t TAP POAN BUU CHINH VIEN THONG VIET NAM
*kkkkkhkhkhkhkkkkkik
VNPT

TAI LIEU HUONG DAN SU DUNG
Hé thong quan Iy Nhiém vu

Version 1.0



Tai liéu hudng dan hé théng “Quan ly Nhiém vy”

MUC LUC

(A o To o U OO 3
1 N [0 g1 1< o R USSR 3
2.1 Phan h& QUAN 1Y CONQ VIEC.......ciieieiiecie ettt 3

2 St R €1 1= 0 VA < o 3
2.1.2  CONG VIEC CAN XU 1Y 1.ttt en ettt 5
2.1.3  CONQG VIEC QA IA0 ..vveveerieieite ettt 8
2.1.4  B&O0 CA0 tONG NOP CANNAN........vieceeeeeeeeeee ettt 14
2.1.5  BA&O CA0 CNi tiEt CANNAN ..ot 15
2.1.6  B&0 CA0 tONG NOP Q0N Vi.errvrveieceeieeeeeecie s sesieseee et 15
2.1.7  BAO0 CAO Chi tIEt AOM Vet e e, 16

2.2 Phan h& QUAN 1Y NNIEM VU ....cueiieiicccece e 17
A R 1 1= Yo N o 41157 1RV R 17
222 NRIBM VU CAN XU 1Y vttt 18
P T |01 1S3 (YU 3 T o ST 23



Tai liéu hudng dan hé théng “Quan ly Nhiém vy”

1 Téng quan

Hé théng Quan ly nhiém vu gém 2 phan hé: Quan Iy céng viéc — danh cho giao nhiém
vu noi bo trong don vi (trong cung 1 schema don vi) va Quan ly nhiém vu - danh cho
viéc giao nhiém vu ngoai don vi (khac schema gitra 2 don vi- thong thuong gita
UBND tinh giao cho cac s ban nganh va cac UBND thanh phé, thi x&, cac huyén)

2 Nghiép vu

2.1 Phan hé Quan ly cong viéc

Phan hé bao gom cac menu nhu trong hinh:
B4 Quan Iy cong viéc(40) =
Giao viéc

. Cng viéc can xir Iy (21)

- Cing viéc da giao (19)

. Bdo céo tdng hop ca nhan

. Bdo cao chi tiét ca nhan

. Bdo cdo tong hop don vi

. Bdo cao chi tiét don vi

2.1.1 Giao viéc

Chure ning nay cho phép ngudi ding tao cong viéc bat ky. Hé théng cho phép phan
cdng cdng viéc theo phan cép co ciu to chuec.

Néu nguoi dung 13 1anh dao don vi s& giao viéc dugc cho toan bo phong ban, ca
nhan trong don vi.

Néu nguoi dung 1 1anh dao phong sé& giao viéc dugc cho toan bd ca nhan trong
phong.

Dé thyc hién giao viéc, ngudi ding chon menu [Giao viéc] trén menu chinh, khi d6
hé thdng hién thi man hinh nhu sau:
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A Quanljcéngvidc ' Giaovidc
THONG TIN CONG VIEC

L&nh dao giao viéc

Ha Thdi Bao ~
Tén cdng viéc (*)
NGi dung céng wigc: (%)
BI &X
File dinh kém: @ Taitep fin
Wic 49 cong vide: Thudng )

8 Nhéc viéc dinh ki

PHAN CONG THWC HIEN:

Ban Chép hanh Dang b Céng ty VNPTIT

I -
Phéng ban mﬂ

O O

O O

O O

Trung tdm Gidi phap Chinh phi dién i <
Phéng Téng hop - TIGPCPBT - VNPTIT ~ ]

Trén Digu Chi |

Ng-uygn Thi Phuong O

Binh Van Kién O

Luwong Thi Tink O

Trén B Tudn O
Phéng Quan Iy San pham - TIGPCPBT - VNPTIT <« 0O O
Phéng Quan Iy Chat Iwgng - TTGPCPBT - VNPTIT < O O
Phong Gidi phap Phdn mém sé 1 - TTGPCPOT - VNPTIT < Od O
Phéng Gidi phap Phdn mém s6 2 - TTGPCPDT - VNPTIT « 0O O
Phéng Gii phap Phan mém sé 3 - TIGPCPDT - VNPTIT < Od O
Phéng Gidi phap Phdn mém s6 4 - TTGPCPDT - VNPTIT « O O

Man hinh giao viéc gém c6 2 phan:

- Thong tin cong viéc
- Phéan cbng thuc hién

Ooooooao

Oo0oooao

Ngay hét han: (%)

Oo0o0oooao

01/02/2019

(Click véo tén dan vi dé hién thi cc cd nhan - Click vao déu cong (+) dé hién thi céc phong ban truc thudc)

Nguoi dung nhap céc théng tin cia cong viéc, cac thong tin ¢ dau * [ nhitng trudng

thdng tin bit budc nhap.

Sau khi nhap xong théng tin cdng viéc, nguoi dung chon don vi/ ca nhéan thuc hién

cong Vviéc:

- Xt ly chinh: Chon mét hodc nhiéu don vi hodc c& nhan xir ly chinh bang cach
click vao checkbox trén danh sach. C6 thé chon tat ca con ngudi thudc don vi

bang cach click vao checkbox Phong ban ¢ cot Cé nhan.

- Phéi hop: Chon mét hodc nhiéu don vi hodc ca nhan phdi hop bang cach click
vao checkbox trén danh sach. C6 thé chon tat ca con nguoi thuge don vi bang

cach click vao checkbox Phong ban ¢ ¢t Ca nhan.
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- Theo d&i: Chon mét hoic nhiéu don vi hodc ca nhan theo ddi bang cach click vao
checkbox trén danh sach. C6 thé chon tat ca con ngudi thuéc don vi bang cach
click vao checkbox Phong ban ¢ cot Ca nhan.

Sau khi phan cdng xong cong viéc, can bo click

+ Tao cing viéc

dé hoan thanh viéc

tao viéc. Cong viéc sau khi duoc giao xong thi s& hién thi ¢ trong danh sach [Cong viéc

da giao].

2.1.2 Cbéng viéc can xir |

.

y

Cong viéc can xi 1y 1a toan bo cong viéc duoc giao cho ca nhan hoic don vi ma cé
nhan duoc quyén xir Iy ¢éng viéc cua don vi do.

Pé vao man hinh Céng viéc can xu Iy, nguoi ding chon menu [Cong viéc can Xir
ly], khi d6 hé thong hién thi man hinh nhu sau:

# QuanIjcéngviéc | Congvigc cin xir If

Tén cing viéc
Lanh dao giao viéc: Lua chon—

Ngay bit diu

Loai cfng vidc Tatca

Trang thai cong viéc: Chura hoan thanh

N etk —Lura chon—

= Ngay héthan

Lénh daogm Ngéay bét ddu | Ngay hét han Tinh Lanh d:-m danh TI\ao
Cha tri Tén cbng viéc Vai trd xip y= | trang=

Nguyén Thi Hdng Hanh

Nguy&n Binh 16/11i2018 25M11/2018
Danh

w Hguyén Binh 211212018 28M12/2018
Danh

1 Hguyén Binh 16/11/12018 322018
Danh

1 Ngd Hing Tin 27M2i2018 10/01/2019

o Hgd Hing Tin 28M12i2018 11i01/2019

o Ngd Hung Tin 27M2i12018 12/01/2019

ww Té Manh Curdng 04/01/2019 1440112019

1 Ngé Hing Tin 04/01/2019 16i01/2019

ww Ngd Hiing Tin 08i01/2019 18/01/2019

i Van thw Tap 16/01/12019 23/01/2019
doan

77 Thubng # Khan/Héa toc
Bang xin I&nh dao gia han thivi gian x I
< Béatao congviéccon

Tham khéo § kién ctia Ban T&i chinh Chién Theao dbi
Iwge 3 xay dung ké hoach doanh thu nm

2019 phd hop véi dinh hugng Chién lvee

VMPT4.0. Mghién ciiu, trign khai cic gidi phdp

tang doanh thu tir M&A, mua doanh nghiép

startup...
Khic Van Bién, Ci Thanh Phwong, EOFFICE 1035177 tSo 1647/QD-VNPT-CN Phdi hop
Nguyén Thi Hfmg Hanh, Lé Xuan ngay 2111212018) Ké hoach phat trién mang
Quyét, Nguyén Hiru Nam, D6 Hoang v tuyén di dong bo sung giai doan
Lam, Lé Quang Hoa, Nguyén Thi 2018-2019

Hgoc Oanh

Cu Thanh Phwong

Ban Ké hoach

Ban Ké hoach

Ban Ké hoach

Ban Ké hoach

Ban Phap ché

Ban Phap ché

Ban Ké hoach

- Dt

-Phutw

-Diutr

- Bdu

- Thanh tra

- Thanh tra

-Péutw

Binh hwréng VNPT -Media trién khai sir dung Theo doi
hiéu qua vén diéu 1& dwgec cap.

EOFFICE 1058333 (S0 12 ngay 2512/2018) XI¥ I chinh
Xin chi @ao trich 1ap dw phong ndm 2018

EOFFICE 563400 (56 13/VTC ngay XU I chinh
21/1212018) V& viéc dé xuat Tap doan truc

tiép quan Iy von ddu twr tai Céng ty cb phan

Vién théng VTC

EOFFICE 1058191 (56 0 56 ngay 19/12/2018) XI¥ I chinh
Két qua xi¥ Iy ton tai ciia CTy thea kién nghi
clia Kidm todn cho nam tai chinh 2017

EOFFICE 1059583 (S6 2349/TTr-KHET ngdy)  X(Ij chinh
V& viéc tam giae ké hoach von diu tw nam
2019 cho cac don vithanh vién

EOFFICE 20097 (S0 1985/TTr-KHDT ngay ) Phdi hop
Iwa chon déi tac chién lwee cho phat hanh

trai phiéu chuyén dbi ciia Céng ty C phén

Quan Iy va Khai thac Téa nha VNPT (PMC)

EOFFICE 54342 (S0 22/TTr-KHBT ngay Phéi hop
08/01/2019) V& viéc 1am ro cac khodn phai

tra vé co phan héa cia Cong ty co phan

COKYVINA

EOFFICE 57831 (36 CTC/190116101807 ngay K(F Iy chinh
16/01/2019) Trich yéu 190116101807

o

©O 0 0 0 000

(%)

S6 ban ghi hién thi

@ Chwa hoan thanh - Con han Chura hoan thanh - Téi han €@ Chwa hoan thanh - Qué han

@ B3 hoanthanh - Blng han @ B3 hoan thanh - Qua han

Chura danh gid

Chuwa danh gia

Chwa danh gia
Chura danh gia

Chwa danh gia

Chura danh gid
Chura danh gid

Chuwa danh gia
Chwa danh gia

Chuwa danh gia

TN |
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» Bé&o céo cong viéc

Dé bao cao cong viéc, ngudi ding click vao tén cua céng viéc trén danh séach, khi
d6 hé théng hién thi nhu sau:

€ Théngtin céngviéc @ Donvircd nhin thyc hién @ Trao ddithéng tin + Tao cfing vide con

THONG TIN CONG VIEC

Ngay hét han : 10/01/2019
Lé@nh dao giao viéc: Ngd Hlng Tin
. Trang thai danh gia : Chira danh gia
Tén cong viéc: EOFFICE 1058332 (50 12 ngay 25/12/2018) Xin chi dao trich 14p dy phdng ndm
2018 Noi dung danh gia :

N&i dung cong viéc :
Ban KH BT, Ban KTTC phéi hop xem xét, a& xudt chi dao dai dién vén

File dinh kém:
Trich yéu van ban : Xin chi dao trich Iap du phang nam 2018
Mirc dd wru tién : Thuring

Noay giao viéc : 27/12/2018

- Théng tin cdng viéc: hién thi théng tin céng viéc, file dinh kém cua cong viéc
(cho phép tai file dinh kém cta cbng viéc).
- Don vi/ ca nhan thuc hién:

€ Thong tin cdng viéc @ Donvilca nhan thurc hién @ Trao 3di thang tin

DON VI/CA NHAN THUC HIEN

Bon vilca nhén X Ii Vi tro xi Iy Tinh trang thire hién 4 Ngéy bit ddu Ngay két thic
Ban Ké hoach - bau tw XIF li chinh Chura thure hidn I 27112/12018 10/01/2019
Ban K& todn - Tai chinh Phéi hop Chura thurc hién 27112/2018 10/01/2019

{51 Cép nhét tinh trang

Hién thi danh sach cac don vi/ca nhan cuing thuc hién cdng viéc, tinh trang thuc
hién cua cac don vi/ ca nhan khéc.

Nguoi dung cap nhat tinh trang xt ly cdng viéc caa don vi minh bang céch chon

Chura thwrc hién

tinh trang cong viéc ~, gém c6 céc tinh trang: Chua thuec hién, Pang

thuc hién, Ba hoan thanh.

Pé cap nhat trang thai cong viéc sang Hoan thanh nguoi dung thyc hién thao tac
sau:

Cdp nhét tinh trang

- Chon tinh trang thuc hién: Pa hoan thanh -> click nat => khi
d6 s& hién thi 1én man hinh yéu cau nhap ly do hoan thanh cong viéc nhu sau:
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CAP NHAT TINH TRANG

NGi dung *

File dinh kém : & Taitsp tin

Lwru

- Nhap noi dung hoan thanh céng viéc (nhitng trudng thong tin c6 dau * do la

nhitng thong tin bat budc phai nhap) => click nit => Thong bao cap nhat
thanh cong. Trang thai céng viéc duoc chuyén sang Hoan thanh hién thi nhu man
hinh bén dudi:

# Quanljcongviéc | Congvic cin xir Ij

@ Théngtin cngviéc @ Donviicd nhan thuc hién © T ddi théng tin +Tao céng viéc con

DON VI/ICA NHAN THUFC HIEN

Thao
i 00 INC R e LT

Ban K& hoach - Bau t X(r 1i chinh Di hoan thanh 27212018 10/01/2019

Ban Ké todn - Tai chinh Phéi hop B3 hoan thanh 271212018 10/01/2019

THONG TIN THAY BOI TRANG THAI, BAO CAO

Ban K& hoach - BAu tw Hoan thanh ndi dung cdng viéc nhu g4 duec B3 hoan thanh 22/02/2019
giao

Trao d6i thong tin:
# Quanljcéngvigc | Cangvigc cin xir If

@ Théng tin cing viéc @ Ponvilca nhan thic hién © Trao ddithang tin + Tao ciing viéc con

Trao dai théng tin

Nguyén Binh Danh (22/02/2019) Q
Bao cdo cing vidc

Trao d6i thong tin cho phép cac ca nhan/don vi thyc hién cong viéc trao doi thong
tin, guri file.

» Tao cbng viéc con
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Néu cong viéc can phan cong t6i cac ca nhan khéc trong don vi, ngudi ding c6 thé tao
cong viéc con bang cach sau:

- Céch 1: click icon + trén danh sach nhu sau:

A Quan I céng vidc | Cong viéc cin xik If

Tén céng vidc: Trang théi cing viéc: Chura hoan thanh v
L&nh dao giao viéc: _Lua chon— T vaitd —Lwa chon— v
Ngay bat ddu - = Ngay hét han: - =

o3y M = 2 H [
Loai cdng viéc Ttca v

Lanh dao giao Ngay bét ddu Hgay hét han Tinh Lanh dao danh Thao
viéc - Cha tri Tén cong viéc w | Vaitrd xi¥ e trangw gid tac

43 Nguyén Binh 16/11/2018 2511112018 Nguyen Thi Hong Hanh Tham khao y kién ciia Ban Tai chinh Chién Theo dbi Chira danh gid
Danh Ioc dé xdy dung ké hoach doanh thu nam
2019 phi hgp vi dinh nuu’ng Chién lrgc
VNPT4.0. Nghién ctiu, trién khai cac giai phap
tang doanh thu tir M&A, mua doanh nghiép

startup...
i Nguyén Binh 21122018 281212018 Khiic Vén Bién, Cit Thanh Phwrong, EOFFICE 1035177 (56 1647/QD-VNPT-CH Phéi hop o Chwra danh gia +
Danh Nguyén Thi Hong Hanh, L& Xuan naay 21/12/2018) Ké hoach phat trién mang
Quyét, Nguyén Hiku Nam, BO Hoang w6 tuyén di dong bé sung giai doan
L&m, L& Quang Hoa, Nguyén Thi 2018-2019
Ngoc Oanh
T Nguyén Dinh 16/11/12018 311212018 Cil Thanh Phwrong Dinh hweéng VNPT-Media trién khai siF dung Theo dbi n Chuwa danh gia +

<+ Tao ciing viéc con

- Cach 2: Click vao nut nhu sau:

A Quanlycongviéc ' Céngviéc cdn xir [j

@ Théngtin cdng vide @ Donviicd nhan thue hién O T abithéng tin

THONG TIN CONG VIEC

Ngay hét han : 10/01/2019
Lénh dao giao viéc: Ngd Hang Tin

Trang thai danh gia : Chua danh gia
Tén cong viéc: EOFFICE 1058333 (86 12 ngay 25(12/2018) Xin chi dao trich I3p dy phang nam
2018 Ni dung danh gia:

Ndi dung cong viéc :
Ban KH BT, Ban KTTC phdi hop xem xét, dé xuat chi dao dai dién vdn

File dinh kém:
Trich yéu van ban : Xin chi dao trich I3p dw phong nam 2018
Mirc d6 wu tién : Thuéng

Ngay giao viéc : 27/12/2018

Khi d6 hé thng hién thi man hinh Giao viéc.
Chtric nang giao viéc thuc hién nhu chirc nang: Giao viéc.

Cong viéc sau khi giao s& vao menu [Cong viéc di giao] dé theo dbi cong viéc.

2.1.3 Cong viéc da giao

Dé quan ly cdng viéc da giao, nguoi ding chon menu [Cong viéc di giao] trén
menu chinh, khi d6 hé théng hién thi man hinh nhu sau:
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A Quanljcéngvidc ' Congviéc a3 giao

Tén cdng viéc: Trang thai céng viéc: Chwa hoan thanh -

Lanh dao giao viéc —Lua chon— T

Ngay giao vidc: = = Mgay hét han = =

Bon vi dwrgc giao NV: _Lwa chon— - C4 nhan duoc giao NV —Lwachon— -
QT [ Xt Excel

N giao Ngay hét h Thao
Chi tri Tén cong viéc nhdaodanhgia ~ | tac

w Nguyé'n Binh 081112018 15M11/2018 Mai Thi Hai Yén Banh gia chuong trinh ding thi MyTV Chura danh gia
Danh

T Nguyén Binh 0911112018 16/11/2018 Vi Thi Cam EOFFICE 1026959 (3¢ 1999/TTr-KHET ngay ) Vé viéc 0 Chura danh gid ®
Danh phé duyét bé sung Ké hoach vén d5u tr ndm 2018 cho

VNPT Yén Bai dé diu tr mé réng mang MAN-E giai
doan 2018-2019

i Nguy&n Binh 131112018 201112018 L& Xun Quyét EOFFICE 1027769 (56 1363/Q0-YNPT-IT&VAS ngay 0 Chura danh gid x
Danh 12/1112018) V& viéc bdo cdo thdm dinh h so chi phi
phattrién phin mém #hex201CChng théng tin du lich -
(fng dung du lich théng minh va ban a8 s du lich trén
thiét bi di dang VNPT Smart Tourism#hex201D do VNPT
Lam Bdng thuc hién

bes Nguyén Binh 13/11/2018  20M1/2018  Mai Thi Hai Yén EOFFICE 506421 (S6 30150MNPT-NT-KTEIT ngay 0 Chura danh gia x
Danh 12/11/2018) B& sung hé so cdp vdn xdy dung cot anten
tw ding
w Mguyén Binh 131112018 20112018 WMai Thi Hai Yén EOFFICE 1029366 (86 505/CV-PCTT ngay 12/11/2018) 0 Chura danh gia x
Danh V& vigc a8 xult cia YNPT- Media v& xin cp phép bd
sung dich vy frung gian thanh todn
s Nguyén Binh 14/11/2018 211112018 Nguyén Birc Nam EQFFICE 1029230 (36 2029/TTr-KHBT ngay 0 Chuira danh gid »®
Danh 13/11/2018) Viv phé duyét bé sung vén d3u tr kha dung
nam 2018 cho cac chirong trinh dau tur clia VNPT Hung
Yén
o Mguy&n Binh 141112018 211112018 L& Xun Quyét EOFFICE 1029116 (56 640/CV-IT&VAS ngay ) Viv: Tra I 0 Chura danh gid x
Danh wan ban 19 1NVTTH-KTET cda VNPT Tay Ninh.
i Nguyén Binh 1611112018 26M1/2018  Mguyén Thi Hdng Hanh Tham khao §j kién ciia Ban Tai chinh Chién luoc dé xdy 0 Chura danh gid ®
Danh dung ké hoach doanh thu nam 2019 phu hop vi¥i dinh
hurdng Chién lrec VNPT4.0. Nghién ciru, trién khai cic
gidi phap tang doanh thu tir M&A, mua doanh nghiép
startup...
o Nguy&n Binh 221112018 261112018 L& Quang Hoa EOFFICE 1030936 (S8 469/TTR-CNM ngay 21/11/2018) 0 Chura danh gid x
Danh K& hoach phét trién mang vé tuyén di ddng bé sung giai
doan 2018-2019
w Nguyén Binh 1911112018 26M11/2018 V@ Thi Ngoan EOFFICE 510981 (86 921//MPTHB-KTBT ngay 0 Chura danh gia x
Danh 14i11/2018) Xin b sung von ddu tur che cic du an xéa
diém den va xdy dung CSHT di ddng nam 2018
71 Thutrng # KhinHda tic S0 ban ghi hidnthi | 10 |~ n 2w

Cé Ben vi/Ca nhan xin gia han thivi gian xr 1§
© Chuwa hoan thanh - Con han Chura hoan thanh - Téi han €@ Chwa heanthanh - Qué han
& D3 hoanthanh - Bling han & D& hoan thanh - Qué han

» Xem thong tin cdng viéc da giao

Pé xem thdng tin cdng viéc da giao, ngudi giao viéc click vao tén cua cong viéc trén

danh sach => hé théng hién thi man hinh théng tin cdng viéc nhu sau:



Tai liéu hudng dan hé théng “Quan ly Nhiém vy”

A Quanljcéngvidc ' Congviéc a3 giao

@ Théngtin céngviéc @ Donviicd nhin thyc hién @ Trao ddithéng tin
THONG TIN CONG ch
L&nh dao giao viéc: NguyEn Dinh Danh

Tén chngwiéc *
Bdanh gid chwong trinh ding thir MyTV
Ndi dung cdng viéc: *
B I 5|H

Ban KHBT chi dao VNPT-Vinaphone bdo cdo danh gi chuong trinh ding thir MyTV d& digu chinh chinh sdch cho pha hop, tng hep bao cde Téng Giam dic. A. Tudn Phueng chi dao, c. Yén
chi tri

File dinh kém & Taitép tin

Mirc G6 cong vigc Thudng Trang thai céng vigc

Ngay giao vidc: 08H1/2018 g  Noahéthan 151112018

Man hinh théng tin cdng viéc gom 3 tab:
- Thong tin céng viéc: thong tin chung caa cdng viéc
- Don vi/cd nhan thuc hién: cho phép ngudi giao viéc xem cac ca nhan/don vi da
giao
- Trao ddi thdng tin: cho phép ngudi giao viée trao ddi thdng tin véi cac ca
nhan/don vi dugc giao viéc.
»> Xo0a cong viéc da giao
Déi vai cong viéc da giao ngudi giao viéc co thé vao xo6a di néu thdy cong viéc do
khong can thiét phai lam hoac bj tring lap.
Pé thyc hién x6a cong viéc da giao ngudi ding thyc hién nhu sau:

b 4

- \ N A N ~ . - \ - . s .
Tai man hinh Céng viéc da giao -> click vao icon vi tri sau:
A Quanijcéngvidc ' Congvidc a3 giao
Tén cong viéc Trang thai cong vidc: Chua hoan thanh -
L&nh dao giao vidc: —Lua chon— -
MNgay giao viéc = = Ngay hét han: = =
Bon vi dirgc giao NV: —Lua chon— - C4 nhan dugc giao NV: —Lua chon— -

Lénh d.aogm Ngay giao Tinh
viéc vigc Cha tri Tén cong viéc v | trangw Linh dao dinh gid

Nguyen Binh 08M11/2018 151112018 Mai Thi Hai Yén Banh gid chuong trinh ding thir MyTV Chura danh gid
Danh

. Chua hoan thanh - Qua han
7 Mguyén Binh 091172018 161112018 Vi Thi Cam EOFFICE 1026959 (Sn ‘IQEIEU'I‘H KHBET ngay}\f’e vige % fa danh gia

Danh phé duyét b4 sung ké hoach von d3u tu nam 2018 cho
WINPT Yén Bai d& dau tu md rdng mang MAN-E giai
doan 2018-2019

w Nguyén Binh 131M11/2018 20112018 L& Xun Quyét EOFFICE 1027769 (56 1363/0D-VNPT-TAVAS ngay 0 Chura ddnh gid x
Danh ‘IZ/‘IM’ED‘IB)Ve VIE!D bao céo thdm dinh hd 5o chi phi
phattrién phin mém #nexEUﬂCCongmong fin du lich -
Ung dung du lich thdng minh va ban ad s6 du lich trén
thiét bi di dang VNPT Smart Tourismi#hex201D do VNPT
Lam Bdng thirc hién
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Tai liéu hudng dan hé théng “Quan ly Nhiém vy”

= Hién thi popup confirm c6 dong y x6a cong viéc hay khong. Nguoi giao viéc
click ntit [Pong y] dé thuc hién x6a cdng Viéc.

Cong viéc sau khi x6a xong sé& bi mat khoi danh sach Cong viéc di giao ctia ngudi

giao viéc va danh sach Cong viéc can xir ly cua nguoi nhan viéc.

» Xo0a don vi/ca nhan da dwoc giao viéc

Déi v&i mot cong viée da giao, ngudi giao viéc co thé x6a cdng viéc cho don vi/ c&
nhan thuc hién cong viéc.

Pé thuc hién chic ning x6a don vi/ca nhan thuc hién cong viée, ngudi giao viéc vao
xem théng tin céng viéc da giao => Chon tab [Don vi/cd nhan thuc hién]:

A Quanijcéngvidc ' Céngviéc 43 giao

@ Théngtin cingviée @ Donvilcd nhan thyc hién @ Trao ddithéng tin

DON VI/CA NHAN THUC HIEN

Thao
ETTIE T i 1a0g {1wechech et m

Mai Thi Hai Yén X I chinh Chuathuchign 081112018 151112018

B Cdp nhét tinh trang

Nguoi giao viéc click icon * dé x6a don vi hodc ca nhan da giao viéc.

Khi d6 hé thdng hién thi cau hoi xac nhan viéc hay bo cong viéc. Ngudi giao viéc
click [Pdng y] dé hoan thanh viéc hay cong viéc. Cong viéc s& bi xda khoi danh séch
cdng viéc can xir Iy cua nguoi nhan viéc vira bi x6a.

> Theo ddi tién trinh thuc hién cong viéc
Chtic ning theo dai tién trinh thuc hién céng viéc cho phép ngudi giao viéc co céi
nhin xuyén sudt qua trinh thyc hién céng viéc tir cac cap.
Dé xem tién trinh thyc hién cdng viéc, nguoi giao viéc vao man hinh Chi tiét cong

viéc, tab Pon vi/ca nhan thuc hién, va click vao nut
A Quan Ij céng viéc | Céng viéc 43 giao

@ Théngtin cdngvige @ Donvircd nhan thie hign @ Trao ddithéng tin

DON VI/CA NHAN THU'C HIEN

Thao
m Tinh trang thie hign Ty pradeh e,

Trén Nam Hai Xt li chinh B3 hoan thanh 121142018 1911142018

: = e

THONG TIN THAY BOI TRANG THAI, BAO CAO

Trang thai thay
abdi Théi gian givi

Tran Nam Hai Hoan thanh B3 hoan thanh 1311112018
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Tai liéu hudng dan hé théng “Quan ly Nhiém vy”

Khi d6 hé théng hién thi man hinh nhu sau:

DANH SACH TIEN TRINH XU LY

Don viica nhén xiF by Hinh thirc Trang thii NOI dung File dinh kém Ngéy bit ddu Ngay hét han Tinh trang thic hign
Tran Nam Hai Cdp nhat tinh trang Hoan thanh 121112018 191172018 & hoan thanh
Tran Nam Hai Lénh dao giao viéc Khéitao 12112018 1911172018 Chua thuc hién

> Danh gia cong viéc

Dbanh gia cong viéc la chirc nang ngudi giao viéc vao danh gia khi cong viée giao da
dugc hoan thanh. Chi thue hién danh gia duoc cdng viée da giao duoc chuyén sang trang
thai hoan thanh.

Pé thyc hién thi ngudi ding thao tac nhu sau:
B1. Nguoi dung vao man hinh Céng viéc da giao:
A Quanlycéngviéc | Céngviéc d3 giao

Tén cong viéc: Trang thai cong viéc:

Chua hoan thanh ~
Lanh dao giao viéc: _Lya chon— -
Ngay giao viéc = = Ngay hét han: = =
Bon vi durroc giao NV: —Lua chon— - C4 nhan dugc giao NV: —Lwa chon— -

Lénh dao giao Ngéy giao Tinh Thao
viéc viéc Chii tri Tén cong viéc v | trangw Lanh dao danh gid téc

Nguyen Binh 08M11/2018 151112018 Mai Thi Hai Yén Banh gid chuong trinh ding thir MyTV Chura danh gid
Danh
%4 Nguyén Binh 09/11/2018 16/11/2018 Vi Thi Cam EOFFICE 1026959 (86 1999TTr-KHET ngay ) Vé viéc 0 Chura dédnh gid x
Danh phé duyét bd sung ké hoach vén diu tr nam 2018 cho

VNPT Yén Bai dé dau t mé rdng mang MAN-E giai
doan 2018-2019

T Nguyén Binh 13M1/2018  20M12018 L& Xudn Quyét EOFFICE 1027769 (S6 1363/Q0-VNPT-T&VAS ngay 0 Chura danh gid ®
Danh 12111r2EI1B)Ve VIEE bdo cdo thdm dinh hd so chi phi
phattrien phan mém #nexEEl‘\CCnngtnnng tin du lich -
ng dung du lich thdng minh va ban d6 s6 du lich trén
thiét bi di ddng VNPT Smart Tourism#hex2010 do VNPT
Lam Bdng thuc hién

B2. Click nt -> hé théng hién thi danh sach nhiing cong viéc
d3 giao da dugc hoan thanh dé thuc hién danh gia nhu sau:
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Tai liéu hudng dan hé théng “Quan ly Nhiém vy”

# Quanjcngvidc | Céng viéc a3 giao

Tén chng viéc: Trang thai cdng viéc: Chi phé duyst »
L&nh dao giao viéc _Luwachon— -
e o _—
Ngay giao vidc: = = Mgay héthan = =
Bon vi dwroc giao NV: _Lwa chon— - C3 nhan dugc giao NV _Lwa chon— h
- e
e Chu tri Ket qua thie hign Lanh dao danh gia « Hgi dung danh gia
v Nguyén Binh 16/11/2018 L& Quang Hoa Phdi hop dbng bé o Ngay 29/08/2018, Pha TGB Chuwa dénh gia |~
Danh co sé ha tingva Hujnh Quang Liém da ky
thiét bi Van ban s6 4593NVNPT-
KHBT yéu cdiu céc VNPT
tinhithanh phé hoan thanh
CSHT nhatram, dat hang
va hoan thanh cac duw an vé
tuyén mang Yinaphone
nam 2018. Trong do, dé
dbng bé gitka CSHT va
thiét bi, cho phép: - Diéu
chuyén thiét bi tir cic tram
khéing hoan thanh kip
CSHT trudrc 31/10/2018
dén cac tinh/ khu virc o6
nhu ciu va sdn sang
CSHT. viéc VNPT-Net phan
bd thiét bi dur 4n 4G pha 3
Ericsson ti¥ cac fram
khéng kip hoan thanh
CSHT (Long An, Can Tho)
v& Tign Giang phu hop véi
huwéng dan ciia TAp doan
taivan ban néu trén
g Mguyén Binh 19/11/2018 Trén Nam Hai EOQFFICE 1027541 0 Hoan thanh Chura 3dnh gid |~
Danh (56 20020TTr-
KHET ngay
09/11/2018) Trinh
k¥ van ban hudng
ddn cac don vi
trién khai danh gia
tinh hinh thue hién
cacdy an nhém
AB thuchign
KHETPT nam
2018 va dang ky
danh muc cac du
an nhém AB thuc
hién KHBTPT nam
2019 dé trinh
CMSC phé duyét
ww Nguyén Binh 19/11/2018 MNghiém Xudn Tam EQFFICE 1026841 Q D3 xem Chua danh gid |~
Danh (S0 1998/MTr-
KHET ngay ) V&
viéc phé duyét bd
sung k& hoach vin
dau tw n3m 2018
cho VMPT Phi
Tho
=4 Mguyén Binh 191112018 Nghiém Xudn Tam EC!FFICEWOZSBM o daxem Chura 3dnh gia |~
Danh (50 1349/08-
VNPT-KHET ngay
09/11/2018) V&

viéc phé duyét bd
sung ké hoach vin
dhu t ndm 2018
cha VNPT Phi
Tho

B3. Click vao combobox ¢ c6t Lanh dao danh gia -> chon gia tri [Duyét xi ly xong]
hoac [Chua xtr ly xong]; nhap di liéu vao textbox & cot Noi dung hoan thanh.

i Ml = Cipnhat dinh gid
B4. Click nut

Sau khi click nat [Cap nhat danh gia] -> Thong bao cap nhat thanh céng, danh sach
cong viéc hién thi nhitng cong viéc chua duoc danh gia.

X o4 s . oA R i oAas . (D KKEt thiic danh gi3
bé dong man hinh danh gia cong viéc thi nguoi dung click nut
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Tai liéu hudng dan hé théng “Quan ly Nhiém vy”

2.1.4 B&o cao tong hep ca nhan

Chtic nang Béo cdo tong hop ca nhan cho phép nguoi giao viéc theo ddi théng ké dugc tinh
hinh xt ly cdng viéc caa tirng ca nhan dugc giao Viéc.

Pé thuc hién, ngudi giao viéc vao menu [Béo céo tong hop ca nhan] trén menu trai -> hién thi
man hinh nhu sau:

@A Quan Iy congviéc | Bdo cdo téng he'p cé nhan

Phéng ban — Chon mét phong ban — M Nhan vign — Chon nhén vién — M

Tir nga _ Bé o
¥ ngay s en ngay

Loai cdng viéc Titca -

Trang thai

Tén ca nhan Téng Xib Iy
chinh

Phé chd tich 0 0 0 0 0 0 0 0 0 3 0
quén huyén
Pha phong 6 0 5 1 0 1 0 0 0 0 0 0 6
LDTBEXH
Chuyén vién xi¥ Iy 6 4 0 2 0 1 1 0 0 0 0 0 6
LDTBXH
L&nh dao QH 5 3 1 1 0 1 0 0 0 0 0 1 4
Trwdng phing 5 4 0 1 0 0 0 0 0 0 0 0 5
LDTBXH
Can bd mdt cira 4 0 2 2 0 0 0 0 0 0 0 0 4
QH
Van the QH 4 4 0 0 0 0 0 0 0 0 0 0 4
L&nh dao phong 3 2 1 0 0 0 0 1 0 0 0 0 3
TCKT
Cén bd xir Iy PX 2 1 0 1 0 1 0 0 0 0 0 1 1
(Hai Thanh)
Chuyén vién 2 0 2 0 0 0 0 0 0 0 0 0 2
phing TCKH
L&nh dao P/X (Hai 2 2 0 0 0 0 0 0 0 0 0 0 2
Thanh)
Pha Phang TCKH 1 1 0 0 0 1 0 0 0 0 0 0 1
L&nh dao phang 0 0 0 0 0 0 0 0 0 0 0 0 0
PiX
Van thu 0 0 0 0 0 0 0 0 0 0 0 0 0
My 0 0 0 0 0 0 0 0 0 0 0 0 0
MNguyen Manh 0 0 0 0 0 0 0 0 0 0 0 0 0
Hoang
Van thw PfX1 0 0 0 0 0 0 0 0 0 0 0 0 0
Can bd xtr ly PX 0 0 0 0 0 0 0 0 0 0 0 0 0
van thu PX 0 0 0 0 0 0 0 0 0 0 0 0 0
Van thu my test 0 0 0 0 0 0 0 0 0 0 0 0 0
M§ mé test 1 0 0 0 0 0 0 0 0 0 0 0 0 0
Van the tidu hoc 0 0 0 0 0 0 0 0 0 0 0 0 0
L& Toan Thang 0 0 0 0 0 0 0 0 0 0 0 0 0
Van thw phong 0 0 0 0 0 0 0 0 0 0 0 0 0

gido duc dfng héi

Lanh dao phuing 0 0 0 0 0 0 0 0 0 0 0 0 0
x4

Hiénthi = 25 |~ ban ghi
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Tai liéu hudng dan hé théng “Quan ly Nhiém vy”

2.1.5 B4&o cdo chi tiét cA nhan

B4o céo chi tiét c4 nhan cho phép ngudi giao viéc thdng ké duoc chi tiét cong viéc cua ting
c& nhan va tinh hinh xu ly caa ting céng viéc do

Dé thuc hién, nguoi giao viéc vao menu [B4o céo chi tiét ca nhan] trén menu trai -> hién thi
man hinh nhu sau:

@A Quan Iy congviéc | Bdo cdo chi tiét ca nhan

Phdng ban — Chon mét phéng ban — v Nhan vién — Chon nhan vién — T
Tir ngay s Bén ngay =
Loai céng viéc Titca v Nhic vige Tét cd b
Trang thai Tt ca Hoan thanh Tét ca 4

-
S6 ki hiéu vén D - L Loaicéng | Théihan hoan _ P Ghi
eSS e Ee Hona conaes Treng AT e

Cén bé mét cira QH (4)

1 nhitng khu virém thién nhién khdng 13 nhitng khu vwérn thién nhign khéng 18 Giaotrwe  19/02/2019 Phéi Chwathwe — Qud
1 tiép 16:54 hop hién han
2 Bio cdo chi tiét két qua céng viéc ca nhan Bao cdo chi tiét két qua céngviéc cd  Giaotrec  19/02/2019 Phii Chwathye  Qua
duoc giao nhan dwoc giao tiép 16:53 hop hién han

Danh cho I&nh dao don vi, cd nhan

dwoc giao

3 cv my test mén mén dsfsdfdsf Giao troe 19/02/2019 Theo déi Chura thuc Qua
tiép 16:54 hién han
4 cv mi test dhfskfkdfjk dsfsdfsdf Giao trrc 19/02/2019 Theo ddi ~ Chura thuc Qua
tiép 16:54 hién han

Cén bé xi¥ Iy P/X (Hai Thanh) (2)

1 Phan céng 14n 1 Demo cdng viéc Giao trwc 19/02/2019 Xiv by Chura thue Qua
tiép 16:53 chinh hién han

2 38/UBND (Sh 38/UBND ngay 05/09/20718) viv tr3 I&vi 11111222222 Tir van 19/02/2019 Theo déi Bang thuc Qua
van ban sé 001/05/09 ban 16:53 hién han

2.1.6 B&o cao tong hop don vi

Chtre ning Béo cdo tong hop don vi cho phép ngudi giao viéc théng ké duoc tinh hinh xir ly
cbng viéc cua tung don vi.

Dé thuc hién, nguoi giao viéc vao menu [Béo cao tong hop don vi] trén menu trai -> hién thi
man hinh nhu sau:
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Tai liéu hudng dan hé théng “Quan ly Nhiém vy”

M Quan Iy congviéc | Bdo cdo téng hop don vi

Phang ban — Chon mét phang ban — - Loai cdng viéc Tt ca »

Tir ngay B Dén ngay

Tén phéng ban Téng ) Chura thwe| Pang thwc hién Hoan thanh . . Giao trire
S iho LT - Kiem diém|Tievan ban| — , ~
0 0 0 0 0

UBND Thanh 7 7 0 0 0
phé Déng H&i

- Quéang

Binh_%

Wan phéng 3 3 0 0 0 0 0 0 0 0 0 0 3
UBND Thanh

phé Déng Héi

Phang Tai 5 5 0 0 0 0 1 0 0 1 0 0 5
chinh - Ké

hoach

Phang Kinh Té 0 0 0 0 0 0 0 0 0 0 0 0 0
Phang Quan Iy 0 0 0 0 0 0 0 0 0 0 0 0 0
dé thi

Phang Tw phap 0 0 0 0 0 0 0 0 0 0 0 0 0
Phang Nai Vu 0 0 0 0 0 0 0 0 0 0 0 0 0

2.1.7 B&o céo chi tiét don vi
Chtrc ning bao céo chi tiét don vi cho phép nguoi giao viéc thdng ké tinh hinh
thuc hién chi tiét céng viéc cua tirng don vi.

Dé thuc hién bao cao cong viéc don vi, 1anh dao chon menu [Bao céo chi tiét don
vi] trén menu chinh, hé théng hién thi man hinh nhu sau:
A Quan Iy congviéc | Bdo cdo chi tiét don vi

Phéng ban - Loai cdng viéc

— Chon mét phéng ban — Tt ca ~
Tir ngay s Dén ngay =
Trang thai Tét ca - Hoan thanh Tét ca "
Mhac viec Tét ca "

S0 ki hiéu vin ban | Trich yéu/Tén cong viéc Noi dung cong viéc Thei han hoan thanh Trang thai

UBND Thanh phé Béng Héi - Quang Binh_% (7)

1 cbng viéc ngay méi cBng viéc ngay méi Giao trc tidp 19/02/2019 16:53 Xir Iy chinh Chua thuwre hién Qud han
2 1 1 Giao trec tiép 19/02/2019 16:54 Xir Iy chinh Chuwa thwc hién Qua han
2
3
3 1 1 Giao trrc tidp 19/02/2019 16:54 Xir Iy chinh Chwa thwc hién Qua han
2
3
4
4 test cv 446 test cv 446 Giao trrc tiép 19/02/2019 16:53 Xir Iy chinh Chuwra thwc hién Qua han
5 M1 CZXCXZ Giao trec tiép 19/02/2019 16:53 Xir Iy chinh Chuwa thwc hién Qua han
6 123 123 Giao trec tiép 19/02/2019 16:53 Xir Iy chinh Chuwa thwc hién Qua han
7 123 123 Giao trec tiép 19/02/2019 16:53 Xir Iy chinh Chuwa thwc hién Qua han

Vin phang UBND Thanh phé Béng Héi (3)

1 MHN 1111 Giao true tidp 19/02/2019 16:54 Xi¥ Iy chinh Chwa thwc hign Qué han
2 CV 1008 CV 1008 Giao tryc tidp 27/02/2019 00:00 Xir Iy chinh Chuwa thurc hién Trong han
3 TEST CV 1049 TEST CV 1049 Giao trrc tidp 27/02/2019 00:00 Xir Iy chinh Chwa thwc hién Trong han
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Tai liéu hudng dan hé théng “Quan ly Nhiém vy”

2.2 Phéan hé Quan ly nhiém vu
Phan hé bao gom cac menu nhu trong hinh:
B4 Quan Iy nhiémvu (19) S

Giao nmhigém vu
Mhigm vu d3 giao (18)
Mhiém vu cin x B (1)

Mhiém vu can bdo cdo tién
do

Mhiém vu d3 giao sap hét
han

Mhiém vu cin % Iy <3p hét
han

Mhiém vu d3 giao tré han
Mot sé icon thé hién cac trang thai caa nhiém vu khi sir dung hé thong:
¥r Thudmg % Khin/Hoa toc
Co Don vilCa nhin xin gia han thi gian =0 Ly

€ Chura hoan thanh - Con han € Chira hoan thanh - Tdi han € Chuwa hoan thanh - Qua han
& B3 hoan thanh - Bung han @ D3 hoan thanh - Qua han

Pang xin |8nh dao gia han théi gian =0 by
< P4 tao céng viéc con

2.2.1 Giao nhiém vu

Chtre ning nay cho phép ngudi ding tao nhiém vu bat ky. Hé thdng cho phép phan
cdng nhiém vu theo phan cép co ciu to chuc.

Néu ngudi dung duoc phan quyén s& giao nhiém vu duoc cho toan bo phong ban,
ca nhan trong don vi va cadc don vi ngoai co quan

Pé thuc hién giao nhiém vu, ngudi ding chon menu [Giao nhiém vu] trén menu
chinh, khi d6 hé thdng hién thi man hinh nhu sau:
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Tai liéu hudng dan hé théng “Quan ly Nhiém vy”

Giao nhiém vu +

& C & office.quangngai.govvn

Giao nhiém vu 8 Nhdc vigc dinh ki
- Nmigm vy G2 gizo (18) PHAN CONG THUC HIEN (Click vao tén don vi 0é hién thi céc ca nhan - Click vao ddu cdng (+) dé mién thi cac phéng ban trec thu
- Nhigm vu can xi¥ I (1)

- Nh\em vu can béo cdo tién

- Nmem wu d3 giao sap hét
mw R
m} O O m}

- Nhiém vu can xi¥ Iy sap hét

han Phang CNTT ¥ O = E
- Nhiém vu G2 giao tré han Ng Huy Hoang o [m] m} =] B
= Quantrivan ban a Ng Van Nam o O
& Quanly lich don vi a VG Thi Quyén ] ] [m] = E
= Oy quyén Lé& Xuén Duy a [m] m] E E
B4 Quan tri Thu mai a Ng Céng Nguyén [m] a (] = E
EA Béo cdo a Pham Eéng Duong [m] a [m] = E
 Tintirc a Trrong Tin Ding [m] [m] [m] = E
= Uy quyén =] Ban An Toan Giao Théng finh Quang Ngi m] m] m] E ] s
EA Théng tin &igu hanh 2 Ban Dén tdc [m] =] [m] & s
& Quan tri 56 van ban admin @ Ban Quan |y DADTXD cac cdng trinh NN va PTNT tinh Quéng Ngai [m] m] B E
Ban quan Iy d4n dung cong nghiép O m] O &= E
Ban Quan If du &n GAu tw %y dumg cac cdng trinh giao théng ] m] m] =) E
Chi nhanh Ngan hang Chinh sach xa héi tinh Quang Ngdi O [m] O B g

Hoi Bong Nhan Dan tinh Quang Ngi

Man hinh giao nhiém vy gdm c6 2 phan:

- Thong tin cong viéc
- Phén cbng thuc hién

Nguoi dung nhap céc théng tin ciia cong viéc, cac thong tin ¢ dau * [ nhitng trudng
théng tin bat budc nhap.

Sau khi nhap xong théng tin cdng viéc, nguoi dung chon don vi/ ca nhan thuc hién

cong viéc:

- Xt ly chinh: Chon mét hoic nhiéu don vi xt ly chinh bang cach click vao
checkbox trén danh sach.

- Phéi hop: Chon mét hodc nhiéu don vi hodc ca nhan phédi hop bang cach click
vao checkbox trén danh sach. C6 thé chon tat ca con nguoi thuge don vi bang
cach click vao checkbox Phong ban ¢ ¢t Ca nhan.

- Theo d&i: Chon mét hoic nhiéu don vi hoic ca nhan theo ddi bang cach click vao
checkbox trén danh séch. C6 thé chon tat ca con nguoi thudc don vi bang cach
click vao checkbox Phong ban ¢ ¢t Ca nhan.

A . : . N +Ta vigc [N :
Sau khi phan cong xong cong viéc, can bo click ek de hoan thanh viéc

tao viéc. Cong viéc sau khi duoc giao xong thi s& hién thi ¢ trong danh sach [Cong viéc

da giao].

2.2.2 Nhiém vu can xir ly

Nhiém vu can xir ly 13 todn bo nhiém vu duoc giao cho don vi ma ca nhan dugc
quyén tiép nhan va xir Iy nhiém vu cia don vi do.
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Tai liéu hudng dan hé théng “Quan ly Nhiém vy”

Dé vao man hinh Nhiém vu can xu ly, ngudi dung chon menu [Nhiém vu can xu

ly], khi d6 hé thong hién thi man hinh nhu sau:

P Nhigm vy cin s Iy

b E e

C & office.quangngai.gov.vn/glvbdh/main?lzL1Dx9w5BxmCEtwSA9c6Bnb=CEt1CzAwlyHxdyjbTqOvCBtuTtIfCcPbUo..BuyliCe

Van ban xem dé biét
V&N ban danh déu (2)
Tra clru vén ban

Van bén theo ddi

b~

X @ Thémsi

L wuiny vicw

Tatca

x| +

Ngdy bitdiu | Ngay hétha
Ngwérigiao - -

v

Néi dung nhiém vu

~ -

Tinh

N ) R Ng Huy Hoang 06/06/2022 12/06/2022 Ban Quan Iy DA DTXD cic (5 1697/TB-UBND ngay TEST HE THONG Xir Iy chinh 0 Chura danh gid
38 soleloq e £ cong trinh NN va PTNT 0910/2020) Théng bdo vé
L N tinh Quang Ngai viéc gidi thiéu chirc danh,
B4 Quany cng vigc(10) B chiF ky clia Giam doc Ban
R _ quan Iy di dn Dau t xdy
E4 Quan Iy nhiém vu (5) 8 ding va Phit trién qui
§ . dat thanh phé Quang
Giao nhigm vy Ngdi
i Nhiém vu d3 giao . o oar - . N PR . N
w Ng Huy Hoang /082022 11/09/2022 Ban Quan Iy DA BTXD cac (S0 31332/KH-UBND ngay TEST GIAD NV SAU Xur Iy chinh 0 Chwa danh gia
Nhiém vu can xi¥ Iy (5) cong tﬂiﬂ" NN va PTNT 20108/2022) TEST VAN TACH MENU
. , tinh Quang Ngai BAN DEN SAU UPCODE
Nhiém vu ¢an bao cdo tién LAN 4
as
- . - o Ng Huy Hoédng 12/09/2022 12/09/2022  Ban Qudn Iy DADTXDcdc  (SS 632UBND ngdy GIAQ NHIEM VU ABCD Xir i chinh 0 Chura @énh gid
nﬁ*em vu g3 giao sap hét cdng trinh NN va PTNT finh  24/06/2021) Viv 14y ¥ kién
Quang Ngai v& quy hoach sir dung g4t
Nhigm vy ¢én xi Iy sép hét cp huyén giai Goan 2021-
an 2030
ngm v 68 gizo S han #  MNgHuyHoing 09092022 160092022  Ban Quan Iy DABTXDcic  (S§737/SGDDTVPngdy - Nguéidingcéthé  X&rIy chinh Chua dnh gid

cong trinh NN va PTNT

21105/2021) Tiép nhan hd

nhép don vi ngoai nhan

& quanyjicn Gonvi = tinh Quang Ngai so thil tuc hanh chinh van ban hodc chon trong
= Oy qud thudc tham quyén giai danh sdch don vi ngoai
= LY Gquysn quyét cla S& GDBT tai nhén vin ban da diroc
N N Trung tdm Phuc vu hanh cdu hinh trong chirc nang
B4 Quan tri Thu mai 8 L .
chinh cong tinh #hex201CQuan tri van
B3 Tnéng tin didu hanh a8 ban#hex201D >

#hex201CQuaén tri dom vi
bén ngoadiFhex201D
Ngwdi ding click [Ban
hanh] & thire hién ban
hanh van ban. Van ban da

s ]

WSfCES.=DBnZTb9jTBnw6sQ9n.. & |2 ¥ » 09

» Béo cao thuc hiégn nhiém vu

Dé bao c4o nhiém vu di thuc hién, ngudi dung click vao tén cua nhiém vu trén

danh sach, khi d6 hé théng hién thi nhu sau:

C @ office.quangngai.gov.vn/glvbdh/main?lzL1D

CES.=DBnZTb9TBnw6Q9n.

# & & T
Trang chi Danh ba Théng tin ca nhan B4 cai plugin Hudng din sir dung Van ban
4} Quan triné théng S @ Quinlynhiémvu  Nhiém vu cin xir
B4 van ban 63 xir ly
%) Van ban dén (1) © Thing tin cing viéc O: 4 i o

Z vanbanai
THONG TIN CONG VIEC
Vvan béan Uy quyén

Ngwoi giao: Ng Huy Hoang Ngay hét han : 16/09/2022

Tén cong viéc: (S6 737/SGDDT-VP ngdy 21/0572021) Tiép nhdn hd so thl tuc hénh chinh thudc
tham quyén gidi quyét clia S& GDOT tai Trung tdm Phuc vu hanh chinh cng tinh

&

© van ban xem aé biét
- > Trang thal danh gia : Chua danh gia

© van bin génh déu (2)

Noi dung dnh gid :
ull Tra ciru van ban NI dung cong viéc :
test
EA van ban theo ¢di X

File dinh kém:

m

e
& Hoso cong vike Van ban lién quan

&3 Quantycongviéc (10) Mirc 46 wu tién : Thudng

& Quinignniémvy(s) o Ngay giao viéc : 09/09/2022

Giao nhiém vu
Nhiém vy 63 giao
Nhiém vy can xir 1y (5)

Nniém vy can xir Iy sép hét
- Théng tin cdng viéc: hién thi théng tin céng viéc, file dinh kém cua cong viéc
(cho phép tai file dinh kém ctia cdng Viéc).
- Don vil ca nhan thuc hién:
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Tai liéu hudng dan hé théng “Quan ly Nhiém vy”

# =] ] B
. - . A W St 1™ Cdp nhét s6 dém me
Trangchi  Damhba  Thongtincdnhdn  Bocaiplugin  Hudngdansirdung  Vén ban

&} ouantriné théng & M Quannhiémvy ' Nhidm vy clnxir Iy

B2 vanbandaxiy

) Van ban dén (1) (1] @ Pon virca nhan thyc hign © + Tao cdng viéc con

r T " " =

L5 vanbandi DON VI/ICA NHAN THU'C HIEN

e L e e ik | iosiin |

£ A - Nguwdiding cé thé nhap don vi 09/09/2022 16109/2022
ngoal nhan van ban hoac chon
trong danh sach don vi ngoai
nhan van ban da duoc cu hinh
trong chirc nang #hex201CQuan
= = tri van ban#hex201D >
B4 van ban theo ddi #hex201CQuan tri don vi bén
ngoai#hex201D Nguoi ding click
[Ban hanh] dé thic hién ban hanh
van ban. Van ban da dwoc ban
hanh dwoc t dong chuyén vao
menu [Van ban d ban hanh].

© van ban xem 8 biét Ban Quan Iy DA DTXD céc cong trinh NN Xt Iy chinh
va PTNT tinh Quang Ngai
© van ban ganh ddu (2)

Bl Tra cru van ban

& 4o so cong vide

E4 Quan Iy cong viéc (10)

(N ()

£3 Quan 1y nhiém vy (5)

Giao nhiém vy [ Céip nhét tinh trang

Nhiém vy 3 giao

Nhiém vu can xi¥ Iy (5)

Hién thi danh sach cac don vi/ca nhan ciing thuc hién cdng viéc, tinh trang thuc
hién cta cac don vi/ ca nhan khac.

Ngudoi ding cap nhat tinh trang xt ly cdng viéc cua don vi minh bang céch chon

Chwra thwec hién

tinh trang cong viéc ~,96m c6 cac tinh trang: Chuea thuec hién, Pang

thuc hién, Ba hoan thanh.
Pé cap nhat trang thai cong viéc sang Hoan thanh nguoi ding thuc hién thao tac
sau:

CA&p nhét tinh trang

- Chon tinh trang thuc hién: Pa hoan thanh -> click nit => khi
d6 s& hién thi 1én man hinh yéu cau nhap ly do hoan thanh céng viéc nhu sau:

CAP NHAT TINH TRANG

NGi dung *

File dinh kem : & Taitép tin

Lwru

- Nhap néi dung hoan thanh cong viéc (nhimg trudong thong tin c6 dau * do la

nhitng théng tin bat bugc phai nhap) => click nat => Thbng bao cap nhat
thanh cong. Trang thai céng viéc duoc chuyén sang Hoan thanh hién thi nhu man
hinh bén dudi:
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Tai liéu hudng dan hé théng “Quan ly Nhiém vy”

# Quan Iy cingviéc ' Céngvidc cin xir [f

@ Théngtin cdngviéc @ Donvilca nhan thuc hién © T ddi thdng tin 4Tao obng viéc con
DON VICA NHAN THWC HIEN
Thao
Bon vilca nhan xi i Vai tré xir Iy Tinh trang thiec hién tac Hgay bit dau Hgay két thiic
Ban Ké hoach - Bdu te X(F li chinh Dé hoan thanh 271212018 10/01/2019
Ban Ké todn - Tai chinh Phii hop B3 hoan thanh 2711212018 10/01i2019

B Cdp nhdt tinh trang

THONG TIN THAY BOI TRANG THAI, BAO CAO

I S T S T
Ban K& hoach - DAu tw Hoan thanh ndi dung cdng viéc nhw 33 duoc D3 hoan thanh 2210212019
giao

Trao doi thdng tin:

# Quanljcingvigc | Cang vidc cin xi If

€@ Thingtin cong vigc €@ Ponvilca nhén thuc hién

© Trao diithéng tin

+ Tao cbng viéc con

Trao dai théng tin

Nguyén Binh Danh (22/02/2019) Q
Bao cdo cdng vidc

& Taitép tin

Trao ddi thong tin cho phép cac ca nhan/don vi thuc hién cong viéc trao doi thong
tin, gui file.
» Tao cOng viéc con

Néu cong viéc can phan cdng toi cac ca nhan khéc trong don vi, ngudi dung cé thé tao
cdng viéc con bang cach sau:

- Céch 1: click icon + trén danh sach nhu sau:
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Tai liéu hudng dan hé théng “Quan ly Nhiém vy”

A Quaniychngvidc | Congviéc cn xik Iy

Tén cong viéc: Trang théi cdng viéc Chura hoan thanh N
L&nh dao giao viéc: —Lua chon— - Vaitrd —Lwa chon— o
Ngay bt diu = = Mgay hét han: = =
Loai cng viéc Tétca v

LEaciEs

3 Nguyén Binh 16/11/2018  25/11/2018  Nguyén Thi Héng Hanh Tham khao § kién clia Ban Tai chinh Chién Theo ddi
Danh Iroc dé xay dung ké hoach doanh thu ndm
2019 phi hop véi dinh hudng Chién lwgc
VNPT4.0. Mghién ctiu, trién khai cac gidi phap
tang doanh thu tir M&A, mua doanh nghiép

Chura danh gid

Tinh h danh
gv

startup.
vd Nguyén Binh 21112i2018 281122018 Khiic Van Bién, Cit Thanh Phirong, EOFFICE 1035177 (S0 1647/QBD-VNPT.CN Phoi hgp 0 Chwa danh gia +
Danh Nguyén Thi Hong Hanh, Lé Xudn ngay 21112/2018) Ké hoach phat trién mang
Quyét, Nguyén Hiru Nam, B6 Hoang v tuyén di dong bo sung giai doan
L&m, L& Quang Hoa, Nguyén Thi 2018-2019
Ngoc Oanh
v Nguyén Dinh 16/11/12018 3111212018 Cii Thanh Phirong Binh huréng VNPT-Media trién khai ste dung Theo doi n Chura danh gia +

=+ Tao cing viéc con

- Cach 2: Click vao nut nhu sau:

A Quanijcdngvic | Congvide cln xik If

€ Théngtin cdng vigc @ Donvilca nhan thuc hign [ JED dbi théng tin

THONG TIN CONG VIEC
Ngay hét han : 10/01/2019
Lanh dao giao viéc: Ngd Hang Tin
Trang thai danh gia : Chwa danh gid
Tén cong viéc: EOFFICE 1056333 (S6 12 ngay 25(2/2018) Xin chi dao trich 13p dy phéng nam
2018 Moi dung danh gia:

N6i dung cong viéc :
Ban KH BT, Ban KTTC phdi hop xem xét, @& xudt chi dao dai diénvén

File dinh kém:
Trich yéu vén ban : Xin chi dao trich I13p du phong nam 2018
Mirc d0 wpu tién : Thirdng

Ngay giao viéc : 27/12/2018

2

Khi d6 hé thng hién thi man hinh Giao viéc.

Chtric nang giao viéc thuc hién nhu chirc nang: Giao viéc.
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Tai liéu hudn

g dan hé théng “Quan ly Nhiém vy”

C @ office.quangngai.gov.vn/qlvbdh/main?lzL1Dx9wSBxmCEtw5AICcEBnb=C
=1 wuan iy mmem e gy ©
3 File dinh kém S
Giao nhiém vy : & Taltéptn
Nhiém vu @a giao M cdng viéc Thudng

Nhiém vu can xiz Iy (2)

Nhiém vu can béo céo tién
ool
@

Nhiém vy da giao sdp hét
han

Nhac viéc cho ngudi giao viéc 0
<€ Nhdc viée dinh ki

PHAN CONG THUC HIEN

Nhiém vu cin xi¥ Ij sdp hét

han

Nhiém vy G3 giao tré han

Y Quan ly lich Gon vi =]
Uy quyén Ban Quan Iy DA BTXD cdc cong trinh NN va PTNT tinh Quang Ngai
2 Quan tri Thy mai = Van phong Ban quan Iy

4 Théng tin Giéu hanh

]

V6 Xudn Ha

Phong Quan ly dw an
Phong Ké hoach - Tai chinh

Phong K§ thudt - Tham dinh

+Ta0 cdng vide

t1CzAWyHxdyjbTqOvCBtuTtfCcPbUo. &lyLICe

Van ban lién quan

S6 ngay thyc hién

Ngdy hét han

Click véo tén don vi dé hién thj

BnZTbYjTBnw6QId

Qa e

Cong viéc sau khi giao s& vao menu [Cong viéc di giao] dé theo ddi cong viéc.

2.2.3 Nhiém vu da giao

Pé quan Iy nhiém vu da giao, nguoi diung chon menu [Nhiém vu di giao] trén
menu chinh, khi d6 hé théng hién thi man hinh nhu sau:

X

O @ Andanh

-

Quén tri hé théng

1Y)

an ban da x{r Iy

an ban dén (18)

Wan ban di (34)

s

Van ban aén (71)

g

4 Van ban &i (34)

'Y}

Wan ban dy quyen (11)

-

an bén xem dé biét

-

an ban Génh dau

Quén Iy hd so

=]

Tra cru van ban

4 van ban theo a8

Hb sor cong viéc

Y]

Quan ly chng viée (35)

Y]

Quan Iy nhiém vu (7)

Giao nhiém vy
Nhiém vy da giao (7)
Nhigm vy cén xi¥ Iy

Nhiém vy cin bdo cio tién
1]

Nniém vu a3 giao s&p hét
han

8

Quén Iy nhiém vy / Nhiém vu da giao
Qun i nr 5

Tén cong vide

Ngudi giao: ~Lira chon-

Ngay giao viéc L} =
g3y 0 = =

Don vi dugc giao NV- ~Lua chon—

Ngay giao Ngay hét
Ngudni giao

Chi tri

viée

tr Ng Huy Hoédng 06/06/2022 13106/2022  Ban Quén Ij DA BTXD céc cong trinh
NN va PTNT finh Quang Ng3i

= Ng Huy Hoéng 31/08/2022 1170872022 Ban Quén Iy DABDTXD cac
NN va PTNT tinh Quéng Ngai

o Ng Huy Hodng 09/08/2022 16/09/2022  Ban Quén Iy DABTXD cac cdng trinh
NN va PTNT tinh Quéang Noai

w Ng Huy Hodng 09/08/2022 16/09/2022 Ban Quén Iy DABDTXD cac
NN v& PTNT finh Quang Ngii

w7 Ng Huy Hoang 09/09/2022 16/0972022 Ban Quén Iy DA BTXD céc cong trinh
NN v3 PTNT finh Quang Ngai

¥ Ng Huy Hoéng 12/08/2022 19/09/2022  Ban Quan Iy DABTXD cac cing frinh
NN v3 PTNT tinh Quang Ngai

¥y Ng Huy Hoéng 12/08/2022 19/09/2022  Ban Quan Ij DA BTXD céc cong trinh

» Xem thong tin nhiém vu da giao

Pé xem thong tin nhiém vu da giao, ngudi
trén danh sach => hé thdng hién thi man hinh théng tin nhiém vy nhu sau:
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Trang théi cBng viéc

Chura hodn thanh

Chra hoan tha
Chura hoal
B4 hoan thanh

Npay hét han

Ca nhan dugc giao NV
D4 hoan thanh - Qua han
Chir phé duyét

(S6 1897/TB-UBND ngay 09/10/2020) Thang béo vé
gidi thigu chirc danh, chiF ky cla Gidm déc Ban quan i du

&n Ddu tur xdy dyng va Phét trién quj dét thanh phé
Quang Ngai

(56 31332/KH-UBND ngéy 20/08/2022) TEST VAN BAN
DEN SAU UPCODE LAN 4

(S8 737/SGDDT-VP ngdy 21/05/2021) Tiép nhén hd so thil
tuc hanh chinh thude tham quyén gidi quyét cla S& GDET
1ai Trung tAm Phyc vy hanh chinh cong finh

(56 535TB-SGDDT ngdy 31/05/2021) Viv gidi thiéu enire
danh va chi¥ ky ciia Giam ddc S5 Gido duc va Béo tao
Quing Ng3i- Gng: Nguysn Ngoc Thal

(St 190/TB-UBND ngay 28/04/2021) Thing béo v.v treo
o Té québc, 16ng don vé sinh va nghi dip 1€ Ngay Chién
théng (30/4) va Ngay Quéc 1é Iao dong (01/5)

(St 632/UBND ngay 24/06/2021) Viv iy y kién vé quy
hoach st dung G4t cAp huyén gial doan 2021-2030

(St 63WKH-QNI ngay 11/08/2022) Viv G& nghi xir I},

~g

- Con han
- Qua han

D43 hodn thanh - Bdng han

Lanh dao danh gia  ~

Chua dénh gi

Chura danh gia x
Chura danh gia x
Chura danh gia x
Chua danh gia x
Chua danh gia x

f 0 it x|

giao nhiém vu click vao tén cua nhiém vu

2022
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Tai liéu hudng dan hé théng “Quan ly Nhiém vy”

A Quanljcéngvidc ' Congviéc a3 giao

@ Théngtin céngviéc (2] e
THONG TIN CONG VIEC
L&nh dao giao viéc: NguyEn Dinh Danh

Tén chngwiéc *
Banh gid churong trinh dang thir MyTV
Ndi dung cdng viéc: *

B I 5|H

Ban KHBT chi dao VNPT-Vinaphone bdo cdo danh gi chuong trinh ding thir MyTV d& digu chinh chinh sdch cho pha hop, tng hep bao cde Téng Giam dic. A. Tudn Phueng chi dao, c. Yén

chi tri
File dinh kém & Taitp tin
Mirc G6 cong vigc Thudng Trang thai céng vigc
Magay giao viéc 08H1/2018 = Ngay hét han: 1511112018 =

Man hinh théng tin cong viéc gdom 3 tab:

- Thong tin cdng viéc: thdng tin chung caa nhiém vu

- Don vi/ca nhan thyc hién: cho phép nguoi giao nhiém vy xem cac ca nhan/don
vi da giao

- Trao d6i thong tin: cho phép ngudi giao nhiém vu trao d6i thong tin voi cac ca
nhan/don vi dugc giao nhiém vu.

» Xoa nhiém vu da giao

Déi vai nhiém vu di giao ngudi giao nhiém vu c6 thé vao xéa di néu thay nhiém
vu d6 khong can thiét phai lam hoac bi tring lap.

Pé thyc hién x6a nhiém vu da giao ngudi ding thyc hién nhu sau:

x

Tai man hinh Nhiém vu da giao -> click vao icon vi tri sau:
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Tai liéu hudng dan hé théng “Quan ly Nhiém vy”

- C @ office.quangngai.gov.vn 2 % O @ Andnh
Trangchu  Danhba  Thongtincanhan  Bocaplgin - Huongdansudung  VanbangaoNV  Vanban  Duomgdan  Buongdan  Buong dan s s oo oponi)
& auanting théng S| # Quaniynhiémw/ NNiém vu 03 giao
EA van ban da xir ly
Tén cong viéc Trang thai cong viéc: Chua hoan thanh v
%) Van ban dén (18) ) Y
Nguoi giao: Lot -
= Tl
Z vanbanai (34) Lye crion
— = Ngay glao viéc Ngay hét han
£2 van ban aén (71) = g L] = E
Don vi duoc giao NV. ~L1ra chon— C4 nhan duoc giao NV L1ra cho-

0]

B4 Van bén di (34)

B3 van ban dy quyén (1) AL Exou

© van ban xem 6 it .

Ngay giao Ngiy hét han | Tinh Thao
© Van ban danh ddu ' Nguirigiao viée - ‘ Chi tri Tén cong viéc v | trangv Liinh dgo Génh gid ~
= o = NgHuyHodng  06/062022 1300622022  BanQudnl DABTXD cAccongtinh (S8 1697/TB-UBND ngdy 09/10:2020) Théng bdo v& vic o Chua dénh gid x
> Quinly ho so e NN va PTNT tinh Quang N3 gidH thiéu chirc danh, chiY ky clla Gidm déc Ban quén I du
= an DAu tu xdy dung va Phat trién qu G4t thanh phé
kil Tra ciru vén ban Quang Ngdi
£4 viin ban theo di NgHuyHodng | 310082022 110972022  BanQuan 1 DADTXD caccnglinh (S 31332/KH-UBND ngdy 20/0872022) TEST VAN BAN O Chua dénh gid x

NN v& PTNT tinh Quang DEN SAU UPCODE LAN 4
& Hb so cong vigc e
NgHuyHoang 091092022  16/09/2022  Ban Qudnly DABTXD c tinh (S8 737/SGDDT-VP ngdy 21/05/2021) Tiép nhén hd so thi 0 Chua dénh gid x
B9 Quantycongviéc (35) 2 NN va PTNT tinh Quang Ng3 tuc hanh chinh thudc thdm quyén gidi quyét cia S& GDBT
1al Trung tam Phuc vu hanh chinh céng tinh
E3 Quanlynhiémw(n S e .
NgHuyHodng | 001092022  16/09/2022  Ban Qudnly DABTXD ciccongtiinh  (S& 535TB-SGODT ngdy 31/05/2021) Viv gidi thidu chirc o Chua dénh gid x
NN va PTNT tinh Quing Ng3i danh va chi¥ ky cda Gidm ddc S Gido duc va Béo tao
Glao e vy Quing Ngai- 6ng: Nguyén Nooc Théi
NhiGm vy 63 giao (7) NgHuyHodng  00/09/22022  16/08/2022  BanQudn I DADTXD cdccong inh (S8 190/TB-UBND ngay 28/04/2021) Théng bio v.v treo 0 Chua dénh gid x
Nhidm vy cin x¥ iy NN v& PTNT tinh Quang No3 & T8 québc, tdng don vé sinh va nghi dip 18 Ngay Chién

z A . théng (30/4) va Noay Qubc té lao Gdng (01/5;
Nniém vy can bao cao tien

= Hién thi popup confirm c6 dong y x6a nhiém vu hay khong. Ngudi giao nhiém
vu click nat [Pong y] dé thuc hién x6a nhiém vuy.

Nhiém vu sau khi x6a xong s& bi mat khoi danh sach Nhiém vu d3 giao ctia ngudi
giao viéc va danh sach Nhiém vu can xir Iy caa nguoi nhan viéc.

» Xoa don vi da dwgc nhiém vu

Péi véi mot nhiem vu da giao, ngudi giao nhiém vy cd thé x6a nhiém vy cho don
vi/ ca nhan thuc hién nhiém vu.

Dé thyuc hién chire nang x6a don vi/ca nhan thuc hién nhiém vu, nguoi giao nhiém
vu vao xem théng tin nhiém vu da giao => Chon tab [DPon vi/ca nhan thuc hién]:

& cuantring théng 5 # Quanlynhiémvy ' Nhiém v g3 giao

E4 vanban 63 xi iy

1 van ban 6dn (18) (1 I @ 9o vilcé nhin thyc hign [5)

vl . N _
(2" vanbinai (34) DON VIICA NHAN THUC HIEN
B4 van ban aén (71) B

Tinh trang thye

B3 vnban & (34) = Vi trd xir Iy hign NG dung nhiém vy Ngiy bit diu

) Ban Quan Iy DADTXD céc cdng trinh NN va XU Iy chinh - xe EQT GLAD NV A F—— . -

3 bin Oy el Chuatn, v TEST GIAQ NV SAUT, 310812022 110912022

£ van bén dy quydn (11) PTNT finh Quang Ngai et A - - -

© van ban xem dé biét
[)C3p nhét tinh trang
© van ban génh déu _
= quaniyhdso B
[ Tra ciu vén ban
EA viin ban theo d3i
& b so cong vide L)
EA quanlycongvigc(35) B
B3 Quaniynhigmwu(?) ©

Giao nhiém vy

j Nhiém vy da giao (7)
Nguoi giao nhiém vu click icon * dé x6a don vi hodc ca nhan di giao nhiém
vu.

Khi d6 hé thdng hién thi cu hoi xac nhan viéc hay bo nhiém vu. Ngudi giao
nhiém vu click [Pdng y] dé hoan thanh viéc hiy nhiém vu. Nhiém vu s& bi x6a khoi
danh sach nhiém vu can xir ly ciia ngudi nhan viéc vira bi x6a.
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Tai liéu hudng dan hé théng “Quan ly Nhiém vy”

Theo ddi tién trinh thwc hién nhiém vu
Chtic ning theo dai tién trinh thuc hién nhiém vu cho phép nguoi giao nhiém vu
c6 cai nhin xuyén sudt qua trinh thuc hién nhiém vu tir cac cap.
Pé xem tién trinh thuc hién nhiém vy, ngudi giao nhiém vu vao man hinh Chi tiét

nhiém vy, tab Don vi/ca nhan thuc hién, va click vao nat :

& Quantr| né théng & 4 Quanlynhiémvu ' Nhiém vy da giso

EA van ban & xir iy

) Van ban dén (18) © o © Bon vilca nhan thyc hign o
2 \in ban di . N _

C' vinthna 3 DON VIICA NHAN THYC HIEN

EA van ban dén (71) a8 Tnhh’nnglllul::

A Van ban i (349) — Bom vilch nhan xie li Vai trd xir by Thao tic N&i dung nhiém vu Ngay bt ddu Ngity hét han
Ban Quén Iy DA BTXD céc cong trinh NN va XIF Iy chinh 3 hodn thanh Test niuam v (Co kha nang hoan thanh) 18042022 21/0412022

Van ban dy quyén (11) PTNT tinh Quang Noéi TET 70%

© van ban xem 34 biét

© van ban danh géu

B Quiniyhdso =  THONG TIN THAY DOI TRANG THAI, BAO CAO

Bl Tra ciru van ban Bon viled nhin i Iy 5 Trang thai thay i Thiri gian gin

Vin ban thao ddi Ban Quén Iy DA ©TXD céc céng frinh NN vd PTNT tinh Quang Ng&i Hoan thanh B3 hoan thanh 2110912022

m

=

& b so cong vise

EA Quaniycongviéc (35 S
EA qQuan Iy nhiém vu (7) ]

i~ Giao nhiém vu

Nhiém vy da giao (7)

Khi d6 hé thdng hién thi man hinh nhu sau:

DANH SACH TIEN TRINH XU’ LY

Born viich nhén xir Iy Hinh thirc. Trang thai N&i dung File dinh kém Ngay bit ddu Ngay hét han Tinh trang thirc hién
Tran Nam Hai Cap nhtfinh trang Hoan thanh 121112018 1911172018 B4 hoan thanh
Tréin Nam Hai Lanh dao giao viéc Knéitao 1211172018 1911172018 Chua thic hién

» Danh gia nhiém vu

banh gia nhiém vu la chirc nang ngudi giao viéc vao danh gia khi nhiém vu giao da
dugc hoan thanh. Chi thuc hién dénh gia duoc cong viée da giao duwoc chuyén sang trang
thai hoan thanh.

Pé thuc hién thi ngudi dung thao tac nhu sau:

B1. Nguoi dung vao man hinh Nhiém vu da giao:

& Quéntriné théng B | % Quanly nhiémvu © Nhiém vy 83 giao

£ Van ban da xir Iy

Tén cing viéc: Trang thai cdng viéc: 3

B3 hoan thanh v

= Van ban ¢én (18)

Noui giao: . -
&' Van bin gl (34) ~La chen—
. Ngdy giao viéc: - Ngady hét han.
V&n ban gén (71) B -

Bon vi duoc giao NV. ~Lua chon- - Céd nhén duoc giao NV: -Lua chon- -

@

Van ban di (34)

=)
B4
EA van ban dy quyén (1)
O van ban xem 6 bidt

Ngay giao ity hé
O Van ban ganh déu Nguiri giao = i d i Tén cing vidc 2 Liinh dgo dénh gid

— ind _ 2510212022 01042022  Ban Quan Iy DABTXD cic cdng trinh  TEST Céng Vide e Duyét xi¥ I xong x
= Quan 1y hd so = NN va PTNT finh Quéng Ngai
Bl Tra ciru van ban fr Ng Thanh Son 18/04/2022 25/04/2022  Ban Quan Iy DASTXD cdc cong frinh (S5 401/TB/UBND ngay 21/12/2020) Gidi thidu chirc danh o Duyét xi¥ I xong
NN va PTNT tinh Quang Ngai va chil ky cika ddng cni VG Thanh Hing, Quyén Cni tich
EA van ban theo ddi UBND thi x3 Brc Pnd, nhiém ky 2016-2021
& 16 so céng vike =] T Ng Huy Hoang 18/04/2022 25/04/2022  Ban Quén I DA BTXD céc cong trinh (S8 134/TTr-UBND ngay 19/1 *.’ZOZO] Té trinh vé viéc diku O Chua danh gia x
NN va PTNT finh Quang Ng&i chinh phén loai don vi hanh chinh cAp x&
B4 quinijcongvie(35) = Ng Thanh Son 25042022  02005/2022  Ban Quéanly DADTXD ciccong trinh (S5 2635/KH-SYT ngay 2610/2020) Ké hoach Truyén 0 Chua danh gid
E4 Quan iy nhigmwy(n) B NN va PTNT finh Quéng Ng3i tnéng v& noat dgng tridn knai B an Thidt 14p Hé théng nd
so sirc khde dién tir dén tirng ngurdi dén irén dia ban tinh
Qung Ngai ndm 2020
- Giao nhiém vu ang Nl
~ Ng Huy 109 G udn ¢ cing irini (=6 ay 021 ) 438- ;
Nhiém vu a giso (7) o Ng Huy Hodng 12/09/2022 19/09/2022 Banq anA ¥ D.A BTX!J a (;:mg rinh .Sp 15-3-' ‘(‘ M.D nga‘, E{ZOSIZDZW 4.38 TF cﬂuc danh va o Dulr- Y Chal ndi b e
NN v3 PTNT finh Cruiing Nodi Qi thidy chif oy Gidm doe TTYT huvéin kG Brc
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Tai liéu hudng dan hé théng “Quan ly Nhiém vy”

B2. Click nat -> hé thdng hién thi danh sach nhitng nhiém vu
d3 giao da duoc hoan thanh dé thuc hién danh gia nhu sau:

# Quanjcongvidc | Céngviéc a3 giao

Tén cong viéc Trang thai cong viéc: Chir phé duyét “
Lanh dao giao viéc _Luachan— T

Nagay giao vigc = = Mgay hét han = =
Bonvi duec giao NV: —Lwachon— - C& nhan duoc giao NV —Lura chon—-

Lénh dao giao Ngéy hét han Tinh )
Chil tri Tén cong vi trang~ Két qua thwe hign Lanh dao danh gia Néi dung danh gia

NguyenE)mh 1511142018 L& Quang Hoa thhcrpdnng bd Ngay 29/08i2018, Phd TGE Chua danh gia |~
Danh co s& hatingva Huynh Quang Liém da ky
thiét bi vin bin s6 4593VNPT-

KHBT yéu ciu cic VNPT
finhithanh phd hoan thanh
CSHT nhatram, dat hang
va hoan thanh cac du an vd
tuyén mang Vinaphone
nim 2018. Trong do, dé
ddng bé gifa CSHT va
thidt bi, cho phép: - Bidu
chuy&n thiét bi tir cic tram
khéng hoan thanh kip
CSHT trude 31/10/2018
dén cac tinh/ khu virc 6
nhu ciu va san sang
CSHT. viéc VNPT-Net phan
bé thiét bi du dn 4G pha 3
Ericsson tir cac tram
khéng kip hoan thanh
CSHT (Long An, Can Tho)
v& Ti&n Giang phl hop véi
hwéng din clia Tap doan
taivan ban néu trén.

= Mguyén Binh 10/11/2018  Trdn Nam Hai EOFFICE 1027541 o Hoan thanh Chua anh gia |~
Danh (86 2002Tr-
KHBT ngay
00/11/2018) Trinh

Kk van ban huwdng
ddn cac don vi
trién khai danh gia
tinh hinh thuc hién
cac diy an nhém
AB thire hién
KHETPT nam
2018 va dang ky
danh muc cac du
4n nhdm AB thurc
hién KHBTPT nam
2019 dé tinh
CMSC phé duyét

-3 Nauyén Binh 19/11/2018  Nghiém Xuin Tém EOFFICE 1026841 o D3 xem Chua dénh gia |~
Danh (56 1998MTr-
KHBT ngay ) vé

viéc phé duyét bd
sung ké hoach von
dAu tw ndm 2018
cho VMPT Phi
Tho

e Nguyén Binh 19/11/2018 Mghiém Xudn Tam EOFFICE 1026841 o daxem
Danh (56 1349/08-
VNPT-KHET ngay
09/11/2018) Vé
viéc phé duyét bd
sung ké hoach vén
ddu tr nam 2018
cho VMPT Phi
Tho

Chua danh gia |~

B3. Click vao combobox ¢ ¢t Lanh dao danh gia -> chon gié tri [Duyét xt ly xong]
hodc [Chua xtr ly xong]; nhap dix li¢u vao textbox & cot Noi dung hoan thanh.

) M = Cip nhat danh gid
B4. Click nut

Sau khi click nut [Cap nhat danh gia] -> Thong bao cap nhat thanh céng, danh sach
nhiém vy hién thi nhitng nhiém vy chua duoc danh gia.

X 4 R . cr Lia \ N . , K&t thiic danh gia
bé dong man hinh danh gia nhiém vu thi nguoi dung click nat
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