®n gidi quy&t cla B3 Tai Chinh

Chirc nang Phan logi, phdn cong xur Iy

Man hinh Phan loai, phan cong hién thi nhu sau

Phan Loai Va Phan Cong Bon Vi Xir Ly Van Ban Bén

Phan Loai Ché B6 Xir Ly Van Ban
{® Yem, tham khao O Phai Xi¥ Iy, tra Wi
Chuy&n Ldnh Bao Phé Duyé&t
| [
Phdn Cong Ban Vi Xar Ly Van Ban

STT M3 Higu Tén Ban Vi Thudc, Truc Thudc o« XLy |« Xem | ChaTri 'f Kign Cy Thé Cho Ban Vi I+
1 Ban C&i Cach va Hign dai héa

2 Cuc Céng nghé théng tin

3 Cuc Thu# Thanh Pha Ha Néi

4 Cuc Thug Thanh Ph& HE Chi Minh

5 Cuc Thué Tinh Bic Minh

[ Cuc Thué Tinh D& Nang

7 Cuc Thus Tinh Nghé An F
2 Tap chi Thué

] Thanh tra
10 Truding Mghigp vy thug
11 Van phang (o dai dién tai thanh phd Ha Chi Minh)
12 Vi Chinh sach
13 Vu Du todn thu thug L4
14 Vs Hdp tac quic t&
15 Vu K khai v K& todn thug
16 Wu Kigm tra néi bd
17 Viu Phap ché
18 | [el Mo DQuEn Bend wa Crifinn ohE nd thoE S

| o4 ghinnan | | chusgnphat | (% waTreng | (@ Kt Thac

Man hinh Phan logi, phdan cong xu ly
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- Bwdc 3 : Xac dinh loai van ban, phan cong cho don vi xt 1y
o Vin ban duoc chia thanh 2 loai: Vin ban dé xem — tham khao, vian ban phai xir Iy — tra 10i. Vi
loai vin ban can phai xtr Iy, nguoi ding can xac dinh thoi han xt Iy cho van ban do.

o Phan cong cho don vi bang cach bam vao cic 6 trén danh sach don vi & 3 ¢t twong Gng: Xir
1y, xem, chu tri thuc hi€n van ban.

o Chu ¥: Vi vian ban phai xtr 1y, ngudi ding can xac dinh dugc don vi chu tri thuc hién.

Phan Loai Va Phin Céng Pan Vi Xir Ly Van Ban D&n

It

Phdn Loai Ché B4 X' Ly Van Ban
) Xem, tham khao (& Phai X Iy, tra loi O 1ngdy O 7ngay| ® 10ngay| O 15ngay O 30ngay (O S&khic
Chuyén Lanh Pao Phé Duyét
[Bii Van Nam =
Phan Cong Bon Vi Xir Ly Van Ban

STT M3 Higu Tén Ban Vi Thude, True Thudc & WLy |« ¥em | ChoTr ¥ Ki€n Cu Thé Cho Ban Vi -
1 Ban C&i Cach va Hién dai héa

2 Cuc Céng nghé théng tin = £

3 Cuc Thu# Thanh Phé Ha Nai e

4 Cuc Thu& Thanh Phé Ha Chi Minh : Tichvaocacé &3 cf_:rt :

5 Cuc Thug Tinh Bic Ninh O] xr ly, xem, chu tri dé xac

3 Cuc Thus Tinh D2 Ning Q dinh vai tro cua cac don

5 P i Q vi doi v&¥i van ban =
8 Tap chi Thu#

9 Thanh tra
10 Triting Nghiép vu thug
11 Van phang (co dai dién tai thanh phd Ha Chi Minh)
12 Viu Chinh sich
13 Wu D todn thu thug 3
14 Vu Hop tac quéc t&
15 Wu K& khai va KE todn thué
16 Viu Kigm tra ndi bé
17 Vis Phip chE
18 [fen Vo ClAn b nd A Cifnn chE nd thod i

| Ghithan | [o chuygnphat | | Y wesTeng | [(© kerThac |

Xac dinh logi van bdn, phdan cong cho don vi xu ly

- Bwéc 4: Chuyén cho lanh dao phé duyét

o Néu nguoi phan loai, phan cong vin ban biét duoc vin ban diy duoc chuyén dén dich xac cho
mot 1anh dao ndo d6 phé duyét, thi trong man hinh nay nguoi dung chon Lanh dao d6 trong phan
“Chuyén Lanh Pao Phé Duyét”

22



T5/7 8.3 Office®

THAISONSOFT

Phan Loai Va Phan Cong Bon Vi Xir Ly Van Ban Bén

Phan Loai Ch& B4 Xir Ly Van Ban

{2 Xem, tham khao (=) PhaiXir ly, tra i 0 1ngay O Zngay ® 10ngay O 15ngay O 30ngay O Sékhac

Chuy&n Lanh Pao Phé Duyét
| i Van Nam -]
Phan Cong B¢n Vi Xir Ly Van Ban
STT M3 Higu Tén Bdn Vi Thudc, Truc Thudc o XLy | « Xem | ChaTri  Kign Cy Thé Cho Ban Vi it
1 Ban Cai Cach va Hién dai héa
2 Cuc Céng nghé théng tin :: 5}
3 Cuc Thu& Thanh Phd Ha Néi oz
4 Cuc Thu& Thanh Ph& Ha Chi Minh =
Chuyén triee tiép van ban cho Lianh dao phé duyét
1.22 Luuy

- St dung chirc nang “Bdng lich” & hién thi vin ban theo ngay, tuan, thang.

= _@F‘hancﬁng [ Chiligt k& vén ban phai s Iy [ Chura phén leai, phén cing

(30 Ngay Bén Nhan | 55 88n | S8 Hiéu VEn Ban Ngay BH

1 w 28-09-2014 00:35 14 | 2437/QDB-BTC 28-05-2014 | V& vigc cdng bé thi tuc hanh chinh mdi ban hanh thudc thé

2 @\\E-HS-ZDM 00:37 15 | 2438/QD-BTC 28-09-2014 | V& vigc cong bd thd tuc hanh chinh mdi ban hanh thudc tha

o QBN"M“ fass e © @o OwOmM Xigm chinh théng tu s5 76/2014/TT-BTC ngay 16th
e Thang 09 nam 2014 = 5 thang 05 ndm 2014 cia Chinh Phi quy dinh vé thu

a4 [0 23-1]5—21]1?1 00:48 T2 T3 | T4 15 T6 T7  CN = béi bd van ban pham phap ludt

5 | I | 28-09-2014 10:19 1 2 3 4 5 6 7 nh muc thu, ch& dé thu, ndp, quan v va sd dung phi s

6 | IV | 28092014 1%;"’ 8 9 10 11 12 12 14 nh muc thu, ch& dé thu, ndp, quan iy va =0 dung phi s

7 |0 28—03‘!0{1'17]:21 e 1?;3 e L = quy dinh mdc thu, ch& dd thu, ndp, guan k¥ va sd dur

8 | 0| 28092014 1027 e et el el el e et va hidng dén thuic hién viéc xi phat vi phar
29" 30 ngay 21/11/2013 cia Chinh phd

g | ] | 28092014 10:28 idng dan vE& phi va 18 phi thudc tham gquySn quyst din

10 | 0 28092014 10:29 Bang hién thi theo ngay vao may tui 58 215/2013/TT-BTC ngay 31/12/2013 v/ hudng

11 [ 28092014 10:29 20 2192013/TT-BTC | 28092014 | Qo0 2 ey e rant mﬁ”s‘-?afﬁg

2| 0| 250520141030 B 200T/TTBIC | Ze0sta | v ok

Churc nang bang lich
Nguoi dung c6 thé xem chi tiét cach st dung Bang lich tai “Giai thich man hinh — Bang lich”
duoc mo ta phia cudi tai licu.
- Dé xem thong tin chi tiét ciia vin ban, nguoi ding Chudt phdi vao van ban can xem, roi chon
“1.Théng tin chi tiét”. Hoic kich ditp vio van ban can xem.
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Phén Loai, Phén Céng

- 5 "
El [[] Chiliét k& v&n ban phai xr [ Chua phén loai, phan cing
Ngay Bén Nhan | S6B&n | S&Hidu Vn Ban Ngay BH Trich Y&u Ngi Dung
1 | ) | 28-03-2014 00:35 14 2437/0P-BT( 5= 1 Thing tin chi 6&t tuc hanh chinh mdi ban hanh thudc tham guygn gidi quyst cia Bg Tai Chinh
2 lm 28-05-2014 00:37 15 2438/QD-BTC | % 2. Phén cong xd Iy U tuc hanh chinh mdi ban hanh thudc tham quyen gidi quy&t cla B& Tai Chinh
| 3. Xac nhan da xir by | h thing tu sd 76/2014/TT-BTC ngay 16 thang 06 ndm 2014 cia B3 Tai Chinh
3 | 0| 23092014 00:44 16 1989/QD-BTC |- - igu cla nghi dinh 58 45/2014/NB-CP ngdy 15thdng 05 ndm 2014 cda Chinh
X 4 Hiy k&t qua xir by ju tign s dung d&t
4 | ) | 28-09-2014 00:48 17 | 724apBTC | @ 5. Ly do chuaxirly ban pham phap ludt
. Quy dinh mic thu, ch& dé thu, ndp, guan Iy va sd dung phi sd dung dudng bé tram thu phi cdu
5 | 0| 28092014 10:13 18 51/2014/TT-BTC 25092014 | po Thiy va tram thu phi c3u B&n Thiy II, Quéc 15 1
. Quy dinh miic thu, ché dé thu, ndp, quan i va sd dung phi s dung dudng bd tram thu phi Quéc 16
6 | 0| 23082014 10:20 15 | 44/2014/TT-BTC 28-05-2014 18, doan Uang Bi - Ha Long, finh Quang Ninh

Xem théng tin chi tiét vin ban

Man hinh Théng tin chi tiét van ban hién thi nhu sau:

Théng Tin Chi Tiét Van Ban DEén

Lo (| (G| e ) s a2

Chi £ || P.Céng | | Duyét | | Chuyén | [Tao ‘4&cz| | T.Tanh Lo

BB

B.Ludn

>

Hii Ban

7 D |l (NS

H.Thanh| [Hiy KQ | |kKém File| | S &

L)L) se20ke
i

% Ngay ban hanh 1 22/09/2014

% Co quan ban hanh : B Tai chinh
% Linh vire, chi @& . Chu'a dugc phan loai
% Cap dd khan . Binh thuéng

2 . Cac don vi cap dudi d3 dudc chuyén tiép:

QD2437.pdf
1. Thing tin chung: I
% Loai van ban . Quyé&t Binh
% Sd hiéu van ban . 2437/0D-BTC

% Trich yé&u . Quyét dinh s6 2437/ QD-BTC ngay 22/09/ 2014 clia B
Tai chinh vé viéc mng bd tha tuc hanh chinh mdi ban hanh
thudc tham quyén gidi quyét cia B Tai chinh

(P][@ wme ][d]

Bay |a khay chira cac file dinh kém li&n quan d&n cing viéc. Khay nay s liét ké t3t ca cac file phat sinh do ngurai durgc
giao viéc dua |én (néu 13 viéc nhimng ngurdi duge giao cing thure hién chung). Trudng hop oéng vigc giao cho nhigu ngurdi
nhung xir Iy ddc 1ap nhau thi ngurdi nay khdng nhin thay file ola ngurdi khac, Mhap phai chudt vao ving tréng trén khay
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Tai man hinh Thong tin chi tiét van ban, NSD c6 thé thdy dugc toan bo thong tin ctia vin ban,
nhat ky xir Iy vin ban va co thé thyuc hién toan bd cac nghiép vu xtr Iy vin ban theo quyén han cta
minh.

- Ngudi dung co thé loc ra nhitng vin ban da phan loai thanh: Van ban phai xir 1y, bang cach
bém vao tich chon “Chi li¢t ké van bdn phdi xiw ly”

Phan Loai, Phan Cong

EW'Dmkmumwwmvl [] chira phén loai, phén céng

Mgay Dén Mhan S8 Higu Van Ban Maay BH Trich Yé&u N&i Dung

1 @ 28-05-2014 00:35 14 2437/QB-BTC 28-09-2014 | V& vigc cong bé thd tuc hanh chinh méi ban hanh thudc th3m quydn gidi quyd cla Bé Tai Chinh

2 | I | 28092014 00:37 15 | 2438/QB-BTC 28-08-2014 | V& vigc céing b thi tuc hanh chinh méi ban hanh thudc tham quyBn gidi quySt cia B Tai Chinh
V& vigc dinh chinh théng tu s& 76/2014/TT-BTC ngdy 16thang 06 ndm 2014 cla B3 Tai Chinh

3 | | 28092014 00:44 16 | 1989/GB-BTC 28-09-2014 | hudng dan mét s& disu cla nghi dinh s& 45/2014/NB-CP ngay 15thang 05 ndm 2014 cta Chinh
Phi quy dinh v& thu tign s0 dung d&t

4 | ] | 28-09-2014 00:48 17 | 724/QB-BTC 28-09-2014 | V& vigc bdi bé van ban pham phép ludt

5 | [0 | 23092014 1019 18 | 51/2014/TTBTC | 28092014 o2 %‘Syﬂgﬁg‘;tmiﬁ:’ggﬂggﬁﬂﬁ”l F&E;Cﬂlgﬂ”g plEi R ki hakr b bl o

Chi liét ké van bdn phai xu ly

- Pé loc ra nhirg van ban chua duoc phéan loai, phan cong, ngudi ding hiy tich chon “Chura
phdn logi, phdn cong”.

Phan Loai, Phan Cong

@_ ST PR ap———v—

Mgay Dén Nhan | 58 Bén S8 Higu Van Ban Maay BH Trich Yé&u N&i Dung

1 28-09-2014 00:35 14 | 2437/QB-BTC 28052014 |VE vigc cdng bi thi tue hanh chinh méi ban hanh thudc tham quyEn gidi quyst cla B Tai Chinh

2 28-09-2014 00:37 15 | 2438/QB-BTC 28052014 | V& vigc cing bi thi tue hanh chinh méi ban hanh thudc tham quyEn gidi quyst cla B Tai Chinh

]
]
V& vigc dinh chinh théng tu =5 76/2014/TT-BTC ngdy 16thdng 06 ndm 2014 cua B Tai Chinh
3 | [ | 28092014 00:44 16 1989/QB-BTC 28-09-2014 |hudng dén mét s& diu clia nghi dinh s& 45/2014/NB-CP ngay 15thang 05 ndm 2014 ciia Chinh
Phi quy dinh v& thu tign s0 dung d&t
]
o

28-09-2014 00:48 17 724/QB-BTC 28-09-2014 | VE vigc béi bd van ban pham phap luat

Quy dinh miic thu, ché& dé thu, ndp, quan Iy va =0 dung phi s dung dudng bé tram thu phi cdu
B&n Thiy va tram thu phi c3u B&n Thiy I, Quéc 18 1

Loc van ban chua dwoc phadn loai, phan cong

28-09-2014 10:19 18 | 51/2014/TT-BTC 28-09-2014

- Nguoi dung cling c6 thé nhin vao mau van ban dé xac dinh dugc trang thai cua van ban. Néu
van ban ¢6 mau dé tuc 1a van ban chua dugc phan loai, phan cong, mau xanh c6 nghia van ban da
dugc phan loai, phan cong.

Phdn Loai, Phdn Céng

EM [ Chiligtke vin ban phaisarlj [ Chua phin loai, phan céng

[56] | moayeen Nhin | S5©6n | SSHEuVENBAn & NgayBH Trich Y&u NGi Dung

/v Hudng dan vE& phi va I& phi thudc thdm quyn quyé dinh cia Héi dBng nhan dan tinh, thanh

1 | [0 | 28-09-2014 10:28 22 02/2014/TT-BTC 28-09-2014 phd tic thudc Trung udng
Quy dinh chi tié va hudng dan thuc hién viéc xui phat vi pham hanh chinh trong IFnh viic quan i,
2 | 0 | 28092014 10:27 21 07/2014/TT-BTC 28-09-2014 | sl dung tai sdn nha nudc theo quy dinh tai Nahi dinh s& 192/2013/ND-CP ngdy 21/11/2013 cla
Chinh pha
3 @ 28-05-2014 10:21 20 08/20M14/TT-BTC 28092014 |v& vidc quy dinh mic thu, chE d& thu, ndp, quan i va si dung phi y t& du phang, kigm dich y t8
W& vigc dinh chinh théng tu s& 76/2014/TT-BTC ngay 16thang 06 nam 2014 cla B& Tai Chinh
4 |0 | 28-09-2014 00:44 15 1989/QB-BTC 28-09-2014 | hudng dén mét s digu cla nghi dinh s& 45/2014/NBCP ngay 15thang 05 nam 2014 cia Chinh

Phi quy dinh & thu tién s dung dat
Van ban chwa dwoc phan cong, phan loai c6 mau do
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- Néu danh sach vin ban qua dai, ngudi dung c6 thé sir dung tinh nang tim kiém dit liéu nhanh
nhu hinh dudi. Tinh ning nay loc dir lidu trong danh sach van ban dang hién thi. NSD bam vao
mili tén mau do dé thay doi chi tiéu loc dit liéu.

Phdn Loai, Phdn Céng & | = Thu kho B fong
ul
PRAEen]-
Trich Y&u NGi Dung NguBn Git D&n Phai XL | MEn X 56 ky hicu
> P

11& phi thudc thdm quyEn quy&t dinh cia Hai dBng nhin dan tinh, thanh Trich yéu
a Co quan ban hanh
3 d&n thuc hign viéc w0 phat vi pham hdnh chinh trang i nh vdc quén i, Phén loai
theo quy dinh tai Nghi dinh s 192,201 3/NB-CP ngay 21/11/2013cda | B& Tai chinh i

, ch& dé thu, ndip, quan Iy va s dung phi y t& du phang, kigm dich y t& B& Tai chinh X 28 —@ m

Chike ndng tim kiém nhanh di liéu

1.3 Phé duyét van ban

Chure nang nay danh cho cac lanh dao don vi, hodc nhitng nguoi dugce giao xur ly, hodc dugc
cap trén Uy nhiém viéc phé duyét vin ban, phé duyét phong ban, don vi xir Iy vin ban. O chirc
ning ndy, hé théng cho phép nguoi ding nhap 11 phé duyét chung, hoic 10i phé duyét riéng dén
timg don vi cap dudi.
1.3.1 Cac buwéce thuc hién
- Buwdc 1: Vio chic ning “Vin ban” > “Vin bin dén” > “Phé duyét vin bin”

Tai Ligu

- ’ % '

Persemal ) i o . i
. CaMNhan S Tiénich
’ {
=~ J

.
S )

Vao muc “Van ban”
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. Vin Ban
b ! /

- .
! A}

' . QuanTrj

- VdnBan
b ! /
s A

)

works

Céng Vic

Vao muc Van ban dén

cdng Viéc

r

Vao chire nang Phé duyét vin ban dén

VAN BAN DEN...

Cac chc ndng ién quan d&n nghigp v xir by vin thr
d5i vdi win ban ma don vi nhin dugc

Cac chfc ndng lién quan d&n nghigp v i by vin thr
d5i vdi win bn ma don vi gl di

| %/ | vAnBANNOTBS..
Quén b vEn bén c6 tinh chSt n3i b3 nher T& trinh, DE
sudt, B &n, Théng béo.

@ VAN BAN LUU...

Quén by cic vin ban khng phéi v van bén di, 3&n
ola oo quan dan vi

" S
Etﬁ Taoe Lién K&t Van Ban

CaPnha‘t. b sung mi quan hé gifa cic vin bin
nham x3y dung c3u tric 3y van bn

Théng K&, Bao Cao

Thurc hién @3y di cac nghigp vu thdng k&, béo cdo
lién quan d&n cbng tic van thr ola don vi

e &
@ Danh Sach VB B&n

Danhséd\cacvanbandendonwbaogomnguonglﬂ
charyén tEp

Nh3p Van Ban Dé&n

C3p nhit vin bén é8n vao chueng trinh &2 Enh dao
 duryt i by

E Phan Loai, Phdn Cong

Phan logi 82 x3c dinh vin ban o 3n phai xir by hay
khing, dong thdi phin cong dan vixr by

amap
_:ﬂ Chuyé&n Ti&p Van Ban

&n 68p (6Ep tuc gir) vEn bin m3 don vi nhin
dirge suding cac don vi cip dwdi

- Phé Duyét Van Ban Pén

lanhdaophedmenur!y wv&n bén, gizo cho cic bd

Tim Vdn Ban Dén

Tra ci, tim kiEm, thing ké c3c vEn bn ndm trong
Kho wén ban d&n oz dan vi
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Phé Duyét Van Ban Dén B Thufhd B Hong

- -

(=|[Srhedws |75 Tasvis | (I chilétké vanbin duccchidnh [ Chua phe duyét I e[

Ngdy DEn | S6DEn |Nhan | Han | 56 Hi&U Van Ban Ngay BH Trich Y& Ngi Dung NauBn Gii BEn PL YK Duyft G Xem
Théng tu s& 131/2014/TT-BTC ngdy 104092014 cia B3 Tai chinh sia d&i mdc thug sut thug nhip
1 0l | 24082014 m 30 | 131/72004/TT-BTC 10-09-2014 | kh&u d81 véi mat hang phan bén thudic nhém 31.02 tai bigu thug nhap khiu Uu d&i ban hanh kémtheo | B& Tai chinh 1 1 Q}
théng tu si 164/2013/TT-BTC ngay 15/11/2013
Théng tu s& 128/2014/TT-BTC ngdy 05/09/2014 ciia B& Tai chinh huéng din v& vigc gidm thus thu
nhdp cd nhdn d&i vdi ca nhan 13m viée tai Khu kinh t&
Théng tu s& 119/2014/TT-BTC ngay 25/08/2014 ciia B Tai chinh v& vigc siia ddi, bd sung mit s§
digu cla Théng tu s& 156/2013/TT-BTC ngay 06/11/2013, Théng tu s§ 111/2013/TT-BTC ngay
15/8/2013; Théna tu s& 219/2013/TT-BTC ngay 31/12/2013; Théng tu s& 08/2013/TT-BTC ngay -
3| 0| 2eas2me | 3 1| 192004/TEBTC | 01052014 | 40,01,/5013; Théng tusé 85/2011/TT-BTC ngdy 17/6/2011 va Théng ts& 23/2014/TT-BTCngzy | B0 13 ohinh i
31/3/2014, Théng tu 58 78/2014/TT-BTC ngdy 18/6/2014 cia BS Tai chinh d& cai cich, ddn gidn cac
thi tuc hanh chinh v thug
Théng tu s& 126/2014/QD-BTC ngdy 28/08/2014 cda B& Tai chinh quy dinh mét s& thd tuc vE k& khai,
thu nép thug, ti&n chim nép, ti8n phat v& cdc khodn thu khac d&i vai hang hod xudt khiu, nhip khiu
Théng tu s& 123/2014/TT-BTC ngay 27/08/2014 ciia Ba Tai chinh hudng dan 16 chic van hanh, khai
théc hé thdng théng tin quan by ngan sach va kho bac (TABMIS)
Thing tui s& 124/2014/TT-BTC ngay 27/08/2014 ciia B3 Tai chinh quy dinh thii tu héi quan déi véi
24092014 6 7 | 124720M4/TT-BTC 27-08-2014 |xang, dBu cé ngudn gdc mua tli nudc ngodi tam nhip khau dé si dung hodn déi déi véi xang, dumua | B Tai chinh 1 1
t nha may loc dau Dung Quat t3i xudt sang Lao

Quyét dinh 58 2074/QD-BTC ngdy 25/08/2014 cia B8 T&i chinh & viéc cfng bé thi tuc hdnh chinh
trong finh wiic Quan I céing san thudc pham vi chiic nang quan i nha nudc cia B3 Tai chinh

Man hinh Phé duyét van ban dén

2 |l | 24082m4 @ 128/2014/TT-BTC 05-05-2014 Bé Tai chinh 2 e

&

24052014 4 3 | 126/2014/GB-BTC 28-08-2014 Bé Tai chinh 1

24-03-2014 5 -2 | 123/2014/TT-BTC 27-08-2014 B& Tai chinh 1 1

al a | ala
& &

24-05-2014 @) 18 |2074/QD-BTC 25-08-2014 BG Tai chinh 2 5

- Bwéc 2: Xac dinh vin ban can phé duyét, Chudt phai > chon “2.Phé duyét’, hoic bim vao
nat “Phé duyét”

Phé Duyét Van Ban BEn

* *
= || Iehedwa || 7 Tasvise | [ cniletke vanbinduocchidh (8] Chus phé duyét

E!II] Mgay BEn | S6DEn | Nhan | Han 54 Higu V&n Ban Ngay EH Trich ¥&u Nai Dung
Théng tu s& 131/2014/TT-BTC ngay 10/09/2014 clia B Tai chinh stia d&i mic thug suft thug nhap

24082014 | (1) 30 131/2014/TT-BTC | 10:09-2014 | kh&u d&i vdi mit hang phin bén thude nhém 31.02 tai bigu thud nhidp khiu uu d3i ban hanh kém theo
théng tu s 164/2013/TT-BTC ngdy 15/11/2013

Thiéng tu & 126/2014/QD-BTC naay 28/08/2014 cda B& Tai chinh quy dinh mét sd thi tuc v ké khai,

20014 | 4 T hong tin chi tiét thud, tign cham nép. tisn phat va cac khoan thu khac dai vai hang hoa xuat khau, nhap khau
5 N N tui g 123/2014/TT-BTC ngdy 27/08/2014 ciia B3 Tai chinh hudng din td chiic van hanh, khai
24052014 | 5 2 123/200 5 2.Phe duyét & théing théng tin quan i ngan sach va kho bac (TAEMIS)
i"j 3. Tao viéc tu 56 124/2014/TT-BTC ngay 27/08/2014 clia Bd Tai chinh quy dinh thi tuc héi quan ddi wdi
4 24-09-2014 [ 712420 - L d3u cd ngudn gdc mua t nudc ngodi tam nhdp khdu dé st dung hodn d&i d&i vai x3ng, d3u mua
e 4 Taotétrinh may loc ddu Dung Quat tai xudt sang Lao

Quyét dinh s8 2074/Q8-BTC ngéy 25/08/2014 cda Bé Tai chinh v& vigc céing bé thl tuc hanh chinh
trong i nh vuc Quan by cdng san thudc pham vi chic ndng guan by nha nudc cda BS Tai chinh

Théng tu s 111/2014/TT-BTC naay 18/08/2014 cua B Tai chinh v& vidc sia dai, mic thus sudt thus
24092014 3 111.2014/TT-BTC 18-08-2014 |xudt khdu mat hang cao su thudc nham 40.01, 40.02, 40.05 quy dinh tai Bigu thug xudt khiu ban hanh
kém theo Théng tu 164/2013/TT-BTC ngédy 15/11/2013

Quyét dinh s& 1989/QB-BTC ngay 14/08/2014 cida Bé Tai chinh v& vigc dinh chinh Théng tu s§
7 | [ | 24092014 5 1989/QD-BTC 14-08-2014 | 76/2014/TT-BTC ngay 16 théng 6nam 2014 ctia B& Tai chinh hudng dén mét s& Bigu cia Nghi dinh &
45/2014/NB-CP ngay 15thang 5 nam 2014 cla Chinh phd guy dinh vE thu tign s dung dat

24032014 0] 18 | 2074/GD-BTC 25-08-2014

w
= = = L= = =

Chon van ban can phé duyét

- Bwdc 3: Nhap y kién chi dao chung, va y kién chi dao cu thé cho tung don vi néu co.

Néu vin ban d trai qua budc “Phdn logi, phdn céng”, thi nhiing thong tin phan cong don vi
xu 1y cling dugc hién thi lai nhu & man hinh dudi.

Tich vao cac 6 ¢ 3 c¢ot: Xur ly, xem, chu tri dé xac dinh vai tro cua cac don vi d6i véi van ban.
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Phé& Duyét Va Phdn Céng Bon Vi Xirf Ly Van Ban

¥ Ki&n Chi Bao Chung (Lan 2)

Wu Td chic cdn bd phéi hop cing vdi cdc dan vi ién quan d& x( i dit digm. ‘

Phan Cong Bon ViXu' Ly Van Ban

STT Tén Ban Vi Thugc, Tryc Thudc o XLy |« ¥em | ChiTri ¥ Kign Chi Bao Cu Thé Cho Bon Vi Il
1 Vi Chinh séch e

2 Vu Php ché Q

3 Vi Dui todn thu thud e

4 Vi K& khai va K& todn thus =

5 Vu Quan Iy nd va Cuding ché ng thug =) . . =
[ Wu Quan Iy thug thu nhdp ca nhan Vﬁch vao cac ? 0°‘ 3 EOt

X ly, xem, chu tri dé xac

7 Vi Quin i thug doznh nghiép ldn Q 1 dinh vaitré cia cac don

2 Vu Tuyén truyEn - H trd ngudi nép thug k vi ddi v&i van ban

9 Vi Hp tac quic t& : q
10 Vi Kigm tra ndi b Q i
11 Vi T8 chiic can bé - o
12 Vi Tai vu - Quan ti
13 Van phang (cd dai dién tai thadnh phd HE Chi Minh)
14 Thanh tra
15 Ban Cai Cach va Hign dai héa I

|y ahinhan | (%o ueaTréng || ©) ket Thic |

Chon van ban can phé duyét
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- Sir dung chirc niang “Bang lich” dé hién thi vin ban theo ngay, tuan, thang.

)
Q G Eloud
=2 Offi

*

‘= | OPh&dugt || Taovigc | [J chilietkevanbanduocchidnh [ Chua phé duyét

Ngdy BEn | S6DEn Nhdn Han | 56 Hiéu Vin Ban Ngay BH
1 ‘D 28-09-2014 14 2437/GB-BTC 28-09-2014 | V& vigc cdng bd thi tuc hanh chinh mdi ban hanh th
2 M 28-09-2014 15 2438/°0b-BTC 28-05-2014 | V& vigc cong bd thi tuc hanh chinh mdi ban hanh th
V& vigc dinh chinh théng tu 58 76/2014/TT-BTC ng
Ef @\ 28-09-2014 16 15 Iww _'I'E- — WEB-DH-Z'DH sden NE =2e W94 oj3 Chinh Phi quy dinh v thu t
i ﬁ B Y F L H @mp OwOmMm ?( . Lo
4 @ 28-05-2014 17 &2 << Thang 09 n3m 2014 -s n ban pham phap luat
5 @ 28-05-2014 18 1 12 T2 T4 715 T6 T7 CN . ch& dd thu, ndp, quan by va =17 du
6 @ 28-09-2014 15 _J 1 2 3 4 5 6 7 ,ch& dd thu, ndp, quan b va s du
7 @ 23—1]3—2{!15 _,....-EB"'"" 20 |1 a 9 10 11 12 13 14 muic thu, ch& dé thu, ndp, quan kv
15 | 16 17 18 19 20 21 ra huidng dan thuc hign vige x0T phs
g U 2032014 20 f 13 ngay 21/11/2013 ciia Chinh phu
22 23 24 25 26 27 :
9 @ 28-09-2014 22 -8 ‘ 3 1 [E phi v& & phi thudc tham quysn q
20 30
10 @ 28-09-2014 23 i 2013 TT-BTC ngay 211252013 v
| Bang hién thi theo ngay vao may 2013/TT-BTC ngay 31/12/2013 he
1 @ 28032014 2 ST = e == R quy dinh chi tigt va hudng dan thi hanh mét 6 d
Thing tu sd 208/2013/TT-BTC noay 2412/2013 he
12 @ 28-05-2014 2 205/2013/TT-BTC 28052014 danh vao thu nhip va tai san qitia Vigt Nam vdi céc
Chirc nang bang lich

Nguoi ding ¢ thé xem chi tiét cach sir dung Bang lich tai “Giai thich man hinh — Bang lich”
duoc mo ta phia cudi tai licu.
- Nguoi ding c6 thé xem thong tin chi tiét ctia van ban bang cach Chudt phdi vao vin ban can
xem, chon “I.Théng tin chi tiét’, hoic kich dip vao van ban cn xem.

Phé Duyé&t Van Ban DE&n

*

E[_@Phéduvét Hf] Taa vigc [ Chilit k& van ban dugc chidinh (8] Chura phé duyét
Ngdy Bén | S5BEn Nhén Han | 55 Hidu VinBan Ngay BH Trich Y&u NGi Dung
Théng tu 58 131/2014/TT-BTC ngdy 104092014 clia Bé Tai chinh sia d6i mic thud sudt thué nhdp
1 | )| 24092014 )] 0 1312040 T.BTC A00G.I01A kb3 d&i vai mat hang phén bén thudc nhém 31.02 tai bigu thug nhip khéu Uu d&i ban hanh kém theo
5= 1.Théng tin chi tigt ng tu 55 164/2013/TT-BTC ngay 15/11/2013
7 Phe duyet dng tu 58 126/2014/QD-BTC ngay 28/08/2014 cla B3 Tai chinh quy dinh mét & thd tuc vE ké khai,
2 | 0| 2092014 | 4 3 1260 = Oy U nép thug, tisn chéim ndp, tisn phat va cac khoan thu khéc déi véi hang hod xuat khau, nhap khiu
M 3.Taoviéc hang tu s6 123/2014/TT-BTC ngay 27/08/2014 cia Ba Tai chinh hudng dan t chiic van hanh, khai
3 0 2e0sms | 5 2 "™ a4 Teots ik ic hi thing thang fin quan I ngan sach va kho bac (TABMIS)
- - dng tu 58 124/2014/TT-BTC ngay 27/08/2014 cda B Tai chinh quy dinh thi tuc hai quan déi vdi
4 | 24092014 & 7 1242014/TT-BTC 27-08-2014 |x@ng, ddu c& ngudn gdc mua tl nudc ngodi tam nhap khau d& sU dung hodn déi d&i véi xang, ddu mua
tl nha may loc ddu Dung Quét téi xudt sang Lao
409 Quyé dinh 5§ 2074/Q0-BTC ngay 25/08/2014 cla B3 Tai chinh v& vifc cing b thd tuc hanh chinh
5 02 204 @ 18 | 2074/QB-BTC 25082014 trong Ii nh wic Quan ly cdng san thudc pham vi chic ndng quan ly nha nudc cia B& Tai chinh

Xem thong tin chi tiét van ban
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Man hinh Thong tin chi tiét van ban hién thi nhu sau:

Théng Tin Chi Tiét Vin Ban D&n |

L) | R R O e D

Chi £ || P.Céng | | Duyét | | Chuyén | [Tao ‘4&cz| | T.Tanh Lo B.Ludn || H&i Bao | |H.Thanh| |Hiy KQ | |Kém File| | Se &

)
T

1 ,}-‘- 452.0 KB

< =3
QD2437.pdf
1. Thing tin chung: ]
% Loai van ban : Quyé&t Binh
% Sd hiéu van ban . 2437/0D-BTC
% Ngay ban hanh 1 22/09/2014
# Trich yéu . Quyét dinh s6 2437/ QD-BTC ngay 22/09/ 2014 clia B

Tai chinh vé viéc mng bd tha tuc hanh chinh mdi ban hanh
thudc tham quyén gidi quyét cia B Tai chinh

% Co quan ban hanh : B Tai chinh
% Linh vire, chi @& . Chu'a dugc phan loai
% Cap dd khan . Binh thuéng

2 . Cac don vi cap dudi d3 dudc chuyén tiép:

0 B @]

Bay |a khay chira cac file dinh kém li&n quan d&n cing viéc. Khay nay s liét ké t3t ca cac file phat sinh do ngurai durgc
giao viéc dua |én (néu 13 viéc nhimng ngurdi duge giao cing thure hién chung). Trudng hop oéng vigc giao cho nhigu ngurdi
nhung xir Iy ddc 1ap nhau thi ngurdi nay khdng nhin thay file ola ngurdi khac, Mhap phai chudt vao ving tréng trén khay

Xem thong tin chi tiét van ban

Tai man hinh Thong tin chi tiét van ban, NSD c6 thé thy dugc toan b thong tin ciia vin ban,
nhat ky xtr Iy vin ban va c6 thé thyc hién toan bo cac nghiép vu xir Iy van ban theo quyén han cia
minh.

- Néu danh sach vin ban qua dai, nguoi ding c6 thé sir dung tinh ning tim kiém dit liéu nhanh
nhu hinh dudi. Tinh ning nay loc dir liéu trong mot danh sach vin ban dang hién thi. Bim vao
mili tén mau do dé thay doi chi tiéu loc dit liéu.
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Phé& Duyét Van Ban Bén % < Thuiho B Bong

'

Trich Y&u N&i Dung MNgudn Gl DEn PL/

2 A = = S Trich y&u
14/TT-BTC naay 10/09/2014 cua Bd Tai chinh sda déi mdc thué sudt thug nhap /
1g phén bén thudc nhém 31.02 tai bigu thu nhép khau uu d8i ban hanh kémtheo | B& Tai chinh Cc quan ban hanh
I TT-BTC ngdy 15/11/2013 X

N — — — Phan loai
14/QB-BTC nody 28/08/2014 cia B Tai chinh quy dinh mét sd thd tuc v& ké khai, B& Tai chinh
&m ndp, tign phat va cac khodn thu khac 481 véi hang hod xudt khdu, nhap khau | 2o 14 ehin ' aa
|4/TT-BTC ngay 27/08/2014 cia B3 Tai chinh hudng dan t& chiic van hanh, khai P =
tin quan I ngan sach va kho bac (TABMIS) STl 1%
14/TT-BTC ngay 27/08/2014 cia Bd Tai chinh quy dinh thi tuc hdi quan d&i vdi
gfic mua t nude ngodi tam nhip khdu d st dung hoan ddi d&i véi x3ng, d3umua | B& Tai chinh 1 1| B
Jung Qudt tai xudt sang Lao

Chike ndng tim kiém nhanh di liéu

- Trong man hinh nay, nguoi dung co thé biét dugc van ban nao duge chuyén dén dich xac cho
minh bang cach nhin vao “Sé dén” cua van ban. Néu van ban dugc chi dinh thi S6 dén s€ c6 thém
hai dau ngodc ¢ hai dau nhu hinh dudi.

Phé Duyét Van Ban BEn

* * .
= [ Oehedws |[7) Taovier | [ chiletkévinbinduocchidnh () Chua phé duyét

Ngdy B&n | S5BEn Nhan | Han | 5&Hicu VEn Ban Naay BH Trich Y&u Ngi Dung
Théng tu 55 131/2014/TT-BTC nady 10/09/2014 cia Bé Tai chinh sta d&i mic thug suft thug nhip
1 0 | 24092014 )] N | 1320M4/TT-BTC 10:09-2014 | khdu dé&i vdi m&t hang phéan bén thudc nhdm 31.02 tai bigu thu nhdp khiu du d3i ban hanh kém theo

théing tu 5§ 164/2013/TT-BTC nody 15/11/2013

109 Quyét dinh s§ 2074/QB-BTC nady 25/08/2014 clia B& Tai chinh v& vigc cng bd thi tuc hanh chinh
2 lul 2 2014 @ 18 | 2074/GD-BTC 25-08-2014 trong finh vuc Quan i cdng san thude pham vi chiic ndng quan i nha nudc cla Bd Tai chinh

Théng td 56 104/2014/TT-BTC ngay 07/08/2014 clia Bé Tai chinh v& viéc Guy dinh bd sung hé thiing
muc luc ngan sach nha nudc

Théng tu 5§ 105/2014/TT-BTC nody 07/08/2014 clia Bé Tai chinh sba déi, bd sung mét s& didu cia
Théng tu =8 153/2013/TT-BTC ngdy 31thang 10 ndm 2013 cla B tnidng B4 Tai chinh quy dinh v& thu
¢ 0 2092004 1 105/2014/TT-BTC | 07-08-2014 |y -y, np tiEn phat, bién I thu 720 phat va kinh phi 10 ngan sach rha nude bao d2m hoat déng ca
cac luc ludng x1 phat vi pham hanh chinh

Théing tu s& 103/2014/TT-BTC ngay 06/08/2014 cia Ba Tai chinh v& vige hudng din thuc hién nghia
5 | | 24092014 12 103/2014/TT-BTC 06-08-2014 |vuthu& ap dung d&i véi td chic, ca nhan nudc ngodi kinh doanh tai Vigt Mam hodc cd thu nhiap tai Vit
MNam

3 0| 24092014 10 104/2014/TT-BTC 08-08-2014

Théng tu s& 97/2014/TT-BTC ngay 24/07/2014 cua Bg Tai chinh quy dinh mic thu, ché dé thu, ndp,
quan ly va su dung phi giam dinh tu phap trong i nh viic thdng tin truyen thang

6 1| 24092014 12 972014/TT-BTC 24072014

Nhdn biét van ban duwoc chi dinh

- Dé loc ra nhitng van ban duoc chi dinh cho minh, ngudi dung hdy tich chon “Chi liét ké vin
bdan dwoc chi dinh”.
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Phé& Duyét Van Ban Bén

[=] Chilit k& van ban durge chi dinh [ Chura phé duyét

Ngdy BEn | 56DEn | Nhdn | Ham | S5 Higu VEn Ban Mgay BH Trich Y&u N&i Dung
Théng tu 55 121/2014/TT-BTC ngay 10/09/2014 ctia BS Tai chinh stia 48 mic thus suit thug nhap
1| 0| 224082014 || (1) 0 131/2014/TT-BTC | 10-09-2014 |khdu di véi mét hang phan bén thusc nhem 31.02tai bigu thus nhdp khdu uu d& ban hanh kém theo

théng tu s8 164/2013/TT-BTC ngay 15/11/2013
Thiing tu 5§ 128/2014/TT-BTC ngdy 05/09/2014 cia Ba Tai chinh hudng din v& vide gidm thus thu
nhap ca nhan ddi vdi ca nhan [am vigc tai Khu kinh t&€

Quyét dinh 55 2074/QB-BTC ngay 25/08/2014 cia Bé Tai chinh v& viéc cng bd thi tuc hanh chinh
trong T nh vuc Quan by cdng san thudc pham vi chic ndng guan by nha nude cda Bg Tai chinh

128/2014/TT-BTC 05-05-2014

@
ul 2074/GB-BTC

Loc ra nhitng van ban dwoc chi dinh

- Ngudi dung ciing c¢6 thé loc ra nhitng vin ban chua phé duyét, dé tranh bo sét vin ban, bang
cach bam chon “Chwa phé duyét’

Phé& Duyé&t Van Ban Dé&n

Nady Bén | S§BEn Nhan | Han | S&Hiu Vin Ban Nady BH Trich Y&u Nai Dung
Thing t s& 131/2014/TT-BTC ngay 10/09/2014 cia B Tai chinh sia déi mdc thué sut thus nhip
1 )| 24092014 m 30 | 131/2014/TT-BTC 10:09-2014 | khéu d&i vdi m&t hang phin bén thudc nhdm 31.02 tai bigu thug nhip khiu Lo d3i ban hanh kém theo
théng tu s& 164/2013/TT-BTC ngay 15/11/2013
Théng tu s8 126/2014/0B-BTC ngay 28/08/2014 cla B Tai chinh guy dinh mét s& thl tuc vE k& khai,
2 |0 2¢092m4 | 4 3 |126/2014/QD-BTC | 2808-2014 |y, 50 402 fizn cham ndp. i phat va cac khoan thu khac d&i véi hang hod xudt khu, nhép khdu
Théng tu s& 123/2014/TT-BTC ngay 27/08/2014 cia Bé Tai chinh hudng dan t8 chiic vén hanh, khai
3 U 208200 5 2 12320014/TT-BTC | 27-08-2014 |y e tging thang tin quan Iy ngan sach va kho bac (TABMIS)
Théng tu 56 124/2014/TT-BTC ngay 27/08/2014 cia Bé Tai chinh guy dinh th tuc hai quan da&i vai
4 | 24032m4 & 7 12420014/TT-BTC 27082014 | xdng. d5u cd ngudn gdc mua bl nudc ngodi tam nhap khau dé s dung hoan déi d&i vdixang, dau mua
tli nha may loc dau Dung Quét tai xudt sang Lao
Quyét dinh s& 2074/QB-BTC nady 25/08/2014 cia Ba Tai chinh vE viéc ciing bé thd tuc hénh chinh
5 | 0] 24092014 @ 18 | 2074/QGB-BTC 25082014 trong fi nh wuc Quan by cdng san thudc pham vi chic nang quan by nha nudc cda B Tai chinh
Théng tu 58 111/2014/TT-BTC ngdy 18/08/2014 cia BS Tai chinh v& viéc sda d&i, mic thug suft thug
6 )| 24092m4 2 111220014/TT-BTC 18-08-2014 |xu#t khiu mat hang cao su thude nhdém 40,01, 40.02, 40.05 quy dinh tai Bifu thug xudt khau ban hinh
ké&m theo Théng tu 164/2013/TT-BTC ngay 15/11/2012

Loc ra nhitng van ban chua phé duyét lan ndo

1.4 Chuyén tiép vin ban

Nhitng don vi phu thudc s& thiy vin ban ngay sau khi vin ban cua cap trén duoc nhip vao hé
thdng. Nhitng don vi doc 1ap cip dudi 1a nhitng don vi ¢ vin thu va con ddu riéng s& khong thy
nhitng van ban nay. Trong truong hop ndy, don vi cap trén st dung chirc niang “Chuyén tiép vin
bin” dé chuyén vin ban xudng, luc d6 don vi cip dudi méi thiy duge van ban.

Nguoi st dung chirc ndng nay thuong la nhitng ngudi c6 nhi€ém vu 1a cong tac van thu ¢ don vi
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1.4.1 Cac buéc thuce hién

- Buwdc 1 : Vao chiic nang “Vin ban = Vin bian dén = Chuyén tiép vin bin”

: . y
. 1 ="
Persomal ) - iy . h
. CaNhan o L Tiénich

Vao muc Van ban

Parsonal =

Vao muc Van ban den

|27 | vAnBAN DE..

Cac chifc n&ng én quan d&n nghiép v sr by vén the
d5i wéi vin ban ma don vi nhin droc

VAN BAN DIL..

)

Céc chifc n&ng ién quan d&n nghiép v r by vin the
d5i wdi vin ban ma don vi gii i
| %) | vAnBANNOT BO...

Quan by vin ban oo tinh ch3t ndi b nher T trinh, D&
wut, D& &n, Théng béo...

@ VAN BAN LUU...

Quan by cic vin bin khng phai va vin bén di d8n
ala oo quan dan vi

B
E?EI Tao Lién K&t Van Ban
=

CSP nhdt, b sung mdi quan hé gifa cic van bén
nham xdy dung c3u tric cdy van bin

Théng K&, Bao Cao

Thare hién d8y &l cic nghigp vu thing k&, bio cdo
lién quan d&n cing téc vEn thr ola dom vi
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&
@ Danh Sach VB B&n

Danh séch cic vEn ban d&n don vi bao gBm ngudn g
an hodc dvgk chuyén 65p

Nh3p Van Ban D&n

Cp nhét vin bén 88n vao chuong trinh &2 Enh dao
dan wi phé duyét xir by

works

@ Phan Loai, Phan Cong

Phén kozi 3 x&c dinh vEn ban cd c3n phai uir by hay
khéng, dBng théi phin cdng don vixi ly

aaa ;E

! d Chunyén tp (550 tuc gif) vin bin ma dan vi nhin
- e wufing c2c dan vi c3p dui

Tai Liéu

Chuy&n Ti&p Vin Ban

Persomal

2
Linh d3o phé duyt it b vin bin, giso cho cic b
phin =11y

Tra o, tim ki€m, théng ké cc vin bin nim trong
Kho wén bén d&n oz don vi

Phé Duyét Van Ban Bén

Tim Van Ban Dén

Vao chirc nang “Chuyén tiép van ban”

Man hinh chuyén tiép vin ban hién thi nhu hinh dudi

Chuy&n Tigp VB Xudng Cap Du'di @ Thuthe B B
|= [0 emnken e | [ eimkemiiensain | (LI Pranioa | @ Couydnten | ] cnietke van bin chua chuyén . 1~
Ngay Dén S5D&n |Nhan | Han | S HiuVan Ban Ngay BH Trich Y&u Ngi Dung Ngudn G Dén PL | YK Duydt| Gl |Xem

1 | [ | 28092014 00:35 14 2437/QD-BTC 28-09-2014 | V& viéc céng bé thi tuc hanh chinh méi ban hanh thuc tham quygn gidi quyét cia B& Tai Chinh | B3 Tai chinh 1 L'

2 @ 28-09-2014 00:37 15 2438/QD-BTC 28-09-2014 | V& viéc cong b thd tuc hanh chinh mdi ban hanh thudc thdm quy®n gidi quy&t cia B Tai Chinh | B& Tai chinh 1 —@
V& vigc dinh chinh théng tu s& 76/2014/TT-BTC ngay 16thang 06 nam 2014 cia Ba Tai Chinh

3 | ] | 28092014 00:44 6 15 | 1989/Qb-BTC 2809-2014 | hudng dan mét s& digu cia nghi dinh s& 45/2014/ND-LCP ngay 15thang 05 ndm 2014 clia Chinh | B4 ti chinh 1 L'
Phu quy dinh vE thu tign sd dung d&t

4 | 1] | 28092014 0048 17 22 | 724/QD-BTC 28-09-2014 | V& viéc béi bd van ban pham phép lugt Bé tai chinh 1 L'
Quy dinh mic thu, ch& dd thu, ndp, quan i va st dung phi st dung dudng bé tram thu phi cdu o

5 ] 2209201410:19 18 51/2014/TT-BTC 28052014 Bén Thily va tram thu phi c3u Bén Thiy I, Quéc 15 1 B& Tai chinh 1 'S
Quy dinh mic thu, ch& dd thu, ndp, quan by va sd dung phi sd dung dudng bd tram thu phi Quic R

6 | 1] | 28092014 10:20 19 44/2014/TT-BTC 28092014 || T doan Udng Bi - Ha Long. tinh Quéng Ninh B& Tai chinh 1 L'

7 @ 28-05-201410:21 20 20 | 08/20M4/TT-BTC 28-09-2014 | v& vigc quy dinh midc thu, ché dé thu. ndp. quan Iy va s dung phiy t& du phéng, kiém dichyt& | B& Tai chinh 1 -J_‘,
Quy dinh chitigt va hudng d3n thiic hign viée xai phat vi pham hanh chinh trong ffnh wic quan I,

8 || 28032m41027 2 07/2014/TT-BTC 28-08-2014 | sd dung tai s3n nha nudc theo quy dinh tai Nghi dinh s& 192/2013/NB-CP ngay 21/11/2013 cla | B§ Tai chinh 1 LY
Chinh phd
/v Huidng d&n v& phi va I phi thudc tham quyEn quyé dinh ctia Hi déng nhan dan tinh, thanh

9 | 0| 28092014 10:28 -8 | 02/2014/TT-BTC 28-09-2014 ph# trc thudc Trung dng _J"’
Thiing tu s8 215/2013/TT-BTC ngdy 31/12/2013 v/v husing din v& cuding ché thi hanh quyst PR

10 | U | 28092014 1029 215/2013/TT-BTC 28052014 | g banh ohinh thus Bg Tai chinh 1 LY
Théng tu s& 219/2013/TT-BTC ngdy 31/12/2013 huéng din thi hanh Lu&t Thu gid tr gia tﬁn!q va

1 | 0| 280920141029 | 24 219/2013/TT-BTC | 28092014 | Nghi dinh s5 209/2013/NB-CP ngay 18/12/2013 efla Chinh phi quy dinh chi igt va huéng din | B Ti Chinh 1 'Y
thi hanh mét & digu Lust Thug gia b gia ting
Théng tu s& 205/2013/TT-BTC ngdy 24/12/2012 hudng dan thuic hién cac Hiép dinh trénh danh

12 | [ | 28092014 10:30 25 205/2013/TT-BTC 28-09-2014 |thug hai [3n va ngan ngiia viéc trin I3u thug dai vdi cac loai thug danh vao thu nhap va tai san %
gitia Vigt Nam vdi cac nudc va ving l&nh thé cé higu hic thi hanh tai Viét Nam

- Bwéc 2 : Xac dinh vin ban can chuyén, Chudt phdai > chon “3.Chuyén tiép”, hoic bam vao

nat “Chuyén tiép”

Man hinh “Chuyén tiép vin ban”’
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@s- OFfice
&p VB Xudng Cap Du'd
= [0 omanine [ ot | [ ks || @owants | 1 cviie in b
Nady Bén S5DEn | Nhdn | Han | S8 Higu V&n Ban Nady BH Trich Y&u Ngi Dung
1 [ | 28-09-2014 00:35 14 2437/Qb-BTC 28052014 | V& vigc cing bd thd tuc hanh chinh mdi ban hanh thudc tham quyEn gidi quyet cla BS Tai Chinh
2 | I | 28-09-2014 00:37 15 2438/0D-BTC 28-09-2014 | VE vige cdng b thi tuc hanh chinh mdi ban hénh thudc thadm quyn gidi quyét cia B3 Tai Chinh
8= 1. Théng tin chi tice V& vigc dinh chinh théng tu =8 76/2014/TT-BTC ngay 16 thang 06 nam 2014 cia B Tai Chinh
3 || 230920140044 | 16 1CF 2. Phan chia chii g 2014 | hudng ddn mét s5 ditu cia nghi dinh 6 45/2014/NE-CP ngdy 15thang 05 ndm 2014 ctia Chinh
T Phi quy dinh v& thu tign s dung d&t
# 3. Chuyén tigp...
4 | 0| 280920140048 | 17 2 2014 | V& viSc b&i bé van bian pham phip lugt
7 450l
¥ o Quy dinh mic thu, ch& dé thu, ndp. quan Iy va st dung phi sl dung dudng bé tram thu phi c&u
5 U 280320147008 18 5. Xodvénban 2014 | B2y Thity va tram thu phi c3u BEn Thisy 11, Quéc 16 1
’ Quy dinh mdc thu, ch& dé thu, ndp, quan by va s dung phi s dung dudng bd tram thu phi Qudc
6 | 0| 280920141020 | 19 A4/2014/TT-BTC 28082014 |5y e e B« Ha Lo, (s Qudng Nk
7 |10 | 28-09-2014 10:21 20 20 | D8/2014/TT-BTC 28-05-2014 | v& vigc guy dinh mic thu, ch& dé thu, ndp, quan Iy va sd dung phi y t& dy phéng, kiém dich y t&

Xac dinh van ban can chuyén tiép

- Buwdrc 3 : Xéac dinh don vi can chuyén van ban.
Chu y: Danh sach don vi can chuyén chi hién thi ra nhitng don vi doc lap.
Chuyén Ti€p Van Ban D&n Cho Bon Vi Cip Du'di

57 Van ban dén ngay 28-09-2014 STT |+ Danh sach don vi duge phan céng xr 1y
[ | [14] 2437/0D-BTC - V& vige céng b thituchénh .. | | 1 | /v K tra i b5
. [15]2438/QD-BTC - V& viéc céng b thi tuc hanh c...
E :1?1 T T VeV ain: TR Teg | |2 || Cuc Thué Thanh Phd Ha Noi
[ ] 117) 724/QB-BTC - V& viéc béi bi vén bin phamph... | | 3 | (| Cue Thué Tinh Ba Néng
| 118]51/2014/TT-BTC - Quy dinh miic thu, ch& dé thu, .| | 4 | []|Cuc Thug Tinh Nghé An
] 119]44/2014/TT-BTC - Quy dinh miic thu, ch& déthu. .| | 5 | []|Cuc Thug Tinh Bac Ninh

[20] 08,2014/ TT-BTC - v& wigc quy dinh muic thu, ché
[21] 0772014/ TT-BTC - Quy dinh chi tig va hudng dan .
[22] 0242014/ TT-BTC - Vv Hudng dan v& phi va I& phil
[23] 21572 3/TT-BTC - Théng tu s8 215/2013/TT-BTC
[24] 219201 3/TT-BTC - Théng tu =8 219/2013/TT-BTC
[25] 205201 -BTC - Théng tu s& 206/2013/TT-BTC

S e ||[@ zaw ]

STT |+ Danh sach don vi d& chon B.Danh Duyét | Gui
1 || Cuc Céng nghé thdng tin

Cé6 thé chon van ban
khac dé g 2 [ Cyc Thug Thanh Phé H3 Chi Mink

CRACEoN )

Xac dinh don vi can chuyén tiép van ban
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142 Luuy
- Sir dung chirc ning “Bang lich” dé hién thi vin ban theo ngay, tudn, thang.

= | O oihkem1fie || oinhkemfietwdang | (1) Phaniosi || @ Chuygntigp | [ chilitké vén ban chua chuyén
Ngay Dén S5D&n Nhdn Han | S8 Hidu VEn Ban Ngay BH
1 40 | 230920140035 | 14 2437/QD-BTC 23-09-2014 | V& viéc céng bé thi tuc hanh chinh méi b
2 N0 | 280920140037 | 15 2438/QP-BTC 2309-2014 | V& viéc céng bé tha tue hanh chinh méi b
V& vigc dinh chinh théng tu s& 76/2014/
3 23_['9_2{'14 m“ ‘IE 1L A0 AR DT o T T e e Y - - N -

{ =0 -D:0= ®p OwOM xngﬂﬁnam?ﬂ”maﬁunhﬂ‘

4 | U | 28092014 00:48 17 4 == Thang 09 nam 2014 »>  |bd van ban pham phap luit
5 || 23-09201410:19 | 18 T2 T3 T4 T5 T6 T7 CN  |lio4hy chdéthu, ndp, quan|
6 | | 280920141020 | 19 1 2 3 4 5 6 7 |icthu ch&déthu.ndp.quanl

——
7 | [ | 28092014 10-2] Luwedl™ 4 8 9 10 11 12 13 14 |4h micthu, ché dé thu, ndp
Mol 2| 2 15 16 17 18 19 20 2L Lt va hudng d2nthic hign v
- 22 23 24 25 26 27 ND-CP ngdy 21/11/2013 ctia €
9 @ 28-05-2014 10:28 22 29 ? 301 din v& phi v& 12 phi thudc tha
10 || 280920141029 | 23 [ 215/2013/TT-BTC ngdy 311
Bang hién thi theo noay vao may
_ [ 219/2013/TT-BTC ngay 31/1
11 | I | 230920141029 | 24 Z19/ 2013/ 11-B1C ZEUFZ0TE | ot vy dinh ohi tigk va hudng d&n-
: Théng tu sd 205/2013/TT-BTC ngay 24/1
12 | D | 280920141030 | 25 205/201/TT-BIC | 28092014 || 0 20 & ham va 151 su i
Chirc nang bang lich

Nguoi ding cé thé xem chi tiét cach sir dung Bang lich tai “Giai thich man hinh — Bang lich”
duoc mo ta phia cudi tai licu.
- Ngu’01 ding c6 thé xem thong tin chi tiét cta vin ban, nguoi dung Chut phdi vao vin ban can
xem, 10i chon “1.Théng tin chi tié”. Hoic kich diip vao vin ban can xem.

Chuy&n Ti€p VB Xudng C3p Du'di

= | 0 einhkem1fie || eihkemFistudang || L Phanlosi | | @ Chuyéntién | [ chilietke vén ban chira chuyén

Ngay Dén S§DEn NhEn Han | 56 Hidu Vin Ban Ngay BH Trich Y&u N&i Dung
1 | [ | 280920140035 | 14 2437/QD-BTC 28092014 | V& vide céng b thil tuc hnh chinh méi ban hanh thude th
2 @ 28092014 D0:37 15 243 EE 1. Thong tin chi tiét F vigc cong bd thi tuc hanh chinh mdi ban hanh thudc th

- S E— vide dinh chinh théng tu s5 76/2014/TT-BTC ngay 16t
3 || 280920140044 | 16 15 198 <) 2.Phanchiachide ing d&n mét =3 didu clia nghi dinh s5 45/2014/ND-CP n
# 3. Chuyéntiép... (1 quy dinh v& thu tign s dung d&t

4 || 280920140048 | 17 2 T4, 4 s lé vigc: bii bé van ban pham php lust

. p 5. Xoa van ban dinh muc thu, ch& dd thu, ndp, quan k¥ va sd dung phi
5 | U | 2805201410:19 | 18 511X En Thily v tram thu phi cau B&n Thay II, Quéc 15 1

) CGuy dinh mic thu, ché d& thu, ndp. quan b va s0 dung phi
6 | )| 280920141020 | 19 44/2014/TT-BTC 28092014 | 2o 0 Gana B - Ho Lon, b4, G Nt

Xem théng tin chi tiét vin ban
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Man hinh Thong tin chi tiét van ban hién thi nhu sau:

Théng Tin Chi Tiét Vin Ban D&n |

L) | R R O e D

Chi £ || P.Céng | | Duyét | | Chuyén | [Tao ‘4&cz| | T.Tanh Lo B.Ludn || H&i Bao | |H.Thanh| |Hiy KQ | |Kém File| | Se &

)
T

1 ,}-‘- 452.0 KB

< =3
QD2437.pdf
1. Thing tin chung: ]
% Loai van ban : Quyé&t Binh
% Sd hiéu van ban . 2437/0D-BTC
% Ngay ban hanh 1 22/09/2014
# Trich yéu . Quyét dinh s6 2437/ QD-BTC ngay 22/09/ 2014 clia B

Tai chinh vé viéc mng bd tha tuc hanh chinh mdi ban hanh
thudc tham quyén gidi quyét cia B Tai chinh

% Co quan ban hanh : B Tai chinh
% Linh vire, chi @& . Chu'a dugc phan loai
% Cap dd khan . Binh thuéng

2 . Cac don vi cap dudi d3 dudc chuyén tiép:

0 B @]

Bay |a khay chira cac file dinh kém li&n quan d&n cing viéc. Khay nay s liét ké t3t ca cac file phat sinh do ngurai durgc
giao viéc dua |én (néu 13 viéc nhimng ngurdi duge giao cing thure hién chung). Trudng hop oéng vigc giao cho nhigu ngurdi
nhung xir Iy ddc 1ap nhau thi ngurdi nay khdng nhin thay file ola ngurdi khac, Mhap phai chudt vao ving tréng trén khay

Man hinh théng tin chi tiét van ban

Tai man hinh Thong tin chi tiét van ban, NSD c6 thé thdy duogc toan bo thong tin ciia vin ban,
nhat ky xtr Iy vin ban va c6 thé thyc hién toan bo cac nghiép vu xir Iy van ban theo quyén han cia
minh.

- Néu danh sach vin ban qua dai, nguoi ding c6 thé sir dung tinh ning tim kiém dit liéu nhanh
nhu hinh dudi. Tinh ning nay loc dir liéu trong mot danh sach van ban dang hién thi. Bam vao
mili tén mau do dé thay doi chi tiéu loc dit liéu.
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Chuyén Tiép VB Xudng Cip Dudi ¥ | ¥ Thuhha B Bong
| [ Chiliétké vén ban chua chuyén | ~lalf&]
Trich Y&u Ngi Dung NguBn Gl DEn i 56 ky higu
4 iZl Trich yéu
V& vidc efing bé thi tuc hénh chinh méi ban hanh thuéic thim quyEn gidi quyét clia Ba Tai Chinh | B8 Tai chinh / .
Co quan ban hanh
VE viéc céng bé thi tuc hénh chinh méi ban hanh thuéic tham quyBn gidi quyét clia Ba Tai Chinh | B& Tai chinh Phan loai

V& vigc dinh chinh théng tu s8 76/2014/TT-BTC ngay 16 thang D6 nam 2014 cua Bé Tai Chinh
huding dén mét =8 digu ctia nghi dinh &8 45/2014/NB-CP ngay 15théng 05 ndm 2014 ciia Chinh | B& tai chinh 1 -'3},
Phu quy dinh v& thu tién s0 dung dat

V& viéc bdi bd van ban pham phap lut Bé tai chinh 1 —b

Chirc nang tim kiém nhanh di liéu

- Chuc nang nay danh cho vin thu cho nén trong man hinh nay c6 thé ké thém nat “BPinh kém
file” cho van ban, gitip cho van thu cip nhat file dinh kém cho van ban do.

-

& :
SR cioua o
=2 Office.

Chuy&n Tiép VB Xudng Cap Du'di

— || 0 einhkem1fie || 77 ®inhkemFletwdsng ||| L1 Phénlosi || @ Chuyéntién | [ chiliétke vén ban chua chuyén

Ngay BiEn S§DE Nhan | Han | S& Higu VEn Ban Ngay BH Trich Y&u NGi Dung
1 | [ | 28-09-2014 0D:35 14 2437/GB-BTC 28-05-2014 | V& vigc cdng bd thi tuc hanh chinh mdi ban hanh thudc th
2 | [ | 28-09-2014 00:37 15 2438/0B-BTC 28-09-2014 | V& vigc cdng bd thi tuc hanh chinh mdi ban hanh thudc th

W& viéc dinh chinh théng tu s& 76/2014/TT-BTC ngay 16
3 | [ | 28-09-2014 00-44 16 15 | 1989/QP-BTC 2809-2014 |hudng din mét s& digu ciia nghi dinh s& 45/2014/ND-CP r
Phu quy dinh v& thu tién s dung d&t
4 | [ | 28-09-2014 00:48 17 22 | 724/GD-BTC 28-05-2014 | V& vic béi bd van ban pham phdp luét
_ Quy dinh mibc thu, ch& dd thu, ndp, quan iy va s dung phi
5 | [ | 28-09-2014 10:19 18 51/2014/TT-BTC 28-09-2014 B Mnty w2 e Hima i s By My 112 Gesoc I

Dinh kém thém file cho van ban.

- Nguoi ding c6 thé loc ra danh sach nhitng van ban chua chuyén di bang cach bam tich chon
“Chi liét ké van bin chwa chuyén”

Chuy&n Ti€p VB Xudng Cip Du'di

* b .

= [0 enhiemifie | [ oihkemfietudsng | [ Phanioai | [ @ chuyéntiép | | @ chiitké vén bin chua chuyén
Ngay Bén 55 BEn |Nhén | Han | 5&Higu VEn Ban Ngay BH Trich Y&u NGi Dung
1 | [l | 28-09-201400:35 14 2437/QB-BTC 28-09-2014 | V& viéc cdng bi thi tuc hdnh chinh méi ban hanh thudc tham quyen gidi quyét cia Ba Tai Chinh
2 | U | 2809-2014 00:37 15 2438/QB-BTC 28-09-2014 | V& viéc cdng b thi tuc hanh chinh méi ban hénh thudc tham quyin gidi quyét cua Ba Tai Chinh
V& vigc dinh chinh théng tu =& 76/2014/TT-BTC ngay 16 thang 06 nam 2014 cla B4 Tai Chinh
3 | [l | 28092014 00:44 16 15 | 1989/QB-BTC 28092014 | hudng d3n mét =8 digu clia nghi dinh e& 45/2014/ND-CP ngay 15thang 05 n3m 2014 ctia Chinh
Phi quy dinh v& thu tign s dung dat
4 | [ | 28-03-2014 00:48 17 22 | 724/0D-BTC 28-09-2014 | VE viéc bai bd van ban pham phap ludt
. Quy dinh mic thu, ch& d& thu, ndp, quan by va s0 dung phi si dung dudng bé tram thu phi cdu
5 | [l | 23092014 10:19 18 51/2014/TT-BTC 28052014 | o Thily v tram th phi c3u B&n Thily I, QuAc 15 1
) Quy dinh mic thu, ch& dé thu, ndp, quan f va s dung phi sd dung dudng bd tram thu phi Qudc
6 | U | 28-09-2014 10:20 15 A42014/TT-BTC 28032014 I& 18. doan Usng Bi - Ha Long, tinh Quang Ninh

Loc van ban chua dwoc chuyén
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1.5Danh sich vin ban dén

Chtrc ning nay duoc sir dung boi tit ca cac can bd trong co quan, dé xem vian ban dén hang
ngay, hang tuan, hang thang. Khi can bo sir dung chirc nang nay phai cha y dén cac déu hiéu cua
van ban thé hién trén danh sach van ban dén, dé xac dinh van ban nao don vi minh can phai xtr ly.
Cac dau hiéu nay, s& duoc trinh bay & phan tiép theo.

- Bwée 1: Chon “Viin ban = Vin béin dén = Danh sich VB dén”.

s A
]
Persomal \
o 5
~CaNhan - -y Tiénfch
r @("
-‘Nla..f‘._f,

Vao muc Van ban

VAN BAN DEI..

Cac chiic néng én quan 38n nghiép vu i by vin the
d5i wdi vin ban ma den vi nhn dugc

Cac chiic néng ién quan 38n nghiép vu i by vin the
d5i wdi vin ban ma den vi gl di

Van Ban
d:]
' . é | | N BAN NOTBO...
- 1 : NP (Lo = _ne oo =
e e - . . . ban of tinh chdt ndi bd nhwr Té trinh, D2
 Tai Ligu ' ; . Cdng Viéc gnsﬁna't;:amnﬂg.;ob;c e "
' - ~ VAN BAN LUU...

- Quén by cic vin ban khéng phéi v& v&n ban di, 88n
Parsonal \ oba od quan don vi

,/ |
a2t T
Dil;] Tao Lién K&t Van Ban
o E
_Cél'lhﬁn £ =\

Cp nhit, bé sung méi quan hé gifa cic vin bén

’ ) i et Ty e
.'\I \_n’
- I

=
U . Théng K&, Bao Cao

Thurc hin dZy &b cic nghigp vy thiing k&, béo cdo
li€n quan &n cBng tac van thyr oba don vi

Vao muc Van ban dén
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%
@ Danh Sach VB B&n

Danh sich cic vEn bin &n den vi bao gbm ngudn gl

Nh3p Van Ban Dé&n

C3p nhét vin bin d&n vao chuong trinh &2 lEnh dao
din vi phé duydt s by

g Phan Loai, Phdn Céng

Phan logi 82 x3c dinh vin ban o 3n phai xir by hay
khing, dong thdi phin cong dan visr by

- ~ T, :ﬁ Chuyé&n Ti&p Van Ban
i \ =
! Chusyén 55 (65 tuc gif) vin ban ms don vi nhin
i —) drge >uding cac don vi clp dudi
:g Ph& Duyét Van Ban P&n
_ CaNhan . L LEnh dzo phé duyt st by vin bin, gizo cho c3c b3
: 4 { : . phin xt by
) P, e
o~ Tim Van Ban Bén

Tra ci, tim kiEm, thing ké c3c vEn bén ndm trong
Kho win bén d8n iz don vi

Vao chiec nang “Danh sach van ban déen”

- Bwdre 2: Sau khi chon “Danh sdch VB Dén”, hé théng s& hién thi man hinh xem van ban nhu
hinh dudi:

- . B " Xem V&n Ban Bén % | & Thulho B Ping
= nwnein | O cuierie insinare i i R N o[
Ngay Dén S58En Mhan | Han | S6Hieu VanBan Ngay BH “Trich Y&u Ngi Dung Ngudn Géi Bén PL | YK Duyét| Gii |Xem
1 | | 28092014 00:35 14 2437/QD-BTC 28-09-2014 | V& viéc cing b thi tuc hanh chinh méi ban hanh thude tham quysn gidi quy&t clia B§ Tai Chinh | B§ Tai chinh 1 iz
2 |0 | 280820140037 | 15 2438/QB-BTC 28092074 | V& vige cing b thii tue hanh chinh méi ban hanh thudc thim quyBn gidi quyét cia B3 Ti Chinh | B3 Tai chinh 1 fred
VE viéc dinh chinh théng t 58 76/2014/TT-BTC ngay 16 thang 06 nim 2014 ctia B Tai Chinh
3 |0 | 280920140044 | 18 15 |1989/QB-BTC 28-08-2014 | huidng din mét s3 diu ciia nghi dinh 55 45/2014/NB-CF ngay 15thang 05 nam 2014 ctia Chinh | B3 t3i chinh 1 =
Phu quy dinh w& thu tign sd dung d&t
4 |0 | 280920140048 | 17 24 | 724/0B-BTC 28092074 | V& vige bi bé van ban pham phap ludt B3 tai chinh 1 'Y
Quy dinh mtic thu, ché& dé thu, ndp, quan Iy va sU dung phi s dung dudng bd tram thu phi ciu R 5
5 | U | 28092014 10:19 18 51/2014/TT-BTC 28092014 | < Thily va tram thu phi c3u B&n Thiy II, Qudc 15 1 Bg Tai chinh 1 E'S
Quy dinh mic thu, ch& d4 thu, ndp, quan I va sU dung phi s dung duéng bé tram thu phi Quéc R
6 | [ | 28-08201410:20 | 19 44/2014/TT-BTC 28082014 | ;55" foon Using 81 - Ha Lon, i Gdng Nish B3 Tai chinh 1 e
7 U 28-09-2014 10:21 20 22 | 08/2014/TT-BTC 28-03-2014 | vE viéc quy dinh mic thu, ch& d& thu, ndp, quan i v& s dung phiyt& du phéng, ki#m dich yt€ | B8 Tai chinh 1 W
Quy dinh chi tiét va hudng din thuc hién viéc x7 phat vi pham hanh chinh trong Ifnh viic guan I,
8 | 0 | 28092014 10:27 il 07/2014/TT-BTC 28-09-2014 |sif dung tai s3n nha nudc theo quy dinh tai Nghi dinh s& 192/2013/ND-CP ngdy 21/11/2013 clia | B3 Tai chinh 1 L'
Chinh pht
g /v Hudng dan vE phi va I& phi thudc tham quy&n quyt dinh clia Héi ddng nhan dan tinh, thanh &
9 | ] | 28092014 10:28 22 6 | 02/2014/TT-BTC 28032014 phé truc thube Trung Udng @
10 U 28.09.2014 10:29 1 215/2013/TT-BTC 28092014 Théng_tu‘ ) 2‘15/201_3/ -BTC ngay 31/12/2013 v/v hudng dan v& cuing ché thi hanh quydt B& Tai chinh 1 w
dinh hanh chinh thué
Thing b s6 219/2013/TT-BTC ngay 31/12/2013 hudng d3n thi hanh Lugt Thus gia tr gia ting
11 | U | 28092014 10:29 24 219/2013/TT-BTC 28-09-2014 | va Nghi dinh s& 208/2013/NB-CF ngay 18/12/2013 cua Chinh pha quy dinh chi tigt va hudng Bg Tai Chinh 1 iR
dan thi hanh mét s& digu Lugt Thué gid tri gia tang
Thing b s& 205/2013/TT-BTC ngay 24/12/2013 huiding d3n thc hign cac Higp dinh trénh danh
12 @ 28-09-2014 10:30 25 205/2013/TT-BTC 28-05-2014 |thué hai [3n v& ngén nglia viéc trén [du thué d&i véi cac loai thug danh vao thu nhap va tai san W
gitia Viét Nam vdi cac nudc va ving lanh thd 6 hiéu luc thi hanh tai Vigt Nam

Man hinh hién thi danh sach van ban dén
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1.5.1 Y nghia vé mau sic dong hang va cac ky hiéu trén danh sach vin ban

a. Y nghia vé mau sic dong hang hién thi trén danh sach vin ban

- Néuhé t}}é)ng cai dat tuy chon : “Ap dung quy trinh xit Iy van ban dén” thi mau sic cac dong
dir 11iéu s€ hién thi nhu sau:

o Mau do 1a van ban chua dugc phan cong xtr 1y.

o Mau xanh 13 van ban d3 phan cong, dang theo ddi két qua.

o Mau den 13 vin ban da hoan thanh hodc khong can xir 1y.

- Néu hé thong khong cai dat tiuy chon : “Ap dung quy trinh xi 1y vin bdan dén” thi mau sic cac
dong dir li€u s€ hié¢n thi nhu sau:

o Mau do 1a van ban chua c6 file dinh kem.

o Mau den 1a van ban da c6 file dinh kéem.

b. Y nghia cac ky hi¢u trén danh sach viin ban

- 19 Pay 1a ky hiéu thé hién vin ban c6 chua file dinh kém.

- : Pay 1a ky hiéu thé hién vin ban cho phép cac ¢4 nhan ngoai don vi duoc tra ciru.
- . .: Céc ky hiéu c6 nén mau do nhu vdy, thé hién day 13 vin ban khan.

- : Pay 1a ky hiéu thé hién vin ban duoc cép trén giao chu tri xir 1y.

-4 . . . . .
- % : DPay la ky hiéu thé hi¢n van ban dugc cap trén yéu cau phoi hgp xir Iy cung don vi chu
tri.

ey Pay 1a ky hiéu thé hién vin ban dugc cdp trén yéu cau xem, dé phdi hop xt 1y.

- | ““ | bay la ky hiéu thé hién van ban mat hodc 1anh dao bat ché do kiém soat van ban, vin ban

nay chua cho phép bét ky ai & don vi cip dudi xem.

- - Pay 1 ky hiéu thé hién vin ban binh thuong, kich vao dé xem ndi dung vin ban.

c. Y nghia mét s6 tiéu chi trén danh sach viin ban

- Tiéu chi “Nhdn”, thé hién trang thai van ban da duoc cap trén phan cong don vi xur 1y hay
chua. Néu chua dugc phan cong xtr 1y thi ti€u chi ndy sé dé trong. Nguoc lai, néu cap trén da phan
cong don vi xir 1y thi s& hién thi cac ky hiéu sau: =, =, Q.

Tiéu chi “Phdan logi” duoc viét tit 1a “PL” , thé hién thong tin phan loai cua van ban.

Tiéu chi “Y kién” dugc viét tat 1a “YK”, thé hi¢n so ¥ kién, binh luan vé van ban.

Tiéu chi “Duyét”, thé hién s 14n duyét vin ban.

Tiéu chi “Guwi”, thé hi¢n s6 don vi dugc guri van ban.

1.5.2 Bang lich

Trong cac chic nang “Phdn cong van ban, xem van ban, tim kiém van ban’ h€ thong cho phép
nguoi dung st dung chirc nang “Bdng Lich” d¢ hién thi danh sach van ban theo nhi€u ti€u chi
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nhu: Ngay vin ban dén/di, ngdy van ban hiéu luc, ngdy phat hanh vin ban, ngay vao may theo
ngdy, tudn, thang.

- Bwéc I: Dé hién thi “Bdng lich”, bAm vao biéu tuong O trén goc trai man hinh

Xem Van Ban Bén

130] Mgay Bén S0 ©én | Mhan | Han 54 Higu Van Ban Moay BH Trich

28-09-2014 00:35 14 2437/GB-BTC 28-09-2014 | V& vigc cong bd thd tuc hanh chinh mdi ban

28-09-2014 00:37 15 2438/GB-BTC 28-09-2014 | VE vigc cdng bd thd tuc hanh chinh méi ban

L1
]
V& vigc dinh chinh thing tu sd 76/2014/TT-
3 | [J | 23092014 00:44 16 15 | 1989.Qb-BTC 28092014 | hudng d3n mét & didu cla nohi dinh s& 45/
Phti quy dinh v& thu tign s dung d&
o

28-09-2014 00:48 17 24 | 724/GD-BTC 28-09-2014 | V& vigc bdi bé van ban pham phap luit

Cach mo chiee nang “Bang lich”

Sau khi mé “Bdng lich”, danh sach vin ban s& dugc hién thi theo ngay nhu hinh duéi:

’ Xem Van Ban Bén

Ng&y Dén S§DEn Nhan  Han | 58 Hiéu Vin Ban Ngay BH Trich Y&u N&i Dung
1 | U | 28-09-2014 00:35 14 2437/QB-BTC 28-09-2014 | V& vidc cfing b thi tuc hanh chinh mdi ban hanh thudc tham quyBn gidi quy®t cda B Tai Chinh
2 | [ | 28-09-2014 00:37 15 2430 R BB P 335 A= yEpie=mrmy b thel tuc hanh chinh mdi ban hanh thudc tham quyBn gidi quyét cia B3 Tai Chinh
e TP TE @b OwOmM K[Hchinhthng i s5 76/2014/TT-BTC ngay 16 thang 06 n&m 2014 cia B3 Tai Chinh
3 @ 23052014 00:44 16 e Thang 09 ndm 2014 os n q"t_so" dféﬂ ciia nghi dinh s8 45/2014/ND-CP ngay 15thang 05 nam 2014 cda Chinh
Al vE thu tign s dung d&t
T2 T3 T4 T5 716 T7 CN
4 @ 28-05-2014 00:48 17 tr van bén pham phap lut
. 1 2 3 4 > 6 7 thu, ch& dé thu, nép, quan ¥ va sU dung phi sU dung dudng ba tram thu phi ciu
5 |U|Boauws | s sl oll1lmlel e q:tlamthu phi cu Bén Thiy II, Qudc g 1
& | U | 28092014 10:20 19 thu, ch& dé thu, ndp, quan y va s dung phi sd dung dudng bé tram thu phi Quéc
) 15 16 17 18 19 20 21 Gng Bi - Ha Long, tinh Quang Ninh
13 12| . -
7 @ 23052014 10:21 20 22 23 24 35 b 27 Iinh muic thu, ché dé thu, ndp, quan Iy va si dung phi y t&€ duy phang, kiém dich y t&
3 1
29 30 hitigt va hudng dén thuc hign viée 1 phat vi pham hanh chinh trong [fnh vic quan iy,
g8 |0 | 28092014 10:27 21 n nha nudc theo quy dinh tai Nahi dinh 58 192/2013/NB-CP ngay 21/11/2013 cla
] Dang hién thi theo ngay vao méy %n v phi va I8 phi thudc thdm quy&n quyét dinh clia Hai d8ng nhan dan tinh, thanh
9 | | 28092014 10:28 22 TR Trung dng
. Théing tu 58 215/2013/TT-BTC ngay 31/12/2013 v/ hudng dan v& cuBing ché thi hanh quyét
10 | 0 | 28-09-2014 10:29 23 215/2013/TT-BTC 2809-2014 dinh hanh chinh thug
Théng tu 8 219/2013/TT-BTC ngay 21/12/2012 hudng dan thi hanh Ludt Thu# gid tri gia tang
11 | [ | 28-09-2014 10:29 24 219/2013/TT-BTC 2809-2014 | va Nghi dinh s& 209/2013/NB-CP ngay 18/12/2013 cda Chinh phd quy dinh chi ti€t va hudng
dan thi hanh mét s& digu Ludt Thud gid ti gia ting
Théing tu s8 205/2013/TT-BTC ngdy 24/12/2013 hudng dan thuc hign cac Hiép dinh tranh dénh
12 | [ | 28-03-2014 10:30 25 205/2013/TT-BTC 28-05-2014 |thug hai [&n va ngan nglia viéc trdn |3u thug d&i vdi cac loai thug danh vao thu nhap va tai san
gilia Vigt Nam vdi cac nudc va wing lanh thd cé higu lic thi hanh tai Viét Nam

Hién thi danh sdch van ban trong ngdy
Nguoi ding c6 thé xem chi tiét cach sir dung Bang lich tai “Giai thich man hinh — Bang lich”
dugc mo ta phia cudi tai lidu.
1.5.3 Xem nhanh ngi dung file dinh kém cta vian ban

C6 2 cach xem nhanh mot van ban, dé biét dugc noi dung ctia van ban do.
- Chuot phai vao mdt van ban, chon “2.Xem file kem”
- Kich chudt vao biéu tuong chiéc ghim () ¢ ddu mdi dong.
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Néu vin ban c6 nhiéu file dinh kém thi hé théng sé ty dong m¢ file dinh kém dau tién cho
nguoi dung xem.

Qg@ Eloud

" Xem Van Ban Dén
@— EP———
Mgay Bén 54 DEn | Nhan | Han 54 Higu V&n Ban Mgay BH Trich Y&u Noi Dung
1] | O | [28-09-2014 00:35 14 2437/QB-BTC 28-09-2014 | VE viéc céng bd thd tuc hanh chinh méi ban hanh thudic tham quyEn gidi quy&t cda B3 Tai Chinh
2| | O |fz8-09-2014 00:37 15 2438/QB-BTC 28-09-2014 | VE viéc céng bd tha tuc hanh chinh méi ban hanh thudic tham quyBn gidi quy&t coa B3 Tai Chinh
o= . viéc dinh chinh théng tu s& 76/2014/TT-ETC ngay 16 thang 06 ndm 2014 cua Bé Tai Chinh
3| | O |fz8-09-2014 00:44 16 15 2—_ 1 Théng tin chi ti€t g d3n mét s& digu cua nghi dinh s& 45/2014/ND-CP ngdy 15thang 05 ndm 2014 cda Chinh
ﬁ 2. Xern file kém quy dinh v& thu tién s dung d&t
i .
4] | O |f28-09-2014 00:48 17 24 |7F R - . viéc bdi bd van ban pham phap ludt
[ 3. Phan chia chi d&
. Phén chia cha d&
. o . oo y dinh mdc thu, ch& dé thu, ndp, quan by va =0 dung phi sU dung dudng bé tram thu phi cdu
5| | 0 |[za-09-2014 1019 18 5| = 4.Phéncongxrly - Thily va tram thu phi c3u B&n They |1, Quac 13 1
& 5.Phéduyét dinh miic thu, ch& d8 thu, ndp, quan I va i 8 i Quéi
. 4 y dinh mdc thu, ch& dé thu, ndp, quan y va =0 dung phi sd dung dudng bé tram thu phi Quéc
5 @ 28-03-2014 10:20 13 4 @ 6. Chuyéntigp 8, doan Udng Bi - Ha Long, tinh Quang Ninh

Xem nhanh van ban
1.5.4 Xem thong tin chi tiét vin ban
Trong man hinh nay nguoi ding c6 thé xem dugc mot s6 thong tin chung, v kién phé duyét cia
lanh dao va phan cong xir Iy ddi voi vin ban do.
- Budc 1I: Vao chuic nang nay bang 2 cach : Kich dip vao mot van ban, hodc kich “Chudt phdi”
- “1.Théng tin chi tiét’

Xem Van Ban PEn

* * % .
HE O
Ngdy BEn | SGDEn Nhan Han | S&HiSu VEnBan Ngay BH Trich Y&u Ngi Dung
1 | [ | 28092014 14 2437/Qb-BTC 28-09-2014 | VE viéc céing bd tha tuc hanh chinh méi ban hanh thudc thim quyEn gidi quy& cia B§ Tai Chinh
2 | 0 | 28092014 15 2438/Qb-BTC 28-09-2014 | V& viéc cdng bé thd tuc hanh chinh méi ban hanh thudc tham quyEn gidi quy& cla B Tai Chinh
V& viéc dinh chinh théng tu s 76/2014/TT-BTC ngay 16 thang 06 nam 2014 cla B§ Tai Chinh hudng
3 | 28032014 16 15 ISBH/DB—ET“ 8= 1. Théng tin chi tiét :1 adral?hi dinh s& 45/2014/NB-CP ngay 15théng 05 ndm 2014 ctia Chinh Phi quy dinh
&7 2. Xem file kem K L
4 @ 28092014 17 23 | 724/GD-BTC n b&n pham phap Ut
[ 3. Phén chia chi d& s P . " P——
, ché dé thu, ndp, quan y va s dung phi si dung dudng bd tram thu phi cdu Bén
5 | [ | 28-03-2014 18 SIQI]MITT—'L‘ 3. Phin céing i i phi cau B&n Thiy Il, Quéc 15 1
a3l 5. Phé duyét 1, ché dd thu, ndp. quéan Iy va sU dung phi s dung duiding bd tram thu phi Qudc 13 18,
6 [l | 28032014 19 A44/2014/TT- 6 € duye 1= Long, tinh Quang Ninh
# 6. Chuyéntiép
7 il | 7a-n9om14 N 21 I N&20144TT miic:thil ch&E A6 thi nédn miAn i va i duna nhivtE dil nhana kigm dich vt&

Vao xem théng tin chi tiét van ban

Man hinh chi tiét van ban nhu sau

44



T.S/D 2.3 Office®

Thang Tin Chi Tiét Van Ban Bén

O | [ (EE (P2 (OO (e | R [ (R

Chuyén | [Tao “déc| | T.Trnh Luu B.Ludn ||H&i Bao | |H.Thanh| |Hiy K2 | [Kém File| | So B&

Chirc nang lien
quan dén van ban

=
=
.‘5_,04

Chil B& | | P.Cdng

1 ,Ji-"- 84.3 KB

Eg roF |
1989_QD-ETC.pdf
Khay chira file
dinh kém
1. Théng tin chung: -

% Loai van ban : Quyét binh

% S§ higu van ban . 1989/QP-BTC

% Ngay ban hanh : 28/09/2014 Théna tin chi tiét
* Trich yéu : V& viéc dinh chinh théng tu s& 76/2014/TT-BIC ngay 16 |~ ong tin chi tet,

y kién phé duyét
cla lanh dao, don
vi dworc phan
cong xcr ly

thang 06 nim 2014 cia Bé Tai Chinh hudng din mét s6
digu cia nghi dinh s& 45/ 2014/ND-CP ngay 15 thang 05
nam 2014 cia Chinh Phi quy dinh v& thu tién sl dung dat

% Cd quan ban hanh : B& Tai chinh
% Linh wic, chd @&  : chira dirge phan loai
% CAp dd khan . Binh thudng

2 . Phé duyét ciia Lanh dao Tdng Cuc Thué:

% 28-09-2014 10:37 Van Thu:
Phan cdng don vi 0 ly

Bam vao miii tén
dé xem chi tiet cac
van ban khac

3 . Phin cong x ij van ban ciia Tong Cuc Thué: -

Do e o

Man hinh xem thong tin chi tiét van ban
1.5.5 Tim kiém nhanh vian ban

Trong man hinh Danh sach van ban dén c6 bd tri mot 6 loc dit lidu theo sb ky hiéu, trich yéu,
co quan ban hanh, phén loai, giip cho nguoi dung tim kiém nhanh mgt van ban trong mot danh
sach vin ban dang hién thj.
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Xem Van Ban Bén & | & Thuhhd B Bdng
| - |
Trich Y&u Ngi Dung Nol@o Gl 580 = \d 56 ky higu
iZI Trich yé&u
WE vigc cing bd thi tuc hanh chinh mdi ban hanh thudc thim quyBn gidi quyét cla Ba Tai Chinh Bé Tai chinh .
Ca quan ban hanh
V& viéc cing bd thi tuc hanh chinh mdi ban hanh thudc thdm quysn gidi quy& cla Ba Tai Chinh B& Tai chinh Phén loai
W& vigc dinh chinh thdng tu s& 76/2014/TT-BTC ngay 16thang 06 nam 2014 cua Ba Tai Chinh hudng
dén mét s& digu ctia nghi dinh 58 45/2014/NB-CP ngay 15théng 05 ndm 2014 cta Chinh Phu quy dinh | B& tai chinh 1 %
vE thu tign sU dung dat
W& viéc béi bd van ban pham phép ludt Ba tai chinh 1 —b
Quy dinh mic thu, ch& d& thu, ndp, quan I va 50 dung phi s dung dudng bé tram thu phi c&u B&n P =
Thiy va tram thu phi cau B&n Thiy II, Quac Ia 1 Bg Tai chinh 1 %
Quy dinh mdc thu, ch& d& thu, ndp, quan Iy va sd dung phi sd dung dudng bé tram thu phi Quéc 1§ 18, PR
doan Usng Bi - Ha Long, tinh Quang Ninh B& Tai chinh 1 +
v& vide guy dinh mic thu. ch& d& thu, nép. quan Iy va s dung phiy t& dud phang, kiém dich y t& Ba Tai chinh 1 4},
Quy dinh chi tigt va hudng dan thuic hidn viéc xai phat vi pham hanh chinh trong [ nh wic quan ty, sd
dung tai 5dn nh& nudc theo quy dinh tai Nghi dink 8 192/2013/NB-CP ngdy 21/11/2013 cla Chinh Bé Tai chinh 1 —@
phi
W/v Hudng dan v& phi va |& phi thudc tham quy&n quyét dinh cla Héi d8ng nhan dan tinh, thanh phé __@
tric thudc Trung udng
Théng tu s& 215/201 3 TT-BTC ngdy 31/12/2013 v/v hudng d3n v& cuding ch& thi hanh quy&t dinh e s
hanh chinh thug B3 Tai chinh 1 ¥
Théng tu s§ 219/2013/TT-BTC ngay 31/12/2013 hudng dan thi hanh Ludt Thu# gid tr gia ting va Nohi
dinh s& 209/2013/NB-CP ngay 18/12/2013 clia Chinh pha quy dinh chitig va hudng dan thi hanh mét | B Tai Chinh 1 %
s digu Ludt Thué gia td gia tang
Théng tu s 205/201 3/ TT-BTC ngay 24/12/2013 hudng dén thuic hign cc Higp dinh trdnh danh thug
hai [&n va ngan nalia viéc trdn 15u thug d&i vdi cac loai thug danh vao thu nhip va tai san gida Viét Nam —b
wii cac nudc va ving lanh thé cd higu lic thi hanh tai Viét Nam

Tim kiém nhanh van ban
- Bwoc 1 : Chon tiéu chi tim kiém. Bam vao mii tén mau dé & mot bén 6 tim kiém d¢€ so ra cac
chi ti€u tim kiém.

% % Thubho B Bong £t = Thuhhd B  £ong

| - (@)=
16U Bén PL YfDuyé_‘t G | Xem | GUfi B&n Bl 58 koy higu
l 1 -—J}, - iZI Trich yéu |
4 Co quan ban hanh
- & Phan loai

Chon chi tiéu tim kiém

- Bwdc 2 : Nhap noi dung can tim ki€ém, nhan phim “Enter” hodc bam vao nut “@”

1.5.6 Phan chia cha dé

Chtrc ning nay gitp cho ngudi dung phan loai vin ban theo cac linh vuc chu dé theo nhu cau
quan ly riéng cua tung don vi. Nguoi st dung chire nang thuong 1a ngudi cé nhiém vu lam cong
tac van thu cua don vi.

- Bwéc 1: C6 2 cach dé vao chiic ning nay nhu sau

o Chugt phai vao mot van ban, chon “3. Phdn chia chu dé”
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Xem Van Ban B&n

* * * .
HE o
Ngay DEn | S5DEn Nhdn Han | 56 Higu VEn Ban Mgy BH Trich Y&u N&i Dung
1 | ) | 28092014 14 2437/0b-BTC 28-09-2014 | V& viéc céing bé thd tuc hanh chinh méi ban hanh thude tham quy&n gidi quy&t cua B& Tai Chinh
2 | Il | 28-09-2014 15 24 5= 1. Théng tin chi it céing bé thi tuc hanh chinh méi ban hanh thudc tham quysn gidi quyét cia Ba Tai Chinh
g= ng tin chi
@ 3. Xem file kém d inh chinh théng tu s§ 76/2014/TT-BTC ngay 16thang 06 nam 2014 cta B Tai Chinh hudng
3 | | 28-03-2014 16 15 | 1989/ ) sd digu cla nghj dinh s8 45/2014/NB-CP ngay 15théng 05 ndm 2014 clia Chinh Phi quy dinh
CF  3.Phan chia chi d& ﬂ“ﬂd””g da
4 @ 28052014 17 23 7241 Z=  1.Phan cong xurly @i b wan ban pham phap luat
5. Phé duyét h mic thu, ché dd thu, ndp. quan Iy va sU dung phi s dung dudng bd tram thu phi cdu Bén
5 U zzos214 18 Sk f o :’}N tram thu phi c3u Bén Thiy Il, QuSE 15 1
- ndyEntiep  mic thu, ch d6 thu, ndp, quan j va sti dung phi sti dung duing bé tram thu phi Quéc 15 18,
6 U |28032014 19 4720 . ng Bi - Ha Long, tinh Quang Ninh
«/  7.Xac nhan da xir by q 2 -ong. q
7 lm 28-05-2014 20 21 |08/20 x 8. Hy két qua wir Iy quy dinh mic thu, ch& dé thu, ndp. quan I va si dung phi y t& du phéng, kiém dich y t&
D 9.Lydochuaxily h chi tigt v& hudng dan thuc hign vigc xai phat vi pham hanh chinh trong i nh vuc quan Iy, s
8 Il | 28032014 21 07,20 5an nha nudc theo quy dinh tai Nahi dinh s& 192/2013/NB-CP ngay 21/11/2013 cua Chinh
Lo Tl s i

Vao chirc nang Phdn chia chii dé tir menu chudt phdi

o Vao “Théng tin chi tiét” cia van ban, chon “Chi Dé”

Thang Tin Chi Tiét Van Ban Bén

O (G| e i) a0 e (| ) [ (SR

Chi £ || P.Céng | | Duwét || Chuyén | |Tao ‘4| | T.Tanh Lo B.Ludn || H&i Bao | |H.Thanh| [Hiy Ka||kém File| | o 83

1 g_'-l TIEEKE
&

QD2438.pdf

Vao chirc nang Phan chia chit dé tir man hinh Théng tin chi tiét

- Bwdc 2 : Chon linh vuc, chu dé lién quan dén van ban, r61 bam “Ghi nhdn”
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Chon Linh Vu'c Cha ©€ Can Phdn Loai

1. 54 Van Ban Dén: 2. Mgay Van Ban BEén: 3. 54, Ky Hiéu Van Ban: ‘
15 | 28092014 || 2438/0p-BIC |

V& viéc cing bd thi tuc hanh chinh mdi ban hanh thudc tham quyén
giai quyé&t caa Bd Tai Chinh

E1n Tén Linh Vuc, Cha £& Viet Tat
1 |Van ban phap luat WBPL
2 |Vudng mic doanh nghigp VMDN
3 |Baocao BC

Qs |

Chon linh viee chu dé lién quan dén van ban

1.5.7 Phan loai, phan cong xir ly

Chtrc nang nay thuong dugc dung cho ngudi ¢6 nhiém vu phan cong don vi xtr Iy (Chanh van
phong), hoac nguoi dugce uy nhi¢m.

Vian ban dugc phan thanh 2 loai: xem — tham khdo, phai xtr ly — tra 10i. Néu van ban thudc loai
phai xtr 1y — tra 101, ngudi dung can xac dinh don vi chu tri thyc hién van ban doé.

- Buworc 1 : Co 2 cach d€ vao churc nang nay nhu sau

o Chudt phdi vao van ban can lam, chon “4. Phdn cong xw ly”
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|E|[+Thém'u'én8én ] [ Chi li&t ké v&n ban durdc phan cdng

Ngdy Bn | S6BEn Nhdn Han | 5&Hiéu Vin Ban Ngay BH
1 | 0| 28092014 | 14 2437/QB-BTC 28092014 | V& vigc céing b thil tuc hanh chinh méi ban hanh thud
2 || 28092014 | 15 2438/QD-BTC 20809044 1= it oS b ¢ hidnh chinh mdi ban hanh thug
= 1. Théng tin chi ti&t

I thing tu s& 762014/ TT-BTC ngay
3 | U 28092014 | 16 15 [1983/QB-BTC | 7 2. Xem file kém cda Chinh Phi quy dinh v& thu ti8r
4 || 28092014 | 17 22 |724/QD-BTC |[I] 3.Phén chia chi d& {ban pham phap luat

{12 4.Phin congxirly
5 | | 28092014 | 18 51/2014/TT-81~ an congrly ha dé thu, ndip, quan I va s dung
% 5.Phé duyét
6 lﬂ] 28-09-2014 15 44,/2014/TT-B1 0 6. Chuyéﬂ tigp ch& dd thu, ndp, quan k¥ va s dung
7 | 0| 28092014 | 20 20 |08/2014/TT-B] ./ 7. Xsc nhan dé xir Iy fic th, ch d thu, ndp, quan I va «
8 | | 28092014 | 21 07/2014/TT-81 7% 8- Hiy két quéxirly hiidng dan thuc hién viéc x(i phat v
i . |1gay21;"11f2'|]13cua Chinh ph
- D 9. Ly do chua xr by |

Vao chirc nang phan cong xir ly tir menu chudt phdi

o Vao “Théng tin chi tiét’ cua van ban, chon “P.Cong”

u
o=
Chii € ||| P.Cdng

Thong Tin Chi Tiét Van Ban B&n

E.
=0/

Chuyén

i) (I

Tao “4éc| | T.Trinh

B

L

8

B.Lusn

>

Hii Bao

D O [RE

Hiy KQ| [KEm File| | So B

1 lj_'-l TIEEBKE
Ed PCF |

QD2438.pdf

Vao chirc ning phdn cong xir Iy tir menu chudt phai man hinh Thong tin chi tiét

Man hinh phan cong xir 1y hién thi nhu sau
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Phén Loai Va Phin Céng Bon Vi Xir Ly Vin Ban Dén [CxT
Phan Loai Ché B4 X Ly Vdan Ban
) Xem, tham khao O PhaiXir by, tra lgi
Chuyé&n Linh Bao Phé Duyét
| -]
Phén Céng Ban Vi Xir Ly Van Ban

ST M3 Higu Tén Bon Vi Thudc, Truc Thudc # XLy |« Xem | ChaTri ¥ Kién Cu Thé Cho Bon Vi ;
1 Ban C&i Cch va Hign dai héa

2 Cuc Céng nghé théng tin

3 Cuc Thu& Thanh Phi Ha N&i

4 Cuc Thug Thanh Ph& HE Chi Minh

5 Cuc Thué Tinh Bc Minh

[ Cuc Thué Tinh Ba Nang

7 Cuc Thug Tinh Nghé An 3
8 Tap chi Thug

9 Thanh tra
10 Tnidng Mahigp wu thug
1A Van phéng (cd dai dign tai thanh phd H& Chi Minh)
12 Viu Chinh sach
13 Vu D todn thu thug L4
14 Vu Hdp tac quiic ts
15 Vu K& khai va K& todn thug
16 Vu Kigm tra ndi bé
17 Vu Phap ché
18 | [um W CoAn B nA wA Ciifino chE nd thoE =

| oy ahinhan | [o chuygnena | (Y geamEng | [© kerThe |

Man hinh phdn logi, phdan cong don vi xur Iy

- Buwdrc 2 : Xac dinh loai van ban, phan cong cho don vi xur ly

o Vin ban duoc chia thanh 2 loai : vin ban dé xem — tham khao, vin ban phai xir Iy — tra 10i. Vi
loai vin ban can phai xur 1y, nguoi ding can xac dinh thoi han xir Iy cho vin ban dé.

o Phan coéng cho don vi bang cach bam vao cac 6 trén danh sach don vi & 3 cot twong tng : Xir
1y, xem, chu tri thuc hién van ban.

o Chu ¥ : véi vin ban phai xtr Iy, ngudi ding can xac dinh dugce don vi chu tri thyuc hién.
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Phin Loai Vi Phin Cong Ban Vi Xir Ly Vin Ban B&n =X

Phdn Loai Ché B& X Ly Vdn Ban

) Xem, tham khao (= Phai it Iy, tra lgi 0 1ngay O Zngay| ® 10ngay| O 15ngay O 30mngay O Sd khac

Chuyé&n Lanh Bao Phé Duyst
|Bii Van Nam -]
Phén Céng Bon Vi Xir Ly Van Ban

STT M3 Higu Tén Ban Vi Thudc, Truc Thudc o WLy |+ Xem | ChaTri ' Kign Cu Thé Cho Bian Vi ol
1 Ban Cai Cach va Higén dai héa

2 Cuc Céng nghé théng tin : 5}

3 Cuc Thu Thanh Phd Ha N&i 7o

4 Cuc Thu& Thanh Ph& H& Chi Minh - \( Tich vao cac & & 3 cot -

5 Cuc Thus Tinh Bic Ninh ® \ x(r ly, xem, cha tri dé xac

6 Cuc Thug Tinh Ba Nang Q dinh vai tro cua cac don

. T Q \_ vi doi v&i van ban =
8 Tap chi Thug

9 Thanh tra
10 Truding Nghiép vu thug
11 Van phéng (ca dai dién tai thanh phd Hé Chi Minh)
12 Viu Chinh séch
13 Vi Du todn thu thug L
14 Vu Hdp téc quéc t&
15 Vi K& khai va K& todn thug
16 Vu Kigm tra ndi b
17 Vi Phép ché
18 | o Vo OoAEn b nd wd CiiAnn chE nd theE i

o ghinhan | [o chugnphat | (Y geamEng | [© keethic |

Xac dinh logi van ban, phdan cong cho don vi xu ly

- Bwéc 3: Chuyén cho lanh dao phé duyét

o Néu ngudi phan loai, phan cong vin ban biét duoc vin ban ddy duoc chuyén dén dich xac cho
mot 1anh dao nao d6 phé duyét, thi trong man hinh nay nguoi dung chon Lanh dao dé trong phan
“Chuyén Lanh Pao Phé Duyét”

Phdn Loai Va Phdn Cong Bon Vi Xir Ly Van Ban Bén

Phan Loai Ché B4 Xir Ly Van Ban

O Xem, thamkhao @ PhaiXirly, tralsi O 1ngady O 7ngay ® 10ngay O 15mgay O 30mgay O S&khac

Chuyé&n Lanh Bao Phé Duyst
|Bii Van Nam -]
Phan Cong B¢n Vi Xir Ly Van Ban
STT | M3 Higu Tén Ban Vi Thudc, Truc Thudc o XTLy |+ Xem | ChaTri  Kién Cu Thé Cho Bion Vi i
1 Ban Cai Cach va Hién dai hda
2 Cuc Céng nghé théng tin :: 5}
3 Cuc Thug Thanh Ph& Ha Mai :
4 Cuc Thug Thanh Ph& H& Chi Minh :

Chuyén truec tiép vin ban cho Lanh dao phé duyét

51



B

o Cloud
TS0 s Office®
THAISONSOFT

1.5.8 Phé duyét van ban

Chtrc ning nay danh cho céac lanh dao don vi, hodc nhitng nguoi duge giao xir 1y, hay dugc cip
trén Uy nhiém viéc phé duyét vin ban, phé duyét phong ban, don vi xir Iy vin ban. O chtic ning
nay, hé thng cho phép ngudi dung nhap 16i phé duyét chung, hay 16i phé duyét riéng dén ting
don vi cap dudi.
- Bwdc 1 : Co 2 cach dé vao chirc niang nay nhu sau
o Chudt phdi vio van ban can phé duyét, chon “5. Phé duyét’

f<—} Cloud
Hothce

*

|E|[+Thém'u'énﬁén ] [ Chi liét ké van ban dudc phan céng

Ngdy Bn | S3DEn Nhan | Han | 5&Hidu Vn Ban Ny BH
1 | 0| 28092014 | 14 2437/GD-BTC 28-09-2014 | V& viéc céng b thii tuc hanh chinh méi ban hanh thud
2 || 2809204 | 15 2438/QP-BTC ———— 20009044 L& it nzem gy hanh chinh mdi ban hanh thud
= 1. Théng tin chi ti&t
L théng tu s& 76/2014/TT-BTC ngdy
3| U] 2082014 | 18 15 |1983/QD-BTC | /7 2. Xem file kém ctia Chinh Phi quy dinh v& thu tigr
4 | 0| 28092014 | 17 22 |724/0D-BTC |[] 3.Phan chia chi d& |ban pham phap luét
2 4.Phén cong xir Iy
5 | | 28082014 | 18 51/2014/TT- 85 e £ 66 thu, np, quan I va si dung
A5 5.Phéduyét
6 @ 28-059-2014 15 44/2014/TTH 'P 6. Chuy‘é’h tigp € dd thu, ndp, quan by va su dung
7 | U | 28-09-2014 20 20 | 08/,20144TT-B1 7. Xac nhan da xir Iy lic thu, ch& dd thu, ndp, guan by va s
2 8. Hiy két qua xir by hudng dan thuc hign viéc i phat v
8 |U|2z092m4 | 20 07/2014/TT-B1 , . haay 21/11/2013 ciia Chinh phi
= 0 9. Ly do chua xrly i

Vao chirc nang phé duyét van ban tir menu chudt phai

o Vao “Théng tin chi tiét” cua van ban, chon “Duyét’

Thing Tin Chi Tiét Van Ban B&n

i S e S SR

Chuyén | [Tao W&z | | T.Trnh Lir B.Ludn | | H&i Bao | |H.Thanh| [Hiy KO [Kém Fils| | Se 85

8

Duiét

E;n.'rl

Chil B8 | | P.Cdng

1 }_‘— 725,85 KB
&
QD2433.pdf

Vao chire nang phan cong xie Iy tir menu chudt phdi man hinh Théng tin chi tiét

Man hinh phé duyét hién thi nhu sau
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Phé& Duy&t Va Phan Céng Bon Vi Xif L Vn Ban [

¥ Ki&n Chi Bao Chung (Lan 1)

Phan Cong Bion Vi Xir Ly Van Ban

STT Tén Bon Vi Thudc, Trutc Thudc o« Xrly | « Xem | ChaTri ¥ Kign Chi Bao Cu Thé Cho Ban Vi il
1 Wu Chinh sach

2 iy Phép ché

3 iy Dy todn thu thug

4 Wu K& khai v K& todn thug

5 Wu Quan y nd va Cuding ché nd thug E
6 Wu Quan ky thug thu nhép c& nhan

7 iy Quan Iy thug doanh nghigp lan

8 Wu TuyEn truyEn - HE trd nguidi ndp thug

9 Wu Hdp tac qudc té
10 Wu Kigm tra ndi bd B
11 Vu T4 chuic cén bé
12 Wiy Tai vy - Quan tr
13 Van phang (cd dai dién tai thadnh phd Ha Chi Minh)
14 Thanh tra
15 Ban Cai Cach va Hign dai héa |

| iy ghithan ||% oaTréng || () ket Thic |

Man hinh phé duyét van ban

- Bwdc2:Nhapy kién chi dao chung, va y kién chi dao cu thé cho ting don vi néu co.

Néu vin ban da trai qua budc “Phén logi, phén céng”, thi nhiing thong tin phan cong don vi
xtr 1y ciing duoc hién thi lai nhu & man hinh dudi.

Tich vao cac 6 & 3 cot : xtr Iy, xem, chu tri dé xac dinh vai tro cta cac don vi ddi voi van ban.
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Phé Duyét Va Phdn Céng Bon Vi Xif Ly Van Ban

¥ Ki&n Chi Bao Chung (Lan 2)

Wu Td chic cdn bd phéi hop cing vdi cdc dan vi ién quan d& x( i dit digm.

Phan Cong Bon Vi Xu' Ly Van Ban

STT Tén Baon Vi Thudc, Trutc Thudc < Xrly |+ Xem | ChaTri ¥ Kign Chi Biao Cu Thé Cho Ban Vi Sl
1 Vu Chinh sach o

2 Vi Phép ch Q

3 Vi Du todn thu thug -

4 Viu K khiai va K8 todn thus 2

5 Vi Quan Iy nd va Cuing ché nd thug Q - . R E
6 | B |V Quinr 1 thus tha rap énha Tichvaocac d ¢ 3 cht:

1 suan yfhus T ihap 63 nnEn XU ly, xem, chu tri dé xac
7 Vi Quin i thug doznh nghiép ldn Q 1 dinh vai tré caa cac don
: Vi Tuyén truyin — HA trd nguii nép thud \ vi doi v&i van ban
. . - e

5 Vu Hdp tac quéc té -
10 Vi Kigm tra néi bé Q —
11 Viu T8 chiic cén bé e "
12 Vi Tai vu - Quan ti
13 Van phang (cd dai dién tai thadnh phd HE Chi Minh)
14 Thanh tra
15 Ban Cai Cach va Hién dai hda

|y ahinhan | (%o ueaTréng || ©) ket Thic |

Ghi y kién chi dao, phdn céng don vi xir Iy
1.5.9 Chuyén tiép vin ban

Nhitng don vi phu thudc s& thiy duoc ngay vin ban sau khi vin ban nhap vao, con nhitng don
vi doc 1ap cp dudi 1a nhitng don vi c6 vin thu va con diu riéng (vi du cac chi cuc) s& khong thiy
nhirng vin ban d6. Pon vi cip trén st dung chirc nang “Chuyén tiép vin ban” dé chuyén vin ban
xudng, luc d6 don vi cip dudi méi thdy duoc vin ban.

Nguoi st dung chirc ndng nay thuong la nhitng ngudi c¢6 nhi€ém vu la cong tac van thu ¢ don vi

- Buwdc 1: C6 2 cach dé vao chirc ning nay nhu sau

o Chudt phdi vao van ban can phé duyét, chon “6. Chuyén tiép”
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|E|[+Thém'u'én8én ] [ Chi li&t ké v&n ban durdc phan cdng

Ngdy Bn | S6BEn Nhdn Han | 5&Hiéu Vin Ban Ngay BH

1 | 0| 28092014 | 14 2437/QB-BTC 28-09-2014 | V& viéc céng bd thii tuc hanh chinh médi ban hanh thud
2 || 28092014 | 15 2438/QD-BTC 90009094 [\ wife wfen by ¢ hanh chinh mdi ban harh thud

= 1. Théng tin chi ti&t

o théng tu s5 76/2014/TT-BTC ngay

3 | U 28092014 | 16 15 [1983/QB-BTC | 7 2. Xem file kém cda Chinh Phi quy dinh v& thu ti8r
4 || 28092014 | 17 22 |724/QD-BTC |[[] 3.Phén chia cha d& {ban pham phap luat

2% 4.Phan cong xr Iy
5 | | 28092014 | 18 51/2014/TT-B1 ™~ an congrly bh& dé thu, ndip, quan I va s dung

_ﬁ 5. Phé duyét
6 lﬂ] 28-09-2014 15 44!2I]I4ITT—|f| 0 6. Chuyéﬂ tigp ché dd thu, ndp, quan k¥ va s dung
7 | 0| 28092014 | 20 20 |(08/2014/TT-B| ./ 7. Xic nhan daxirly [ic: thu, ché& dé thu, nép. quan I va ¢
8 | | 28092014 71 07/2014/TT-B 25 8 Hiy két qua xir Iy huidng dan thuc hién vigc i phat v
. . poay 21/11/2013 clia Chinh phd
- D 9. Ly do chua xr by |

Vao chirc nang chuyén tiép van ban tir menu chudt phdi

o Vao “Théng tin chi tiét” cia van ban, chon “Chuyén”

Thang Tin Chi Tiét Van Ban Bén

&

Chuyén

= S

Chi £€ | | P.Céng | | Duywét

| R O e (P

Tao ‘&z | | T.Trnh Lo B.Ludn || H&i Bao | |H.Thanh| [Hiy Ka||kém File| | o 83

1)L Teske
i

QD2438.pdf

Vao chire nang phdn céng xir Iy tir menu chudt phai man hinh Théng tin chi tiét

- Bwéce 2 : Xac dinh don vi can chuyén van ban.
Chu y : danh sach don vi can chuyén chi hién thi ra nhitng don vi ddc 1ap.
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Chuy&n Tiép Van Ban B&n Cho Bon Vi C3p Du'di

77 Vé&n ban dén ngay 28-09-2014
----- [ | [14] 2437/QD-BTC - V& viéc céng b thil tuc hanh c...

Danh sach don vi durge phan céng 1y

----- @ [15] 2438/QD-BTC - V& vigc céng b& thi tuc hanh c...

Vu Kigm tra ndi bé

- Ve vigc dinh chinh thong tu so...

----- [17] 724/QB-BTC - V& viéc bai bd van ban pham ph...

----- [18] 5172014/ TT-BTC - Quy dinh mdc thu, ché d& thu, .
----- [19] 44,2014/ TT-BTC - Quy dinh mdc thu, ché d& thu, .
----- [20] 082014/ TT-ETC - w& vige quy dinh mdc thu, ché ..
----- [21] 07/2014/TT-BTC - Quy dinh chi tié va hudng dan..
----- [22] 02/2014/TT-BTC - V/v Hudng dén v& phi va I& phi
----- [23] 2152013/ TT-BTC - Théng tu sd 215/201 3/ TT-BTC

C6 thé chon van ban
khac de guri

Cuc Thu& Thanh Phd Ha MNai

Cuc Thug Tinh Ba Nang

Cuc Thug Tinh Mghé An

O00oid|s

Cuc Thu& Tinh Bac Ninh

E | EXEEEN

Danh sach dan vi d& chon B.Danh Duyét | Gl

Cuc Céng nghé théng tin

Cuc Thu& Thanh Phé& HE Chi Minh

RN O)

Chon don vi can chuyén van ban
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1.5.10 Sira thong tin van ban

@ Cloud
wge Office®

Chtrc nang nay thuong dugc dung boi nguoi cd nhiém vy nhdp vin ban vao hé thong. Néu

thong tin van ban bi sai, nguoi dung thyc hién nhu sau.

*

Buwdc 1 : T danh sach van ban, chuét phdi > chon “H.Siwra lai”

Xem Van Ban B&n

Man hinh stra chi tiét hién thi ra nhu duéi.

s "
=[] O catévioinestinn
Ngay Den | S6BEn Nhan | Han | S Higu Van Ban Ngay BH Trich Y&u N&i Dung
1 @ 28092014 14 = o ';"I:é — ’_"‘_;“i""‘ na vigc cBng b th tue hdnh chinh méi ban hanh thudc thdm quysn gidi quyst clia B& Tai Chinh
a= ng tin chi t
2 | U | 28092014 15 ﬁ 2. Xem file kém vigc céng bd thu tue hénh chinh méi ban hanh thudc thdm quyEn gidi quy&t cua BS Tai Chinh
m 3. Phan chia chi d& vigc dinh chinh théng tu s& 76./2014/TT-BTC ngay 16 thang 06 nam 2014 cia Bd Tai Chinh huidng
3 | [l | 28092014 16 15 ' in mdt s§ digu cla nghi dinh s& 45/2014/NB-CP ngay 15thang 0% ndm 2014 cia Chinh Phi quy dinh
=¥ 4.Phan céngxTly thu tign sl dung dat
L= g LE Ry
4 | [ | 28092014 17 22 i 6 5. Phé duyét vige bdi bd van ban pham phap luat
5 | [ | 28082014 18 # 6. Chuyén tigp 1y dinh mic thu, ché dd thu, ndp, guan i va s dung phi s dung duding bd tram thu phi cau BEn
Uy va tram thu phi c&u B&n Thiy Il Quéc 15 1
7. Xdc nhidn da xly
- e _ cenEn ey s dinh mid thy, ché d6 thu, ndp. quan I va st dung phi st dung duéng b8 tram thu phi Quéc I3 18,
K 8. Huy két qua xur ly an Uéng Bi - Ha Lang. tinh Quang MNinh
7 |0 | 28092014 | 20 20 (@@ 9.lydochuaxirly vige quy dinh miic thu, ch& dé thu, nép. quan I va st dung phi y t§ du phang, kigm dich y t&
M) A Tao viéc ity dinh chi tit va hudng dan thuc hign vidc x7 phat vi pham hanh chinh trong Fnh viic quan i, si
8 | [ | 28092014 2 A% B Taots tink ing tai san nha nudc theo quy dinh tai Nghi dinh s8 152/2013/NB-CP ngay 21/11/2013 cha Chinh
R . Tao td trin b
- Huidng dan v& phi va & phi thudc tham quy&n quyét dinh clia Hai d8ng nhan dén tinh, thanh phd
9 || 28-09-2014 2 |g&h CXemsods v Huid ]
jc thudc Trung udng
(D e 6ng tu 3 215/2013/TT-BTC ngdy 31/12/2013 v/v hung dén v& cuing ché thi hnh quyét dinh
10 | 0 | 28082014 Ea — :E%L;r?:thué -BTC ngay v/v hudng dan v& cuiing ché& thi hanh quyét din
o . Luu thu muc
=) F.Hboibdo... ding tu 58 219/2013/TT-BTC ngay 31/12/2013 hudng dAn thi hanh Luat Thud gia tr gia ting va Nghi
11 | [l | 28-09-2014 24 nh s& 209/2013/NB-CP ngay 18/12/2013 ctia Chinh phii quy dinh chi tigt va hudng dan thi hanh mt
=] G.Bao nhap sai digu Ludt Thué gia tri gia tang
o | H.Sim i ng tu 58 2056/2013/TT-BTC ngay 24/12/2013 hudng dan thuc hin cic Higp dinh trénh dénh thug
12 | 0 | 28002014 | 25 iF e R [&n v& ngsn nglia visc trén 15U thug di véi céc loai thud dénh vao thu nhép va ta san gilia Vigt Nam
?( L. Xod vEn ban cAc nude va vong 13nh thd cd hidu luc thi hanh tai Viét Nam

Vao chirc nang Sira chi tiét van ban
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PHAN THONG TIN VAN BAN

&, ky higu van ban: |
MNgay ban hanh: |zamaf2m4 | HL: |23m5;2m4 | KT: |_f_f_ |
Loai vénban: [ QB | |Quyét Binh [] s [ | [
Co quan ban hanh: [ BTC | [Bg Tai chinh =] =]

Mourdi ky: |Tnjdr1g Chi Trung |E|| cv: |ThL'I Tridng |

Trich yéu: W& viéc céng bé thd tuc hanh chinh méi ban hanh thudc tham quyén
gidi quyét cia Bd Tai Chinh

c&pddbaomat: [ BT | [Binh thuing [*]| O khing cho naui ngoai dan vi tim
Linh v, chi d& lign quan: | | | |E|| [ ]

PHAM VAN BAN BEN

Moay van ban dén: |2&e’ﬂ3f2ﬂ14 00:37 55 vao s3 theo dai: ||5

MNai gl dén: |B§ Tai chinh

C&p dg khan: [Binh thuidng [=]| vitrin: |

Chuy&n LB phé duyét: |

’ IE Thém... ”@Thu MuE, .. ”1:) Biat,., ] |D:\.3.F‘rujects‘wEDuudDﬁiceThaiSunﬂ.Ducumentﬂ.HuungDan

1 j’-
T26.8 KB

QD2438.pdf

02:07:28 | oy shidhan | | #0aTréng | [©) ket Thic |

Swra chi tiet van ban

1.6 Luru file dinh kém vao may tinh c4 nhan

Chirc ning nay duogc sir dung khi ngudi ding mudn luu céc file dinh kém vao mady tinh ca
nhéan, nham phuc vu cho muc dich khac. Pé luu file dinh kém, nguoi st dung vao “Théng tin
chi tiét ciia vin bdn” , chudt phai 1én file can luu, chon “Luwu file téi ...”. Sau d6 chon thu
muc luu trit, r6i nhan “Save” dé luu file vao may tinh.
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Thdng Tin Chi Tiét Van Ban B&n

LI (8| e T R (P e || (| R
Chi £ | | P.Céng | | Duwét || Chuyén | |Tao ‘&) | T.Tinh Lo B.Ludn || H&i Bao | |H.Thanh| [Hiy KQ | |kém File| | o B3
1[5k 843KB

¢ A
1939_OD-H = 1. Méfile
E. 2. Lunu file tai...
&8 3. G file cho..,
& 4 pEttén
25 5. ¥oa file i
1. Théng tin chung: 9 6. Thay file
# Loai vdn ban . Quy&t binh @&  7.Théng ké doc
% S§ hiéu van ban . 1989/ 0Qb-BTC
% Naav ban hanh *aa/inalnia

Luu van ban vao may tinh cd nhan
1.7 Binh luén, gép y van ban

Nhiing ai c6 quyén xem van ban, déu cé thé xem dugc cac binh luan, gbép y ciia ngudi khac vé
van ban do. Ngoai ra, nguoi dung cling c6 thé gop ¥ kién, binh luan cho van ban.
- Bwdc 1: Tt danh sach van ban, chugt phdi - chon “E.Binh lugn”

QQO Cloud o
&= Office B
p - - . Xem Van Ban Bén
=| [ Ghiliét k& v&n ban dirge phan céng
Ngdy Dh | SGBEn Nhgn | Han | S&Hidu VEn Ban Ngay BH Trich Y&u Ngi Dung
1 [l | 28092014 14 2437/QB-BTC 28092014 | VE vidc cfng bé thi tuc hanh chinh mdi ban hanh thude tham quy&n gidi quyt cia Ba Tai Chinh
2 | [l | 28092014 15 2438/QD-BTC 28-09-2014 | V& viéc cbng bé thi tuc hanh chinh mdi ban hanh thude tham quy&n gidi quyt cda B& Tai Chinh
g= 1.Thdng tin chi ti€t inh théng tu s 76/2014/TT-BTC ngay 16 thang 06 n3m 2014 ctia B3 Tai Chinh hudng
3 | 28092014 18 15 | 1989/QD-BT /7 2. Xem file kém ctia nghi dinh 8 45/2014/NB-CP ngay 15thang 05 nam 2014 cia Chinh Pha quy dinh
ung dat
4 || 28092014 | 17 2 | 72a/0p-T( L) 3-Phin chia chil 6 n ban pham phap lugt
<> 4. Phén cong xirly ché dd thu, nd, an by va s d hi s dung dudng bd tram thu phi cau Bén
B N u, ch& dé thu, ndp. quan ly va s dung phi s dung ing bd tram thu phi cau
5 | 0| 28082014 | 12 S172014/TT| 2 5. phé duyét L phi cu B&n Thy Il, Guéc 5 |
ﬂ 6. Chuyén tigp u, ch& d& thu, ndp, quan Iy va sU dung phi a0 dung dudng bd tram thu phi Qudc 16 18,
6 || 28092014 | 19 44/2014/TT) Ha Long, tinh Quang Ninh
7. Xdc nhidn d& xd ly s . . L . . .
7 | 0| 28092014 20 20 |08/2014/TT| h miic thu, ch& dd thu, ndp, quan Iy va s dung phi y t& du phang, kigm dich y t&
B Hoy ket qua by
. D va hiiding dan thuc hign vigc xi phat vi pham hanh chinh trong linh viic quan i, si
g | [|23092014 | 2 07/2014,11] @ 9.1y do chuaxirly : nuidic theo quy dinh tai Nohi dinh s5 192/2013/NB-CP ngdy 21/11/2013 cia Chinh
) A Taoviéc =
) i ve phi va |& phi thudc tham quygn quyét dinh cia Hai déng nhan dan tinh, thanh phd
9 | )| 2809204 22 -2 |02/2014/TT| 3% B, Tao tdtrnh | vidng
10 @ 28092014 7 215/2013/T 5° . Xem so db _x“2013\f -BTC ngay 31/12/2013 v./v hudng dan v& cuting ché thi hanh quyét dinh
[I] E.Binhludn 2013/ TT-BTC ngdy 31/12/2013 hudng dan thi hanh Lugt Thu gid tri gia tang va Nghi
11 | I | 28082014 | 24 219/2013/T/ T 19/NB-CP ngdy 18/12/2013 ciia Chinh phii quy dinh chitigt va hudng dan thi hanh mét
EE E. Luu thu muc I_I- el
€ gia ti gia tang

Cdch vao binh ludn, gop ¥ kién vé van ban
- Bwdc 2 : Nhap y kién binh luan
Nguoi st dung nhép tiéu dé ngan gon vao muc “Tiéu dé”, r61 nhap ndi1 dung y kién vao 6 “INoi
dung y kien”. Sau d6 nhap chon“Gui y kien” dé gui y kién binh luan va nhan “Ket thuc” dé trd
v€ man hinh trudc do.
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Gifi ¥ Ki€n Binh Ludn, Phan Anh Vuw'dng Mac

1. Loai Van Ban: 2. 54, Ky Higu: 3. Ngay Ban Hanh
Cong Van 2134-CV/TWDTN 13-02-2014
4, Tigu dé: 5. Tén ngurdi guri:
|| | |L§nh dao

6. Mdi dung v ki€n:

| 4> Gin ¥ ién | _[cD K8t Thic |

Tiéu d& cla y ki€n ghi ngdn gon va phan nh van t5t ndi dung cla ¥ kién hodc binh ludn.

Cita 56 givi y kién binh ludn
1.8 Tao va xem lién két van ban

Trong thuc té, c6 rat nhiéu loai van ban khac nhau, ¢ thé 1a van ban bd sung hodc van ban
thay thé, giita nhimg van ban d6 c6 sy lién két voi nhau. Hé théng cho phép ngudi dung tao va
xem sy lién két d6. Tinh ning nay rat tién loi cho viéc tim kiém cac van ban mét cach nhanh
chong, ma khong can vao xem ndi dung ciia van ban.

1.8.1 Tao lién két vin ban

b¢ tao lién két van ban, nguoi st dung thyuc hién theo cac budc sau:

- Bwéc 1: Vao chirc nang “Vin ban = Tao lién két vin bin”

VAN BAN DEN...

Cac chafc ndng lién quan d2n nghigp wu s by van thy
i wdi vin ban ma don vi nhin dugc

\> = T T vanmm_

Céc chifc ndng li€n quan 9&n nghi€p vu xar by van the
d&i wdi van ban ma don vigli &

VAN BAN NOT BO....

Quan by win ban od tinh chdt ndi b nhwr Té trinh, BE
wuft, P& &n, Thing bio...

Van Ban

VAN BAN LUU...

Quan by c3c vin ban khing phéi wa vin ban i, dén
ola of quan don vi

El?l;] Tao Lién K&t Van Ban
(==

_Cal'lhan i L Cip nhit, b3 sung méi quan he gifs céc vin bin

{ " hSm xy dyng <3 tric c3y vEn ban
I \‘ :
- J

-

T . @ Théing K&, Bio Cio
- QuanTri

Theic hin d&y @ cic nghiép vy thiing ké, bio cdo
lién quan d&n ching téc van ther ola don vi

Parsonal |
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>

Cach vao chirc nang “Tao lién két van ban’

Sau khi chon “Tao lién ket vin bdan”, h¢ thong s€ hién thi ctra s0 tao lién két nhu sau:

Tao Lién K&t Van Ban

| Ngay BH 58 Higu Vn Ban Co Quan Ban Hanh “I| % s&van ban:
1| % | 12-08-2013 | 03/2013/QD-UBND Cuc Thué Thanh Phd % Ngay ban hanh:
2 | | 02112012 | 0GICT-BTC B4 Tai chinh * Co quan ban hanh: Bg N N .
= % Ngudi ky: Vu'eng Binh Hué Sd trang: 1
R L8 1218220 153 o e ) ELETL TR0k % Trich y&u: V/v tang cudng cdng tic quan Iy, diu hanh va binh 8n gia nhifng thang cudi nam 2012 va Tt Nguyén
4 | % | p7-n-2012  07ICT-BTC 84 Tai chinh L dan Quy Ty nam 2013
s | % | 12082013 | 08/2013NQ-HEND Cyc Thué Thanh Phd
& | | 12-112012 o8ICT-BTC 86 Tai chinh
7 | % | 01-08-2010 | 08r2010MB-CP Chinh phii
8 | | 12082013 | 08/2013NQ-HBND Cuc Thué Thanh Phé
9 | | 15112012 08ICT-BTC B4 Tai chinh 7
10 | % | 12082013 10720131CT-UBND Cye Thué Thanh Pnd
11 | % | 12082013 | 10/2013NQ-HEND Cye Thué Thanh Phd
12 | % | 45112012 10CT-BTC B9 Tai chinh
13 | | 12082013 M/CT-UBND Cuc Thué Thanh Phd
14 | | 18112012 | 1368/QD-VPCP Chinh phii
15 | % | 12.08-2013 | 2iCT-HCLT Cuc Thué Thanh Phd
16 | W | 16112012 | 2012012TT-BTC B Tai chinh
17 | % | 18-12-2004 | 20972004iNB-CP Chinh phi
18 | % | 20-1-2012 | 21720121QH13 Quéc hdi <

Man hinh tao lién két van ban

- Buwdrc 2: Trén khay chira thong tin van ban, chudt phai chon “Thém lién két cho vin ban”

L NgdyEH 56 HiguVanBan Co Quan Ban Hanh & SGvEn ban: 06/CT-BTC
1 | % | 12.08-2013 | 03/2013/00-UBND Cuc Thué Thanh Phé % Ngay ban hanh:  02-11-2012
2 | % | 02-11-2012 |06ICT-BTC B6 Tal chinh * Ca q‘ua”,ban hanh: B4 Tai .
= s Ngudi ky: Vudng S trang: 1
B £ | 12-08 2013 |07 1304 31MG NI LTS 4 Trich yéu: V/v tang cudng cdng tac quan Iy, diéu hanh va binh 8n gia nhifng thang cudi ndm 2012 va T&t Nguyén
4 % |o7-n201z oTCTBTC B8 Tai chinh A dan Quy Ty ndm 2013
5 | | 12-08-2013 | 08/2013/MNQ-HBND Cyc Thué Thanh Fhé
8 | % | 12-11:2012 | 08ICT-BTC B6 Tai chinh
7 | % | 01082010 | osr2010mB-CP Chinh phii
- % Thém lién két cho vin bin i
8 | ™ | 12-08-2013 | 09/2013/NQ-HDND cuc Thué Thanh Phé
9 | % | 15112012 |09ICT-BTC B6 Tal chinh W
10 | | 12.082013 | 10/2013CT-UBND Cuc Thué Thanh Phd
11| % | 12082013 10/2013NQ-HBND Cuc Thué Thanh Phé
12 | | 15112012 | 10/CT-BTC B6 Tal chinh
13 | | 12.08-2013 | 1/CT-UBND Cuc Thué Thanh Phd
14 | % | 19-112012 | 1368/QD-VPCP Chinh phii
15 | | 12082013 | 2CT-HCLT Cuc Thué Thanh Phd
16 | % | 16-11-2012 | 20172012/TT-BTC B6 Tai chinh
17 | % | 16-12-2004 | 209/2004/ND-CP Chinh phii
18 | % | 20-11-2012 | 21/20121QH13 Quéc héi b

>

Cdch vao “Thém lién két van ban’
Sau khi chon “Thém lién két cho van ban”, h¢ thong s€ hién thi cura s6 tao lién két nhu
hinh sau:

61



THAISONSOFT

Thém Lién K&t Cho Van Ban

54, ky higéu van ban:

Mgay ban hanh:

Ma&i quan hé vadi X:

E
&

Tén Ca Quan Ban Hanh

B4 Cdng an

B4 Cong threng

Bd Gido duc va Bao tao

Bd Giao thong Wan tai

Bd Ké hoach va Béu tw

B4 Khoa hoc va Cdng nghé

Bd Lao ddng, Thuwng binh va X& hoi

B4 Mgoai giao

1= = B A I - I R L

BG Noi vy

—
=1

Bd Ndng nghiép va Phat trién néng thén

=i
—

Bd Qudc phing

=h
fa

- Buwdc 3: Nhap nam phat hanh van ban vao 6 “Nam”, roi tich chon co quan ban hanh tai cura s6

B4 Tai chinh

ST

Man hinh thém lién két van ban

bén tay trai, dé liét ké cac van ban do co quan d6 ban hanh.
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Thém Lién K&t Cho Van Ban

56, ky higu van ban: Mgay ban hanh: Mai quan hé wai X
| | be— | | []
EE e
STT Tén Cd Quan Ban Hanh = |=in S8 Ky Higu Ngay BH

1 |BG Cdng an 1 |06/CT-BTC o2Mzmsz
2 | BG Cdng thuong 2 | 07ICT-BTC oriEzZmz
3 | B Gide duc va Daoc tao _|| 3 |eercTBTC 12M11/2012
4 |Bd Giao thing Van tai | 4 | 08/CT-BTC 15112012
5 | Bf K& hoach va Béu tw 5 | 10/CT-BTC 1501112012
& |B&Knhoa hoc v Cong nghé § |201/2012TT-BTC 161142012
7 |Bd Lao dong, Thueng binh wa X& hai |
& | B4 Ngoai giao Danh sach van
9 | BONOIvy ban
10 | B4 Ndng nghiép va Phat trién ndng thin
11 | B& Qudc phing
12 | B Téi chinh
13 | Bd Tainguyén va Mai trveng
14 | B Théng tin va Truyén théng

Man hinh liét ké danh sach van ban theo co quan ban hanh

- Budc 4: Nhip chon 1 dong dé dua thong tin vin ban vao 6 “Sé, ky higu vin ban” va 6 “Ngay ban
hanh” & trén, nhu hinh dudi:

Thém Lién K&t Cho Van Ban

Sa, ky higu van ban: Mgy ban hanh: Méi quan hé vdi X:
[09/CT-BTC || | [15m12012 | | E"
ST Tén Cg Quan Ban Hanh > s S8 Ky Higu MNgay BH
1 |Bd Cdng an 1 |06/ICT-BTC 02112012
2 |Bg Cdng throng 2 |07ICT-BTC 07MZnz2
3 |BG Giao duc va Dao tao i 3 |08/CT-BTC 12112012
4 | Bd Giao théng Van tai | & |osicreTc 151142012
5 | Bd K& hoach va Déu tw 10/CT-BTC 15112012 ||
6 |Bd Khoa hoc va Cdng nghé 6 | 2012 2MT-BTC 18112012
7 |Bd Lao ddng, Thueng binh va X3 hoi |
& |Bd Ngoai giao
9 | Bd Ndivu
10 | Bd Néng nghiép va Phat trién ndng than
11 |Bd Quic phing
12 | Bd Tai chinh
13 | BG Tai nguyén va Mai trwirng

63



$c5#ice“

THAISONSOFT

- Buwdc 5: Thiét lap mbi quan hé gita vin ban dang chon véi van ban chinh trén so d6 bang cach
chon 1 trong 4 gia tri tai 6 “Moéi quan hé voi X”.

Thém Lién Két Cho Van Ban

58, ky higu van ban: Noay ban hanh: Mai quan he vdi X: |
09/CT-BTC | psmizoiz | [+]
L CHA ca vn bn X
La CON cua van ban X
@THAYTH hodc SWFA 01 van hlén)( 012
Bl van ban X THAY THE hodc A BOI
STT Tén Cd Quan Ban Hanh - T S& Ky Higu Ngay BH
1 |Bd Cdngan 1 |06/CT-BTC 02M12012
2 |Bd Cong thwrong 2 |0vICT-BTC oTH120M2
3 | B4 Gido dyc va Déo tao i 3 |[08/CT-BTC 12112012
4 | Bg Giao thdng Wan tai 1 4 |[09/CT-BTC 18112012
5 | BG Ké hoach va Béu tw 5 |10/CT-BTC 151172012
& | BA Khoa hoc v Cdng nghé 5 |201/2012TT-BTC 16M1/2012
7 | Bd Lao ddng, Thuwng binh va X& hdi | |
& | Bd Nogoai giao
9 | Bo NGivu
10 | BG Méng nghiép va Phat trién ndng thén
11 |B6 Quic phing
12 |Bd Tai chinh

Man hinh thiét ldp moi quan hé

Budc 6: BAm nut “Ghi nhdn” dé thyc hién tao lién két. Sau d6 bam nut “Két thiic” dé quay vé

man hinh trudc do.

1.8.2 Xem lién két vin ban

B3 I4

D¢ vao xem lién két van ban, ngudi sir dung thuc hién theo cac thao tac sau

- Buwdc I: Tt danh sach van ban, chudt phai = chon “C.Xem so do”.

(=

7 .@
(e Office

Xem Van Ban Bé&n

* * .
= a0 e anon sconen g
Ngdy DEn | S5DEn Nhan | Han | S8 Hiu V&n Ban Ngay BH Trich Y&u N§i Dung
1 |0 | 28032014 | 14 2437/QD-BTC 28-09-2014 | V& vigc céng bé thil tuc hanh chinh méi ban hanh thudc tham quy&n giai quyst cia B Tai Chinh
2 | | 28-09-2014 15 2438/QD- 5= 1. Théng tin chi tigt bé thi tuc héanh chinh mdi ban hanh thudc thdm quyén gidi quyét cda B3 Tai Chinh
77 2. Xem file kém chinh thang tu s& 76/2014/TT-BTC ngay 16thang 06 nam 2014 cua Ba Tai Chinh hudng
3 |0 | 2z032014 | 16 15 | 1989/QD [Eu clia nghi dinh s& 45/2014/NE-CP ngdy 15 thang 05 nam 2014 cia Chinh Phi quy dinh
[ 3. Phén chia cha d& dung &t
4 | [ |2g092014 | 17 22 | 724/QD-B| == 4 Phén cdngxirly & van ban pham phap ludt
45 5.Phé duyét = PO - - P——
: : thu, ch& dd thu, ndp, quan ¥ va =0 dung phi sd dung dudng bé tram thu phi ciu Bén
5 U] 280s2014 | 18 SI20147) & 6. Chuyen tigp thu phi c3u Ban Thiy I, Qudc 13 1
! i L thu, ch& dd thu, ndp, quan ly va s dung phi si dung duding bd tram thu phi Guéc 15 18,
6 | U] 2z092014 13 M0/ 7 7. Ec nhan da xdrly §i - Ha Long, tinh Quang Ninh
7 | 0| 23092014 | 20 20 |08/2014s1 < 8. Hiy ket quixirly inh miic thu, chE d8 thu, nép, quan I va sl dung phiyt8 du phang, kigm dich y t&
O ftist va hudng d&n thuc hién viéc xai phat vi pham hanh chinh trong fnh vuc quén I, sd
g8 || 28032014 | 2 07/2014/1 ) A Taoviec nha nuidc theo quy dinh tai Nghi dinh s& 192/2013/NB-CP ngay 21/11/2013 cia Chinh
% B, Taotatrinh En v& ohi va I& ohi thude tham quyd s Ha PV
R E n v& phi va |& phi thudc tham quyen quyét dinh cla Hgi déng nhan dan tinh, thanh phd
9 |0 | 28092014 | 22 2 | 02/2014 fng Udng
S, € Xem sodb 15/2013/TT-BTC ngdy 31/12/2013 v/v huidng d3n v& cudng chd thi hanh quyd dinh
7 -} nagay viv ng dan vé ng ché thi hanh g inl
10 | 0 | 28092014 215/2013{ 1 ¢ Binh luan 2
. @ E. Luru thu muc 219/2013/TT-BTC ngay 31/12/2013 hudng din thi hanh Luét Thus gid ti ga tang va Nghi
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Cdch vao xem so dé lién két van ban
Sau khi chon “Se d6”, hé thong sé& hién thi so d6 lién két nhu hinh sau:

Sd Do Lién K&t Van Ban [1]

- CV4g/BCH

= 292CV/QTTH —0— 2134-CWTWETN

1 }h 82.7 KB
3 = 1. Mafile
CV292QTTN V] -
thizu dai bid B8 2 Luu file tdi..

tuyEn churong| &% 3.Gifile cho..

Man hinh xem lién két van ban
Giai thich mdi quan hé giita cac van béan trén so do lién két:
- Bén trén la cac van ban cha.
- Bén dudi 1a cac van ban con.
- Bén trai 13 cac van ban thay thé hodc sira d6i bo sung.
- Bén phai 1 cac vin ban bj thay thé hodc dwoc sira d6i bo sung.
1.9 Tim kiém viin ban dén
Khi nguoi st dung mudn tim kiém nhanh mot hodc nhiéu van ban, hay st dung chic nang
“Tim kiém véin ban”. Day 1a chic nang hd trg nguoi dung tim kiém van ban theo rat nhiéu tiéu
chi nhw: S6 dén, sé ky hiéu, logi van ban, trich yéu ndi dung, co quan ban hanh, ...
Pé tim kiém vin ban, nguodi st dung thyc hién theo cac budc sau:

- Bwdéc 1: Vao chitc nang “Vin bdan = Vin bdan dén = Tim kiém van bdn”.
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. TailLiéu
s 1 Y
| Persomal A
m

. V&nBan

€ i
Danh Sach VB B&n

Msadlcxvmhmdmdmwhaogwnmmgﬂ
@&n hodc duge chanyén

&ing thii phin ciing don vi ar by

?}iﬂi ‘ Chuy&n Ti&p Vin Ban

Chunyén tip (68p tuc i) vin bdn ma den vi nhan
droc >uding cac don vi c3p dudi

- Phé Duyét Van Ban B&n

mmmmww vin bin, gizo cho cdc b3

e

Tra cif, tim kidm, thiing k& cic vin bin ném wong
Kho vin bin 68 oia dan vi

Tim Vdn Ban Dén

Cach vao chuc nang “Tim van ban den”

Sau khi chon “Tim kiém vdn bdan”, h¢ thong s€ hién thi man hinh tim kiém nhu sau:

S&§dEn S8, ky hiéu Loai vin ban

¢ ThuMho B Bong

& Duyét  sgkq @

Tim Van Ban Bén

Trich y&u ndi dung Co quan ban hanh

LI | []

| I | & chuyén [[555 ]

[ Nguti nhap may

[ Tim khang d&u [ Tim vanban chuaxrly [ Bonvicapnhat [£ H.luc

55 Hiu VEn Ban

Cac chi tiéu tim kiém

theo yéu cau.

Giao dién chuc nang “Tim van ban den”

Bwdc 2: Nhap cac ti€u chi can tim kiém, r61 nhan “Tim kiém” dé nhan vé danh sach van ban
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Tim Van Ban Bén 2| = ThuNha B Bong

Cd quan ban hanh Chi B [=] Duyét sFkQ

| | | B Chuyén | 999

O] Timvanban chuaxrly [ Ponvicdpnhat [= H.luc

Trich Y&u Mgi Dung MNguén GUi BEn PL YK |\Duyét Gi | Xem

Nhan tim kiéem van ban

Sau khi chon “Tim kiém”, hé théng s& hién thi danh sach vin ban nhu hinh sau:

Tim Van Ban Dén

- OBH  s§den 56 kyhiu Loal vinban Trich y&u néi dung Ca quan ban hanh chii B& [ ouwyét  sgkg
Be-n.@f’é" LI I =) | I | 1 chuyén
e OwWM [ chuaginfie [ Ngudinhap may (] Tim khéng déu [ Tim vén ban chua xirlj (] Bonvicipnhat [ H.lue
ST NgayDén SGBEn |Nhan Han | & HiéuVinBan Ngay EH Trich Y&u NGi Dung Nguén Gifi B&n PL | YK Duyét| Gii |Xem *
1 @ |3008-20.. 23 £ | 24/CT-TT 05-08-2014 | V& tang cudng quan Iy va cai cach thd tuc hanh chinh treng i nh vuc thué, hai quan B Tai chinh VBPL '-i
Théng tu s& 118/2014/TT-BTC ngay 21/08/2014 cuia B3 Tai chinh hddng din vigc chuy&n giso P 3
2 | < 30820 2 NB20M/TT-BIC | 21082014 s dien chi sd hiiu Nha nusc tai Téng c8ng ty Bau U va Kinh doanh vén Nha nue B8 Tai chinh 1 S
Quyét dinh s 2438/QB-BTC ngay 22/09/2014 cia B3 Tai chinh vE viéc céng béthi tuc hanh chinh | . . 3
3 |0 0820 | 7 3| 2438/086 B1C 220320185 ban hénh thudic tham quyn gidi quy& cia B3 Tai chinh B8 Tai chinh 1 %
Quyét dinh s& 2437/QD-BTC ngay 22/03/2014 cia B3 Tai chinh v& vigc céng bd tha tuc hanh chinh | L. . . e
4 |0 |zs0920.. S 7 |2437/0D-BTC 208204 mdi ban hanh thudc thdm quyn giai quy& cia B3 Tai chinh B8 Tai chinh La' =
Thisng tui s5 205/2013/TT-BTC ngay 24/12/2013 huidng d3n thuic hign cac Higp dinh trénh dénh thus 3
5 0 2080 5 205/2013/TT-BTC | 28032014 |1 3 ngan ngifa vise trdn lau thus 4 vai cac laai thug danh vao thu nhap v tai sn gida Viet %
Thng tu s8 2192013/ TT-BTC ngay 31/12/2013 hudng dén thi hanh Lut Thug gid tri gia tang va AP B
6 |0 zos2. 219/2013/TT-BTC | 28082014 | NBCP oy 18/12/2013 cie Chirh i ey din ch £8va huisog danthi | B8 Téi Chinh 1 %

Danh sach van ban theo yéu cau

Luwu y: Cac chiic nang lién quan téi van ban, tuong ty nhu da trinh bay & muc “1.5 Danh sdach
bdn dén”. Ngudi dung co thé quay lai muc ndy dé tham khao thém.
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2. Van ban di

Trudce khi mot van ban dugc guri ra ngoai co quan, cac by phan soan thao van ban can chuyén
van ban do té1 by phan van thu, dé van thu danh sb, scan van ban, cap nhat vao hé théng
CloudOffice. C6 2 hinh thirc chuyén vin ban di: Chuyén vin bén di ndi bé va chuyén vin ban di
bén ngodi. Chuyén vin bin di ngi bé s& dugc ap dung khi nhirg don vi khac déu ndm trong cing
mot hé thong CloudOffice. Chuyén vin bén di bén ngodi duoc st dung dé chuyén vin ban téi cac
don vi bén ngoai, khi cac don vi nay c6 ddu mdi giao tiép véi hé thdng CloudOffice.
2.1. Nhap van ban di

Chure nang nay dugc b phan van thu ctia cac co quan st dung. Khi ¢6 mot van ban di, van thu
tién hanh scan van ban ra dinh dang pdf, tif, hoac dinh dang anh. Sau do, tién hanh vao sb di cho
van ban, dua file scan vao hé thong.
2.1.1. Thao tac co ban

bé cap nhat van ban di vao h¢ théng, nguoi st dung thuc hién theo cac budc sau:
- Bwdéc 1: Vao chtic nang “Van bdan 2 Vin bdn di 2 Nhdp vin bdan di”

~ =/ | vAn BAN DEN...

Cac chifc néng ién quan d&n nghigp wvu xar by vin ther
d5i vdi v&n ban ma don vi nhén duoc

O =
. ; @/ | VAN BAN L.

Cic chifc néng ién quan d&n nghidp wu sar by vin th

Van Ban d5i wai vin bin ma don vi giri di
e )
works VAN BAN Nf)] 56
5 0 / Quin by win bén < tinh chit ndi bd nher T4 trinh, DE

Tai Liéu :r Cdng Viéc sudt, D8 4n, Thing bio...
) : —
’ A

Quén by cic vEn bén khdng phdi v& vin bén di, &&n
i3 of quan don vi

i N Lo
DtD Tao Lién K&t Van Ban
[~

Ca Nhan . Tién Ich C3p nhit, b sung méi quan hé gifa cc vin bin

@ nhipr“xg"'\,fc;n;cé".t':ccé'\f\'énban
p'® r
TN . PR
— Théng K&, Bao Cao
Quan Tri

Thae hign d2y & cac nghigp vy thiing k&, bio cio
lién quan d&n odng tac win ther olia den vi
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Tai Lidu ' ! . Cbng Vigc
u ! A .
. 1 i
Persomal ) . . -
 Ccamhan e

) >

[ LY

= J

-
. Quan Tri

Cac buoc vao chirc nang “Nhdp van ban di”

e

Danh séch cic vé&n bén di do don phét hinh hodc céc
wv&n bén do don vi tham muu cho cSp tén phit hinh

Nhdp Van Ban bi

C3p nhdt cic vin ban di oba don vi, Noi nhén oo the
13 cic o quan bén ngodi hodc cic dan vi ndi bd

Gifi Van Ban Di (NGi B)

Giri win bén di tdi cic don vi ndi b ném trong ciy
phén c3p dang dp dung

j Gi¥i Vén Ban Di (B&n Ngoai)

Giri win bdn di tdi cic don vi bén ngodi khéng ndm
trong ciy phén cip dang 3p dung CloudOffice

@ Theo Déi HGi Bao

Theo di thdng tin phin hdi 45 vdi cic vin ban gii di
duge dinh diu chéd kit qué va i

£

Tim Van Ban Bi

Tra oy, tim kiSm, théng k& cic vin bén nim trong
Kho win bén di aba don vi

Sau khi chon “Nhdp van bdn di”, hé théng s& hién thi man hinh nhap liéu hién thi nhu sau:
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' i Cap Nhat Van Ban Di =8
PHAN THENG TIN VAN BAN
54, ky higu van ban; | | TT: | | [Eu;u:] [ 03 ]

Ngay phathanh: (06/10/2014 | HL: (06/10/2014 | KT: |_/_/__ |

Loai v&n ban: | || |E|| =T |‘I | [ ]
Ban vi soan thao: | |E||
Bon viban hanh: [Téng Cuc Thug |
Noudi kj: | [+] cv: | |

Trich yéu:
Cipdsbzomat: [ || []| O khang cho nguis ngoi don vi tim
Linh wurc, chi d& lién quan: | | | |E|| [ ]

PHAN VAN BAN B

Ngay van ban di: [06/10/2014 14:53 | SLba’m: 55 diz [14 [ ]

Moi nhan: | |E||

Cap dé khdn: | [+] Maui nhan ban uu: [Van Thy |

’ @ Thém... ”ﬁTer i [ ”‘ff,ﬁ Bat, .. ] |D:‘\.3.ijeds\BDuudOﬁiceThaiSunﬂ.Ducument\'l.HunngDan |

02:53:24 ’LE i5hi Mhan ] ’?}ﬁnéTrSng ] ’@ K&t Thic ]

Cira s6 nhdp van ban di

- Bwdc 2: Nhap céc thong tin co ban va thong tin quan ly van ban di.
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Cap Nhat Van Ban Bi

PHAN THONG TIN VAN BAN

(o, 5

Ngay phat hanh: |Daf1uf2m4 |HL: |Daf1uf2m4 ||¢r: |_f_f_ |

58, ky higu van ban: | | T |

Loai vén ban: | || [+] sm i | E
Bon vi soan thio: | -]
Bon viban hanh: [Téng Cuc Thug |
Nguiky: | [+] cv: | |
Trich yéu:

Cap do bao mat: |

E| [ khéng cho noudi ngodi don vi tim

€ E

Linh wure, chi d& lign quan: |

Théng tin van ban

PHAN VAN BAN BI

MNgay van ban di: 5L ban: 54 dis l:l
| ]

[*] Mousi nhén ban lwu: [Van Thy |

Mai nhan:

Cap d khan:

Théng tin vao s6 di
cho van ban

[l Thérm... HaTer MU, .. “-1‘_‘2 Bat... J |D:'\3.F‘rojeds'\.B.[]oudOﬁ"lceThaiSon'\'l.Documerrt\1.HuongDan

Khay chira file dinh
kém

J 02:53:24

| cighithan | [% o woatring | [(©) ket Thic |

Nhdp cdc thong tin van ban di

- Bwdc 3: Pua file scan vao khay chtra van ban, c6 3 cach dé dua file vao van ban nhu sau:

o Cdch 1: Nhan nut “Thém”, h¢ thong s€ hién thi cua s6 dé nguoi dung chon file van ban can

dinh kém. Sau d6 nhan “Open” dé dua vin ban vao hé thong.
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@U'|. Desktop  » - | 4 | | Search Desktop . L |
Organize « Mew folder i’z b Iﬂﬂ '@'

- — s

4.7 Favorites r SR o ries |—|

B Desktop = System Folder K

4. Downloads
LocTX

1| Recent Places
% System Folder
4| o Libraries
\.'-a |
. -.A. Computer
2 Ifl' Apps ] Systern Folder
> [ Documents

> o) Music i 7 . Metwork
> (=] Pictures L System Folder

> E‘] Subversion

. 2y APPS
> B Videos ﬁ Shortcut
172 KB

418 Computer i D-com 3G

m

File name: - ’Tﬁ"c c& mai loai dinh dang file (* vl

| Open | [ cance |

Cita 56 chon file vin ban dinh kém khi nhan niit “Thém”

- Cdch 2: BAm vao nit “Pdt”, hé thong s& hién thi cira s6 dé cai dit duong din toi thu muc chaa
file can dua vao. Sau d6 nhan nat “Thw muc”, thi toan bo file vin ban trong dudng dan, s& tu
dong tai Ién khay van ban.

- Cadch 3: Kéo tha file vao khay van ban

u_ﬂ Thém... | [omhuiie. . [ 88| [C\Users\Loc it Documents

Viing chira file vin ban
dinh kém

o6 thé kéo tha file vao day

Khay chira file dinh kem

- Budc 4: Bam ntt “Ghi nhdn” dé luu thong tin vao co s dit liéu hodc nhan nit “Xda tring” dé
x0a cac thong tin vira nhap. Sau d6 chon “Két thiic” dé quay vé man hinh trude do.

2.1.2. Giai thich cac tiéu chi nhap li¢u:

> 86, ky higu van bdn, khong duoc dé trong. Néu vin ban khong c6 sb, ban hdy nhap mot vai ky

tu dai dién (VD: ABC, XYZ) thay thé.

> Ngay ban hanh 13 ngiy thang nim ghi trén van ban. Nhan phai chudt dé chon ngay hoic nhan

phim “Space bar” dé dién ngay hién tai, phim miii tén /én — xuéng dé chon ting giam thoi gian.

> Loai vin bdn 13y tir danh sach xubng. Néu loai vin ban chua c6 trong danh sach thi hiy vao

chtrc nang quan tri danh muc dé nhap bo sung loai vin ban trudc khi nhap van ban cé lién quan

dén loai van ban nay. bé viéc quan ly danh muc dugc théng nhét ban khong thém dugc danh muc

tir vi tri ndy. S6 trang vin ban ciing khong dugc dé trong. Néu khong can quan 1y sb trang thi dé

theo mic dinh 14 1 hodc dung cac phim mili tén /én — xudng dé ting giam sb trang.
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> Don vi soan théo vin bdn 13 don vi cip dudi tham muu soan thdo ra vin ban dé Co quan ky
phat hanh. Néu vin ban khong phai do don vi cap duéi tham muu thi dé tréng muc nay.

» Don vi ban hanh 1a don vi hién tai cia ban. Ban khong thé chon don vi khac & day vi van ban
do don vi nao phat hanh thi don vi d6 phai cap nhat, khong duogc cap nhat thay.

> Nguwoi ky c6 thé chon tir danh sach néu da tirng ky trong cac vin ban trudc. Néu chua co thi
ban nhap mdi hoac co thé bo tréng.

> Trich yéu c6 thé dé tréng hodc nhap nodi dung chinh cua vin ban vao day.

> Cdp d¢ bdo mdt, nham phan loai va han ché ddi twong truy cip vao cac vin ban, tai liéu quan
trong. Khi cip do bao mat dugc thiét 1ap, thi chi nhitng ngudi c6 cip d6 bang hodc 16n hon méi c6
thé tra ctru ra dugc van ban, con nhitng ngudi cd cap do thip hon chi c6 thé xem néu vin ban duoc
guri to1 don vi ho dang cong tac.

C6 thé chon chtic ning “Khdng cho nguwoi ngodi don vi tim” khi khong mudn céng bd vin ban
nay cho nguoi ngoai don vi biét.

> Linh vwe, chii dé lién quan tuy khong bat budc nhap nhung rat quan trong vi viéc phan loai
vin ban theo cac nhoém chu dé, linh vuc khac nhau s& gitip kiém soat van ban c6 hé thong, dé dang
tra ctru va phan loai.

> Ngay vin ban di mic dinh theo ngay hién tai, nhan phim mili tén Lén — Xudng d¢é ting giam
thoi gian.

> 86 di duge danh tu dong theo thir ty ké tiép cia so vira nhap lién ké trudc do. SO nay sé bat
dau lai khi sang nim mai. Pién s6 bo sung vao 6 bén canh khi can cip nhét vin ban bo sung
do vao sb bi sot hoic phat sinh ngoai duy kién.

> Cip d¢ khdn ciia van ban s& duoc dung dé bdi mau quan trong, khan cap giap 1anh dao tién
quan sat khi xtr Iy phé duyét.

2.1.3. Luuy

Khi nhap nhiéu vin ban cung loai, hiy st dung chtic ning neo théng tin.

- Chikc ning neo thong tin la gi: Néu thong tin duoc neo lai, thi sau mdi 1an nhan “Ghi nhdn”
thi thong tin do van duoc gilt nguyén ma khong bi x6a tra“ing, dé phuc vu cho viéc nhap tiép van
ban méi mot cach nhanh chong

- Cdch si¥ dung: Chon 6 can neo thong tin, nhan F10, 6 nhap d6 s& c6 4 goc mau d6 nhu
hinh dudi:

C3p Nhit Van Ban i E=8"*")

PHAM THOMNG TIN VAN BAN

58, ky higu van ban: | |

Mgay phat hanh: |23,-*D3f2[:-14 |HL: |23f[:-3f2D14 |KT: |_f_f_ |

Loai van ban: | | | |E|| aT: |'I | [ ]

Bian vi soan thao: | |E||

£ion vi ban hanh: |H|:||: vien Thanh Thieu Mien |

Naudi ky: | [+] cv: | |

Chirc nang neo thong tin
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2.2. Danh sach van ban di

Chtrc ning nay dugc tat ca cac can bo trong co quan st dung, dé xem vin ban di hang ngay,
hang tuan, hang thang. P& sir dung chirc ning nay, ngudi dung thuc hién theo cac thao tac sau:
Vao chuc nang “Vin bdn > Vén bdan di > Danh sach VB di”

@ Danh Sach VB Bi

Danh siéch cic vin bén di do don phat hinh hodc cac
wvin bén do den vi tham muu cho c3p trén phat hanh

Nhdp Van Ban Di

C3p nhit cic vin bin di iz don vi. Noi nhin oo thd
I cac oo quan bén ngoai hodc cac dein vi ndi b

ﬁ Gii Van Ban Di (NGi B3)

o 0 . N N - Gii vin bén di tdi cic don wi ndi b ném trong cdy
- Oong\rlt_ac phén c3p dang 2p dung

. i - e T, j Gifi Vin Ban Di (B&n Ngodi)
, A . . —

Giri wén bén di tdi cic don vi bn ngodi khéng ndm
trong ciy phin cSp dang 3p dung CloudOffice

e Theo Ddi Hai Bao

Tiénlch Thes d8i thing tin phin K31 481 vei cic vin bin gl &

' A - ..
; ., - duge dénh du chér kit qud ol i
3 ) g et
! ".
- N

%ﬁ’&"‘ = Tim Vén Ban Bi

= et Tra cifu, tim kiSm, thiing ki cic vin bin nim wong
2 Kho win ban di aka don vi

Van Ban

r

Persomal )

Vao chirc nang “Danh sach van ban di”

Sau khi vao “Danh sdch VB Bi”, hé thong s& hién thi danh sach vin ban nhu hinh duéi:

* » . & Xem Van Ban Di 2 | & Thulhd B Bong
(= [ Mémuanen | [ vBdodonvitwphsthinh [ VB don v thammuu phithanh L 1-3
Ngay Bi SEB | S6Higu Van Ban Ngay BH Trich *f&u NG Dung Mo nhén PL | YK G Xem

Quy&t dinh s& 1307/QD-TCT ngay 18/08/2014 clia Téng cuc Thug v viéc Ban hanh Quy trinh lia chon doanh nghigp ban

1 @ 25092014 1 1307/GB-TCT 18-08-2014 | hang hoan thu gid tri gia tang & wdi hang hod cla ngudi nudc ngoai, ngudi Viét Nam dinh cu & nudic ngodi mua tai Vit Nam 7 —@
mang theo khi xu&t canh va quy trinh thanh todn, hoan tra s& tign thu& d4 Ung tnidc, tién phi dich vu hodn thué cla ngén hang

2 | | 24092014 2 329/QD-TCT 2703-2014 | Quy#t dinh 329/QB-TCT cia Téng cuc Thu v vige ban hanh Quy trinh quan i dang ky thug &4
Quy#t dinh s& 1568/QB-HOTD ngdy 11/3/2013 v/v phé duy&t danh séch thi sinh du digu kién du phéng wan d& xét tuyén

3 | | 24082014 3 | 1568/QD-HDTD TH2013 | Sng ehiic Téng cuc Thu nam 2013 3
Théng tu s& 02/2012/TT-BTC cda Ba Tai chinh ngdy 05/01/2012 quy dinh ché dé thu, nép, quan y va si dung & phi trong

4| 0| 2e092004 | 4 |0/2012/TTBIC | 06012012 | gk host ding hanh nght bt su tal Vit Nam *

5 | = | 24092014 5 1329 TCT/QB-NV1 18.09.2002 aﬂé’é"tegr!ghrcm Téng cuc Tnidng Téng cuc Thué s& 1329 TCT/QD-NV1 ngay 18/9/2002 ban hanh quy trinh quén i hoan _@
Quyét dinh cla Téng cuc tnidng Téng cuc thué Vé vigc ban hanh Danh séch céc cd sd san xuét, kinh doanh thuc hién thi

6 || 20814 | & 1883 TCT/QDHTQT | 24122003 | gigry o oty ke khai, tu ndp thué tai thanh ohé HB Chi Minh *
Quyét dinh clia Téng cuc Thué s§ 1047-TCT/QD-BET ngay 21 théng 06 nam 2004 v& viéc ban hanh quy ché hoat déng clia

7| | 2408204 7 1047TCT/QB-BEBT 21062004 Ban bign tap trang théng tin dién ti cus Téng cuc Thué trén Intemet h@
Quyét dinh clia Téng cuc Thué s& 1050/ TCT/QD-TVAT ngay 22 thang 6 nam 2004 v& viéc ban hanh quy dinh tam thdi ché

3 | = | 2405204 g 1050/TCT/QD-TVAT | 22062004 dé nhuan bit, bi dufing, thi lao, bién tdp Trang théng tin dién t cla Téng cuc Thug trén Intemet %}
Quyét dinh clia Téng cuc tnidng Téng cuc Thué s& 1201TCT/QB/TCCE ngay 26/7/2004 v& vigc ban hanh quy tinh quan iy

9 | < | 24092014 9 1201TCT/QD/TCCB | 26072004 | 4 =< 2 16 kinh doanh o th '
Quyét dinh ctia Téng cucinidng Téng cuc Thud s& 1208TCT/QB/TCCE ngay 29/7/2004 v& viée ban hanh Quy trinh quan I

10 | < | 24-09-2014 10 | 1209TCT/QB/TCCE | 23:07-2004 | o = o nt nahiép %
Quyét dinh ctia Téng cuc Thué s 1327 TCT/GB-TTHT ngay 31 thang 08 nam 2004 v& viéc Ban hanh quy tinh cung c3p

| = | 24032014 n 1327 TCT/QD-TTHT | 31-08-2004 théng tin trén Trang théng tin dién t7 ciia Téng cuc Thué trén Intemet %

Man hinh xem danh sach van ban di
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2.2.1 Y nghia mau sic dong hang va cac ky hiéu trén danh sach vin ban

a.

Y nghia mau sic dong hang
Mau do 1a van ban khong co file dinh kem.

Mau den 1a van ban c6 file dinh kém.

. Y nghia cac ky hiéu trén danh sach viin ban

U, Pay 1a ky hiéu thé hién vin ban c6 chua file dinh kém.
., .: Cac ky hiéu c6 nén mau dé nhu vay, thé hién day 1a van ban khan.

““ |: Pay 1a ky hiéu thé hién van ban mat hodc 1anh dao bat ché do kiém soat vin ban, vin ban
nay chua cho phép bét ky ai & don vi cip dudi xem.

: Pay 1a ky hiéu thé hién vin ban binh thudng, kich vao dé xem noi dung vin ban.
el

At Ao 1X 1.7 10 A R1sa ) TR \ 2 A . )
: Day 1a ky hi¢u thé hién van ban mdi, kich vao dé xem ndi dung van ban.

Y nghia m{t so tiéu chi trén danh sach vian ban
Tiéu chi “Phan logi” dugc viét tat 1a “PL” , thé hién s0 1an phé duyé€t cua van ban.
Ti€u chi “Y kien” dugc viét tat 1a “YK”, thé hién so y kien, binh ludn vé van ban.

Tiéu chi “Guwi”, thé hién s6 ngudi dugce gui van ban.

2.2.2 Bang lich

Trong cac churc nang “Phdn logi van ban, xem van ban, tim kiéem van ban” hé thong cho phép

ngudi ding st dung chirc ning “Bdng Lich” dé hién thi danh sach vin ban theo nhiéu tiéu chi
nhu: Ngay vin ban dén/di, ngdy van ban hiéu luc, ngdy phat hanh van ban, ngdy vao may theo
ngay, tuan, thang.

Dé hién thi “Bdng lich”, bdm vao biéu tuong O trén gdc trai man hinh hoac kich dup chudt

vao man hinh.
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Xem Van Ban Bi

‘= [+ ThémWanBan | [ vBdodonvituphsthanh ] VB don vi tham muu phat hanh

Ngay Bi SEB | 56 Hidu VEn Ban Ngay BH Tri
: Quyét dinh s§ 1307/Q0-TCT ngay 18/08/2014 cia Téng cuc

1 2005-2014 1 1307°GB-TCT 18-08-2014  hang hoan thug gia tri gia tang ddi wdi hang hoa cla nagudi nud
dhoe lobicanB o2k quy trinh thanh toan, hoan tra so ti

iﬁ"ﬁ"’r""?"-'-'? ®D OwOm X

24092014 | 2 ce Thang 09 nam 2014 >>

sia Tang cuc Thug vE vigc ban hanl

]
]
BTD ngdy 11/9/2013 vv phé duyd
3 | )| 24092014 3 1568/Q T2 T3 T4 T5 T& T7 CN . Thus nam 2013
0

BTC cla Ba Tai chinh ngay 05/01/2
nghe ludt sutai Vigt Mam

8 9 10 11 12 | 13 14 Tnidng Téng cuc Thué s§ 1329 TC

24092014 a0 1 2 3 4 5 6 7

5 | < 2014 | 5 [1329TC
15 16 18 19 20 2 o

1 |nidng Téng cuc thug V& viéc ban

BN = | 24082014 | & |1883T] 5 | 5 - 25 26 27 28 |ndpthugtaithanh phd HE Chi Mink
BRI e B 0| 30 Thug s6 1047-TCT/GD-BBT ngdy 2

In dién i ctia Téng cuc Thué tén In
Thué sa 1050/ TCT/QB-TVAT noay
Dang hién thi theo ngay vao may hii lao, bién tap Trang thdng tin dién

Quygt dinh cia Téng cuc tridng Téng cuc Thud s 1201TCT)
thu thu& di vdi hé kinh doanh ca thé

4 | = | 24092014 3 II]EI]!'T‘

3 | = | 24052014 9 120 TCT/AADS/TCCB ‘E'E-'I}?-Z'I]'I]Ml

Cach mo chiee nang “Bang lich”
Nguoi dung (’:(') thé xem chi tiét cach st dung bang lich tai muc “Giai thich man hinh —
Bang lich” ¢ cudi tai li¢u nay.
2.2.3 Xem nhanh ndi dung van ban di
Pé xem ndi dung cia van ban, nguoi st dung thuc hién theo 2 cach sau:
o Chudt phai vao mot van ban, chon “2. Xem file kem”.

o Kich chuét vao biéu tuong chiéc ghim () & dau mdi dong.

Vi 2 cach nay, néu vian ban c6 nhiéu file dinh kém thi hé théng s& ty dong md file dinh kém
dau tién cho nguoi ding xem.

s

<—> Eloud '-
888 Ofﬁce

a2 Xem Van Ban Di
B eI —
Ngay Bi SEBi | S8 Hiéu Van Ban Ngay BH Trich &u N&i Dung
Quyét dinh 58 1307/QD-TCT ngady 18/08/2014 clia Téng cuc Thus v& viéc Ban hanh Quy trinh lua chon doanh nohigp ban
1 [0 | 25-09-2014 1 1307/Qb-TCT 1808-2014 | hang hoén thué gia td gia téng ddi vdi hang hod cla ngudi nudc ngodi, ngudi Viét Nam dinh cu d nudc ngodi mua tai Vigt Nam
8= 1.Théng tin chi tigt quy trinh thanh todn, hoan trd =& tién thué d3 dng tnidc, tién phi dich vu hoan thu€ cda ngan hang
23
2 @ 24092014 2 329/Qb-TCT 27 @ 2. ¥em file kém a Téng cuc Thug v& vigée ban hanh Quy trinh quan i dang ky thug
(’ 3. Gl ndi bé... TD ngay 11/9/2013 v/v phé duyét danh sach thi sinh dii digu kién du phdng van d& xét tuyén
3 |l | 24092014 3 1568/QP-HBTD 1 Thu nam 2013
M 4 Taoviee TC eia BS Tai chinh ng inh ché d thu, ndp, quin i va & phi
: : 3 gay 05/01,2012 quy dinh ché dé thu, ndp, quan bf va s dung |& phi trong
4 | | 24092014 4 0272012/TT-BTC D5| 38 5 Taotd trinh h It sutai Vit Nam
5 | « | 24092014 5 1329 TCT/QB-NV1 14 852 A = nidng Tang cuc Thud s& 1329 TCT/QB-NV1 ngdy 18/9/2002 ban hanh quy trinh quan I hoan
. Xem so d&

Xem nhanh van badn
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2.2.4 Xem thong tin chi tiét viin ban di
- Bwdc 1 : tir danh sach van ban d&i, Chuét phdi > chon “1.Théng tin chi tiét”

<—> Cloud
Secfelii

* " Xem Van Ban Bi
[=] [ VB do don vi tr phathanh [ VB don vi tham muu phét hanh
Ngay Bi 5500 | 58 Higu Vin Ban Ngay BH Trich Y&u Ni Dung
Quyét dinh s& 1307/00-TCT ngay 18/08/2014 ciia Téng cuc Thué vé viéc Ban hanh Quy trinh lia chon doanh nghigp ban
1 @ 25092014 1 1307/Qb-TCT 18 b&na boan thuf gis td giz tAng didi vdi hang hod cua ngudi nudc ngoai, ngudi Vigt Nam dinh cu d nudc ngoai mua tai Vigt Nam
§: 1. Théng tin chi tiét quy trinh thanh todn, hoan tra s& tién thué d3 dng tnidc, tién phi dich vu hoan thug cia ngdn hang
2 |ﬂ| 24092014 2 329/Qb-TCT 27 ﬁ 2. Xem file kem a Tdng cuc Thug v& viéc ban hanh Quy trinh quan i dang ky thug
3 | 0| 24092014 5 1568/QD-HBTD 11 #  2.Gini bd.. ]'_I'hDugaaé)r'n1216’%*ZD13\rfv phé duyét danh sach thi sinh du digu kién du phdng van d& xét tuyén
) 4 Tao viéc TC clia B8 Tai chi N ) . . PR P
: : clia B Tai chinh ngdy 05/01/2012 quy dinh ché dd thu, ndp, quan b va s dung |& phi trong
4 || 24092014 4 0272012/TT-BTC 05 28 5 Taotd trinh H ludt sutai Viét Nam
5 | < | 2409204 5 1329 TCT/QB-NV1 18 3:52 P —— idng Tang cuc Thué s§ 1329 TCT/GE-NWV1 ngdy 18/9/2002 ban hanh quy trinh quan Iy hodn

Vao xem théng tin chi tiét vin ban

Man hinh théng tin chi tiét hién thi ra nhu sau

Théng Tin Chi Ti€t Vin Ban Bi |
e [ g2 (NE2N (B » 1 B | R )
G Tao “éc| | T.Trnh L B.Ludn Hii Bao| |kém File| | S0 B85 Bao Sai sl Hoa R B .
Churc nang lién
guan
1) rsme
& =3
1307.pdf
Khay chtra file
dinh kém
1. Thing tin chung: L
% Loai van ban . Quyét Dinh
% S0 higu van ban : 1307/QD-TCT
# Ngay ban hanh . 18/08/2014
% Trich y&u : Quy&t dinh s6 1307/QP-TCT ngay 18/08/2014 cia Téng . o
cuc Thué vé viéc Ban hanh Quy trinh lra chon doanh A Théng tin chi tiét
nghiép ban hang hoan thué gia tri gia tang d&i vai hang 3 van ban
hea cua ngudi nwéc ngoai, ngu'di Viét Nam dinh cu ¢ nu'dc
ngoai mua tai Viét Nam mang theo khi xudt canh va quy
trinh thanh toan, hoan tra s tién thué di dng trudc, tién
phi dich vu hoan thué& cia ngan hang
% Mai nhdn -
# Linh v, chd 48  : Chwa dugc phén loai
% Cap dd khan : Binh thuéng
2 . Van ban nay da du'gc gui tdi cac don vi (ndi bd) sau:
% 05-10-2014 08:53 (vanthu) Vu Kiém tra ndi b [0]
* N5-10-20114 N8-52 fvanthi) Coe Nann nnhé thiann Fin M0 i

[¥][@ wme )@

Man hinh xem théng tin chi tiét van ban
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2.2.5 Tim kiém nhanh viin ban

Trong man hinh Danh sach van ban di c6 b6 tri mot 6 loc dit liéu theo sd ky hi¢u, trich yéu, co
quan ban hanh, phan loai, giup cho nguoi ding tim kiém nhanh mot vin ban trong mot danh sach
van ban da tim thay.

Trich Yéu Mai Dung Mai nhan PL YK | GO Xem

18/2014 cta Téng cuc Thué v& vigc Ban hanh Quy trinh Iua chon doanh nghigp ban
ang hod cla ngudi nudc ngodi, ngudi Yigt Mam dinh cu § nudc ngodi mua tai Viét Nam 7
anh todn, hoan tra sd tién thué d3 dng tnidc, tign phi dich vu hodn thug clia ngdn hang

Thué v& viéc ban hanh Quy trinh quan iy dang ky thué

“ai chinh nody 05/01/2012 quy dinh ch& dé thu, ndp, quan b va s dung 1& phi trong
3i Vigt Mam

cuc Thué sd 13259 TCT/QP-NV1 ngay 18/9/2002 ban hanh guy trinh quan b hoan

_@
492013 wAv phé duyét danh sach thi sinh dd digu kién du phdng van d& x&t tuyen “‘1}
013

Tim kiém nhanh van ban
- Bwoc 1 : Chon ti€u chi tim ki€ém. Bam vao mii tén mau dé ¢ mot bén 6 tim ki€ém dé so6 ra cac
chi ti€u tim kiém.

| & Thubhd B Ddng % = Thulho B £ang

| - Q=]
Nai nhan YK | Gl | Xem Noi nhan oL 56 ky higu
Trich y€u
7% - - Nai nhan

‘ 3 Phan loai |

Chon chi tiéu tim kiém

- Bwéc 2 : Nhap ndi dung can tim kiém, nhan phim “Enter” hodc bam vao nut “@”
2.3. Gt van ban di ngi b

Chtrc nang giri vin ban di ndi b, duoc st dung khi nguoi ding mudn giri van ban t6i cac don
vi truc thude nam trong cuing hé thdng CloudOffice. Vi du: Cuc thué giri xudng cac Chi cuc thué &
cac huyén, khi cac Chi Cuc nay nim trong cung hé thong CloudOffice véi Cuc Thué.

Dé sir dung thirc ning nay, nguoi ding thyuc hién theo cac bude sau:

- Bwoéc 1: Vao “Van ban = Vin bdn di > Giri van bdn di (Ngi Bg)”
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&
@ Danh Sach VB Bi

Danh sich cic vén ban di do don phét hinh hodc céc
wv&n bén do don vi tham muu cho cSp tén phit hinh

Nhdp Van Ban bi

C3p nhdt cic vin ban di oba don vi, Noi nhén oo the
13 cic o quan bén ngodi hodc cic dan vi ndi bd

ﬁ G Van Ban Bi (NGi BG)

. 1 \ ; N . o Gifi vin bén di 1 céc don vi ndi b3 ném tong ciy
Tai Liéu - CongViéc phin cip dang &p durg

. i < T, j Gifi Vin Ban Di (B&n Ngoai)
r N ok = e

Giri win bdn di tdi cic don vi bén ngodi khéng ndm
trong ciy phén cip dang 3p dung CloudOffice

e Theo Déi HGi Bao

Theo di thdng tin phin Ii';id@'lyéicécvénbénq.'ﬁd‘l

2} r’ . ) 5 duge danh diu ché kSt qud ud ki
5 '
\t’—hﬂ . Tim Van Ban Bi

Tra oy, tim kiSm, théng k& cic vin bén nim trong
Kho win bén di aba don vi

Persomal )

Vao chiec nang “Guei van ban di ngi bo”

Sau khi chon “Gi#i véiin ban di (Ngi B§)”, hé théng s& hién thi danh sach van ban nhu hinh dudi:

* . . Phat Hanh Vin Bin Di 2 % Thubho B Bing
El[ 0 emhiemifie | [ oihkemfietuding | [ @ clingibs | [ veucsuhibdo | [ chiliétke van bén chua ol -3
Ngay Bi SGBi | SGHiéuVan Ban Ngay BH Trich Y& i Dung Nai nhan PL| YK | G Xem

Quyét dinh s§ 1307/Q8-TCT ngay 18/08/2014 clia Téng cuc Thug v& vigc Ban hanh Quy trinh lda chen doanh nghigp ban

1 @ 25092014 1 1307/QB-TCT 18-08-2014 |hé&ng hoan thu# gid tri gia tng d5i wdi hang hod cla ngudi nudc ngoai. noudi Viét Nam dinh cu d nudc ngodi mua tai Yigt Nam 7 -J",
mang theo khi xudt canh va quy trinh thanh todn, hodn trd s& tién thu€ d3 (ing tnidc, tin phi dich vu hodn thug cla ngén hing

2 @ 24052014 2 329/QD-TCT 27-03-2014 | Quyét dinh 329/QD-TCT cla Téng cuc Thué v viéc ban hanh Quy trinh quan Iy dang ky thug —Jj,
Quyét dinh s§ 1568/GE-HETD ngay 11/9/2013 v/v phé duyét danh sach thi sinh di digu kign du phéng van de xét tuyén

3 |0l 24032014 | 3 1568/QD-HDTD THOS2013 | e ehic Téng cue Thus ndn 2013 +
Thang tuisé 02/2012/TT-BTC ciia B Tai chinh ngdy 05/01/2012 quy dinh ch& d thu, ndp, quan I va sti dung I8 phifrong

4 U] 200ms | 4 02201UTTBIC | 05012012 |5 et eng hini nghs st o fa Vil Nam %
Quy& dinh ctia Téng cuc Tnidng Téng cuc Thus s& 1329 TCT/QD-NV1 ngdy 18/9/2002 ban hanh quy trinh quan i hodn thug

5 | < | 24092014 5 1329 TCT/QD-NV1 18-09-2002 |17 L3
Quy& dinh cla Téng cuc trnidng Téng cuc thug VE viéc ban hanh Danh séch céc cd 58 sén xud, kinh doanh thuic hién thi

§ | <|20s2n4 | 6 1883 TCT/GD-HTQT | 24122003 | gigr o5 ché i ké khai, U nép thu fai thanh phd HB Chi Minh %
Quyét dinh clia Tang cuc Thué s& 1047-TCT/QE-BBT ngay 21 thang 06 nam 2004 v viéc ban hanh quy ché hoat déng cla

7| < | 2405204 7 1047TCT/Q8-BBT 21-06-2004 Ban bién t&p trang théng tin dign td cla Téng cuc Thué trén Intemet h@
Quyét dinh clia Téng cuc Thué s6 1050/ TCT/QD-TVQT ngay 22 théng 6 nam 2004 v& viéc ban hanh quy dinh tam théi ché

8 | < | 24082014 B 1050/TCT/QD-TVAT | 22062004 d8 nhuan bit, bdi duing. thl lao, bién tép Trang théng tin dién td cia Téng cuc Thué trén Intemet %
Quyét dinh ciia Téng cuc tnidng Téng cue Thud si 1201 TCT/QB/TCCE ngdy 26/7/2004 v& vige ban hanh quy trinh quan

9 | < | 24092014 9 1201TCT/QD/TCCB | 26072004 | B = e o ooty e L'
Quyét dinh clia T8ng cuc tnidng T8ng cuc Thug s§ 1209TCT/QE/TCCE ngay 29/7/2004 v vigc ban hanh Quy tinh quan i

10 | < | 244092014 10 [1209TCT/@D/TCCB | 23072004 | 0 < v doanh nghip L3
Quy&t dinh cla Téng cuc Thué s§ 1227 TCT/QD-TTHT ngdy 21 thang 08 ndm 2004 v& vigc Ban hanh quy trinh cung c3p

s aisand | 1327 TCTAQR-TTHT | 31082004 |y i irén Trang théng tin dién td cie Téng cuc Thug én Intemet %

Man hinh hién thi danh sach van ban

- Buwdéc 2: Xac dinh van ban can gui, bam “Guwi ndi bg”, hoac chugdt phdi - chon “2.Giri ndi bg”
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Phat Ha an Ban B
= [ omianine | [ curas | vt | 0 o noimnnon
Ngay B 58I | 55 HiGu VEn Ban Ngay EBH Trich Y&u N&i Dung
Quyst dinh 58 1307/Q-TCT ngay 13/08/2014 clia Téng cuc Thus vE vi
1 lm 25092014 1 1307°GB-TCT 18N8-2014 | hana hadn thud gid th gia tang ddi vdi hang hod cua ngudi nudc ngoai, ng
EE 1. Théng tin chi ti&t (At cdnh va quy trinh thanh todn, hodn tra sd tién thug da
2 | I | 24032014 2 329/QD-TCT |@ 2. Glindibo.. /QE-TCT ciia Téng cuc Thud vE viéc ban hanh Guy trinh
3. Yéu ciu hii bao 5EE/QD-HDTD ngay 11/9/2013 vw/v phé duy& danh sack
3 | | 2409204 3 1568/QB-HBTLC 4 par kL TTeing ouc: Thusnam 2013
27 4.50alai . . i
Y2012/ TT-BTC cua Ba Tai chinh nady 05/01/2012 quy di
4 | U] 24092014 | 4 0220012TTBT 9¢ ¢ yox i bin 5na hanh ngh® ludt sutai Vigt Nam
Quyet dinh cua Téng cuc Trudng Téng cuc Thu s§ 1329 TCT/QE-NV |
5 | =5 | 24-09-2014 5 1329 TCTAABP-NV1 18-05-2002 GTGT

Chirc nang gui van ban ngi bo

Heé thdng s& hién thi man hinh gtri vin ban nhu hinh sau:

Giri Van Ban Di Cac Ban Vi NGi Bo

B ||
5’7 Van ban di ngay 24-09-2014 5% Nhém Bdn Vi STT |« Danh sach don vi xir Ij vin ban dén BOC LAP
----- [1] 1207/QD-TCT - Quy#t dinh s& 1307/Q0-TCT nady. |E@ Téng Cuc Thug [ ——
----- [21329/Q0-TCT - Quy& dinh 329/Q0-TCT etia Téng..| | i-[@a] Vu Chinh sach - —
----- @ (3] 1568/QB-HDTD - Quyt dinh 5 1568/QB-HBTD n{ | +-[ai] W Phép ché 2 | L1 |Cuc Cong nghé thing tin
----- [4102/2012/TT-BTC - Théng tu s& 02/2012/TT-BTC ¢ | i-{ei] Vi Dutodn thu thug 3 || Cue Thug Tinh Nghé An
----- [5] 1329 TCT/QE-NV1 - Quyét dinh ciia Téng cuc Tt - [eiir] Wu K& khai va K& todn thug 4 | |Cuc Thu# Tinh Bac Ninh

----- [6] 1883 TCT/QD-HTQT - Quyét dinh cla Téng cuc t
----- [71 1047TCT/QB-BET - Quyét dinh cia Téng cuc Thué
..... [8] 1050/ TCT/QB-TVQT - Quyét dinh cda Téng cuc TH
----- (51 1201TCT/QD/TCCE - Quyét dinh ciia Téng cuc tni
----- [10] 1209TCT/QD/TCCB - Quyét dinh cta Téng cuctn
----- [111 1327 TCT/QB-TTHT - Quyét dinh cia Téng cuc T

--{5iir] Wu Quan i nd va Cuiting ché nd thug
-{eiir] Wu Quan I thué thu nhap ca nhan

- {oiir] Wu Quan  thué doanh nghiép I6n

o] Wy Tuyén tnryEn - HE trd ngudi ndp thus
- {oii] Wu Hdp tac quéc té

o] W Kigm tra ndi b

- foiir] Wu T8 chiic cén bd
o] Wi Tai vu - Quén ti
- {oi] VEn phéng (cé dai dign tai thanh phd HS Chi Minh)
- {oii] Thanh tra ‘

—{owi] Ban Cai Cach va Hién dai héa i I ——— Y g
{i] Tniting Nahigp vu thus Danl v o B ¥e
. f5i] Tap chi Thug 1 | [ |Cuc Thug Thanh Phd Ha Chi Minh
-{e] Cuc Céng nghé théng tin 2 | Cuc Thug Thanh Ph& Ha Nai
(#-f@8] Cuc Thug Thanh Phé H& Chi Minh 3 | [ Cuc Thué Tich B3 Néng

.{gi] Cuc Thug Thanh Phi Ha Nai
-.[giE] Cue Thué Tinh B4 Ning
.[gi] Cuc Thué Tinh Nghé An
.[gi] Cue Thué Tinh Béc Ninh

4 L1 L3

| [© shenmnan [@] I

Man hinh gii van ban di ngi bo

- Bwdc 3: Tich chon don vi truc thudc, roi nhan “Thém vao” dé dua vao danh sach don vi
chon dé gui. Sau d6 nhan “Thwe hién guwi” d€ thuc hién chuyén van ban cho cic don vi da
chon.
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GITi Van Ban Bi Cac Ban Vi Ndi B

{}v&.u&.ammmu

0 [3] 1568/QB-HBTD - Quyét dinh =& 1568/Q5-HBTD n
4] D2/Z01Z/TT-B1C - Théng tu s8 02/2012/TT-BTC ¢
..... [5] 1329 TCT/QB-NV1 - Quyét dinh clia Téng cuc T
----- [6] 1883 TCT/GB-HTAT - Quy& dinh cla Téng cuc tn
----- [71 1047TCT/QE-BBT - Quyt dinh cla Téng cuc Thug
..... [8] 1050/ TCT/QB-TVQT - Quyét dinh cia Téng cuc T
..... [9] 1201 TCT/QB/TCCE - Quyét dinh cla Téng cuc tn
----- [10] 1209TCT/QE/TCCE - Quyét dinh cla Téng cuc tn
----- [11] 1327 TCT/QB-TTHT - Quyét dinh cta Téng cuc T

C6 thé chon van ban
khac dé guri

LI L3

5% Nhém Bon Vi

Ed Téng Cuc Thug

—{eii] Vu Chinh sach

.[5iE] Vu Phap ché

- [ui] Vu Du todn thu thug

- [uii] Vg KE kchai va K& todn thug

- [aii] Vu Quan i nd va Cufing ché nd thug
~[eii] Vu Quan by thué thu nhap ca nhan
-[eii] Vu Quan by thué doanh nghigp I6n
[m] W TuyEn trayEn - H8 trd ngudi nép thud
-] Vi Hop téc quic t&

- [5iE] Vu Kigm tra néi b

- [uir] Vu T8 chiic can bé

o] Vi Tai vy - Quan ti

- {uii] VEn phang {cé dai digén tai thanh phd Ha Chi Minh)
—{ii] Thanh tra

—{ii] Ban Cai Cach va Hién dai hda

- [air] Tniding Mghiép wu thug

- {eii] Tap chi Thug

- [5iE] Cuc Céng nghé théng tin

#-{zii] Cuc Thué Thanh Ph& HE Chi Minh
~[uii] Cuc Thué Thanh Phé Ha Nai

- [wim] Cuc Thué Tinh Ba Nang

—{wii] Cuc Thud Tinh Mghé& An

-{aii] Cuc Thué Tinh Bac Ninh

STT |« Danh séch don vi % ¥ vén ban dén BOC LAP
1 || Vu Kigm tra ndi bd
2 || Cuc Céng nghé théng tin
3 O Cuc Thué Tinh Nghé An
4 | |Cuc Thué Tinh Bac Ninh

hl%@

Danh sach don vi 3 chon d€ gl

Cuc Thug Thanh Phé& Ha Chi Minh

Cuc Thug Thanh Phd Ha Nai

P
DEID‘\

Cuc Thué Tinh Ba Nang

[© s mcwnca O

24.

Tim kiém van ban di

Khi ngudi ding mudn tim kiém nhanh mét hodc nhiéu vin ban, hiy st dung chirc ning “Tim
kiém vin bdn”. Dy 13 chtic nang hd trg nguoi ding tim kiém vin ban theo rat nhiéu tiéu chi nhu:
S6 dén, s6 ky hiéu, loai van ban, trich yéu noi dung, co quan ban hanbh, ...

Pé tim kiém vin ban, ngudi str dung thuc hién theo cac budce sau:

Buwdc 1: Vao chuc nang “Vin bdn -> Vin ban di - > Tim van bdn di”
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Danh s3ch ci vin ban di do don phét hanh hodc cic
vin bin do dan vi tham mu cho c3p mén phit hinh

Cap nhat cic vin bin di clia dan vi, Noi nhin o6 th
12 céc o quan bén ngodi hodc cic don vi ndi b

shén cip dang 4p dung CloudOffice

Gifi vin bn di 1 cic don vi bén ngodi khing ném
wang cdy phén cp Gang &p dung CloudOffice

E Theo Ddi Hoi Bao

Then déi thng tin phin b 451 véi cic vin bin git &
e dinh 450 ché kit qud w3

Tra oy, tim kidm, thing ké céc vin bin ném wang
Kho vin bén i oz dan vi

Vao chirc nang tim van ban di

Sau khi chon “Tim kiém vdn bdn di”, h¢ thong s€ hién thi man hinh tim ki€ém nhu hinh sau:

Tim Vin Ban Bi e

OBH s§d 58, ky higu  Loai vén ban Trich yéu [ Tim khéng d&u Mai nhén v&n ban

ioR [ b.60
®e [ ] || | Il |

QWO Chwa gin fe dih kém [ Bon vi tr phat harh ] B vi tham mu ban Fer (] Ngua gpmay o T4

Man hinh tim kiem van ban di

- Buwdc 2: Nhap cac ti€u chi can tim ki€ém, r61 bam nat “Tim kiém” dé nhan vé danh sach van
ban theo yéu cau.

Tim Van Ban Bi o
S&di 58, kyhiéu  Loai van ban Trich y&u [ Tim khéng diu Mai nhn v&n ban Chi & 1 b SEKQ
I — = [ [ | 2068 o | 5N
[1 Chura g&n file dinh kém [] Bon vi b phat hanh [1 Ban vi tham muru ban hanh [ Mawdi nhap méy T :
56 Bi S8 Higu Van Ban Ngay BH Trich Y&u Ngi Dung Noi nhan PL | YK GO Xem
13 3100/TCT-CNTT 2409-2014 | V& viéc d&y manh khai thug qua mang theo chi dao cla Thu tudng Chinh phi Cac cuc thug dia phudng 4 *—"@
W& viéc huidng din thuic hién vigc xi phat vi pham hanh chinh trang fnh vic quan I, s dung tai san nha nddc theo quy dinh | . - E
2 | < | 28092014 12 12/GB-TCT 2803214 tal Nahi dinh s5 192/2013/NB-CP Téng cuc thug VBPL %
05 Quy#t dinh clia Téng cuc Thug s§ 1327 TCT/QBD-TTHT ngdy 31 théng 08 n&m 2004 v& vigc Ban hanh quy tinh cung cip B
3| <2 2014 n 1327 TCT/QB-TTHT | 31082004 théng tin trén Trang théng tin dién t0 clia Téng cuc Thug trén Intemet La'
Quyét dinh clia Téng cuc tnidng Téng cuc Thug s& 1209TCT/QBD/TCCE ngay 29/7/2004 v& vigc ban hanh Quy trinh quan Iy =
4 | < | 24092014 10 | 1209TCT/QB/TCCB | 29-07-2004 | e = 0=l 8 doanh nahiép S
GQuy& dinh ciis Téng cuc tnidng Téng cuc Thué s& 1201TCT/QB/TCCB ngdy 26/7/2004 v& vigc ban hanh quy trinh quan i a
5 | | 24092004 | 5 | 1201TCT/AB/TCCE | 26072004 |ty i vdi o kinh doanh ca the %

Thuec hién tim kiem van ban
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3. To Trinh
3.1. Trinh gii to trinh

Chtrc ning nay, diung dé giri van ban, to trinh téi nguoi c¢6 thAm quyén phé duyét ndi dung. Dé

vao chirc nang nay, nguoi dung thuc hién theo cac budce sau:

- Buwdc 1: Vao “Vin ban > Van bdn ndi b¢p - Trinh giii to trinh”

Vao muc Van ban
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Personal |
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Van Ban

b 1 )
~ -
= =
- “

s hY

——

Tignfch

Vao muc Van ban néi bo

Vao chirc nang Trinh gui to trinh

VAN BAN DEN...

Cac chifc ning lién quan d2n nghigp wu xf by vin the
d4i wdi win ban ma don vi nhin dvoc

Cac chifc ning lién quan d2n nghigp wu xf by vin the
d4i wdi win ban mé& don vigii di

| %/ | vANBANNOTBO...

Quin I vin bin o5 tish chit ni b nher T4 trinh, 3
sut, D& &n, Thing bdo...

@ VAN BAN LUU...

Quan by c3c vin ban khing phdi w3 vin ban di, d&n
oia oo quan doin vi

Etla Tao Lién K&t Van Ban
[Pl =]

Cp nhit, b& sung m&i quan hé gifa cic win ban
nham x3y dung cu tic ciy van ban

Théng K&, Bao Cao

Tharc hién @3y 8 cic nghip vy thiing k&, béo cdo
lién quan d&n cong tac van the cia i

Nh@p Van Ban NGi Bo

Cip &n ban php ndi bd
nhur D& >udt, Td winh, D2 &

oiia oo quan, don vi

Xem Van Ban Ndi BG

¥em cic vEn bén ndi bd do Co quan, don vi c3p nhit
vio hang ngdy

Tim Van Ban Ni Bo

Tra afy, tim ki€m cic vin bén ndi bd ol Co quan,
dan vi 83 nhdp vao dwong trinh

Trinh Gii Td Trinh

Gifi win bin, 1 winh 1 ngud od thim guyEn phé
duyét ndi dung

Z Phé Duy&t T& Trinh

Xem wé phé duyét cic v trinh, wén bén do clp dudi
ot Bn
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Sau khi chon “Trinh gii to trinh”, hé théng hién thi man hinh nhu sau:

- -
B cloud @
Office. - - -

. Trinh Van Ban Lén Lénh Dao % | % Thubhd B Bdrg
<< THtCaTh#iGian  >> (@) pang Theo DI O P& Luu Tri¥

STT Mgay Thang M ‘Ngurdi Trinh Tén Hoc Tom Tat Ngi Dung Trang Thai VB | MSGBI | % | MicDg Hoan Thanh
1 :3 28-09-2014 10:55 2 Nguy&n Biic Toan Té& trinh v& viidng méc vigc thu ti@n s dung d&t cla doanh nghiép Cha két qua. [ 0% 9
~ A% 280920141055 3 | NguyEn Biic Toan VE vige b ba van ban pham phip ludt Chd két qua ¥ 0% -2}
7% | 28-09-2014 10:56 4 | NouyEn Biic Toan WE vigc quy dinh mic thu, ché dé thu, ndp. quan y va sui dung phi st dung duéng bé tram thu phi céu B&n Thiy Chd két qua. ¥ 0% (<]

x N W& vigc hudng dan thuc hign viéc xud phat vi pham hanh chinh trong linh vuc quan I, s dung tai san nha nudc

n v | 28032014 1057 Mauyen Bz Todn |yre0 quy dinh tai Nghi dinh s6 132/2013/NBCP ¥ @

STT Ho V& Tén KiéuXL | ThéiGanXL | KhauNghigpyy Q0 Ghi chép khéc B || s Tén File Sinh k&m ChaThich
1 | £\ | Bui Van Nam & 1 | 1l | ToTrinh doc Trinh X Ly
2 | R |Van Tha =) 2 | % |1989_QD-BTCpdf VB 1989/Q8-BTC

Giao dién man hinh “Trinh giti to trinh”

- Buwdrc 2: Chuot phai chon “Thém maoi”, dé tao mdi mot to trinh.

Trinh Van Ban Lén Lanh Dao

<< Tat Ca Thdi Gian >

ST Ngay Thang M3 Mg Trinh Tén Hodc Tém T&t Ngi Dung Trang Théi
1 P8 23092014 11:08 1 Win the cuc Trinh phat hanh vén ban hwéng dén thi hanh Nghi dinh trong Cuc Chiy két qua...
el 23 23-09-2014 15:22 2 Van th cuc D& an trién khai CO toan cuc giai doan 1 | Chi két qua...
[+ 1.7hém mai |
Y 23092014 15:24 3| Vénthe cuc Xiv 1y kién nghi cia cing ty Toan Phat — —] Chir két qué...
7 . olFa
[
Y 23092014 15:27 4 |Vin thy cuc D todn kinh phi ndng cp ha tng mang trong Cuc K 3.Xoa Chir két qua...
. s e s . 5= 4. CépnhdtVB di
Y 23092014 1533 5 | Vénthe cuc Ciing b két qua ching tac cai cach hanh chinh 8= 2t ! Chér két qua...

G 5 Luutriv

Cach vao thém moi to trinh
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Sau khi chon “Thém maoi”, hé théng s& hién thj ctra s6 cap nhat thong tin ban trinh, nhu hinh sau:

Cap Nhat Théng Tin Ban Trinh

Mgy phétsinh: [[EXOSIZIAE] | |& Phathanh vinban () Phé duyét chd truong

Tén, tém 3t ndi dung: Loai phat hanh van ban
chi cé mét ngwdi phé
duyét. Loai Phé duyét

[®] Cho phép nguii cling dan vi xem t& trinh chd trrong - cén nhiéu
[ Cho phép ngui cing don vi stra t trinh ngudi phé duyét
C3p da khan: |E'nh thuidng E|
Van ban lign guan; ~ N . iy e
STT 54 Van Ban Mgay Phat Hanh

I Nhén vao Thém dé )
thém cac van ban lién
J

—\ quan dén té trinh

_\

Dinh kém file can phé
duyét [én

A

File dinh kém: | |

Lainh dgo phé duyét: | || |

V&n thur phat hanh: | | | |

[ ehinhgn | [@ keethic |

Man hinh cdp nhdt thong tin ban trinh
- Buwdc 3: Nhap cac thong tin co ban vao ban trinh. Khi nhap lidu can chu y cac tiéu chi sau:
o Ngdy phat sinh: Khong thé sira dé dam bao thong tin gri di c6 d6 tin cdy vé& mit thoi diém
khoi tao.
o Néu to trinh lién quan dén viéc dé nghi 13nh dao phé duyét ni dung van ban chuin bi phat
hanh thi nguoi dung chon “Phat hanh van ban”. Nguoc lai, néu to trinh lién quan dén phé
duy¢t chu truong thi nguoi dung chon “Phé duyét chu truong”.
o Cdp dé khan: Bat budc phai chon.
o Lanh dgo phé duyét va van thu phat hanh: Co thé‘nhép dap vao hoic nhin phim F2 dé mé cira
s0 lya chon néu khong nh¢ tén tai khodn ctia nguoi can trinh.
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- Bwdc 4: Nhap chudt phai vao phan van ban lién quan, chon “Thém” dé dua cac van ban lién
quan vao td trinh.

Cap Nhat Thong Tin Ban Trinh

Ngay phat sinh: (® Phatharh vinban ) Phe duyét chi trirong

Tén, tém t&t ndi dung:

@] Cho phép nguréi ciing don vi xem t trinh
[ Cho phép ngurdi ciing dan vi sira té trinh

Cap dd khan: |Binh thuing |z||

Vén ban én quan: | R S8 Van Ban Ngay Phét Hanh

File dinh kém:

Lénh dao phé duyét:

(e ) (0 e |

Van thur phat hanh:

Cach vao thém van ban lién quan

Sau khi chon “Thém”, hé théng s& hién thi man hinh tim kiém van ban nhu hinh sau:

Chon Vén Ban Lién Quan BE&n Td Trinh

'.m._@su 58, ky hiéu Loai vBin bin Trich y&u ndi dung Coquan, don vibanhanh  Chi B8

S5KQ
[ Hre
et — 2] ] JE2

[ Tim khéing déu

NgdyBH | LoaiVEnBan S5 Higu Vin Bin Co Quan Ban Harh

Man hinh tim kiém van bdn lién quan den to trinh
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Nguoi dung tim kiém van ban minh can, ro6i chuft phai 1én van ban d6, chon “Chon vin
bdn nay” dé dua van ban do 1én to trinh.

Chon Van Ban Lién Quan D&n T Trinh

(8 BH 58, kyhi€u Loai vin ban Trich y&u ndi dung Cd quan, don vi ban hanh Chu B2 56 KQ 9- X
s
B Hie |lowetorh  [-]] I | |
e [ Tim khéing déiu [ Naurdi nhap méy Tim kigm || F5 |
ST Mgay BH Loai V&n Ban 58 Hiéu Van Ban Trich Y&u M&i Dung Cd Quan Ban Hanh File | *
1| [ | 19-08-2013 | QuyétDinh | 09/082013-CV kiém tra file Chinh phii 2
2 | 4 [09-092013 | QuyétBinh |50/2013/QD-TTg Quyet dinh 5 S120S100 %
3 | ] | 18-08-2013 | QuyétBinh | 0812013 Kiém tra data Chinh phii £y 3
" g I S
4 | ] | 12-082013 | QuyétBinh |21/2013/QB-UBND Quy dinh chitiet mdt 50 nbidung ve cap gidy phep xay Cuc Thué Thanh Phé e
dung trén dia b E——
w7/ Chon vén bén nay
. Phé duyét “Chur tin Fany i
5 12-08-2013 Quyét Binh | 3326/GB-UBND 2 a — L Cuc Thue Thanh Ph
0 AR trong nodnh gido duc dao tao thanh pho HO Chi Minh giai e _&} bl
Y £ Thanh Idp Ban Chi dao Xo6a mi chik va Phé cdp gido duc Ee N
6 @ 12-08-2013 | Quyet Binh | 3068/QD-UBND Thanh ohé Ha Chi Minh. Cuc Thué Thanh Pho —Q}
. Ban hanh Khung mivc thu phiqua 46 tai cic bén khach i f
7 12-08-2013 Quyét Binh | 4036/CT UBHD ) g 2 I i Cuc Thué Thanh Ph
@ SRS = ngang sonq trén dia ban thanh pho HO ChiMinh. UL ¢ %}
& | [ | 12-08-2013 | QuyétBinh | 5300/CTQB-UBND Céng b van ban hét higu lyc thi hanh, Cuc Thué Thanh Phd e
P Ché 46 bi dwing ddi véi cén bd, cing chiv 13m cing tac i f
B o=t (1205 20 15} Guve D E AR SIGH T tiép cing dén, xi i don thi khiéu nai, to cdo trén dia ban EIEUILSTTETT 570 %
Y P Phé duyét B& an néng thén méi x& An Théi Béng, huyén PR M
10 @ 12-08-2013 | Quyet Binh | 3946/QD-UBND Cin Git giai doan 2013 - 2015, Cuc Thué Thanh Pho —Q}
1 | [ | 12-08-2013 | QuyétDinh | 02/2013/QB-UBND Cuc Thué Thanh Phd S

Man hinh chon vin ban lién quan dén to trinh

- Bwéc 5: Bam nut , 10i chi duong dan t6i file vin ban can phé duyét, sau d6 nhin “Open”
dé dinh kém file 1én to trinh.

File dinh kém: | | M

Lanh dao phé duyét: | i |

Vén thr phathanh: | || |

Cach dinh kem file lén to trinh

- Bwéc 6: BAm nut “Ghi nhdn” dé luu thong tin to trinh vao co s& dir liéu va bAm nat “Két
thiic” dé quay vé man hinh truéc dé.
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3.2. Phé duyét to trinh

' 9. J_,Cbud
T.5/7 == Office®

bay la chtic nang duoc lanh dao st dung dé xem va phé duyét cac to trinh ciia don vi gui 1€n.
bé vao chic nang nay, nguoi st dung thuc hién theo cac budce sau:
Budc 1: Vao chic nang “Vin bdan = Vin bdn ngi by = Phé duyét to trinh”

Van Ban
m
ey
works
mivew N b .. Cong Vi
.J ‘ﬁ\-
ra N\

Personal |

. _Ci‘.’l"hﬁrl .l

Vao muc Van ban

VAN BAN DEN...

Ce chife nEng lién quan 38n nghidp vu sar by win tha
38 wai van ban ma den vi nhan duoc

<O

o : Cac chifc nEng lién quan d&n nghigp vu i by win the
Van Ban . H d5i wai van ban ma don vi gui di

3

VAN BAN NOT BO...

works

e N ’ T - - s Quén by win ban oo tinh chit ndi bd nhw Té trinh, DY
Tai Liéu . Cdng Viéc sult, B2 n, Théng béo...

- - T ~E1 | VAN BANLUU...

Quén by céc win bin khing phéi va van bin di, d&n
Personal \ dan vi

o3 OO qQuan
(l L B
[+ | Tao Lién Két Van Ban

3]
B

. .Cé"hﬁﬂ ) gl C3p nhét, b3 sung mé&i quan hé gifta cic vin bén
- nham x3y dung ciu tnic cdy van bén

Théng K&, Bao Cao

1
»

Thure hign &2y 30 cic nghip vy thing kd, bio cdo
li€n quan d&n cing tic van thyr ola dan vi

Vao muc Van ban noi bo
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E Yemyin Baniaiee

Xemca: vmhmmbodncnmdmwcapﬂm

Tra oy, tim kidm cdc vEn bin ndi b§ ciz Co quan,
dan vi 83 nhdp vio chuang winh

Ll
|
Gifi v3n ban, 1 trinh tdi ngudi cd thim quyEn phé
duyét ndi dung

- Phé Duyét T@ Trinh

Xanvaﬂvedlyétcatham win bén do cip dudi

Trinh Gii Té Trinh

Vao chirc nang Phé duyét to trinh

Sau khi chon “Phé duyét to trinh”, hé thong sé hién thi cira s6 phé duyét to trinh, nhu hinh
sau:

Phé Duyét Td Trinh € | L Thufhd B  Bdng
<< TatCaThdiGian  >> @ PangXirly () D3 Luu Trit
STT Mgay Nhan Ma Ban Vi Trinh Tén Hodc Tém T&t Néi Dung Khéu Nghiép Vu VB |MS6Bi % | MicHoan Thanh Téng
|2 mesmutosr 5 o el e el St i A | ppenn | | 2 | o —
8 28092014 1056 4 Vi Phip ché p\ﬁwgl-.:i auy d_lrr'j‘l'llymﬂcmu ch& dd thu, ndp, quan Iy va sd dung phi sU dung dudng bd tram thu @ o
Z 28092014 1055 3 | VuPhipchd V& vigc bai ba van ban pham phap lugt & 0%
8 28-09-2014 10-55 2 Vu Phdp ché Té trinh v& wiidng mic viéc thu tign si dung d&t cia doanh nghigp L' 14
Z |2609-2014 14:04 1 |Cuc Céngnghéthéngtin Hign dai héa cdng tac van thu luiu trl, digu hanh céng viéc cla Téng Cuc Thug 0%

5T Ho Va Tén KEéuXL | ThéiGanXL | KhauNghiépVy Q® Ghi chép khac | s Tén File Binh Kem Cha Thich
1 | & [Bui Van Nam Z | 280920141101 | D& kytdtrinh /| Bibng ¥ véi ndi dung té tinh 1 | % |TTO7_2014_BTCpdf VB 07/2014/TT-BTC
2 | & |van Thi [~ |28-09-2014 11:16 |Cap nhat van ban 7/ Da cap nhit van ban di

Man hinh “Phé duyét to trinh”
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- Buwdc 2: Chudt phai vao to trinh can xit 1y, chon “Chon xi Iy”

Phé Duyét Té Trinh

STT Ngay Nhan M3 Bon Vi Trinh Tén Hodc Tém T&t NGi D
1 |2 oz 1057 5w g i e sttt
; 28-09-2014 10:56 4 |Wu Phdp cha 52 2. Xem lich sir :Ei'ﬂggﬂu Ellgl-é_‘_-’nd:li_m}rmﬁc thu, ché& dé thu, ndp, guan iy va sU
; 28092014 10:55 3 Vu Phdp chg L g 3. Luu trif W& vigc bdi bd van ban pham phap luat
; 28092014 10:55 2 %u Phap ché Td trinh & vudng mac vise thu tign s dung d&t cla doa
; 26-09-2014 14:04 1 Cuc Cdng nghé thdng tin Hién dai hda cong tac van thu luu tnd, digu hanh céing vi
Chon xit ly to trinh

Sau khi chon “Chon xi¢ Iy, hé thong s& hién thi man hinh phé duyét nhu sau:

Xif Ly Ph& Duy&t T3 Trinh =T

Phin Dién Tién Cac Khau Nghiép Vu

(® Bi:Tiép nhan td trinh  ->> ) BZ:Pdkytditrinh ->> (O B3:DaE giitralai
Phdn Quyét Binh Phé Duyét Td Trinh

® A. Chua quy&t dinh ) C.Tir chéi phé duyét (O B. Béng y phé duyét

Gi ndi dung ghi chép khic vio ddy néu cd thém ¥ kién cin trao d4]

[ ghinhen | [© keethic |

Man hinh xw Iy phé duyét to trinh
- Bwéc 3: Tich chon céc tiéu chi trong tng trong phan “Phdn dién tién cdc khau nghiép vu”
va “Phdn quyét dinh phé duyét to trinh”. C6 thé gb thém nodi dung ¥ kién can trao doi vao
khoang trong trén man hinh phé duy¢t.
- Bwéc 4: Bam nlt “Ghi nhdn” d¢ luu thong tin phé duyét vao co sé dir liéu va bAm nut “Két
thiuc” dé quay vé man hinh trude do.
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I11. PIEU HANH CONG VIEC

Pay 1a chirc ning hd trg ldnh dao va nhitng ngudi co trach nhiém diéu hanh cong viéc. Nguoi
dung co thé tao lap cong viéc tur van ban hodc tao lap cong vi¢c phi giéy to, tao tién do thuc hién
va theo ddi, danh gia tién d6 thuc hién. Cho phép quan 1y thong tin theo dang su kién dién tién
theo thoi gian nhu hd so vu viéc, vu kién, vu 4n hay quan ly tién d6 du an,...

Vi du, c6 mot cong viée xir Iy van ban tir lanh dao cip trén giao xudng cho cac phong ban két
hop xtr ly. Tur cac phong ban, cac lanh dao phong c6 thé chia nho cong viéc, giao xudng cho cac
nhan vién trong phong thuc hién.

Trong thuc té, c6 rat nhidu cong viéc khong lién quan gi dén vin ban, ngudi dung ciing c6 thé
st dung chirc nang nay dé tao 1ap cong viéc do. Pé tién theo ddi tién dd thuc hién, danh gia mot
cach khach quan két qua thuc hién ctia nhitng can bd dugc giao nhiém vu.

Doi voi mdi nguoi dung, sé co hai chiéu cong viée 1a nhan cong viée va giao cong viéc cho
ngudi khac. Hai ndi dung ndy s& duoc trinh bay vao 2 muc 16n: Viéc giao, trién khai va viéc
nhén, dé xuit.

1. Viéc giao, trién khai

Trong cong viéc ¢6 2 loai 1 cong viéc lién quan dén viéc xir Iy vin ban ciia don vi va cong
viéc khong lién quan dén vin ban nhu 1a cac cong viée chi dao truc tiép tir cip trén cho cip dudi
thuc hién. Cac budc thuc hi¢n trong phﬁn mém cua 2 loai nay la twong tu nhau, chi khac nhau ¢
budc dau 1a “Xdc dinh vin ban lién quan”. Néu 1a cong viéc lién quan dén vin ban thi nguoi st
dung phai x4c dinh cac vin ban lién quan dén vin ban d6. Con néu la cong viéc khong lién quan
dén van ban thi ngudi st dung bd qua budc nay. Trong tai liéu nay s& huéng din nguoi dung tao
lap cong viée tir van ban dén con céac loai vin ban khac (vdn ban di, van ban noi bo) cling 1am
tuong tu nhu vay.

1.1 Tao cong viéc lién quan dén van ban

1.1.1 Xac dinh van bén lién quan

Trudc khi khéi tao mot cong viée, nguoi st dung can xac dinh duoc cac van ban lién quan téi
cong viéc d6. Pé xem cac vin ban lién quan, ngudi sir dung dua vao cac biéu tuong trong cot
“Nhdn” trén danh sach vin ban, dé xac dinh vin ban lién quan.

= | + Thém¥3nBan | [ Chiliétke vin ban duoc phn cing | - u@. u’-}
I: Ngay Bén | S6 Bén |MNhan | Han S Higu Van Ban Ngay BH Trich Y&u Ngi Dung Ngubn G Bén FL YK |Duyét GUi | Xem

Théng tr =6 123/201 4TT-BTC ngay

27/08/2014 ciia BA Tai chinh hwéng dén

1 | ) | 26-09-2014 1 Q 12312014/ TT-BTC 27-08-2014 | t6 chivc van hanh, khaithéc hé thing Thng Cuc Thué 1 i
théng tin quan Iy ngdn sach va kho bac

(TABMIS)

Thing tv 86 124/2014TT-BTC ngay

27/08/2014 cia Bo Tai chinh guy dinh thd

tuc hdiquan d6i véi xdng, ddu co ngudn

2 | [ | 28-08-2014 12 124/2014/TT-BTC 27-08-2014 | gbc mua tir nwéc ngodi tam nhip khdu @& | Tng Cuc Thué 1 1 I
s(¥ dung hean ddi @i vivi xdng, ddu mua

tiv nha may loc ddu Dung Quét taixudt

sang Lao

Danh sach van ban dén

Céc biéu tuong d6 c6 ¥ nghia nhu sau:
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o ¥ Phong ban minh sé chu tri thuc hién viéc xur ly van ban nay.
o« :Phong ban minh sé phdi phoi hop véi phong ban chii tri, dé xir 1y van ban.
o Q: Phong ban minh sé phdi xem van ban ndy, dé cé nhitng phoi hop véi cdc phong ban lién
quan trong viéc xu ly van ban.
o Néu khéng c6 biéu twong nao thi c6 nghia vin ban dé lanh dao khéng phdn céng xir Iy cho
phong ban cua nguoi dung.

Ngoai nhitng vin ban dugc phan cong xir 1y, thi ngudi dung ciing c6 thé tao cong viée tir bat
ctr mot vin ban khac duoc nhin thiy trén man hinh.
1.1.2 Khéi tao cong viéc
1.1.2.1 Cac bwéc thuce hién

Dé khoi tao cong viéc tir van ban dén, nguodi st dung thuc hién theo cac budc sau:

- Bwdc 1: Trong man hinh xem thong tin chi tiét vin ban, nguoi dung chon “Tao viéc”
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Thang Tin Chi Tiét Van Ban Bén

LT (S (a0 [EE (RSN (0N S| (2| (RO (S| (REE
Chi €& | | P.Céng | | Duwét || Chuyén i‘aouéc Trinh L B.Ludn || Hfi Bao | [H.Thanh| |Hiy KQ| |Kém File| | S 85
1 i 70.7 KB

Bam vao day dé Eﬁ'
khai tao cong viéc 1312014 TT-BTC.p
df

1. Théng tin chung:
% Loai van ban
% 5§ higu van ban
# Ngay ban hanh
# Trich y&u

% Cd guan ban hanh :
% Linh vuc, cha dé z
% Cdp di khan a

: Thing Tu!

: 131/2014/TT-BTC
. 10/09/2014

: Théng tv s6 131/2014/TT-BTC ngay 10/09/2014 cia Bd
Tai chinh sira ddi mic thug sudt thué& nhip khdu déi vdi
méat hang phan bén thudc nhém 31.02 tai bigu thué nhip
khau vu dii ban hianh kém theo thong tu s& 164/2013/TT-
BTC ngay 15/11/2013

Bd Tai chinh
Chua dugc phan loai
Binh thudng

2 . Phin cing xir by wan ban cuoa :
% 25-09-2014 15:35 (vanthu) Tru'dng Nghiép vu thué (Xem)
% 25-09-2014 15:35 (vanthu) Cuc Cng nghé& théng tin (X0 k)
% 25-09-2014 15:35 (vanthu) Cuc Thu& Thanh Phd Hd Chi Minh (Chi tri)

L O R I R N

»

m

@)@ wne |[@]

khdi tao cong viéc lién quan dén van ban

Man hinh vao khoi tao cong viéc

Sau khi chon “Tgo viéc”, h¢ thong s€ hién thi man hinh khoi tao cong viéc nhu sau:
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Khéi Tao Cong Vigc Tir Théng Tu 1072013/ TT-BTC

i) K& Hoach Céng

Moay tao:

Tén cdng viec:

C3p d5 khén:

Phan loai cha d&:

Mdi dung yéu cau
va hurdng dan
thure higén:

Danh sach nhirng
ngudi da khdi tao:

File dinh kém:

Tac {®) Vigc Thiing Thuiing ) Phan Céing Mhigm Vu

/0572014 | Nhap Théi han HT: _r _h

WEB 107/2013TT-BTC Théng tw 107/2013TT-BTC cla Bé Tai chinh
=(va 40i mivc thu sudt thué nhip khdu wu 8 46 véi mat hang
thudc nhom 2707, 2302 va 3502 tai Biéu thué nhép khiu vu d4i

|EI'|nh thwrirng |E” [ Giao d6c l&p
[ ch&p nhan ket qua tr déng

| E” E] [=] Bi&nh gia tién d& tur déng

Thire hign theo céc ndi dung yéu cdu 43 néu trong vén ban (Thing
Tw)

[0

53 1.3hi Nhdn ] ’EE 2. L&p Tién £ ] l«f.g;a. Giao Thire Hién] ’@4.Két Thie ]

- Bwdc 2: Nhip cac thong tin co ban dé khoi tao cong viéc va nhan vao biéu tuong dé

dinh kém file van ban.

Man hinh khoi tao cong viéc tir van ban
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Khai Tao Cong Viéc Tif Théng Tu' 128/2014/TT-BTC

() K& Hoach Céng Tac {®) viéc Théng Thudng ) Ph&n Céng Mhigm vy

Noay tzo: |LEMUEME | [ nhap Théihan HT: | _h__

Tén céng vigc: | VB 128/2014/TT-BTC Thing tw s0 128/2014/TT-BTC ngay
05/09/2014 ciia B3 Tai chinh hwdéng ddn v& viéc gidm thué thu nhép
¢ nhén d6i véi ca nhén lam vide tai Khu kinh t&

C3p 48 khan: |B'|nh thwéng IE" [ Gizo d5c lap
[ ch&p nhan kit qua tr déng
Phan loai chil d&: | -] E] W] Bénh gid tiEn d6 tu déng
Thuc hién theo cac ndi dung yéu cdu di néu treng van ban (Théng
Tw)
MNGi dung yéu cau
v hurdng dan
thire hign:
Danh sach nhimg ngwoi
trong cing don vi d3 khoi
tao cong viéc
Danh sach nhimg A

ngudi da khai tao:

Bim vao day dé
chon file dinh kém

File dinh kém: |

|ﬂ [ 1.Ghi Mhan |

Cai d&t thai han phai hoan thanh s& gidp ban kiém soat ofng viéc tat hon. Mhifng viéc s3p dén han
hodic quad han gidi quyEt s& the hién trén danh sdch trén cd s& thédi han nay. Cd mét 58 loai viéc khéng
6 théi han hoan thanh. Wi vay, ban cd thé ba tréing & nay néu thay khéng can thit,

°= 2. L&p TiEn Bd l [ E;,S.GiaoThL_rcHiénl [@4.Ké‘tThL’|c ]

Man hinh khdi tao cong viéc

- Bwdc 3: BAm ntt “Ghi nhdn” dé cap nhat thong tin cong viéc vao hé thong.

1.1.2.2Gidi thich cac tiéu chi nhap li¢u
» Thoi han hoan thanh

Thiét 1ap thoi gian phai hoan thanh cong viée s& giup kiém soat cong viée tot hon. Nhitng viée
sap dén han hodc qua han gidi quyét s& thé hién trén danh sach cong viéc. C6 mot s6 loai cong
viéc, khong c6 thoi han hoan thanh hodc co thé chinh stra thoi han hoan thanh nay sau, thi co thé
b6 tréng 6 nay néu thiy khong can thiét.
» Giao doc lap

Moi cong vi¢e giao di co thé giao cho nhiéu nguodi cung thuc hi¢n hodc giao ddc 1ap nhau. Néu
tich chon “Giao déc ldp” thi két qua thuc hién ctia ngudi ndy ngudi khac s& khong biét. Ngoai ra
cac v kién chi dao, binh luan vé cong viéc thi nhitng nguoi duoc giao viée ciing khong thay dugc
cua nhau.
> Chdp nhin két qud tw déng

Khi giao cong viéc xudng, ngum duoc giao can tlep nhan va xu ly cong viéc. Sau khi xu 1y
xong, ngudi duoc giao viée can phai gu’l “Yéu cdu xdc nhdn két qua hoan thanh” va nguoi
giao s& xem két qua dé dong y hay yéu cau lam lai. Néu chon muc “Chdp két qua tw dong”,
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thi hé¢ thong sé& tu dQng danh gia cong viéc d6 da hoan the‘ln‘h. Con khong tich chon muc nay,
thi nguoi giao viéce can phai lam mét budc “Xdc nhdn yéu cau hoan thanh”.
> Ddnh gid tién dé tw dpng

Néu chon muc “Pdnh gid tién dé tw dpng”, thi mirc d6 hoan thanh cong viéc s& dugc danh gia
theo s0 lugng hang muc tién do hodc nguoi duwoc giao nhiem vu. Néu khong chon, ngudi giao viée
s€ phai ty danh gia theo cdm quan cua chinh minh.
» Danh sach nhirng ngwoi da khaoi tao

Hién thi danh sach nhitng nguoi cung don vi da khéi tao cong viéc. Thong qua danh sach nay
nguoi giao viée s€ can nhac c6 nén khoi tao cong viéc hay dung lai dé tranh trung lap.

1.1.3 Giao thuc hién
Sau khi khéi tao xong cong viéc, ngudi giao viée can chon danh sach nhiing can bo lién quan
té1 cong viee dé giao thuc hién. BE giao thuc hién, nguoi st dung thuc hién theo cac budce sau:

- Bwdc 1: Tai man hinh “Khai tao cong viéc”, bam chon muc “Giao thwc hi¢n”.

B2: Giao Ngu'di Thu'c Hign Céng Viec i)

() KE Hoach Céng Tac {8} Vi&c Théng Thuding ) Phan Cong Nhigm Vu

Mgdy tac: |05/10/2014 | [] mhap Théi han HT: [07/10/2014 10014

Tén céng viec: | VB 128201 4TT-BTC Thang tr s 128/2014TT-BTC ngay
05/09/2014 cia BG Tai chinh hwéng dén v& viéc gidm thué thu nhip
cé nhén d6i vii cd nhén 1am viée tai Khu kinh t&

Cap dd khin: |Eﬁnh thuérng E” [ Giao déclap
[ Chap nhan k&t qua tr déng

Phan loai chii d&: |Cl:l'ng tac nhén sw E|| E] O] bianh i tién d t dang

Thie hién thee cac ndi dung yéu cdu 44 néu trong van ban (Théng
Tw)

MGi dung yEéu cdu
va hudng dan
thire hign:

Danh sach nhirng
ngudi d3 khai tao:

Bim vao day dé giao
ngurivi thuee hién
File dinh kém: | / |
y 4
L&_—'&& Giao Thue Hign | | (0) 4.k Thiic

8= 2. L3pTién B4

| ) 1hinhn |

Bam nit [3. Giao Thue Higén] ndy & md chifc ndng giao viéc, N&u I3 vigc ban thurc hién mét minh hodc
tam thdi chira mudn giao viéc thi hdy bam KEt Thic 4€ ddng cra s8 nay. Ban cd thé thuc hién giao viéc
I bat ky lic ndo tai chirc ndng Quén Ly Céng Viéc Bi.

Giao nguoi thuc hién cong viéc

Sau khi chon “Giao thuc hién”, h¢ thong s€ hién thi cura s6 giao viéc nhu hinh sau:
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VB 131/2014/TT-BTC Théng tw’ & 131/2014/TT-BTC ngay 10/09/2014 ciia B Tai chinh sita ddi mic thud sudt

T Tét Cé Danh Séch STT |« Ho Va Tén Chirc Yu Dang ¥L é
o Nhém Tuong Tac 1 |[7| ADMIN Chi Cuc Thué Quén |1 Quén Tri 0 :
[ Tong Cuc Thué . R .
L, 2 |[|Wan Thw Quén 1 Wan Thu ]
-{ei] \fu Chinh sach
5] Vu Phép chi 3 |[J|ADMIN ChiCuc Thué Quén |2 Qudn Tri 0
-[5iE] Vu Dy todn thu thué 4 || Lam Trudmng An Bidi Trwing ]
-[5l] Vu K& khai va KE todn thué 5 |[J| Mguyén Théi Anh Phé Trwéng P.. 0
- > . - £ £
88 Vy Quén I ng va Cirng ché ner thue & | [/ MguyEn Thi Mguyét Anh Phé Trwéng P... 0
--[5E]) Vu Qudn Iy thué thu nhép c4 nhén
L. . . 7 || Trweng Van Ba Trivéng Phong 1
--[eiE] Vu Quén ly thué doanh nghidp Ién
--[5iE] Vu Tuyén truyén — HE tro ngwii ndp thud 8 [1|T6Vén Ba BoiTrueng 0
-] Wu Hep tac quic té 9 || Mguyén Hoa Bic Phé Trwdng P... 0
-[aiE] Vy Kiém tra ndi bé 10 | [J| Mguyén Hea Bic B6i Trrrdng ]
rs - = -
8] Vy T8 chive can bg 1 |[] HEVEn Bio B5i Trudng o -
-] Vo Taivu - Quan tri
--[5iE] Vn phéng (co dai dién taithanh phd HO Chi Minh)
-{oir] Thanh tra - "
--[oii] Ban Cai Cach va Hién dai hda = = -
. ) . 1 | [J|van Thw Qudn 2 Wan Thw 0
-{eiE] Trwirng Nghiép vu thué -
{5 Tap chiThué 2 | O | Béng Thi An Pho Trring Phing o
-] Cuc Cdng nghé théng tin
& [® Cuyc Thué Thanh Phd HS Chi Minh
--[6i] Cyc Thué Thanh Phd Ha N
.[§i] Cuc Thué Tinh B3 Ning Danh sach nhimg ngwoi
-[5E] Cuc Thué Tinh Nghé An di chon dé giao thiee
-[oii] Cuc Thué Tinh Bac Ninh hién céng viéc

Danh sach cic
phong han

Man hinh giao thyc hién cong viéc
- Buwdrc 2: Tich chon nhitng nguoi can giao viéc, 161 bam nit “Thém vao” d¢ dua nhirng nguoi
duoc chon vao danh sach nhiing nguoi can giao viéc. Sau do, bam nut “Giao thwe hién” dé gui
cong vi¢c to1 nhitng nguoi da chon.

1.1.4 Lap hang muc tién do
Viéc lap hang muc tién do 1a khong bét budc, nguoi dung tu quyét dinh viéc 1ap hoac khong
1ap tién do. Dé lap tién do, nguoi st dung thyc hién theo céc theo cac budc sau:

- Buwdc 1: Tai man hinh “Khéi tao céng vigc”, nhan chon “Ldp tién dé”.
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B2: Giao Ngu'di Thuc Hién Céng Viéc

i) K& Hoach Cdng Tac {®) Vigc Thang Thurdng {Z) Phan Céng Nhiém Vu

Mgay tao: [05110/2014 | [] mhap Théi han HT: [08M0/2014 14015

Tén céng vic: | VB 131/2014/TT-BTC Thing tr 86 131/2014/TT-8TC nody
10/09/2014 ciia B4 Tai chinh sia 88i mic thué sudt thué nhp khiu
dhi vixi mat hang phén bén thudc nham 31.02 tai bidu thué nhip

Cap &6 khin: |Ennh thiréng E|| [ Giao déclap
[] ch&p nhan ket qua tur dang
Phén loai cha g&: | E" D [w] Banh gid tién d& tr déng
Thue hién thee cac ndi dung véu cu 48 néu trong vén ban (Thing
Tw)
MGi dung yéu :i;u
va hurdng dan
thure hign:

Darh sach nhiing | 1 nguyn Binh Tén;

naurdi da khdi tao: P -2
Bam vao day dé lap
tien d¢ cong viéc
gl
File dinh kém: | [0]
o . .. .
e ][ ae s @ uae

B3m nit [2. Lap Tién ©4] nay {phim t&t Cirl+5) d€ thure hign ghi théng tin vao cd sd dif ligu.

Cach vao lap tien do thuc hién cong viéc

Sau khi chon “Ldp tién d¢”, hé thong s& hién thi cira s6 14p hang muc tién do nhu hinh duéi:

Quan Ly Hang Muc Va Xir Ly Tién Bé Céng Viéc

Tén hang muc: || |

Théi gian drkiénbat ddu: & Yéu Cau Hodn thinh: Thire hién: -]

Ghi chi:

Man hinh quan Iy hang muc va xit Iy tién dé

- Buwdc 2: Nhap thong tin vao céc tiéu chi tén hang muc, thoi gian du kién bat dau, thoi gian yéu
cau hoan thanh va chon nguoi thuc hién dé tao tién do cong viéc.
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Quan Ly Hang Muc Va Xir Ly Tién £4 Cong Viéc

Tén hang muc: |Tlé|'| an

Thai gian durkién bat dau: ~ © [3] veucauHoan tharh: The hign:

Ghi chi:

Bim vao dav aé chon

ngwdi thye hién

Ldp tién do thuc hién cong viéc
- Buwdc 3: Bam nut “Ghi nhdgn” d¢ luu tién do cong viéc vao hé thong hodc nhan “Hiy bo” dé
huy vi¢e lap tién do. Sau do bam nut “Két thiic” dé quay veé man hinh trudc do.

1.2 Chirc ning lién quan

1.2.1 Xem danh sach cong viéc
Sau khi tao xong mot cong viée, ngudi sir dung vao chirc ning “Viéc giao, trién khai” dé xem
danh sach cong viéc. Pay la danh sach cong viéc ban tao ra dé giao va chi dao nguoi khac xu 1y.
Pé xem danh sach cong viée, ngudi dung thyc hién nhu sau: Vao chtc ning “Céng vige =

Viéc giao, trién khai”.
S -
Twmmnﬁdewmhmlnatgaod‘nmrﬁ

Tigp nhdn cic odng vigc do ngudi khéc gizo hodc 8 xudt,
T ar by cBng viée duoe giao hodc gizo Lai dwng.rﬁlchat

o )
|
. : G
* T QT

Vao chirc nang “Viéc giao, trién khai”
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Sau khi chon “Viéc giao, trién khai”, h¢ thong s€ hién thi danh sach cong viéc nhu sau:

Giao Trién Khai Cong Viéc 2 HThullhd B Bong
EI Hién Thi - Tt Ca CacCha BE - ® VidcPang Giao ~ () ViécBa LuuTrii [ Viéc Cia CEp Dudi
STT @ MNgay Ma Naudi Giao Tén Cdng Vigc CVBi B.Dd | % | Mlc B9 Hoan Thanh Conlai | BL ¥ Kién Nhan Xét, Banh Gid =

HOIDLIIGCI.IOCHOPGLADBAN(OHG Q:,vh
TAC KIEM TRA NOI BO QUY 4 NAM 2014

VB 329/QD-TCT Quyét dinh 323QB-TCT cla
2 | %3] 12-09-2014 | 38 |Nguyén Binh Tén Téng cuc Thué v& viéc ban hanh Quy trinh 32%
quén Iy déng ky thué

1 *¥*01-09-2014 | 45 | Nguy&n Dinh TSn 40% 2th2sn

VB 02/2012/TT-BTC Théng tw 56
02/2012/MT-BTC cia Bd Tai chinh ngay
3 | {99 12-09-2014 | 40 |Nguyén Dinh Tn 05/01/2012 quy dinh ché @4 thu, nép, quan b 49%,
v slF dung 1§ phi trong finh virc hoat ddng
hanh nghé ludt sw tai Viét Nam

m

B 905/QD-TCT Quyét dinh =4 905/QD-TCT
4 | {99 1309-2014 | 41 |Nguyén Dinh Tén ciia Téng cuc Thué ngay 01 théang 07 ndm 0%
2011 vv ban hanh Quy trinh hoan thué

B 1588/0B-HETD Quyét dinh sd
1568/0D-HDTD ngay 11/9/2013 viv phé
5 |¢%3| 13-09-2014 | 39 |Nguyén Binh Tan duyét danh sach thi sinh @i diéu kién dw B81%
phdng van d& xét tuyén dung céng chic
Thng cuc Thué ndm 2013

—
—
—
VB 90%/QD-TCT Quyét dinh sd 909/QD-TCT
6 || 1509-2014 | 42 |MouyEnBinhTAn  |ngdy 7/B/2009 vé viéc ban hanh Quy ché 100... | — -
—
—

phiing, chiing tham nhiing trong nganh thué

VB 123/2014/TT-BTC Théng tw 56
123/2014/TT-BTC ngay 27/08/2014 cia Bd
7 | €94 17-09-2014 | 43 | Nguyén Dinh Tn Téi chinh hwéng din t6 chive vin hanh, khai 40%
thac hé thdng thing tin quan ¥ ngén sach va
kho bac (TABMIS)

VB 124/2014/TT-BTC Thing tw =6
124/2014/TT-BTC ngdy 27T/08/2014 cia Bo
Tai chinh quy dinh thi tuc hii quan ddi vi
xdng, ddu cb ngubn gbc mua i nwéc ngoai
tam nhép khdu d& si dung hodn d6i ddi vei
xdng

8 || 19-09-2014 | 44 |Nguyén Binh Tin

VB 131/2014/TT-BTC Théng tw s6
131/2014/TT-BTC ngay 10/09/2014 cia Bé
Tai chinh =i¥a #fi mike thué =it thué nhan

Man hinh hién thi danh séch cong viéc

Gidi thich cdc tiéu chi hién thi trén danh sdch cong viéc:
- Tiéu chi “Hién thoi”: Bam vao day dé chon nam can liét ké cong vigc. Néu chon gid tri la
“Hién thoi” thi hé théng s& hién thi tit ca cac cong viéc tu trude téi nay. Khi do, viéc loc
thong tin khong phuc thudc vao thoi gian ma phu thudc vao trang thai va phan loai céng Viéc.

T3t Ca Cac Chi D& ~ ® viecbang Giao ~ ) VigcBaLwuTrir [ Vigc Cia Cap Dudi [
r|5% HignThgi S . P .
STl 3 Tén Céng Viec CVBi B.BG| % | Mic B3 Hoan Thanh Canlai | BL | ¥ Kién Nhan Xét, Banh Gid
= Ném 2011 = = = = = S
NOI DUNG CUQC HOP GIAO BAN CONG TAC KIEM TRA NOI BO B
1 5 = = - - = = | 40% 2th25:
—  NEm2012 QUY 4 NAM 2014 e — "
2| = nam2013 VB 328/QB-TCT Quyét dinh 328/0B-TCT cia Tong cyc Thué vé vige 2%
ban hanh Quy trinh quén iy ddng ky thué —
—| = Nimz014
B, = A 02/2012TT-BTC cia B4 Tai chinh
3 | = HNdm2015 V _Fh'-}nn nam l:a’n thu, ndp, quan K va si dung & phi 49% | —
—  NimZ2016 troy liét kf daﬂ:}:’l‘ sach & lugt su tai Viét Nam
o= namz0i7 ) cong viec S/QE-TCT cila Tén g cuc TI"ILIé -
ngay 0 wv ban hanh Quy trinh hoan thug
VB 1568/0D-HDTD Quyét dinh s8 1568/0D-HOTD ngay 11/8/2013
5 (%] 13092014 | 39 | wiv phé duyétdanh séch thisinh di didu kién du phong van a8 xét B1% |
tuyén dung cng chirc Tong cuc Thué ndm 2013

Hién thi danh sdch céng viéc theo thoi gian (theo ndam)

- Tiéu chi “Tat Ca Cdic Chii Pé”: Bam vao day dé chon chu dé phan loai cong viéc, khi chon
chi dé nao thi hé th6ng s& hién thi cac cong viéc thudc chu dé d6. Néu dé mac dinh thi hé théng s€
hién thi tat ca cac cong vigc.
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. Giao Trién Khai Céng Viéc % FHThulhd B Bong
@ Hién Thai v|| TStCa CacChi D& v %mmm v O VigeD3LwuTrir [ Vigc Cia C3p Dudi |~ Q=
57 TAtCACacChiBé=313 = £
STT & Ngay Il Tén Céng Viéc CVDI [B.BE | % | Mirc £ Hoadn Thanh Conlai | BL | YKiénNhdnXét, DanhGid | TV | *
= Congtac nhdn sy =3 Py Py
i CUQC HOP GIAO BAN CONG A
1 "¢ 01-09-201 P ettt 40% 2th25n
Z = Céng tac tai chinh = 0 TRA o —
- 3i Bdt Phé i Chii Bi& Bim chon chi dé cén
> {E} 12-09-2044 .7 Cai Bat Phdn Loai Chi Be . - N 300,
TRy ding liét ké danh sich N
VB 02/2012/TT cdng vige )}
02/2012TT-BTC .
3 |53 1209-2014 | 40 | Nguyén Binh Tén 05/01/2012 guy dinh ché da thu, nép, guan iy 49% | —

va s dung 1€ phitrong linh vwc hoat déng
hanh nghé lut sw tai Viét Mam

m

B 905/QD-TCT Quyét dinh =6 $05/QD-TCT
4 | €53 13-09-2014 | 41 |Nguyén Binh Tén cilia Tng cuc Thué ngay 041 thang 07 ndm 0%
2011 wv ban hanh Quy trinh hoan thué

VB 1568/0B-HDTD Quyét dinh s6
1568/QB-HDTD ngay 11/82013 viv phé
5 67| 13092014 | 39 | NguyénBinhTn | duyétdanh séch thisinh 40 diu kién dw 31% | p——
phing vén d& xét tuyén dung cing chivc
Téng cuc Thué ndm 2013

VB 909/QB-TCT Quyét dinh =6 09/0D-TCT
& (<)) 1509-2014 | 42 |NouyénBinhTin | nody T/8/2009 v& viéc ban hanh Quy ché 100... | ——— =3
phing, chiing tham nhiing trong nganh thué

Hién thi cong viéc theo chu de

- Tiéu chi “Hién thi ngwoi giao, ngwoi nhdn”: Bam vao biu tugng , 101 tich chon “Hién
thi ngwoi giao va hién thi nguwoi nhdn” dé hién thi danh sich ho tén ngudi giao viéc va nguoi
nhan viéc.

Giao Trién Khai Céng Viéc %2 | % Thulhd B  Bong

atCaCacCha B ~ ®) VigcPang Giao ~ ) ViécP3 LuwuTrii [ Viéc Cia C3p Dudi - o~
; a Cip Q=

-

| Hign thingu#i giao

. . Ngurii Giao Tén Céng Vic CVBi B.BB| % | Mirc B Hoan Thanh Conlai | BL | ¥ Kign Nhan Xét, Banh Gid | TV
| Hién thi ngwi nhan

NOI DUNG CUBC HOP GIAQ BAN CONG
TAC KIEM TRA NGI BO QUY 4 NAM 2014
=== NGUOT XIF LY:

g
3
-l
g
£
i

mmemm Danh sich ngwoi
DUONG THE QUANG; nhin viéc

NGUYEN SOM;

NGUYEN VAN SONG;

.T‘GR]NH TTHZ[“E[i:Il.I‘rTHU‘i"' [CFTLS 2th2si L4
RI ITH g — n

LE NGOC TUARN;

BUI VAN TUONG;

TRAN THI TUYET HOA;
PHAM NGOC LOG; _

TRUONG MANH TUONG;

~
~k

01-09-2014 | 45 |Nguy&n Pinh Tan

Thing tin ngeii
giao viéc

VB 320/0B-TCT Quyét dinh 329/QE-TCT cia
Thng cuc Thué v& viéc ban hanh Quy trinh 329,
quan Iy dang ky thué —
=== Ngwi xb by

2 | 6% | 12-09-2014 | 38 | Nguyén Binh Tdn

VB 02/2012TT-BTC Théng tw sb
02/2012TT-BTC cia B Tai chinh ngay
05/01/2012 guy dinh ché da thu, ndp, quan
va s dung I& phitrong finh virc hoat dong 49% | —
hanh nghé ludt sw tai Viét Nam
=== Nguwii xi by

3 | 6% | 12-09-2014 | 40 | Nguyén Binh Tén

VB 905/0D-TCT Quyét dinh s6 805/Q8-TCT
ciia Téng cuc Thué ngay 01 thang 07 ndm

. :
i {E} B 41 |Nguyen Binh Tan 2011 ww han hanh Qi trinh hnan thd

0% -

Hién thi thém ho tén Nguwoi giao, Ngieoi nhdn cong viéc

- Tiéu chi “Viéc dang giao”: Bam vao day d¢ hién thi tat ca nhirng cong viéc mai tao, viéc da
giao chua c6 nguoi nhan, viéc giao da c6 nguoi nhan, viéc giao chua cd két qua, viéc da hoan
thanh,...
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.

Cloud

Giao Trién Khai Céng Viéc % % Thulhd § Bong

écPang Giao - | Viéc D& LwuTrit [ | Viéc Ciua Cap Du'di

STT (@ Nody M3 Tén Céng Vigc CVBi B.BB | % | Mic B Hoan Thanh Conlai | BL | ¥KénNhdnXét, BanhGida | TV | *
™ NOL DUNG CUGC HOP GIAD BAN CONG TAC KIEM TRA NOT BO B
1 "% 01-09-2014 | 45 |0y anAm 2014 5 | 20% | — 2th25n
VB 329/Q8-TCT Quyét dinh 323/QB-TCT cila Téng cuc Thué vé vidc

12-09-2014

g

ban hanh Quy trinh quan f déng ky thué —

VB 02/201ZTT-BTC Thing tw 58 022012 TT-BTC clia BA Tai chinh
3 | 65| 12-09-2014 | 40 | ngdy 0S/01/2012 quy dinh ché @6 thu, ndp, quan I v s dung I8 phi 49% | —
trong finh vwrc hoat déng hanh nghé ludt sw tai Viét Nam

VB 905/08-TCT Quyét dinh s6 905/QB-TCT ciia Téng cuc Thué

13-09-2014 | 41|04y 01 thang 07 ndm 2011 vv ban hanh Quy trinh hoan thué

0%

VB 1568/0D-HETD Quyét dinh s6 1568/QB-HETD noay 11/5/2013
13092014 | 39 | viv phé duyét danh séch thisinh di didu kién di phong vén dé xét 81% | p——
tuyén dung chng chirc Thng cuc Thué ndm 2013

Man hinh hién thi cac cong viéc dang giao thuc hién

- Tiéu chi “Viéc da lwu triv”: BAm vao day dé hién thi tat ca cac cong viéc da dua vao luu trit.
Tat ca cac cong viée du dang ¢ trang thai nao (ké ca viée chua giao, viéc chua lam xong) ciing c6
thé dua vao luu trit. Khi di dua vao Iuu trit thi duoc hiéu 1 cong viéc da khép lai, nhitng nguoi
duoc giao viée ciing khong thé thao tac gi thém dbi voi cong viéc dugc giao nita.

Biang

Giao Tri€n Khai Céng Viéc 2 | % Thulhd B

EI Gia0 2014 ~ TAtCaCacChipe v () VidcPangGiao ~ [ Viéc Ciia C3p Dudi | - @E
5 Tén Cang Vige CVDI [B.BB| % |MicBiHoanThanh | Conlai | BL | ¥K&nNhanXét, DanhGia | Tv

VB 328/QB-TCT Quyét dinh 329/0B-TCT cia Téng cuc Thué vé viéc
ban hanh Quy trinh quan Iy ddng ky thué

€93 1209-2014 | 38 32% | p—

Hién thi danh sach cac viéc da dwa vao luu triv

- Tiéu chi “Xem viéc cap dwoi”. Bam vao day d¢ hién thi nhiing cong viéc do cap dudi hoac
nhirng ngudi ma ban dugc trao quyén giam sat dang to chirc thuc hién. C6 thé chon xem cong viéc
theo t0 chirc hoac theo don vi.

Giae Tri€n Khai Céng Viéc

Hién thi danh sdch cong viéc cua cd'p duwoi dang thwe hién

- Tiéu chi “Murc dp hoan thanh”: Néu cong vi¢c ¢6 hang muc tién do, thi mirc dd hoan thanh s&
tinh theo sd luong hang muc hoan thanh trén téng ) hang muc. Nguoc lai, néu khong c6 hang
muc tién d9, thi sé tinh theo s6 ngudi hoan thanh trén tong s6 ngudi duoc giao thyc hién (ngudi
giam sat khong dugc tinh). Néu cong viéc duoc tao ma khong tich vao lwa chon “Pdnh gid tién
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dé tw dpng”, thi ngudi dung co thé kich dip vao cot “Mikc dp hoan thanh” dé ty diéu chinh lai
gia tri hoan thanh theo danh gia cta ca nhan.

Giao Trién Khai Céng Viéc % | % Thulhd B £ong
@ Hién Théi ~ TitCaCacChaDe -~ () VigcPangGiao v (O ViecDalwuTriv [ ViécCita C3p Dudi -l =
STT & Noay M3 Tén Céing Vic CVBi B.EB % ﬁfx D Hoan Thanh ?:(‘m Lai |BL | YKiénNhdnXét, DanhGid TV | *
. NOIDUNG CUGC HOP GIAO BAN CONG TAC KIEM TRA NOI BO A
1|5 01-09-2014 | 45 | ol a M 2014 & |a0% I_ 2th25n
VB 02/2012TT-BTC Thing tw 58 02/2012MT-BTC cia B§ Tai chinh
el {E} 12-09-2014 40 | ngay 05/01/2012 guy dinh ché dd thu, nép, quan Iy va si dung 1§ phi 49% _
trong finh virc hoat ddng hanh nghé ludt sw tai Viét Nam
VB 905/QB-TCT Quyét dinh 56 905/QD-TCT cia Tong cuc Thué |
3 |G| 13092014 | 4 ngay 01 thang 07 ndm 2011 vv ban hanh Quy trinh hoan thué 0% Iy
VB 1568/Q8-HETD Quyét dinh 55 1568/08-HETD ngay 11/9/2013
4 (%3 1309-2014 | 39 |viv phé duyét danh séch thisinh di didu kién du phéng vén d& xét 81% |
tuyén dung cng chirc Téng cuc Thué ndm 2013 |
VB 909/QB-TCT Quyét dinh 56 909/QD-TCT ngay 7/3/2009 v& vidc ‘
5 |1 Zo “E ban hanh Quy ché phang, chéng tham nhiing trong nganh thué o 1
VB 123/2014/TT-BTC Thing tw 58 123/201 4TT-BTC ngdy 1
6 | (<3| 1709-2014 | 43 |27/08/2014 cla B4 Tai chinh huéng din t8 chirc vén hanh, khaithac 40% | —

hé théng théng tin quén tf ngdn séch va kho bac (TABMIS)

VB 124/2014/TT-BTC Thing tw 58 124/201 4TT-BTC ngdy
o e ) = = f me
7 6| 19002014 a4 27:!0512‘ D14lcua‘Eu Tai c[1|nh auy ﬂ!n\h_ thi 1I._Iclhﬂl quan t?DI'VD‘I ®ang, 7% | p—
ddu co nguon goc mua tir nwe'c ngoai tam nhap khau & s dung

hoan d6i dbi vivi xdng

VB 131/2014/TT-BTC Théng tw 86 131/2014/TT-BTC ngay
10/09/2014 cia B& Tai chinh siva d6i mivc thué sudt thué nhép khiu
8 || 25-09-2014 1 | a@di vivi mdt hang phan bén thudc nhom 31.02 tai biéu thué nhép khéu 0% |
wu d4i ban hanh kém theo théng tw s6 164/2013TT-BTC ngay
1501172013

Biéu dién mirc do hoan thanh cua cong viéc

- Tiéu chi “Con lgi”: Dt li€u ¢ trén cOt nay, giup nguoi giao viéc xac dinh dugc thoi gian con
lai dé thyc hién cong viéc. Néu cong viéc vuot qua thoi han xur 1y, thi gia tri s€ 1a gia tr1 am. Con
néu cong viéc dang trong thoi gian thuc hién, thi gia tri s€ 1a duong.

Giao Trién Khai Cong Viec ¢ | & Thulhd B  Bong
E| Hign Thoi ~ TitCaCicChudé ~ (3 VigcPangGiao » () VigcDaLwuTrd [ ViecCia Cap Dudi | | - Q=
STT (| MNoay M3 Tén Céing Vigc CVEi [B.DB % | Mic £8 Hodn Thanh F(‘m Lai 'p  Kign Nhan Xét, BanhGia | TV |
™ 101 DUNG CUOC HOP GIAQ BAN CONG TAC KIEM TRA NOI BO A
1 %)01-09-2014 | 45 | v kM 2014 & 10% 2th25n
VB 02/2012TT-BTC Théng tw s6 02/2012TT-BTC ciia BS Tai chinh
2 | 33| 12-09-2014 | 40 |ngdy 05/01/2012 quy dinh ché @6 thu, ndp, quan Iy va si¥ dung 1§ phi 02 | 49% | pe—
trong finh vipe hoat d6ng hanh nghé lut sw tai Viét Nam
VB 905/QD-TCT Quyét dinh =6 905/QD-TCT ciia Tdng cuc Thué
3 D1 Zuis O ngéy 01 thang 07 ndm 2011 vv ban hanh Quy trinh hoan thué 2
VB 1568/0D-HOTD Quyét dinh =6 1568/QD-HDTD ngay 11/9/2013
4 £90] 13092014 | 39 |viv phé duyétdanh séch thisinh @ digu kin di phong van @& xét B1% | p——
tuyén dung céng chirc Téng cuc Thué ndm 2013
VB S09/QE-TCT Quyét dinh 56 S09/QE-TCT ngay T/8/2009 vé vide
5 (&1 mubk | e Quy ché phong, chiing tham nhiing trong nganh thué 100... | p—
VB 123/2014/TT-BTC Théng tw s6 123/201 4TT-BTC ngay 1
§ |%)| 17-09-2014 | 43 | 27/08/2014 cia B4 Tai chinh hwéng dan t6 chive van hanh, khai thac 40% | p—
hé thiing thing tin quan y ngén sach va kho bac (TABMIS)

Thoi gian con lai dé xir Iy cong viéc
1.2.2 Xem chi tiét cong viéc
D¢ xem chi tiét cong viéc, nguoi st dung thyc hi¢n theo cac budce sau:

- Bwdc 1: Tt danh sach cong viéc, chudt phdai vao mot cong viéc = chon “Xem chi tiér’. Hodc
kich dup 1én cong viéc do.
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Giao Tri€n Khai Céng Viéc g | % ThuMha B Bong
EI Hién Thii TatCa CacCha P& ~ @ ViscPangGiao v () VigcDaLwuTrir [ Viéc Cia C3p Dudi | > 1 Q -
ST 5| Ngay M3 Tén Céng Vigc CVBi B.EB| % | MIc B3 Hoan Thanh Conlai | BL | ¥KiénMNhan¥ét, DanhGid | TV | ©
[ NOI DUNG CUGC HOP GIAO BAN CONG TAC KIEM TRA NOI BO A
1% 01-09-2014 | 45 | oiw Ak 2014 L 10% 2th25n
VB 02/2012/TT-BTC Théng tw 56 0

2 |5 | 12-09-2014 | 40 | ngay 05/01/2012 quy dinh ché 45 [rQ 1. Xem Chi tigt & | 20%
trong finh vwe hoat ddng hanh ngh

2, Thém méi
VB S05/QD-TCT Quyét dinh s6 908 =mm
ngdy 01 thang 07 ndm 2011 wv ban| > 3. Siva

3 69| 13092014 | 41 0%

VB 1568/QD-HOTD Quyét dinh g6 | 2 4 Xod
4 {E} 13-09-2014 39 | viv phé duyét danh sach thisinh d ED
tuyén dung céing chive Tong cuc TH
VB 909/0D-TCT Quyét dinh =6 009 <% 6. Giao xi¥ Iy
ban hanh Quy ché phing, ching t [ 7. cChigao

5. Sao chép 81%

5 % | 15-09-2014 | 42

m

VB 123/2014TT-BTC Théng tw s6
B | ih| 17-09-2014 43 | 27/08/2014 cia Bo Tai chinh hwon

82 & Theo doi két qua
hé& théng théng tin quan I ngdn sad 57 9 Danh gid

40%

VB 124/201 4/TT-BTC Théng tw sé A Tam khod
27/08/2014 cia BG Tai chinh quy 4 )
ddu cé ngudn obc mua tir nwéc ng:
hodn dbi ddi vivi xdng

|
—
I
100... | ————————
—
L

75| 19092014 | 44 (=) B Kétthic 87%

FE  C Leutriy

VB 131/2014TE-BTC Théng s 1 __ I
10/08/2014 ciia B6 Tai chinh siva g == D- Quén If fign 48

Man hinh vao xem chi tiét cong viéc

Sau khi chon “Xem chi tiét”, hé théng sé hién thi man hinh thong tin chi tiét cong viéc nhu sau:

Théng Tin Chi Tiét Céng Vigc

tannd |T—m 350KB mngth.S KB miyh |7—m 43.0 KB

Vi_1788_TB-CTXTM  BacCao2009.DOC 42259.doc
B.doc

Ly Danh sach cac chiec
nang lién quan

Khay cha file
dinh kém

l () 1. Thing Tin Chung ] l 2 2. Ngudi Thu Hign ] [ %3 3, Danh Sach Tign £6 ] [ UE 4, Bigu BE TiEn BA

® 1.TatCa ) 2.5 Kign ) 3. Trao B&i ) 4. Pén Béc

|1. THONG TIN CHUNG VE CONG VIEC: |
% Tén cong viec: NOI DUNG CUOC HOP GIAO BAN CONG TAC KIEM TRA NOI BO QUY 4 NAM 2014
% Cdp d6 khan: Binh thudng (30/12/2014 08:00:00)
% Yéu cdu va hudng dan thuc hign:
Ngay 01/09/2014, Cuc Thué& hop giao ban danh gia tinh hinh thirc hién céng tac kiém tra ndi
bd quy IV ndm 2014. Sau khi nghe bio cdo va thao ludn, Ban lanh dao Cuc Thué d3 théng
nhat k&t ludn va chi dao cac ndi dung nhu sau:

m

2. DIEN BIEN SU' KIEN, THAO LUAN:

Nguyén Dinh Tan

05-10-2014 15:34

[Sur kién] Banh dau trang thai hang muc cdng viéc

Té&n hang muc RA soat lai nhitng cdng viéc phat sinh tai don vi, danh gia kha nang rii ro 6 thé
xay ra sai pham d& chi dao bd phan kiém tra ndi b thuc hién kiém tra; thudng xuy&n giam
sat, chi dao cho cac doan thanh tra kiém tra néi bé dé& thuc hién diing muc tiéu, yéu do Lm
Thai Binh thuc hién d& dugc chuyén tra lai trang thai chua hoan thanh

Nguyén Dinh Tan -

Man hinh xem théng tin chi tiét cong viéc

Tai day, nguoi dung c6 thé xem thong tin chung vé cong viéc, cac file van ban lién quan,
dién bién sy kién, thao luan va thyc hi€n nhanh céc chirc nang lién quan t61 cong viéc.

Ngoai ra, tai ctra s6 xem chi tiét cong viéc nguoi dung cling c6 thé xem lai cac trudng sau:
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- Xem lai danh sach tién dé

sdch tién dp”’, nhu hinh duéi:

Théng Tin Chi Tiét Céng Viéc

da lap: Pé xem danh séch tién do, nguoi dung bam chon “Danh

Vi_1788_TB-CT-KTN
B.doc

BaoCao2003,DOC

Ao

| (N (ICEN| (SN (NCON (IS E| (P (| (REE < =N I
Sia ¥od || Chép || Giae | [C.Bae| [ B.GiE | | Khed | | & | [KThic| | Huf Lo || PHE || TEE | | 588 | v | |koud
tannd ISOKE  tuongt 7ISKE  myh 43,0 KB

W m () W

Bim vao diy dé xem
danh sach tién d6

i

| ("} 1. Théng Tin Chung | | 2 2. Nogudi Thue Hign

'{E} 3. Danh Sach Tién B4

L2 4, Bigu BE Tign B

* 1.TatCa

") 2. 5w Kién

) 3. Trao B&i

) 4. Pén Béc

Man hinh vao xem lai danh sdch tién do

Sau khi chon “Danh sdch tién do”, hé théng s& hién thi danh sach tién d6 nhu hinh dudi:

Théng Tin Chi Tiét Céng Viéc

»

m

Danh sdch tién dé

b E o T " =
S0 (| (RT| | (| | (| (P | (| (e = =N =
Sia Hod Chép Giao C.Bao | | B.Gi3 khoda 1 k. Thie Huy L P Héi T.B5 584 4 Bl k. ou3

taniny 50 KB 735 KB k 43.0 KB
L 7 .
Vi_1788_TB-CTHTN  BaoCz02003.00C 42259 doc
B.doc
l (_} 1. Théng Tin Chung ] [ &2 2. Mgudi Thut Hign I [ £%3 3, Darh Sach Tién D& I [ W& 4, By DS Tign B
STT HT Tén Hang Muc Théi Gian BSt D3u | Théi Gian Du Kign | Con Lai MNgurdi Thurc Hign
9 | fL.:j””g Tin Hoc trien khaiVan phong diEn | 44 nam014 1700 | 01/082014 17:00 | Zthdn | MaiVin Quang
- A E . £
2 | :n';":;" truyen ddy manh khai thue qua 01/05/2014 13:35 | 0102014 13:35 | -£n2g | Trinh ThiThu Thuf
5 LB . I - .
3 | ;E"t%n" Hoc trien khai cong théng tin | o neon14 17.00 | 01/09/2012 17:00 | -1th3n | Mai Vén Quang
L& £ 4 o L& . " .
4 | E‘i:ﬁéﬂp dattrang thict Bivan pheng | 4 o namnqa 17:00 | 15/08/2014 10:00 | 1th21n | Nouy&n Thi Sweng
Trung tm dif éu bdo cdo va 3& xuft
5 | =%  phweng én chudn biha ting tién hanh 29/07/2014 17:00 | 29/08/2014 17:00 | -1thén |Dweng Thé Quang
néng cap hé thing Server CSOL
Phang Kiém tra ni bé tham nhiing, 48
xuit Ban chidao phong ching tham
nhiing cla Cuc Thué digu chinh k& hoach ) ] R
i1 ij 2008-2010 theo quy chié cﬁaTﬁng cue 01/08/2014 11:34 | 28M1/2014 17:00 Trreng Manh Twang
Thué va ké hoach phéng chong tham
nhiing qudc gia.
Phang tin hoc phdi hop clng véi cic
7 | =% phong ban, khi céc phong ban cén trich 01092014 11:39 | 29122014 17:00 | 2th25n | MaiVén Quang
xudt 56 liéu
| [@ @we [0
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- Xem bieu do tien do: D€ xem biéu do tien d, nguoi dung nhap chon “Biéu do tien do”.

Théng Tin Chi Tigt Céng Vidc o |
. 5 [l N I =
SN (R (LIRSS (O (S E | e D | (e = (SN =N N
sla ¥od | [ Chép | | Giae | [C.Bac| | B.Gi& | | Khoa ME | |KThie| | Huf Lea || PHE | | TEE | | 586 | | cwei| |Koud
tannd I50KE  tuongt 735 KB iyt 43,0 KB
W m | ] W
Vi_1785_TE-CT4TMN  BaoCao2009.D0OC 42259, doc e i izoe
B.doc Bam vao diy dé hién
thi biéu do tien do
[ () 1. Théng Tin Chung l [ 22 2. Ngudi Thise Hign ] [ £ 3, Danh S&ch Tign £ ] g 4, Bigu £ Tign D6 II
() 1.TatCa () 2.5y Kign ) 3. Trao D&

) 4.9én Déc
Vao xem biéu do tien do cong viéc

Sau khi chon “Biéu do tién d¢”, h¢ thong s€ hién bi€u do nhu sau:

Biéu D% Biéu Dién Theo

Thang 4/2014
STT Tén Hang Muc Naay

i1 7 a8

Man hinh biéu do tiéen do cong viéc

1  Soanthdo céng van tra IGi 02/04,2014

2  Léndanh sach cdng nd

03/04/2014

- Xem danh sach nguoi thuc hién: Pé xem danh sach nguoi thyc hién, nguoi dung nhép chon
“Nguwoi thuc hién”.

Théng Tin Chi Tiét Céng Viéc

Sla ¥od Chap Giao | |C.Bao| | B.Gia | | khoa

2R R DR R E

hi E.Thic | | Huy

tannd ISOKE  mongt FISKE  myk 43,0 KB
W m | i)

W

Vi_1788_TB-CT-KTN

=~
B.doc

Bim vao day dé xem danh
sich ngwdi thiee hién
ey

| (C} 1. Thng Tin Chung | l& 2, Nguii Thu Hign

£%3 3. Danh Sach Tign £5 | | U2 4, Bifu £E Tign B4

) 1.TatCa ) 2. S Kién () 3. Trao Déi ) 4. Pén Déc
Man hinh vao xem danh sach nguoi thuc hién

Sau khi chon “Ngwoi thuwe hién”, hé thdng s& hién thi danh sach nhitng ngudi thuce hién
nhu sau:
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Théng Tin Chi Tiét Céng Vigc

S [N (IEER (SN (BCON| | (RN (| (= (RN MEEN (R NN (NEEN (N-B (B
Luu

Sia ¥od Chép Gigo | (C.BZe | | .G | | khed Wi | [K.Thie| | Huw P.HSi | | T.BG R

Ly}
<
=
i
[=]
=

T

tannd I50KE  wongt 735 KB myk 43.0 KB

Wi_1785_TB-CT-KTM  BaoCao2009.DOC 42258.doc
B.doc

[ (] 1. Théng Tin Chung ] B 2. hgui Thue Hign £ 3. Danh Sach Tién B& l l U2 4, pigu DG Tign B8

ST Ho V& Tén Théi Gian Giao Mhan | Trang Thai PL| TT Banh Gia KEt Qua =
1 R Trrong Van Ba 30-09-2014 11:28
2 R Lam Thai Binh 30-08-2014 11:28
3 | fL L& Thanh M§ 30-09-2014 11:28 | 20p | Chwa hodn thanh F. 4
4 | B HaTiép Ham | 30-09-2014 11:28 =
5 ‘?h Nguygn ThiHanh |Hga 30-09-2014 11:28
& | JL |DdngKnhic Phic | 30-08-2014 11:28 | 22p | Dang thwe hign —
T ,3, Dweng Thé Quang | 30-08-2014 11:28
8 ‘?. Nguygn Son 30-09-2014 11:28 =
9 ,EL Mguyén Wan Song | 30-09-2014 11:28
10 ‘?. Ngu‘,rgn Thi Sweeng | 30-09-2014 11:28
1 | B | Trinh ThiThu Thuy | 30-09-2014 11:28
12 | B | LeNgoc Tudn | 30-09-2014 11:28
13 | JL | Blivan Twéng | 30-09-2014 11:28
14 | Bb | Trhn Thi Tuyét Hoa 30-09-2014 11:35 o

@0 wm (@]

Danh sach nguoi thuc hién cong viéc
1.2.3 Tao phén loai cong viéc theo chi dé
Khi nguoi sir dung phai quan 1y nhiéu mang coéng viéc ciing mot lic thi c6 thé 1ap danh sach
cac chu dé, dé phan loai cong viéc theo tirng mang khac nhau, nham quan ly cong viéc mdt cach
khoa hoc, c6 h¢ thong.
Dé phan loai cong viéc, nguoi sir dung thuc hién theo cac budc sau:
- Bwdc I: Vao chuc ning “Céng viéc = Viéc giao, trién khai”

Sau khi chon “Viéc giao, trién khai”, h¢ thong s€ hién thi danh sach cong viéc nhu sau:
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Giae Tri€n Khai Cdng Viéc

TatGa CacCha D& ~

(%) Viéc Dang Giao ~

O VigcPa Lwvu Trit [ Viéc Cia C3p Dudi

uu

Tén Céng Vigc

CVBi

B.BB

% | Mirc D§ Hoan Thanh

Con Lai

BL

¥ Ki€n Nhan ¥€t, Banh Gid

01-09-2014

a5

NOI DUNG CUGC HOP GIAO BAN CONG TAC KIEM TRA NOI BO
QUY 4 NAM 2014

©e

40% | p—

2th25n

12-09-2014

38

VB 328/Q-TCT Quyét dinh 329/QD-TCT cila Téng cuc Thué v& vide
ban hanh Quy trinh quan 1 ding ki thué

32% | p—

12-09-2014

VB 02/2012TT-BTC Théng tw sb 02/2012TT-BTC cia B4 Tai chinh ngay
05/01/2012 quy dinh ché @6 thu, ndp, quan iy va st dung I phitrong
finh vire hoat ddng hanh nghé ludt sw tai Viét Nam

49% | p—

13-09-2014

Tl

VB 905/0B-TCT Quyet dinh =8 905/QB-TCT cia TDng cuc Thué ngay
01 thang 07 ndm 2011 wv ban hanh Quy trinh hoan thué

0%

13-09-2014

39

VB 1568/QB-HETD Quyet dinh sb 1568/0B-HETD ngay 11/8/2013 viv
phé& duyét danh sach thisinh dii difu kién dw phing vin d& x&t tuyén
dung cing chirc Téng cuc Thué ndm 2013

81%

15-09-2014

42

VB 909/QB-TCT Quyét dinh =4 909/QB-TCT nody 7/2/2008 v viéc ban
hanh Quy ché phang, chéng tham nhiing treng nganh thué

100... |

17-09-2014

VE 123/2014/TT-BTC Théng tw s5 1232014/ TT-BTC ngay 27/08/2014
clia B Tai chinh hwéng dén té chirc vin hanh, khaithdc hé thing
thding tin quan ty ngén séch va kho bac (TABMIS)

40% | p—

19-09-2014

VB 124/2014/TT-BTC Théng tw 88 124/2014/TT-BTC ngay 27/08/2014
clia B& Tai chinh quy dinh thii tuc hai quan @i véixdng, ddu co ngudn

( LT L R S S Y S
goc mua tir nwdc ngeai tam nhap khau d& s dung hean doi doi voi
xdng

87%

25-09-2014

VE 131/2014/TT-BTC Théng tw 85 13172014/ TT-BTC ngay 10/09/2014
clia B& Tai chinh siva d6i mic thué sudt thué nhép khiu ddi véi mat
hang phan bén thude nhém 31.02 tai biéu thué nhip khdu vu d3i ban
hanh kém theo thing tw 56 1642013TT-BTC ngdy 15/11/2013

0%

30-09-2014

QOG Eloud

a7

GQG Ofﬁce

VB 1307/0B-TCT Quyét dinh =6 1307/QD-TCT ngay 18/08/2014 cia
Tdng cuc Thué vé viéc Ban hanh Quy trinh lya chon doanh nghiép ban
hang hoan thué gid tri gia ting d6i véi hang hod ciia ngudi nwdc ngodi,
ngwei Viét Nam dinh cw & nwéc ngodi mua

75%

Man hinh hién thi danh séch cong viéc

- Bwéc 2: Nhap chon “Tdt Ca Cic Chii Dé = Cai Pdt Phin Loai Chii Dé”

Vao cai dat phan loai chu dé cong viéc

Giao Trién Khai Céng Viéc & ThuNhd B £0ng
EI Hién Thai - TatCa CacChu P& - (®) Viéc Dang Giao ~ () Viéc D3 Luu Trid [ viéc Cha Cap Dudi
<7 TAtCACacChi D =313 §
STT | Noay I6ng Vigc CVBi B.B&| % | Mic B8 Hoan Thanh Conlai | BL | ¥KiénNhanXét, DénhGid TV | *
= Congtac nhén sy =3 = : o PO
1 " o01-08-201 o EANCORCITACKICEUTHAROTED & 10% m 2th2sn
= Cong tac tai chinh = 0
02/2012TT-BTC ciia B4 Tai chinh
26 12-09-201 @ thu, ndp, quan ty va st dung 1€ phi 2| 49% | p—
gh# lujt sw tai Vigt Nam
fure VB 905/QB-TCT Quyét dinh s6 905/QE-TCT clia Téng cuc Thué
3 {E} g 20 g ngay 01 thang 07 ndm 2011 vv ban hanh Quy trinh hoan thué i
VB 1568/0B-HETD Quyét dinh 55 1568/QB-HETD ngdy 11/52013
4 %) 1309-2014 | 39 | viv phé duyét danh sach thisinh dil didu kign dy phong van 48 xét 21% | p——
tuyén dung céng chirc Tong cuc Thué ndm 2013
VB 909/0D-TCT Quyét dinh s6 30/CE-TCT ngay 7/8/2009 v& viéc
3 {E} H ZuLL <E ban hanh Quy ché phong, chéng tham nhiing trong nganh thué 100... |
VB 1232014/ TT-BTC Théng tw =8 123/2014TT-BTC ngay 1
6 || 17-09-2014 | 43 |27/08/2014 ciia B6 Tai chinh hiéng din 18 chive van hanh, khaithac 40% | p—
hé théng théng tin quan ¥ ngén sdch va kho bac (TABMIS)

Sau khi chon “Cai dat phén loai chi dé”, hé thong s€ hién thi ctra s6 phan loai cong viéc nhu

hinh sau:
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Phdn Loai Cong Viéc Theo Cha Bé

Tén chu dé (ho&c mang cdng tac):

5 | X
1 | Céngtac nhén sw &K
2 | Cdng tac tai chinh &K

Man hinh phdn logi chu dé cong viéc

- Buwdc 3: Nguoi ding cin clr vao pham vi linh vyc minh dang phu trach, dé phan chia ra cac
chu dé twong tmg. Roi dién tén chu dé vao 6 “Tén chii dé”.
- Bwéc 4: BAm nit “Ghi nhdn” dé luu thong tin chu dé vao hé thdng hodc bAm “Hiiy bé” dé
huy bé viée tao chu dé cong vigc.

Sau khi d3 tao xong cac chu dé, ngudi dung sé& tich chon cac chu dé twong tng tai 6 “Phdn loai
chii dé” lc khéi tao cong vigce, dé viec quan ly cong viéc dugc khoa hoc va c6 h¢ théng hon.

Khai Tao Cong Viéc Tir Chi Thi 17/CT-TTg

() K& Hoach Céng Tac {8} Vigc Théng Thuding () Ph&n Céng Mhigm Vu

[ uhap Théi hanHT: | _h__

Tén céng viéc: | VB 17/CT-TTqg Chithi 56 17/CT-TTg cila Thil twirng Chinh phii vé
vigc ting créng quan by, kifm soat vigc nhip khiu cing nghé, may
méc, thigt bi cia cac doanh nghigp

[ Giao ddcldp
[J chap nhan k&t qua tr ddng
[w] Banh gia ti€n d6 b déng

C3p d6 khdn: |Binh thwing

Phén loai chu d&:

Thire hign theo cac ndi dg véu cdu 38 néu trong vdn ban (ChiThi)

Mg d_urp‘g yéu d:::u Chon ch dé
va Ua g dan -
thyc hign: twrong wrng

Man hinh chon phan logi chu dé cong viéc
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1.2.4 Huy giao cong viéc

7
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Neéu cong viéc da giao thyc hi¢én nhung nguoi dugc giao chua tiép nhan cong viéc, thi nguoi

giao viéc co thé huy giao cong viée td1 nhitng ngudi nhan do.
bé huy giao cong viéc, ngudi st dung thuc hién theo cac budc sau:

Buwoc 1: Vao chi tiet cia mot cong viéc

Sau khi vao “Xem chi tiét”, hé théng s& hién thi thong tin chi tiét cong vi¢c nhu sau:

Théng Tin Chi Tist Cng Vigc

x

Sida ¥od Chép Giao C.faa | | B.Gia khod 153 E.Thile Huir

=)
Luy

RN

P.Hdi SEE || CwEi

Danh séch cac chiec

tannd 3\5.0 KB mon\;t?ls KB m‘,rlt43.0 KB

Vi_1788_TB-CTKTN  BaoCao2003.DOC 42259.doc
B.doc

nang lién quan

Khay chira file
dinh kém

() 1. Théng Tin Chung l A2 2. gl Thue Hign ] [ %% 3, Danh Sch Tién 86 l l W& 4, Eiu BE Tién 86 l

® 1.TatCa (0 2. Sy Kién (2 3. Trao D&i ) 4.Bén Béc

|1. THONG TIN CHUNG VE CONG VIEC: |
% Tén cang viéc: NOT DUNG CUQC HOP GIAO BAN CONG TAC KIEM TRA NOI BO QUY 4 NAM 2014
% Cap dd khan: Binh thudng (20/12/2014 08:00:00)
% Yéu cau va hudng dan thurc hién:
Ngay 01/09/2014, Cuc Thug hop giao ban danh gia tinh hinh thuc hién céng tac kiém tra néi
bd quy IV ndm 2014. Sau khi nghe bio cao va thao ludn, Ban Enh dao Cuc Thué di thing
nhat két ludn va chi dao cac ndi dung nhu sau:

2. DIEN BIEN SU KIEN, THAO LUAN: |

Nguyén Binh Tan

05-10-2014 15:34

[Su kién] Bdnh ddu trang thai hang muc cdng viéc

Té&n hang muc Ra soat lai nhifng céng viéc phat sinh tai don vi, danh gia kha ndng rii ro c6 thé
xay ra sai pham dé chi dao bd phan kiém tra ndi bd thyc hién kiém tra; thuing xuyén giam
sat, chi dao cho cic doan thanh tra ki€m tra ndi bd dé thyc hién ding myc tiéu, yéu do Ldm
Thai Binh thyc hign dd duge chuyén tra lai trang théi chua hoan thanh

Nguyé&n Binh Tan

(B ][@ e ]

| »

m

Man hinh théng tin chi tiét cong viéc

- Budc 2: Tich chon “Ngwoi thwe hién”, hé thdng sé& hién thi danh sach nhitng nguoi thyc hién
nhu hinh:
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| (1 1. Théng Tin Chung ||'E 2. Moui Thue Hign |Il £%% 3. Danh Sach Tién B4 | | U5 4, Rigu BB Tién B |
Ho Va Tén Thai Gian Giao Mhan | Trang Thai PL Banh Gia K&t Qua
i 1 3__Tru'|:rng Wan Ba 30-08-2014 1128 ra tiep nhan -
2 3 Lam Thai Binh 30-09-2014 11:28 ra tigp nhan
3 B L&Thanh My 30-09-2014 11:28 | 20p |Chwa hoan thanh F 4
4 3 Hﬁﬂép Ham 30-08-2014 11:28 ra tiep nhan
5 3 Nguyén ThiHanh |Hga 30-08-2014 11:28 Chuwa tieép nhén
& Jl  BingKhic Phic | 30-09-2014 11:28 | 22p | Bang thwe hign -
T 3 Dwong Thé Quang | 30-05-2014 11:23 Chuwa tieép nhén
] 3 Nguyén Son 30-08-2014 11:28 a tiep nhé
2] 3 MguyEn van Song | 30-08-2014 11:28 Chuwa tieép nhén
10 3 Nguyén Thi Swong | 30-05-2014 11:28 a tiep nhé
11 | B | Trinh Thi Thu Thuy | 30-08-2014 11:28 Chura tigp nhan
12 | B |L& Ngoc Tudn | 30-08-2014 11:28 a tigp nhj
13 | B |Biivin Twérng | 30-09-2014 11:28 Chura tigp nhan
14 | B |Trén ThiTuyét Hoa 30-08-2014 11:35 a tiép nhé

Buwéc 3: Chudt phai vao tén nhitng ngudi co trang thai “Chuwa tiép nhin”

Danh sach nhitng nguoi thuc hién

thi ngudi do sé bi loai ra khoi danh sach nhirng nguoi dugc giao viéc.

, chon “Huy giao”,

| () 1. Théng Tin Chung | | B 2. Ngudi Thut Hign | | 9% 3. Danh Sach Tién £

| W2 4, Bigu BE Tién BE

L

Man hinh chon hiy giao nhiém vu

STT Ho V& Tén Théi Gian Giao | Nhan | Trang Thai PL| TT Bénh Gid K&t Qua
1 ,R, Trwrerng Van Ba 30-05-2014 11:28 Chuwa tiép nhén
2 B LamThai Binh | 30-09-2014 -
1. Huy giao
3 | B L2 Thanh M 30-00-2014 SRR
5 &
4 | B |HaTigp Nam | 30-08-20141) o = 6oy c oo
5 MguyEn ThiHanh | N 30-09-2014 1
& |Nauydn i % ¥ 4 Giao chil tri
" o B
5] ,R, Blang Khac Phuc | 30-08-2014 1 Cl = Ban l::ﬁp trén gidm S5t
7 | B | Dwong Thé Quang | 30-08-2014 1 .
[ 3 Trao doivdiLém ThaiBinh
8 | B |Nguyén Sen | 30-09-2014 1 o
7. Bon doc
o |5 |NguyEn Vin Séng | 30-09-2014 1
. 8. Duyét két gud
10 ,R, Nguyen Thi Sworng | 30-08-2014 1 .
# 8.Tir choi ket qua
1 | B | Trinh ThiThu Thuy | 30-089-2014 1
R P A. Hoan thanh
12 ,R, LE Ngoc Tudn 30-09-2014 1
#  B.Hiy hoan thanh
13 | B |Biivan Twéng | 30-09-2014 1
14 | B Trdn ThiTuyét Hoa | 30-09-2014 1 FRAS
D. Lich si¥ théng tin trac d6i
E 4%  Z Nhan tin, thao luén
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1.2.5 Thu hoi cong viéc

béi véi céac cong vi¢c giao thuc hién da duogc tiép nhén, bay gid nguoi giao viéc can thu hdi lai
cong viée do, ngudi giao viée s& sir dung chirc nang nay. Khi thu hoi, hé thdng CloudOffice s& giri
thong béo viéc thu hdi vao hop tin nhin ctia nguoi bi thu hdi, ddng thoi x6a bo tat ca file dinh kém
lién quan dén cong viéc do ngudi bi thu hdi quan 1y. Vi vdy, néu can giit lai file ndo thi nguoi
dung phai chuyén quyén quan 1y file 46 sang cho ngudi khac trudce khi thye hién thu hdi.

Viéc chuyén quyén quan 1y file, s& duoc thyc hién nhu sau: Tai khay chira vin ban, chudt phai
vao nhirng file do ngudi bi thu hdi quan 1y, chon “Chuyén ngwoi khdc quén 1y”.

[*

Thong Tin Chi Tiét Cong Viéc

Khi chon “Chuyén ngwoi khdc quén 1y, hé thong s& hién thi cira so6 dé ban chon nguoi can
chuyén quyén quan ly.

Chuyén file cho nguoi khdc qudn Iy trude khi thu hoi cong viéc

STT Ho Va Tén

1 R Trweeng Wan Ba

2 | 5L |LamThai Binh
3 3 Nguyén Nam Binh
4 | JL |Trhn Binh Cir

5 ,B. LEé Xudn Dweceng
6 | 4L | Trdn ThiTuyét Hoa
7 | &L |Béng ThiThiny Lang
2 | JL |PhamMgoc Léc
9 (M [LEDuy Minh
10 | B | L& Thann M
1 | B | HaTiép Nam
12 | B | HguyEn ThiHanh Nga
13 | B | Ding Khic Phic
14 | R |Dwono Thé Quana

IEE GEi Nﬁén I () ket Thic

m

Chon nguoi can chuyén quyén quan 1y

il [ Y Fd a—
0| (| BET | (S (RCCIN| (M| (B (N (RC=| (| (| (e (| SN (= (NS
sia ¥od | | Chép | | Giga | [C.Bao | | B.Gi& | | khed W& | |KThic| | Hugy Lvu | [ PHE || TEE || 588 || CWEi| KOud

End =350 KB  tongt 73.5 KB myk 43,0 KB
I e i
= 1. M fie
Vi_1788_TB-CTHTN  EBaoCao . e
B.doc 35] 2. Md file d€ sira
Bl 3 Lwufile tdi..
5% 4 Gifie cho..
n{-‘a 5. Chuyén ngwivi quan by
[ Q 1. Théng Tin Chung l % 2, Mawdi Thure Hién B 6. Khoa fie B Tign 5
STT Ha Va Tén Théi Gian Giao | Nh&l % 8, Battén Gid K&t Qua -
1 3 Trweng Van Ba 30-09-2014 11:28 ?( 9, ¥oa file
2 B |LamThai Binh | 30-09-2014 11:28 E? 0. Thay file
3 | JL | L& Thanh My 30-09-2014 11:28 | 20f 4+ K. Ding file néy bao két qua
4 | 5L [HaTiép Nam | 30-09-2014 11:28 A4 T.Trinh phé duyét, ban hanh =
5 3 Nguyén ThiHanh | Nga 30-09-2014 11:28
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Ban tich chon nguoi dé chuyén quyén quan ly, réi bim nat “Ghi nhdn” & luu thong tin vao
hé théng. Sau d6, bam ntt “Két thirc” dé quay vé man hinh trude do.

Sau khi dd chuyén file dinh kém cho ngudi khac quan 1y, ngudi sir dung thuc hién theo céc
budc sau dé thu hoi lai cong viée di giao thyc hién:

- Bwéc 1: Vio chi tiét cong viée

Théng Tin Chi Tiét Céng Viéc

Luu

ISOKE  twongt 7ISKE  myk

W m | Y] W

Vi_1788_TB-CT-KTM  BaoCao2009.DOC 42259.doc
B.doc

() 1. Théng Tin Chung [ A2 2. Mgui Thue Hign ] [ i% 3, Danh Sach Tién B3 ] [ e 4, BigU BE Tign B4 ]

(®) 1. TatCa () 2. 50 Kién ) 3.Trao Bai () 4. Pén Péc

1. THONG TIN CHUNG VE CONG VIEC:
% T&n cing viéc: NOI DUNG CUOC HOP GIAO BAN CONG TAC KIEM TRA NOI BO QUY 4 NAM 2014
% C3p dd khdn: Binh thudng (30/12/2014 08:00:00)
% Y8u cdu va hudng dan thuc hién:
Ngay 01/09/ 2014, Cuc Thué hop giao ban danh gia tinh hinh thuc hién céng tac kiém tra ndi
bé quy IV ndm 2014. Sau khi nghe bao cao va thao ludn, Ban lEnh dao Cuc Thué di thdng
nhat két ludn va chi daeo cac néi dung nhu sau:

2. DIEN BIEN SU KIEN, THAO LUAN:

Nguyén Dinh Tan
07-10-2014 14:55
[Su kign] Két thic cdng viéc

Nguyén Dinh Tan

07-10-2014 14:54

[Su kién] ¥ac dinh hoan thanh cdng viéc

Nouvén Binh Tan vAc dinh Hikmh 1i&n 43 hoAn thanh nhan viée difde aian

| [ @ e (@]

Man hinh théng tin chi tiét céng viéc

- Budc 2: Tich chon “Ngwoi thwe hién”, hé thdng sé& hién thi danh sach nhitng ngudi thyc hién
nhu hinh:
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| Q 1. Thdng Tin Chung |Il& 2, Mgudi Thu'c Hign ||’ {E_'} 3. Danh Sach Tién B4 | &. 4, Bigu Ba TiEn BE |
Ho Va Tén Thai Gian Giao Mhan | Trang Thai PL Banh Gia Két Qua =l

I 1 3__Tru'n'ng Wan Ba 30-09-2014 11:28 Chiwa tiép nhén -

2 3 Lam Thai Binh 30-09-2014 11:28 Chwa tiep nhan

3 B L&Thanh M 30-09-2014 11:26 | 20p |Chwa hodn thanh .

4 B |HaTiép Nam | 30-09-2014 11:28 Chira tiép nhén =

5 .?h Mguyén ThiHanh | Nga 30-09-2014 11:28 Chiwra tiép nhén

&  JL DéngKhic Phiic | 30-09-2014 11:28 | 22p |Bang thwe hign -

7 3 Dweng The Quang | 30-09-2014 11:28 Chwa tiep nhadn

a8 ,3, Nguyén SN J0-09-2014 11:23 Chuwa tiép nhan T

g 3 Nguyén Win Sdng | 30-09-2014 11:28 Chiwra tiép nhan

10 .?h Mguyén Thi Sworng | 30-09-2014 11:28 Chiwra tiép nhén

1 | JL | Trinh Thi Thu Thuy | 30-08-2014 11:28 Cha tigp nhén

12 3 Lé Mgoc Tudn | 30-09-2014 11:28 Chuwa tiep nhan

13 3. Bi Wan Twdng | 30-09-2014 11:28 Chuwa tiép nhdn

14 | SL | Trdn ThiTuyét Hoa 30-08-2014 11:35 Chura tiép nhan -

o = &

- Buwéc 3: Chudt phai vao tén nhitng nguoi co trang thai “Pang thwe hi¢n”, chon “Thu héi” thi

cong viéc s€ dugc thu hoi lai.

Danh sach nhitng nguoi thuc hién

I Q 1. Thing Tin Chung

II’@ 2, Mgudi Thure Hign m £ 3. Danh Sach Tign B

[ LB 4, gidu BF TiEn B

Thu héi cong viéc da giao thuc hién

STT Ho Ya Tén Thdi Gian Giao Mhidn | Trang Thai PL| TT Panh Gid KEt Qua
5 3 Nguyén ThiHanh |MHga 30-08-2014 11:28 Chwa tiep nhan
6 3 E}ﬁng Khﬁ.c Phiic J)_Qood s da --._n Y o i e L g
‘?h 5 1. Hiy giao
7 Dwong The uang | 30-
. Quang 2. Thu hi
3 ‘?. MNguyen Son 30 e Tlép T
g | I |NguyEnVian Séng | 30-0
T 4 Giao chil tri
10 | B |Houy&n Thi Swong | 30-0 T —
() 5. Bao cap trén gidm sét
11 | JL | Trinh Thi Thu Thuy | 30-0
” 3. Trao ddi v Bdng Khic Phic
12 | B |LE Ngoc Tudn | 30-0 0 )
= 7. Dindic
13 | L | Boivan Twéng | 30-0
s o 8. Duyét két qua
14 | B | Trdn Thi Tuyét Hoa | 30-0
2 9. Tir chdi két qui
15 | L |Pham Ngoc Léc | 30-0
16 | L | Trweng Mann Twéng | 30-0 Al LT =
B. Hay hoan thanh
17 | JL | maivin Quana | 300 * ' A =

m
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1.2.6 Giao, hiy chi tri cong viéc

Vi¢e giao chu tri, nham muc dich xac dinh nguoi chiu trach nhiém chinh thyc hién cong viéc
trong nhom can b duoc giao viéc. Ngudi dugc giao chu tri s& co quyen thiy cac thong tin trao doi
chung gilra ngudi giao viéc voi nhdém can bo thuc hién cong viéc va cod quyén can thi¢p vao tat ca
céc file dinh kém cua nhitng ngudi khac. Viéc giao chu tri ¢ y nghia nhat khi cong viéc dugc
thiét 1ap o ché do doc lap.

Dé giao chu tri cong viée, ngudi st dung thao tac nhu sau.
- Bwéc 1 : Vao chi tiét cong viéc

e e Rl
v [l il = , o=
S0 (N (BELN| [ = [IFO - R || < CRR-E
sia || %a || chép || Gimo | [C.Bao| |BGia| | khea | | M3 | [kThis| | Hup || Lew || PHE| | 788 || 588 | |cvei| [Kouws

tannd I50KE  tuongt TiS5 KE miykt 43.0 KE

W m | ] W
Vi_1788_TB-CT-KTM  BaoCao2009.DOC 42259.doc
B.doc

() 1. Théng Tin Chung ’ A 2. Mguii Thue Hign ] ’ 4% 3, Danh Sach Tign B4 ] [ e 4, Bigu BE Tign 86 ]

(®) 1. TatCa () 2. 50 Kién ) 3.Trao Bai () 4. Pén Béc

»

1. THONG TIN CHUNG VE CONG VIEC: -
% Tén ciing viéc: NOI DUNG CUOC HOP GIAO BAN CONG TAC KIEM TRA NOI BO QUY 4 NAM 2014 |'
% C3p dd khdn: Binh thudng (30/12/2014 08:00:00)

% Y&u cdu va hudng dan thuc hién:
Ngay 01/09/2014, Cuc Thué hop giao ban danh gia tinh hinh thuc hién céng tac kiém tra ndi
bé quy IV ndm 2014. Sau khi nghe bao cao va thao ludn, Ban linh dao Cuc Thué di thdng
nhat két ludn va chi dae cac ndi dung nhu sau:

[ m

2. DIEN BIEN SU KIEN, THAO LUAN:

Nguyén Dinh Tan

07-10-2014 14:35

[Su kign] K&t thic cdng vigc

Nguyén Dinh Tan

07-10-2014 14:54

[Su kign] Xac dinh hoan thanh cdng viéc

Nouvén Binh Tan vAc dinh Hikmh 1i8n 43 hodn thanh nhan viée difde aian

| [ [© wme (]

Man hinh théng tin chi tiét céng viéc
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- Bwéc 2 : trong danh sach nguoi thuc hién, chudt phai vao tén ngudi can giao lam chu tri, chon

“Giao chu tri” thi cong viéc s€ dugc giao cho nguodi d6 1am chu tri.

Sau khi giao chu tri, trén danh sach nguoi thuc hién cdt “PL” s& xuat hién bi€u tugng “

’ () 1. Théng Tin Chung ] B 2. Ngudi Thut Hign l £33, Darh S4ch Tign £ ] [ U 4, BifL BE Tign B5 ]

ST Ho Va Tén Thi Gian Giao Nhan | Trang Thai PL TT BDanh Gid K&t Qua
1 R Trwong Wan Ba 30-09-2014 11:28
2 ‘?. L&m Thai Binh x 1. Hily giao |
3 | JL L& Thanh My 5 Thu hi hanh .Y
4 R |HaTiép Nam 3. Tiép tuc giao
" -
5 & Mouyén ThiHanh | Nga S 4 Giao chil tr
- 4 . 3 |
6 & |Ding Knic Phuc (] 5. Béo cép trén giam sat =N i
T w | Dwon Thé Quan . L.
R g CO 3. Trao ddi vixi Lam Théi Binh
E
8 & Nguyén Son 7. Bén déc
3 - -
5 ‘?. Nguyen Van Song S B
8. Duyét ket qua
10 | B | Nguyén Thi Swon SRS
9. Tw choi ket qua
11 | B | Trinh ThiThu Thuy
- p A. Hoan thanh
12 R L& Ngoc Tuan i k .
B. Hay hoan thanh
13 | B | Biivan Twén
C. Banh gia
14 | JL | Trdn Thi Tuyvét Hoa L )
D. Lich st thdng tin t doi
ICN SLF ong tun raoc ol L;_]

Man hinh giao chu tri cong viéc

m

..ﬁ.-”
-~ .

Néu ngudi giao viéc mudn thu hoi lai quyét dinh chi tri d6 dé chuyén quyén chu tri cong viée cho
nguoi khéc, thi tich chudt phai vao nguoi dugce giao chu tri, chon “Huy chu tri”.

’ Q 1. Thing Tin Chung

b2(52 52 B2 b2 B3 ba[ba beba ba Ba Ba 3a

Ho V& Tén
Trwong Van Ba
Lam Thai Binh
L& Thanh M
Ha Tiép Nam
Nguygn ThiHanh | MNga
Béng Khéc Phic
Dwong Thé Quang
Ngu',rgn Son
Nguyén Vin séng
NguyEn Thi Swong
Trinh Thi Thu Thuy
L& Nogc Tudn
Bii vén Twérng
Trén Thi Tuyét Hoa

B 2. Ngudi Thue Hign l £ 3, Danh Sach Tign £4

W= 4, Big0 B Tién BE

Théi Gian Giao MNhadn | Trang Thai PL|TT Bbanh Gid K&t Qua
30-08-2014 11:28
30 - n
25 1. Hiy giao 1l
ia 2. Thu hi | x
El 3. _iff.p tuc giao
34 P——
D 4 Hufchitri
5l
s () 5. Béo cdp trén giam sét W
34
" [[] 3. Trae dBivdiLim Thai Binh
7. Bin doc
3 -
8. Duyét ket qua
34
9. Tir chidi két qua
34
A. Hodn thanh
34
B. Hay hoan thanh
34
3 C. Banh gia _
D. Lich si¥ thing tin trao doi
£%  Z. Nhan tin, thao ludin

| »

m

Man hinh huy chu tri cong viéc

117



TS f} - = @
Q o
THAISONSOFT

A

1.2.7 Moi, hiy gidm sat cong viée
Trao quyén giam sat cong viée, thuc chat 1a mot cach ma nguoi giao viée chu dong cho cap
trén biét minh dang thuc hién cong viéc gi va tién do thuc hién cong vi¢e ra sao. Cach nay vura la
dé bao cdo tinh hinh, vira 1a dé c6 thé xin y kién chi dao cta cdp trén khi can. Nguoi duoge trao
quyén giam sat, s& c6 quyeén duoc tham gia chi dao cong viée cho tit ca nhiing ai dang lién quan
dén cong viéc va c6 quyén xem tat ca file dinh kém cta cong viée dang giam sét.
Pé moi giam sat cong viée, nguoi st dung thao tic nhu sau
- Bwéc 1 : Vao chi tiét cong viéc

Théng Tin Chi Tiét Céng Viéc

u ~
L P Hdii

K Thite

I50KE  tuangt 7ISKE  myk

W m | Y W

Vi_1788_TB-CTKTM  BaoCao2009.DOC 42259.doc
B.doc

("} 1. Thing Tin Chung [ A2 2. Moudi Thue Hign ] [ :% 3, Danh Sach Tién B ] [ e 4, Bigu BE Tign B4 ]

w 1. TatCa ) 2.5 Kién i) 3.Trao Bai ) 4. pén Béc

1. THONG TIN CHUNG VE CONG VIEC:
% Tén cing viéc: NOI DUNG CUOC HOP GIAD BAN CONG TAC KIEM TRA NOI BO QUV 4 NAM 2014
% Cap dd khdn: Binh thuéing (30/12/2014 08:00:00)
% YEu cdu va hu'dng dan thu'c hién:
Ngay 01/09/ 2014, Cuc Thué& hop giao ban danh gia tinh hinh thu'c hién céng tac kiém tra ndi
bd quy IV nam 2014. Sau khi nghe bio cao va thao ludn, Ban lanh dao Cuc Thué& da thdng
nhat k&t ludn va chi dao cac néi dung nhu sau:

2. DIEN BIEN SU KIEN, THAO LUAN:
Nguyén Dinh Tan

07-10-2014 14:55
[Sy kiEn] KEt thic cing viéc

Nguyén Dinh Tan

07-10-2014 14:54

[Su kién] Xac dinh hoan thanh céng viéc

Hauwvén Binh Tan ¥Ac dinh Himmh 13&n d3 hoan thanh nhdn viée difde aian

| el

Man hinh théng tin chi tiét cong viéc

Tai ctra s6 danh sach nguoi thuc hién, chudt phai vao tén ngudi mudn giao giam sat, chon “Bdo
cdp trén giam sat”, thi cong viéc s€ dugc giao cho ngudi ndy giam sat.
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|Q 1. Théng Tin Chung | |E 2, Mgudi Thuc Hign m t% 3, Danh Sach Tién B | |@ 4, Bigu BE Tign B4 |
5TT Hao Y& Tén Thdi Gian Giao Mhan Trang Thai FL| TT Banh Gia K&t Qua
1 R Trrrng Wan Ba 30-08-2014 11:28 Chwa tiep nhén
2 | B [LimThai Binh | 30-09-2014 11:28 Chua tiép nhdn | o
3 3 LL“.TI'IE[I‘II'I LT r|:| Ok A 8 AT Eatal il 3 hDéI‘I ﬂ'lﬂl'lh x
3‘ . 5 1. Huoy giao
4 Ha Tig| " b tiep nhan
P D 2 Thuhoi
B . L ,.,.;'I,.
5 4?& Mguyen Thi Hanh P 3.Tiéptucgiﬂu b tiep nhé
& | fL |DingKhic s g thuc hign 5
3‘ . g 4. Giao chu tri
T Dwong The ep nhén
@
& 4?& Mguyén ep nhén
. 3. Trao d0i voi L& Thanh My _
G 3, Mguyen Van L = b tiep nhan
(= 7.Béndoc
10 3. NguyEn Thi b tiep nhan
3. Duyét két qua
11 | £ | Trinh Thi Thu et b tigp nhan
i > 9. Tir chdi két qua —
12 3 Le Ngoc B tiep nhan
13 | & | Bivan v e b tiép nhan

Sau khi moi gidm sat, trén danh sach nguoi thuc thién cdt “PL” s€ c6 biéu tuong «Q” Néu
nguoi dung muon huy giam sat, thi chudt phai vao tén nguoi dang giam sat, chon “Huy bdo cdo

Man hinh moi giam sat cong viéc

giam sat” dé huy quyén gidm sat ciia nguoi nay.

m

1

Man hinh huy giam sat cong viéc

| ("} 1. Théng Tin Chung | |@ 2, Mgui Thue Hign | | 0 3. Danh Séch Tign BE | U= 4, Eigu BE Tign BE
STT Ho V& Tén Théi Gian Giao | Mhan | Trang Théi PL| TT Bénh Gia K&t Qua
1 [ 9 | L& Than l.11' > 1.H|]',rgi;a|;|-- id wu Q
2 | Ll | LimThai 514 ) nhan | 3B
5y 2 Thu hdi
3 T AT Bﬂl nhén
‘?h rvong van e 3.Tiéptucgiﬂu
4 R HaTiép Nal nhén
. % 4 Giao chitri
5 ‘?h Mguyen ThiHanh | N nhén
5. Hu bao cdo, giam =4t
6  JL DéngKhic P ¢ hién sy
. 3. Trao ddi vi L& Thanh My :
¥ ,3. Dwong The QLJII' . nhan
8 4?h Nguyén S0 nhén
. . 8. Duyét két qua .
9 3. Nguyén‘u"an S5a bty s nhan
10| £ NouyénThi o > 9. Tir chdi két qui o
1 ‘?h Trinh Thi Thu Th A Hoan thanh nhén
. B. Hily hoén thanh _
12 4?; L& Ngoc Tu s i b nhan
13 | B | Baivan Tu“z? C. Banh gia nhérn
P I3 P ud ™% D Lich si¥ théng tin trao dbi
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1.2.8 Trao d6i riéng véi tirng ngudi lién quan dén cong viée
Chirc niang nay duoc st dung khi ngudi giao viéc mudn trao doi thong tin véi ting nguoi
trong danh sach ngudi thuc hién. Dé trao d6i thong tin, nguoi st dung thao tac nhu sau: Tai

cua s6 danh sach nguoi thuc hién, chudt phai vao tén ngudi muon trao doi, chon “Trao doi voi
»

| s a
l () 1, Théng Tin Chung ] [& 2, Mowdi Thuc Hign l £%3 3. Danh Sach Tién D& ] l WL 4, Bigu BE TiEn B l
ST Ho V& Tén Thdi Gian Giao | Mhan | Trang Thai PL| TT Banh Gid K&t Qua =
< Q
o mz 2 (7]
2 Lam Th Binh | 30-09-2014 11
& |LamThai n 25 1. Hiy giao
3 R Trrong Wan Ba 30-08-2014 1 2 Thu hii
4 B naTiép Ham | 30-09-2014 11 3. i i e =
5 Mguyén ThiHanh | M 30-03-2014 11
4L NguyénThikanh | Nga D 4 Huy chitri
- 4 -
-] },L Bdng Khac Phac | 30-09-2014 11 Q 5 Bao cﬁp trén gidm sat
T },'.. Dweng Thé Quang | 30-09-2014 11
[T] 3.Trao @i véi Lam Thai Binh
¥
g | L MguyEn Son | 30-09-2014 1S ]
g | L | MguyEn wvin Séng | 30-08-2014 11 ;
. 8. Duyét két gua
10 4?.. Nguyen Thi Sworng | 30-09-2014 11 . . .
9. Tir chaoi ket qua
11 | £L | Trinh Thi Thu Thuy | 30-09-2014 11
T . . A, Hodn thanh

Cdch vao trao doi riéng véi nguoi lién quan
Sau khi chon “Trao doi vdéi...”, h¢ thong s€ xuat hién man hinh trao do61 y kién nhu hinh
dudi:

Giri ¥ Ki&n Trao D3i Vdi Riéng C3 Nhin =

1. Tén cong viéc:

Xif by van ban 137/BNV-BT ngay 13-01-20132 cua B Ni vu vv hu'dng
dan s dung tai liéu bdi dudng ngach chuyén vién chinh

2. Ni dung ¥ ki€n trao d8i vdi L& Phurang Lan:

C3n hoan thanh cfng viéc nhanh han

[ ) Ghi Nh&n ]

—

(©) ket Thic ]

Ghi nhdn ngi dung trao doi

Nguoi dung nhép y kién can trao doi vao 6 “Ngi dung y kién trao doi...”. Sau do, bam nit
“Ghi nhdn” dé ghi lai ni dung y kién va bam “Két thiic” dé quay vé man hinh trudc do.
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1.2.9 Pon doc cong viée

Chtrc ning nay, duoc nguoi giao viée st dung dé yéu cau ngudi duoc giao viéc nhanh chong
hoan thanh céng viéc ciia minh. Ngudi bi don dbc s& nhan duoc thong tin don ddc, nhic nho khi
mo chirc nang quan 1y cac cong viée da nhan va thong qua hop tin nhan.

Pbé d6n doc cong viéc, nguoi st dung thao tdc nhu sau: Tai ctra s6 danh sach nguoi thuc hién,
chudt phai vao tén nguoi can don ddc cong viée, chon “Pén doc”.

T B
| () 1. Thénag Tin Chung | L& 2, Mguii Thure Hign | £%3 3, Danh Sach Tign B4 | | U5 4, By BE Tign B4

—_—
STT Ho ¥a Tén Théi Gian Giao Mhan | Trang Thai PL TT Banh Gid K&t Qua -
4 B HaTiép Nam | 30-09-2014 11:28
5 R Nguyén Thi Hanh Nga 30-09-2014 11:28 i
6 | 4n |DingKhic Phic | 30-09-201 1. Hity giao
7 | d& |Dwong Thé Quang | 30-08-201 % 2 Thu hdi
2 | 3L |Nguyén Sen | 30-08-204 3. Tiép tuc giao
9 | £ |Nguyén Vin s6ng 3009211 @ 4 Giao chi tri =
10 | S | Nguyén Thi Swong | 30-09-201(7) 5. Bao cap trén giam st
11| & | Trinh Thi Thy Thuy | 30-08-201 [T) 3. Trac dbivéiBéng Khic Phic
12 | B L& Ngoc Tudn | 30-08-20 7 7.o6ndbe l
13 | B | Biivin Twéng | 30-09-20 _— .
8. Duyet ket qua
14 | S | Trdn Thi Tuyét Hoa 30-09-201 e
15 | B | Pham Mgoc Léc | 30-08-204
w/ A Hoan thanh
1R !I Triervnin Manh Tiedemrn | AN-NG27F04

Don doc thuc hién cong viéc

Sau khi chon “Pén déc”, hé thong s& hién thi cira s6 thong bao xac nhén lai thong tin nhu hinh
duoi:

|

Ban quy&t dinh dén déc, nhic nhd vE tién dd cfing viéc 8 vdi "Lé Phudng Lan™ Luu v: chi thuee
hién ddn ddc trong trudng hop cdn yéu cAu ngurdi durge giao nhanh chdng hodn thanh phdn vigéc cla
minh. Mgurdi bi d6n d6c s& nhan dudc théng tin dén dfc, nhac nhd khi mé chirc ndng quan Iy cac
cdng vigc d3 nhén va théng gua hip tin nhan!

- Chon [Béng Y] d& dén ddc, nhac nhd

- Chon [Hiy B4] d& cin nhic thém

’\-ﬁ" Bing ¥ ] ’x Hiry E& ]

Man hinh théng béo xdc nhén thong tin dén doc cong viéc
Néu nguoi dung chac chan muon don doc cong viée thi bam chon “Pong y” dé giri don
ddc, nhac nho. Nguoc lai, néu ngudi dung muon can nhac thém thi chon “Huiy bé” dé huy bd
viéc don doc, nhac nhd cong viéc.
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1.2.10 Duyét, tir chdi két qua

Churc nang nay dugc nguoi giao viéc su dung, dé duyét hodc tur chéi dé xuit hoan thanh cua
nguoi dugce giao viée gui 1é€n. BE dong y dé xuat hoan thanh, nguoi sir dung thao tac nhu sau: Tai
man hinh danh sach nguoi thuc hién, chudt phai vao tén nguoi dugce giao viéc dang co trang thai

“Cho duyét két qua”, chon “Duyét két qua” dé duyét dé xuat hoan thanh.

Nguoc lai, néu nguoi dung mudn tir chdi dé xuit hoan thanh thi tai ctra s6 danh sach nguoi
thuc hién, chudt phai vao tén nguoi dugce giao viéc dang co6 trang thai “Cho duyét két qua”,

lQl.ThangTinchung B 2. Mgudn Thut Hign lcz:-a. Danh Séch Tién B85 l@ 4, Bigu BE Tign B
51T Ho W& Tén Thdi Gian Giao Mh&n | Trang Thai FL| TT Banh Gia KEt Qua N
14 | JL | 7rdn ThiTuyét Hoa 30-09-2014 11:35
15 | JL | Pham Ngoc Léc | 30-08-2014 11:35
16 :,-'; Trreng Manh Twérng | 30-08-2014 11:35 | 10p | Dang thwe hién —
17 Maivan uang | 20-09-2014 -
‘?" = 9 1. Huy giac -
(4] ¥ .
18 | & |Mguyen Tung Quang | 01-10-2014 3 2 Thu hii
19 R Nguygn MNam Binh 01-10-2014 ?._iéptucgiac
” PR .
20 Tran Binh C 01-10-2014 2
o | 10 Sin v 4 Giao chi tri
21 R L& Xudn Durcrng EI1—'IEI—2EI111Cl 5. Bao cip trén giam sét
o o .
22 | gw | BEng Thi Thiy Lang | 01-10-2014 N N R
EE 3. Trao adivéi Huynh Lign
23 | &L L& Duy Minh | 01-10-2004 . 3
24 | B |\ Trén Ngoc Tim | 01-10-201 -
" %/ 8 Duyétkétqud
25 | Bl | Nouyén B4 Thinh | 06-10-201 e
2 9.Tir choiket qua -
26 | JL [Hugnh Lién | 08-10-2014 i
v/ A Hoan thanh 4
B. Hiy hodn thanh
Y
Y% CoDanhgia
™%  D.Lich si¥thang tin trao ddi
' . - s
47 Z Nhantin, thao ludn

Duyét dé xuat hoan thanh cua nguoi dwoc giao viéc

chon “Tir choi két qua” @é tir chdi dé xuit hoan thanh.
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[ (] 1. Théng Tin Chung ] E 2, Ngudi Thuc Hign m £%3 3, Danh S&ch Tign B4 ] [ U5 4, Bigu BE Tign 4 ]
ST Ho Va Tén Thai Gian Giao Mhan Trang Thai PL TT Danh Gia KEt Qua -
14 | JL | Trdn ThiTuyét Hoa 30-09-2014 11:35 Chura tiép nhén
15 3 Pham MNgoc Loc 30-09-2014 11:35 Chwa tiep nhdn
16 | 3L | Treeng Manh Twéng | 30-09-2014 11:35 | 10p |Dang thwe hién 5
. M s ~u
17 4?. Maivan S8l 1 hiiy giao Blang thwc hién =
18 | Jh | Mouyén Tir 3 3 Thu héi Chura tiép nhén
19 3 Ngu‘_-fgl'l Na P 3. Tlép tuc giao Chwa tiep nhén
20 Trén Binh myse Chura tiep nhén
‘?h ran =i -?3 4. Giao chu tri
21 3 L& Xuan Q 5 Béo cﬁptrén gidm sét Chuwa tiep nhan
22 Bdng Thi Th Chwa tiep nhén
& |Dang Thi [ 3. Trao ddivéiHuynh Lign
23 L& Dv v Ck ep nhédn =
&b L Duy f&= 7.BDbn dic . 2 5
24 .?. Trén Ngoc . Chuwa tiep nhadn
n . v/ 8. Duyét két quad
25 Mguyen B3 —~ Chwa tiep nhén
A9 9 Tir chéikét qua -
26 | JL [Huinh — Chir duyét két q... =
e v St =

Tur choi dé xuat hoan thanh cua nguoi duoc giao viéc

Sau khi chon “Tir chéi két qua”, hé thong sé& hién thi cira s6 nhap 1y do tir chbi xac nhan két
qua nhu sau:

Tir Chéi Xac Nhan K&t Qua Hoan Thanh X

1. Tén cdng viéc:

Xir ly van ban 137 /BNV-BT ngay 13-01-2013 cia B Ndi vu vv hu'dng
dan sir dung tai iéu bdi dung ngach chuyén vién chinh

2. Ly do tir chai chap nhan két qua ala Lé Phuong Lan:

| chinhan ||[© ke Thie |

Ghi ré Iy do khi khéng duyét két qua ciia nguoi diege giao viéc

Nguoi dung nhap rd 1y do tir chdi dé xuat hoan thanh, réi bAm nut “Ghi nhdn” dé ghi thong tin
vao hé thong. Sau do, bam nut “Két thuc” dé quay vé man hinh trude do.
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1.2.11 Hiy hoan thanh cong viéc

Trong truong hop cong viéc dugc danh gia 1a da hoan thanh nhung sau khi xem xét lai két qua,
thiy con thiéu sot can phai bd sung, sira d6i thi ngudi giao viée c6 thé huy hoan thanh céng viée
do.

Pé huy hoan thanh cong viéc, ngudi sit dung thao tic nhu sau: Tai cira s6 danh sach ngudi
thuc hién, chudt phai vao ho tén ngudi duoc giao viéc dang co trang thai “Pd hoan thanh”, chon
“Hiiy hoan thanh” thi cong viéc s& quay vé trang thai trudc do.

() 1, Théng Tin Chung ] & 2, Moudi Thurz Hign £%% 3, Danh S&ch Tign BE ] [@ 4, Bigu B Tign B4
STT Ho Va Tén Théfi Gian Giao | Nhan | Trang Thai PL| TT Banh Gid K&t Qua -
14 | B | Trdin ThiTuyét Hoa 30-09-2014 11:35
15 | L | Pham Ngoc Loc 30-09-2014 11:35
16 4'?'; Trreng Manh Twéng | 30-09-2014 11:35 | 10p | Dang thwe hign n
17 Mai Vi : Bang thic hig o
R ai Wan 1. Hiy giao ang thwc hién "
18 ,3. NguyEn Tlng > Thu hBi
18 | & | Nguyén Nam 3. Tiép tuc gian
" 3 .
20 | 4n |Tran Binh T 4 Giao chil tr
21 | & L& Xuan () 5. Bao cdp trén gidm st
[ u . .
22 | 4w |Ddng ThiThiy TR E
[[] 3. Trao doivdi Huynh Lién
23 L&D i =
'R' ] 7. Bon doc 5
24 4'?'; Trén Ngoc p
. 8. Duyét ket qua
25 R Mguyen Ba R
9. Twr choi ket gua
26 | JL |Huynh D4 hoan thanh 7
A. Hodn thanh |8
#%  B.Hiy hoan thanh E
1c o>
<% C.Danhgid >
=#  D. Lich si¥ thing tin trao ddi
4% Z.Nhn tin, thdo ludn

Man hinh huy hoan thanh cong viéc

1.2.12 Stra thong tin cong viéc
Chtrc nang nay dugc nguoi giao vi¢e st dung dé chinh stra thong tin chung cua cong viéc néu thay
con sai sot, can bo sung. B¢ stra thong tin cong viéc, ngudi st dung thuc hién theo cac budc sau:

- Buworc 1: Vao danh sach “Viéc giao, trién khai”
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Giao Tri€n Khai Céng Viéc

Tt Ca CacChuDé ~ ® ViécPang Giao v () ViécDd LwuTrit [ Viéc Cia Cap Dudi | > 1 Q ]
Tén Céing Vigc CVBi B.B® % | Mirc B8 Hoan Thanh Conlai | BL | Y Ki€nNh&n Xét, Banh Gid | TV
[ NOI DUNG CUGC HOP GIAO BAN CONG TAC KIEM TRA NOI BO A
1 ¢ 01-09-2014 | 45 QUY 4 NAM 2014 % 40% p——— 2th25n
VB 329/QD-TCT Quyét dinh 329/QD-TCT cia Tdng cuc Thué vé viéc
e {E} E2 10 208 38 ban hanh Quy trinh quan i ddng ky thué 32% | —
VB 02/2012/TT-BTC Théng tw s6 02/2012TT-BTC cla B& Tai chinh ngay
3 {E} 12-09-2014 40 | 05/01/2012 quy dinh ché @6 thu, nép, quan I va si dung 1€ phitrong 49% | ——
finh e hoat dng hanh nghé ludt sw tai Vigt Nam
B 905/QB-TCT Quyét dinh =4 905/QB-TCT cia Téng cuc Thué ngay
< {E} d 2ot # 01 thang 07 ndm 2011 vv ban hanh Quy trinh hodn thué 0%
VB 1568/Q8-HBTD Quyét dinh s6 1568/QB-HOTD nody 11/3/2013 wiv
5 | 53| 13-09-2014 | 39 |phé duyét danh sach thisinh di diéu kién di phéng van d& xét tuyén 31% | ——
dung cong chirc Tng cuc Thué ndm 2013
VB 909/QE-TCT Quyét dinh 56 909/QB-TCT ngay 7/8/2008 v& viéc ban
g {E} g Zeis 42 hanh Quy ché phéng, chdng tham nhiing trong nganh thué 100... | —————
VB 123201 4TT-BTC Thing tw =8 123201 4TT-BTC ngay 27/08/2014
7 | 5| 47-09-2014 | 43 | cia B6 Tai chinh huéng dén t6 chivc van hanh, khai thac hé thing 40% | p——
théng tin qudn by ngdn sdch va kho bac (TABMIS)
VB 124/2014TT-BTC Thing tw 28 1242014TT-BTC ngay 27/08/2014
s ) - s P PR 3
8 || 19.09-2014 44 |Gl B TE\I chm‘h quy §!nh tha t_UC halquaxn q:u veixang, dgl_.l c6 nguon 7% | p—
goc mua tr nwére ngoai tam nhip khau dé sl dung hoan doi doi vai
xing

Man hinh hién thi danh sach cong viéc

- Buwoc 2: Chudt phai vao cong viéc mudn sura thong tin, chon “Swa”.

Giao Trién Khai Céng Viéc b
El Hién Thai - T5tCa CacCha D& ~ (® ViécDang Giao ~ () VigcB3 LuuTriv [ Viéc Cia C3p Dudi | ~ O ]
STT (5| Ngay M3 Tén Céing Vigc CVBi B.BB | % | Mic D& Hoan Thanh Conlai | DL | ¥KiénNhan Xét, Banh Gid | TV
“¥* 01-09-2014 | 45 30['333”“'@“(20” 91':4"'-” CLAG BAN (ONGITAGKIEHTRANOLEO & |10% 2th25n
(] 1.Xem Chitiét
VB 02/2012TT-BTC Thing tw o
2 (53| 1209-2014 | 40 | ngay 05/01/2012 quy dinh ché| = 2. Thém mdi 2 | 49% | p——
trong finh vuc hoat ddng hanh [
VB 905/QB-TCT Quyét dinh s
3 {E} g 2oLt i ngay 01 thang 07 ndm 2011 vw e D
. 5. Sao chép
VB 1568/08-HETD Quyét dinh
4 {E} 13-09-2014 39 V.fvxphé duyétldanh %ﬁchxthl'sir 6. Giao xi 81% | p——
tuyen dung cing chikc Tong cy
VB 909/QB-TCT Quyét dinh 56 - Chidigo
uyet dinh 50|
5 D[ 15002014 | 42 | oy ché phong, chi| 5= & Theo dor ket qus 100... | —
VB 123201 4TT-BTC Théng tw 9. Banh gia
6 || 17092014 | 43 |27/08/2014 cla B8 Taichinh hi _ . 40% | p—
hé théng théng tin quan K ngdn A.Tam khoa
P
VB 124/2014/TT-BTC Théng tw B. Ket thic
7 || 19000014 | 4g |Z[N0B2014CURBOTaIChN QY ERy ¢ 1y trb 57% | p——
dau co nguon goc mua tl nuwo
hodn ddi ddi vivi xdng 2 D, Qudn Iy tidn 3
VB 131/2014TT-BTC Théng tr| g €, Bidu b
10/09/2014 ciia B Ti chinh s . )
8 | (2| 25-09-2014 1 | @bivéi mét hang phén bon thud ﬁ F. Cdy trign khai 0%
wu ddi ban hanh kém theo thén [ G.Ghi chil
1511142013
™ H.Lién két VB
VB 1307/0B-TCT Quyét dinh sL__
o || 30002014 | 37 | 1009 cucThué vé yigc Ban hinh Quy trinh lya chon doanh nghisp, 75% | —
ban hang hoan thue gia tri gia tang doi voi hang hoa cla ngwei nwdc
ngoai, ngwei Viet Nam dinh cw & nwéc ngoai mua

Vao chirc ndng sira thong tin cong viéc

Sau khi chon “Swa”, hé théng s& hién thi man hinh stra thong tin nhu sau:
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MNody tao: |UEEEENEY | (] Nhap Théi han HT: |_/__/ _h_

Tén cong vigc:  |[¥0 iy van ban 137/BNV-ET noay 13-01-2013 clda Bd Nai wu wv
hidng dan sti dung tai liu bdi duting ngach chuyén vién chinh

Cap dé khan: |B'nh thuiding E" [] Giao déclap
[] chp nhén k&t qua tr déng
Phan loai chi d&: | E" [=] Dénh gi4 tign d6 tr déng

Thuic hién theo céc ndi dung yéu cdu da néu trong van ban (Céng

Van)
MGi dung yéu cau
v huréng dan
thure hién:

Danh sach nhiing | 1 | & Phudng Lan:
ngudi §3 khdi tao: | 2. Bl Vian Higu;

File dinh kém: | |

) 1.Ghi Mhin ] IEE =, L3p Tién B ] l .3, Giao Thue Hién] ’@4.»(61 Thiic ]

Phan loai chd &8 khéng bat budc phai chon. Cac cng vigc chura dudc phan loai s& chi cd the hign thi khi
ban chon hién thi “T&t ca cac chi d8”. Viéc phan loai chl 38 chi nhém muc dich d€ cho viéc quan 1 cdng
viéc theo mang céng tic duroc d& dang, t3p trung. Ban cd the déi lai tidu chi nay bat ki lic nao.

Stra thong tin cong viéc
- Bwdc 3: Nhap cac thong tin can stra doi bo sung, 161 bam nit “Ghi nhdn” dé cap nhat thong
tin vao hé thong hodc nhan “Két thiic” dé¢ huy vi¢c stra va trd vé man hinh trude do

1.2.13 Giao thém nguwdi thue hién cong viée

Chtrc ning nay duoc ngudi giao viée sir dung dé giao thém ngudi thyuc hién, khi cong viéc phat
sinh thém van dé. Pé giao thém nguoi thuc hién, ngudi stir dung thuc hién theo cac budc sau:
- Bwéc 1: Vio chi tiét cong viéc
- Bwdc 2: Chudt phai vao cong viéc can giao thém nguoi thuc hién, chon “Giao xir ly” hoac
chon “Xem chi tiét = Giao”.
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Giao Trién Khai Céng Viéc

@ HiénThai ~ TAtCaCicChube ~  (® ViscPangGiao » () ViécP3luuTri¥ [ Vic Ciia Cap Dudi [ - @E

ST (3 Ngay M3 Tén Céng Viéc | B8 % | Mic B Hoan Thanh Conlai | BL | VKiénNhanXét, Danh Gid [TV |
el 0 092014 a5 NOI DUNG CUGC HOP GIAO BAN CONG TAC KIEM TRA NOI BO I 10% | 2thasn
Llodlin i) () 1.Xem Chi tiét
VB 02/2012TT-BTC Thing tw 56 02/201]
2 | %3] 12-09-2014 | 40 | ngay 05/01/2012 quy dinh ché 86 thu, nd == 2, Thém mdi 49% | —
trong finh virc hoat ddng hanh nghé gt P 3 Sia
VB 905/QB-TCT Quyét dinh s6 905/08-] 4 Xod
3| ZULig(pEts ngay 01 thang 07 ndm 2011 vv ban hanh P 6 g
PR Qj 5. Sao chép
VB 1568/Q5-HETD Quyét dinh 56 1568/
4 |93 1309-2014 | 39 | wiv phé duyét danh séch thisinh dd dié " o B1% | p—
tuyén dung céng chivc Tng cuc Thué n
VB 909/0B-TCT Quyét dinh sf 909/@B-] )
5 || 15092018 | 42 | S ehé phong, chéngtham 5= & Theo déi két qua 100... | S——
VB 123/2014/TT-BTC Théng tw sé 12320 T 9 Dann gia [
6 | (3| 17-09-2014 | 43 |27/08/2014 cia B4 Tai chinh hwéng ddn . 40% | p—
hé théng théng tin quan ¥ ngdn sach va A Tam khoa
VB 124/2014/TT-BTC Théng tw sé 124/2( (B)  B. Kétthic
7 |63 | 19092014 | 4q |2]/08/2014clia BO Tai chinh quy dinh thi Epy - ¢, Luutriy B7% | p—
dau co nguon goc mua tlr nwdc ngoai tai
hoan doi doi v xang = D.Quan Iy tién @8
VB 131/2014/TT-BTC Théng tv 56 13122( g . Bidu ab
10/09/2014 clia BA Tai chinh sia d5i mi R
8 || 26092014 | 1 | dbivéiméthang phan bon thubc nhom 3| 1, - CAytrién khai 0%
wu @i ban hanh kém theo théng tw s 16 | & ghichd
151112013 = )
. . S H. Lign két VB
VB 1307/Q8-TCT Quyét dinh 56 1307/0L —

Téng cuc Thué v& viéc Ban hanh Quy trinh lya chon doanh nghigp 755 .
ban hang hoan thué gia tri gia ting d6i véi hang hoa ciia ngwii nwdc I
ngodi, ngwdi Vigt Nam dinh cw & nwéc ngoai mua

9 || 30-09-2014 | 37

Vao chirc nang giao thém nguoi thuc hién

Sau khi chon “Giao xir ly”, hé thong s€ hién thi ctra s6 giao viéc nhu sau:

Giao Viéc Cho Ca Nhan Hoac Nhom Thu'c Hié

XU LY VAN BAN 137 /BNV-DT NGAY 13-01-2013 CUA BO NOI VU Vv HUONG DAN SIF DUNG TAI LTEU BOI DUDNG NGACH

7 Tét Ca Danh Sdch 51T Ho VaTén Chire Vu Bang L

 Nném Tueng Tée 1|/ psing Thitam | Phuiong | Nhan vign 0

Hoc vien Thanh Thieu Nien -
----- [P Phing Té chiic Hanh chirh an Thi

i Phéng K& hoach - Tai vu

[uir] Phéng Quan tri

—{ai] Phéng Daotao & CTCT, SV

~[oii] Trung tdm Théng tin - Thu vién

--[oii] Trung tam phat trign ki ndng x& hdi

-[uir] Khoa céng tc Tharh nién

- Khoa céng téc Thigu nhi

--[ei] Khoa céng téc X3 hdi

--[ui] Khoa Chinh tri hoc

[z B& mén Ngoai ngli

-fei] B& mén Tin hoc

-[ei] B§ man V&n héa & GDTC ST |«

Nhan vién

Tich chon, réi nhén "Thém vao"

fira)
53}

ChircVu

- Vién nghién ciu Thanh nién 1|7 NguyEn Thi Th Ha Cén b 0
I Ban quinly dién 2 |/ The Luc | Tniding Phe
.[5i] Phén vign mign Nam L1|Lai Thé - na fhend

(Double{tlld(} WVaD ngLr61 turang Ung hoac chon nhigu ngurdi rdi nhap phai chu de g,

Man hinh giao thém nguoi thuc hién cong viéc
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- Bwdc 3: Tich chon nguoi can giao thuc hi¢n cong vi€c, roi nhan “Thém vao” dé dua nguoi
duogc chon vao danh sach nhitng nguodi duge giao viéc. Sau d6 bam nut “Thwe hién giao viéc

dé giao viéc cho nguoi da chon.

1.2.14 Chinh sira tién d¢ cong viéc

Chtrc nang nay duogc nguoi giao viée st dung dé

chinh stra cac

viéc. B¢ chinh sua tién d9, nguoi sir dung thuc hi¢én theo cac budc:

- Buworc 1: Vao danh sach cong viéc da giao

Giao Trién Khai Céng Viéc

hang muc tién dd cua cong

% % Thuhhd B Bdng

Tat Ca CacCha & - (%) VitcPang Giao ~ () VidcBE LuuTrii [ Viéc Cia C3p Dudi

|- =

Ma

Tén Céng Viéc

CVBi

B.E%

% | Mirc B4 Hoan Thanh

Con Lai

BL

Y Kign Nhan ¥ét, Danh Gia

™

1 ¢ | 01-09-2014

45

NOI DUNG CUBC HOP GIAO BAN CONG TAC KIEM TRA NOI BO
QUY 4 NAM 2014

@

40% | m—

2th25n

12-09-2014

38

VB 329/QD-TCT Quyét dinh 323/QD-TCT cila Téng cuc Thué vé viée
ban hanh Quy trinh quan Iy déng ky thué

32% | p—

12-09-2014

VB 02/2012/TT-BTC Théng tw sd 02/2012/TT-BTC cia B4 Tai chinh ngay
05/01/2012 quy dinh ché 44 thu, ndp, quan Iy va si dyng I# phitrong
finh v hoat d6ng hanh nghé ludt sw tai Vigt Nam

49% | —

13-09-2014

H

VB 905/QB-TCT Quyét dinh s6 905/QB-TCT cia Téng cuc Thué ngay
01 thang 07 ndm 2011 vv ban hanh Quy trinh hoan thué

0%

39

VB 1568/0D-HOTD Quyét dinh =8 1568/0D-HOTD nody 11/8/2013 viv
phé duyét danh séch thi sinh di diu kién dw phong vén a8 xét tuyén
dung cing chivc Téng cuc Thué ndm 2013

81% | ——

15-09-2014

42

VB 909/QD-TCT Quyét dinh 56 S0%/QD-TCT ngay 7/8/2003 v& vidc ban
hanh Quy ché phang, ching tham nhiing trong ngéanh thué

100... | ————

@
@
&
s | 13002014
@
@

17-09-2014

VB 123(2014/TT-BTC Théng tw s5 1232014/ TT-BTC ngay 27/08/2014
clia B Tai chinh hwéng dén td chirc vén hanh, khaithac hé thing
théng tin quan Iy ngdn sach va kho bac (TABMIS)

40% | —

8 | &h| 19-09-2014

VB 124/2014/TT-BTC Théng tw =6 1242014TT-BTC ngay 27/08/2014
clia B Tai chinh quy dinh thii tuc hai quan ddi véi xdng, déu co ngudn

( LT o N oz - Sl T
goc mua tir nwo'e ngoai tam nhép khau dé si dung hoan doi doi voi
xdng

9 | (% 25.09-2014

VB 131/2014/TT-BTC Théng tw 85 13172014/ TT-BTC ngay 10/08/2014
ciia Ba Tai chinh siva d6i mirc thué sudt thué nhap khdu dbi véi mit
hang phén bdn thudc nhom 31.02 tai bifu thué nhap khdu wu d&i ban
hanh kém theo théng tw 56 164/2013TT-BTC ngay 15/11/2013

0%

10 | 53| 30-09-2014

37

VB 1307/QD-TCT Quyét dinh & 1307/0D-TCT ngay 18/08/2014 cia
Tdng cuc Thué v& viéc Ban hanh Quy trinh Iwa chon doanh nghiép ban
hang hoan thué gia tri gia ting 36 véi hang hoa cla ngwdi nwdc ngodi,
ngwéi Vigt Nam dinh cw & nwé'c ngoai mua

75% | —

Man hinh hién thi danh sach cong viéc
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- Bwoc 2: Chudt phai vao cong viéc can sua tien dd, chon “Qudn ly tién d¢p” hodc chon

“Xem

chi tiét > T.D§”.

&

% Thu Mha

B BPong

’ . Giao Tri€n Khai Céng Viéc

TatCaCacCha D& ~

® Viéc Pang Giao -

O vigcPa Lwu Trid [ Viéc Cia C3p Dudi

| - Q=]

Tén Céng Vigc

CVEi

2

Yo

Mirc B8 Hoan Thanh

Con Lai

BL

' Kign Nhan Xét, Danh Gid

=
-

01-09-2014 QUY 4 NAM 2014

Q

VB 02/2012TT-BTC Théng|
ngay 05/01/2012 quy dinh
trong finh vyc hoat ddng h

4+
&

12-09-2014

VB S05/QB-TCT Quyét din
ngay 01 thang 07 ndm 201

x
i

13-09-2014 4

VB 1588/08-HETD Quyét
viv phé duyét danh sach ti
tuyén dung cing chic Tr

13-09-2014 38

%
@

VB 909/QB-TCT Quyét din| ,_

g Zuk ban hanh Quy ché phong,| 5=

42

w

VB 123201 4TT-BTC Thin
27/08/2014 clia Ba Tai chir
hé thdng théng tin quan Ky

17-09-2014

@

VB 124/2014/TT-BTC Thin
27/08/2014 cia Bo Tai chir
diu co ngudn gbc mua tiv

hoan dfi dfi vivi xdng

19-09-2014

NOIDUNG CUBC HOP GIAQ BAN CONG TAC KIEM TRA NOI BO

1. Xem Chi ti€t
2. Thém mdi

3. Sia

4. ¥od

5. Sao chép

6. Giao X by

7. Chidao

8. Theo doi két qua

9. Banh gia
A, Tam khoa

B. Két thilc

C. Lwu trif

D. Quan hy tien do

&

10%

2th25n

&

45%

0%

81%

100...

thac

40%

m

ng,

VB 131/2014/TT-BTC Thdn
10/09/2014 cla Bg Tai chir
d6i véi mit hang phén bon
wu ddi ban hanh kém theo
18112013

[
o
b

25-09-2014 1

Lt

VB 1307/QD-TCT Quyét di

E. Bifu db

F. Cay trién khai
G. Ghi chii

H. Lién két VB

0%

30-09-2014 ar

oy

Téng cuc Thué vé viéc Ban hanh Quy trinh lya chon deanh nghiép
ban hang hoan thué gia tri gia ting d6i véi hang hod cla ngwdi nwéc
ngoai, ngwei Wigt Nam dinh cw & nwéc ngodi mua

T5%

Vao chirc nang quan ly tien dé cong viéc

Sau khi chon “Qudn ly tién do”, hé théng s& hién thi man hinh quan ly tién d6 nhu hinh sau:
=

Quan Ly Hang Muc Va

Tén hang muc: |

Théi gian dur kién bat dau:

o[ 7]

Yéu C3uHoan thanh: _/_/____h_ | Thuchien:

[

»

Man hinh quan Iy tién do cong viéc

Ghi chi:
[ hi Mhdn ] [b iy 8 ] [g Biiku B ] [@ Kt Thiic ]

STT | HT T&n Hang Muc Théi Gian Bt ©3u | Y. Ciu Hoan Thanh | SN Mgurdi Thue Hign Ghi Chi 5 X
1 == | Phong Tin Hoc trién khai Vén phong dién ti 01/03/2014 17:00 01/08/2014 17:00 | 154 |MaiVén Quang .
2 | 2 |Tuyén truyén ddy manh khai thué qua mang 01/05/2014 13:35 | 01/10/2014 13:35 | 154 | Trinh Thi Thu Thuy S K
3 | 2% |Phdng Tin Hoc trién khai cing thing tin dién ti 01/05/2014 17:00 01/09/2014 17:00 | 124 |MaiVén Quang & | K
4 | 2 |Thigt k€ 1dp ddt trang thigt bj van phong Cuc thué | 10/08/2014 17:00 | 15/08/201410:00 | 88 | Nguyén Thi Sweng Far .

Trung tim di¥ liBu bao céo va d& xuft phuong &n
5 | 2% | chudn biha tng tin hanh ndng cAp hé thing 29/07/2014 17:00 | 29/08/2014 17:00 | 32 |Dwong Thé Quang # | K
Server CSDL
Phing Kiém tra ndi b tham nhiing, @& xudt Ban
chidao phong chéng tham nhiing ca Cuc Thué
& |+ |didu chinh ké hoach 2008-2010 theo quy ché ciia | 01/09/2014 11:34 | 28/11/201417:00 | 90 |Trwong Manh Twéng FAr.Y
Téng cuc Thué va ké hoach phang chiéng tham
nhiing quic gia.
7 | 2w [Phéngtin hoc phdihp ciing véi cac phéng ban. | o\ nan1s 1130 | 2971202014 17:00 | 120 | MaiVan Quan 2K
" | khi cac phong ban can trich xudt 54 liEu . . g
Ra =0at lai nhiing céng viéc phat =inh tai don vi,
danh gia kha ndng rili ro c6 thé xdy ra sai pham
| @& chidao bd phan kiém tra ndi bd thwe hign kiém . ] I
8 |~ tra: thudng xuyén giam sat, chi da0 cho c4c doan 05/09/2014 11:38 | 2812/201417:00 | 118 | Lam Thai Binh &K
thanh tra kiém tra ndi bd dé thyc hién ding muc
tigu, yéu
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- Bwdc 3: Kich dup chudt vao tién d can stra hoac nhan biéu tuong stra 7 dé stra thong tin
tién do.

Quan Ly Hang Muc Va Xi¥ Ly Tién D& Céng Viec (=]

Tén hang muc: | |

Théi gian durkign bt dau:  © Y&u CauHoan thanh: [/ _h_ | Thuchien: -]

Ghi chi:
[ Ghi Mhén ] [b Hilly B H@ Bigu B H@ Kt Thic ]
STT | HT Té&n Hang Muc Théi Gian Bat B3u | ¥, CauHodn Thanh | SN MNgurdi Thuc Hién Ghi Chud 5 | x |~
1 | 2 | Phang Tin Hoc trién khai Van phong dign ti 01/03/2014 17:00 | 01/02201417:00 | 154 |Maidn Quang
2 ,:,‘ Tuyén tru‘_.rén ﬁﬁ‘,r manh khaithuéqua mang 01/05/2014 13:35 01062014 13:35 154 | Trinh Thi Thu Thuy
3 | = |Phéng Tin Hoc trién khai cng théng tin dién ti 01/05/2014 17:00 | 01/09/201417:00 | 124 |MaiVin Quang

~u

4 | 2% | Thiét ke lap dat trang thiét bi vdn phong Cucthué | 10/06/2014 17:00 | 15/08201410:00 | 66 | Nguy&n ThiSuong

m

Trung tim di liéu bao cdo va 38 xuft phrong 4n
5 | 24 | chufin biha tng tién hanh ndng cdp hé thing 2072014 17:00 | ZH08E01417:00 | 32 |Dwong Thé Quang Eal.
Server CSDL

Man hinh vao stra cdc tien do cong viéc

- Buwdc 4: Nhap lai ndi dung cac thong tin can sira d6i vao cac 6 twong tng, nhu hinh dudi:

Quan Ly Hang Muc Va Xi¥ Ly Tién D6 Cong Vigc |
Tén hang muc: |Phang Tin Hqctrién khaiVan phong dién t
Thei gian durkien bt dau: (. [01/03/2014 17h00 Yéu C3u Hoan thanh: [01/08/2014 17000 | Thychign: |Mai Vn Quang [~]
Ghi cha:
) B y - -
L &hi Mhan I ’b Hily Bo ] ’ (= Eigu BB ] ’@ K&k Thiic ]
S ——
STT | HT Tén Hang Muc Théi Gian Bat BBy | Y. CBu Hoan Thanh | SN Naurdi Thire Hién 5 % [*
1 24 | Phbng Tin Hoc trién khai Vén phong dién ti¥ 041/03/2014 17:00 01/08/2014 17:00 | 154 |MaiVén Quang ERF.4
. Nhip lai cic thin
2 | 2 |Tuyén truyén dﬁy manh khaithuéqua mang 01/05/2014 13:35 01/10/2014 13:35 | 154 | Trinh Thi Thu Thuy ._1] 2 - N £ AR
tin can siea doi
3 :_", Phéng Tin Hoc trién khai cﬁng théng tin dién t 01/05/2014 17:00 01/09/2014 17:00 124 | Mai Vén Quang rd x
4 | 22 |Thigt ké lap @it trang thiét bi vdn phong Cuc thué | 10/06/2014 17:00 | 15/08/201410:00 | 88 | Nguy&n Thi Sweng AR
Trung tim dif iy bae céo va 38 xuft phrong 4n 3
5 | 2% |chudin biha tAng tién hanh ndng cdp hé thing 29/07/2014 17:00 | 29/08/201417:00 | 32 |Dwong Thé Quang s | K
Server CSDL

Nhdp lai ndi dung théng tin can sira doi
- Bwéc 5: Bam nat “Ghi nhdn” dé cap nhat thong tin vao hé théng hodc nhan nat “Hiy bé” dé
huy vi¢c stra. Sau do, bam nut “Ket thiic” dé quay vé man hinh trude do.

1.2.15 Chi dao cong viéc
Nguo1i giao viée, ngudi giam sat va nguoi chu tri cong viée co thé ra ¥ kién chi dao tdi toan bd
nhitng nguoi dugc giao viéc. Bé ra y kién chi dao, nguodi thyc hién theo cac budc sau:

- Buwdrc 1: Vao danh sach cong viéc da giao
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Giao Tri€n Khai Céng Viéc 2 | % Thubhd B Bdng

EI Hién Thai ~ TatCa Cac Cha D ~ (®) viscPang Giao ~ (0 VigcD3LuuTri¥ [ Viéc Cia C3p Dudi

ST & Noay M& Tén Céng Vic CVBi B.D& % | Mic D8 Hodn Thanh Conlai | BL | Y KiEn Nhan Xét, Banh Gid

[T I NOIDUNG CUBC HOP GIAO BAN CONG TAC KIEM TRA NOI BO A
7 | 01-09-2014 45 QUY 4 NAM 2014 (5]
VB 320/08-TCT Quyét dinh 329/QB-TCT ciia Tong cuc Thué vé vide

A N P - 5 32% | —
ban hanh Quy trinh quan ky dang ky thug

40% | —— 2th25n

12-09-2014 38

VB 02/2012TT-BTC Théng tr s6 02/2012/TT-BTC cila Bé Tai chinh ngay
12-09-2014 40 | 05/01/2012 quy dinh ché dd thu, ndp, quan Iy va sir dung I& phitrong 49% | —
finh virc hoat déng hanh ngh# ludt sw tai Vit Nam

VB 905/QE-TCT Quyét dinh 6 905/QB-TCT cia Tong cuc Thué ngay

13-09-2014 | 41141 thang 07 ndm 2011 vv ban hanh Quy trinh hoan thué

0%

VB 1568/QD-HETD Quyét dinh 56 1568/QB-HDTD ngay 1/9/2013 viv
13-09-2014 | 39 |phé duyét danh sach thi sinh & diéu kién du phong van d& xét tuyén 81% | p—
dung céng chive Thng cuc Thué ndm 2013

VB 909/QE-TCT Quyét dinh 6 909QD-TCT ngdy 7/3/2009 v& viéc ban

u ZuLL 42 hanh Quy ché phang, ching tham nhiing trong nganh thué 100... | p——

VB 123/2014/TT-BTC Théng tw 56 123/2014/TT-BTC ngay 27/08/2014
17-09-2014 | 43 | cila BA Tai chinh hwéng dén t6 chivc van hanh, khai thac hé thing 40% | p—
théing tin quén by ngdn sach va kho bac (TABMIS)

S 8| 8 | & & | @

VB 124/2014/TT-BTC Théng tw 56 124/2014TT-BTC ngay 27/08/2014

ciia B& Tai chinh quy dinh thi tuc hai quan d6i véi xédng, déu cé nguln
& i N 4 ip khiu & =0 an d&i adi vei |

goc mua tl¥ nwerc ngeai tam nhap khiu de s dung hoan doi doi voi

xdng

8 || 19-09-2014 | 44

VB 131/2014/TT-BTC Théng tw 6 131/2014/TT-BTC ngay 10/09/2014
ciia B& Tai chinh siva ddi mivc thué sudt thué nhip khu d6i vei mét
hang phan bén thudc nhom 31.02 tai bifu thué nhdp khdu wu d&i ban
hanh kém theo théng tw s6 164/2013TT-BTC ngay 15/11/2013

9 | 9| 25.09-2014 1 0%

VB 1307/QB-TCT Quyét dinh s8 1307/0B-TCT ngdy 18/08/2014 cia

Thng cuc Thué v& viéc Ban hanh Quy trinh lya chon doanh nghiép ban
N - PP PRV PR L L 75% | ——

hang hoan thue gia tri gia tAng d0i v hang heoa cla ngwoi nwec ngoai,

nguwii Viét Nam dinh cw & nwéc ngodi mua

10 | 6| 30-09-2014 | 37

Man hinh hién thi danh sach cong viéc

- Bwdc 2: Chudt phai vao cong viéc can chi dao, chon “Chi dao” hodc vao “Xem chi tiét
2 C.Dao”.

Giao Trién Khai Céng Viéc ¥ % Thuhhd K ©ong

E Hién Thai TStCaCicChaPé ~ @ ViecDangGiao () ViecDalwuTrié [ Viéc Ciia C3p Dudi @

STT @ Ngay M3 Tén Céng Viéc CVBi |B.BE& | % | Mic Bd Hoan Thanh Conla | BL | Y KiEn Nhan Xét, DanhGid | TV
[
2

m] DUNG CUQC HOP GIAD RAM CAMEC TAC wTEl TDA NAT BO B
01-09-2014 | 45 QUY 4 NAM 2014 Q 1. Xem Chi tiét £ 10% m 2th25n

VB 02/2012TT-BTC Thdn

12092014 | 40 | ngay 050172012 quydint | 2 Themmdi & phi 0B | 49% | p—

trong finh vuc hoat déng ¥ 3 Sira

VB 905/QE-TCT Quyét i ¢ 4. Xoa
ngay 01 thang 07 ndm 20| m

13-09-2014 4 0%
5. Sao chép
VB 1568/QB-HETD Quyé 13

@
@
4 || 13-09-2014 | 39 | viv phé duyét danh sach 6. Giao xi Iy xét 81% | p——
@
@

™
Ll

tuyén dung ciing chire TdE i

VB S09/QE-TCT Quyét di

H L “E ban hanh Quy ché phan

8. Theo doi két qua : 100... | o—————
9. Banh gia =

VB 123/201M&TT-BTC Tha|
17-09-2014 | 43 | 27/08/2014 cia BG Tai of A Tamkhod thac 40% | p—
hé thdng théng tin quan I N

B. Két thiic

B £

VB 124/2014/TT-BTC Thé
27/08/2014 cia BG Taich
dAu cb ngudn géc mua ti
hoan d6i d6i vivi xéng

C. Lu triv .
7 || 19092014 | a4 ik

D. Quén I tién d5
E. Bidu g6

VB 131/2014/TT-BTC Th
10/09/2014 ciia B3 Téi ch
8 || 25-09-2014 1 | ddivéi mat hang phan bo|
wu d4i ban hanh kémtheq | > G. Ghichd
151112013

el ga

5
F. Céy trién khai hau
khau 0%

H. Lién két VB

VB 1307/Q8-TCT Quyét AT ST TI0TIESTCT Toay TEMErZUTE cia

Téng cuc Thué vé viéc Ban hanh Quy trinh lya chon doanh nghiép P
e a g —— - e 75% | —

ban hang hoan thué gia tri gia tang doi vai hang hoa clia ngwoi nroc

ngodi, ngwdi Vigt Nam dinh cr & nwée ngoai mua

I &

9 || 30-09-214 | 37

Vao chirc nang chi dao cong viéc

Sau khi chon “Chi dgo”, hé thong s& hién thi man hinh giri ¥ kién chi dao nhu sau:
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Giifi Y Kién Chi Pao Giai Quy&t Cong Vic =5

1. Tén cing viéc:
Xir by van ban sé 54/2014/QD-TTg cia Thi twdng Chinh phii : V& viéc
mi&n thu& nhap khau déi vdi linh kién nhap khiu d& san xuat, lap rap

2. Ngi dung ¥ kién chi dao:

] Ghi Nhan I [@ K&t Thiic ]

Man hinh nhdp y kién chi dao cong viéc

- Bwéc 3: Nhap y kién chi dao vao 6 “Ngi dung ¥ kién chi dao”, r6i bAm nat “Ghi nhin” dé
luu ndi dungy kién vao hé théng. Sau d6 nhin “Két thiic” dé quay vé man hinh trude do.

1.2.16 Xem cay trién khai cong viéc
Chure nang nay dugc nguoi giao viée st dung dé xem tong quan cong viéc mot cach truc quan.
bé xem cay trién khai, nguoi st dung thuc hién theo cac budc sau:

- Buwdrc 1: Vao danh sach vi¢c da giao
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Giao Trién Khai Céng Viéc

TatCaCacChiPé -

% Viéc Dang Giao -

O viecPa Lwu Trii [ Viéc Caa Cp DuGi

Tén Céng Vigc

Cvei

B.Bd

% | Mifc B& Hoan Thanh

Con Lai

BL

 Kign MNhan X&t, Banh Gid

01-09-2014 45

NOI DUNG CUGC HOP GIAO BAN CONG TAC KIEM TRA NOT BO
QUY 4 NAM 2014

5]

40%  p—

2th25n

12-09-2014 38

VB 329/QD-TCT Quyét dinh 320/QD-TCT cia Téng cuc Thué vé viéc
ban hanh Quy trinh quén y ddng ky thué

32% | —

12-09-2014

VB 02201 2TT-BTC Thing tw s 02/2012TT-BTC cia B& Tai chinh ngay
05/01/2012 quy dinh ché dd thu, ndp, qudn iy va si dung & phitrong
finh vwc hoat ddng hanh nghé ludt sw tai Viét Nam

49% | —

13-09-2014 H

VB 905/QD-TCT Quyét dinh 36 905/QB-TCT clia Téng cuc Thué nody
01 thang 07 ndm 2011 vv ban hanh Quy trinh hodn thué

0%

13-09-2014 39

VB 1568/0B-HETD Quyét dinh =6 1562/0D-HETD ngay 11/9/2013 viv
phé duyét danh sach thi sinh di diéu kién dw phdng van dé xét tuyén
dung céng chirc Téng cuc Thué ndm 2013

81%

15-09-2014 42

VB 909/QB-TCT Quyét dinh sé S09/QD-TCT ngdy 7/8/2008 vé viéc ban
hanh Quy ché phing, chiing tham nhiing trong nganh thué

100... | p——

17-09-2014

VB 123/2014/TT-BTC Thang tw s 123/2014/TT-BTC ngay 27/08/2014
ciia Bd Tai chinh hwéng dén té chivc vén hanh, khai thac hé thing
théng tin quén Iy ngén sach va kho bac (TABMIS)

40% | p—

19-09-2014

VB 124/2014/TT-BTC Thing tw 56 124/2014TT-BTC ngay 27/08/2014
ciia Bd Tai chinh quy dinh thii tuc hai quan @i véixdng, ddu co ngudn

< P L P S SE E
goc mua tir nwerc ngodi tam nhap khau d& s dung hean doi doi vai
xdng

25-09-2014 1

VB 131/2014/TT-BTC Théng tw s6 131/2014/TT-BTC ngay 10/08/2014
ciia Bé Ti chinh sia d8i mirc thué sudt thué nhap khdu ddi véi mét
hang phén ban thufic nham 31.02 tai bifu thué nhap khu vu 34 ban
hanh kém theo thing tw s6 164/2013TT-BTC ngay 15/11/2013

0%

30-09-2014 37

VB 1307/QD-TCT Quyét dinh £6 1307/QB-TCT ngdy 18/08/2014 cia
Téng cuc Thué v& viéc Ban hanh Quy trinh lya chon doanh nghiép ban
hang hoan thué gid tri gia ting @i véi hang hod ciia ngwii nwée ngodi,

75% | —

Man hinh hién thi danh sach cong viéc

- Bwdc 2: Chudt phai vao cong viéc can xem cay trién khai, chon “Cdy trién khai” hoac vao
“Xem chi tiet 2 S.Do”.

Vao chirc nang cdy trién khai cong viéc

Giao Trién Khai Céng Viéc % | % Thu Nha
EI Hién Thai - TatCaCacCha & - ® Viéc Pang Giao v (O ViécPd LwuTrii [ Viéc Ciia C3p Dudi | ~ | Q F
STT (5| Noay M3 Tén Céing Visc CVDi B.B& % | MIc B3 Hoan Thanh Conlai | BL | ¥KiénNhanXét, DanhGia [TV |~
[Ty NOI DUNG CUGC HOP GTAD BAM CONG TAC KTEM TRA NOT BO A
F101-09-2014 | 45 | i 014 @l 1 xemcane & 10% m 2th25n
VB 022012MT-BTC Thd| Them méi hinh
2 | %3 | 12-09-2014 | 40 | ngay 0S/01/2012 quy di + 2. Thémm 1& phi 08 | 29% | —
trong finh vyc hoat ddng P 3 Siva
£ = £
3 {E} 13-09-2014 41 VE\BDSI'QE.‘:—TCT Quye{ ?( 4. ¥oa = 0%
ngay 01 thang 07 nam 2| .
[ 5 .Saochép
VB 1568/QE-HETD Quy) 1013
4 | 53| 13-09-2014 | 38 | viv phé duyét danh sacl 4% 6 Giaoxbly xét 81% | p—
E - - b
tuyen dung céng chic |I| 7. Chidao
VB 908/QB-TCT Quyét ¢ o— e . vidc
5 | 53| 15-09-2014 | 42 ban hanh Quy ché phdq 5= 8. Theo dii két qua £ 100... | p——
9. Banh gid E
VB 1232014 BTC TH W S
6 {E} 17-09-2014 43 2‘{105{2014-cuaﬂ|_3T§|c A Tam khod ai thac 40% | —
hé thong thong tin gquan
(m) B.Kétthic
VB 124201 4TT-BTC Th| =
fiaBéTaid g C. Lwu tri i
7 {E} 19-09-2014 a4 21”33{20145”3‘5? Taig \_]E'] L trie xang, a7%
ddu co nguon goc mua i P Ing I
hoan ddi ddivéixdng | =% 0. Quén Iy tien 45
VB 1312014TRETC Th 2 E. Bigu db
1040972014 cia B Tai §50 - . hdu
PR C . F. Cay trien khai
8 | 7| 25-09-2014 1 | ddivéi mdt hang phan knﬁu 0%
vu ddi ban hanh kémthe | > hicl
18112013 ,! H. Lidn két VB
VB 1307/0B-TCT Quy&t ummrsw-rovren=rermyay 4 clia
3 Ton N . . L
9 || 30092004 | 37 |Tong cucThu vévic Ban hinh Quy trinh a chon doanh nghiép. 75% | p—
ban hang hoan thue gia tri gia tang doi v&i hang hea cua ngwoi nroc
ngoai, ngwéi Vigt Nam dinh cw & nwéc ngoai mua

Sau khi chon “Cdy trién khai”, hé thong sé& hién thi so d0 cay trién khai nhu hinh duéi. Pay 1a
toan b so do trién khai cong viéc dé€ tham khao.

133



THAISONSOFT

5S¢ P Trien Khai Cong Vigc
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= nf' Nguyé&n Binh Tén

..... B Treeng Vin Ba

----- S Lam Thai Binh

----- () L& Thanh M§

..... JL HaTiép Nam

----- b Nguyén ThiHanh Nga
..... J Béng Khdc Phiic

..... J Duong Thé Quang
..... S Nguyén Sen

..... B Nguyén vin Séng
..... S Nguyén Thi Suong
..... $L Trinh Thi Thu Thuy
..... b L& Ngoc Tudn

----- S Bl vén Twing

..... S Tran Thi Tuyét Hoa
..... S Pham Ngoc Ldc

----- L Treong Manh Twéng
..... JL Maivén Quang

..... S Nguyén Ting Quang
..... S Nguy&n Nam Binh
----- S Trdn Binh Ci

----- b Lé Xudn Duong

..... ‘?_ Bidng Thi Thiry Lang

[w] Hi&n thi file dinh kém

[ Hi&n thi thi gian trién khai

Bay 14 todn bd so d5 trién khai céng viéc d€ tham khao, Thdng qua so 38 ndy, ban s& o dugc céi
nhin t8ng thé v& céng vigc dang thuc hién va bi€t duge minh & i tri ndo trong so d6 nay.

»

m

-

So do cay trién khai cong viéc

1.2.17 Tam khoa cong viéc

Chure ndng nay duoc nguoi giao viéc st dung dé tam khoa mdt cong viéc. Khi cong viéc dang
O trang thai “Tam khoa” thi tat cd nhitng nguoi lién quan (trir nguoi giao viée), chi co6 thé xem

thong tin cong viée, chir khong thé thao tac gi thém.
bé tam khoa cong viée, nguoi st dung thye hién theo céc budc sau:

- Buwdrc 1: Vao danh sach cong viéc da giao
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’ . Giao Trién Khai Cong Viéc ¥ s e

TatCa CacChuDg ~

(®) Viéc Pang Giao ~

) Vigc PaLuu Trir [ Viéc Cia C3p Du'di

|- Q=]

Tén Cdng Vigc

CVBi

Yo

Mirc D Hoan Thanh

Con Lai

L

¥ Kign Nhan Xét, Danh Gid

™

01-09-2014 | 45

NOI DUNG CUOC HOP GIAQ BAN CONG TAC KIEM TRA NOI BO
QUY 4 NAM 2014

40%

2th25n

12-09-2014 38

VB 320/QD-TCT Quyét dinh 320/QE-TCT cla Téng cuc Thué vé vitc
ban hanh Quy trinh quén I d&ng ki thué

S2% | —

12-09-2014

VB 02/2012/TT-BTC Théng tw &6 02/2012MT-BTC cia B& Tai chinh ngay
05/01/2012 quy dinh ché dd thu, ndp, quan 1 va =i dung I& phitrong
finh vie hoat ddng hanh nghé ludt sw tai Viét Nam

45%.

13-09-2014 41

VB 905/QB-TCT Quyét dinh sd 905/QE-TCT cia Téng cuc Thué ngay
01 thang 07 ndm 2011 vv ban hanh Quy trinh hoan thué

0%

13-09-2014 39

VB 1568/QD-HETD Quyét dinh =4 1568/0B-HOTD ngay 11/8/2013 viv
phé duyét danh sach thi sinh d0 didu kién du phong vén & xét tuyén
dung cong chirc Téng cuc Thué ndm 2013

81%

15-09-2014 42

VB 909/QB-TCT Quyét dinh sé 909/QE-TCT ngay T/2/2008 v& viéc ban
hanh Quy ché phéng, chéng tham nhiing trong nganh thué

100... | ———

17-09-2014

VB 123/2014TT-BTC Théng tw 86 123/2014TT-BTC ngay 27/08/2014
clia Bd Tai chinh hwing dén td chirc van hanh, khaithac hé thing
théing tin quan i ngdn =ach va kho bac (TABMIS)

40%

19-09-2014

VB 124/2014/TT-BTC Thiing tw 58 124201 4TT-BTC ngay 27/08/2014
clia Bd Tai chinh quy dinh thil tuc hii guan ddi véi xdng, ddu co ngudn

£ P o PR Sty iy e Sy
goc mua tlr nwé'c ngodi tam nhap khdu dé st dung hoan doi doi voi
xdng

25-09-2014 1

VB 131/2014/TT-BTC Thing tw 55 131/2014TT-BTC ngay 10/09/2014
clia Bd Tai chinh siva ddi mivc thué sudt thué nhdp khdu doi véi mat
hang phan bon thudc nhom 31.02 tai biéu thué nhdp khu wu déi ban
hanh kém theo thng tw & 164/2013MT-BTC ngay 15/11/2013

0%

30-09-2014 37

VB 1307/QD-TCT Quyét dinh =4 1307/0B-TCT ngdy 18/08/2014 cila
Téng cuc Thué vé viéc Ban hanh Quy trinh Iya chon doanh nghiép bén
hang hoan thué gia tri gia ting @4i véi hang hod ciia nguwii nwéc ngoi,
ngwii Viét Nam dinh cw & nwéc ngodi mua

T3%

Man hinh hién thi danh sach cong viéc

- Bwdc 2: Chudt phai vao cong viéc mudn tam khoa, chon “T am Khoa” hoac vao “Xem chi
tiet 2 Khoa”.

. ‘ Giao Trién Khai Céng Viéc & | & ThuMha
@ Hign Théi ~ TitGi CacChaPe v (¥ VigcPang Giao ~ () VigcBELwuTrid [ VicCia CSp Dudi |~ |fa
ST & Ngay M3 Tén Céing Vigc CVBi B.BB % | Mirc Bd Hoan Thanh Conlai | BL | ¥KiénNhadnXét, DanhGid [TV | *
NOL D B = “=KIEM TRA NOI BO
2" 01-09-2014 | a5 QuianA Q) 1.Xem Chitict Ll L 10% m 2th25n
VB 02201 5= 2, Thém mdi ciia B Tai chinh
2 ) 1209-2014 | 40 | ngay 0S/0) . Iy va si dung 1§ phi 2| 49% |
trong fnh{ o7 3 S0a igt Nam
4. Xod : 5
3 || 1300204 | a1 | VE OO x jbgaicucie 0%
ngay 01 tf] ED 5. Sa0 chép nh hoan thug
B 1568/ L D ngdy 11/82013
4 || 13092014 | 39 | wwpnéalis © GRoxil phéng vén 68 xét 31% | p—
5
tuyen dun| ] 7. Chidao
o " . .
] {E} 15-09-2014 42 VEBU:BJ'Qi §= & Theo ddi két qus y?f&fZFlU’Bve s 100... |
ban hanh . . ng nganh thue
ﬁ 9. Banh gia =]
VB 123/21 TC ngay
6 || 17-09-2014 | 43 |27M08201 wén hanh, khai thac 40% | —
hé thd ABMIS
& thong ® (T )
;‘?f;&zr;ﬁ U_E'l] &l ni;r?;‘gi v xdn
T {E} 19-09-2014 44 G B g < 87% | p——
dau co ng| -, D Quénljrtiénﬂﬁ hiu de s dung
hodn ddid = ;
& E Bifudd
ve 13120 & =u TC ngdy
10/09/201 F. Cdy trién khai udt thué nhap khdu
8 |7 25.09-2014 1 |dbiveimd o biéu thué nhép khiu 0%
wu @i bar) L G- Ghichd -BTC ngay
15117201] % H. Lién két VB
VB 1307/QE-TCT Quyet dinh 50 1307/QE-TCT ngdy 18/08/2014 cla
o | 30082018 | o7 | [0N9 SUCTUE v yiec Ban hanh Quy rinh lva chon doann nghiép 75% | —
ban hang hoan thué gia tri gia tang doi v&i hang hoa cla ngwoi nwrc
ngodi, ngwei Viét Nam dinh cw & nwéc ngoai mua

Vao chirc nang tam khoa cong viéc

Sau khi chon “Tam khoa”, h¢ thong s€ hi€n thi man hinh thong b4do xdc nhan viéc tam
khoa cong viéc nhu hinh sau:
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CloudOffice s& thurc higén tam khoa cong viéc, Khi cdng viéc d trang thai khoa, tat ca nhifng ngurdi
li€n quan {trir ban 13 nouwdi giao vidc ra) chi cé the xem théng tin chir khing the thao tic gi thém.
Ban cd dbng y khdng?

- Chon [BEng Y] dé thuc hién

- Chon [Hay Ba] d& cdn nhac thém

o] xme

Man hinh thong bao xdc nhan viéc tam khoa cong viéc

- Bwdc 3: Néu chac chan mudn tam khoa cong viéc thi nhan “Péng y” dé€ tam khoa. Nguoc lai,
néu can can nhac thém thi nhan “Hiy bo” d€ huy bo viéc tam khoa cong viéc.

Sau khi chon “Pong y”, h¢ thong s€ hién thi ctra s6 nhap 1y do tam khoa cong viéc nhu hinh
dudi:

=

Tam Khoa Cong Viéc

1. Tén cdng viéc:

Xir by van ban 137/BNV-BT ngay 13-01-2013 cua Bg Ndi vu vv hudng
din sir dung tai liéu bdi dudng ngach chuyé&n vién chinh

2, Ly do tam khoa cdng viéc:

3, Dur kién thai mad khoa trd lai:

| 1 ghithan |[[© kerThic |

Man hinh nhdp ly do tam khoa cong viéc
-  Buoc 4: Nl}ép 1y do tam khoa c@ng viéc vao 0 “Ly do tam khoa cong v’iéc”, c6 thé nhap thém
thot gian du kién mé khoa trd lai, d€ cho nhirng nguoi cé lién quan dugc biét.
- Butc 5: Baim nut “Ghi nhdn” dé luu ghi thong tin vao hé théng va nhan “Két thiic” dé quay
v€ man hinh trudc do.

1.2.18 Két thiic cong viée

Khi tat ca cac tién do cong viéc da hoan thanh, nguoi giao viée can két thuc cong viéc do, dé
tién cho viéc kiém soat cac cong viéc da va dang thuc hién. Néu cong viéc da ¢ trang thai két thuc
thi tat ca nhitng ngudi lién quan chi c6 thé xem thong tin, chir khong thé thao tac gi thém.

bé vao két thuc cong viéc, nguoi st dung thuc hién theo cac budc sau:
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- Buworc 1: Vao danh sach cong viéc da giao

Giao Trién Khai Céng Viéc

% | & Thulhd B Bdng

TatCa CacChu Dé ~

(%) Viéc Dang Giao ~

) Vigc D3 Lun Trir [ Viéc Cia C3p Du'di

- =

Tén Céng Vigc

Cvii

% | Mc B4 Hoan Thanh

Con Lai

BL

Y Kign Nhan Xét, Banh Gid | TV

01-09-2014

45

NOIDUNG CUBC HOP GIAO BAN CONG TAC KIEM TRA NOI BO
QUY 4 NAM 2014

40% | p—

2th25n

12-09-2014

38

VB 329/0D-TCT Quyét dinh 329/QB-TCT cia Tng cuc Thué vé vidc
ban hanh Quy trinh quan iy dang ky thué

32% | —

12-09-2014

VB 02/2012TT-BTC Théng tw s6 02/2012TT-BTC ciia B4 Tai chinh ngay
05/01/2012 guy dinh ché da thu, nép, quan I va si dung & phitrong
finh virc hoat d6ng hanh nghé ludt sw tai Viét Nam

49% | —

13-09-2014

41

VB 905/QB-TCT Quyét dinh 6 905/QB-TCT cia Téng cuc Thué ngay
01 théang 07 ndm 2011 vv ban hanh Quy trinh hoan thué

0%

13-09-2014

39

VB 1568/08-HOTD Quyét dinh =4 1568/Q0-HETD nody 1M/92013 viv
phé duyét danh sach thi sinh 30 didu kign dw phong van 38 xét tuyén
dung céng chive Tong cuc Thué ndm 2013

81%

15-09-2014

42

VB 909/0D-TCT Quyét dinh s6 S03/QE-TCT ngay 7/8/2009 v& viéc ban
hanh Quy ché phang, ching tham nhiing trong ngéanh thué

100... |

17-09-2014

VB 123/2014/TT-BTC Théng tw 56 123/2014TT-BTC ngdy 27/08/2014
ciia B& Tai chinh hwéng dén t6 chive ven hanh, khai thac hé thing
théng tin quan Iy ngén sach va kho bac (TABMIS)

40% | —

19-09-2014

VB 124/2014/TT-BTC Théng tw 56 124/2014TT-BTC ngay 27/08/2014
ciia B& Tai chinh quy dinh thi tuc hai quan d6i vii xang, diu cé ngudin

( P L I Sy P
goc mua tr nworc ngeai tam nhap khau dé s dung hean doi doi voi
xdng

25-09-2014

VB 131/2014/TT-BTC Théng tw 56 131/2014TT-BTC ngdy 10/09/2014
ciia B4 Tai chinh sia d6i mivc thué sudt thué nhap khdu 36i véi mat
hang phén bén thude nhém 31.02 tai bifu thué nhip khdu wu d3i ban
hanh kém theo thing tw 58 164/2013TT-BTC ngay 15/11/2013

0%

30-09-2014

- Bwdc 2: Chudt phai vao cong viec muon két thuc, chon “Két thiuc” hodc vao “Xem chi tiét

=2 K.Thuc”.

‘O Cloud
Botfice

*

37

VB 1307/0B-TCT Quyét dinh =4 1307/QB-TCT nody 18/08/2014 ciia
Thng cuc Thué v& viéc Ban hanh Quy trinh lwa chon doanh nghigp ban
hang hoan thué gia tr gia ting d6i véi hang hod cla ngwii nréc ngodi,
ngwdi Viét Nam dinh cw & nwéc ngoai mua

75%

Man hinh hién thi danh sach cong viéc

Giao Trién Khai Céng Viéc
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m
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PR e . 5
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VB 123/2014TT-8TC Thing tw 56 123/2014
6 | o3| 17-09-2014 | 43 | 27/08/2014 ciia BG Tai chinh hwéng dntd | & A Tamkhoa 40% | p—
hé théng thing tin quan y ngdn séch va kh
VB 124/2014TT-8TC Thing tw 56 1247201
27/08/2014 ciia B3 Tai chinh quy dinh thi t ‘@ Cluutd
T {E} 19-09-2014 44 G T — = 87% | —
«dau co nguon goc mua tlF nwoc ngoaitamn -y D. Quan Ijrtiénﬂﬁ
hoan dfi ddi véi xéng bt : :
- p @& E Biéuds
WB 131/2014/TT-BTC Thong tw 50 131/2014 .
10/09/2014 cia B& Tai chinh siva di mivc t ﬁ F. Céy trign khai
8 || 25-09-2014 1 | d6ivéimdt hang phan bén thubc nhém31.0 TR 0%
wu d3i ban hanh kém theo théng tw s6 184/ =% =
15112013 S H.Lign két VB
VB 1307/QB-TCT Quyét dinh =8 1307/0B-TCT ngay 18/08/2014 cia
9 {E} 20.09-2014 a7 Téng cuc Thué vé viéc Ban hanh Quy trinh lwa chon doanh nghiép 75%
ban hang hoan thué gid tri gia ting ddi vivi hang hod cla ngwvi nwéc I
ngodi, ngwii Viét Nam dinh cw & nwéc ngodi mua

Sau khi chon

nhu hinh sau:

Vao chirc nang két thuc cong viéc

“Két thiic”, hé

théng s& hién thi thong bdo xac nhan viéc két thic

cong viéc

137



" o Clowd
T.5/7 == Office®

THAISONSOFT

CloudOffice s& thurc hién k&t thic oing viéc, Khi odng viéc d trang thai két thic, t3t ca nhimng ngurdi
lién quan chi cd thé xem thdng tin chir khing the thao tac gi thém. Viec phan chia céng viéc ket
thic hofic chura ket thic nham dé tién cho viéc kifm soat cac cing viec dang va da thuc hién, Ban
o déng ¥ ket thic cong viéc nay khing?

- Chon [E@ng ¥] d& thuc higén
- Chon [Hiay Ba] d& can nhac thém

[;Qf Bing ¥ ] ’x Hly Bd ]

Man hinh thong bdo xdc nhdn viéc két thiic cong viéc
- Bwdc 3: Néu chac chan muon keét thiuc thi chon “Pong y” dé két thuc cong viée. Nguoc lai,
néu can can nhac thém thi chon “Huy bo” d¢€ huy bo viéc ket thiic cong viéc.
Sau khi chon két thuc, cong viéc do s€ chuyén sang mau xadm trén danh sach nhu hinh dudi:

El Hién Thai ~ TatCaCacCha D& ~ () Vigc Dang Giao ~ () Vigc D& Luu Trir [ Vigc Cia CSp Dudi | | ~ 1 Q ]
ST @ Ngay M3 Tén Céng Viéc CVBi |B.DE % | Mic B4 Hoan Thanh Conlai | L | ¥KiSnNhanXét, DanhGia |Tv | *
NOT DUNG CUOC HOP GIAD BAN CONG TAL KIEM TRA NOI BO B .,
| ®)|01-09-2014 | 45 |01 4 nAM 2014 B 10 g 2th25n
VB 02/2012/TT-BTC Théng tw s6 02/2012/TT-BTC clia B6 Tai chinh
2 | 6%)| 12-09-2014 | 40 | ngdy 05/01/2012 quy dinh ché @3 thu, ndp, quan Iy va st dung 1§ phi 08 | 29% | —
trong finh virc hoat ddng hanh nghé ludt s tai Wigt Nam
VB 905/QB-TCT Quyét dinh s6 805/QB-TCT cia Téng cuc Thué
E {E} d ALk - ngdy 01 thang 07 ndm 2011 vv ban hanh Quy trinh hoan thué L
VB 1568/QD-HDTD Quyét dinh s8 1568/QD-HDTD ngay 11/9/2013
4 || 1309-2014 | 39 | viv phé duyét danh sach thisinh di difu kién du phdng van 88 xét 31% | p——
tuyén dung céing chire Téng cuc Thué ndm 2013

Cong viéc da ket thiic co mau xam

1.2.19 Phuc hdi lai cong viéc

Churec nang nay dugc nguoi giao viéc su dung dé phuc hoi lai cac cong viéc da chon két thic,
khi cong viéc do phat sinh thém van dé can xu 1y. bé phuc hoi lai cong viéc, nguoi st dung thuce
hién theo cac budc sau:

- Bwdc 1: Vao danh sach cong viéc da giao

Giao Trién Khai Céng Viéc % % Thubhd B Bong

E Hién Thai T4t Ca Cac Cha D& ~ @ VigcPang Giao » () ViecBaLwuTriz [ Viéc Ciia C3p Dui | - Q=

=2

STT @ MNaay M3 Tén Céng Vigc CVBi |B.BE&| % | Mirc DS Hoan Thanh Cénlai | BL | Y Ki€n Nhan Xét, Bénh Gid | TV

NOI DUNG CUDC HOP GIAC BAN CONG TAC KIEM TRA NOI BO A
1 "%|01-09-2014| 45 | oiv s nam 2014 L a0 2th25n

VB 328/QE-TCT Quyét dinh 329/QB-TCT cia Tdng cuc Thué vé vidc

ban hanh Quy trinh quan Iy d&ng ki thué 2%

12-08-2014 38

VB 02201 2TT-BTC Théng tw 58 02201 2MT-BTC cla B4 Tai chinh ngay
12-09-2014 40 | 05/01/2012 quy dinh ché 6 thu, ndp, quan iy va sk dung I& phitrong
finh virc hoat ddng hanh nghé ludt sw tai Viét Nam

&
&

VB 905/QD-TCT Quyét dinh 56 905/QE-TCT cila Téng cuc Thué ngay

01 thang 07 ndm 2011 vv ban hanh Quy trinh hoan thué 0%

13-08-2014 4

13-09-2014 | 39 | phé duyét danh sdch thi sinh 40 digu kién dw phéng vin dé xét tuyén B1%
dung cing chirc Tng cuc Thué ndm 2013

VB 909/QE-TCT Quyét dinh 56 S0%/QE-TCT ngay 7/2/2009 vé viéc ban

hanh Quy ché phang, ching tham nhiing trong nganh thué 100...

15-08-2014 42

VB 123/2014/TT-BTC Théng tw 8§ 123/2014TT-BTC ngay 27/08/2014
17-09-2014 | 43 | cla B6 Tai chinh hwéng dén td chive van hanh, khaithac hé thing 40%
thding tin quan Iy ngédn sdch va kho bac (TABMIS)

3
3
3
VB 1568/0D-HDTD Quyét dinh 6 1568/QB-HETD ngay 11/9/2013 viv
3
3
3

VB 124/2014/TT-BTC Théng tw 88 124/2014TT-BTC ngay 27/08/2014
ciia Ba Tai chinh quy dinh thi tuc hai quan d6i viixdng, ddu cé ngudn

£ A o P iy ey
goc mua tlr nwére ngoai tam nhap khau dé s dung hean doi doi vai
xdng

8 |9 19-09-2014 | 44

VB 131/2014/TT-BTC Théng tw 8§ 131/2014TT-BTC ngay 10/09/2014
ciia B6 Tai chinh siva ddi mivc thué sudt thué nhip khdu d6i véi mat
hang phén ban thudc nhom 31.02 tai biéu thué nhdp khdu wu di ban
hanh kém theo théng tw s6 164/201 3TT-BTC ngay 15/11/2013

9 | (7| 25.-09-2014 | 1 0%

Man hinh hién thi danh sach cong viéc
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- Buwoc 2: Chudt phai vao cong viéc muon phuc hoi lai, chon “Huy két thiic” hoac vao “Xem

chi tiét = Hiiy”

Sau khi chon “Huy két thiic”, hé théng s& hién thi thong bao xac nhan viéc phuc hoi lai cong

= HiénThsi ~ T4t Ca Cac Cha D& ~ (®) Viéc Pang Giao ~
STT 5| Ngay M& Tén Céing Vigc
ﬂ (m) 45
() 1.Xem Chi tiét
VB 02201 ZTT-BTC Th o chinh
2 | 63| 12092014 | 40 | ngay 05012012 quyd T 2 Thémmdi g 1€ phi
trong finh virc hoat ddn 3. Sia
: , :
3 | (%3 13.002014 | 49 | VD 90S/OB-TCT Quyst 3T 4 Xoa 13
ngay 01 thang 07 ndm )
[y 5.5a0chép
VB 1568/Q8-HETD Qu 2013
4 | ied| 13-09-2014 39 | wviv phé duyét danh =4 5. Giao xi¥ by 36 xat
tuyén dung céng chirc .
7. Chidao
VB 909/QD-TCT Quyé ,_ L & vicc
5 (ki) 1 2014 P Quy ché phi 5= 8. Theo dbi két qua ué
VB 123/2014/TT-BTC T SHEADEL
6§ | a0 17-09-2014 43 | 27/08/2014 cla Bo Tai| & : hai thac
Py PR - [ A Tam khoa
hé thong thdng tin qua
™ B. Huy két thd
VB 1242014TTBTC 1D Lt
ey — = =
7 || 19.09-2014 m 2?:!03{2014lcua‘5|:} Tai C. Lwu triv xang,
dau cb ngudn gdc mual ung
hodn d6i dfi véixdng D. Qudn I tién 48
VB 13M2M4TT-BTC T @2 E Bidu db
10/09/2014 cla B& Tai I ) p khiu
s || 25002014 | 1 |aiveimthang phan | oo - CAY triEn khai &ip khau
wu ddi ban hanh kém th _» G.Ghichd
15/11/2013 o,
H. Li€én k&t VB
VB 1307/QD-TCT Quyéremrso e — Ay Ty
z PR N - "
g || 30.00-2014 27 Tl?ng cue Th|:|e e vige Ea_ln _harlh Qu'!_trl‘n_h II\._PE Chl:}‘n d?anh nghlep‘
ban hang hoan thue gia tri gia tang doi vai hang hoa clia nguwei nyoc
ngodi, nguéxi Vigt Nam dinh cw & nwéc ngoai mua

O VigcPa Lwu Trit [ Viéc Cha C3p Du'di

CVBi B.BG | % | Mic P& Hoan Thanh
= ]
S | 49% | po—

0%

81% | ——

100... | p——

40% | p—

87% |

0%

75% | p—

Vao chirc nang phuc hoi cong viéc

viéc nhu hinh sau:

- Chon [BBng ] d8 thuc hién
- Chon [Hiy B&] d8 cdn nhac thém

[\-_{z’ Eifng ¥ ]

[}( Hily Bid ]

- Bwéc 3: Néu chic chan mudn phuc héi lai cong viée thi chon “Péng y” dé phuc hoi. Nguoc

CloudQffice s& thuc hién phuc héi lai cdng viéc, Ban cd ddng v khing?

Conlai | BL

¥ Kign Nhn Xét, Danh Gid

Man hinh xdc nhan viéc phuc hoi cong viéc

lai, néu can can nhac thém thi chon “Hiiy bo” dé huy bd viéc phuc hoi lai cong viéc.

1.2.20 Luu trir cong viéc

bé quan 1y cong viéc mot cach khoa hoc, tién theo ddi, ngudi giao viée nén phan chia cong
viéc ra 2 loai sau: Cong viéc dang theo doi va cong viéc luu trir. Tat cd cac cong viéc du dang &
trang thai nao, déu c6 thé dua vao ché dd luu trir, nhung chi nén dua cac cong vi¢c da hoan thanh

vao luu trtr.

bé luu trit mot cong viée, nguodi st dung thuc hién theo cac budc sau:

- Buwdrc 1: Vao danh sach cong viéc da giao

- =

v [

m
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Giao Tri€n Khai Céng Viéc

© | < Thu hha

B Bong

EI Hign Thdi - TatCaCacChubé - (%) Viéc Dang Giao ~ () Viéc B3 Luu Trii [J Viéc Cia Cap Dudi
STT (5| Noay M3 Tén Céng Vi CVDi |B.B&| % | Mirc DG Hoan Thanh Conlai | BL | YKién Nhan Xét, Bénh Gid
. NOI DUNG CUOC HOP GIAO BAN CONG TAC KIEM TRA NOI BO A
1 ¢ |01-09-2014 | 45 QUY 4 NAM 2014 L a0% e 2th25n
VB 329/QB-TCT Quyét dinh 328/QD-TCT cia Téng cuc Thué vé viéc
E {B J2 08 20T 8 ban hanh Quy trinh quan t d4ng ki thué 2% | —
VB 02/2012/TT-BTC Théng tw 56 02/2012MT-BTC clia B4 Tai chinh ngay
3 {E} 12-09-2014 40 | 05/01/2012 quy dinh ché dd thu, nép, quén Iy va si dung I& phitrong 49% | —
finh vyc hoat d6ng hanh nghé ludt sw tai Vigt Nam
2.00 VB 905/0B-TCT Quye{ dinh s6 905/QB-TCT cla Tung cuc Thué ngay
< {E} g ik # 01 thang 07 ndm 2011 vv ban hanh Quy trinh hoan thué 0%
VB 1568/QD-HETD Quyet dinh sb 1568/QB-HETD ngay 11/%2013 viv
5 | 53| 13-09-2014 | 39 | phé duyétdanh sach thi sinh dil digu kién dy phing vén dé xét tuyén B1% | —
dung céng chivc Téng cuc Thué ndm 2013
VB 909/QB-TCT Quyét dinh 26 S09/QB-TCT nody 7/8/2009 vé viéc ban
B |@ 1 2014 |42y Quy ché phong, chéng tham nhiing trong nganh thué 100... | ———
VB 123201 4/TT-BTC Thong tw i 1232014TT-BTC ngay 27/08/2014
7 | 5| 47-09-2014 | 43 | cla B Tai chinh hwéng dén th chirc van hanh, khai thac hé thing 40% | p—
théing tin quan K ngén sach va kho bac (TABMIS)
VB 124/2014TT-BTC Thing tw 58 124/2014TT-BTC ngay 27/08/2014
P {E} 19-09-2014 a clia B Tai chinh quy dinh thii tuc héi quan ddi véi xdng, ddu co ngudn AT
gihc mua tir nwtrc ngodi tam nhép khdu 38 si dung hoan 46i dbi vei I
xdng
T

- Budc 2: Chudt phai vao cong viéc mudn dua vao luu trit, chon “Luwu trie” hoac vao “Xem
chi tiet 2 Luu”.

Man hinh hién thi danh sach cong viéc

Vao chirc nang luu trir cong viéc

Sau khi chon “Luwu trie”, hé théng s& hién thi thong bao xac nhan nhu hinh sau:

lru trif cdng vigc nay khdng?
- Chon [Biang ﬂ d& thure hign
- Chon [Hay Ba] d& cn nhic thém

Man hinh théng bao xdc nhdn viéc luu triv cong viéc

CloudOffice s& thure hién dira cong viéc wao ché dd luu trir. Ban chinén dira 1 viéc vao luu trir khi d3
ho&n thanh viéc d6 vi chifc ndng luu triF chi y&u ding &€ Iuru cic viec d8 ket thic, Ban o déng ¥

E' Hién Th&i ~ T4t Ca Cac Cha D& ~ ® viecPangGiao v () ViecPELuuTrii [ Viéc Cda C&p Dudi
ST & MNoay M3 Tén Céng Vigc CVEi B.E® | % | Mic BE Hoan Thanh Cénlai | BL | ¥ Kign Mhn %&t, Banh Gid
NOI DUNG CUGC HOP GIAQ = = = B
(<% 01-09-2014 | 45 QUY 4 NAM 2014 () 1. Xem Chi tit £ 10% g 2th25n
VB 022012MTT-BTC Théng tv'sl 4= 2, Thém méi
2 <) 12-09-2014 | 40 |ngdy 05/01/2012 quy dinh ché . 02 | 29% | —
trong finh vie hoat dng hanh g o7 3. Ska
[y 4. Xoa
3 {E} 13-09-2014 41 \.-"E\BDSI'QE%—TCT Qu“yet dinh s0 ?( 0%
ngay 01 thang 07 nam 2011 wy |_‘:D 5. Sao chép
VB 1568/QB-HBTD Quyét dinh 3 o
4 ()| 13092014 | 39 | viv phé duydt danh sdch thisin Je 6 Gia0 X Iy 81% | p—
tuyén dung cdng chirc Téng cy [ 7. Chidao
& 2| o " i
5 | (5| 15-00-2014 | 4z |/DO0NCB-TCT QuyStdinhsg) 8= g Theo dbi ket qua 100... | p——
ban hanh Quy che phong, chd R )
<% 9. Bénhgia
VB 123/2014TT-BTC Théng tw
6 | ()| 17-09-2014 | 43 |27/08/2014 cia Bd Taichinh hy & A Tam khod 40% | p——
hé& théing théng tin quan i ngdn . R
(m) B. Kétthic
VB 124/2014TT-BTC Théng tw|
7 || 19002014 | a4 |25/082014 ca B4 Taichinh g 57% | p—
dau co nguan goc mua tlr nwed 0. Quan I tién a5
hedn di ddi vii xdng xe RO
- P
VB 131/2014/TT-BTC Théng tw 5 EBEud
10/09/2014 cla B4 Tai chinh s gjﬁ F. Cdy trién khai
8 | 3| 25-09-2014 1 | ddivéi mdt hang phdn bon thug . 0%
wu @i ban hanh kém theo than{ - G Ghichd
151172013 e H lign k& wR
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- Bwdc 3: Néu chac chan muon dua cong viéc nay vao luu trit thi chon “Dong y” dé thuc hién.
Ngugc lai, néu can can nhac thém thi chon “Huy bé” d€ huy bo viéc dua cong viéc vao ché do luu
trir.

Luu y: Cac cong viéc da dua vao luu trir c6 thé phuc hoi lai, dé tiép tuc xu ly. bpé phuc hoi lai
cong viéc, ngudi dung nhan chudt phai vao cong viéc do, chon “Phuc hoi”, thi hé thong s€ dua
cong vi¢c nay ve trang thai trude do.

El Giao 2014 ~ THtCa CicCha P& ~ ) Vidc Pang Giao -~ (8 VigcP3LuuTrit [ Viéc Cia C&p Dudi | - @E

ST & Naay M3 Tén Céng Vigc CVDi B.BG | % | Mic B4 Hodn Thanh Conlai | BL | ¥KiénNhan Xét, Danh Gid | TV

10T DUNG CUGC HOF GIAO BAN CONG TAC KIEM TRA NOI BO ' [

QUY 4 NAM 2014 () 1Xem chitiet 18%

VB 329/QB-TCT Quyét dinh -

ban hanh Quy trinh quan t d& 2, Thém mdi
: 3.5ka

1 "% 01-09-2014 | 45

12-09-2014

4. Xod
E. Sao chép

L 6. Giaoxity

7. Chi dao

8. Theo dii két qui
* 9. Bénh gia

A. Tam khoa
B. Két thic

D. Qudn ly tién 48
E. Biéu d&

F. Céy trifn khai
@. Ghi chii
H. Lign két VB

Phuc hoi mot cong viéc da dwa vao lwu triv

1.2.21 Sao chép cong viéc

Chtrc niang nay dugc st dung dé sao chép cong viéc hién tai thanh mot cong viéc méi. Cong
viéc méi c6 thé s& chira ca nhitng danh sach file dinh kém va danh sach ngudi tham gia trude do,
tiy vao thiét 14p ctia ngudi sao chép.

bé sao chép mdt cong viée, nguoi st dung thuce hién theo cac budc sau:

- Buwdrc 1: Vao danh sach vi¢c da giao
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Giao Trién Khai Céng Viéc

{®) Viéc Pang Giao

O Vigc Da Lwu Trit [ Viéc Ciaa Cap Dudi

Tén Cdng Viec

CVBi

%o

Mirc D Hoan Thanh

Con Lai

BL

¥ Kign Nhan Xét, Danh Gid

01-09-2014

45

NOI DUNG CUOC HOP GIAQ BAN CONG TAC KIEM TRA NOI BO
QUY 4 NAM 2014

40%

2th25n

12-09-2014

38

VB 320/QD-TCT Quyét dinh 320/QE-TCT cla Téng cuc Thué vé vitc
ban hanh Quy trinh quan ¥ ddng ky thué

32% | p—

12-09-2014

VB 02/2012/TT-BTC Théng tr 56 02/2012TT-BTC cia B4 Tai chinh ngay
05/01/2012 quy dinh ché dd thu, ndp, quan k¥ va sk dung I& phitrong
finh virc hoat déing hanh nghé ludt sw tai Viét Nam

45%.

13-09-2014

4

VB 905/QB-TCT Quyét dinh sd 805/QB-TCT cia Tdng cuc Thué noay
01 thang 07 ndm 2011 wv ban hanh Quy trinh hoan thué

0%

13-09-2014

39

VB 1588/QD-HOTD Quyét dinh s6 1568/QD-HOTD ngay 11/5/2013 viv
phé duyét danh sdch thisinh 40 didu kign dw phing vin 48 xét tuyén
dung cong chirc Téng cuc Thué ndm 2013

81%

15-09-2014

42

VB 909/QB-TCT Quyét dinh =8 909/CB-TCT ngay T/2/2009 vE viéc ban
hanh Quy ché phing, ching tham nhiing trong nganh thué

100... | ———

17-09-2014

VB 123(2014TT-BTC Théng tw s6 123/2014/TT-BTC ngay 27/08/2014
clia Bd Tai chinh hwing dén td chirc van hanh, khaithic hé thing
théng tin quan i ngdn sach va kho bac (TABMIS)

4%

19-09-2014

VB 124/2014/TT-BTC Thing tw =6 1240201 4TT-BTC ngay 27/08/2014
clia Bd Tai chinh quy dinh thil tuc hai guan adi véi xdng, ddu co ngudn

£ R L PR Sty Py Sy
goc mua tlr nwé'c ngoai tam nhap khau d& sl dung hoan doi doi voi
xdng

- Buwdc 2: Chudt phai vao cong viéc mudn sao chép, chon “Sao chép” hodc vao “Xem chi

25-09-2014

tiét > Chép”.

VB 131/2014T-BTC Théng tw £6 131/2014/TT-BTC ngay 10/08/2014
clia BA Tai chinh siva ddi mivc thué sudt thué nhap khdu @i véi mat
hang phan bén thudc nhém 31.02 tai biéu thué nhdp khu wu d3i ban

0%

Man hinh hién thi danh sach cong viéc

=] maren -

T&t Ca CacCha D ~ (®) Viéc Pang Giao

) vigc BE Lu Trir [ Vide Cia C3p Du'di

- =

Vao chirc nang sao chép mot cong viéc

Sau khi chon “Sao chép”, hé thong s& hién thi man hinh sao chép cong viéc nhu sau:

ST & Noay M3 Tén Céing Vic CVBi B.EG | % | Mic Bd Hoan Thanh Conlai | DL | YKiénNhdnXét, DanhGid TV | *
1 |* 01-00.2014 | a5 NOLDUNG CUGC HOP GIAO BAN CONG TAC KIEM TRA NOI BO & |10% 8 e
QUY 4 NAM 2014 o
(] 1.Xem Chi tigt
VB 02/2012TT-BTC Théng tw 86 02/2012
2 | 65| 12.09-2014 | 40 | ngdy 05/01/2012 quy dinh ché 83 thu, nd{ 4= 2. Thém méi S| 49% |
trong finh virc hoat déng hanh ngh# ludt -
L7 3.Sia
VB 905/QB-TCT Quyét dinh 56 905/QE-T . .
3 |G| 13002014 | 4 ngay 01 thang 07 ndm 2011 vv ban hanh K 4oa i
VB 1558/Q5-HETD Quyét dinh s6 1568/
4 {E} 13-09-2014 39 vrvPhe duygt-danh §achxth|5|nh da ﬂ(leu !é} 6. Giao xi¥ E1% |
tuyén dung cong chirc Tong cuc Thue ng =
VB 908/08-TCT Quyét dinh s 9oaiap-q 1) °1 9%
uyet dinh 20
3 {E} H 2oL iz ban hanh Quy ché phang, chéng tham n §E 8. Theo déi két qua 100... |
VB 123/2014/TT-BTC Théng tv 58 12320 57 9. Banh gia [
P A ¥
1 {E} 17-09-2014 43 2:(!03{201dlcua .ED T:%l cr‘unh I:ILPD'I:Ig dﬂl:l o N 40% | p—
hé thang théng tin quan ly ngén séch va | (& A Tamkhoa
o
VB 124/2014TT-BTC Théng tw =5 124/20 (®) B. Ketthic
7 {E} 19-09-2014 a4 2;(!03{2014lcua‘51_1 Tai c[1|nh Fuy ﬂ!n\h. thi E_TE‘] T L 7%
ddu co nguon goc mua tir nwo'c ngoai tan I
hoan dbi dbi véi xdng <4 D Quan Iy tién @6
VB 131/2014/TT-BTC Thang tw 6 131720 ¢ Epiudd
10/09/2014 cla Bo Tai chinh sira doi mi o
8 || 25.09-2014 1| divéi mit hang phan bon thudc nham 3{ 7. F. Cdy trién khai 0%
wu d4i ban hanh kém theo théng tw s6 18 B
15112013 | G.Ghichd
PR % H. Lién két VB
VB 1307/QB-TCT Quyet dinh s0 1307/0E__
5 PR 5 o o L4
o || 3002014 | 37 | TongcueThué véyic Ban harh Quy tinh lva chon doanh nghiép 75%  s—
ban hang hoan thué gia tri gia tdng doi voi hang hoa cla nguwei nwec
ngodi, ngwdi Viét Mam dinh cr & nwéc ngodi mua
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Sao Chép Cong Viéc

Bat lai tén cdng vigc:

[Sao chép] }(L'Il;.f van ban 137/BNV-BT ngay 13-01-2013 clia Bd Mai
o wthIc':'Ing dan s dung tai liéu bdi duting ngach chuyén vién
chinh

[w] Bao gom cac file dinh kém (néu cd)
[w] Bao gém danh sach cac hang muc ti€én 46 (néu ca)

[[] Bao gém danh sach ngudi tham gia (néu ca)

(O ssochép | [© ke Thic

Man hinh sao chép cong viéc

- Bwdc 3: Nguoi dung cé thé sao chép toan bd hodc mot phén cua cong viéc, br:ing cach tich
chon cac muc: file dinh kem, hang muc tién do, danh sach nguoi tham gia. Sau do, bam nat “Sao
chép” dé ghi thong tin sao chép vao hé théng va nhan “Két thiic” dé quay vé man hinh trudc do.

1.3 Tao cong viéc khong lién quan dén vin ban

Ngoai nhitng cong viéc lién quan dén van ban di, vin ban dén, s& c6 nhiing cong viéc khac
nhu: Chuan bi hoi nghi, 1én ké hoach hop cudi nim, 1én danh sach khen thudéng, xur phat,...
Nhiing cong viéc nhu vay, nguoi dung ciing ¢ thé sir dung hé thong CloudOffice dé khai tao
cong viéc, giao vigc, quan 1y tién do, giao cho nguoi khéc thyc hién.

Céc budc thao tac hoan toan twong tu nhu trinh bay ¢ phan “I.1 Tao céng viéc tiv vin bin”,
chi khéc 1a khong c6 phan “Xdc dinh véin bdn lién quan”. Dé khoi tao cong viée, ngudi st dung
thuc hién theo cac budc sau:

- Bwdc 1: Vao chic nang “Cong viéc 2 Viéc giao, trién khai”
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PPhiEn ban V7.0.41 cip nht ngdy 05/10/2014

Tao muc vidc mdi & nr thye hidn hodc gizo cho ngudi
Khac sar by lhokc cling vl nguti hige giao ar

s
@ Vigc Nhan, B2 Xudt
Tiép nhdn cic cdng vide do noudi khic gizo hodc 42 sudt,
T af by coing vigc duide giao hodc giso lai cho nguii khac

Quan by cac cdng vidc, s kidn oo tinh chdt cé nhin
nher nhit ky, fich hen, nhic viéc,...

Lich Ca Nhan

Tich K& Pién Tir

Quan by cac ghi ch, ghi chép v& nhifng vigc cBn hru y
hodc wigc mdi phét sinh trong khi ldm vigc

C3p nht lich cdng tic chung olia don vi. NGi dung lich
o6 the duoc chia s 82 cic dan vi khic tham khio

%)

Lich Ban Vi

Giri Thing Bao

Sau khi chon “Viéc giao, trién khai”, hé thong sé& hién thi danh sach cong viéc nhu hinh duéi:

TatCaCacChu D& ~

Vao churc nang “Viéc giao, trién khai’

Giao Trién Khai Céng Viéc

(®) Viéc Pang Giao v

>

O vigeDalwvuTrii [ Viéc Caa Cap Dudi

g % Thuhhd B Bdng

|- =

Tén Céng Viéc

CVBi

B.E%

o

Mirc B§ Hoan Thanh

Conlai | BL | Y Kin Nhan Xét, DanhGid | TV

01-09-2014 | 45

NOI DUNG CUBC HOP GIAO BAN CONG TAC KIEM TRA NOI BO
QUY 4 NAM 2014

@

40%

2th25n

12-08-2014 38

VB 328/QE-TCT CQuyét dinh 32%QB-TCT clia Tong cuc Thué vé viéc
ban hanh Quy trinh quan Iy déng ky thué

32% | p—

12-09-2014 40

VB 02201 2TT-BTC Théng tw 58 02/2012TT-BTC ciia B Tai chinh ngay
05/01/2012 quy dinh ché 4 thu, ndp, quan I va sl dung I phitrong
finh v hoat d6ng hanh nghé ludt sw tai Vigt Nam

45%

13-08-2014 4

VB 905/QB-TCT Quyét dinh 56 S05/QB-TCT cia Tdng cuc Thué ngay
01 thang 07 ndm 2011 vv ban hanh Quy trinh hoén thué

0%

13-09-2014 ]

/B 1568/QD-HETD Quyét dinh 56 1568/0D-HOTD ngay 11/812013 viv
phé duyét danh séch thi sinh di diu kién dw phdng van & xét tuyén
dung céng chivc Tong cuc Thué ndm 2013

81%

15-09-2014 42

VB 909/QD-TCT Quyét dinh 56 S0%/QD-TCT ngay 7/8/2003 v& vidc ban
hanh Quy ché phéng, chdna tham nhiing trong nganh thué

100... | ————————

17-09-2014 43

VB 123/2014/TT-BTC Théng tw 86 123/2014/TT-BTC ngay 27/08/2014
ciia B6 Tai chinh hwéng din td chive vin hanh, khaithac hé thing
théng tin quan Iy ngdn sach va kho bac (TABMIS)

40%

19-08-2014 44

VB 124/2014/TT-BTC Théng tw =6 1242014TT-BTC ngay 27/08/2014
clia B Tai chinh quy dinh thi tuc hai quan d6i véi xdng, ddu o ngudn

; P P PR S Pl
goc mua tir nwo'e ngoai tam nhép khau dé si dung hoan doi doi voi
xdng

25-09-2014 1

VB 131/2014/TT-BTC Théng tw 88 13172014/ TT-BTC ngéy 10/09/2014
ciia Ba Tai chinh siva d6i mirc thué sudt thué nhap khdu dbi véi mit
hang phén bén thudc nhém 31.02 tai bifu thué nhap khdu wu dai ban
hanh kém theo thing tw s6 164/2013TT-BTC ngdy 15/11/2013

0%

30-09-2014 37

VB 1307/QE-TCT Quyét dinh sé 1307/QB-TCT ngay 18/08/2014 cla
Thng cuc Thué v& viéc Ban hanh Quy trinh lya chon doanh nghiép ban
hang hodn thué gia tri gia ting ddi véi hang hod clia ngwii nwde ngodi,
ngwii Vigt Nam dinh cw & nwéc ngodi mua

T5%

Man hinh hién thi danh sach cong viéc
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- Buworc 2: Chuit phai vao danh sach cong viéc, chon “Thém maoi”

-

Thém moi cong viéc khong lién quan den van ban

E' Hién Thai ~ TatCa CacChu D ~ (®) VigcPangGiao v () ViécPaLwuTrit [ Viéc Ciia Cip Dudi > | Q o
STT MNaay Ma Tén Céng Viéc CVBi B.BS| % | Mic©d Hoan Thanh Conlai | BL | ¥KiénNhanXét, Danh Gid | TV
[T I NOI DUNG CUGC HOP GIAO BAN CONG TAC KIEM TRA NOI BO B
1'% 01-09-2014 | 45 | oiv s nAM 2014 £ 18% mm 2th24n
WB 027201 2TT-BTC Thing tw 58 02/2012TT-BTC cila B4 Tai chinh
2| Ged | 12-09-2014 40 | ngay 05/01/2012 quy dinh ché @6 thu, ndp, quan 1y va si dung 1§ phi \.J_'% 49% | —
trong finh virc hoat déng hanh nghé ludt sw tai Viét Nam
T P a
3 | 13.09-2014 a1 \.-"El\BDSI'QB‘—TCT Quuyet dinh s0 QDSfQF)—TCT cu% Tung\cuc TI"ILIE e
ngay 01 thang 07 ndm 2011 vv ban hanh Quy trinh hoan thue Q 1. Xem Chi tiét
WE 1568/QD-HETD Quyét dinh =6 1568/QD-HETD ngay 11/%/2013 -
4 | £| 1309-2014 | 39 | viv phé duyét danh séch thi sinh 4 didu kién dw phang vén géxét |+ 2 Themmdi
tuyén dung céng chive Téng cuc Thué ndm 2013 T !
PR 5 e | ., I
5 | | 15.09-2014 42 VB BU:BJ'QB—TCT l}uyet\ dinh 511 QUIBJ'QB—TCNT ngay 7!3(2909 Ve }rlgc ?( 4 ¥od
ban hanh Quy ché phong, chong tham nhiing trong nganh thue ;
m 5. Sao chép
WB 123/2014TT-BTC Théng tw =8 123/2014/TT-BTC ngay
6 | ied| 17-09-2014 43 | 27/08/2014 cia B6 Tai chinh hwéng dén td chirc vin hanh, khai thac| .f'% 6. Giao xi by
hé théng théing tin quan ¥ ngén sach va kho bac (TABMIS) .
(O 7. cChidao
WB 124/2014TT-BTC Théng tw =8 1242014/ TT-BTC ngay o . .
) 27/08/2014 cila BS Tai chinh quy dinh thi tuc hi quan @8ivéixang, | 5= & Theo doi ket qua
7 |69 19-09-2014 | 44 |y OO SHAS At ULt I
dau co nguon goc mua tr nwec ngoai tam nhap khau dé s dung ﬂ? 9. Banh gia
hoén dbi dbi vii xdng
A 5
WB 131/2014/TT-BTC Théng tw £5 131/2014TT-BTC nody m Eal=aktoa
10/09/2014 cia B& Tai chinh sia dbi mirc thué sudt thué nhép khiu (m) B.Kétthic
8 || 25.00-2014 1 | d6i véi mit hang phan bén thudc nhdm 31.02 tai biéu thué nhap khu = .
wu @& ban hanh kém theo théng tv 55 164/2013TT-BTC nody fE G Lwutrd
151112013 o IS

Sau khi chon “Thém méi”, hé thong sé& hién thi cira s6 nhap thong tin céng viéc nhu hinh dudi:

Céc budc con lai giong nhu cach tao cong viée lién quan dén van ban, ngudi st dung tham
khao phan trinh bay tai muc “I.1. Tao cong viéc tir van bdan”.

Mgay tao:

Tén cong viéc:

Cp d6 khan: |

=]

Phan loai chi &&: |

[ Giao ddc |&p

[ Chap nhan ket qua tur d8ng
E [m] Banh gia tién dd tur déng

Mai dung yéu cdu
va hirdng dan
thire hién:

File dinh kém: |

0—
a—
8=

[E 1.Ghi Nhn ] [

2, Lap Tién 4G ] [£¢3. Giao Thu Hign ] [@ 4.Kek Thac ]

Man hinh nhdp thong tin chung cia cong viéc
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2. Viéc nhan, de xuat

Churc nang nay duoc can bo cap dudi dung dé ti€p nhan cac cong viéc tur cap trén giao xuong.
Ngoai ra, nhitng ngudi dugc giao chu tri, giam sat cong vi€c cling st dung chirc nang nay deé ti€p

nhan vié€c chu tri, gidm sat cong viéc.

2.1.

Xem thong tin cong viéc

2.1.1. Xem danh sach cong viéc

bé xem danh sach cong viéc, nguoi sir dung vao “Cong viéc 2 Viéc nhidn, dé xuat”

® @%@ B X

Personal \

. CAMNhAn

DPriEn ban V7.0.41 cip nh3t ngsy 05/10/2014

e 2

Tienich

Viéc Giao, Trién Khai

Tao muc vidc mdi 62 tr thye hign hodic giso cho ngudi
khac xar by hodc aling vdi nogwdi duoc gizo i by

Viéc Nhadn, D& Xudt

Tip nhin cic cong vidc do nguidi khic gizo hodc 48 wudt.
T s by céng wide dugc gizo hodc gizo lai cho ngudi khic

Lich Ca Nhan

Quan by cic &
B Aot

=

Quanl\rcacghld\u.. ghi chep v& nhifng wecranhmy
midi phét sinh trong khi Bm viéc

srkienootlnhd\attanhan

Tich Ké Bign Tir

05 Lich Ban Vi
C3p nhét lich ofng tic chung ola dan vi. N&i dung lich
ood\edmxduaséd'écécdonv]khécd\amkhéo

w0

Giri Théng Bao

Sau khi chon “Nhdn viéc, dé xudt”, hé thong s€ hién thi cura s6 chira danh sach cong viéc nhu

hinh sau:
‘O

Cloud

Ofﬁce-

TatCa CacChu Dé -

Vao chirc nang “Viéc Nhan, Bé Xuat”

Ti&p Nhan V3 Xir Ly Céng Vidc

O ViecPang PEXuit () ViecPangTheoDdi () Viéo D3 Luu Trif |

£ % Thu hha

P Bong

gia tang ddi viri hang hod cla nowdi nwéc ngodi, ngwdi
Viét Nam dinh cw & nwéc ngodi mua

ST (5| Ngay M3 Tén Céng Viéc Burge Giao Trang Théi B.EB| % | MifcHoan Thanh Chung | CénLai | ¥ Kién Banh Gia Chung
™ NOI DUNG CUGC HOP GIAO BAN CONG TAC KIEM . . B
#'/06-10-2014 | 45 | oA 6T RO QUY 4 NAM 2014 Hoanthanht | (2 |18% e 2th24n

B 124/2014/TT-BTC Théng tw 50 124/2014/TT-BTC

T | 06102014 | 4g |95 270812014 cia BO Taichinh quy dinh thi tychai |\ B7% | p—
quan doi vei xang, ddu co nguon goc mua tl nwéc
ngodi tam nhép khdu 38 sk dung hodn a8 d6i vii xdng
VB 1307/QB-TCT Quyét dinh 53 1307/QD-TCT nady
18/08/2014 cia Téng cuc Thué v& viéc Ban hanh Quy

= 08-10-2014 37 |trinh lwa chon doanh nghiép ban hang hodn thué gia tri | Dang xd ... @ T5% | p—

Man hinh hién thi danh sach cong viéc
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Pay 1a danh sach cac cong viéc ma ban dé xuét 1anh dao cho thuc hién, cong viée duoc nguoi
khéac dé xuét xin thuc hién hodc cong viéc duoc nguoi khac giao thuc hién.

Gidi thich cdc tiéu chi hién thi trén danh sdch cong viéc:
- Tiéu chi “Hién thoi”: Bam vao day dé chon nam can liét ké cong viéc. Néu chon gia tri la
“Hién tai” thi hé thong s& hién thi tat ca cic cong viée tir trude toi nay.

—
=| HienThe - T5t Ca Cac Cha B2 ~ O ViécPang DEXust  (®) ViecDangTheo D8I () Viec D3 LuuTrid | | - O =
¢ HignThai N . . . S . ———
STT| E Tén Céng Viéc Burdc Giao Trang Théi B.B&| % | MIcHoan Thanh Chung | Conlai | Y Kién Banh Gid Chung BL[TT [TV
= MNdm 2011 = = = = =)
NOI DUNG CUGC HOP GIAO BAN CONG TACKIEM |, . . . n
L e TRA NOT BO QUY 4 NAM 2014 Hoan thanh! | (5 |18% g 2th24n
—  NEm2013 VB 124/2014/TT-BTC Thing tw 56 124/2014/TT-BTC
) A ngay 27/08/2014 cla Bg Tai chinh quy dinh thd tuc hai 7%
= Nam2014 quan d0i véixdng, ddu co ngudn gdc mua tiv nwic
—  N&m2015 ngodi tam nhép khdu d& s dung hoan dfi dfi v xdng
N o B 1307/0B-TCT Quyét dinh 6 1307/0B-TCT ngéy
18/08/2014 cla Téng cuc Thué v& viéc Ban hanh Quy
3 | = Ndm2017 7 | trinh Iwa chon doanh nghiép ban hang hoan thué gid tri | Dang =0 ... E | 75% | p——

T T T gia téng ddi vivi hang hoa cla ngwi nwéc ngodi, nguwdi
Viét Nam dinh cw & nwdc ngodi mua

Hién thi danh sdch c¢éng viéc theo thoi gian (theo ndm)
- Tiéu chi “Tat Ca Cac Chu Dé”: Bam vao day dé chon chu dé phan loai cong viéc, khi chon
chu d€ nao thi hé thong s€ hién thi cac cong viéc thudc chu dé d6. Néu dé€ mac dinh thi hé thong s€
hién thi tat ca cac cong viéc.

= HiénThsi - Tt Ca CacChi P& ~ O Viecbang BEXudt (& ViécDang TheoD3i () Vigc D3 Lvu Trir |-l =

-~ Thtcacacchipé-om |; -
foc Giao Trang Théi B.DE | % | McHoadn Thanh Chung | Cénlai | Y Kién Bénh Gid Chung BL |TT |TV

STT ()| MNgay
= Congtacnhdnswy=0

™ BAN CONG TAC KIEM o apa B
06-10-201 Hoan thanh! | {2 |18% pum 2th24n
= —  CBng the Tai chinh =0 |£4 -
\ [ e —— =6 124/2014TT-BTC
B ai 4t Phdn Leai Chu B& 1 X - L
06102014 inh quy dinh thi tuc hai a7

= ” TGUan a1 Vo Xang, dau co nguon goc mua tir nwdc
ngodi tam nhép khiu d& s& dung hoan d6i d8i véi xdng

VB 1307/QB-TCT Quyét dinh s6 1307/QB-TCT ngay
18/08/2014 clia Tong cuc Thué vé viéc Ban hanh Quy
3 | = | 06-10-2014 37 |trinh lwa chon doanh nghiép ban hang hoan thué gid tri [ Dang xd b e | 5% | oo
gia téng ddi vii hang hod cla nowdi nwde ngodi, ngui
Viét Nam dinh cw & nwi'c ngodi mua

Hién thi cong viéc theo cac chu dé

- Tiéu chi “Ngwoi giao”: Bam vao biéu tuong | =, r6i tich chon “Hién thi ngwoi giao” dé hién
thi ho tén ngudi giao viée trén danh sach cong viéc.

—  HiénThai v TSt Ca CacCha DE ~ O viéc Dang D& Xuat (¥ ViecPang Theo Ddi () Vigc B3 Luu Trif | - [Pl
Z‘ Hién thi ngwivi giao

Tén Cding Viéc Bugc Giao Trang Thai B.E®| % | MicHoanThanh Chung | Cénlai | ¥ KiSn D&nh Gid Chung BL(TT |TV

MNgudi Giao

NOI DUNG CUGC HOP GIAO

BAN CONG TACKIEM TRA | Hoan thanh! | (5 | 18% | gy 2th24n
NOI BO QUY 4 NAM 2014

B 124/2014/TT-BTC Thang t

=6 124/2014TT-BTC ngay

27/08/2014 ciia BA Tai chinh

06-10-2014 | 44 | NouyEn Binh Tén lquy dinh thi tuc hii quan d6i vii B7% | pem

xdng, ddu ci ngudn giic mua tiv

nwirc ngodi tam nhap khdu dé

2 06-10-2014 | 45 |Nguyén Dinh Tan

i

4 s dung hoan dbi i vii xdng
Nawivi giao T I
g - g VB 1307/QB-TCT Quyét dinh sé
Viec 1307/0B-TCT ngay 18/08/2014

ciia Thng cuc Thué vé viéc Ban
hanh Quy trinh lya chon doanh
nohiép ban hang hoan thué gia
tri gia ting dfi vii hang hod ciia
nguwii nwdc ngoai, ngwii Vist
MNam dinh cw & nwérc ngodi mua

3 | == 06-10-2014 | 37 |MNguyEn Binh Tén

Bang xiv fy... & | 75% | o

Hién thi ho tén nguoi giao trén danh sach cong viéc

- Tiéu chi “Viéc dang dé xuat”: Bam vao day dé hién thi danh sach céc cong viéc dé xuat 1én
cap trén va cac cong viéc dugc nguoi khac dé xuat xin trién khai.
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E| Hign Thifi ~ T&t Ca Cic Chia DB~ O VigcDangTheo D&i () Viec D3 Luu Triy | | - (=)

STT [ Mgy M3 Tén Céng Viée 3 .D8| % | MicHodn Thanh Chung | Cénlai | ¥ Kiéh Banh Gid Chung BL TT [TV
VB 02/2012TT-8TC Thing ti 8 022012TT-BTC ciia
B Tai chinh ngay 05/01/2012 guy dinh ché d thu,
ndp, quan iy va s dung 1 phitrong finh vrc hoat déng
hanh nghé ludt sw tai Viét Nam

06-10-2014 59

Hién thi danh sach viéc de xuat cap trén va dwoc dé xuat xin thuc hién

- Tiéu chi “Vigc dang theo d6i”: Bam vao day dé hién thi danh sach viéc dang theo ddi, 1a
cac viéc duoc nguoi khac giao xur ly dang trong qua trinh thuc hién va chua dua vao muc luu

~

tru.

@ Hién Thasi Tt Ca Cic Chi P& ~ O Viéc Pang D& Xuat Fw@:mmnﬁ .O Viéc D3 Luu Trir | | - [Q]

STT ()| MNody M3 Tén Céing Vigc Bugc Giao Trang Thai B.EG| % | MircHoan Thanh Chung | Conlai | Y Kign Banh Gia Chung BLTT | TV
[ NOT DUNG CUOC HOP GIAO BAN CONG TAC KIEM e B
#|06-10-2014 | 45 | 1o 5T BG QUY 4 NAM 2014 Hoan thanh! | (5 | 18% gy 2th24n
VB 124/2014TT-BTC Théng tw 56 124/201 4TT-6TC
2 | D | 06-10-2014 | 44 ngay 27/03/204 ciia B3 Tai chinh quy dinh thiituc hai | o\ e B7% | —
quan doi voi xdng, ddu co nguon goc mua tF nrec

ngedi tam nhdp khdu 48 =i dung hodn ddi ddi véixdng

VB 1307/QB-TCT Quyét dinh 56 1307/QD-TCT ngay
18/08/2014 ciia Tong cuc Thué v& viéc Ban hanh Quy
3 | 2| 06-10-2014 | 37 | trinh lya chon doanh nghiép ban hang hoan thué gid tri |Dang xd If... 65 | 75% | po—
gia ting ddi véi hang hod ciia ngwivi nwée ngodi, ngwi
Vit Nam dinh cw & nwic ngoai mua

Hién thi danh sdch viéc dang theo doi
- Tiéu chi “Viéc da lwu trir”: Bam vao day d€ hién thi danh sach viéc da dua vao luu trit.

EI Nhan 2014 - TatCa CacChube - () viéc Pang D& Xudt ) Viéc Dang Theo Dai lemll.uursl

ST @ MNgay Ma Tén Céng Viéc Budc Giao Trang Thai |B.Bﬁ %% | Mirc Hoan Thanh Chung | Con Lai
VB 1307/QB-TCT Quyét dinh =8 1307/QB-TCT ngay
18/08/2014 cla Téng cuc Thué vé viéc Ban hanh Quy
1 | & 06-10-2014 | 37 | trinh lya chon doanh nghiép ban hang hoan thué gi tri | Dang xi 1f... 0B | 75% | —
gia téng di v&vi hang hoa cla nowii nwréc ngodi, nguwdi
Viét Nam dinh cw & nwéc ngoai mua

Hién thi danh sdach viéc da luu triv

- Tiéu chi “Murc dp hoan thanh chung”: Néu cong viéc c6 hang muc tién do, thi murc d6 hoan
thanh s& tinh theo sb luong hang muc hoan thanh trén téng ) hang muc. Nguoc lai, néu khong co
hang muc tién do, thi s& tinh theo s6 nguodi hoan thanh trén tong sd ngudi dwoc giao thue hién.
Néu cong viéc dugc tao ma khong tich vao lwa chon “Pdnh gid tién dp tw dong”, thi nguoi dung
c6 thé kich dbp vao cot “Mirc dp hoan thanh” dé tu diéu chinh lai gia tri hoan thanh theo danh
gia ctia ¢4 nhan.
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E| Hign Thai T4t Ca Cac Chi D&+ O ViécPang PéXuit (@) ViecPangTheo D3I () ViecD3 LuuTrir | | - (=)
STT (5)| MNgay M3 Tén Céng Viéc Bugc Giao Trang Théi BL TT | TV
[ NGT DUNG CUGC HOP GIAOD BAN CONG TAC KIEM

¢ 06-10-2014 | 45 TRA NOI BO QUY 4 NAM 2014 Hoan thanh!
VB 124/201 4TT-BTC Thing tw =8 124/2014TT-BTC
ngay 27/08/2014 cia B4 Tai chinh guy dinh thd tuc hai
quan @6i v xdng, ddu co ngudn gbc mua tiy nwéc
ngodi tam nhdp khdu 4 sk dung hoan ddi ddi véixdng

2 | 2| 06-10-2014 | 44 Chwa nhén.

VB 1307/QB-TCT Quyét dinh s6 1307/QB-TCT ngay
18/08/2014 clia Tong cuc Thué vé viéc Ban hanh Quy
3 | & | 06-10-2014 | 37 |trinh lva chon doanh nghiép ban hang hoan thué gid tri |Bang xi 1y... & | 75%
gia ting di vi¥i hang hod cla nowdi nwéc ngodi, ngwei
Viét Nam dinh cw & nwéc ngodi mua

Xem murc dé hoan thanh chung cua cong viéc

- Tiéu chi “Con lai”: Hién thi so thoi gian con lai cia cong viéc, thoi gian nay dugc tinh tir thoi
diém hién tai dén khi cong viéc hoan thanh theo yéu cau. Néu qua thoi han thi cong viéc nay sé€ co
gia tri am va c6 mau do.
2.1.2. Xem chi tiét cong viéc

Khi c6 cong viéc giao xudng, ngudi nhan viéc can phai xem chi tiét cong viéc do, ro1 maéi
quyet dinh ti€p nhan hay tir choi cong viéc duoc giao. P€ xem chi ti€t cong viée, nguoi st dung
thuc hién theo cac budc sau:

- Buwdc 1: Vao danh sach cong vi¢c nhan

Ti€p Mhdn Va Xir Ly Céng Viéc

E| HiénThasi ~ T3t Ca Cac Cha D& ~ O Viécbang DéXuit () ViécDangTheo D&i () Viéc D3 LuuTrir |
STT @ MNgay M3 Tén Céng Viéc Bugc Giao Trang Thai B.Bd | % | MIcHoan Thanh Chung | Con Lai \"lﬁéhf)a'rhﬁa'[hng BL|TT | TV
[ NOI DUNG CUGC HOP GIAO BAN CONG TAC KIEM

1 L - LA | x 2 [y
- 7'(06-10-2014 | 45 | qp . 6T RS QUY 4 NAM 2014 Hoan thanht | (& | 18% gy 2th24n

VB 124/2014/TT-BTC Théng tw 58 124/2014TT-BTC

ngdy 27/08/2014 cia Bd Tai chinh guy dinh thi tuc hai Chwa nhin a7
quan ddi vivi xdng, ddu co ngudn gdc mua tiv nwéc - ' —
ngodi tam nhap khdu @& si dung hoan ddi ddi vii xdng

2| 06-10-2014 | 44

VB 1307/QD-TCT Quyét dinh =6 1307/QD-TCT ngay
18/08/2014 cila Téng cuc Thué vé viéc Ban hanh Quy

3 |2 | 06-10-2014 37 |trinh lya chon doanh nghiép ban hang hoan thué gid tri |Dang i 1j... % 75% | —
gia ting @i v hang hod clia ngwii nvéc ngodi, nguwdi
Viét Nam dinh cw & nwéc ngodi mua

Man hinh tiép nhdn va xir Iy cong viéc

- Buwdc 2: Chudt phai vao cong viéc can xem, chon “Xem chi tiet”

149



THAISONSOFT
EI Hién Théi ~ TstCaCacChube ~ ) Vigc bang D& Xudt (% VidcDang Theo D&i (' Vigc D3 Luu Trii | | - EE
ST @ MNoay Ma Tén Cdng Viéc Bugc Giao |Tr€_|'|gM B.B®| % | MircHoan Thanh Chung | Conlai | Y Kién Dénh Gid Chung BL|TT | TV
=~ NOT DUNG CUGC HOP = 5 a
1 |%"(06-10-2014 | 45 |1pn wG1pgQuUY 4 nhi | 02 | 18% g 2th24n
VB 124/2014TT-BTC Thd - TIEp nnan
ngay 27/08/2014 cla B§ 3 Tiv chili N
2 | 2| 06102014 | a4 | o bixing dhue| TC hén. 7% | e—
o P
ngeoai tam nhap khau dé g _.¢ 4, Giao thuc hign
P
VB 1307/08-TCT Quyct| @, 5, Xem viéc giao
18/08/2014 cua Tong cu
3 z 06-10-2014 37 |trinh lya chon doanh ngh| ~w §. Them Tién d& by @ 75% | —
gia ting d8i véi hang hoa ™ . ’
Vigt Nam dinh cw & nudve e 7. Bieu do
L‘;? 2. Ghichl
[ & Xinykén
8= A Bdo cio két qua
- B. D& xudt hoan thanh
(=) C Kétthic
fE D Lwu triv
[ E Pnanloai
i F.Cdy trién khai
@ G. Thém quyén

Cach vao xem thong tin chi tiét cong viéc

Sau khi chon “Xem chi tiét”, hé théng s& hién thi man hinh chi tiét cong vi¢c nhu hinh sau:

Thong Tin Chi Tiét Cong Vigc

Cic chiic ning
lién quan

end===]35.0KEB wongtf==]73.5KB  myh===j43.0KE
-] W]

Vi_1788_TB-CTKTM  BaoCao2008.DOC 42255.doc
B.doc

- (& vomonmncs |

(® 1.TatCa O 2.5¢ Kién ) 3. Trao Déi ) 4. Pén Déc

m—m—, —m—— — s ————— ———— ——— —"

H.?Hﬁm TIN CHUNG VE CONG VIEC:
L% Ngurdi giao viéc: Nguyén Binh Tan
% Tén cong viec: NOT DUNG CUGC HOP GIAO BAN CONG TAC KIEM TRA NOI BO QUY 4 NAM 2014 L
% Ngay phat sinh: 01/09/2014 00:00:00 \.§
% C&p d6 khdn:  Binh thu'éng (30 Dec 2014 08:00:00) N
% Y&u cau va hudng dan thu'c hién:
Ngay 01/09/ 2014, Cuc Thu& hop giao ban danh gia tinh hinh thy'c hign cing tac ki€m tra néi
bd quy IV ndm 2014. Sau khi nghe bao cio va thao ludn, Ban ldnh dao Cuc Thué di thing
nhit két ludn va chi dao cac ndi dung nhu sau:

r

Théng tin chung vé
cong viéc

———

0

I Nguyén Binh Tan
06-10-2014 09:43
| [Su kién] Bra cdng viéc ra khai luu trif

F UL

Dién bién st kién

Nguyén Binh Tan cia cong viée
06-10-2014 09:40

1 [Sur kién] Luru trif cng vigc

Man hinh chi tiét cong viéc
Tai day, nguoi dung c6 thé xem cac thong tin chung vé cong viéc, xem dién bién sy kién cla
cong viéc va xem dugc ndi dung chi ti€t cac van ban dinh kem.
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Pé xem nodi dung vin ban, tai khay chira file dinh kém nguoi ding chudt phai vao file, chon “Mé
file” nhu hinh sau:

THAISONSOFT

) ] L] [ ] 5 o ] ] o] 2] ] [

tannd IS0KE  twongt 7ISKE  myk

Vi_1788_TB-CTHTM  BaoCao2003.00C 42] - —
E.doc 2. Ma file d& sifa

3. Lwu file tdi...

=
Iﬁ 4. Gii file cho...

—————| . 5. Dittén
(TR e -

| (s 1. T3t Ca O 2. s Kign O 3.Trao®Gi |- 0. Thay fie

Xem ngi dung file van ban trong cong viéc

Ngoai ra, tai man hinh xem chi ti€t nay nguoi nhan viéc cting c6 thé thyc hién nhanh céac chirc
nang lién quan t&i cong viée, nhu 1a: Tiep nhan, tur choi,...

o ] o] R ] ] o] b e 2 (5] [ |55

Cac nut thuc hién nhanh chuc nang lién quan t6i cong viéc

2.2. Tiep nhan, tir choi cong viéc
Chutrc nang nay duoc st dung dé ti€p nhan hodc tir choi cong viéc duge giao xuong, sau khi da
xem chi tiét cong viéc do. DE ti€p nhan cong viéc, nguodi st dung thuc hién theo cac budce:

- Buwdc 1: Vao danh sach cong vi¢c nhan

Tiép Nhan Va Xir Ly Coéng Viéc

EI Hign Thai = THt Ca Cac Cha D& ~ O ViecDang DeXuit  (® ViécDang TheoD&i () Viec D3 Luu Triv |

STI'@ Ngay M3 Tén Cdng Viéc Bugc Giao Trang Thai B.E®| % | MicHoan Thanh Chung | Cénlai | ¥ Kién Dénh Gid Chung BL|TT | TV
[ NOT DUNG CUGC HOP GIAD BAN CONG TAC KIEM . A

| U7 06-10-2014 | 45 | qpa AT BG QUY 4 NAM 2014 Hoan thanht | (2 | 18% |gum 2th24an

VB 124/2014/TT-BTC Théng tw 86 124/2014TT-BTC
ngayZ"h.‘u%r.ZDjd cualEh:_r:I'al chllnh ?uyﬂ!nh\thu tl‘._IC hai Chwa nhén. aru
«guan d0i voi xdng, ddu co nguon goc mua tlir nwroc I

ngoai tam nhip khdu & st dung hodn ddi ddi véi xéng

2| 06-10-2014 | 44

VB 1307/QB-TCT Quyét dinh 8 1307/QD-TCT ngay
18/08/2014 cia Téng cuc Thué v& viéc Ban hanh Quy
3 |2 06-10-2014 | 37 |trinh lya chon doanh nghiép ban hang hoan thué gid tri | Dang xi 1y... 2 | 75% | pe—
gia tang ddi vivi hang hod cla ngudi nvéc ngodi, nguwdi
Wiét Nam dinh cw & nwérc ngoai mua

Man hinh tiep nhan va xi ly cong viéc
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- Bwéc 2: Chudt phai vao cong viée co trang thai “Chwa nhdn”, chon “Tiép nhdn” hoic vio
“Xem chi tiet > Nhan”.

=] mearn -

THAISONSOFT

Tat Ca Cac Chu D& ~

) Viéc Dang D& Xudt () ViécPang Theo DGi () Viéc D& Luu Trii |:| @E

W @ 0

6. Thém Tién dd
7. Bidu @b
8. Ghi chi

LRV SR

Man hinh vao tiép nhdn céng viéc

STT @ Ngay M3 Tén Céng Viéc Bugc Giao Trang Thai B.B& % | MicHoan Thanh Chung | Cénlai | ¥ Kidn Banh Gid Chung T
=] HOI[I.HGCI.NKHOPG[MBM(OHGTMIEIEM = = Y
1 ¥ 06-10-2014 | 45 | o, 4aT RS QUY 4 NAM 2014 Hoan thanht | (2 | 18% |gum 2th24n
VB 124/2014TT-BTC Thing tw =6 124/2014TT-BTC |
2 || 06102014 | a4 | RN DORIELIIGRYE TS o o AoKem Chi et
quan doi voi xdng, dau co ngudn goc mua tr nwec
ngodi tam nhép khdu 3& si dung hoan ddi ddi véi xdng ' '
5 3. Ti¥ choi
B 1307/0B-TCT Quyét dinh s& 1307/0B-TCT ngay Fay | el
18/08/2014 ciia Tong cuc Thué vé viéc Ban hanh Quy 3 2 Gizo thuchién
3 | &% | 06-10-2014 | 37 |trinh lya chon doanh nghiép ban hang hoan thué gid tri | Dang xk ... . =S
gia ting ddi v hang hod clia ngudi nwére ngoai, ngwdi % 5. Xem viéc giao
Viét Mam dinh cw & nwérc ngodi mua =

Sau khi duoc tiép nhan, trang thai ciia cong viéc s& chuyén sang “Dang xur ly...” nhu hinh dudi:

Nguoc lai, néu nguodi dung mudn tir choi ti€p nhan cong viéc duge giao thi thao tac nhu sau:
Tai man hinh ti€p nhén va xtr Iy cong viéc, chudt phai vao cong viéc co trang thai “Chwa nhdn”,

Trang thai cong viéc sau khi tiép nhin

@ Hign Thai - T4t Ca CGicChu DE ~ O ViecPang D Xuit (@ ViecPang Theo D&i () Vidc B3 LuuTrit | @E
STT [5)| Nady M3 Tén Céing Viéc Buoc Giao Trang Théi B.EG| % | M{cHoan Thanh Chung | Conlai | ¥ Kién Banh Gi& Chung
ma NOI DUNG CUGC HOP GIAOQ BAN CONG TAC KIEM S ™
1 | %% |06-10-2014 | 45 1o, w57 RG QUY 4 NAM 2014 Hoan thanht | (2 |18% gy 2th24an
VB 124/2014/TT-BTC Théng tw s§ 124/2014/TT-BTC
2 | 2| 06102014 | 44 |NOGY 27082014 clia BO Tai chinh quy dinh thi luc hdi B7% | p—
quan d0i v&i xdng, dau co ngudn goc mua tr nwdc
ngodi tam nhép khdu @& si dung hodn ddi ddi vivi xdng
VB 1307/QB-TCT Quyét dinh =8 1307/QB-TCT ngay
18/08/2014 cia Téng cuc Thué vé viéc Ban hanh Quy
3 | 2| 06-10-2014 37 |trinh lya chon doanh nghiép ban hang hoan thué gid tri 75% | po——
gia ting ddi v hang hod ciia ngwivi nwde ngodi, nguwei
Viét Nam dinh ci & nwéc ngodi mua

chon “Tw choi”

9. Xin ¥ kién
A. Bio cio két qui
B. D& xuat hoan thanh
C. Két thic

D. Lwu triy

E. Phén loai

F. Cay trién khai
G. Thém quyén

Man hinh tir choi cong viéc dwoc giao

EI Hién Thii ~ T3t Ca CacChi D ~ O ViecPang BéXuit (@ ViécPangTheoDsi O ViécPilwuTrr | | - @_]
STT 5| Nady M3 Tén Céing Vigc Bugc Giao Trang Thai B.BE| % | MicHoanThanh Chung  Cénlai | ¥ Kién Dénh Gid Chung ™
™ NOI DUNG CUGC HOP GIAO BAN CONG TAC KIEM o s A
1 |"¥|06-10-2014 | 45 | 7panGTBG QUY 4 NAM 2014 Hodn thanht | (2 |18% |gm 2th24n
VB 124/2014/TT-BTC Théng tw 86 124/2014TT-BTC Q) 1.Xem Chitigt
o ngay 27/08/2014 cda B4 Tai chinh quy dinh thi tuc hai — i N
2 | ke | 06-10-2014 | 44 quan ddi vivi xdng, ddu co ngudn goc mua tir i Bang i Iy... 7/ 2. Tiép nhén
ngodi tam nhép khdu 88 si dung hoan ddi ddi véi xdng
VB 1307/0B-TCT Quyét dinh s6 1307/05-TCT ngay - = =
18/08/2014 ciia Tong cuc Thué v& viéc Ban hanh Quy {5 4 Giao thirc hign
3 || 06-10-2014 37 |trinh lya chon doanh nghigp bén hang hodn thué gid tri | Dang xd If... % 5. Xem viéc giao
gia tAng ddi véi hang hod cia ngwdi nwéc ngodi, nguii )
Vigt Nam dinh cuw & nwéc ngodi mua ~ g ThémTién dd
VB 905/QE-TCT Quyét dinh i 905/QB-TCT ciia Tong ¢& 7. pidudd
g 06-10-2014 41 | cuc Thué ngay 01 thang 07 ndm 2011 vv ban hanh hwa nhén i o
Quy trinh hoan thué L J GECEE

Sau khi chon “Tir chéi”, hé thong s& hién thi man hinh nhép 1y do tir chéi nhu hinh sau:
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Tir Chai Tiép Nhan Cong Viéc

1. Tén cong viéc:

Xir ly van ban 137/BNV-BT ngay 13-01-2013 cia B Ngi vu vv hudng
dan sir dung tai li&u bdi dudng ngach chuy&n vién chinh

2. Ly do tir ché&i ti€p nhan céng viéc:

| o chinhan |[(©) ket Thic |

Man hinh nhdp Ii do tir chéi tiép nhdn cong viéc

Nguoi dung nhap 1y do tir choi tiép nhan cong vige, 161 bam nat “Ghi nhdn” dé ghi ndi dung
vao hé thong. Sau khi bam nat “Ghi nhdn”, hé thong s€ hién thi thong bdo xac nhan viéc tir choi
tiép nhan cong viéc vi sau khi tir choi sé khong chinh stra dugec.

Ban can ki€m tra k§ ndi dung trudc khi ghi vi sau khi ghi s& khéng thé sira lai dugc ndi dung nita!

- Chon [B8ng Y] d& ti€n hanh ghi
- Chon [Hiy Ba] 88 can nhic thém

l\-}a” Bifing ¥ ] [x Hiry B& ]

Man hinh thong bdo xdc nhdn viéc tur choi tié:p nhdn cong viéc
Néu chic chdn muon tir choi tiép nhan céng viéc thi bam chon “Péng y” dé cap nhat thong tin
vao h¢ thong. Nguoc lai, néu can can nhac thém thi bam chon “Hiy bé” dé huy bo viéc tir choi
ti€ép nhan cong viéc.
2.3. Thém mdi tién do cong viéc
Churc nang nay dugc ngudi nhan viée st dung dé thém mdi tién do thuc hién cong viéc cho
riéng minh. P& thém mdai tién d9, nguoi st dung thuc hién theo cac budc sau:

- Bwoc 1: Vao danh sach viéc nhan
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I\'-F ":'_.quli.

Tiép Mhan Va Xi¥ Ly Cong Viéc & & Thuthe B Bong

E| Hign Thai ~ TatCA CacCha D2 ~ O ViécDang DeXuit () ViccDang Theo DI () Viec D& LuuTriy | | - [Q])[=&]

STT @ Ngay Ma Tén Céng Viéc Burgc Giao Trang Thai B.B® % | MircHoanThanh Chung | Conlai | Y Kign Banh Gid Chung BL | TT TV
™ NOI DUNG CUGC HOP GIAQ BAN CONG TAC KIEM

r. -, o Y 2 Y

3 TRANOI BO QUY 4 HAM 2014 Hoan thanht | (2 | 18% gy 2th24n
VB 1242014/ TT-BTC Thing tw 56 1242014/ TT-BTC
nady 210612014 cl BO Talchih quy ainnthl e hal | .. 7% | —
quan d0i voi xdng, dau co nguon goc mua t nwéc

ngodi tam nhip khdu @& =i dung hodn d8i ddi véi xdng

2 06102014 | a4

VB 1307/QB-TCT Quyét dinh £6 1307/QB-TCT ngay
18/08/2014 cila Téng cuc Thué vé viéc Ban hanh Quy
3 2| 06-10-2014 37 | trinh lya ctu_)n doanh nghiép ban hang hodn thué gia tri | Dang xi ... @ 75% | ——
gia tAng doi v&i hang hoa cla ngwdi nwéc ngodi, ngwdi
Viét Nam dinh cw & nwérc ngoai mua

Man hinh tiép nhén va xir Iy céng viéc
- Bwoc 2: Chuot phai vao cong viéc muon chinh stra hodac thém mai tién do, chon “Thém
tién do ” hoic vao “Xem chi tiét 2> T.Dj”.

EI Hign Thii T3t Ca Cic Chi D8~ O VigcPang PeXust (@ ViecPangTheoDdi () Viec D3 Luu Tri¥ | | - [
ST [5) Nady M3 Tén Céing Vigc Burgc Giao TrangThd  B.B8 % | MicHoanThanh Chung | Cénlai | ¥ Kién Banh Gid Chung BL | TT |TV
™ NOI DUNG CUGC HOP GIAO BAN CONG TAC KIEM Ve i A
1 |"¥06-10-2014 | 45 | 1pa 6T BG QUY 4 NAM 2014 Chd xac nha... (5 | 9% g 2th24n
VB 124/2014/TT-BTC Théng tw 56 124/2014/TT-8TC
—~ ngay o i tuc hai -
2 | = | 06-10-2014 44 ) Q 1. Xem Chi tiét wie Bang xi¥ Iy... 87% | p——
ngoditd +#" 2. Tiép nhdn wvivi xdng
VB 130] X 3.Tirchdi ngay
18108 nh Quy
3 2| 06102014 | 37 |trinhlys 4% 4. Giao thuc hign ué gia tri (Bangxi .. | €2 | 75% | pe—
gia taing 5. Xem viéc giao EERs
Viét Na : EC g

06-10-2014 ) AR 7 RE AR Chuwa nhén.

B. B4 xudt hoan thanh

C. Két thic
D. Lwu triy

E. Phén loai
F. Cdy tri€n khai
G. Thém quyén

o
E
®
=
o
=
®

Man hinh vao thém tién do cong viéc

Sau khi chon “Thém tién d¢”, hé thong s€ hién thi ctra s6 quan ly hang muc va xtr 1y tién do
cong vi¢c nhu hinh sau:
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Quan Ly Hang Muc Va Xir Ly Tién Do Cong Viéc
Tén hang muc: | |
orgon et & ][ 1] vescatoi v B g
Ghi chi:
STT | HT Tén Hang Muc Thai Gian BAt D3u | Y. C3uHoan Thanh | SN Ngudi Thuc Hign Ghi Cha 5 X
1| = |Tiéndon 05/10/2014 10:00 | 08M0/201410:00 | 2 |Huynh Lién #

Man hinh qudn Iy hang muc va xi ly tién do
- Buwdc 3: Nhap méi thong tin vao céc tiéu chi sau: Tén hang muc, thoi gian du kién bat dau, yéu
cau hoan thanh va chon nguoi thyc hién.

Quan Ly Hang Muc Va Xi¥ Ly Tién Do Cong Viéc

Tén hang muc:
Théi gian durkignbatdzu: @[ [ h |[ 1] veucaumoanthanh: [/ _h_ | Thuchizn: [~]

Ghi chi:

Nhip moi thong
tin tién dd

Y. Cau Hoan Thanh

0502014 10:00 | 06102014 10:00

Man hinh thém méi tién do thuc hién

- Buwdc 4: Bam nit “Ghi nhdn” dé cap nhat thong tin vao hé théng hodc bam nut “Hiiy bé” dé
huy bo viéc thém méi tién d6.Sau d6 bam nut “Két thiic” dé quay vé man hinh trudc do.

Luwu y: Trong qué trinh thyc hién tién do, néu c6 phat sinh van dé thi ban ghi cha vao phan “Ghi
chii”. Ngoai ra, ban ciing c6 thé nhap két qua thuc hién tién d6 vao phan ghi cha nay.
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2.4. Trao doi y kién véi ngudi giao viée
Chtrc nang nay dugc ngudi nhan vi¢c su dung dé trao d6i y kién vé6i nguodi giao viéc. Vi duy,
khi cong viéc gap kho khan, vudng méic nguoi nhan viée can trao d6i dé xin v kién chi dao va
huéng dan cta ngudi giao viée.
Dé trao dbi v kién, nguoi st dung thuce hién theo céc budc sau:

- Buwdc 1: Vao danh sach cong viéc nhan

Tiép Nhan Va Xi¥ Ly Cong Viéc % - Thuhhd B fong

@ Hién Théi ~ T4t Ca Cac Chi D& ~ O Viec Pang DE Xust (%) ViecDangTheoDéi () Viec D& LuuTriy |

S'IT@ Ngay Ma Tén Cdng Viéc Bugc Giao Trang Thai B.E&| % | MicHoan Thanh Chung | Conlai | Y Kién Danh Gid Chung BL(TT | TV
[ NOT DUNG CUGC HOP GIAO BAN CONG TAC KIEM . . B

- 'F1|06-10-2014 | 45 | pa 6T RG QUY 4 NAM 2014 Hoan thanh! | (5 | 18% g 2th24n

VB 124/2014/TT-BTC Thong tw 2 124/2014TT-BTC

ngay 27/08/2014 cla B4 Tai chinh quy dinh thi tuc hai i .
quan d6i vii xdng, ddu co ngudn gdc mua tiv nwde Ehusahan. I
ngodi tam nhép khdu 88 =i dung hoan 3hi 36i vivi xdng

I 2| 0810-2014 | 44

VB 1307/QD-TCT Quyét dinh 6 1307/QD-TCT ngay
18/08/2014 cia Ting cuc Thué vé viéc Ban hanh Quy
3 | 2| 06-10-2014 37 | trinh lya ciu_:n doanh nghiép ban hang hoan thué gid tri | Dang xi ... @ 75% | —
gia tAng d6i w&i hang hoa cla ngwéi nwéc ngodi, ngudi
Viét Mam dinh cw & nwéc ngoai mua

Man hinh tiép nhin va xit Iy cong viéc
- Buwoc 2: Chudt phai vao cong viéc muon trao doi y kién, chon “Xin y kien” hoac vao “Xem
chi tiet > Y.Kién”.

E| Hién Thisi T3t Ca CacChi D&~ O ViecDang DeXudt  © ViécPang Theo D&i O Viéc D3 LuuTrir | | - ()
ST (5 Ngay M3 Tén Céing Vigc Biroc Giao TrangThai  |B.DB| % | MicHoan Thanh Chung | Conlai | Y Kién Bénh Gid Chung BL | TT [TV
o NOT DUNG CUGC HOP GIAO BAN Ciile TAC KTFM B
1 | %'/06-10-2014 | 45 | 1o 5T RS QU 4 NAM 2014 Q 1 Xem Chitict L 9w g 2th24n
VB 124/2014/TT-BTC Théng tws6 | ./ 2 Tifp nhan
~ ngay 27/08/2014 cla B4 Tai chinh . &79%
B &= | 06-10-20%4 a4 quanﬂtfli\ﬁfri)-(.ing,|:Iaiuc:érnguﬁmg‘?< 3. Tir choi I
ngodi tam nhép khu 38 s& dung b N
VB 1307/QB-TCT Quyét dinh =6 1 W 4. Goo tarchin
inh s0 e
1800812014 ciia Téng cuc Thué vi| & 5 Xemviéc giao
3 z 06-10-2014 kT tl"‘l'lhi._.l»*a(.‘-I'M;Irn:ll:lanhnghiéphi'anh.‘,.,lr & Thém Tin a4 @ 75% | —
gia tdng d6i véi hang hod cla nguy = - Them Tien 4o
Vigt Nam dinh cw & nwéc ngodimy g= 7. Bidu ab
VB 905/0D-TCT Quyétdinh s5903 | 5 8 Ghichil
06-10-2014 41 | cuc Thué ngay 01 thang 07 ndm 0%

Quy trinh hoan thué

Vao chirc nang y kién trao doi voi nguoi giao viéc

Sau khi chon “Xin y kién”, hé théng s& hién thi man hinh trao d6i y kién nhu hinh sau:
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Xin ¥ Kién Chi Bao, Hiréng D3n o S|

1. Tén cong viéc:

NOI DUNG CUOC HOP GIAO BAN CONG TAC KIEM TRA NOI BO QUV 4 NAM
2014

2. Néi dung v ki€n can trao di véi Nguyen Binh Tan:

£ Ghithan | | (© ket Thic |

Man hinh nhdp néi dung y kién can trao doi
- Bwéc 3: Nhap ndi dung y kién can trao doi voi nguoi giao viée, 161 bam nat “Ghi nhdn” dé
ghi nd1 dung y kién vao h¢ thong. Sau do, bam chon “Két thuc” dé quay vé man hinh trude do.
2.5. Dinh kém thém file van ban
Chtrc ndng nay dugc nguoi nhan vi¢e st dung dé dinh kém thém céc file van ban lién quan dén
cong viéc. D€ dinh kem thém file van ban, nguoi st dung thuc hién theo cac budc sau:

- Bwdc 1: Vao xem chi tiét cong viéc
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(} 1. Théng Tin Chung ’% 2. Mguti Thuc Hign ] ’ 9% 3, Tién D& Thyc Hign ] ’ e 4, Bigu BE Tign B9 ]

(®) 1. TatCa () 2. 50 Kién ) 3. Trao BGi ) 4. Pén Béc

»

1. THONG TIN CHUNG VE CONG VIEC:

% Ngudi giao viéc: Nguyén Dinh Tan

% T&n cdng vic: NOI DUNG CUOC HOP GIAO BAN CONG TAC KIEM TRA NOI BO QUY 4 NAM 2014

% Mgay phat sinh: 01f09/2014 00:00:00

% Cdp dd khdn:  Binh thudng (30 Dec 2014 08:00:00)

% YEu cdu va hudng dan thire hién:
Ngay 01/09/ 2014, Cuc Thué hop giao ban danh gia tinh hinh thuc hién cing tac ki€ém tra ndi
bé quy IV nam 2014. Sau khi nghe bao cao va thao ludn, Ban ldnh dao Cuc Thué di thdng
nhat két ludn va chi dao cac ndi dung nhu sau:

|

2. DIEN BIEN SU KIEN, THAO LUAN:

Nguyén Dinh Tan
07-10-2014 14:55
[Sur kign] Két thic cing ~.-'iéc’1ﬁ$

Nguyén Dinh Tan

@ eme @]

Man hinh xem chi tiét cong viéc

- Bwéc 2: Chudt phai vao khoang tring trong khay chua file dinh kém, chon “Pinh file”.

a— m F— i
20 (| (3 = EE e (B O (e 0 (B e
Hhdn T.Chdi Gian T.B4 K.oud | | ¥.kiEn| |Budt | |Huf.®| |EThic| |Huf.k Liry P Hii 5 i Quirén
MuBin 315 KB
b L [ 1. Dinh file M
124/2014/TT-BTC =

TT_124_2014.doc

(7} 1. Théng Tin Chung | 22 2. Mguii The Hign | | to0 3, TiEn B4 Thue Hign | | - 4, BiBu B4 Tién 84

Man hinh dinh kem thém file van ban
Sau khi chon “Dinh file”, h¢ théng s& hién thi ctra s6 dé chon file can dinh kém nhu hinh sau:
158



T80 = -\:' ®
LN
THAISONSOFT
Open X
@UV 18 » Computer » h |‘T | | s Loty )
Organize = 3=~ O '@
) 4 Hard Digk Drives (3)
= Libraries )
@ Doouments Windaws? [C:)
- |
J’ busic al 58.4 GB free of 7.0 GB
[ Pictures
El] & bversion Mew Yolume (D) ‘
~ - — J
B videos :-:-:—._—‘-a/ 106 GB free of 122 GB
8 Computer Mew Yolume (E:] 4]

-y | |
S 5933 GE fiee of 976 GE

4 Devices with Removable Storage (1)

&, windows? [C)

—a Mew Vaolume [D:)

m

—a Mewolume [E:]
=

- DD A Dirive (F2)
€l Network =

File name; - ’Tﬁtcémpiloaidinhdangfile 'l

| Open || cance |

Man hinh mé file can dinh kém
- Buwéc 4: Chi duong dan t6i file can dinh kém, roi bAm chon “Open” dé dinh kém thém file.
2.6. Cac thao tac c6 thé 1am déi véi file trong khay van ban
Ddi véi céc file van ban duogc dung dé tao ra cong viéc hay con dugc goi la “Ngu(?n van ban”,
nguoi nhan viéc chi duge phép mo ra xem, luu file d6 vao may tinh ca nhan hoac gui file cho
nguoi khéc. Dé thuc hién duge cac tinh nang do, nguoi dung chudt phai 1én file, chon céc tinh
nang twong Ung.

Théng Tin Chi Tiét Céng Vigc

Lura

Huiy £

I50KE  tuongt 7i5 KB moyht 43.0 KB
m [zad

1. M file

Vi_1788_TB-CTHTN  BacC

B doc 2. Mad file dé sira

3. Lwu file to+...
4. Gi¥i file cho...
8. Dat tén

() 1. Théng Tin Chung | A 2. Ngui Thue Hign 9. Xod file

0. Thay file

W 1.TatCa () 2.5 Kién

Cdc thao tdc cé thé lam doi véi file dinh keém

Néu cong viéc dugc giao lya chon “Giao djc ldp”, thi giira nhitg nguoi nhan viéc s& khong
thiy duoc file 1dn nhau. Nguoc lai, néu cong viéc duoc giao khong chon “Giao déc ldp” thi
nhitng ngudi nhan viée co thé xem, sira, dat lai tén, thay thé file 1dn nhau. Dé thuc hién cac tinh
ning do, nguoi dung chudt phai vao file vin ban d6, roi chon cac tinh ning tuong tmg, nhu hinh
trén.
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2.7. Béo c4o hoan thanh hang muc tién d¢ dwoc giao
Chtrc nang nay dugc nguoi nhan viée su dung dé bao c4o hoan thanh hang muc tién do duoc
giao 1én nguoi giao viéc. BE bao cdo hoan thanh hang muc ti€n do, nguoi st dung thuc hién theo

cac budc sau:
- Buwdc 1: Vao chi tiét cong viéc

Théng Tin Chi Tiét Céng Viéc

.. _ u :
Hhan T.Chdi Giao T.EG f.0ud | | ¥.KEn| [Budt| |Huw®| |[KThic| |Hug.k

tannd 5.0 KB tuoimgt 735 KB miyh 43,0 KB
W m | ] W
Vi_1788_TB-CTKTM  BaoCao2009.DOC 42259.doc
B.doc

() 1. Théng Tin Chung [% 2, Mguii Thurc Hign ] [ t<% 3. Tién £6 Thu Hign ] [ W2 4, B BE Tién BE ]

(% 1. Tt Ca ) 2. S Kién 3 3. Trao Dai i) 4. Bén Déc

»

1. THONG TIN CHUNG VE CONG VIEC:

% Ngudi giao viéc: Nguyén Dinh Tan

% T&n cing viéc: NOI DUNG CUOC HOP GIAO BAN CONG TAC KIEM TRA NOI BO QUY 4 NAM 2014

% Ngay phat sinh: 01/09/2014 00:00:00

% Cap do khdn:  Binh thu'dng (30 Dec 2014 03:00:00)

% Y&u cdu va hudng dén thuc hién:
Ngay 01/09/ 2014, Cuc Thué hop giao ban danh gia tinh hinh thuc hién cing tac kiém tra ndi
bé quy IV nam 2014. Sau khi nghe bao cao va thao ludn, Ban linh dao Cuc Thué di thing
nhat két ludn va chi dao cac ndi dung nhur sau:

[

2. DIEN BIEN SU KIEN, THAO LUAN:

Nguyén Dinh Tan
07-10-2014 14:55
[Su kign] Két thic cing ~.-'ie“|:3ﬁ$

Nguyén Dinh Tan

[ @ e @]

Man hinh théng tin chi tiét cong viéc

- Bwéc 3: Tich chon “Tién dé thuwc hign”, hé thong s& hién thi danh sach tién do cong viéc

nhu hinh sau:
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1T Tén Hang Muc Thii Gian B&t B3u | Théi Gian Dur Kién | Con Lai Maurdi Thure Hign
1 z Ténﬂﬁl*l 05102014 10:00 | 06M02014 10:00 -4g Huynh Li&n

(@)@ @me J[d]

Man hinh hién thi danh sdch tién do thuc hién

- Budc 4: Chudt phai vao tién do cong viéc duogc giao, chon “Pda hoan thanh” dé cap nhat

thong tin vao hé thong.
) ) o=+~ |

STT Tén Hang Muc Thai Gian Bt £3u | Théi Gian Du KiEn | Con Lai Maurdi Thuc Hign

081052014 10:00 Huynh Lién

Man hinh bao cao hoan thanh hang muc tién dé
2.8. Deé xuit, hity dé xuit hoan thanh cong viéc
Khi d hoan thanh cong viéc duoc giao, ngudi nhan viéc can phai giri mot dé xuét hoan thanh
t61 nguoi giao viée. Sau khi ngudi giao viée xac nhan dé& xuét do, thi cong viéc méi chinh thirc
duoc danh dau 14 hoan thanh.
Pé dé xuat hoan thanh cong viéce, thyc hién theo cac budc sau:

- Buwdc 1: Vao danh sach cong vi¢c nhan
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Tié€p Nhdn Va Xi¥ Ly Céng Viéc g | % ThuMhd

P fong

TatCa CacChu P& ~

O ViecDang éXust @ ViécPangTheoDsi O ViecDdLwuTric | | + @E

S'IT@ Maay Ma Tén Céng Viéc Bugc Giao Trang Thai B.BB | % | MicHoan Thanh Chung | Cénlai | ¥ Kin Banh Gid Chung T
=] HOI[I.HGCI.NKHDPG[MBM(OHGTMIHEM = = B
| ' 06-10-2014 | 45 | 1pp NGRS UV 4 NAM 2014 Hoan thanht | (2 | 18% |gmm 2th24n

WB 124/2014/TT-BTC Théng tw sl 124/2014TT-BTC
ngay 27/08/2014 clia B4 Tai chinh quy dinh thi tuc hai

- Buwdc 2: Chudt phai vao cong viéc can dé xuit hoan thanh, chon “Pé xudt hoan thanh”

A g LS “4 quan 88i vii xdng, ddu cb ngudn gbc mua tir nwirc Chua nhdn. 7% | —
ngodi tam nhép khdu 3 s dung hoan ddi dfi véi xdng
VB 1307/QB-TCT Quyét dinh 56 1307/QB-TCT ngay
18/08/2014 cia Tong cuc Thué vé viéc Ban hanh Quy

3 || 06-10-2014 37 |trinh lya chon doanh nghigp ban hang hoan thué gid tri |Dang =i ... @ 75% | p—

gia ting dfi vivi hang hod cla ngwii néc ngodi, ngui
Viét Nam dinh cw & nwée ngodi mua

Man hinh hién thi danh sach cong viéc

hodc vao “Xem chi tiét > P.Xudit”

Sau khi chon “Pé xudt hoan thanh”, hé théng s& hién thi man hinh thong bao xac nhan nhu

hinh sau:

C. Ket thic
D. Lwu trik

E. Phén loai
F. Cdy trién khai

. Thim quyén

Man hinh dé xuat hoan thanh cong viéc

EI Hién Thai ~ TatCa CicChaDe ~ O Viéc Dang DEXuit ® ViécDang TheoDdi O Vigc DA Luu Trit | @E
STT (&) Ngdy M3 Tén Céng Vigc Burge Giao |Tn-_ngma |B.Ba| % |M.rcHna1Tha'hCh.ng Cénlai | Y KiEn Banh Gid Chung
Y Y Y Py I 1 I
™ NOI DUNG CUGC HOP GIAO BAN CONG TAC KIEM —
®'|06-10-2014 | 45 |10 . 4T BG QUY 4 NAM 2014 Q) 1.Xem Chitigt 2th24n
. P
VB 124/2014/TT-BTC Théng tw =& 1242014TTBTC |~ 2 Tiepnhédn
2 | 2| 06102014 | ag |N92Y 271082014 cia BS Taichinh quy dinh thil tue hai | . 5 7y cngi —
quan doi v&i xdang, dau co ngudn goc mua tlr nwdc
ngodi tam nhép khu @& s dung hoan ddi ddi véixdng & 4. Giao thuc hién
VB 1307/QD-TCT Quyét dinh 56 1307/0B-TCT ngay ® 5 Xemvisc giso
18/08/2014 ciia Téng cuc Thué v& viéc Ban hanh Cuy )
3 | &) 06-10-2014 | 37 |trinh lya chon doanh nghiép ban hang hoan thué gid tri 24 6 ThémTién d6 |
gia tang ddi vii hang hod cla nowdi nwde ngodi, ngwdi - o
Viét Nam dinh cu & nwérc ngoai mua @& 7.Bieuds
/B 905/QB-TCT Quyét dinh 26 905/QD-TCT cia Téng | . & Ghichd
4 g 06-10-2014 | 41 | cuc Thué ngay 01 thang 07 ndm 2011 vv ban hanh L
Quy trinh hodn thué [1) 9 Xiny kien
8= A Bdo cdo két qui

Thing Bao

Ban mudn gii d& nghi xac nhan hoan thanh dai vai phan viéc da thuc hién? Luru v! Trong khi cha doi

ngurdi giao vigc xac nhan két qué hoan thanh trén cd sd d& nghi ndy, ban chi cé the trao d8i ¥ kién chir
khdng durgc quyen can thiép vao cac file dinh kém nira.

- Chon [BBng Y] 88 thurc hién

- Chon [Hay Ba] d€ cdn nhac thém

[ oot ] [K vves |

Man hinh théng bdo xdac nhdn viéc dé xuat hoan thanh
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- Buwoc 3: Néu chac chan mudn gui d€ xuat hoan thanh, thi bam chon “Pong y” dé thuc hién.
Nguoc lai, néu can can nhac thém thi bam chon “Huy b6” dé huy bd viéc gui dé xuat hoan
thanh.

Sau khi cong viéc dugc dé xuat hoan thanh, trang thai hién thi trén danh sach s& chuyén thanh
“Cho xdac nhdgn...”

@ Hign Thai ~ T5LCa CacChi B ~ O Viéc Dang P& Xuit (@ Viéc Dang TheoD&i () Viéc B3 Luu Trit | | - [

SIT @ Ngay Ma Tén Céng Viéc Burgc Giao Trang Thai B.BB| % | MircHodn Thanh Chung | Cénlai | Y Kién Déanh Gid Chung BL|TT |TV
o NOI DUNG CUGC HOP GIAO BAN CONG TAC KIEM PR I 1Y X |
F |06-10-2014 | 45 TRA NOT BO QUY 4 NAM 2014 Ché xacnhd... [ 12 | 99 g 2th24n

VB 124/2014TT-BTC Thng tw 58 124/2014TT-BTC
06-10-2014 | 44 | 103y 27/08/2014 cia B4 Taichinh quy dinh thiltuc hai |0 87% | p—
quan doi viri xdng, dau co nguon goc mua tlr nwdc

ngoai tam nhép khdu 3 si dung hoan dfi d6i vivi xéng

[$]

VB 1307/QE-TCT Quyét dinh =8 1307/QE-TCT ngay
18/08/2014 ciia Tong cuc Thué v& viéc Ban hanh Quy
3 | 2| 06-10-2014 | 37 |trinh lya chon doanh nghiép ban hang hoan thué gid tri |Dang xi 1j... 08 | 75% | p—
gia ting di v&i hang hoa cla ngwdi nwéc ngodi, ngwdi
Viét Nam dinh cw & nwéc ngodi mua

_ VB 905/QD-TCT Quyét dinh s8 S05/QD-TCT cla Téng
4 | 2 | 06-10-2014 41 | cuc Thué ngay 01 thang 07 ndm 2011 v ban hanh Chwa nhén. 0%
Quy trinh hoan thué

’

Trang thdi céng viéc chuyén vé “Cho xdc nhdn..."

Néu nguoi nhan viée cam thay cong viéc gap van dé chua thé hoan thanh, thi c6 thé huy dé

xuat hoan thanh trudc khi nguoi giao viéc xac nhan. BE huy dé xuat hoan thanh, nguoi dung chuot
phai vao cong viéc can huy, chon “Hiiy dé xuat” hoac vao “Xem chi tiet 2 Hiiy.D”

El Hign Thai Tt Ca CacChabE O ViecPang DeXuit (@ ViecPang TheoDdi () Viec D3 Luu Triy | | - (&)
STI'@ Nagay M3 Tén Cdng Viéc Bugc Giao Trang Thai B.BG| % | MicHodn Thanh Chung | Cénlai | Y Kién Bénh Gid Chung BL(TT | TV
™ NOI DUNG CUGC HOP GIAO BAN CONG TAC KIEM PP A
2'|06-10-2014 | 45 | 1pa wT BG QUY 4 NAM 2014 Chilvar nha 0B | gop |y 2th24n
()  1.Xem Chitigt

WB 124/2014/TT-BTC Théng tw =0 124/2014/]

ngdy 27/08/2014 cida B3 Tai chinh quy dinh t
& virixdng, diu cb ngudn gb ) (7% | E———

quan doi voi xang, dau co nguon geéc muatl 3 T chai

ngodi tam nhép khdu dé =i dung hoan ddi ad

«/ 2 Tiépnhin
2 || 06102014 | 44

VB 1307/QB-TCT Quyét dinh sé 1307/qp-Tq iz thuchign
18/08/2014 ciia Tong cuc Thué v& vidc Ban & 5 Xemvigc giao
3 | = | 06-10-2014 37 |trinh lwa chon doanh nghiép ban hang hodan { 5% | p——
gia ting d6i vii hang hod ciia ngwivi nwée ng 6. Thém Tién dd
Viét Nam dinh c & nwé'c ngodi mua e 7 Bibu da

WB 805/QB-TCT Quyét dinh 88 905/0D-TCT
dystdinn S5 8 Ghichd

4 g 06-10-2014 41 | cuc Thué ngay 01 thang 07 ndm 2011 vv bar -~
Quy trinh hoan thué

0%

[T 9. Xiny kién
A. Bdo cio két qua

C. Két thiic
D. Lwu trik

E. Phén Ioai

F. Céy trién khai

G. Tham quyén

Vao chirc nang “Hity dé xudt hoan thanh”
2.9. Xem danh siach nhirng nguwdi cung lam chung cong viéc
Mot cong viée c6 thé dugce giao cho nhiu nguoi xtr Iy phdi hop. Pé xem dugc danh sach
nhiing ngudi cung lam chung cong viée, ngudi dung thue hién theo céc budce sau:

- Bwéc 1: Vio man hinh chi tiét cong viéc
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tannd 350 KB ot 735 KB iyt 43.0 KB
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Vi_1788_TB-CT-KTM  BaoCao2009.DOC 42259.doc
B.doc

’ (} 1. Théng Tin Chung ] ’@ 2. Mguti Thuc Hign ] ’ 9% 3, Tién D& Thyc Hign ] ’ e 4, Bigu BE Tign B9 ]

(®) 1. TatCa () 2. 50 Kién ) 3. Trao BGi ) 4. Pén Béc

1. THONG TIN CHUNG VE CONG VIEC:
% Ngudi giao viéc: Nguyén Dinh Tan
% T&n cdng vic: NOI DUNG CUOC HOP GIAO BAN CONG TAC KIEM TRA NOI BO QUY 4 NAM 2014
% Mgay phat sinh: 01f09/2014 00:00:00
% Cdp dd khdn:  Binh thudng (30 Dec 2014 08:00:00)

% YEu cdu va hudng dan thire hién:
Ngay 01/09/ 2014, Cuc Thué hop giao ban danh gia tinh hinh thuc hién cing tac ki€ém tra ndi
bé quy IV nam 2014. Sau khi nghe bao cao va thao ludn, Ban ldnh dao Cuc Thué di thdng
nhat két ludn va chi dao cac ndi dung nhu sau:

2. DIEN BIEN SU KIEN, THAO LUAN:
Nguyén Dinh Tan

07-10-2014 14:55
[Sur kign] Két thic cing ~.-'iéc’1ﬁ$

Nguyén Dinh Tan

&

E

(B [@ wme ][d]

Man hinh xem thén tin chi tiét cong viéc

- Bwéc 2: Tich chon “Ngwoi thie hign”, hé théng s& hién thi danh sach nhitng ngudi cung

thuc hién cong vi¢c, nhu hinh duoi:
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2. Mgusi Thuic Hign

ST Ho V& Tén Thifi Gian Giao | Nhan | Trang Thai PL | TT K&t Qua Déanh Gid -
i i‘.e'_l_é-hann My 30-09-2014 11:28 | 126g |Quyén gidm sét Q“

2 | &L LamThai Binh | 30-09-2014 11:28 | 147g |Ché duyétkétag. | & 2

3 ,E, Trirrng Wén Ba 30-09-2014 11:28 Chua tigp nhén

4 | B |HaTidp Nam | 30-09-2014 11:28 Chua tigp nhén =
5 B |MguyEnThiHanh |Nga | 30-08-2014 11:28 Chua tigp nhén

& 5L |DangKknic Phic | 30-089-2014 11:28 | 22p | Bang thee hién =

7 | B |Dwong Thé Quang | 30-08-2014 11:28 Chua tigp nhén i
2 | B |NguyéEn Som | 30-09-2014 11:28 Chua tigp nhén

3 | B |Mguy&nvin song | 30-09-2014 11:28 Chua tiep nhén

10 | S | NguyEn Thi Swong | 30-09-2014 11:28 Chua tigp nhén

1 | £ | Trinh Thi Thu Thuy | 30-09-2014 11:28 Chua tiép nhén

12 | B |L& Ngoc Tudn | 30-08-2014 11:28 Chua tigp nhén

13 | £ | Boivin Twéng | 30-09-2014 11:28 Chua tiép nhén

14 | 2L | Trdn ThiTuyét Hoa | 30-09-2014 11:35 Chua tigp nhén -

(3]0 wn |

Man hinh hién thi danh sach nhitng nguwoi thuc hién

Ngoai ra, nguoi nhan viéc ¢6 thé xem danh sach nguoi cung thuc hién cong viéc thong qua cay
trién khai cong viéc. D€ xem cay trién khai, nguoi dung chudt phai vao cong viéc can xem, chon
“Cay trién khai”

B

TSt Ca CacChi P& ~ O ViécPang DEXust () ViecPangTheoD3i O Vigc D& LvuTri |

| T @

STT (5| Ngay M3 Tén Céng Vigc Bugc Giao Trang Thai |B.Ba % | MircHoan Thanh Chung | Cnlai | Y KiEn Banh Gid Chung BL | TT | TV
A - = = | I
o NOI DUNG CUGC HOP GIAO BAN C — ™
£ |06-10-2014 | 45 | qpaAnGIBOQUVANAM 2014 | () 1. Xem Chitiét Pe | oue |y 2th24n
B 124/2014TT-BTC Théng tw s& 124~ 2 Tizp nhan
- ngay 27/08/2014 cia Bg Tai chinh qu 3. Tir chéi
2 |me| 06-10-2014 | 34 quan @fi vii xéng, ddu co ngubn gbc X 3 7% | E——
ngodi tam nhdp khau dé =i dung hoa _.¢ 4. Giao thu hién
VB 1307/QB-TCT Quyét dinh 6 1307 & 5 Xemvic gino
18/08/2014 cia Téng cuc Thué v& vig )
3 :\: 06-10-2014 37 |trinh lwa chon doanh nghiép ban hang 6. Thém Tién dé E 75% | —
gia ting d6i vivi hang hod cia ngwivin - o .
Wigt Nam dinh cw & nwéc ngodimua | @2 7. Biéu do
VB 805/QD-TCT Quyét dinh sé 90s/af > 8. Ghichi
4 g 06-10-2014 41 | cuc Thué ngay 01 thang 07 ndm 2011 . 0%
Quy trinh hoan thué [ 9 Xin ¥ kén
5= A Bio cio két qus
<3 B. Hily @& xust
(m) C Kétthic
fE D Lwutri
[l E Phin

Vao xem so do trién khai cong viéc

Sau khi chon “Cay trién khai”, hé théng s& hién thi man hinh so d6 trién khai cong viéc, bao
gom danh sach nhiing ngudi cung thuc hién chung cong viéc, nhu hinh dudéi:
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Sd B% Trign Khai Cang Vigc

NOI DUNG CUGC HOP GIAO BAN CONG TAC KIEM TRA NOI BO QUY 4 NAM 2014

..... JL Lam Thai Binh 0
----- () L& Thanh M§

..... JL Ha Tiép Nam

..... S Nguyén Thi Hanh Nga
..... J1 Dang Khic Phiic

..... S Dwong Thé Quang
..... Jb Nguyén Son

----- S Nguyén vin Séng
..... JL Mguyén Thi Swong
..... E_ Trinh Thi Thu Thuy
..... JL L& Ngoc Tudn

----- JL Blivan Twéng

..... JL Trén Thi Tuyét Hoa
----- S Pham Ngoc Lic

..... E. Trreng Manh Twing
----- S Maivin Quang

..... JL Nguyén Ting Quang
..... S Nguyén Nam Binh

..... S Trén Binh Ci

----- Jb L& Xuan Duong

..... -?. Bidng Thi Thiy Lang
----- S L& Duy Minh

..... -?. Trén Mgoc TAm

----- S Nguyén B4 Thinh

----- ;f Hujnh Lién

m

-

=] Hién thi file dinh kém [ ¥ thi thil mion tricn kiot

Sor do cdy trién khai cong viéc

2.10. Két thic, lwu trir cong viée

Churc nang nay dugc nguoi nhan viée su dung dé két thuc mot cong vi¢c va dua cong viéc do
vao luu trit. Co thé két thuc cac cong viéce, khi cong viée d6 dang & trang thai dang xir 1y, dang chd
x4c nhin hay di hoan thanh. Nhung trong thuc té, chi nén két thuc cong viéc khi phan viéc cia
minh di hoan thanh, dé tién cho viéc kiém soét cac cong vi¢c da va dang thyc hién.

bé két thuc cong vi¢e, nguoi st dung thuc hién theo cac budce sau:
- Buwdc 1: Vao danh sach cong vi¢c nhan
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Tigp Nhdn Va Xi¥ Ly Céng Vigc T Thufhe B Bong

El Hién Théi ~ T4t Ca CacCha D& ~ () ViécPang DPeXust (%) ViécPangTheoDéi () Viec D3 Luu Triy |

S'IT@ Ngay Ma Tén Cdng Viéc Budc Giao Trang Thai B.BG | % | MicHoan Thanh Chung @ Cénlai | Y Kién Bénh Gid Chung BL|TT TV

NOT DUNG CUGC HOP GIAO BAN CONG TAC KIEM
TRA NOI BO QUY 4 NAM 2014

VB 124/2014/TT-BTC Thiing tw 28 124/201 4TT-BTC
ngay 2"(!05(2014 cualEh:_r ]’al chllnh c‘|uy ﬂ!nh\thu TI:IC hai Chwa nhan. 7%
quan doi viri xdng, dau co nguon goc mua tF nrec I
ngoditam nhdp khdu d& =0 dung hoan adi ddi vivi xdng

- ¥ |06-10-2014 | a5 Hoan thanh! | (2 |189% g 2th24n

M 06-10-2014 | 44

VB 1307/QE-TCT Quyét dinh =6 1307/0B-TCT ngay
18/08/2014 chia Tong cuc Thué vé viéc Ban hanh Quy
3 |2 06-10-2014 | 37 |trinh lya chon doanh nghigp bén hang hodn thué gid tri | Dang =i 1j... 5 | 75% | —
gia ting ddi vii hang hod cia nowii nwéc ngodi, nowii
Vigt Nam dinh cw & nwéc ngodi mua

Man hinh hién thi danh sach cong viéc

- Budc 2: Chudt phai 1én cong viéc mubn két thic, chon “Két thiic” hodc vao “Xem chi tiét >
K.Thuc”.

El Hién Thai TatCaCacChuDe ~ () Viéc Dang D& Xudt (8 Viéc Dang Theo D& () Viéc B3 Luu Trif | | - @
STT (5| Ngdy M3 Tén Céng Viéc Burdc Giao TrangThéi  B.B& % | MifcHodn Thanh Chung | Cénlai | ¥ KiEn Banh Gid Chung BL TT | TV
- - 1
raa NOT DUNG CUGC HOF GIAO BA . B
F  06-10-2014 | 45 TRAIIQIBQ@.N-!IIAHZD]AQ 1. Xem Chi tiét L| & | 9ue|g 2th24n
VB 124/2014/TT.BTC Thang twsd| = | =P 1han
ngdy 27/08/2014 cla B4 Tai chinh ){ 3. Tir chii

~~
Bl & | 0c-10-2014 4 quan d6i vivi xdng, ddu co ngudn B7% |

ngoaitam nhip khdu d& s dung 4, Giao thure hién

WE 1307/QE-TCT Quyét dinh =6 1
18/08/2014 ciia Tong cuc Thué vé

5. Xem viéc giao

3 || 06-10-2014 | 37 |trinh lra chon doanh nghigp ban f 6. Thém Tién dd 5 | 75% | p—
gia ting ddi vii hang hoa cia ngu x 2
Wiét Nam dinh cw & nwéc ngodi m T Eznmd
/B 90S/QD-TCT Quyét dinh =5 90 EETE
e N i
4 g 06-10-2014 Ell cuc Thue ngay 01 thang 07 nam 3 9 Xin§ kikn 0%

Quy trinh hoan thué

A. Bio cdo két gua

@ =B Let 8

|

Man hinh vao chitc nang keét thic cong viéc

Sau khi chon “Keét thiic”, h¢ thong s€ hién thi thong bdo xac nhan viéc két thiic nhu hinh sau:
Thong Bao
CloudOffice s& thure hién k&t thic cong vigc. khi odng viéc & frang théi k&t thic, ban chi cd the xem

théng tin chif khdng the thao tic gi thém. Viéc phan chia cfng vigc ket thic hodc chura ket thic
nham de tién cho viéc kifm soat Ao cing viéc dang va d3 thuc hién. Ban od déng ¥ k&t thic cing

vigc nay khdng?
_Chon [Biang Y] d& thyc hién
- Chon [Hiy Ba&] 88 can nhac thém

/oot ] (K Hves |

Danh sach viéc da lwu triv

- Bwoc 3: Néu chac chan muodn két thuc cong viéc nay thi ban bam chon “Pong y* dé thuc hién.
buoc > S y : C gy ; C
Nguoc lai, néu can can nhac thém thi ban bam chon “Hiy bo” d€ huy bo viéc ket thiic cong viéc.
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2.11. Chuyén cong viéc cho nguoi khac/ Giao tiép cho cﬁp dudi

Chuirc nang nay dugc nguodi nhan vi¢e sir dung, dé chuyén giao cong viéc vira nhan tur cép trén
xudng cho cap duéi thyc hién hodc giao cho mot nguoi khac lam thay, ma khong can tao mot cong
viéc méi. Bé chuyén cong viéc cho nguoi khéac, nguoi st dung thuc hién theo cac budce sau:

- Buwoc 1: Vao danh sach cong vi¢c nhan

Tigp Mhin Va Xi Ly Céng Visc % | % Thulhd B Bing
E| Hign Thai ~ T4t Ca CacChu D&~ ) ViecPang DEXust (¥ ViecPang Theo D3I ) Viec B3 Luu Trit | | - (@[ &]
ST @ MNgay Ma Tén Cdng Viéc Buigc Giao Trang Thai BB | % | MircHoan Thanh Chung | Conlai | Y Kién Dénh Gid Chung BL(TT [TV

NOI DUNG CUGC HOP GIAD BAN CONG TAC KIEM

TRA NOI BO QUY 4 NAM 2014

WB 124/2014/TT-BTC Thong tw s 1247201 4TT-BTC

I I | 06102014 | a4 ngdy 27/08/2014 cia B Tai chinh quy dinh thi tuc hai | BT% |
qguan doi véi xdng, ddu co ngudn goc mua tlr nwdc

ngoaitam nhép khau @& si dung hoan d6i ddi véi xdng

- ¥ 06-10-2014 | 45 Hoan thanht | (2 | 18% mm 2th24n

WE 1307/QB-TCT Quyét dinh s 1307/Q8-TCT ngay
18/08/2014 ciia Téng cuc Thué vé viéc Ban hanh Quy
3 2 06-10-2014 37 |trinh lva cl;u;n doanh nghiép ban hang hoan thué gid tri | Dang =0 ... & | 75% e
gia tdng d0i v&i hang hod cla ngwdi nwdc ngodi, ngwii
Viét Nam dinh cw & nwéc ngoai mua

Man hinh hién thi danh sach cong viéc

- Buwoc 2: Chudt phai vao cong viéc can chuyén, chon “Giao thwc hién”.

E| Hién Théi TatCa CacCha D& ~ O ViecDang P& Xust @ ViecPangTheo D3I (O Vigc D& LuuTri |
STT (5| Ngay M& Tén Céing Vigc Burgc Giao TrangThdi  B.B&| % | MicHoan Thanh Chung | Cénlai | ¥ Kign Banh Gid Chung BL | TT | TV
o NOI DUNG CUGC HOP GIAO BAN CONG TAC KIEM e A
£/06-10-2014 | 45 | oA wGTRG QUY 4 NAM 2014 Chitxacnhd... (5 | 9% g 2th24n
VB 124/2014/TT-BTC Théng tw 56 124/2014TT-BTC
2 | 2| 06-10-2014 | a4 |"O5Y27/08/2014 clia B Tai chinh quy Sinh thituc hai |y gy BT% |
quan d0iveixa () 1. Xem Chi tigt
ngoai tam nhdp . g
+/ 2.Tigpnhin
VB 1307/QB-T( L
180872014 cig /< 3TV chéi
3 3 06-10-2014 37 |trinh lya chon Bang x( Iy... @ 5% | —
gia tang ddi vo 4 Giao th i
Vigt Nam dinh ¢ 5. ¥em viec giao
VB 205/QB-TC] _, e .
4 | I | 06102014 | 41 | cucThuéngay| = S ThemTiendo Chwa nhan. 0%
Quy trinh hoan & 7. Bifudd
[» 8 Ghichd
[T 9 Xiny kién
8= A Bdo cdo két qus
57 B.D&xuéthoan thanh
(=) C.Kétthic
fE D Lvutri
[IH E Pnén loai
i F Cdytrién khai
@ G Thimaquyén

Vao chirc nang chuyén giao cong viéc cho nguoi khac

Sau khi chon “Giao thwe hién”, hé thong s& hién thi man hinh hiéu chinh thong tin trudc khi
giao nhu hinh dudi:
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B1: Hiéu Chinh Thdéng Tin Cong Viéc Tru'dc Khi Giao

Moay phat sinh: Thai han phai hodn thanh: [ ¢4 h

Tén cbng vide: | VB 124/201&TT-BTC Thing tw s 124/2014/TT-BTC ngay
27/08/2014 cla B4 Tai chinh guy dinh thi tuc hdi quan 30 vii xdng,
déu co ngudn gic mua tir nwéc ngodi tam nhép khiu 38 si dung

Cap da khan: |Eﬁnh thwirng |E” [ Giao déclap
[] Ch&p nhan k&t qua tr dng
Phan oaichd € | M E) @ o i tién @6 tur déng

Thue hién theo cac ndi dung yéu cdu 8 néu trong van ban (Thing

Mai dung yéu G:U T}
va hurdng dan
thure hién:

File dinh kém: | | M

| pyvhinhan [ 2. TiEnes || . 360 Novit Thue Hien || ©) 4.kt Thic |

Man hinh hiéu chinh thong tin trucc khi giao

- Bwdc 3: Tuy thudc vao tinh hinh thyc té dé diéu chinh lai cac thong tin cua cong viéc trude khi
chuyén giao thyc hién. Méc dinh tat ca cac thong tin hi¢n tai déu dang theo cong viéc ma ban
duoc nhan.
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Moay phat sinh: (Rl Théi han phdi hodn thénh: |/ h

Tén cong vic: || VB 124/2014/TT-BTC Théng tw 56 124/2014/TT-BTC ngay
27/08/2014 cia BA Tai chinh quy dinh thi tuc hai gquan 861 véi xdng,
ddu o6 ngudn gic mua ti¥ nwic ngodi tam nhép khiu @& s& dung

Cap da khan: |Er'|nh thréng |E|| [] Giao diclap
(m] Chap nhén kSt qua hr déng
Phan oaichi & -] E [ Binh gia tiSn d6 tu dang
Thire hién thee cdc ndi dung yéu cdu d4 néu trong van bén (Thing
M&i dung yéu cau J|Tw) en - "
va huréng din Hi¢u chinh thong
thurc hign: tin trwedee khi giao

File dinh kém: ]
|i§1.ghiwhan “EE 25 TEN DG || . 3Giso bowd Thuc Hien || (0) 4.8t Thic |

Hiéu chinh thong tin trudc khi giao

- Buwdc 4: BAm nut “Ghi nhdn” dé cap nhat thong tin vao hé théng. Sau d6, bAm chon “Giao
nguwoi thwe hién” dé chon nguoi trién khai cong viéc:
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B2: Giao Viéc Cho Cap Du'di Tha'c Hién

Mg&y phat sinh: (06102014 Théi han phai hodn thanh: /

Tén cng viéc: | VB 124/2014/TT-BTC Thing tw =6 1242014/ TT-BTC ngay
27i08/2014 cia BS Tai chinh guy dinh thi tuc hdi guan 36i vii xdng,
dfu co ngudn gic mua tiv nwéc ngodi tam nhép khu 38 =i dung

Cap dé khan: |Eﬁnh thwirng |E|| [ Giao déc lap
[w] Chap nhén k&t qua tur ddng
Phan loai chi &: | HE @ oem gi tién @ t dong
Thuc hién theo cac ndi dung yéu ciu g3 néu trong vén ban (Thing

Ngi dung véu cgu | TW)

va hudng dan

thure hién:

File dinh kém: |

|

2% 3.Gia0 Noudi Thue Hign ,[ 4. K&k Thiic ]

- 1.Ghi Nhan ] [ 2= 2 Lip TiEn BE

Vao chirc nang “Giao nguoi thuc hién”

Sau khi chon “Giao ngwoi thuc hién”, h¢ thong s€ hién thi man hinh giao viéc nhu sau:
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VB 1242014/ TT-BTC Théng tu s& 124/2014/TT-BTC ngay 27/08/2014 ciia B& Tai chinh quy dinh thi tuc hi quan

THAISONSOFT

&-[siE Cuc Thué Thanh Phé HA Chi Minh ~|lerr o e — «
. i - d -
~{oi] Phdng To chivc Can b 1 odng Vi L A .
..... [P Pnang uan tri- Taivy 5 - , TS — ;
e 2 ; - & T hwerng ridng Phang
~-[si] Phong Hanh chinh - Luu trik
3 . - -
-5 Phang Quan K &n chi 3 guyen Thi Sweng | Trwdng Phing 1

--[6i] Phang Thng hop - Nghigp vu - Duy tdan
--[&5] Phang Quan ¥ cac Khodn thu tir 34t
-.[sir] Phing K& Khai- KE todn thué

~{a] Trung tim tich hop DiF liéu Nguwdi ndp thué
-[5ir] Phang Tuyén truy&n - HE tror NNT
--[si] Phang Phap Ché

-[5iE] Phéng Thanh tra thué sd 1

~[i] Phang Thanh tra thué s6 2

--[si] Phang Thanh tra thué s 3

~[ii] Phéng Thanh tra thué s6 4

-[iE] Phong Kiém tra thué sd 1

~{uiE] Phong Kiém tra thué so 2

--[iE] Phong Kigm tra thué s0 3

~[EiE] Phang Kiém tra thué s6 4

~[BiE] Phéng Quan Iy No -Cwdng Ché No
--[eir] Phang Thu nhdp Ca nhan

-[sir] Phing Kiém tra M&i bd

--{oii] Phéng Tin Hoc

s Chi cuc thué Quén 1

Fe-{5] Chi cuc thué Quén 2

--[6] Chi cuc thué Quén 3

--[8iE] Chi cuc thué Quén 4

--[6] Chi cuc thué Quan 5

--[6i] Chi cuc thué Quén 6

-[ei] Chi cyc thué Quan 7

--[6i] Chi cuc thué Quén 8

--fsi] Chi cuc thué Quén 9 i

J l*l >

Man hinh giao nguoi thuc hién

- Buwdc 5: Tich chon nguoi thyc hién, roi nhan chon “Thém vao” dé dua nhiing nguoi da chon
vao danh sich nhitng nguoi dugce giao viéc. Sau do, bam nit “Thwe hién giao viéc” dé gui cong
viéc td1 nhitng nguoi dugc chon.
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IV. QUAN LY TAI LIEU

Trong chuong trinh CloudOffice, ngoai nhing loai vin ban nhu vin ban dén, vin ban di,
van ban noi by, to trinh,... do mot sd can bo duoc giao nhiém vu nhap vao h¢ théng va duoc khai
thac st dung bdi toan bo co quan, nguoi dung con duge phép luu trit tai liéu riéng cua minh vao
hé théng. Tai liéu ma nguoi dung c6 thé dwa vao hé thong rat da dang, c6 thé 1a nhimg tai liéu
thong thudng nhu file Word, Excel, PDF hodc tai liéu ¢6 nhiéu thong tin hon nhu hop dong, bién
ban thoa thuin. Ngoai ra, tir chtc ning “Tai Li¢u” nay nguoi ding c6 thé tao ra cac tng dung tu
dinh nghia nhu quan 1y nhén sy, quan 1y nha dat, quan 1y khach hang, tiy theo muc dich sir dung.

Trong cong viéc, néu ngudi ding co nhu cau st dung cac phin mém tng dung dé quan 1y
thong tin theo ddc thu cua linh vuc dang cong tac, nhu quan 1y nhan sy, quan ly khach hang, quan
Iy hd so nha dat,... thi phan mém CloudOffice cho phép nguoi dung tw dinh nghia cac Gmg dung
quan Iy nhu vy ma khong mat thém tién dé mua cac phan mém riéng biét tir nha cung cap khac.

™ V- Huynh Lién c i ®
BEP = Téng Cuc Thu > Cuc Thug Thianh Pha HB Chi Minh >> Phéng Quén i - Tai vu @O & E M

Phdn Loai Tai Liéu

Chu’c Ilﬂng quaﬂ Danh muc chi &8 do ci nhén tr lip va quén by riéng
nhim phan logi khi ke triF t3i iEu

1y tai liéu

II__. Binh Nghia Thudc Tinh
frees ] Binh nghiz danh muc thudc tinh cho timg chi 42 t3i
li&u giip quén by t3i B da dang va linh hoat
works
cong Viee _a Chia Sé& Chi bé

Chia s& chi 82 véi nhiing ngudi khic 42 cliing c2p nhit
v khai théc v& sir dung thing tin

5 ’ 1 \ .
Personal ! : _ —— Cap Nht Tai Ligu
./ |
: Cp nhit t3i lidu theo ting chd &, phin loai va cic
. ! _ thudc tinh 32 dinh nghiz
—_—

Ca Nhan i Tién fch ' e

; ('@E Tra Cifu Tai Ligu
- (-" Tra o t3i iBu 3 nhin v cie tii iBu do nowdi khic

- - cp nhét, chiz sé dling chung

QuanTri

ED L %}:‘ﬂ E Ar

=— I
[ Phign bén V7.0.41 cip nhSt ngdy 05/10/2014 \figeg/ | HO So Chuyén B2

Chirc nang luu triv tai liéu

1. Phan loai tai liéu

Trudce khi luu trir duoc tai liéu vao hé théng CloudOffice, nguoi dung can su dung chuc nang
nay dé tao ra cac cha dé cua tai liéu. C6 thé phan loai tai li¢u theo cac chu dé, theo loai tai liéu can
quan 1y hodc két hop ca hai. Néu nguoi ding c¢6 nhu cau quan 1y tai lidu theo huéng nhu quan 1y
hd so nhan sy thi sau khi nhap tén chu dé 13 “Hoé so nhdn sw”, hiy dung chitc nang “Pinh nghia
thugc tinh” @& mo ta thude tinh chi tiét cho loai tai liéu ho so nhan sy do.
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a. Cac thao tac co ban

bé tao phan loai chu dé tai li¢u, nguoi sir dung thuc hién theo cac budc sau:

- Buwdc 1: Vao chiic nang “Tai liégu > Phdn logi tai li¢u”

é@o o
Cloud = \

. 4 « By *

O‘fﬁ ce : & "TThonhe | ®  bona

m k= I:E’ E Téng Cuc Thug >3 Cuc Thug Thanh Ph HE Chi Minh >3 Phéng Quan tri - Tai vu ;'@J @ BN 6 r.d @

Buoc 2 Phén Loai Tai Lidu

Danh muc chi &8 do ci nhén tr lip va quén by riéng
nhim phan logi khi ke triF t3i iEu

Binh nghiz danh muc thudc tinh cho timg chi 42 t3i
li&u giip quén by t3i B da dang va linh hoat

Binh Nghia Thudc Tinh

- . cbngViec B Chia S& Cha bé

Chia s& chi 82 véi nhiing ngudi khic 42 cliing c2p nhit
v khai théc v& sir dung thing tin

L \ : . —
Personal | ey o — % Cap Nhat Tai Ligu

Cp nhit t3i lidu theo ting chd &, phin loai va cic
thisic tivh 43 dinh nghia

W " CaNhan o " Ténich
m;m 3 a & ’J - ) Tra Cifu Tai Liu
".
) - Tra o t3i iBu 3 nhin v cie tii iBu do nowdi khic
Vg %ﬁ&ﬂ c&p nhit, chiz sé diing chung
B
*

> Phin bén V7.0.41 cip nhét ngdy 05/10/2014 o ’E‘ H& S Chuyén D
Cach vao chiec nang “Phan logi tai liéu”
Sau khi chon “Phdn logi tai liéu”, hé théng s€ hién thi man hinh phan loai chu dé tai liéu nhu
hinh sau:
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Quan Ly Chi D& Theo Nhém Phdn Loai Tai Liéu

Lura chon nhdm quan ly: {®) 1.Tai Liéu Théng Thu'dng (cic file Word, Excel, Acrobat, Photoshop, Autocad...)
[*] © 2 73iLigu Pa Thudc Tinh (Hop d8na, Bién Ban Thoa Thudn...)
O 3.Ung Dyng Dinh Nghia (Quan Ij nhan s, Quan Iy khach hang, HB so nha dét...)
[l O 4.H5 Sa Sw Kién, Vu Vigc (Theo ddi vy viéc, Quan Ij dy &n, Quan I phién ban...)

Tén chi de: | | Ténnhan: | |
| g ghivhan | [ % Hives |

Tén Chi B Hodc Phan Loai

Bi& cudng chi tiét

Day I3 t&n chi & cla tai ligu theo nhdm quan Iy dang lra chon phia trén. Tuy vao nhém quan Iy ma ban d3t tén cho chi d&
khac nhau, M&u 13 T&i lidu thudn ty thi t8n cd the 13 "T&i liéu hoc t3p”, “Tha van",...; N&u |3 Ung dung tur dinh nghia thi 3
Tén cla (g dung; Néu la HE s sur kién thi 1a Tén nhém sur kién, finh vure sur kign, ...

Man hinh tao phdn logi tai liéu

- Buwdc 2: Tich chon nhém chu d& phu hop cho tai liéu, rdi gb tén chu dé, tén nhén twong Gmg
vo1 nhom chua dé vira lya chon.
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Quan Ly Chi D& Theo Nhém Phin Loai Tai Liéu

Lua chon nhém quan Iy:| | =| (&) 1. Tai Liéu Théng Thu@ng (cac file Word, Excel, Acrobat, Photoshop, Autocad...)

Lira chon nhom

[] © 2.TaiLigu Pa Thudc Tinh (Hop dng, Bicn Ban Thoa Thudn...) T s
quan Iy cho tat igu

(2 3. Ung Dung Binh Nghia (Quan Ij nhan su, Quén Iy khach hang, H5 so nha dat...)

[ © 4. H8 Sd Su Kién, Vu Vigc (Theo déi vu viéc, Quan I du &n, Quan I phign ban...)

Tén cha d&: | | Ténnhan: |

fiGhithan || Y payes |

I T T
Tén Chi D& Hoac Phan Loai Tén Nhan Cho Xem | Cho Sira

Hinh &nh den vi Hinh d&nh den vi
MAu haa don MAu haa don

Video Video

Danh séch chi &,
phan loai

Man hinh tao phén logi, chii @é

- Bwéc 3: Bam nat “Ghi nhdn” dé ghi thong tin vao hé thong hoic bam “Hiy bé” dé huy bo
viéc tao phan loai chu dé cho tai liéu.

b. Giadi thich cac tiéu chi nhap li¢u

» Lwa chon nhom qudn ly: CloudOffice cho phép nguoi dung phan loai tai liéu theo 4 nhom
nhu sau:

- Tai liéu thong thuong: Chon muc nay néu ban muén phan loai chu dé cho céc tai liéu thong
thuong. Tai li€u thong thuong 1a cac file tai li€u chi ¢c6 mot thude tinh thong tin khi luu trir, 1a
“Tén tai lieu”. Céc tai li€u nay bao gém cac 1a cac file van ban, tép tin c6 dinh dang nhu word,
excel, pdf,... dugc chia thanh cac chu dé d& quan 1y nhu: Tai liéu nghién ctru, ebook kinh té, ban
vé& kién truc,...

- Tai liéu da thuoc tinh: Chon muc nay néu ban mudn phan loai chu dé cho céc tai liéu da thude
tinh. Tai li¢u da thudc tinh 1a cac tai liéu c6 hon mot thudc tinh, ngoai thudc tinh “7Tén tai lieu”.
Céc thong tin nay c6 thé 1a thoi han hop dong, tén ddi tac trén hop dong, tri gia hop dong, ...

- Ung dung tw dinh nghia: Chon myc nay néu ban mudn phan loai chii dé cho cac tmg dung tu
dinh nghia. Ung dung ty dinh nghia 13 cac phdn mém Gng dung ma ngudi dung mudn quan 1y theo
nhu cau dic thu cta linh vuc ma ngudi dung dang cong tac. CloudOffice cho phép ngudi dung tu
dinh nghia nhitng trng dung nay.

- Ho so sw kién, vu viéc: Chon muc nay néu ban mudn phan loai chu dé cho ho so su kién. Ho so
su kién 1a mot chirc ning cho phép luu trit cac thong tin vé mot sy kién, ddi twong nao dé theo
dién tién thoi gian nhu mdt vu an, vu kién, du an,...

> Tén chii dé: Nguoi dung dwa vao nhom quéan 1y dang chon dé dit tén cho chu dé khac nhau.
Néu 14 tai liéu thuan tay thi tén c6 thé 1a tai liéu hoc tip, tho vin, ebook tiéng anh,... Néu la g
dung tu dinh nghia thi 1a tén ctia ung dung,...

> Tén nhan: Tén nhin cta cha dé, phan loai tai liéu dung dé hién thi trén nhan cia tai liéu, trong
phan cap nhat tai liéu vao hé thong. V7 du: Néu chu dé 1a “Hop dong” thi ban dé tén nhan 1a “Tén
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hop dong:” dé trong phan cap nhat tén nhan hién thi chit “Tén hop dong:” thay cho chit “Tén tai
liéu:” nhu mic dinh. Tuong tu, néu chit dé 1a “Ho so nhdn sw” thi tén nhin c6 thé 1a “Tén ho
so:”, “Tén nhan vién:”, hodc “Tén cdn bo:”,... Cach dat tén nhan theo chu dé s& tao ra su linh
hoat cho Iuu trtr vi dung chung moét cht “Tén tai liéu:” cho tat ca moi loai dir liéu khién chirc
nang tré nén cung nhéc, thiéu su linh hoat.

2. Pinh nghia thugc tinh

Chtrc nang nay duoc ngudi dung sir dung dé dinh nghia thém cac thudc tinh, ngoai thudc tinh
“Tén nhan”. C6 2 nhém phan loai tai liéu, nguoi dung phai dinh nghia thudc tinh 1a tai li¢u da
thudc tinh va ing dung tu dinh nghia.

Pé dinh nghia thudc tinh, ngudi sir dung thyc hién theo cac budc sau:
- Bwdérc 1: Vao chtic nang “Tai ligu - Dinh nghia thujc tinh”

@4 :
G Clclul:l .® -
E=SOffice

- % | -Thuhhd K Bang

s [ Huynh Lién It TR i} . e (@ o
N & [ = Téng Cuc Thu > Cuc Thug Thinh Pha HB Chi Minh >> Phéng Quén i - Tai vu (O Je 22 <@

Phan Loai Tai Liéu

’E

Danh muc chi G do cd nhin tr lip va qudn by riéng
nham phan logi khi ks i t3i gu

II=. Binh Nghia Thudc Tinh

Binh nghiz danh muc thudc tinh cho timg chi 42 t3i
liu gidip quan by t3i & da dang va linh hoat

Chia Sé& Chi bé

3

Chia s& chil 32 véi nhiing nguéi khic 82 ciing c3p nhit
v khai théc v& sir dung thing tin

s 1 A el
Personal | % Cap Nhat Tai Ligu
= Cp nhit t3i lidu theo ting chd &, phin loai va cic
thude tinh 83 dinh nghiz
o . CaNhin - =77 Tiénich —
L ) ‘ @ Tra Cifu Tai Liu
& Tra o t3i iBu 3 nhin v cie tii iBu do nowdi khic
P c&p nhit, chiz sé diing chung
=
D Phign ban V7.0.41 cip nht ngdy 05/10/2014 @ HoSd ClaryEnlbE

Cach vao chiec nang “Pinh nghia thuoc tinh”

Sau khi chon “Dinh nghia thudc tinh”, h¢ théng s& hién thi man hinh cap nhat thudc tinh nhu
hinh sau:
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Cap Nhat Thugc Tinh Cho Tifng Loai Cha B&, Phan Loai Tai Liéu
I (]
Fhan Loai Chti D& Tai Liéu . P -
=0 oal altk Tén thudc tinh: | | ThL.rtL_.r:| 9 |
1 HA So Can B
' chi thich: | |
2 Hb So Khach Han
‘ [ Ding lam chi tiéu tim kiém " ahithén
3 | [F] |Hop Béng kinn t [ B&t budc phai nhap
Hiry Bo
©md O Ongiy
] ST |45 TenThuscTinh 4% Tim | BB |Kiu Chti Thich Ts | x
Danh sach chu dé hodc phan 1 2= [uans x| x| c luand ol |x
TR . - =) a 20 El S0
loai tai iéu da tao tnrde d6 °
2 | 5% |Hovatén X C |Hovatén 12| & | XK
3 | 5= |Ngdy sinh N | Ngéy sinh 03| S| K
4 | 2= | Gisitinh C |Gigitinh 04 | & | K
5 | 5% |Diachi X C |Dia chi 05 | & | X
Danh sach cac -
thudc tinh & | 2= |Qué quan C | Qué quan 06 | & | K
7 | 2= |sé cuThD C |58 CMTND 7 | & | K
8 | 5= |Diénthoai C |Dign thoai 08| & | X

- Bwéc 2: Chon mot chu dé trong danh sach dé tién hanh cap nhat thudc tinh cho tai liéu luu trix

theo chu dé do.

Man hinh cdp nhdt thugc tinh cho tung chu e, phdn logi

Cap Mhdt Thudc Tinh Cho Tirng Loai Chia B&, Phdn Loai Tai Liéu

31T = Tén thuac tih: | R
! Ao SoCan B Chi thich: | |
s s
: e SoKhaeh Hang [ Ding lm chi tiéu tim kigm
3 ||| |Hop Béng kinn t& [ B&t budc phdi nhap ——
@ chudi Oss O nNgay
Kich chon chit dé muén ST |4F TenThudcTilh 4% Tim | BB |Kigu Chi Thich s | x
cap nhat tméc tinh 1| &% |Méhb sy X | X | C |Mindso 0| & | K
2 | B |Hovatén X C |Hovatén 02 | & | K
3 | B |Ngdy sinh N |Ngay sinh 03| & | K
4 | iZ |Giditinh C |Gigitinh 04 | & | XK
5 | E% |Pachi X C | Diachi 05 | & | ¥
6 | E= |Quéquan C |Quéquéan 06 | & | K
7 |52 |sécmmiD C |56 CMTND 07| & | K
8 | i< |Dién thoai C |Dign thoai 08 | & | XK

- Buwdc 3: Nhap cac thong tin co ban cua thude tinh, céc ti€u chi nhap liu dugc giai thich nhu

sau:

o Tén thudc tinh: La tén thudc tinh cta tai liéu duoc luu trit theo chi dé. Gia st ban dang cap
nhat thudc tinh cho chu dé 1a Ho so nhan su, thi tén thudc tinh c6 thé 1a: Ho va tén, gidi tinh, ngay

Chon chii dé mudn cdp nhdt thudc tinh

sinh, qué quan, nghé nghiép,...

o Chii thich: Néu ban than thudc tinh da 1 rang thi ban c6 thé khong can nhap phan nay. Truong
hop can md ta rang budc thudc tinh thi ngudi dung co thé ghi vao truong nay. Vi du: Nam sinh

yéu cau phai trudc nam hién tai, Gidi tinh thi nhap N+ hay N-.

o Duing lam chi tiéu tim kiém: Tich chon 6 nay dé sir dung thudc tinh hién tai lam tiéu chi loc

thong tin trong phan khai thac tai liéu.
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o Bt budc ph’di nhdp: Khi chon tiéu chi nay, nguoi st dung bat budc phai cap nhat thong tin
mdi ghi dugce két qua.

o Chuéi: Tich chon 6 nay dé dir liéu khi cap nhat theo thudc tinh khong bi rang budc.

o S6: Néu tich chon 6 nay thi dit li¢u khi cap nhat theo thude tinh bét budc phai la kiéu sb.

o Ngay: Néu tich chon 6 nay thi dit liéu khi cdp nhat theo thudc tinh bat budc phai 1a kiéu ngay
thang.

- Buwdc 4: Bam nat “Ghi nhdn” dé ghi thong tin thudc tinh vao hé thdng hodc bam nut “Két
thitc” d¢ huy bo viéc cap nhat thude tinh.
3. Cép nhat tai li¢u

Sau khi d3 tao xong cac chu dé tai liéu, nguoi dung sir dung chic ning nay dé cip nhat tai lidu
vao hé théng. C4c tai liéu thudc 3 phan loai chu dé sau s& duogc cap nhat: Tai li¢u thong thuong, tai
li¢u da thudc tinh, img dung dinh nghia.

Dé cap nhat tai liéu, nguodi st dung thyce hién theo céc budc sau:

- Buwdc 1: Vao chic nang “Tai ligu - Cdp nhdt tai ligu”

~ Huynh Li&n o G D, p 5
! ! |2 ] | |-| - = g = - o . e \‘ Q,E%
! L Téng Cuc Thug == Cuc Thug Thanh Phd HE Chi Minh = > Phang Quan tri - Tai vu _0 Q = = \-‘ﬁ]

Phdn Loai Tai Liéu

Danh muc chi & do c3 nhén tr lBp va quén by riéng
nhém phan boai khi ke trif 3 gy

II__. Pinh Nghia Thudc Tinh

Binh nghia danh muc thudc tinh cho timg chd &8 t3i
liéuw gitip quan by t3i &y da dang va linh hoat

Lal Chia 5& Cha b&
Chia s& chii G& vdi nhifing nguidi khac 3 ciing c3p nhét
w2 khai théc va sir dung théng tin

% Cap Nhat Tai Liéu

‘C3p nhét t3i & theo timg chd 48, phén loai va cic
thudc tinh &3 dinh nghiz

Personal \

.1 CaNhan =T Tienfch

= e . 5 : " - Tra Cifu Tai Li€u

" _ :

P - J Tra q'.:.ah i hr.g.. cad.:.hsn v': céc i i do ngudi khic

— v c3p nht, chiz s ding chung

= m__f‘

=

& QuanTri
D etign ban V7.0.41 cip nhdt ngdy 05/ 10/201% @ Hb Sd Chuyén D&

Cach vao chiec nang “Cap nhat tai liéu”

Sau khi chon “Cdp nhdt tai liéu”, hé thong s& hién thi man hinh cip nhat tai liéu nhu sau:
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Cip Nhat Tai Lidu

Phan loai chi 4&: || -]
TEn tai liu: | |

Ngay hét han: [ Gt canh bdo

STT Thuéc Tinh Gia Tri

(O mn. | [ |5 ok ||

(v ) [ miw

Man hinh cdp nhdt tai liéu

- Buwoc 2: Nhap cac thong tin co ban cua tai liéu, theo cac ti€u chi nhu sau:

o Néu tai lidu thudc nhom “Tai liéu théng thwong” thi ngudi dung chi nhap thong tin vao 2 tiéu
chi 1a phan loai chu dé va tén tai li¢u.

o Néu tai liéu thudoc nhom “Tdi liu da thude tinh” hodc “Ung dung tw dinh nghia” thi ngoai 2
ti€u chi bat budc phai nhap 1a phan loai chu dé va tén tai li¢u, nguoi dung can phai nhap thém cac
thong tin cho tung thudc tinh.

o Trudng hop tai liéu can phai theo ddi thoi gian nhu hop dong, ké hoach,... thi ngudi dung nhap
thong tin ngay hét han vao 6 “Ngdy hét han” va c6 thé tich vao 6 “Bdt canh bdo” dé hién thi nhac
nhd.
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Phan loai chi dé:
Hb So Can B

MNgay hét han:

Cip Nhat Tai Lidu

Ho S Can Bd

Ilguyén Manh Linh

_ | [ G cénh bdo

[=- T - - T A S I % |

- i
Ma he so :

\

{Chon chi dé ctia ta ligu

VO
va nhap tén tal lidn
trong ung

Ho va tén :

Ngay =inh :

Gidi tinh :

Bia chi:

Qué quan :

S0 CMTND

Bién thoai :

Nhip théng tin chi tiét
cho céc thudc tinh

| O mren.. || Erheme. || o ||

| pighinhan | % mwes | @ keeThie |

Man hinh chi tiét nhdp liéu

- Buwdrc 3: Pua file dinh kem vao khay chtra van ban, theo c6 3 cach sau:

Cdch 1: Nhan nut “Thém”, h¢ thong s€ hién thi ctra s6 dé nguodi dung chon file van ban can
dua vao. Sau d6 nhan “Open” dé dua van ban vao hé thong.
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@Ov|- Desktop » — - Ii| | Search Desktop Jel |
m

Organize = Mew folder ﬁz S Eil @
" & e -~
4757 Favorites M ™ Libraries
| BE Desktop | I System Folder E|
4. Downleoads
"2l Recent Places LocTX
L & System Folder
4 Libraries =
'a_ . | Computer
b & Apps System Folder
P @ Documents ~

> ! Music b ) Metwork
I» &= Pictures | System Folder
4 Subversion -
i 4=y Peps
g E e Shortcut
1.72KB

4 M Computer 7 D-com 3G E

File name: ~ | Tét ¢ moi loai dinh dang file (* ~ |

| Open | [ Cancel l

Cita s6 chon file van ban dinh kém khi nhan niit “Thém”

Cadch 2: Bam vao nat “Dgt”, hé thdng s& hién thi ctra s6 dé cai dit duong dan t6i thu muc chira
file can dua vao. Sau do, nhan nut “Thw muc” thi toan bd file van ban trong dudong dan, sé tu
dong tai Ién khay van ban.

Cdch 3: Kéo tha file vao khay van ban

_ﬁ hém...

| CgThurbhe... || L B8 | ftu.lsm\LntT)‘:-.Dnnrm't:

Ving chi¥a file van ban
dinh k&m

cd thé kéo tha file vao ddy I

Khay chira fiel van ban dinh kem

- Bwéc 4: Bim nut “Ghi nhdn” dé cap nhat tai liéu vao hé thong hodc bam nat “Hiiy b6” dé
huy bo vié¢c cdp nhat tai li€u.
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4. Tra ciru tai li€u

Chtrc nang nay dung dé tra ctru lai dit liéu c4 nhan da nhdp vao hodc céc tai li¢u do nguoi
khéc luu trit nhung cho phép dung chung. Pé tra ctru tai lidu, ngudi stir dung thyc hién theo céc

budc sau:

Buwdc 1: Vao chuc nang “Tai ligu = Tra ciru tai ligu”

Huynh Lién

Téng Cuc Thug >3 Cuc Thug Thanh Phd HE Chi Minh >3 Phéng Quan tri - Tai vu

%  FThubhd B Bdng

@O EREE A

Tai Lidu

Parsonal _ )

) [ ® H X

> Phién ban V7.0.41 cip nhdt ngdy 05/10/2014

. caNhan

[}

y )
-

<
M‘*-ﬂ."fj .

. QuanTi

Cach vao chire nang “Tra cueu tai liéu”

Phdn Loai Tai Liéu

Danh muc chil &8 do ci nhén tr I3p va quén by riéng
nhém phan loai khi ki tr t3i ieu

Dinh Nghia Thudc Tinh

Binh nghia danh muc thudc tinh cho timg chi 42 ti
i€ gitip quan hy t3i liéu da dang va linh hoat

Chia Sé& Cha B

Chia 5& chil @& wdi nhifng ngudi khéc 42 ciing c3p nhit
v khai thic v sir dung thing tin

% Cdp Nhat Tai Liéu

‘C3p nh3t t3i Sy theo timg chi &8, phin loai va cic
thude tinh 43 dinh nghia

i iy 3 nhan va cic t3i iy do ngudi khic
3t, chia sé diing chung

Sau khi chon “Tra ciru tai li¢u”, hé thong s€ hién thi man hinh tra cru nhu sau:
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Cac tiéu chi can
tim kiem

Man hinh tra cveu tai liéu
- Buwoc 2: Nhap céc ti€u chi tim ki€m, sau d6 bam nat “Tim kiem” d€ hién thi danh sach cac tai
liéu ma ban can tim.

Tra Cifu Tai Liéu £ Home

[ Tim chinh xac theo tir khéa nhap vao 55 KSt Qua

Thude Tinh

Nguy&n Binh Tdn 1 WA hi s

Trén Dinh Ci i té
ran S 2 Ho vatén :

3 Dia chi:

Danh sach
cac tailiéu

Tiéu chi can
tim kieém

Man hinh tra civu va két qua

- Bwéc 3: Nhip chon vao timg tai liéu, hé thdng s& hién thi chi tiét cac thudc tinh bén tay phai
man hinh.
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Tra Cifu Ta

£  Home

Phan loai chi 88 Hb 50 Can Bo

|H6 50 can Ba ] |

[ Tim chinh xéc theo tirkhéa nhip vio S5 KEtQua ‘
| A

| [oee

Tim Kigm || F2

Tén Tai Ligu MgdyHH |M3CB |5 | X
I 1 | E@I‘fguygn Binh Tén 27 & | K 1 M hdso: |01
2 | [ | Trin Binh Ci 7 || E|| 2 Ho vé t&n - | Nguy&n Binh Tan
3 Ngay sinh :
4 Givi tinh :
5 Bia chi:
6 Qué quan :
7 S6 CMTND :

Bién thoai :

Man hinh xem chi tiét cdc tai liéu

5. Ho so chuyén dé

Chtrc ndng nay dung dé quan ly, luu trir va theo ddi cac van de, vu viéc phat sinh lién tuc trong
mot thoi gian dai 1ién quan dén nhiéu tai li€u, su kién nhu dy an, cong trinh nghién ctru, cong trinh

xay dung,...

bé tao ho so chuyén dé, nguoi st dung thuc hién theo cac budce sau:
- Bwdc 1: Vao chuc nang “Tai ligu 2 Ho so chuyén de”

Huvnh Lia
Téng Cuc Thué > > Cuc Thué Thanh Ph& H Chi Minh = Phing Quan tri - Tai vu

@@ G@J

L ERCE P

Personal \

D Ahign ban v7.0.41 chp nhdt ngsy 05/10/2014

. camhan SRR . Ténich

E Phéan Loai Tai Liéu

Mmdﬂdﬁdotaﬂmh{lq)vaqmlym\g
nhim phn losi khi ke triF t3i igu

Dinh Nghia Thugc Tinh

Binh nighiz danh muc thudc tinh cho timg chi &2 13
liéu gitsp quan by t3i iéu da dang v linh host

Chiz 52 chis 32 véi nhifng ngudi khic 82 cing cip nhit
V& khai thac v sir dyng théng tin

1=

Tra it thi Bu & nhdn v cic t3i u do noudi khic

ME o

Cdach vao chirc nang “Ho so chuyén dé”

3
daa.l.ng-a

Cap Nhat Tai Liéu

I8 theo timg chi 48, phén loai va cic

Tra Cifu Tai Liéu

Sau khi chon “Hé so chuyén dé”, hé théng s& hién thi s& hién thi man hinh quan ly ho so su
kién nhu hinh sau:
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Quan Ly Hb S¢ Su Kién i+  Home <% Minimize

oat ddng gidi tri

Céc hoat ddng gidi tri cia don { J -34 | Trién khai chweng trinh dau xudn
vi

%) 20-04-2010 | 14:35 | HG thao thi dua chéo mimg ngay 30/4-01/05

Th chivc mit tinh chac mirng ngay gquic khanh 02/09

% ::iéchmtdénggiéitﬁcﬁadm 2%

P& an khai thac khoang san

Danh sach qéc s
kién cua ho so

Danh sach cac
ho so

(L A

Man hinh quan Iy hé so si kién
- Buworc 2: Tich chon chu d¢ cho ho so ban muon, sau d6 chudt phai vao danh sach ho so chon
“Thém” dé tao madi ho so.

]| 2014 [ TheoNdm (%) 1. HS Pang Theo D&i ) 2.HS P3 Pdng (0 3.Liét Ké Ca 2 Loai

-
E

ST | Danh Séch Ha So 5 X STT Ngay Gig Ngi Dung Sur Kign NoudiQuan | § | X

, % Céc hoat dong gidi tri cia don 2% 1 | )| 20-02-2010 | 14:34 | Trién khai chwong trinh d4u xudn VANTHU &K

" el 9) 20-04-2010 | 14:35 | HG tho thi dua chao mirng ngay 30/4-01/05 VANTHU s | K

2 | (g CRehostdénggiitricladon | o || 3 | @Y 02.092010 | 1436 | T8 chive mttinh chio mimg ngay quéc kndnh 02109 vantiu | 2 | X
=

P& an khai thac khoang san &

1N A

Cach vao thém moi ho so chuyén dé

Sau khi chon “Thém”, hé théng s& hién thi man hinh cap nhat thong tin bia hd so nhu sau:
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Tén bia hodc mo ta
ha sd:

Cap Nhat Thong Tin Bia HG S¢

Mody g8 liét ké ho so: (0201042014

Phan loai vao chud d&: |Hugt ddng gidi tri

-]

Naurdi quan 1 chinh: |‘-.-’.in thw cuc

| O S&p x&p sur kign méi lén trén

e ) (O

Man hinh cdp nhdt théng tin hé so chuyén dé

- Buwdc 3: Nhap cac thong tin can thiét vao bia ho so, roi bam nut “Ghi nhdn” dé cap nhat thong

tin vao hé thong.

- Budrc 4: Sau khi da tao xong hd so, ban nhép chudt phai vao man hinh hién thi danh séach su

kién, chon “Thém sw kieén mgi” d¢ thém thong tin sy kién vao ho so.

2014

i
£
)

.7 2 Sira ngidung sv kién
< 4 Xoa sy kién khéi danh sach

4% 3. Chuyén ngui khdc quén Iy

4% 4 Nhin tin, thio ludn

Cach vao thém maoi su kién cho hé so chuyén dé

E| 2014 [ TheoNdm (% 1. HS Dang Theo Déi ) 2.HS D3 Déng ) 3. List K& Ca 2 Loai

i Danh Sach HE Sa X STT MNgay Gigt N&i Dung 5ur Kién NgudiQuan | 5 | X

} % fiégmd{mggﬁimcﬁadm x 1 9;' 20-02-2010 | 14:34 | Trién khai chwong trinh d4u xudn VANTHU EaV .

) 2 | @)/ 20-04-2010 | 14:35 |H thdo thi dua chao mimg ngay 30/4-011/05 VANTHU | & | &

z % E.m host dang gidi tr cda don K || 3 |4 02-09-2010 | 14:36 | T8 chirc mt tinh chao mimg ngay quéc khanh 02/09 VANTHU | & | X
3 % Bé an khai thac khoing san

Sau khi chon “Thém maoi”, hé théng s& hién thi man hinh cap nhat sy ki¢n nhu hinh sau:
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Cap Nhat Sy Kién Vao HS S

1. Théi gian:
02M0/2014 1Th30

2. Noi dung sur kién:

|+ heme || Pt | [ oose ||

| ghinhgn | |© geethie |

Man hinh cdp nhdt noi dung sy kién vao hé so
- Bwdc 5: Nhap noi dung sy kién va dinh kém céc file 1ién quan vao céc tieu chi twong irng. Sau
d6, bAm nut “Ghi nhdn” dé cap nhat su kién vao hé théng va bAm nut “Két thiic” dé quay vé man
hinh trudc do.

6. Chia sé chii dé

Chu dé do nguoi ndo tao ra thi nguoi dé ¢6 quyén quan 1y va dinh nghia thudc tinh, ma ngudi
dung khac khong biét duoc. Tuy nhién, cé nhirng loai tai li¢u lai can nhiéu nguodi cung cdp nhat,
quan 1y va khai thac. Khi d6, ngudi tao ra chu dé sé str dung chirc ning nay dé chia sé chu dé
cho nhiéu ngudi khac cung tham gia thyc hién cép nhéat va khai thac.

Dé chia sé chu dé, nguoi st dung thuc hién theo cac budce sau:

- Buwéc I: Vio chirc nang “Tai liéu > Chia sé chii dé”
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EEE@' E T6ngCucThué>>CgcThu€ThémHL6E[;fMinh => Phang Quan tri - Tai wu @ @ @] G - @

Mmdmdadocaﬂmnrlq) va quan by riéng
nham phan loai khi ks i 3

- Binh Nghia Thudc Tinh

Biinh nohiz danh muc thulc tinh cho timg chi 48 t3i
li€u gitip quan by ti i2u d2 dang va linh hoat

%)

. van Ban

: . >.\ Chis 55 chi 88 v rhing ngurdi khéc &8 cing cBp nhit
= - £ wa khai thic v sir dung théng tin
! N A :
| ™ \ Cdp Nhit Tai Lidu
M i [i8u theo timg chi d&, phén loai va céc
dinh nghis
I \ Tra oy t3i i8u c& nhén v cic t3i i do ngudi khic
y | e cip nhit, chiz 52 ding chung
S (hla n Tn... g
D tign ban 17.0.41 cip abst ngiy 05/10/201% Ho So Chuy&n D&

Cach vao churc nang “Chia sé chu deé”

Sau khi chon “Chia sé chii dé”, hé théng s& hién thi man hinh chia sé cht dé nhu hinh sau:

Quéan Ly Chia S& Chii P& Tai Lidu

Danh Sach Cac Chu B STT Ho ¥aTén Chirc Vuy Bon Vi Céng Tac Sra | T | X

e

=

Hinh anh don vi

Mau héa don

Video

Hop Bﬁng kinh t&

Hb So Can B

Hi St Khach Hang

D& An Boxit

Bé an xdy dung giao théng néng thén

EE B BB EmEm

L7=T == T - - O T O ¢

Hoat ddng gidi tri

- Bwdc 2: Trong danh sach cac chu dé, tich chon chi dé muodn chia sé cho nhiing ngudi khéac.
Sau d6, nhap chudt phai vao cura s6 bén phai chon “Thém”

Man hinh quan Iy chia sé chii dé
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Quan Ly Chia S& Chii D& Tai Lidu

Hinh anh don vi

L& Ngoc

Ho V& Tén

Chire Vi

Bian Vi Cng TAc

Mhén Vién

Phong Quan tri - Tai vu

Mau hia don

Quén tri chi

Mhan Vién

Chi cuc thué Q2

Video

Quan tri chi

Mhén Vién

Chi cuc thué Q1

Hop Bﬁng kinh té&

Nguyen Binh

Cuc trvdng

Cuc Thué Thanh Pha

Hé Ser Can Bé

Hi So Khdch Hang

D& An Boxit

Bé an x4y dung giao théng néng thén

X 2Xoa

fil 3. Xoa toan bd

(- == R L

EEE B A E I mim

Hoat ddng gidi tri

4% 4 Nhan tin, théc udn

Man hinh vao thém méi nguéi mudn chia sé chii @é
Sau khi chon “Thém”, h¢ thong s€ hién thi man hinh chon ngudi mudn chia sé nhu hinh sau:

Thém Ngu'di Ding Vao Danh Sach Chia 5&

? Hoc vien Thanh Thieu Nien sl + Ha V& Tén Chire Vu -
~{oi] Phéng T& chiic Hanh chinh 1o r‘ha_m Thiy Anh Gida vién
- {ein] Phéng K& hoach - Tai vu - — — i
210 ‘I-{oang Thi V&n Anh Can bd =
--[s7] Phéng Quan tri
JEi] Phing Bao tao & CTCT, 5V o |12 ‘l‘w Tugn Anh |Canbd
o] Trung t&m Théng tin - Thu vign 410 ‘I’ham Thi Thanh | Binh Gido vién
-{siE] Trung tam phat trign k§f ndng x3 hdi 510 ‘hgw{,-. Thi Binh |Gido vién
o] Khoa cfng tac Thanh nién 5|0 I‘é Vidt Binh Nhan vidn
Khi dng tac Thigu nhi
oa cong tac Thigu nhi - D‘ 5 Vi = -
-{oir] Khoa cing tac X3 hai I
-{&i] Khaa Chinh tr hoc 810 ‘I’ham Cai Nhan vién
@i B5 mén Ngoai ngii 9 || |Pram ThGunh o [canbe
i[5 B mén Tin hoc 10|/ 01 [Nauydn Mirh | Chién | Nhan vién
- {ein] B& mén Van héa & GDTC = ‘ En Mirh Chinh | Trigng Khos
- [ei] Wién nghién clu Thanh nién -
fei Wénng 121 ‘ Chién Bam Can bd
--[ei7] Ban quan ty du an
G Phén vign mign Nam 1314 ‘ Hai Bang | Tnidng Phéng
'r O '_anh dao Giam déc
f 15O ‘ &n Thi Bich | Biém Phaé Giam déc
161 ‘FUI Van Dién Mhan vién
7a ‘ &n Thi Dinh | Nhan vién
Tich chon, ri bam 18| 1 [ouyén Anh Bdc  |Nhan vién
"Ghi nhan" 19 || 01 [T Quang Pic  |Giso vién
200 |[Trén Thi Dung Mhan vién
a1 T Temm b= | ot Al = i 2 el

| Ghinhan | [@ Kt Thic |

Hay chon (Click vao & vudng) ngudi ding tr danh sach sau d6 nhap PHAI chudt 48 dura vao nhdm trong tac, Ban ding o the thuc hién
nhanh bang viéc nh3p dip (Double-Click) vao déng hang.

Man hinh lya chon nguwoi muon chia sé chu dé
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- Bwéc 3: Tich chon nhitng ngudi mudn chia sé chu dé, rdi bAm nut “Ghi nhdn” dé ghi thong
tin nhitng nguoi dugc chon vao danh sach nhitng nguoi dugc chia sé. Sau do, bam nut “Ket thic”
dé quay vé man hinh trudc do

V. CACTIEN IiCH

Ngoai cac tinh ning chinh, phan mém CloudOffice con cg') cac tiér} ich h(’?? tro xur 1y céngrviéc
cho nguoi fh‘mg nhu: Danh ba dién thoai, thao luan ndi bo, bau ctr, bi€u quyét, tham do ¥ kién va
quan ly cham cong.

1. Danh ba dién thoai

Danh ba dién’ thoai, dia chi cac c4 nhan trong co quan dugc 13p tu dong tir danh sach nguoi
dung trong hé thong CloudOffice.

Dé vao xem danh ba dién thoai, ngudi sir dung thue hién theo céc budc sau:

- Buwdc 1: Vao chic nang “Ti¢n ich = Danh ba dién thoai”

Danh Ba Pién Theai

Danh ba dién thoai, dia chi ala cic ¢ nhin trong oo
quan dugc [3p o d8ng v danh sach ngudi ding

.;E 54 Lién Lac Ca Nhan
=)

Danh ba dién thoai, diz chi ola cic ¢ nhén oo ién
quan do ngui diing tr 3p va sir dung riéng

/
AY
(@
-

Tai Liéu Cong Vigc % Thao Ludn NGi B

Kénh trao 88i thing tin {chat) ndi b3 tye ti€p gitfa 2

- P\ - hodc 1 nhdm ngudi

- Bau Ci¥, Bifu Quyé&t

T8 chie mit cude biu ol hode Iy v kiSn bifu quyt
v& mdt vEn &8 ola don vi, oo quan dang cfing tic

Ca Nhan [ Tién Ich S
= Q Tham D ¥ Kién
e ™ r / Diiing 32 tham kho v ki#n nhifng ngwi khic v& mét
& - - win d& nao d6 m& ban con dang phén vin chwa quydt
g
Y Quan Tri

Phign hdn V7.0.41 cip nhdt ngdy 05/10/2014 ﬂ_i E Quan Ly Cham Céng

Vao chirc nang “Danh ba dién thoai”

Sau khi chon “Danh ba di¢n thogi”, hé thong sé& hién thi man hinh danh ba dién thoai nhu sau:

191



THAISONSOFT

Cloud

Danh Ba Dién Thoai Diing Chung ft  Home % Minimize
[W] Ligtké t5t c& cic cAp don vi hién o8 [ Liét ké thém nguii dling & don vi thude, true thuse G& tén ngurdi ding vao day € loc: |
e ——
B Cuc Thué Thanh Phé (5) ST Ho Va Tén BTDD BT BTNR. Bon Vi Céng Téc Chire Vu
~[E] Phong Hanh chinh lvu tr (7) 1 | & [vanthe cuc | 0915561883 ThaiSon | 04 Cuc Thué Thanh Fhé | Nhén Vién
-{oii] Phang Quan tri - Tai vu (8) - P . .
A s . . Zz & wan thy di Cuc Thue Thanh Pho |Nhédn Vién
-[si] Phong Td chivc Can bd (5)
5] Phong Phap ché (5) | fL | Trin Nooc Tém Cuc Thué Thanh Phé | Phé cuc trvéng
-[6i] Phong Téng hop - Nghiép vu - Dy todn (4) n JL | Nguyén Binh Tén 0915.661.883 Cuc Thué Thanh Phé | Cuc trvéng
B[] Chi cyc thué Q1 (3) Hl R | Quan TriHE Théng | 0915.661.883 | ThaiSon Cuc Thué Thanh Phé | Nhén Vign
) 5
~[a] Chicye thué 02 (2) n £ van the Cuc Thué Thanh Phé | Nhén Vién

-[5E] Chi cuc thué Q3 (1)

Danh sach thong tin tai
Danh sach cac don vi khoan ngwdi dung
thude, trie thude co quan
dang st dung

Man hinh danh ba dién thoai dung chung
- Bwdc 2: Bam vao timg don vi & xem dnah sach nguoi ding bén cira sé bén tay phai. Nguoi
dung xem trén danh sach nay sé& thiy tiéu chi “PTDP”, dy chinh 14 sé dién thoai ctia ngudi dung,
c6 thé kich chudt vao s dién thoai dé phong to cho dé nhin.

Danh Ba Dién Thoai Ding Chung £t Home
(<] Ligt k tht c& cac cAp don vi hién <5 [ Ligtke thém ngusi ding & don vi thudc, true thude G5 t&n nousi ding vao day 8¢ loc: |
Cyc Thué Thénh Phé () ST Ho VA Tén BTDD 8TCQ | BTNR Bon Vi Céng T

admin |0973.400.567 Phang Hanh chint

Nguyén Th = O 9 S 7. 5 76 .1 2 3 Phang Hanh chin

%mmmmt M
--{oi] Phong Quan tri- Taivy ()

-[6iE] Phang T8 chivc Can b (5) 2
-[5] Phéng Phap ché (5)

.
&
i3
2 |Nouyén Ba Thinh
p:3
4
i3

-.[5] Phéng Téng hep - Nahiép vu - Du todn (4) 3 Phd phong Phang Hanh chint
[-{oE] Chi cuc thué Q1 (3) " \—L\ Fhéng Hanh chint
N i - ~ - A~ an

chicue thué 02 2) = Vin the Kich chu?t vao so dién Phong Hanh chint

--[eli] Chi cuc thug Q3 (1) H .
6 Biivan Twéng thOE_]l de phOﬂg to Phong Hanh chint

k‘h._ —

T Nhén vién Phang Hanh chint

Danh ba dién thoai theo tirng phong ban

2. So lién lac ¢4 nhén
Chtrc nang nay dung dé thiét 1ap danh ba dién thoai, dia chi, email ... ctia cic ca nhan trong va
ngoai co quan. D¢ thiét 1ap so6 lién lac cd nhan, nguodi sir dung thuc hién theo cac budc sau:

- Bwdc 1: Vao chuc nang “Ti¢n ich - So lién lac cd nhan”
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van Ban

B  TaiLigu

P Ee®E

[ Phign han V7.0.91 cip nhit ngsy 05/10/2014

Danh ba dién thoai, dia chi cia cic ci nhin trong oo
quan dwge 1p tr déng tir danh sich ngudi ding

Bwoc 2

ba dién thoai, dia chi ola cc 3 nhan od lién
dos ngudi ding tir I3p v sir dung riéng

Wénh trao di thing tin chat) ndi b§ wye 6Sp gila 2
hast 1 nhdm ngud

Bau Cif, Bidu Quyét

T8 chifc mét cudc blu o hodc ISy v kign bidu quydt
w& midt v3n & ola don vi, oo quan dang cBng tic

- Tham D& ¥ Kign

delhanldmyhm ngutii khac v& mdt
vanﬁnaodomahm dang phdn van chwa quyst

-

Vao chirc nang “So lién lac ca nhdan”

Sau khi chon “So lién lac ca nhan”, h¢ thong s€ hién thi man hinh s6 lién lac c4 nhan nhu

hinh sau:

O
Cloud

/4
d;_,Ofﬁ ce

S Lién Lac Ca Nh

an £  Home

GO tén lién lac vao day dé loc:

sT | Tententac | Ten | Ngayseh | Mobie | Coinh | Fax | @Emal | Ghi Chi s | x
- vANPHONG 2 |K
1 1 Nguyén ThiHoa Hoa (887.576.123 Nhén Vién Phong Hanh chinh lwu trli - Bc: P | K
2 |2 | Nguykn Ba Thinh Thinh 0168.7.946.722 Phé Phang Phéng Hanh chinh Iy trif - Blc: k.S
3 1 Bii Vén Twing Twéng Trdng Phong Phiong Hanh chinh lwu trii - BJc: S| K

Man hinh s6 lién lac ca nhan
9
Ié ~ 2 * “ Pal r ,’ ~ 14 A
- Bwdc 2: Chudt phai chon “Thém nhom” dé tao nhom lién lac.
Gd tén lién lac vao dy d€ loc: |

ST | Tén Lign Lac | Tén |Ngay5m | Mobile |caa_m|Fax|@Em1| Ghi Chd s | x

- | &, vANPHONG 7| K

1 : NguyEn Thi Hoa Hoa 0987.576.123 Mhén Vién Phong Hanh chinh lwu trii - Bic: PR

2 | ™2 | Nguyén Ba Thinh Thinh 0168.7.846 722 Phé Phing Phéng Hanh chinh lyu triy - Ble: 7| K

3 : Bai Van Twéng Twdérng Trwdng Phong Phong Hanh chinh lwu tri - Bic: S| K

4 1.Thém lién lac
v 2 Sira lién lac
< 3.Xoé lién lac

3. Xod nhom

x
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Man hinh vao tao nhom lién lac

Sau khi chon “Thém méi”, hé thong s& hién thi man hinh thém nhém lién lac nhu hinh dudi.

Thém Nhém Lién Lac =

| oy Ghinan | |© keeThie |

Man hinh thém maoi nhom lién lac
Ngudi dl‘mg’ nhép tén 7nh(’)m, r?)i bam nht “Ghi nhdn” dé cap nhat thong tin vao hé théng. Sau
d6 bam nat “Keét thuc” dé quay vé man hinh trudce do.
- Bwdc 3: Tai man hinh “Sé lién lac cd nhin” ngudi dung chudt phai chon “Thém lién lac”
Gitenienlacvsodiy dloc | |

ST | Tén Lign Lac | Tén | Ngay Sinh | Mobile |caa_ih|Fax|@ﬁna1| Ghi Chd s | x
- | &, vANPHONG 2| K
1 -= Nguyén Thi Hoa Hoa 0987.576.123 Mhén Vién Phong Hanh chinh lwu triy - B/c: s | K
el -: Nguy&n B4 Thinh Thinh 0168.7.945.722 Pho Phong Phong Hanh chinh lwu triy - Bic: EAR .
3 -= Bui van Twéng Twéng Trwéng Phong Phang Hanh chinh wu trif - B/ EAR .

[+ tThémienioc |

o5 2. 5ira lienlac

3. Xo4 lién lac

1. Thém nhém
2. Siva nhom
3. Xoa nhém

Man hinh vao thém lién lac ca nhdn

Sau khi chon “Thém lién lac”, hé¢ théng s& hién thi man hinh cap nhat thong tin lién lac nhu
hinh sau:

Cdp Mhadt Théng Tin Cia Lién Lac

o ES
Tén lién lac:

S& di déng:

Fax:

|
|
58 cf dinh: |
|
|

Email:

Mgay sinh: L

[ G théing béo nhic nhé trude | 0| ngay

Bia chi, ghi chi:

Thudc rhém: (BAN THAN -]

(e ][0 oo |

Man hinh cdp nhdt thong tin lién lac
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- Bwéc 4: Nhap céc thong tin lién lac vao céc tiéu chi tuong tng, trong d6 ¢ 2 tiéu chi bat budc
phai nhap 1a “Tén lién lac” va “Thudc nhém”. Sau d6, bAm ntt “Ghi nhdn” dé cap nhat thong tin
lién lac vao h¢ thong.

Ngoai ra, ngudi ding c6 thé dwa cic can bd trong co quan vao trong so lién lac ca nhan cia
minh, dé tién tra ctru lién lac. Dé dua cac can bd trong co quan vao s6 lién lac, nguoi dung theo
cac budc sau:

- Budc 1: Vao chiic nang “Ti¢n ich = Danh ba dién thoai”

Danh Ba Dién Thoai

Dianh ba dién thosi, dia chi ola i c& nhén trong oo
quan duoc I3p tr 8ng tir danh sich nguii diing

Dianh bz dign thozi, iz chi cla cic o nhén od ién
quan do ngudi ding tr I3p va si dyng riéng

KiZnh 20 381 thiing tin (chat) ni b tye 65p gilie 2
hadc 1 nhém ngwd

-

Té chifc mét cude b3u o hodc LSy v kisn bidu quydt
vE& mdt vn d& ola den vi, of quan dang cdng tic

w Ca Nhan JRAL ~ Ténich —

®

ﬁ Dring d& tham khio v kign nhifng ngudi khic vE mét
vn & ndo 66 ma ban cdn dang phan van cha quydt

*

> Prign ban V7.0.41 cip nhat ngdy 05/10/2014 Quan Ly Cham Céng

Vao chirc nang “Danh ba dién thoai”

Sau khi chon “Danh ba di¢n thoai”, hé thong sé& hién thi man hinh danh ba dién thoai nhu sau:

Danh Ba Dién Thoai Diing Chung £t Home < Minimize:
[m] Ligt k& t5t ca cac cdp daon vi hién cd [ Ligt ké thém ngurdi diing & dan vi thudc, trurc thudc G tén ngudi ding vao day &€ loc: | ‘I
EE Cuc Thué Thanh Phé (6} || 5T Ho V& Tén fangea] 8TCqQ ETNR Ban Vi Céng Tac Chirc Vy
~~[uE] Phéng Hanh chinh lwu trk (7) 1 | 2 [van the cuc 0915.661.883 | Thaison | 04 Cuc Thué Thanh Phé | Nhan Vién
{5 Phing Quan tri - Tai vu (6)
T 2 | R |vénthe di Cuc Thué Thanh Phd | Nhén Vign
-{oii] Phong Td chivc Can bd (5)
.5 Phong Phap ché (5} 3 | fu | Trén Ngoc Tam Cuc Thué Thanh Phé | Phé cuc trudng
-[5iE] Phong Téng hop - Nghigp vu - D todn (4) 4 & Nguy&n Binh Tén 0915.661.883 Cuc Thué Thanh Phé | Cuc trwéng
[-{Ei] Chi cuc thué Q1 (3) 5 | fL | Quan TriHé Théng |0915.661.883 | ThaiSon Cuc Thué Thanh Phi | Nhén Vign
) 5
~{E Chi cuc thue 02 (2) g | L |vin thu Cuc Thué Thanh Phé | Nhan Vién
[5iE] Chi cuc thué Q3 (1)

Danh sach cac don vi
thude, trye thude co quan
dang st dung

Danh sich thong tin tai
khoan nguoi dung

Man hinh danh ba dién thogi dung chung
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- Buodc 2: Chudt phai vao tén nguoi muon dua vao so lién lac chon “Luu s6 ca nhan”

THAISONSOFT

(3] Liit k& tt c& cac cip don vi hign c6 [ Liét k& thém ngudi ding & don vi thudc, true thude Gitenngudidingviodaydgloc: | |
Cyc Thué Thanh Phé (8) ST Ho V& Tén BETDD BTCQ BTHR Dan Vi Céng Tac ChircVuy
f Phang Hanh chinh lwu triv (7) 1 R admin | 0973.400.567 Phiang Hanh chinh lru tri | Nhdn Vién
Phéng Quan tri - Tai vy (8) I . . . " P
) P Zz 2. Nguyen Thi Hoa 0887.576.123 Phong Hanh chinh lwu trik | Nhan Vién
Phing Td chivc Cén b (5)
Phéng Phép ché (5) 3 £ Pho phong | (0505.475.455 Phaeng Hanh chinh lwru triy | Phe Phang
Phéng Téng hep - Nahiép vu - Dw todn (4) 4 | B NouyénBa Thinh | 0168.7.946.722 Phong Hanh chinh I tri¥ | Phd Phong
Chi cuc thué Q1 (3) 5 | R [van thw Phéng Hanh chinh lru tri | Nhdn Vién
; £
Chi cuc thue Q2 (2) & JL|Boivan Twéng Phang Hanh chinh lwu tri | Tredng Phong
----- 6] Chi cyc thué Q3 (1
e ’ M 7 | & [nnan vién — Hanh chinh lwu trik | Nhdn Vién
1. Lwu =0 ca nhan

2. Nhan tin, thao luan

Man hinh dwa cac can bo vao so lién lac ca nhan

Sau khi chon “Luu s6 cda nhdn”, hé thong s€ hién thi man hinh chon nhom lién lac nhu hinh sau:

Chon Nhém B£ Luu Vao

Tén Mhdm Lién Lac

BAN THAN

VAN PHONG

| [ o= |

Chon nhom lién lac can luu

- Budc 3: Chon nhom lién lac phi hop, 10i bam nat “Péng y” dé cap nhat thong ti vao hé thong
hodc bam nat “Hiiy bé” dé hiry bo thao tac.
3. Thao luan ngi bo

Chtic nang nay cho phép ngudi ding thao ludn, tan ngiu véi mot hodc nhiu ngudi trong cing
hé théng Cloudoffice. Nguoi dung ¢ thé guri cho nhau cac file (tap tin), hinh anh,... giéng nhu
trong Yahoo!

Pé vao thao luan nodi bd, ngudi sir dung thao tac nhu sau: Vao chtic ning “Tién ich = Théo
lugn ngi bo”
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Danh Ba Dién Thoai

Danh ba dign thosi, diz chi ola cic cd nhén trong co
quan duge I3p tr déng tir danh sich ngwdi diing

Danh ba di€n thosi, dia chi oba cic & nhén od lién
quan do nguii diing b L3p va sir dung riéng

hodc 1 nhém ngudi

Sa Lién Lac Ca Nhdn

Thao Ludn NGi B&

Kénh trao 44 thing tin {chat) ndi b te tigp gif= 2

Bau i, Biu Quy&t

v& mit win d2 oz don vi, o quan dang cing tic

Tham Db ¥ Kién

Ding 82 tham khdo v kin nhing ngudi khic v mét
vEn 82 ndo dd m& ban cdn dang phén vin chuz quydt

|:EF Quan Ly Chdm Cong

Sau khi vao “Thdo ludn ngi bé”, h¢ thong s€ hién thi man hinh thao luan nhu hinh sau:

Vao chirc nang “Thdo lugn ni bg”

@ [®] Trang théi hién tai: Pang ban! [b&n qua di thdi

Phang thao luan hién tai: CéngCdng

CloudOffice: B4y la phong thao ludn CéngCéng. ..

+  Thém Phang

() CongCang+

BPanh néi dung vao day, va nhan "Enter" dé gl

'z T& C& Danh Sdch [1
efa Nhém Tudng Tae []
b mhom 1 0]
w8, Nhom 2 0]
P Hoc vien Thanh Thieu Nien [0]
=
--{oi] Phéng K& hoach - Tai wy [1
--{oi] Phéng Quan tr []
Phéng Do tao & CTCT. SV []
Trung t&m Théng tin - Thu vién []
- {ai] Trung tm phét trién ki ndng & héi []
o] Khoa céng téc Thanh nién []
-{oiir] Khoa céng tac Thigu nhi [-]
o] Khoa céng tac X3 hai [-]
-{oi] Khoa Chinh ti hec [
B& mén Ngoai ngli [1

[C1 D& e Tim ban I1

m

&, Phang T8 chiic Hanh chinh [0]
Pham Hoang Higp
Bui Van Hiéu
Hoang Thi Hudng
L& Phudng Lan
Bang Thi Kim Phuigng
Nguyén Thi Yén

Bay |a danh séch c&c thanh vién thudc don vi dang chon bén trén,

Maic dinh, khi vao chirc nang nay chuong trinh s€ dua nguodi dung vao mét “Phong thao ludn

Man hinh thdo ludn néi bo

cong cong”’, ma moi nguoi trong co quan déu cd thé trao doi véi nhau.
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Neéu nguoi dung muon trao doi riéng voi mdt can bd trong co quan thi chon phong ban hodc
nhém tuong tac ma can bo doé thudc vao, roi kich dap vao tén cua can by do, h¢ thong s€ hién thi
man hinh dé trao doi riéng gitra hai nguoi.

-

» CloudOffice: Nguyén Vin Séng hién khdng co trén mang.

Néi dung théo luén sé duge gl vdo hdp tin nhan!

Nhap ndi dung can trao
doi vao ddy sau 4o nhan
phim Enter dé giri di

Man hinh trao doi riéng véi timg cdn bé
Con néu nguoi dung muodn thdo ludn riéng vé1 mot nhdm nguoi nao do thi phai tao mdt phong
thdo luan riéng, c6 mat khau bao v€. D€ tao phong thao ludn riéng, nguoi st dung thao tic nhu
sau: Tai man hinh thao ludn ndi bd, nhan chon “Thém phong”

198



THAISONSOFT

@ [ Trang thai hién tai: S3n sang! Phong théo ludn hién tai: CongCong

“ || -+ IhémPhéng 7 Tét Ca Danh Sach [-] B

@ CongCongs ﬂ-l}: Nhom Tweng Tac [-]
&1 Lanh dao []

[P cucThué Thanh Phé o]
~[iz] Phang Hanh chinh lwu triy [0]
-[oir] Phong Quan tri - Tai vy [0]
-{5ii] Phong Té chire Cén bd [0]

Phéng Phap ché [0]
-3 Phéng Téng hop - Nohiép vu - Dy todn [0]
-[5i] Phong Tuyén truyén va hé tro ngwéi nip thué [-
- {5ir] Phang Kiém tra Ni bd [-]
-{aii] Phong Thanh tra thué s6 1 [
-{5i] Phéng Thanh tra thué 6 2 [
[5iE] Phéng Thanh tra thué 6 3 [

»

s CloudOffice: Béy la phd

thdo luén CéngCong...

m

1

[C350 Mhdma Thonk deo thof o f a1

4 1 | LS

&L Phang Tang hop - Nghigp vu - Dw toén [0]
Wén Thu
Mhén vién
Hb Quang Vinh

B/ U [ED [ [ [

(TN @]
©a@
@@
8 e
@ o

e ®
®®
(EN ]

Man hinh vao thém phong thao ludn riéng

Sau khi chon “Thém phong”, hé thong sé& hién thi man hinh tao phong thao luan riéng nhu
hinh sau:
=]

Tao Phong Thao Ludn Riéng

Ténphong thao ludn = M3 bdo vé (néu cd)

| pychinkan | |© kerthie |

Man hinh tao thém phong thao lugn riéng

Tiép theo, ngudi dung nhép tén phong thao ludn va mi bao mat vao cic 6 tuong Gmg, rdi bAm
nat “Ghi nhan” dé cap nhat thong tin vao hé thong.
4. Thim do y kién
a. Phdt hanh phiéu tham do ¥ kién

Khi ¢6 van dé gi khong tu quyét dinh dugc hodc can tham khao y kién clia nguoi khac, nguoi
dung c6 thé sir dung chirc nang nay dé tham do y kién. Ngoai ra nguoi dung cling ¢ thé dung
chirc ning nay dé hoi vé mot van dé gi d6 dang mudn biét.

Dé phat hanh phiéu tham do y kién, ngudi str dung thyc hién theo cac budc sau:

- Buéc 1: Vo chirc nang “Tign ich = Thim do ¥ kién”
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quan do nguii ding vy I3p va sir dung riéng

S

B3u O, Biu Quyé&t

Tham Db ¥ Kién

o i@ ® B X

> Phin bén V7.0. 41 o nhdé ngdy 05/10/2014 Quan Ly Cham Céng

Danh ba dién thoai, dia chi oz cic c& nhén trong oo
quan duge Ep tr d8ng tir danh sich ngudi ding

Dianh ba din thasi, diz chi iz cic of nhén o ién

T8 5t cudc b3u o hodc Sy v kin bidu quydt
vE& mdt v3n d& oba don vi, od quan dang cong tac

Diing 82 tham khin v/ kidn nhiing nguii khiz vE mét
vEn &2 ndo 86 ma bzn cin dang phin vin chus quydt

Vao chitc nang “Thdm do y kién”
Sau khi vao “Thdm do ¥ kién”, hé thong s& hién thi man hinh thim do y kién nhu hinh s

" .3 =
B Cloud -

Thim Db ¥ Kién Qua Mang £ Home & Wait

au:

N N R @
No¢i Dung Céiu Héi
Danh sach nhi¥ng dot tham
dd y kién cla riéng ngudi
ding
1. Phudng an 1
| 00.00% | 0
2. Phudng an 2
| 00.00% | 0
¥ kién khic:
CloudOffice - H& thang T Iy wan thur va quan Iy cng viéc theo mé hinh phan cap. Phién ban DECMAN.VT do ThaiSonSoft phat trién!

Giao dién tham do y kién qua mang
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- Bwoc 2: Chon “Thém moi” tao mdéi mot phiéu thim do y kién

Thim D& ¥ Kién Qua Mang £+ Home < Minimize (25

Noi Dung Ciu Héi

| 00.00% ‘ 0

Thém méi phiéu tham do y kién

Sau khi chon “Thém mdoi”, hé théng s& hién thi méan hinh khéi tao phiéu tham do nhu hinh sau:

Tao Phi&u Tham Do ¥ Ki&n

THENG TIN CHUNG ||
M& ta phi€u thim dé:  |L&y ¥ ki€n v dia digm du lich hé nam 2014 = Loz .
| Caé thé &n danh khi
[] Gi&u tén tdi khi hign thi phigu thim da gt¥i phiéu tham do.
. NEI DUNG THAM DO .
Cau héi tham d: Ly ¥ kisn v& dia digm du lich hé nam 2014 =

Phurong &n tra 131 1: |Bé Na - Ba Nang

Phrong &n 13 13 2: |C|:ra Ld - Nahé An

|
|
Phurong &n tra 131 3: |SEm Sdn - Thanh Héa |
|

Phurang &n tra 13 4 |

| & ghithan | @ gt Thae |

Man hinh khéi tao phiéu tham do y kién
- Bwéc 3: Nhap thong tin chung va nodi dung thim do vao céc tiéu chi trong tng. Néu ban mudn
an tén trén phi€u tham do thi tich chon 0 “Giau tén toi khi hién thi phiéu tham do”. Sau do, bam
nat “Ghi nhdn” dé cap nhat thong tin vao hé thong.
- Buwdrc 4: Sau khi da tao xong phiéu tham do, ngudi dung bam chon “Phdt hanh” dé lua chon
cac can b can hoi y kién.
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b 3 2
+ L Themma | | s2Biuchinh | |[c) a.PhétHanh || | X 4.x04Bd
STT MG Ta Tom Tat PH | Théi Gian PhatHanh | Luwong Phicu
1 | @ |Ldy ¥ kien v& dia diém du lich hé n_.. 0

Phat hanh phiéu tham do y kién

Sau khi chon “Phdt hanh”, hé thong sé hién thi man hinh phat hanh phiéu tham do y kién
nhu hinh sau:

Phat Hanh Phiéu Tham Do ¥ Kién

LAY ¥ KIEN VE BIA PIEM DU LICH HE NAM 2014

57 Tat Ca Danh Sach ST |+ Ho Va Tén Chirc Vy
o Nhém Tuong Tac 1 | 07| Pham Hoang Hisp  |Nhan vién

%L nhom 1 - " —

2 |[|Bdi Van Higu Pho Phang

- Nhom 2
|F’ Hoc vien Thanh Thisu Mien 3 | [1|Hoang Thi Hudng | Nhan vién

™ .. | Phang Té chic Hanh chinh 4 || L& Phudng Lan Pha Phang

o] Phang K& hoach - Tai vu 5 |[7|Bang Thi Kim Phakdng | Nhén vién

+~{aif] Phéng Quén ti 6 |7/ Nauysn Thi Yan  |Canbé

o] Phiing Daotao & CTCT, SV

-{oir] Trung tdm Théng tin - Thu vién
-{eir] Trung tam phat trign ki ndng x3 héi
-{oir] Khoa cing tac Thanh nigén

- {oir] Khoa cing tac Thigu nhi

-[eir] Khoa céng tac X3 hai

Khoa [}"-ihm hoe | <% 1. Themuao |[[4» 2. Goea

-{eir] B& mdn Ngoai ngd J— = TITE = —
-t B3 mén Tin hoc 1 [O|Lanh dao Gidm déc

-[eir] B& mén Van hoa & GDTC

[5i] Vién nghign ciu Thanh nién 2 |[1|Buai The Duy  |Gigmdde

-{eit] Ban quan I du an 3 [[O|Quan Tri H& Thing

o] Phan vign mign Mam 4 [[J| Vi Hang Tién Phé Gidm déc

5 |[O|Van Thu Hoe vien |Canbd

|(®) 3.Phst Hanh Phigu |

Bay |3 cAc nhém ngurdi diing durde phan theo timg daon vi trong todn cd quan. BalT T Co e CarT e nhem Trony tac hoic chon t3t
& moi ngurdi 0 muc trén cing.

Luwa chon cdn bé dé gl phiéu tham do

- Buwdc 4: Tich chon nhing nguoi can hoi y kién, roi badm nat “Thém vao” dé dua nhiing nguoi
duge chon vao danh sach lya chon dé gui. Sau do, bam nGt “Phdt hanh phiéu » dé thyuc hién phat
hanh phiéu tham do.
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b. Trd loi phiéu thiam do

Sau khi phat hanh phiéu tham do, trén man hinh cua cac can by duoc gui khac s€ hién thi mot
thong béo ¢ goc phai dudi man hinh. Dé tra 10i phiéu tham do, kich chudt vao biéu tuong “Q”
trén man hinh.

TN

Kich chugtvao bidu ———
twrorng nay Xem Van Ban B&n

Y¥em cac vin bén d&n ol den vi tir 2 ngudn 3 ngudn
' c3p nhit v& ngudn tr cic den vi khic g dén

Cdch tra 1oi phiéu tham do

Sau khi bam vao biéu tuong “C?”, hé théng s& hién thi man hinh lya chon két qua nhu
hinh sau:

Phigu Thim Do ¥ Kicn ="

Qudn Trj Hé Thong (ADMIN) dang c6 vin dé cin tham khdo y kién ciie ban. Néu cé thé,
xin ban vui long che biét ¥ Kién ciia minh vé ngt dung sau:

G

Lay v Kién vé dia diém du lich hé nam 2014

{7 1. Ba Na — Pa Nang

i) 2. Cifa Lo — Nghé& An

{7} 3. 53m Son — Thanh Héa

¥ ki€n khéc (néu ca):

S/

(<rcuifiEn | (@ Trchs | | mohiThem

Bam nut [Tir Chéi] nay d€ tr chéi tham gia tra |6 phigu tham dé ¥ kién, Viéc tr chéi cla ban khéng lam anh
hudng ai dén k&t qua tham dé vi s& khdng durgc CloudOffice ding d€ tinh todn k&t qua.
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Man hinh lya chon tra loi phiéu tham do

Nguoi dung tich chon cau tra 101 hodc thém vao bét cir ¥ kién nao khac vao 6 “Y kién khdc”.
Sau d6, bAm nut “Guri y kién” dé tra 10i phiéu tham do y kién hodc chon “Tir choi” dé tir chdi
tham gia tra 101 phiéu tham do ¥ kién. Néu ban can thém thoi gian suy nghi thi bAm chon “Nghi
thém?” de¢ tra 101 sau.
c. Xem két qud ciia phiéu thiam do

Sau khi da phat hanh phiéu thim do, nguoi phat hanh phiéu vao lai chic ning “Thdam do y
kién” @é cap nhat két qua tham do y kién.

Tham Db ¥ Kién Qua Mang £+ Home % Wait e )
[X 4. %04 Bd ]

Mé Ta Tém Tt PH | Théi Gian PhatHanh | Lugng Phigu @
© | Ldy ¥ kién v& dia diém du lich hé n_..

| 00.00% |ll

| 00.00% |n

¥ kién khic:

- C6 thé di vio Nha Trang dugc ko (Chon 1. Ba N3 — Ba Ning)

Két qua phiéu tham do y kién
5. Bau cit, biéu quyét
Tién ich nay cho phép td chitc mot cudc bau ctr hodc 13y y kién biéu quyét vé mot van dé cua
don vi. Vi dy, bau ctr ca nhan xuét sic cudi nam, biéu quyét phan loai chat lugng dang vién, ...
a. Phat hanh cudc bau cir biéu quyét
bé phat chirc mdt cude bau ctr, nguoi st dung thyc hién theo céc budc sau:

- Buwdc 1: Vao chuc nang “Tién ich 2 Bdu cii, biéu quyét”
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> Phin bén V7.0. 41 o nhdé ngdy 05/10/2014

Darh ba din thosi, di chi cia céc o nhén vang o
uan droe [Ep o déng o danh sich ngu ding

Dianh ba dién thoai, dia chi oia cic ¢ nhdn od hén
quan do nguii ding vy I3p va sir dung riéng

B3u O, Biu Quyé&t

mgmjmmwmﬁwmmwﬂ

vE& mdt v3n d& oba don vi, od quan dang cong tac

E Tham Db ¥ Kién

Diing 82 tham khin v/ kidn nhiing nguii khiz vE mét
vEn &2 ndo 86 ma bzn cin dang phin vin chus quydt

'r; [T

Vao chirc nang “Bau cut, Biéu quyet”

Sau khi chon “Bdu cit, biéu quyét”, hé thong sé& hién thi man hinh biéu quyét nhu hinh sau:

Bigu Quy&t Qua Mang

M8 Ta Tém Tat

() Libt ké cac phiu d3 Luu Trix

® Ligtke céc phicu hién ta

1. Hinh thifc b3u ar, bigu quyet: 4, Cach tinh thai diém ket thic:

2. 58 phurang &n t6i da durge chon: 5. Hign thi k&t qud:
Man hinh chirc nang “Bau cu, Biéu quyét”

- Bwdc 2: Chon “Thém méi” dé khai tao cudc bau cu, biéu quyét.
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Thém maoi cudc bau cu, biéu quyet

Sau khi chon “Thém maoi”, hé thong s€ hién thi man hinh tao méi cudc bau ctr, biéu quyét nhu
hinh sau:

Tao Mdi Cudc Biu CiF, Bi€u Quyé&t

THOMG TIN CHUNG

Mé ta tom tat: |Béu clf &4 nhan xu#t sic ndm 2014

Théi gian b&t d3u:  [04/04/2014 08R00 | ~ Ketthie: [/ /7 h_ p . .
_ . m Méu chon bat budc, thi cudc
58 phuong n chon (51 da: chon t51 s bau ci¥ s& két thic khi toan

O Khéng bat budc ]| o canbo da bd phicu. Néu
khéng bat budc, phai nha
Hign thi k€t qua: @ Ngay sau khi bigu quy&t ) Sau khi cudc bau o d3 ket thiic k %G’i gian-l{éfthﬂc 4P
MOI DUNG BAU CUT, BIEU QUYET
Mgi dung cdu hdi, yéu cau:  |BAu cif ca nhdn xudt sic nam 2014 =

Chi thich, the 1& bau ai: [k qua cudi cling 1& 2 ngudi cd sd ludng phiéu bdu cao nhét

STT Danh sach cac phuong an d& ngudi tham gia luwa chon
1 | Nouyén Thi Anh

Trén Bdc Théng

Nguyen Bxic Phi

Tran Bai Mghia

Phi Trung Blic

= T B L B S

Man hinh khoi tao cudc bau cit, bidu quyét
- Buwdc 3: Nhap thong tin chung va ndi dung bau ctr, biéu quyét vao cac tiéu chi twong tmg. Sau
do, bam nat “Ghi nhdgn” dé cap nhat thong tin vao hé thong.
- Bwdc 4: Sau khi khoi tao xong cudc bau cir, nguoi dung chon “Phat hanh” dé lya chon nhiing
ngu’m tham gla b6 phiéu.

Bi€u Quy&t Qua Mang

MM

STT Mé& Ta Tém Tat TGEatEJau Ti5 K&t Thic Trang Thai
1 T-;? Biu cii c& nhin xudt sSc ndm 2 | 04-04-2014 08:00 Chua phat hanh

Man hinh vao phdt hanh cudc bau cir, biéu quyét
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Sau khi chon “Phdt hanh”, hé thong s& hién thi man hinh phat hanh phiéu bau ctr, biéu quyét
nhu sau:

Phat Hanh Phi€u Biu O, Biéu Quy&t

BAU CUF CA NHAN XUAT SAC NAM 2014

5'7 T Ca Danh Séch STT o Ho Va Tén Chire iy
o Nhém Tudng Téc 1 |0 |Pham Hoang Higp | Nhan vién
Hoc vien Thanh Thieu Nien . " A

2 |7 |Bui Yan Hiéu Phé Phéng

----- [ Phing Té chic Hanh chinh
-{oir] Phéng K& hoach - Tai vu
~{oir] Phéng Quan ti

~ {8 Phong B30 tgo & CTCT. SV Tich chon, réi nhén
-{oi] Trung t3m Théng tin - Thu vién "Thém vaao"
~{oit] Trung t&m phét trign k§f ndng x& hdi
~{oi] Khoa céing tc Thanh nign

~{oi] Khoa céing tic Thigu nhi

-{oit] Khoa cfing tic X3 hdi

- {wi] Khoa Chinh td hoe

- {our] B& mén Nagoai ngli
(-] B& mén Tin hoc

- {uir] Bd man Van hda & GOTC STT | o Ho Va Tén hife Vu
-{ai] Vién nghign ciu Thanh nign 1 1| Hoang Thi S
- {oir] Ban quan iy du an - g —
[5iE] Phan visn mign Nam 2 || Le Phudng Lan Phé Phéng

- 3 |[J|Pang Thi Kim Phuidng | Nhan vién

4 [/ Nguyen Thi Yén Cén bd

Man hinh lya chon danh sach can bo tham gia cudc bau cir, biéu quyét
- Bwéc 5: Tich chon nhitng nguoi tham gia cudc bau cir biéu quyét, réi bAm nat “Thém vao” dé
dua nhiing ngudi dugc chon vao danh sach lua chon dé gui phiéu. Sau do, bam nat “Phdat hanh
phiéu” dé thyc hién gui phiéu cho nhirng nguoi da chon.
b. Xem danh siach ngudi tham gia cudc bau cir
Pé xem danh sach nhirng ngudi tham giao cudc bau ctr, nguoi sir dung thao tac nhu sau: Tai
man hinh “Bau cw, biéu quyét”, tich chon “Danh sdach”
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<% Minimize

M8 Ta Tém Tat TG B&t B&u

Bau cir cd nhén xudt sic 2014 01-10-2014 08:00 X

Tich chon dé xem danh
sach nhimg ngudi tham gia
cudc bau ct, bitu quyét

Man hinh vao xem nhitng nguoi tham gia biéu quyet, bau cir

Sau khi chon “Danh sdach”, hé théng s& hién thi danh sach nhitng ngudi tham gia cudc bau ctr,

biéu quyét nhu hinh sau:

-_
S Cloud

Bigu Quy&t Qua Mang

Home

< Minimize

tham gia cude bau cit,
bidu quyét

@®) Ligt ké cac phigu hign tai ) Ligt ké cac phigu 3 Luu Trix

1. Hinh thirc b3u o, bigu quyét:  Bat budc 4, Cch tinh théi diém k&t thic: Khi tat ca d3 tham gia
2. 58 phuang an t8i da dugc chon: 1 5. Hign thi k&t qua: Khi cudc bdu of két thiic
3. 58 phwang &n t&i thifu phéi chon: 1 6. Lurong phigu da phathanh: 6

Man hinh xem danh sach nhitng ngieoi tham gia cudc bau cik, biéu quyét

Tt danh sach nay, nguodi tao cudc bi€u quyét co6 thé xem trang thai cua tirng nguoi, ai chua

tham gia, ai da tham gia va bi¢u quy¢t vao lac nao.

c. Xem két qud cufc bau cwr

M@ T Tém Tat TG B3t Bi3u TGKELThic  |PH © Hg Va Tén Trang Thai Tham Gia
Bdu cir cd nhan xudt sic 2014 01-10-2014 08:00 1| & |Nguy&n Ba Thinh Chua
2 | JL | Nhan vién Chua
3 | £ | NguyEn ThiHoa Chua
4 | L |Pné phing Chua
5 | R | Biivan Twing Chua
Danh sach nhitng ngudi 6 | & |vnth

Két qua cude bau ctr sé dugc hién thi ¢ bén phai man hinh “Bau ci, Biéu quyet”
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TG Bat E&u TG K&t Thuc PH Trang Thai
1. Nguyé&n Thi Anh

04-04-2014 D8:00 X Bang dién ra... B

1

2. Trdn Biic Théng
| 00.00% o
3. Nguyé&n Biirc Phi
| 00.00% o
4. Tran Dai Nghia
| 00.00% o
5. Phi Trung Bii'c

. TS . | 00.00% o

i () Liét ké cac phigu d3 Luu Trir

1

Xem ket qua cudc bau cik biéu quyéet

6. Quan ly chim cong

Chtrc nang nay cho phép tirng don vi quy dinh hinh thirc va phuong phép chim céng nham
danh gia thoi gian lao dong ctia cic thanh vién trong don vi mot cach day du, chinh xac va hiéu
qua nhat.

Dé vao quan 1y chAm cong, nguoi sir dung thao tac nhu sau: Vao chirc niang “Tién ich >
Qudn Iy chim cong”

Dianh ba dién thoai, dia chi cla cac c2 nhin trong od
quain duge 3p tr d8ng vir danh sach mgudi diing

Danh ba ditn thosi, dia chi cia cic c3 nhin o6 in
quan do ngudi diang vy I3p v sir dung riéng

Kmhuaodudmngm(du}mbomnepgﬁaz
Ihodc 1 nhdm ngudi

Personal \

Todmmmhwwh&ﬁy?h&bmm
v& mdt vEn &8 oba don vi, oo quan dang cfing tic

. camhan
Tham Dé ¥ Kign

Diing 42 tham kho v ki#n nhifng ngwi khac v& mét
vmdénaodomhmmnda\gplmv&idﬂ‘amﬂ

L JERCE N EIP S

> Phin bdn V7.0.41 cdp nhdt ngdy 05/10/2014 Quan Ly Chdm Céng

Cach vao chiec nang “Qudn Iy cham cong”

Sau khi chon “Qudn Iy chdm céng”, hé thong s& hién thi man hinh thong béo lua chon chirc
nang st dung nhu hinh sau:
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Lua Chon Chifc Nang

Ban st dung chifc ndng chidm céng vdi vai trd [3 ngwdi Cham Céng hay ngud Téng Hap?
+ Mgurdi chdm cdng & ngudi thuc hién nhiém vy cham cdng cho cac thanh vién trong dan i
+ Mgudi t8ng hdp |3 ngudi o nhiém vu t8ng hap théng tin cham cfng cia cac dan i,

- Chon [Cham Céng] 48 vao chifc néng chdm ofing
- Chon [Téng Hop] 88 vao chirc ndng ting hap

@:hé’m Z6ng Téng Hap |

Man hinh théng bao lya chon chirc nang s dung

Néu ban la ngudi thyce hién nhiém vu cham cong cho cac thanh vién trong don vi thi bam chon
“Cham cong” dé vao chuc nang cham cong. Sau khi chon “Cham cong”, hé thong s€ hién thi
man hinh thuc hién cham cong nhu hinh sau:

o () et | [ | [ onmrir

2004 01|02 03 | 04 |05 07 |08 | 09 1 | 12 14 15 | 16 | 17 21 | 22| 23
ST Ho Va Tén o e e e - | == - | - i Bl el i Bl

2005 T4 | T5 | T8 | T7 | CN T3 | T4 | TS T7 | N T3 T4 | T5 | T8 T3 | T4 | TS
1| R | vén the cuc

2006
2 | JL |vénthe di

Ay 3 3 Trén Ngoc Tam

| 2008 | 4 | ;L |nguyén Binh Tén

2009 5 | JL |Quén TriHg Thiing
6 | & |van the

2010

2011

201z

2013

2015

2018

2017

2018

2019

2020

2021

2022 4 I 3

AUANENEN: RRANE

Man hinh thuc hién cham cong

Néu ban 13 nguoi c6 nhiém vy tong hop thong tin chdm cong cta don vi thi bAm chon “Téong
hop” dé vao chic ning tong hop. Sau khi chon “Téng hep”, hé théng s& hién thi man hinh téng
hop nhu hinh sau:
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i
»Office.

Tang Hop K&t Qua Cham Cang <% Miniriz

10-2010 (NN (N (NN NN (NS I (A (NN (O (i) (N (N

P —— —————————

ARRRRRAN: ARRRRNRNNN

Man hinh tong hop théng tin cham céng cia cac don vi
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VI. QUAN LY THONG TIN CA NHAN

1. Thong tin tai khoan

Trong qua trinh 1am viéc, néu ngudi dung chuyén don vi cong tac hay thay ddi chuc vu thi
str dung chtrc ning nay dé dé xuét diéu chinh thong tin va quyén han. Dé dé xuat diéu chinh,
nguoi st dung thuc hién theo cac budc sau:

- Bwdc 1: Vao chiic nang “Cd nhin - Thong tin tai khodn”

Thong Tin Tai Khoan

Thay d8i thang tin t3i khodn, 48 xudt thay 43i chifc
wy, dain vi cing tac, dia chi, 5 dién thoai...

\
@

Van Ban
freee 3 BEi m3t khdu 32 bio v& an todn t3i khodn va or liu

& nhén trén chuong trinh
works
[} =) . . ~
Tai Liéu ' ! Céng Vigc Thu Muc Ao Ca Nhan

Qun Iy vEn ban, téi idu hnu i theo nhu cdu riéng
durdii dang cu tnic ciy phin c3p 30

e
T7.% | TivBi&n Giao Dién
-—

Tuy chinh gizo dién CloudOffice, chinh lai mau s3c
ara 58, mit, nén, méu ch, mdu viEn....

Ca Nhan [ Tién Ich

y @ ¥ Thit Ep nhém twong téc G trao ddi nghiép wu nhr

& Nhém Twong Tac

= . giso vigc, thio hidn, bifu quydt, g vin ban...
B ™

Quan Tri

E:L_@ Chifc Nang Uu Tién

w th \'\}:'ﬂ E a'l

Phign ban V7.0.41 cip nhdt ngdy 05/10/2014

Vao chirc nang “Thong tin tai khoan”
Sau khi chon “Théng tin tai khodn”, hé théng s& hién thi man hinh thong tin tai khoan cd nhan
nhu hinh sau:
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- Bwéc 2: Kiém tra va diéu chinh lai 2 tiéu chi “Chikc danh” va “Pon vi céng tic” cho dung

Tén t3i khoan:

Ho va tén:

Mhém guyEn:

Mirc dd truy cap:

Chire danh:

Chirc danh {d& nghi dai):
Ban vi cing tac:

Bian vi cdng tac (@& nghi dai):

Dién thoai di déng:
Bién thoai co quan:
Bién thoai nha:

Dia chi ar trd:
Google Email:

Tai khoan Active Directory:

Gidi tinh:

Chia s& thang tin lién lac:

Maudi guan ly:

Man hinh hién thi thong tin tai khoan cd nhdn

v6i1 thong tin cua ban than nguoi dung.

o Néu chtrc danh hién tai khong dung hodc ban da dugc bd nhiém 1én chirc danh m&i thi chon lai

chuc danh cho phu hop.

o Néu don vi cong tac hién tai khong dung hodc ban di chuyén cong tac sang don vi khac thi

chon lai don vi cho phu hop.

Théng Tin Tai Khoan Ca Nhan

PHAN THAONG TIN CHINH

[vANTHU

|‘e‘ﬁ'n thr cuc

|_ugét mat

|‘e‘ﬁ' n Thw |

[ndn wign

=

[l

:f.?; Uy Quyén

|cL_|c—hué Thanh Phé

|cucTnuéTnénn Phé

[]

PHAN THANG TIN BS SUNG

[oo15881883 |

|Théi5|:ln |

(® Mam  Kich thudc file dugc cip nhat: 939 MB

O nir Kich thudc file dugc s 999 MB

[®] (cho phép ngudi khac dugc tra cu ra s& dién thoai, dia chi)

Quan Tri HE Thang (truc ti€p) (dang d ml'c cao nhat)

| oghinhin | [© kethie |

=
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Thong Tin Tai Khoan Ca Nhan

PHAN THONG TIN CHINH

Tén tai khodn: |W3. NTHU

Ho va tén: |Vén thu cuc

Chon chire danh
phu hop

Nhdm quyén:

Muirc dd truy cip: |_U:~'*.EJE mét

“an Thw |

Chrc danh: |Hh§n Wién

!
Chirc danh (d nohi déi): | ([TEIREN FIIT 43 v quen
—— Chon don vi cong
Bion vi cong tac: |Cl._|c hue Thanh Pho i L =
tac phu hop
Bon vi céng tic (& nghi dai): |CUCT““éT“ﬁ"h Phi B|‘

PHAN THONG TIN B SUNG

Bién thoai di dong: |':'91 S651883 |

Pign thoai cd quan: |T“éi5”” |

Bién thoai nha: |l]4 |

Cac tiéu chi ¢ ddy co
thé chinh sira cho phil
hop vdi thong tin cua
nguroi ding

Bia chi cur tri: |HN

Google Email: | |

Tai khoan Active Directory: | |

Gidi tinh: () Nam  Kich thudc file duge c3p nhat: 999 MB
O nix Kich thurdc file diroc gui: 999 MB
Chia s& théng tin lién lac: W] (cho phép naudi khéc durde tra cfu ra s6 dién thoai, dia chi)

Mourdi quan ly:  Quén Tri HE Thang (trurc ti€p) (dang & mirc cao nhat)

EEITIEELS

Man hinh diéu chinh théng tin nguoi dimg

- Bwéc 3: Nguoi dung c6 thé chinh sira hodic bo sung thém thong tin vao phan “Théng tin bo
sung”. Sau d6, bam nit “Ghi nhdn” dé ghi thong tin vao hé thong va bam nit “Két thirc” dé quay
vé man hinh trude do.

Sau khi thong tin dé xuit duoc ghi vao hé thdng, chuong trinh s& ty dong gui thong bao cho
ngudi Quan tri biét dé diéu chinh lai cho phu hop véi nguoi dung.
2. D6i mat khau

Trong qué trinh st dung, & dam bao an toan tai khoan va tu liéu ca nhan trén chuong trinh,
nguoi dung co ddi mat khau cho tai khoan ctua minh. Dé d6i mat khau, ngudi dung thue hién theo
cac budc sau:

- Bwéc 1: Vao chic ning “Cd nhin = Doi mdt khiu”
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s/ 8.3 Office®

E Théng Tin Tai Khoan

i Thay @i thiing tin 14 khodn, &8 sust thay 83i chirc
\ vy, den vi cdng tac, dia chi, 5 dién thogi..

m Bﬁﬂat e

BEi mat khidu 32 bio vE an todn t3i khodn va tr liéu
¢ nhén trén chueng trinh

- q _ : o
Tai Ligu ' ! _ Céngviec m Thir Muc Ao Ca Nhan

Quén by vin ban, t3i &y hru i theo nhu cBu rigng
durdi dang cu tnic ciy phén cip 40

ﬁ‘., Tuy Bién Giao Dién

Parsonal

é .

®

- =
ﬁ .

Tuy chinh giso dién CloudOffice, chinh lai mau sic
aifa 58, ndt, n&n, mau chf, mau vign....

L ZJ T, @ Nhém Tudng Tac
i £ —
- J Thigt 3p nhém trong téc 88 trao &5i nghip wu nhe

giso wigc, thio hudn, bidu quydt, gii vin ban...

PhiSn ban V7.0.41 cip nhat ngdy 05/10/2014 % Chitc Nang Uu Tién

Cach vao chiec nang “Poi mat khau”

Sau khi chon “Péi mdat khéu”, hé théng s& hién thi man hinh thay d6i mat khau nhu sau:

0 mat khiu =T

Mat khau hign tai

- M3t khdu mdi

( j 2 Mat khau mdi
", . . .
wlt it

[ o ahinhan | [© kerhie |

Man hinh thay doi mat khau

- Bwdc 2: Nhap mat khau hién tai vao 6 “Mat khau hign tai”, r6i nhap mat khau méi vao 2 6

“Mat khdu méi”. Viéc nhap lai mat khau m&i 14n 2 d@é tranh viéc ban nhép nham vi khong nhin
théy chit. Con 6 “Twr goi y” duoc tu dong tao ra khi ban nhdp mat khéu, ban c6 thé stra ndi dung
nay theo y minh.

D& mat khidu ==

Mt khdu hien tai ;| . |
= Mat khau mdi : | — |
|
1, Matkhaumdi: | e |
: E
o T e e—

[ & ghinkan | [@ kerhic |

Tién hanh déi mdt khdu
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- Buwdc 3: Bam nut “Ghi nhdn” d¢ ghi nhan viéc d6i mat khau hoac bam nut “Ket thiic” dé huy
bo viéc d61 mat khau va quay v€ man hinh trude do. Sau khi déi xong, ban ¢o6 thé tién hanh dang

nhap lai dé thir két qua.

3. Thw muc 40 ca nhan

Pay 1a chirc niang cho phép mdi ngudi dung tao kho luu trit riéng (40). Kho luu trit nay ludn di
theo ngudi sir dung cho di 1a chuyén cong tac sang don vi khac.

Dé tao thu muc ao, nguoi dung thyc hién theo cac budce sau:
- Bwdéc 1: Vao chtic nang “Cd nhdn = Thuw muc do cd nhin”

Thong Tin Tai Khoan

Thay d8i thang tin t3i khodn, d& xudt thay d3i chifc
wy, datn vi cBng tic, dia chi, 55 dién thoai...

N\
\. 7 0| -

Van Ban
BEi m3t khdu 32 bio v& an todn t3i khodn va or liu

freeen ]
& nhén trén chuong trinh
works
. H - -
PSP \ ’ . .
Tai Liéu Céng Viéc Thy' Muc Ao Ca Nhan

Qun Iy vEn ban, téi idu hnu i theo nhu cdu riéng
durdii dang cu tnic ciy phin c3p 30

e
T7.% | TivBi&n Giao Dién

A —
f ——
Tuy chinh giso dign CloudOffice, chinh lai miu sic
ara s8, ndt, n&n, méu chif, mdu vign....
————
- . . . =
. Ca Nhan [ Tién Ich
HEW| . -
] : @ Nhém Tu'ong Tac
o y ¥
*

Thit Ep nhém twong téc G trao ddi nghiép wu nhr
P giso vigc, thio hidn, bifu quydt, g vin ban...
=~

Quan Tri

o8
Phign ban V7.0.41 cip b3t ngdy 05/10/2014 Lr@ Chifc Ndng Uu Tién

Cach vao chirc nang “Thu muc do cd nhan”
Sau khi chon “Thw muc do ca nhdn”, h¢ thong s€ hién thi man hinh thu muc 4o cd nhan nhu

hinh sau:
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Tra Cifu Tai Liéu

£t Home

< [®] Chia s& thur muyc cia tai vdi m3 bao vé I:l

2. 54p xép theo 56 Ky Higu <~ C0-

(%) Ligtke vanBan () LIBLKE Tai Ligu

D Van thw cuc
v 2012

L[ 2014
A

Piy la cira 56 chita
cdy thir mmic ao

Pady l1a danh sach
cac ther muc con,
vin ban hodc tai liéu

Day la danh sach cac
van ban hodc tai liéu

/ 2 |% | O |quyétBinh | 3326/QB-UBND

Doc 1 }-L TL7 KB
Ebook ['poF |
Music TT-107-BTC-9b675.p
New Folder df
Video
STT Loai Van Ban 58 Van Ban Mgay BH Co Quan Ban Hanh Trich Y&u
Quy dinh chi tigt mat
&0 ndidung vé cap
1 |% | O |QuyétBinh | 21/20131GD-UBND 12-08-2013 | Cuc Thué Thanh Pho gidy phép xdy dung
trén dia ban Thanh
phd Ha Chi Minh.
Phé duyét “Chrong
. trinh tng dung cing
/1 nghé théng tin trong
12-08-2013 | Cuc Thué Thanh Phé nganh gido duc dao0

tan thanh phi HA Chi
Winh giai doan 2013 -
2015

Néi dung ghi chu lién
quan den van ban hodc
tai liéu dang chon

Giao dién thu muc do ca nhdan
- Buwdrc 2: Chuit phai vao cay thu muc do, chon “Tao méi” dé tao thém céc thu muc con.

& Van thw cuc

-3 2012

B

1. Tao mai F1
_____ e [EHEAC

¥ 2 Dittén F2
X 3.Xoad F3
53y 4 Saochép F4
# 5 Dichuyén F5
5 6. Dan vao vitrinay F&
gy 7 Anhxa .. F7
<= 8. M&ring nhanh ndy F8
<  9.Ghép ciy F9

[ Doc

1 Ebook

31 Music

[ New Folder
[ video

STT Loai V&n Ban S8 V&n Ban

Nagay BH

Cd Quan Ban Hanh

Trich Yéu

Cdch tao maoi thém cdc thw muc con

Sau khi chon “Tao maéi”, hé théng s& sinh ra mot thu muc con nhu hinh duéi, ban ddi tén phu

hop cho thu muc con nay.
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@E#ice“

B vian the cuc
D 2012
-3 2013

..... |:| Mus=ic
----- [ Mew Folder
..... Vmu

Thir muc con
mai tao

Man hinh hién thi thu muc con vira dwoc thém méi

- Buwdrc 3: Sau khi tao xong céc cay thu muc con, ban s€ dua cac van ban hodc tai liéu vao thu muc.
o Dé dua van ban vao thu muc do, ban tich chon “Li¢t ké van bdan”, sau d6 chudt phai vao ctra
s0 hién thi danh sach van ban phia dudi, chon “Tim va thém vdn bdn vao thuw muc”

Thy Muc Ao Ca Nhin £+ Home % Minimize

< [W] Chiasé thrmucclatiivéimdbaove |

2. Sép xép theo 56 Ky Higu va-‘ iuétxé\f"mw Duétkéﬁiuéu

Sau khi chon “Tim va thém vin ban vao thw muc”, h¢ thong s€ hién thi man hinh tim kiém
van ban nhu hinh sau:

= g

SL Vén thw cuc

[ Doc

[ Ebook
1 Music
[ New Foider
[ video

SIT

Tim Van Ban Lu‘u

Loai V&n Ban 54 Van Ban Ngay BH Co Quan Ban Hanh Trich Yéu

3. Binh ludn
2< 4. Xoa viin ban khéi thy muc

= 5.Ch&ds kéo tha hign tai: "Sao Chép”

Man hinh vao tim va thém van ban vao thw muc do

®BH 56 kjhigu Loaivinban [ ChiVB Trich y&u ndi dung Tén nguréi ky Coquan, donvibanhdnh  Chi D&
[ e [ I [ | I
O w [] Chua gén file dinh kém [ Tim khéng dau [ Mgudi nhdp may

= >
| m
Tirn Kigm || BACK

File

Trich Y&u M&i Dung ‘Co Quan Ban Hanh YK
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Man hinh tim kiém van ban

Nguoi dung tién hanh tim kiém van ban minh can, sau d6 chuot phai vao van ban, chon “Luu”

'(_) =" T x
Q O Cloud
Tim Van Ban Luu £  Home ST oticon o
® BH 56 kjhéu Loaivinban (] ChiVB Trich y&u néi dung Tén ngud ki Coquan, donvibanhanh  Chi B8 s5KQ (@2 >
' i Thi i
i [ Htarc| [chiThi 1| I 1| I [ ] =N
== OWM [ Chura gén file dinh kém [ Tim khéng d&u [ Naui nhap may U J|FE
ST MNgay BH Loai Van Ban 56 Higu Van Ban Trich Y&u N&i Dung Cd Quan Ban Hanh YK |File
1 @ 12-08.2013 ChiThi HICT-UBND ::E-ﬁ CI{;D;;Q cchlﬂ:_inﬂleu hanh thwe hién nhigém vu tai chinh - ngén sach Cl._lcThuéTh:‘inh Phé _3}
g g @ 1. Xem... le
P Tdng créng g &n chirc va ngwei quan iy P N
2 || 12-08-2013 ChiThi 10/2013/CT-UBND daanh nohids 2E Cuc Thué Thanh Phé e
= ithi st 3. Binh lud i vé vigc td v a a =
3 | ] | 08082013 | ChiThi |47ICT-TTg e iy [ e LEUEUESETYESITLET || gran oq =
by, kiem soat |—-!| iy moc, thiet bi cla cac doanh
@y 4 Lvu
P Chithi s 02/ =% cuéng cong tac quan ly thu . -
- - P - A s . .
< LN ChiThi 0ziCT-BTC ngén sach a& ; 5. Sira hu ngdn sach nha nwdc ndm Chinh phd _b’
[ ic Chi thi s 04/C x 6. Xod tang cwéng cong tac quan by, . -
5 | | sz-112012 BT 1RHIE digu hanh va binreo grETEgTETEnti nam 2012 va Tét Nguyén dan ErarEn %
o Wiv ting cwing chng tac quan Iy, digu hanh va binh én gia nhitng thang P
6 | U 02112012 ChiThi 06ICT-BTC cudi ndm 2012 va Tét Nguyén dan Quy Ty ndm 2013 B2 Tai chinh 3
[ Chithi ciia Ba tréng B Tai chinh 56 01/CT-BTC ngay 16/3/2012 vé vigc . -
v @ e BT EERHTE ting cwirng cong tic quan I thu, chéng thét thu v gidm no dong thué ErarEn _J}

Chon van ban can thém van ban vao thw muc do

Sau khi chon “Luu”, hé théng s& hién thi man hinh lua chon thu muc luu trit nhu hinh sau:
It

Lu'u Van Ban Vao Thu Muc Ao Ca Nhan

1. Loai V&n Ban:

| Chi Thi ||

2. 58, Ky Higu:
02/CT-BTC ||

3. Mgay Ban Hanh

08-08-2013

ERN 2012 |

=] 2013

4. Ghi chi

[ yshinban | [@© ket hic |

Man hinh lva chon thu muc lvu triv
Nguoi dung tich chon thu muc 40 ma minh mudén luu van ban, réi bam “Ghi nhdn” dé luu van
ban vao cac thu muc da chon va bam nat “Keét thic” d€ quay vé man hinh trude do.
Sau khi da thém xong cac van ban vao thu muc 4o, ban bam nat “Back” dé quay vé man hinh
hién thi thong tin thu muc 4o.
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Tim Van Ban Luu

£

Harme

. @ BH 56, kihiu Loaivanban (] ChiVB Trich y&u ndi dung Tén naui ki Coquan, don vibanhénh  Chii B8 SGKQ (@e
55n [E] .l | [Quyét onh | || = || | .
== QWM [ Ghua gan file dinh kém [] Tim khéng déu [ Ngu#i nhap may Tim Kigm |8
ST MgayBH | LoaiVBnBan | 58 Hiéu VEn Ban Trich ¥&u Mgi Dung Ca Quan Ban Harh YK |File | *
1| | 19-09-2012 | QuyétDinh |09/082013-CV kiém tra fiie Chinh phii 'Y
e . I Quyét dinh 56 50/2013/QB-TTg ciia Thil twng Chinh phi quy dinh vé | . . 3
2 | =% | 09-09-2013 Quyet Binh | 50/2013/QD-TTg thu hdiva xi I san pham thai b5 Chinh phd %
i . X B - = i
3 | ] | 18-08-2013 | QuyétBinh | 082013 Kiém tra data Chinh phi %
£ Quy dinh chi tiét mit s8 ndi dung v& cép iy phép xay dung trén dia P £ =
4 lm 12-08-2013 | QuyetBinh | 24/2013/QB-UBND bén Thanh phé H3 Chi Minh. Cuc Thué Thanh Pho %
£ Phé duyét *Chwong trinh (ing dung céng nghé théng tin trong nganh P £ 2
5 || 12-08-2013 | QuyétBinh |3326/GD-UBND ko dut 2o tao thinh phé 5 Chi Minh giai dean 2013 - 2015° Cuc Thué Thanh Phé =Y

Bam nut “Back” dé quay vé man hinh hién thi thu muc do

o Tuong tu, dé thém céc tai li¢u vao thu muc do, ban tich chon “Liét ké tai liéu”, sau d6 chudt
phai vao ctra so hién thi danh sach tai liéu phia dudi, chon “Tim va thém tai liéu vao thuw muc”

OX O ffice

G

< [ Chiasé thrmuc cla thivéimabgove [ | o~ | O LigtKe vin Ban | &) LiStKE Tai Ligu
S van the cuc [ 2012
&3 2012 [ 2013
[ 2014
O 2014
sTT Tén Tai Ligu

1. Tim va thém tai liéu vao thw muc

(%= 3.Ché& dé kéo tha hién tai: "Sao Cheép”

Man hinh vao tim va thém tai liéu vao thu muc do
Sau khi chon “Tim va thém tai liéu vao thw muc”, h¢ thong s€ hién thi man hinh tim kiém tai
liéu nhu hinh sau:

Tra Cifu Tai Liéu

Tén tai ligu

O |

Tir ngay BEN ngay Phan loai chi d& [ Tim chinh xac theo tir khéa nhap vao

| Do ] 2

BACK

Tirn Kiétn

Man hinh tim kiém tai liéu
Nguodi dung tién hanh tim ki€m tai li¢u minh can, sau d6 chuot phai vao tai liéu do, chon “Luu
thu muc”
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£ Home

Sau khi chon “Luwu thw muc”, h¢ théng s& hién thi man hinh lya chon thu muc lvu trit nhu

hinh sau:

Nguoi dung tich chon thu muc 40 ma minh muon luu tai li€u, roi bam “Ghi nhdn” dé luu tai
li¢u vao céac thu muc da chon va bam nut “Két thiuc” dé quay vé man hinh trude do.
Sau khi da thém xong cac tai li¢u vao thu muc 4o, ban bam nut “Back” d¢ quay v€ man hinh

Tir ngay DEn ngay Phan loai chi d& H& So Can Ba [ Tim chinh x&c theo tirkhda nhdp vao 56 K&t Qua (@! _\>>>
][O [#ésocanss = | | [ s i
Tirn Kigrm || BACK
STT Tén Tai Liéu Mady HH MECB 5 | X STT Thudc Tinh Gid Tri
1 |Ei| Mouyén Binh Tn 21 |2 | K 1 Ma hé so: |01
2 wneme |
2 | [E) | Trdn Dinh c& : : : 27 | & K| 2 Ho vatén: |Nguyé&n Binh Tén

3 Hgay sinh :
4 Gidvi tinh :
5 Bia chi:
6 Qué quén :
7 56 CMTND
a8 Bién thoai

Chon tai liéu roi thém vao thu muc do

L' Tai Liéu Vao Thy Muc Ao Ca Nhan

Nguyé&n Binh Tan

=203

4. Ghi cha

[[3;. thi Nhan ] [@ K&k Thilec ] @

Man hinh lya chon thuw muc leu triv

hién thi thong tin thu muc 4o.
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‘<—> Cloud
B otfic

Tim Van Ban Lu'u £+ Home & W

- @ BH S5 kjhiéu Loaivinban (] ChiVB Trich y&u ndi dung Tén ngui ki Coquan, donviban hanh  Chi B2 s5KQ (@2

oin B H | [auret onn S I F I |

O WM [ chura g2n file dinh kém [] Tim khéing d&u [ Mawdi nhép méy Tim Kign
L SiT Maay BH Loai V&n Ban 58 Higu Van Ban Trich Y&u M&i Dung Ca Quan Ban Hanh YK |File | *
1 | U 13-082013 | QuyétBinh | 09/082013-CV Ki€m tra file Chinh phi Y
2 | 409092013 | Quyéo 50/2013/QB-TTg B - e
3 | | 12-08-2013 | Quyétdinh |08/2013 Kigm tra data Chinh phi ' :
4 | [ 12082013 | cuyétBinh | 21/2013/GE-UBND ba::]‘?m ; ';;?Hrgné;i‘:':':d””g ve cip gidy pnép xdy dung trén dia Cuc Thué Thanh Phé &
§ | U 12002013 | ouyétonn | 3326/0D-UBND b A Gho oo ran ph8 S o i o 2013 2076 |Cue Thué i Phé 3

Bam niit “Back” dé quay vé man hinh hién thi thir muc do
4. Tuy bién giao dién
Chtrc nay cho phép diéu chinh gan nhu toan bo mau sic giao dién cta chuong trinh, dé phu
hop véi so thich ca nhan cua ting nguoi.
Dé diéu chinh mau sic giao dién, nguoi str dung thao tac nhu sau: Vao chirc ning “Cd
nhin = Ty bién giao dién”

Thong Tin Tai Khoan

Thay d8i thang tin t3i khodn, 48 xudt thay 43i chifc
wy, dain vi cing tac, dia chi, 5 dién thoai...

N

freee 3 BEi m3t khdu 82 bio v& an todn t3i khodn va o liéu

& nhén trén chuong trinh
<N

works

m The Muc Ao Ca Nhan

cong Viéc

Quén by v&n bén, tii iéu hu i theo nhu cu rigng
durdii dang cu tnic ciy phin c3p 30

- '.
Buoc 2 r'\", Tiy Bi€n Giao Dién

Parsomal ~—

Tur chinh gizo dién CloudOffice, chinh lsi miu se

oira 58, mit, nen, mau chif, mau vien....

. CaMhan =T eanfch
e A GIZJ T Nhém Tuang Tac
T [ i

Thit I3p nhém tweng téc §& trao &8i nohiép vy nhe
gizo vigc, tho hudn, bifu quydt, gii vin ban...

Phién ban V7.0.41 cip nhat ngdy 05/10/2014 ' % Chiic Nang Uu Tién

Cach vao chirc nang “Tuy bién giao dién”

P % ®H X
i )/,~ -
g
T,

Sau khi chon “Tuy bién giao di¢n”, h¢ thong s€ hién thi man hinh di€u chinh mau giao dién
nhu hinh sau:
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) -
(S Sloud @
=S Office

— Tuy Bi&n Giao Dién £  Home % Minimize
. As 256
3 — Budc 1: Chinh mau sic cia khu
Chir thuréng cé d5u:  [Tigng Vigt = .
) Chon bé&n trai & TEtCa ) Chon bén phai
Chi¥ thudng khang dau:  [Vietnamese |
_ 9, 256 (=Y
chii HOA o6 d5u:  [TIENG WIET
miu cia khe
Chir HOA khang diu: [TENG VIET | aiia khung
PR = = = Pr e xSm mau khung
Nady thing ném: [01/0172000 | [31/7122088 | Bu'dc 2: Chét lai m3u vira chinh @€ thu'c hién tiép Buéc 3
Combobox: | |z||
", [0 nCheckBox1 O nRadioButton1 Bu'dc 3: Tiép tuc chinh mau tré&n m3u vira chét tai Bu'dc 2
A "J Muc chon nCheckBox 1 nRadicButton 1
= 5 [®] nCheckBax1 ) nRadicButton1
&
«zﬂff PGt Mh&n ég Q:E
[ Cacnutnhdn: | s Mk NhER | || MGE RhER Tk rbSn
Tiy chinh nit b&m va mau chon
S S —— :
[ 2SS M ] [ [958 (U B ] 110 i it nZn khi chen hit khi chon
W0 P T 0 [s} 255
STT D | CloudOffice ThaisonSoft o= = U ) Y
i | D |CloudOffice ThaisonSoft n2n it = U o U o - U 255
,:3 ID | CloudOffice ThaisonSoft U
AT 7| D | cloudoffice ThaisonSoft 9] o —0J 83 [J) 255
& ruc rd hinh anl e xEm m3u ot
Bidu chinh mau
MAU NEN FORM  MAU CHIF CHINH ~ MAU VIEN O NHAP MAU NEN O NHAP MAU CHIF & NHAP  NEN T.DE LUGT CHITF T.BE LUGT NEM COT TRTRT CHIF COT TR.TRT
J 1z [} 0 J ws [} o [J 0 J 2 [ o [} o [J 0
(¥ s [} 0o - J w08 [} o [J o~} 32 [} o [} o [J 0
D o [} o - I w8 [} o [J o} 32 [} o [} o [J 0
[envia 1 amitminmavar coe | [ mezwz i@, mze mink | | 2k kan |
CloudOffice - H& théng %7 ¥ van thur wa guan 1Y céng viéc theo mé hinh phan c3p. Phién ban DECMAN.VZ do ThaiSonSoft phat trigén! dr;:'

Man hinh tity bién giao dién
Nguoi dung thyc hién theo cac budc hién thi trén ctra s6 tuy bién giao dién, dé di€u chinh
mau sac giao dién chuong trinh theo s¢ thich cua minh. Ngoai ra, ban c6 thé diéu chinh mau sac
cac nat bam, mau chit, mau vién form, mau vién 6 nhap,... Sau dé chon “Ghi toan by ket qua”
dé luu thong tin thay doi.

Tuy Bi€n Giao Dién £ Home % Minimize

Buéc 1: Chinh mau sic cia khung —

Chif trurdng o6 d5u: [Tiéng Viét

O Chon bén trdi ® Tatca {3 Chon bén phai
' U ®

chif HOA o6 df:  [TENG VIET

0 ol kb
Chif HOA khdng dau: ‘TIENG VIET | mau oz fehung

P - . grE
Nasy thing nam: Budc 2: Chét lai mau vira chinh d& thy'c hién tigp Budc 3

mic xém miu kheng

Combobox: ‘ |z||
i [ nCheckBox1 () rRadioButton1 Budc 3: Tiép tuc chinh mau trén miu vira chit tai Budc 2
2 ‘) Muc chon: nCheckBox1 nRadioButton1 \\
.'“5 v [®] nCheckBox 1 O nRadioButton1 — A
® ff Thure hién theo cac
e, . = - - - A A =
MY @ 3 budce nay dé didu chinh
[ Cacnitnhdn: | «/Mit Nhan | | MOt Nhdn Mt Mhn mau sic giao dién
= = Tily chinh nit bim va mau chen
[ XNt hén I ’E’ R Mt l 110 o it rEn khi chen ohi khi chon
100 En T a o - 255
L ST CloudOffice ThaisonSoft " = U J
1 CloudOffice ThaisonSoft 2 = D ] D o v U 255
2 CloudOffice ThaisonSoft O D U U
. 1] b 83 T 255
B3 ruc 18 hinh anh 3 |70 | ID | CloudOffice ThaisonSoft

i s mde it
Biéu chinh mau

MAU NEN FORM  MAU CHO CHINH ~ MAU VIEN O NHAP MAU NEN O NHAP MAU CHU O NHAP  NEN T.DE LUGT CHUT.DELUGOT  NENCOTTRTRI Y COT TR.TRE
12 [} o —} w8 [} o [} o} 2 [} 0
1 s [J o —J 108 [} o [} o J 2 [ o [J 0
¥ o [J o —} 108 [} o [} o J 2 [ o [J 0

[iiva 1T o mirmnmava e |8 zvzezime nen | [0 iz |
CloudOffice - HE thing xir I v&n thur va quan I céng vigc theo mé hinh ph&n c8p. Phign ban DECMAN. V7 do ThaiSonSoft phét trign! d;

[i] 1]

@]
&7

()
&

Lan|

Man hinh diéu chinh mau sdc giao dién
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Sau khi ghi thong tin diéu chinh vao hé théng, mau giao dién chuong trinh s& thay ddi theo tiy
chon ctia nguoi dung, nhu hinh sau:

Chif thuéing cd dau

chif HOA o6 dau

Chir HOA khéing dau

Cac nit nhan

B ruc rd hinh anh

Bidu chinh mau
U w U
0 5 0

Chif thuréing khiing dau:

Mgay thang nam:

Combobox:

Muc chon:
| Mucchon

MAUNEN FORM  MAU CHOF CHINH  MAU VIEN O nHAP

- |T|5ng Vigt

. [néne viET

: [TENG VIET |

01/01/2000 3112/2009

-

[ nCheckBox1 (O nRadicButton1
nCheckBox 1 nRadioButton 1
[®] nCheckBox1 O nRadicButton 1
MGk Mhdn ‘ﬁ E‘:@
= .
¢ | /Mt Mhan | | MGE Mhan Tk Mhan
[Xmut Nhén ] I@Nat Mhén I
STT bis] CloudOffice ThaisonSoft
1 |77| D |cloudoffice ThaisonSoft
2 |9%| D |CloudOffice ThaisonSoft
3 |9« | ID |CloudOffice ThaisonSoft

o —} 7
o —1} 108 [}
o —} ws [}

0

0

0

MAU NEN O NHAP  MAU CHIT O NHAP

U
U
U

£t Home %

Budc 1: Chinh mau sic ciia khung

) Chon bén tréi ® Tatca O Chon bén

U
mau ol khung

Budc 2: Chét lai m3u vira chinh d€ thuc hién tigp Budc 3

==Chk Mius =

Budic 3: Tigp tuc chinh mau trén mau vira chét tai Bu'de 2

Tiry chinh nit bim va mau chon
110 chif ndt

Dw.mu'n U o [ &
2 niz =: [ o [ 0

§; o —J 83

e >Em mau not

NEN T.DE LUGT CHU T.DELUGT  mEn €T TRTRI

o [ o [} o [J 0
o +J 2 [} o [J 0
o~} 2 [} o [} 0

[ T | ?'\‘ o3 vE vid e ik | | Sk ke |

b

Mau sdc giao dién chuong trinh thay doi theo so thich ciia nguwoi diing

5. Nhom twong

tac

phéi
166

mife sm mau khung

chi khi chon

{) 255
[J) 255
[ 255

CHIF cOT TRTRE

Nguoi st dung c6 thé tao nhém twong tac dé giri tin nhan, giao viéc cho nhiéu nguoi cing mot
lac ma khong mat nhiéu thoi gian chon Iya tir danh sach nguoi ding. Dé tao nhém tuong tac,

nguoi st dung thuc hién theo cac budce sau:

- Bwdérc 1: Vao chtic nang “Cd nhdn -2 Nhom twong tic”
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Thay 351 thing tn t3i khodn, 48 st thay &8 chike
vy, dan vi odng tac, dia chi, 5§ &én thogi...

. VanBan - J
Biai mét khiu d& béo wé an todn t3i khodn va or iy

Quin by vin bin, t3i Iy hru ¥ theo nhu ciu idng
dirdi dang cSu tri By phin cZp 2o

P @ ®H

2 Phicn han V7.0.41 cip nhét ngdy 05/10/2019

Cach vao chiec nang “Nhom tuwong tac”
Sau khi chon “Nhém twong tic”, hé thong s& hién thi man hinh quan 1y nhém tuong tac nhu
hinh sau:

Quan Ly Nhém Tu'ong Tac Ngu'di Ding

Danh sach thanh vién thudc nhém:  [LANH DAO]

Ho ¥a Tén Chirc Vu Bion Vi Céng Tac T X

Lanh dao Nguyen Binh Tan Cuctrreng | Cuc Thue Thanh Pho

K& Toén NguyEn Ba Thinh | Phd Phing

Phong Hanh chinh lwu trii

Danh sach cac
thanh vién

Man hinh quan ly nhom tuong tac

- Buwdc 2: Nhip tén nhoém vao 6 “Tén nhom”, 161 bam nat “Ghi nhdn” dé ghi tén nhom vao
danh sach nhom.
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ren nham:

IKinh Doanh

Quan Ly Nhom Tu'dng Tac Ngu'di Ding

Danh sach thanh vién thudc nhém:  [LANH BAO]

Thém nhom tuwong tac moi

- Bwéc 3: Nhip phai chudt vao danh sach thanh vién bén tay phai, chon “Thém”

Quan Ly Nhém Tu'ong Tac Ngu'di Ding

STT Tén Mhom 5 X STT Ho V& Tén Chirc iy Bun Vi Céng Tac T | X
1 | 5 | Lanh dao A S | B | Mguyén Binh Cuyctrvdng | Cuc Thué Thanh Phé
2 | B kéToan &K Jo |Mguyén B4 Phé Phéng | Phong Hanh chinh heu tri

EETEN TN

Danh sach thanh vién thudc nhém:  [KINH DOANH]

STT Tén Nhém 5 | x
1| & Lénh dao & | K
2 | &y k& Toan & K
3 | &, | Kinh Doanh s | K

ST Ho V& Tén

Bidn Vi Céng Tac

Thuec hién thém thanh vién cho nhom

Sau khi chon “Thém”, hé théng s& hién thi man hinh thém thanh vién nhu hinh sau:
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- Bwdrc 4: Tich chon nhitng nguoi muon dua vao nhom, ro1 bam nut“Ghi nhdn” dé dua nhitng

Thém Thanh Vién Vao Nhém Tu'dng Tac

[P cyc Thué Thanh Phé

--[6i] Phong Hanh chinh lwu triy

--[6i] Phong Quan tri - Tai vy

-[5i] Phang T8 chirc Can b

-[gir] Phing Phap ché

-[&ir] Phing Téng hop - Nghigp vu - Dw todn
-[eir] Phing Tuyén truyén va ho tro nowivi ndp thué
-[oi] Phang Kiém tra Ngi ba

-[gi] Phang Thanh tra thué s 1

--[5ir] Phing Thanh tra thué s 2

-[5ir] Phing Thanh tra thué s 3

--[5ii] Phing Thanh tra thué sd 4

--[5ir] Phong K& khai va Ké toan thué

--{5i] Phong Kiém tra thué sd 1

--[5i] Phong Kiém tra thué sd 2

--[5i] Phong Kiém tra thué sd 3

--[5i] Phong Kiém tra thué sd &

-.[5iE] Phéng Quan i ny va Cuing ché no thué
--[5ir] Phing Thué thu nhép C4 nhén

-[6i] Phong Tin hoc

-.[5iE] Phang An chi

-.[5iE] Phéng Quan b cac khodn thu tiv 34t

[-[5iE Chicuc thué @1
--[5iE] Chi cuc thué a2
-[5iE] Chi cuc thué Q3

A 1 |

-[eii] Trung tdm Tich hop va Lwu trik div liéu Ngwoi ndp |

]

O|0oooo o oDooo oonogooioooioon; ;s

12
13
14
15
16
17

19
20
21

P e e b e e e e e e e

Hg Va Tén

Lé Ngoc
wan thi chi
Qudn tri chi
Quan tri chi
Win thw
van thw
Nguyén Hiku
Nguygn Thi
L& Thanh
Ha Tiép

Pho

Pho

Pho

Bdng Khdc
Mguyen Vin
Nguyén Thi
Tran Ngoc

Nguyen Binh

admin
admin
admin
admin
Anh
cuc
cuc
cuc
cuc

di

Hoa
My
Ham
phong
phong
phong
Phic
Séng
Swong
Tam

Tan

Chirc Vu
Mhadn Wién
Mhén Wién
Mhan Wién
Mhén Wién
Mhan Wién
Mhadn Wién
Mhan Wién
Mhan Wién
Mhén Wién
Mhan Wién
Pho Phong
Mhan Wién
Trwdng Phang
Trwréng Phéng
Pho Phong
Phi Phong
Pho Phéng
Chi cuc trevarng
Trwdng Phang
Trwdng Phang
Phid cuc trvéng

Cuc trrdng

H | hi khdn I

|© e |

Chon cac thanh vién muon dwa vao nhom

m

nguoi nay vao nhom tuong tac. Sau dé6 bam nut “Két thiic” dé quay vé man hinh trude do.

6. Chirc nang wu tién

Ban thuong xuyén sir dung chirc nang nao thi cai dat chirc nang d6 lam chirc nang wu tién, dé
khi mé phan mém 1én thi vao ngay chirc ndng dé ma khong can phai vao chon tirng chuyén muc.

bé cai dat chirc nang uu tién, nguoi st dung thuc hién theo cac budce sau:

- Bwdc 1: Vao chtic nang “Cd nhdn - Chirc ning wu tién”
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Thay 83 théng tin 131 khodn, 48 xust thay 46 chitc
\ wy, don vi ciing tic, dia chi, 55 dién thoi...

BGi mat khdu 6€ bio wé an todn t3i khodn va or g

. vanBan
£ nhén trén chung itk

MNhém Tu'gng Tac

L Al
Moo o)

Thi&t I2p nhom twong tic &2 trao &5i nghiSp vi nhy
gizo vige, thio hidn, bifu quy&, gif vin ban...

P E®E X

Chiffe Nang Uu Tién

|2 Phign ban V7.0.41 oo nhdt ngdy 05/10/2014

Cach vao “Chirc nang wu tién”
Sau khi chon “Chirc ndng wu tién”, h¢ thong s€ hién thi man hinh lga chon chirc ndng nhu
hinh sau:

Lua Chon Chirc Nang Thur'dng Xuyén Sif Dung

| »

Tén Chirc Nang Hién Cd Tén Chirc N&ng B3 Chon

- Bwoc 2: Nhap dap vao chirc naing muon cai dat hodc chon chirc nang dé6 réi bam nat c6 mii

1. Quan Tri

Cai Bét Tuy Chon

Bon Vi Trwe Thube

Chirc Vu Cdng Tac

Tao Nhém Phén Quyén

Quan by Nguéi st dung

Cac Danh Muc Chudn VB

Nhdp Vén Ban Bén

Nhdp Van Ban Bi

Phé& Duyét Vin Ban Bén

Viée Nhdn, BE Xudt

Vigc Giao, Trién Khai

Danh muc Loai vén bén

Danh muc Co quan ban hanh

Danh muec Linh vire lién guan

Danh muc Cép dd mat

Danh muc CAp 34 khdn

Quan sét hé théng

2.Ca Nhan

Théng Tin Tai Khedn

Bii mat khdu

Thw Muc Ao Ca Nhan

Tiry Bién Giao Dign

Nhém Twong Tac Ngwdi Ding

Chirc Ndng LFu Tién

3. Van Ban

Win Ban Dén

Gi¥ithéng bao

=

Man hinh lya chon chirc nang thwong xuyén sir dung

tén sang phai, dé dua churc nang d6 vao danh sach cac chirc nang dugc chon, nhu hinh sau:



@E#ice“

THAISONSOFT

Lua Chon Chife Nang Thu@ng Xuyén Sif Dung

Tén Chirc N&ng Hign C6 |- Tén Chirc N&ng B3 Chon
1. Quan Tri Nhép Vén Ban Bén
Cai B4t Tuy Chon WNhép Vén Ban Bi
Bon Vi Trie Thude Phé& Duyét Van Ban Bén
Chivc Wy Cong Tac 3 Vigc Nhan, B Xuft
Tao Nhém Phén Quyén Viéc Giao, Trién Khai
Quan iy Ngwéi =i dung Giliithing bao
Cac Danh Muc Chudn VB |

Danh muc Loai van ban

Danh muc Co quan ban hanh

Danh muc Linh vic lién guan
Danh muc Cap dd mét
Danh muc Cép @6 khdn

Quan sét hé thing

2.Ca Nhan

Théng Tin Tai Khodn
D4i mét khdu

Thir Muc Ao Ca Nhan

Tiy Bién Giao Dign

Nhom Twong Tac Ngwdi Ding
Chirc Ndng LFu Tién
3.Van Ban

Lya chon chuc nang dé cai dat churc nang wu tién

- Buwoc 3: Bam nut “Ghi nhdn ket qua” d¢ hoan tat viéc cai dat chirc nang wu tién.

Trong qua trinh sir dung, néu mudn dua chirc nang nao ra khoi danh sach uu tién thi ban kich
dap chudt vao chtrc nang d6 hodc nhap chon chic nang d6 réi bam nit c6 miii té€n sang trai, nhu
hinh sau:

Lua Chon Chirc Nang Thudng Xuyén S Dung

Tén Chirc Nang Hién C6 I Tén Chirc Nang B3 Chon
1. Quan Tri hép Vén Ban Ben
C4i Bt Tuy Chon “Nhép Vén Ban Di
Bon Vi Trec Thude Phé Duyét Van Ban Bén
Chirc Wu Cong Tac 3 Viéc Nhan, B8 Xudt
Tao Nhom Phén Quyén Viéc Giao, Trién Khai
Quan iy Ngwéi st dung Girithdng bao
Céac Danh Muc Chufn VB LA Win Ban Bén

Danh muc Loai vén ban

Danh muc Co quan kan hanh

Danh muc Linh vc lién guan
Danh muc Cép dd mét
Danh muc Cép dd khdn

Quan =4t hé thing
2.Ca Nhan
Théng Tin Tai Khoan

Bifi mat khdu

Thir Muc Ao Ca Nhin

Tiy Bién Giao Dién

Nhém Tweng Tac Ngwdi Ding
Chirc Nang Wu Tién
3.Van Ban

in Ban Dén

Duea chirc nang da chon ra khoi danh sach wu tién

229



/)
rs/o e .
LN

THAISONSOFT

VII. CAC TiINH NANG MO RONG

7. Cai dat tuy chgn
Khi str dung phan mém CloudOffice, ngudi ding c6 thé tiy chinh mot sé tinh ning vé hién thi,
hiéu tg hodc céc tily chon chirc ning trong phan mém dé phii hop hon véi timg ngudi str dung.

Dé cai dat tiiy chon ca nhan, ngudi dung vao chiic ning “Qudn tri = Cai ddt tity chon”

Cai Bat Tuy Chon

C3il diit cac théng s& d8u khién phign Bm vigc ola ci
nhén hodc todn bd hé thing

Ban Vi Tru'c Thudc

-
'*"..ﬁ._,l"” iid | Danh Muc Chitc Danh

Quan Tri
Vao cai dat tuy chon ca nhdn

Sau khi chon “Cai dit tiry chon”, hé thong s& hién thi man hinh Cai dat tiy chon c4 nhan nhu
hinh duéi:

[ CAi B3t Tuy Chon C5 Nhan =T
1. Tuy chon hign thi 3. Tuy chon chiiic nang
01. Hién thi lich digu khign tai muc xem van ban LK 01. Luén chon muc khéng cho ngudi ngodi don vi tim™ @
02. Hign thi hurdng dan truc i&p - 02, Thing bdo thanh vién |&n mang (khéng thudng trd) '~

03. Hién thi mau chon déi vdi dong hang hién tai = 03. Théng bio thanh vién I&n mang (thudng tri) =

04, Hién thi mau chon d6i wdi cac & nhap lié = =
AN LELHL N NS LI 8L 05. M& bang canh bao héi trurdc khi xoa dif ligu
05. Hién thi thém gid v&n ban dén, di = . .
06, Chuyén sang ché 48 thudng trd khi b&m nit tat
08, Hién thi cic & Tén vist t3t khi Cap nhat v3n ban =
07, Théng bao khi ¢ phién ban nang cap mdi

08. 55 ban ghi t3i da tr & khi tim kiém:

09, Thu muc tam: |C:\COTEMPT\ |

07. Hién thi @&y du chi tiét théng tin van ban -

08. Hién thi thém cc vin ban chura w1y e

08. Hién thi khay chira file va théng tin chi i€t van ban | -
10. ¥od thur muc tam sau khi t3t chirang trinh -

3. Trinh bay, higu ting 11. B5t ting kéu BIP BIP khi b théng tin mdi ®
01, Bao mau nén déng hang chin 18, d8 1&ch mau = @ = 12. B&t budc phai nhap 58 ky higu v&n ban & =
02, Mau ngn hudng din bign ddi theo giao dién o 13. Cira s8 cp nhét van ban kich thudc 18n -
03. 5Ur dung higéu (g xoay tran khi déng nhap CE

4. S3p x&p thitu
04, Sir dung tén nat HOME thay cho CLOSE ALL - TEL I e T e e e =

05. 5(r dung hi€u (g trong sudt khi ddng md cra s& - 02. 55p x&p céing vic tir méi i i )

[; hi Mhan K& Cud ]

Cai dat tuy chon ca nhdn
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% Giai thich mét so tiéu chi cai dit tuy chon

- Néu bat tinh nang “Hién thi lich diéu khién tai muc xem van ban”, thi lic vao xem vin ban
deén, van ban di, hé¢ thong s€ hién thi chuc nang bang lich d¢ hién thi danh sach van ban trong

ngdy, trong thang, trong nam, ... Chi tiét tinh nang lich nay, s& duoc trinh bay & phan sau.

Cai B3t Tuy Chon Ca Nhin

1. Tuy chon hién thi

01, Hién thi lich digu khién tai muc xem vin b

3. Tuy chon chivc nédng

an \ 01. Ludn chon muc khong cho nowdi ngoai don vi tim™

02. Hién thi hudng dan truc tiép

03. Hién thi mau chon di vdi dong hang hién tai

04, Hién thi mau chon d&i vdi cic & nhap liéu
05. Hién thi thém gi¥ van ban dén, di

0. Hién thi cac & Tén vigt tat khi Cap nhat v
07. Hién thi g8y 4 chi ti€t thdng tin van ban

08. Hién thi thém cac van ban chua xr Iy

08, Hign thi khay chira file va thng tin chi ti€t van ban

02. Thang bao thanh vién Ién mang (khdng thudng tra)
03. Thang bdo thanh vién lén mang (thudng i)

05, M& bang canh bao hai trudc khi xod dir liéu

06, Chuyén sang ché do thudng trd khi bam nat 5t

&n ban
07. Thing bao khi cd phién ban nang cp mdi

08. 56 ban ohi t6i da tré v& khi tim kiém:

09. Thur muc tam: [C\COTEMPTY |

10, ¥od thur muc tam sau khi tit churang trinh

Cai dat tuy chon hién thi lich diéu khién tai muc xem van ban

- Néu bat tinh ning “Hién thi hwéng dan truc tiép”, thi chuong trinh s& hién thi huéng din co
ban khi ngudi dung di chudt vao bat cir thanh phan nao trén giao dién phan mém. Huéng dan dugc
thé hién ¢ khung mau da cam, nén vang. Luu y: Dé tat nhanh tinh nang nay, nguoi dung sw dung

phim tit “F6”.

(&} Pham Hoang Hiép (Phi

ién Ban Ding Tha' Bén 19-05-2014)
Hoc vien Thanh Thigu Mien >3 Phang T8 chirc Hanh chinh

Huwéng dén sé dwoc hién
thi khi nguwdi ding di chudt

| @ Cai Bat Tuy Chon
= -

dén cac thanh phén trén
giao dién.

cac 50 W
in hosc todn b3 hé théng
Chifc nang nay gdm 2 phan. M&t phan danh cho quan tri (d€ cai dat cac
tuy chon cdé anh hutdng tdi toan bd hé théng) va mat phan danh cho
ngudi ding (dé cai dat cac tuy chon ca nhan). Cac quan tri cap dudi

durgc phép cai dét cho dan vi minh cdc tuy chon khéing virgt qua tily chon Bon ViTrire Thuge

ma quan tri cap cao hdn da thiét lap. -
Fe: i J

Di chuot lén

- Néu bat tinh ning “Cira s6 cdp nhit vin bin kich thwde I6n” thi luc ngudi ding vao chirc
nang cap nhat van ban, chuong trinh s€ hién thi ctra s6 nhap van ban c6 kich thudc chir 16n.

8

cdc thanh phan sé cé hudéng dan sir dung

Ve clia i
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Cai Bat Tuy Chon Ca Nhdn

1. Tuj chon hién thi 5. Tuy chon chire nang |
— |
01, Hign thi ich Gy khign tai muc xem vin ban .—) D1, Ludn chon muc khéng cho ngui ngodi Gon vi tm” 0
02, Hign thi huding din truc 8p —® | 2. Thng béo thank vién 1&n mang (khéng thidng ) 0
e —® | gz Thing b thanh vién Ién meng (thuting 1) (—®
& thi i i — /) — &

04 Mt ks chon S Mt chc § st B ~ 05. Mébéing canh bdo héi trurdic khi xod dif iéu (—®
05. Hién thi thém o van ban &&n, & O, . -

06. ChuyEn sang ché dd thudng tnd khi bam nit t3t -
06, Hign thi cic & TEn vit t3t khi C3p nhat vin ban —8) J—

07. Thing béo khi c phién ban nang cp mdi "
07. Hign thi d&y du chi i€t thdng tin van ban .—)

08. 56 ban ghi t6i da tra vE khi tim kiém:
08. Hign thi thém cic van ban dhwra x (=)

" 08, Thirmuyc tem: [CACOTEMPTY |

08, Hign thi khay chira file va théng tin chi t8tvanban (— o)

10. Xo& thir muc tam sau khi tit churang trinh (@
2. Trinh by, hiéu fng 11. B3t tisng kéu BiP BIP k¥ c6 théng tin mai —®
01. Dio mbu nén ddng hing chiin 1§, 8 lechmau = [15] (= 8) 15 B2 huse phai nhap S5 ki hidu van ban & (—®)
02. Mau nn hurdng dén bign i theo giao dién o) 13. Cira 58 nhap vin ban va of chilf hign thj LON (—®
03, 5 dung higu Umg xoay trdn khi dang nhap (=] 4. 5dp xép thir by
04, S dung tén nit HOME thay cho TRANG CHU . 01. 55p x&p lich siF gidl quySt cing viec trmdi kil (— )
05, Sir dung higu Umg trong sudt khi 3ng md clra 5 T 02. S4p xEp céing visc tir mél i cil (@~

[0 sivinkeros @]

Cai dat tuy chon cira s6 nhdp van ban va co chir hién thi lon

Véi tiy chon nay, kich thudc man hinh nhap vin ban dén va van ban di s& 16n hon binh thudng.

Cap Nhat Van Ban BEn
PHAN THONG TIN VAN BAN
58, ki higu van ban: | ] Clip MhE Vi Ban B
ULl :”_ [ I'ﬂ e : PHAN THONG TIN VAN BAN PHAN VAN BAN DEN
Ca quan Ib::‘ha-h: . | [_] = [—] S8, lef higu Cip 4§ bao mat
Noudkj: | e | | | | =] [] kniing cho bén ngasi tim
: Jo: [
- . Mgy phdt hanh  HiEu i Kt thic Linh vasc ién quan
ich yEu: - -
| | W e | v al |
€5p 8 bio mit: [ 7] O wnéing cho nou ngos sen i tm Loai vén ban $6 ramg Mody vanban ddn: S5 vho 6 thep doi
Uik g, chi 2 b quan: | & | I | [siozonsiss | i ]
PHEN VAN BAN DEN g quan ban hinh ot giii dén:
Mgay vn bin dsn: [1S/09/2014 1517 SSusesStheodd: [1 || | D| ' |
Mo g d5: | |Nwﬁ| ky - ’I:htrc w | CHp @5 khiin: . Vi hiu; |
Chp & khin: [+] v | ] L : |
Chuyén LB phé dusét: | = Trich y&u Nouti duric churydin i j:

| g
[E ST E f—

[0t | [t e | [ ot

03:17:03 [Lé Ghi hén ] [b&el‘réng ] [@ ket Thise ]

BA COBIET? 03115122 ERLL ‘ Ib Ly ‘ |2 L ‘

- BE file win bén nhe uadédocﬂ'inén quét (scan) dudi dinh dang fle *.bf
- Phisn miém scan nhigu trang thanh 1 file don gian nhat mé ki higu qua I Microsoft Document Scanning
- PhEn mém doc vin bandang *.tf t5t nhat 13 Mirosoft Document Imaging (Mam trang Miosoft Office Toals)

Cita 56 nhdp van ban dén kich thiée binh thiong Cita 56 nhdp van ban dén véi kich thuée I6n hon
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8. Cac phim tit trong phin mém CloudOffice

Trong CloudOffice c6 hd tro thém chirc ning phim tit dé ngudi dung thao tac nhanh mot sb
tinh ndng co ban cua chuong trinh.
e Phim “F1”: Bidm phim nay dé vao nhanh tinh ning givi _)5 kién gop y

Trong qua trinh str dung phan mém, néu co bat cr thic mic, nhan xét danh gia, hay cac gop ¥
cal tién phan mém, thi nguoi dung co6 thé giri nhirng 2 kién d6 toi cong ty Thai Son dé chung 61
tiép nhan xt 1y, tu vin qua dién thoai hodc huéng din truc tiép trén man hinh qua phin mém
Teamviewer.

Phan Loai Y Kin
O whanXét, PanhGia (D O ThicMicCannsi <= O GépY CaiTien & O Phan Anh L&i

Yéu Cau Tra Lai

hi email d& ThaiSonSoft o6
i wén website w3l

Ngi Dung Y Kign

www.cloudoffice.com.vn

7 i ¥ Kign (@ Kt Thic Hotline: 19001286

Man hinh giri ¥ kién déng gép t6i cong ty Thdi Son

e Phim “F2”: Bim phim nay dé loc di ligu hién thi trén lugi

Khi can tim hodc loc thong tin trén ludi, hay bam chudt vao cot can loc thong tin, nhan “F2”
dé khoi dong cira s6 loc dir lidu.

Vi dy: Trén danh sach vin ban dén, néu nguoi dung mudn loc thong tin theo $6 hiéu van ban,
trich yéu néi dung, ... thi hdy bam chudt vao mot dong bat ky trén cot d6, nhan “F2” dé bat cira so
loc dir liéu, rut gon danh sach van ban. Sau dé nhan “F2” 1an nita hodc phim “Esc” dé thoat khoi
ctra 0 loc dit liéu.
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Xem Van Ban Bén

Ngay Dén S§DEn | XL | S5HiGuVEn Ban MNgay BH Trich Y&u N&i Dung NguBn G DEn PL | YK |Duyét| G |File
: vv thuc hign k& khai minh bach tai san, thu = - 3

1 |0 | 12022014 16:37 20 2102 /TWBTN - BTC | 24-01-2014 nhép ddi véi CB. CC cd quan TWE Trung udng Boan TNCS Ha Chi .. =
vv bo cdo vige thuc hign chuy@n déi vitri

2 | 0| 13-02-2014 08:32 21 2133/ TWBTN-BTC 13-02-2014 |céng tac ddi vdi can bd theo Quy dinh s8 03 | Trung udng Boan TNCS Ha Chi ... | CTCB 2 N
QD/TWE ngay 03022009
v gop ¥ vao du thdo Té trinh v& duthdo Nghl

3 w 13-02-2014 08:40 23 2134-CV/TWDTN 13-02-2014 | dinh cda Chinh phi v& chinh sach tinh gidm | Trung udng Boan TNCS Ha Chi .. '—-'a
bién ché

Cira sd loc dif iéu theo "Sé
hiéu vén ban"

Loc dit liéu theo “So hiéu van ban”

o Phim “F3”: Bim phim nay  trd lgi két qua trwéc khi loc

Sau khi sir dung phim “F2” dé loc thong tin, hiy st dung phim “F3” dé tra lai két qua trudc
khi loc dir li€u.
e Phim “F6”: Bim phim nay dé mé hodc tit civa s6 hwéng déan truc tiép

Nhu di trinh bay & muc cac tinh ning tiy chon ca nhan. Chtrc niang huéng dan nay s& duoc
hién thi khi nguoi dung di chudt vao cac thanh phén trén giao dién chuwong trinh. Bé mé hoic tat
tinh nang nay, hay nhin phim “F6”. Khi cira so6 huéng dan nay tat di, thi nhitng hudéng dan do s&
duoc hién thi & khung dudi cung cta giao dién phan mém.

Personal | |

 caWhan L . Tiénich

y Hwéng dan s dung s& hién
\ thi & khung nay, khi ngu i
_ | dungtat cira s6 hrdng dan

trrc tiep bang phim "F&"

Capli\alvawanlydalh muc chusn cho VEn Bin
nhwr Logi Wan Bén, Co quan ban hinh,.,

b @@ H
1@

1
I
i|¥
g

o

Chirc nang nay gom 2 phan. Mat phan danh cho quan tri (de cai dat cac tuy chon cd &nh hurdng tdi toan bg hé ﬁ'mng) va mot phan danh cho ngurdi ding (4€ cai d&t cac tuy chon ca nhan). Cac quan tri mrﬁ
Lrdi dugc phép cai d&t cho don vi minh cac tuy chon khing vurgt qua iy chon ma quan tri cap cao hon da thi€t 13p.

Hueéng dan sé dwoc hién thi ¢ khung dwdi ciing ciia phan mém

e Phim “F7”: Bim vio phim nay dé mé tinh néng trao déi trwe tiép
Khi nguoi ding mubn trao d6i y kién voi cac thanh vién khac trong don vi thi hiy nhan phim
“F7” dé mo nhanh tinh nang trao doéi y kién tryc ti€p.
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ng ==
— foet
b Quan Tri H& Thing =

= NHOM 1(3)
Hoang Thi V&n Anh

Nguyén Tusn Anh
Pham Thay Anh
= NHOM 2 (20)

MNhén "F7", hién thi
nhanh tinh néng trao
doi trurctiép
BUi VEn Tuyén

£ Chign Bam

Ha Thi Kim Mai

L& V&n Vién

Nguyén Kim Hurdng
Nguyén Minh Chinh
Mguyén Thanh Tra
Mguyén Thi Kim
Mguyén Thi Bich Thiy
Mguyén Thi My L&
Mguyén Tin Ngén

o rvn Vin luc

Nhén “F7” @é hién thi chire nang “Trao doi truec tiép”

e Phim “F9”: Bim vao phim nay dé chuyén chwong trinh vé ché dp thwong tri 6 taskbar

Khi chuyén chwong trinh vé ché d6 thuong tra, thi trén man hinh s& khong hién thi nita
nhung ngudi dung van nhan dugc cac théng bio vé vin ban chua xem, tin nhin, hay cong
viéc dugc giao xudng.

Chwong trinh chay &
ché dg thwdrng tri durdi
taskbar

£COSUDUNGA... | EN « % % [ .l { 1100 AM

Churong trinh chay ¢ ché d¢ thuong trii
e Phim “F11”: Bim vao ddy dé in dit ligu dwéi dang bdo cdo

Moi dit liéu trén ludi déu co6 in ra bao cdo, khi muon in nhanh bao cdo ban c¢é thé nhan phim
“F11”. Vi du: Trén danh sach van ban dén, néu ban mudn in ra bao cdo thi hay nhan “F11” dé
hién thi man hinh cai dat in an nhu sau:
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N — L . Xem Van Ban Bén Close A

Ngdy BEn | S5BEn XL | 55 Hiu VanBan Ngay BH Trich Y&u Ngi Dung Nguidn Gt BEn PL
vv gép ¥ du théo Qui dinh v& tiéu chudn, quy tinh N .
1 I | 14022014 24 () | 356/BTC 13-02-2014 tuyZn dung, tiép nhan can b, CC, VC, NLD Trung udng Bloan TNCS Ha Chi ... HFP
wv hidng dén st dung tai lidu bdi duding ngach JU—
2 | 0| 23012014 25 g‘,g 137/BNV-DT 13-01-2013 chuyén vién chinh B& Nai vu BD
= fing d&n thi hanh mét s& - 5
3|0 Tuy Chon Trang In Chinh phd BD
4|0 Cho Tiéu d& trang in g ke tuyén sih BH. CB b i duc va Baotao TS
] 57T Danh Sach Van Ban Bén
U % Naay Dé Zieagiciatios Trung tdm TTN Trung udng
[¥] Maay Bén
[v] 55 Bén
7] XL
[¥] S8 Higu Van Ban Chiin cac dong sau
L e N ung [15 Cai dat rang in theo céc
[7] Nauén Gai Dén [ Intigu d& thanh chif IN HOA tly chon _ﬂhu'hlrﬂ r:(h_i_l Qlja_
7] PL . _ ngang, tly chinh tiéu dé
@] YK [®] Xudng déng méi cap t&n ddn vi tl"ElﬂQ in
[¥] Duyét [ In khé gify ngang
% gll: [®] Gi&n trang in d&u theo khd gidy
’ (=) ¥emTrangIn ] ’ @ Biong Clra S8

Tir bat ky Iudi dif liéu ndo ban cling cd thé thuc hién durge cac chire ndng sau:
F2: md& cifa s8 loc théng tin F11: in dif iu dudi dang béo cdo  F12: xudt dif liéu ra Excel

Tiy chinh trang in sau khi nhdan “F11”

Sau khi tiry chinh ché d6 in xong, ban nhin “Xem Trang In”, s& thiy dugc trang in nhu sau

Hoc vien Thanh Thieu Nien
Phbng T8 chiic Hanh chinh

DANH SACH VAN BAN DEN

MNgay B8n | SdBén | =L |54 HiguYan Ban Mgay BH  |TrichY&u M&i Dung MNguiin GUi £1&n PL K. | Dupet | Gii | File
9. o wy gop i dU thao Qui dinh v tiéu chudn, quy tink Trung Udng Bloan THCS HE Chi

1|0 | 14022004 | 24 | O |356/BTC 1302201 | g, e nhn edn b6, L. 4T NLD Minh P 2 *
2 || zaoems | 25 | [137/8MvBT 13012073 [ hu8ng din <1l dung tailigu b&i ding rgach B i vu BD 101 e

- chuyén vién chinh -

- wy Quy dink chi tit va hodng din thi hanh mét 55 5 5
3|0 | nozama | 2z |2 |oes200ame0P 2rmans (g N Chirh phit BD Y
4 | 0| 17022014 | 27 | |577/BGDBTGDOH 12022014 ;; zi?nmhﬁaytgﬁoﬁ tin " Bang kit hupn sich BH.CB s s e vabao tao 5 1 Y
5 | 0| 12022014 | 28 05-CVATTNTW 11-02-2014 ;Sﬁf%gﬁg {0 chile LS phat dong cube WS 7y 0g tam TTH Trung déng X

Trang in sau khi nhan “Xem trang in”
- Phim “F12”: Bam vao phim nay dé xuat dir liéu ra Excel
Ngoai viéc in ra bao cdo, chuong trinh con hd tro trich xuat dir liéu ra file Excel, bang cahcs

nhan phim “F12”. Vi du:Trén danh sach van ban dén, néu ban mudn xuit dir liéu ra fiel excel thi
hay nhan phim “F12”. Sau do, bam chon “Déong y” dé xuat ra excel.

CloudOffice s& k&t xudt bang hign tai ra Excel. Ban o dong ¥ khing?
- Chon [E@ng Y] d& ket xudt Excel
- Chon [Hiy Ba] d€ théi khdng ket xut

[K Hily Bid ]

Nhan “Dong y” dé xuat ra excel

Sau khi chon “Ddng y”, hé thong sé& truy xuét ra file Excel nhu hinh sau:
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b JF rormat Fainter = = = L Formatting = as Table = Styles = - -
Clipboard iFi Font LF] Alignment iFi Number iFi Styles Cells
AL . # | Ngay Dén
A B C D E F G H | J
IlNga‘:! Dén_ S6 Pén_$6 Hiéu Van Ban Ngay BH _ Trich Yéu Néi Dung Nquén Giri Dén PL YK Duyét Giri
14-02-2014 24 356/BTC 13-02-2014 w gdp ¥ du thao Qui dinh vé tiéu chuan, quy trir Trung weng Boan TNCS HO Chi THP 2
23-01-2014 25 137/BNV-BT 13-01-2013 w hwéng dan st dung tai liéu bi dwng ngach B Nai v BD 1 1
11/2/2014 26 08/2014/ND-CP 27-01-2014 w Quy dinh chi tiét va hwéng dén thi hanh mét : Chinh phi BD
17-02-2014 27 5T7/BGDBT-GDBH 12/2/2014 w xac nhan théng tin * Dang ky tuyén sinh BH, B Gido duc va Dao tao T8 1
13-02-2014 28 05-CVITTNTW 11/2/2014 w phdi hop td chivc LE phat dang cudc thi Cudc Trung tAm TTN Trung weng

Ket qua xuat ra excel cua man hinh “Xem van ban dén”
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GIAI THICH MAN HINH

1. Bang lich
Bang lich dugc stir dung trong cdc man hinh xem van ban di va dén, hodc man hinh phan loai
phé duyét van ban. Bang lich gitp ngudi ding tim kiém nhanh vin ban theo ngay, tuan, théng
hoic theo cac tiéu chi ngay van ban di/dén, ngay hiéu luc vin ban ...
Tai liéu nay s& huéng dan sir dung bang lich trong man hinh “Danh sdch vin bin dén”, cic
man hinh khac tuong tu.

Xem Van Ban Bén

Khi di chudt vao cac thanh phan cuia bang lich, s& c6 nhitng hudéng dan truc tiép nhu sau

19
25 26 27

14
21
28

Bang hién thi theo nogay vao may

Bdng lich diing dé tim kiém vén ban dén

Di chudt vao tirng
biéu twong dé biét
churc nang

TPy TE ®ooOowom X
< Thang 02 nam 2014 =
T2 T3 T4 T5 T6 T7 CHN

1 2
3 4 5 6 7 8
10 11 12 13 14 15 16
17 E 19 20 21 22 23
249 25 26 27 28

Hién thi theo NGAY VAN BAN BEN.

Ré chudt vdo tirng thanh phan dé biét y nghia

NgdyBEn S§DEn XL S&Hiéu VEn Ban Ny BH Trich Y&u Ngi Dung ]
wv gdp ¥ du thao Gui dinh v& tigu chudn, quy trinh
1 i5E 14022014 | 24 | () 356/BTC 13-02:2014 |7 2" b nhan odm bs, CC. VC. NLD Trung uid
1 Al B A SR A o
5 w 59019014 55 E_ IB?!BI& B ¥ E ,l- H u@ D OwlmM KI| ligu bdi dudng ngach Ba Nai i
< Thang 02 nam 2014 0
3 E 11022014 2621|0820 T2 T3 T4 T5 T6 T7 CN [orodentihanhmitss e o
4 4 1722014 | 27 | Q|57 1 o [ErelvtwEnsnhBH.CED g, g,
5 (9% 13022014 | 28 oscw| 3| 4| 5| 6 7 8 hitdongougcthiCuge | sy
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- @ Khi bam vio, bang lich s& chuyén vé ngay hién tai.

- Khi bAm vao, hé thong s& tim kiém vin ban dén theo “Ngay véin bdn dén”.

- ¥ Khi bim vao, hé théng s& tim kiém vin ban dén theo “Ngay cdp nhdr”’, 13 ngay nhap
mAy van ban vao hé thong CloudOffice.

- Khi bam vao, hé thong s& tim kiém vin ban dén theo “Ngay phdt hanh”.

- - Khi bAm vao, hé thong s& tim kiém vin ban dén theo “Ngay hiéu liwc”.

- = Khi bAm vao, hé thong s& tim kiém vin ban dén theo “Ngay hét hiéu luc”.

_12° S6 mau d6 ¢ goc phai trén mdi ngay biéu dién sd lwong vin ban cé trong ngay do. Nhu
hinh trén, ngay 18/02/2014 c¢6 5 vin ban dén. Nhiing ngay khac khong c6 s6 d6 nay tirc
1a khong ¢ vin ban nao dén vao ngay hom dé. Sau khi bam vao, danh sach vin ban dén
ngay hom d6 s& hién thi.

-®p Hién thi van ban trén luéi theo timg ngay

- Ow  Hién thi van ban trén ludi theo tung tudn. BAm vao mot ngay ¢ van ban trong tuan, sé
hién thi tat ca vin ban dén trong tuan do.

- Om  Hién thi vin ban trén ludi theo timg thang. Bam vao mot ngdy ¢ vin ban trong thang,
s& hién thi tat ca van ban dén trong thang do.

- << Lui bang lich vé trude d6 mot thang

- = Tién bang lich vé sau d6 mot thang

Thang 02 ndm 2014 Bim vao dong chit dé chon nhanh mot thang ctia nim nao d6 trong quéa

khtr hodc tuong lai.

®p OwOm X
Thang 02 nam 2014 =
= Mam 2011 k
= MNam2012 »
= Mam 2013 »
4 |+ Nam 2014 Thang 01
11 | = Nam 2015 Théng 02
llEI5 = Mam 2016 Thing 03
25 | = MNam 2017 Thang 04
Thang 05

. Elangi hign ﬂ"u theo r';géyr uéé: mg Thang 06
Thang 07
Thang 08
Thang 09

Thang 10
Thang 11
Thang 12

Chon nhanh mgt thang trong qua khir hodc twong lai
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