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1  GIOI THIEU

1.1 Muc dich tai liéu

Tai liéu nay nham muc dich hudng dan ngudi ding chi tiét timg budc sir dung cac
chic nang quan tri don vi cua hé théng Co sé dit liéu qudc gia vé KNTC.

1.2 Pham vi va dbi tweng sir dung

Tai liéu ndy ap dung cho ngudi quan tri don vi cap tinh/huyén caa hé théng Co so dit
lieu quéc gia vé KNTC.

1.3 Thuat ngir va cac tir viét tat

STT |Thuat ngir Dinh nghia

1. |KNTC Khiéu nai t6 céo
2. CQ,bVv Co quan, bBon vi
3. Lb Lanh dao

4. |TP Trudng phong

5. LbCQ Lanh dao co quan
6. CVv Chuyén vién

7. |KQ Két qua

8.

1.4 Tai liéu tham khao

. Phién
STT |Ky hiéu Ten bi Muc dich tham khao
an
1. NA Khong co
2.
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2  TONG QUAN

2.1 Téng quan vé quan tri don vi

A Thém méi don
QUAN LY BON V]| .
vi
v
L Thém maéi Phén quyén chtrc
QUAN LY NHOM hé 5 —— 5 nine cho nha as
NGUO! DUNG nhém ngudi nang cho nhom nguoi
dung nghiép vu dung
1

QUAN LY v
NGUO1 DUNG )

Thém maéi

nguoi dung

Céu hinh ngudi Cauhinhnguoi ~~ Cau hinh nguoi Céu hinh ngudi
dung vao don dung vao nhém | ding vao cac nhom  dung vao cac nhom
vi quan tri don vi quy trinh nghiép vu
v ]
- ] Cau hinh quy trinh Gn
CAU HINH Chinh sira quy v0i céc (tlrgong hop ¢
> trinh hil h V(S'l —_— e o A & s
QUY TRINH E,ion v(i)p khiéu nai, to céo; ti€p
: nhan tryc tiép, gian tiep

So dé quan tri don vi

Hé thong co s dit lidu qubc gia vé khiéu nai, t6 cdo duoc xay dung véi hai nhom dbi

tugng quan tri khac nhau:

- Quan trj hé thdng: Quan ly chung cua toan bo hé thdng, danh cho quan tri hé thdng
cd thé quan 1y duoc cac phan mém c6 trong hé thdng, quan Iy cac tham sé cau hinh
cua hé théng, khai tao cac don vi tham gia hé thdng, quan Iy tai nguyén cua hé
théng, quan ly cac Module - chirc ning cé trong cac phan mém thudc hé théng,
quan Iy céc chuan tich hop, sao Iuu dit liéu cia hé théng, quan 1y ngudi ding trong
toan bo hé théng...: Quan Iy danh muc dung chung: Quan ly cac danh muc dung
chung cho toan bé hé théng nhu danh muc hanh chinh, danh muc loai don thur. ..
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Quan tri don vi: Mdi don vi ¢6 co cau to chirc khac nhau, can bo khac nhau va quy
trinh xr 1y va gidi quyét don thu cling khac nhau. Do vay, mdi don vi s& c6 cin bd
quan tri chiu trach nhiém quan ly cadc phong ban, ngudi dung va quy trinh trong don

vi minh.

Can bo quan tri don vi cap Tinh/Thanh phé s& chiu trach nhiém d6i véi cac don vi, phong
ban, ngudi ding va quy trinh xir Iy va giai quyét don cua toan bo Tinh/Thanh phd. Ngoai
ra mdi don vi cip dudi s& c6 mot quan tri don vi riéng, co chirc ning twong tu nhu quan
tri don vi cap Tinh/Thanh phd.

Dé thuc hién quan tri don vi, can b quan tri don vi cip Tinh/Thanh phé can phai thuc

hién cac budc nhu sau:

Quan ly don vi, phong ban: Quan tri don vi cip Tinh/Thanh phé thuc hién thém moi
don vi, phong ban néu chua c6 hoic cap nhat phong ban di dugc khai bao tir trude.
Quan ly nhom ngudi dung: Nhitng ngudi dung c¢6 cung vai trdo nhu nhau s€ dugc
phan vao cting mot nhém ngudi ding. Hé thong cung cap ba nhom nguoi dung khac
nhau cho phép quan tri don vi quan tri sir dung, bao gom: Nhém nguoi ding quan
tr1 don vi; Nhém nguoi dung nghi€p vu (Nhitng nguodi dung thudc cac nhoém nghiép
vu khac nhau s& dugc sir dung cac chirc ning khac nhau ma hé thong cung cap) va
Nhom nguodi dung quy trinh (Nguoi dung thuge nhém ngudi dung quy trinh khac
nhau s& c6 quyén xir Iy don thu va giai quyét don thu & cac trang thai don thu khac
nhau)

Quan 1y ngudi dung: Quan tri don vi ¢6 thé thyc hién thém méi nguoi ding, gan
nguoi dung vao don vi va phan nguoi dung vao cac nhém ngudi dung twong ung.
Céu hinh quy trinh: M&i don vi s& c6 quy trinh xt Iy don va giai quyét don thu khac
nhau tiy thudc vao tiép nhan gian tiép hay truc tiép, loai don thu tiép nhan 1a gi.
Khi khai bao don vi, hé théng s€ tao mac dinh cac quy trinh tuong Ung. Quan tri

don vi chi can thay doi lai quy trinh cho phii hop véi quy trinh ciia don vi minh.

2.2 Céu tric tai liéu

Tai liéu “Hudng dan sir dung quan tri don vi ciia phan mém Co so dit liéu quéc gia

vé KNTC” bao gom c4c noi dung huéng dan sau:

STT | Tén chirc nang Giai thich

1. Quan ly don vi Quan 1y cac don vi st dung hé thong

2. Quan ly nguoi dung Quan 1y cac ngudi dung cua hé thong

3. Quan ly nhém nguoi dung Quan 1y cac nhom ngudi dung cua hé thong
4, Quan ly chtic nang Quan 1y cac chirc ning cua hé thong

5. CAu hinh quy trinh Quan 1y cau hinh quy trinh cho cac don vi
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2.3 Trinh duyét hd tro
Hé théng hd trg phan mém chay trén céc trinh duyét sau:
- Google Chrome
- Mozilla Firefox
- Coccoc
2.4 Ding nhap hé thong
- Link truy cap vao phan h¢ quan tri: adminkntc.thanhtra.gov.vn

- Hé thdng s& hién thi man hinh dang nhap vdi giao dién nhu sau:

Hé théng Cor sé& dir liéu qudc gia vé
khieu nai, to cao

Tén dang nhap

| H101.admin

Mat khau

Nhé dang nhap nay Quén mat khau

Hinh 1: Man hinh dang nhdp phan mém
- Ngudi dung nhap théng tin bat budc: Tén dang nhap, Mat khau. Sau d6 nhan nit
“Pang nhap”.
- Giao dién trang chu duoc hién thi sau khi ding nhap thanh cong c6 nhitng chic

nang nhu sau:


https://adminkntc.thanhtra.gov.vn/
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( \ HE THONG O SO DI LIEU QUGC GIA VE KHIEU NAI T8 CAO, PHAN HE QUAN TR| HE THONG Chao Quén tri don vi- UBND TP Ha N&i!  Déng xust
UBND Thanh phd Ha Nai

iR Quan trj hé thdng > Quan ly don vi

Quén ly nhom ngudi ding o X " » N : " e " P
Import donvi | Thém nhém ngudi dingvao donvi | Thém ngudi ding vaodonvi | Thém cdu hinh in phiu
Quén ly ngudi dung
T T S =

Phan quyén chic ning

Tim kiém H101 UBND Thanh phd Ha Noi
Céu hinh quy trinh B8 UBND Thanh phd Ha Noi - s cona da A NGB
= P H101.01 Ban tiép cong dan TP Ha Ngi 2
TITATS & W Cuc Thi hanh &n dén s thanh phd Ha Noi - ~
Quén ly lénh dao tiép ¢ P ’ H101.02 Thanh tra Thanh phé Ha N&i 3
M8 Cuc Thi hanh &n thanh phd Ha Noi
H101.06 S6 giao théng van tai Ha N&i 5
B 54 Canh s&t phong chay chita chay thanh
phé Ha Noi H101.08 S& Quy hoach - Kién tric
B 54 Cang an thanh phd Ha Nbi H101.09 56 Giao thong van tai
M & cong thuong H101.10 S5 Tai nguyén va Mbi trung
M 5& Gido duc va Dao tao H101.11 S8 Gido duc va Dio tao
B 54 Giao théng van tii H101.12 S Tuphap
8 S K& hoach dau tw - . ~ .
H10113 S& Lao dong - Thuoing binh va Xa hai
H101.14 S8 Nai vu
H101.15 SO KE hoach dau tw
[ H101.16 $&'Van hoa, Thé thao va Du lich
H101.17 Sd Ngoai vu
H101.18 SOYtE
H10119 S Xay dung
H101.20 S¢ Théng tin va Truyén théng
H101.21 Sd Tai chinh

Hinh 2: Man hinh quan tri don vi
2.5 Doi mat khau
- Tt man hinh quan tri don vi, tai phia trén, bén phai man hinh, kich chon vao tén cta
nguoi dung quan tri:

%) HETHONG CO SO D LIEU QUEC GIA VE KHIEU NAI T8 CAO, PHAN HE QUAN TRI HE THONG BT R To rirE DTr
4 UBND Thanh phd Ha Nai

Dang xudt

&

Quan Iy don vi hanh chinh

Quan tri hé théng > Quan ly don vi
Qun ly nhém ngudi ding " ’ A ’ P . P

Import donvi | Th&m nhém nguoi ding vao donvi | Thém ngudi ding vao donvi | Thém cdu hinh in phigu
Quan ly ngudi ding

Phan quygn chire nang

Tim ki€m H101 UBND Thanh phd Ha N&i
C&u hinh quy trinh g . .
ay [£] 88 UBND Thanh pho Ha Noi H101.01 Ban 1i&p cong dan TP Ha Noi 2
10 ko 15 e B8 Cuc Thi hanh an dan su thanh phd Ha Noi
Quan Iy 1anh dao tigp : P : H101.02 Thanh tra Thanh pha Ha Nai 3

- Man hinh thong tin tai khoan hién thi: chon nat ddi mat khau.
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# Trang Chl > Cap nhéat thong tin tai khoan

Tén tai khoan ~ H101.admin
Email = admintphn@gmail.com

Ténday i Quéntri don vi- UBND TP Ha NG

Cap nhat | D3i mat khau

- Nhép mat khau cii va xac nhan mat khau méi. Sau d6 an “Luu lai” dé€ hoan tat viéc

thay d6i mat khau.
DPoi mat khau
*MEtKhAU GO veveresnes
* Mat khAu MG vevvesesnns

* ¥ac nhan mat khau mol.  seevevesnns

Luwu y: Ngudi dung phai nhé mat khau sau khi da thay ddi va khong cung cip mat khau
ciia minh cho nhitng nguoi khong lién quan. Trong trudng hop quén mat khau, vui long
lien hé véi quan tri hé théng caa Trung tam thong tin - Thanh tra Chinh phu dé dugc hd
tro.

2.6 Ding xuat

- Ttr man hinh trang quan tri, tai phia trén, bén phai man hinh, kich chon “Dang Xuat”

HE THONG CO' SO DU LIEU QUEC GIA VE KHIEU NAI TG CAQ, PHAN HE QUAN TR HE THONG

Ch&o Quén tri don vi - UBND TP Ha N&i! | Bang xuit
f UBND Thanh phd Ha Nai

Quan Iy don vi hanh chinh

Quan tri hé théng > Quan ly don vi
Qun ly nhém ngudi ding T ’ A ’ P . P
Thém nhém nguoi ding vao donvi | Thém ngudi dung vao donvi | Thém c3u hinh in phigu
Quan ly ngudi ding
et mm

Phan quygn chire nang

Tim kigm H101 UBND Thanh phd Ha N&i 47
C&u hinh quy trinh 5 . .
ay [£] 88 UBND Thanh pho Ha Noi H101.01 Ban 1i&p cong dan TP Ha Noi 2
3 oI5 o B8 Cuc Thi hanh an dan suthanh phd Ha Noi
Quan Iy 1anh dao tigp : P : H101.02 Thanh tra Thanh pha Ha Nai 3
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- Man hinh ding xuat thanh céng, bam “Ddng ¥ dé xac nhan ding xuat.

Pang xuat

Ban mudn dang xuat khdi HE Thong Xac Thirc - Hé thdng Co s& diF lieu qudc gia vé
Khigu nai, td cao?

3  HUONG DAN SU DUNG QUAN TRI PON VI
3.1 Quan ly don vi hanh chinh

- Quan tri don vi la cép quan tri dugc quan tri bdi ngudi quan tri hé théng. Quan tri hé
théng s€ tao ra cac quan tri don vi ctia cac Tinh/Thanh phé va cac don vi Bo/Co quan
ngang BJ. Quan tri don vi s€ quan ly cac don vi tryc thudc, cac phong ban va nguoi
dung trong don vi cua minh.

- Viéc khdi tao dit liéu cho don vi 12 viéc dau tién ma ngudi quan tri don vi can lam.

- Can phai xac dinh dugc c6 bao nhiéu don vi, phong ban truc thudce ctia Tinh/Thanh
phé dam nhan nhiém vy cong tac nganh Thanh tra khiéu nai t6 cdo va co cau t6 chirc
ctia don vi nhu thé nao.

3.1.1 Thém mgi don vi

I Thém méi don vi cdp Tinh/Thanh phd

Quy trinh thém méi don vi

B1: Bang nhap vao . . ]
B&t dau phan hé quan tri ———| “BZ.YChc.gn menu B3: “Chop chu!s;-u
don vi Quan ly don vi nang “Thém méi
Két thuc B{l:“Nha? thf)ng t_ln
va “Lwu” thdng tin

Hinh 3: Cac buoc thuc hién them mai don vi, nhom nguoi va nguoi dung vao don vi
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Vi du 1: Cac buéc thuc hién dé thém méi “Thanh tra thanh phd Ha Noi”
Buwéc 1: Dang nhap vao hé théng: adminkntc.thanhtra.gov.vn

- Tén dang nhap: H101l.admin

- Mat khau: kntc@123

Bwdc 2: Chon menu “Quan ly don vi”

Buwéc 3: Chon chic nang “Thém méi”

Man hinh hién thi nhu sau:

Thém mdai don vi

Cap don vi Cap tinh - Email E
Cudc gia® Vigt Mam L Dia chi
Tinh, thanh Ha N - Trang thai Bang sirdung r
phd -
Thude loai+ Pon vi v
Quan/ huyén Chon quan/ huyén A
o NRGm d5i  rhanh tra Tinh/Thanh phé v
Phuromng x8 Chon phuting, =3 - tuong ngudn
; don dén*
Banvicha |UBND Thanh phd Ha M3 - - .
E]'-'B'E"" Xem Xem ndi bd don vi v
) thdng tin don
Ma domn wi+ H101.02 thur
Tén don i Thanh tra Thanh pho Ha Nai Website hap dia chi website
Sdthirtyr 3 Ki€u coquan Cor quan khic v
La cuc vy Khéng hd Mghigpwu |y lang chon nghigp vu
Ten vigt tdt  Thanhtra TP Ha Nai
Bign thoai hdp 56 dign thoa
Fax hap sa fa
MRémtham sk chink v
quyén:
Mhémeo  _chon nhém co quan— v
quan:
Nhgm: —Cheon nhém — r
MotA | W1 | H2 | M3 |H4 | H5 | HE | P |pe | B |I| U & |=|i=|Cc|D| @

P
+]
!

il
il
i
Il
T
¥

Hinh 4: Man hinh thém mgi Thanh tra Ha Ngi


https://adminkntc.thanhtra.gov.vn/
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Luu y: Nhip di# liéu lan lwot tir trén xudng duwdi, theo chiéu doc. Nhdp day dii céc

trwong thong tin dwoc danh dau (*).

Bang mo ta cac troeong thong tin cia man hinh thém méi don vi

STT

Tén truwong

Kiéu gia tri/Pinh

dang cho phép

MO0 ta

1. | Cap don vi Combobox chon | Chon cap caa don vi thém méi

2. | Quéc gia Combobox chon Chon quoc gia cua don vi. Mac dinh Viét
Nam

Tinh, thanh Chon tinh/thanh ma don vi duoc thém

3. £ Combobox chon iy o

pho mai truc thudc
Néu don vi duoc thém mai Ia
quan/huyén, ;hi chon tén quan/huyén
A A tuong tng. Néu don vi dugc thém mai la

4 Quan/huyén | Combobox chon cac don vi truc thudc trong tinh/thanh
hoac quan/huyén thi KHONG chon
truong thong tin nay.

Néu don vi duoc thém mai 1a phuong/xa,
thi chon tén phuong/xa twong ung. Néu

5. Phuong xa Combobox chon | don vi duoc thém maéi 1a cac don vi truc
thuge trong tinh/thanh hoac quan/huyén
thi KHONG chon trueong thong tin nay

6. Pon vi cha Combobox chon gfgi)n don vi cha cua don vi duoc thém
M3 don vi ty déng sinh. Cau tric:

. M don vi Text [Ma dO’nAVl cha.so nguyén tu dong ting]
SO nguyén ty dong tang khi don vi dugc
tao thanh cong.

8. Tén don vi Text Nhap tén don vi thém mai

9. | Sbthttu Number Nhap s6 thi ty hién thi
Mic dinh 12 KHONG.

10. | Lacucvu Combobox chon | Liw y: chon Cuc/Vu khi p dung cho céc
Cuc/Vu cua Thanh tra Chinh phu

11. | Ténviéttit | Text Nhap tén viét tat cia don vi

12. | bién thoai Number Nhap sé dién thoai cta don vi

13. | Fax Number Nhap s6 fax cia don vi

14. | Nhom thAm | Combobox chon | Chon tham quyén cua don vi: Hanh
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STT

Tén truong

Kiéu gia tri/Pinh
dang cho phép

MO0 ta

quyén

chinh, Tu phép, Co quan Pang,...

Luu ¥: Chon Nhém thdm quyén trudc.
Sau do chon Nhom co quan

15.

Nhom co
quan

Combobox chon

Chon Nhom co quan. Nhom co quan
hién thi cac gia tri twong tng véi Nhom
tham quyen.

16.

Nhom

Combobox chon

Chon Nhom gid tri twong tng vai Nhom
co quan. Trong truong hop khong c6 gia
tri Nhdm thi bo trong truong théng tin
nay.

Khong bét budc chon dix liéu nay.

17.

Email

Email

Nhap email cua don vi.
Luu y.: nhap dung dinh danqg cua email

18.

bia chi

Text

Nhap dia chi don vi

19.

Trang thai

Combobox chon

Mac dinh Pang sir dung.

20.

Thudc loai

Combobox chon

Chon loai Bon vi hoac Phong ban.

Néu 1a Phong ban thi phai chon Phong
ban.

Luu y: Di voi cac phong ban chirc ning
thugc UBND quan/huyén thi phai chon
loai: Pon vi dé st dung quy trinh luén
chuyén ho so.

Vi du: phong Tai nguyén va Moi trwong, phong
Ngi vu, ban tiep cong dan, Thanh tra huyén, ....

21.

Nhém déi
tuong nguon
don dén

Combobox chon

Chon nhém db6i tugng ngudén don dén
tuong tng vaoi don vi thém mai.

Ngudn don dén s& hién thi cac gia tri ¢
man hinh nghiép vu Tiép nhan giéan tiép
cua can bo nghiép vu.

Vi du nguén don: Buu chinh, Email, Co quan
khac chuyén tdi, ...

22,

Quyén xem
thong tin don
thu

Combobox chon

Chon quyén xem: Xem noi bo don vi

hoac Xem noi bo don vi, cac don vi cung

cap va don vi cap dudi. Pay 1a quyén

xem thong tin béo céo.

- Néu chon Xem ndi bd don vi, thi
nguoi dung thudc don vi s€ chi xem
dugc dir liéu bdo cdo trong pham vi
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STT

Tén truong

Kiéu gia tri/Pinh
dang cho phép

MO0 ta

cua don v1.

- Néu chon Xem ndi bo don vi, cac don
vi cing cdp va cip duédi, thi nguoi
dung thudc don vi do6 sé xem dugc dir
li¢u bao cédo trong pham vi ctia don vi,
cac don vi tryc thudc cung cfip va cac
don vi cap dudi.

uu y: Quyen xem dir liéu don thu dwoc
dwa trén 2 yéu to:

- Quyén xem théng tin don thuw & form
Thém moi don vi

- Quyén xem & Nhém nguoi dimng dwoc
gan vao user nghiép vu

Quyén xem ¢ khéi théng tin nao cao hon

thi user nghiép vu sé duoc ldy quyén xem

cua quyén cao hon.

Vi du: User “Chdnh thanh tra TP Ha Néi” nam

trong Thanh tra TP Ha Ngi va duoc gan vao

nhém nhom nguoi dung “Chdnh thanh tra TP .
Trong do:
- Thanh tra TP Ha Ngi c6 quyén “Xem ngi bo

.,

don vi”,

- Nhém nguwoi dung: Chanh Thanh tra TP c6
quyén xem la Xem ngi ngi bg don vi, cdc don vi
cling cdp Va cdp dudi

= user Chanh thanh tra TP Ha Ngi sé xem duwoc
dir liéu bao cdo trong pham vi cua don vi, cac
don vi tryc thugc cung cap va cdc don vi cap
duoi.

23.

Website

Text

Nhap website cua don vi

24,

Kiéu co quan

Combobox chon

- Co quan tiép dan cap Tinh/Huyén:
Pay 1a truong dé phan biét co quan
tiép dan va cac co quan khac. Co quan
tiép dan chi c6 nhiém vy tiép dan va
xt ly don va khong c6 nhiém vu giai
quyét don. Sau khi xur ly don, co quan
tiép dan s& giao giai quyet cho don vi
c6 tham quyén giai quyét.

- Co quan thanh tra cap Tinh/Huyén:
Khac véi co quan tiép dan, co quan
Thanh tra c6 thé thuc hién tiép dan, xu
ly va giai quyét don trong ndi bo co
quan hoac cé thé giao giai quyét cho
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STT | Tén trusng KA:‘;S'Cahggﬁégh MO ta

co quan khéc.

Co quan khac: Co quan ngoai 2 kiéu
cO quan trén

25. | Nghiép vu Combobox chon thon ngh!ep vu twong g véi nghicp vu
cua don vi.

26. | Mo ta Text

Nhap théng tin md ta don vi (néu co)
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Buwdc 4: Nhap cac thong tin nhu hinh trén

Cép don vi: Chon cip Tinh
Quéc gia: Viét Nam
Pon vi cha: chon don vi cha “UBND thanh phé Ha Noi”.

Ma don vi: Mi don vi cia UBND thanh ph Ha Noi 1a H101. Khi thém cac don vi

cap con cua don vi ndy thi md don vi s& tw dong sinh theo hé théng. Vi du : H101.01,

H101.02, H101.03,...

Tén don vi: Nhap “Thanh tra thanh phd Ha Noi”

S6 thi tw : Nhap ty chon 14 “1”

La Cuc/Vu: Khéng (chon Cuc/Vu khi ap dung cho cac Cuc/Vu cua Thanh tra Chinh

phu)

Tén viét tat; Thanh tra Ha Noi

Pién thoai: 0433236578

Fax: Nhap s fax néu co

Nhom tham quyén: Hanh chinh

Nhém co quan: UBND thanh phé

Email: Nhap email

Pia chi: Nhap dija chi “Sb 62 Tran Qudc Toan, Ha Noi”

Trang thai: Pang st dung

Loai : chon loai “Pon vi” (Néu 1a phong ban, nhip chon Phong ban)

Nhém ddi twong: nhom ddi teong duoc tao ra tir chirc niang “Quan Iy nhom ddi tuong

- Ngudn don dén”. Nhom d6i twong 1a UBND Tinh/TP, Ban tiép dan Tinh/TP, Thanh

tra Tinh/TP,... Chon nhom dbi twong dé lay dir liéu vé ngudn don dén khi tiép nhan

don thu trong truong hop tiép nhan don gian tiép. Tao mai Thanh tra thanh phd Ha

Noi, thi chon nhom dbi tuong 1 “Thanh tra Tinh/Thanh phé”

Quyén xem théng tin dom thw: Phan quyén xem théng tin don cho don vi khi két

Xuit bao céo

e Quyén “Xem ndi bo don vi”: Nguoi dung thude don vi ndy, khi két xuét bao céo
s& chi duoc két xuat b4o cdo cua noi bo don vi quan ly.

e Quyén “Xem ndi bd don vi, cac don vi cing cap va don vi cap dudi”: Nguoi ding
thuoc don vi ndy, khi két xuat bao cao s& duoc két xuat béo cao cua noi bo don vi
quan 1y, cac don vi clng cap (cung truc thudc tinh) va cac don vi cap dudi (truc
thudc tinh, huyén).

Website: Nhap tén website ciia don vi

Kiéu co quan: chon kiéu “Co quan thanh tra cdp Tinh/Huyén”
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e Co quan tiép cdng dan: Pay la truong dé phan biét co quan tiép dan va cac co
quan khéac. Co quan tiép dan chi c6 nhiém vu tiép dan va xir Iy don va khong co
nhiém vu giai quyét don. Sau khi xt Iy don, co quan tiép dan s& giao giai quyét
cho don vi c6 tham quyén giai quyét.

e Co quan thanh tra: Khac véi co quan tiép dan, co quan Thanh tra c6 thé thuc hién
tiép dan, xu ly va giai quyét don trong ndi bo co quan hoic co thé giao giai quyét
cho co quan khac.

e Co quan khac: Co quan ngoai 2 kiéu co quan trén.

- Nghiép vu: Truong nghi€p vu dugc chon trong truong hgp thém méi loai “Phong
ban”. Mot phong ban co thé chon mot hodc nhiéu nghi¢p vy, tuy thudc vao nghiép vu
thue té cia phong ban. Trong trudng hop thém méi don vi, ngudi quan tri c6 thé bo
qua truong thong tin nay.

e Tiép nhin va phén loai don: cic phong ban c6 nghiép vu tiép nhan va phan loai
don (Vi du: Van phong,...)

e Tiép cong dan: Cac phong ban c6 nghiép vu tiép cong dan (Vi du: Phong tiép
dan, Phong tiép dan va tra két qua, Phong tiép dan va xur 1y don)

o Xur ly don: Cac phong ban c6 nghié€p vu xt 1y don (Vi du: Phong xt 1y don,
Phong tiép dan va xtr 1y don)

e Gidi quyét don: Cac phong ban c6 nghiép vu giai quyét don (Vi du: Phong thanh
tra giai quyét KNTC 1,....)

e Téng hop bdo céo: cac phong ban c6 nghiép vu téng hop cac bao cao. Thuong 1a
cac phong tong hop hodc cac phong tiép dan, xur Iy don va giai quyét don ciing c6
nghiép vu tong hop bao cdo.

- M6 ta: Nguoi quan trj c6 thé nhap mé ta doi nét vé co quan/don vi (phong ban) nay.

Bwéc 5: Luu don vi.

- Ngudi quan tri nhan nut “Luu & ghi tiép” dé luu don vi va tiép tuc giir lai form nhap
méi, tiép tuc thém méi don vi khéc.

- Nhan nat “Luu” dé luu co quan/don vi (phong ban), form nhap mai s& dong lai.

- Nhan nit “Péng” dé dong form thém maoi va khong luu.

Chay:

- Khi tao méi don vi, can xac dinh duoc co ciu t6 chic caa t chire/ don vi, chon ding
don vi cha. Néu trong don vi ¢6 phong ban thi phai chon Loai “Phong ban”.

Vi du 2: Cac buéc thyc hién dé thém méi “Ban tiép dan thanh phé Ha Noi”

Buwéc 1: Dang nhap vao hé théng: adminkntc.thanhtra.gov.vn

- Tén dang nhap: H101l.admin
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- Mat khau: kntc@123.

Bwdc 2: Chon menu “Quan ly don vi”
Buwdc 3: Chon chirc nang “Thém méi”
Man hinh hién thi nhu sau:

Thém mai don vi

Capdonvi  oaptink Email  otdhn@govvn
Quécgia™ gt Nam iz ch
Tinh,thanh s s - frangthal® ' pangsirdung
pho
Loai* Don vi v
Quan/ huyén Chon quén/ huyén
. ) Nhom &0 Ban TCD Tinh/Thanh phd
Phuong xa Chon phuong/ x3 v tuong”
; e Quyén xem* Yem tat ca .
Donvicha |UBND Thanh phd Ha Nai v YR Em Aem tatca
Madonvi*  H103.05 So IW“Q user  amo
gioi han
Téndonvi*  Bantidp din thinh phd Ha N&
Vi Ban tiep dan thanh pho Ha No Website
Sothotey 2 9 s ;
Kizucogua Co quan tiép dan cip tinh/huyén
La cuc vu Kha :
. . Kho -
Khong Nghiép vu
Ténviéttdt  Ban tidp dan Ha Néi
Dienthoai 0433234543
Fax
Mota | yy | H2 | H3 |Hae [Hs |6 | P |pre|m|[Bl1lu|s|=|=|c]|o

([
il
Iily
Il
Jiil
b

§

%)

T e

Hinh 5. Man hinh thém méi Ban tiép dan Ha Ngi
Buéc 4: Nhap céc thong tin nhu hinh trén
- Cap dom vi: Chon cap Tinh.
- Qudc gia: Viét Nam
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- Pon vi cha: chon don vi cha “UBND thanh phé Ha Noi”.

- Mai don vi: Mi don vi cia UBND thanh phé Ha Néi 1a H101. Khi thém céc don vi
cap con cua don vi ndy thi md don vi s& tw dong sinh theo hé théng. Vi du : H101.01,
H101.02, H101.03,...

- Tén don vi: Nhap “Ban tiép dan thanh phé Ha Noi”

- S6 thir tw : Nhap ty chon 1a “2”

- La Cuc/Vu: Khong (chi danh cho Cuc/Vu thuoc Thanh tra Chinh phu)

- Tén viét tit: Ban tiép dan Ha Noi

- Dién thoai: 0433234543

- Fax: Nhap s6 fax néu cé

- Nhom tham quyeén: Hanh chinh

- Nhém co quan: UBND thanh phé

- Email: Nhap email

- Pia chi: Nhap dia chi “S6 34 Ly Thai T6, Ha Noi”

- Trang thai: Pang st dung

- Loai : chon loai “Pon vi” (Néu la phong ban, nhap chon Phong ban)

- Nhém ddi twong: nhém ddi twong duoc tao ra tir chirc ning “Quan 1y nhém doi
tuong - Ngudn don dén”. Nhom déi twong 12 UBND Tinh/TP, Ban tiép dan Tinh/TP,
Thanh tra Tinh/TP,... Chon nhém dbi twong dé lay dir liéu vé ngudn don dén khi tiép
nhan don thu trong treong hop tiép nhan don gian tiép. Tao méi Ban tiép dan thanh
phd Ha Noi, thi chon nhém ddi tuong 13 “Ban TCD Tinh/Thanh phb”

- S6 lrong user giéi han: 1 s6 luong ngudi dung t6i da dugc tao trong don vi.

- Website: Nhap tén website ctia don vi

- Kiéu co quan: chon kiéu “Co quan tiép dan cap Tinh/Huyén”

e Co quan tiép dan cip Tinh/Huyén: Pay 1a trudng dé phan biét co quan tiép dan va
cac co quan khac. Co quan tiép dan chi c6 nhiém vu tiép dan va xt Iy don va
khong c6 nhiém vu giai quyét don. Sau khi xir Iy don, co quan tiép dan s& giao
giai quyét cho don vi c6 thim quyén giai quyét.

e Co quan thanh tra cip Tinh/Huyén: Khac véi co quan tiép dan, co quan Thanh tra
c6 thé thyc hién tiép dan, xir Iy va giai quyét don trong ndi bd co quan hodc co
thé giao giai quyét cho co quan khac.

e Co quan khac: Co quan ngoai 2 kiéu co quan trén.

- Nghiép vu: Truong nghi¢p vu dugc chon trong truong hop thém mdi loai “Phong

ban”. Myt phong ban c6 thé chon mot hodc nhiéu nghiép vy, tuy thudc vao nghi¢p vu
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thue té cia phong ban. Trong trudng hop thém méi don vi, ngudi quan tri co thé bo

qua trudong thong tin nay.

Tiép nhén va phan logi don: cac phong ban c6 nghiép vu tiép nhin va phan loai
don (Vi du: Van phong,...)

Tiép cong din: Cac phong ban c6 nghiép vu tiép coéng dan (Vi du: Phong tiép
dan, Phong tiép dan va tra két qua, Phong tiép dan va xur 1y don)

X ly don: Céac phong ban c6 nghi¢p vu xt ly don (Vi du: Phong xtr 1y don,
Phong tiép dan va xir 1y don)

Gidi quyét don: Cac phong ban c6 nghiép vu giai quyét don (Vi du: Phong thanh
tra giai quyét KNTC 1,....)

Téng hop bdo cdo: cac phong ban c6 nghiép vu tong hop cac bao cdo. Thudng 1a
cac phong tong hop hodc cac phong tiép dan, xur Iy don va giai quyét don ciing c6

nghiép vu tong hop bao cdo.

M6 ta: Nguoi quan trj c6 thé nhap mé ta doi nét vé co quan/don vi (phong ban) nay.

Bwéc 5: Luu don vi.
- Ngudi quan tri nhan nut “Luu & ghi tiép” dé luu don vi va tiép tuc giir lai form nhap

méi, tiép tuc thém mai don vi khac.
Nhén nit “Luu” dé luu co quan/don vi (phong ban), form nhap méi s& dong lai.

Nhén nit “Péng” dé dong form thém méi va khong luu.

I Thém méi don vi cdp Qudn/ Huyén
Vi du 3: Cac budéc thyc hién dé thém méi “UBND Quan Cau Giay”
Bwéc 1: Dang nhap vao hé théng: adminkntc.thanhtra.gov.vn

Tén dang nhap: H101.admin

e Mat khau: kntc@123.
Bwéc 2: Chon menu “Quan ly don vi’

b

Buéc 3: Chon chic nang “Thém méi”
Man hinh hién thi nhu sau:
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Thém méi don vi

Cap don vi Cap huyén ¥ Email Nnhap Ema
Qudcgia®  yigt Nam v Biachi | Nnipdiach
Tinh,thanh 2 e E irangthai*  pang sirdung .
pho 2
Loai‘ Pon vi v
Quan/ huyén Quan C3u Gidy -
5 = NhSm &8 yeND Quin/Huyén .
Phuong xa Chen phudng/ x3 v tuong”
Donvicha | UBND Thinh phé Ha Nai x Quyénxem*  yam1ftcs .
Madonvi*  H1D113 Soluonguser a0
gioi han
Tén don vi* ID Quan C3u Gisy
i UBND Quan Cau Giay Website | phin dia chi website
Sothiote 2 3
Kigu coquan Co quan khac .
La cucvu Kha .
Kiong Nghiép vu
Tén viét tat Nhap tén don vi
Oié" thoai Nhap so dien thoai
Fax Nhap so fax
MGt | w1 | W2 | H3 | HE | HS | W6 | P | ore |98 || B | T |1 =|=|c|9o| @
= = = = = = ¥ o ords Characte

g ] m | o |

Hinh 6. Man hinh thém méi UBND cdp Qudn/ Huyén

Buwdc 4: Nhap cac thong tin nhu hinh trén

- Cép don vi: Chon cip Huyén.

- Quac gia: Viét Nam

- Pon vi cha: chon don vi cha “UBND thanh phd Ha Noi”.
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Ma don vi: Mi don vi cia UBND thanh ph Ha Néi 1a H101. Khi thém cac don vi
cap Quan/Huyén cua don vi ndy thi ma don vi s& tw dong sinh theo hé théng: H10113.
M4 hau té tu sinh “13” duoc lay trong quan ly danh muc.

Tén don vi: Nhap “UBND Quan Cau Giay”

S6 thi tw : Nhap tu chon 14 “3”

La Cuc/Vu: Khong (chi danh cho Cuc/Vu thugc Thanh tra Chinh phu)

Tén viét tit: Quan Cau Gidy

Dién thoai: 0433236322

Fax: Nhap s6 fax néu c6

Nhom tham quyén: Hanh chinh

Nhém co quan: UBND quan

Email: Nhap email

Pia chi: Nhap dia chi don vi

Trang thai: Pang st dung

Loai : chon loai “Pon vi” (Néu Ia phong ban, nhap chon Phong ban)

Nhém ddi twong: nhom ddi tuong duoc tao ra tir chitc niang “Quan 1y nhom doi
tuong - Ngudn don dén”. Nhém dbi twong 1a UBND Tinh/TP, Ban tiép dan Tinh/TP,
Thanh tra Tinh/TP,...Chon nhom dbi tugng dé lay dit liéu vé ngudn don dén khi tiép
nhan don thu trong truong hop tiép nhan don gian tiép. Tao méi UBND Quan Cau

Gidy, thi chon nhom ddi twong 12 “UBND Quan/Huyén”

S6 lwong user gi6i han: 13 s6 luong ngudi dung t6i da dugc tao trong don vi

Website: Nhap tén website cuia don vi
Kiéu co quan: chon kiéu “Co quan khéac”

e Co quan tiép dan cip Tinh/Huyén: Pay 1a trudng dé phan biét co quan tiép dan va
cac co quan khac. Co quan tiép dan chi c6 nhiém vy tiép dan va xtr Iy don va
khong c6 nhiém vu giai quyét don. Sau khi xir Iy don, co quan tiép dan s& giao
giai quyét cho don vi c6 thim quyén giai quyét.

e Co quan thanh tra cip Tinh/Huyén: Khac véi co quan tiép dan, co quan Thanh tra
c6 thé thyc hién tiép dan, xir 1y va giai quyét don trong ndi bd co quan hodc co
thé giao giai quyét cho co quan khac.

e Co quan khac: Co quan ngoai 2 kiéu co quan trén.

Nghiép vu: Truong nghi¢p vu dugc chon trong truong hop thém méi loai “Phong
ban”. Mt phong ban c6 thé chon mot hodc nhiéu nghiép vy, tuy thudc vao nghi¢p vu
thuc té ciia phong ban. Trong trudng hop thém méi don vi, ngudi quan tri cé thé bo
qua truong thong tin nay.
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e Tiép nhin va phén loai don: cic phong ban c6 nghiép vu tiép nhan va phan loai
don (Vi du: Van phong,...)

e Tiép cong din: Cac phong ban c6 nghiép vu tiép cong dan (Vi du: Phong tiép
dan, Phong tiép dan va tra két qua, Phong tiép dan va xur 1y don)

e Xiwr ly don: Cac phong ban c6 nghi¢p vu xur 1y don (Vi du: Phong xt 1y don,
Phong tiép dan va xir 1y don)

e Gidi quyét don: Cac phong ban c6 nghiép vu giai quyét don (Vi du: Phong thanh
tra giai quyét KNTC 1,....)

e Téng hop bdo cdo: cic phong ban c6 nghiép vu téng hop cac bao cao. Thudng 1a
cac phong tong hop hodc cac phong tiép dan, xur Iy don va giai quyét don ciing c6
nghiép vu tong hop bao cdo.

- M6 ta: Nguoi quan trj c6 thé nhap mé ta doi nét vé co quan/don vi (phong ban) nay.

Bwéc 5: Luu don vi.

- Ngudi quan tri nhan nut “Luu & ghi tiép” dé luu don vi va tiép tuc giir lai form nhap
méi, tiép tuc thém méi don vi khéc.

- Nhan nat “Luu” dé luu co quan/don vi (phong ban), form nhap mai s& dong lai.

- Nhan nat “Péng” dé dong form thém méi va khong luu.

B 1hém moi don vi cap Phirong/Xa

Vi du 3: Cac buéc thyc hién dé thém méi “UBND phuong Yén Hoa”

Buwéc 1: Dang nhap vao hé théng: adminkntc.thanhtra.gov.vn

- Tén dang nhap: H101.admin

- Mat khau: kntc@123.

Buéc 2: Chon menu “Quan ly don vij”

Buéc 3: Chon chtc nang “Thém méi”

Man hinh hién thi nhu sau:
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Thém méi don vi

Cap don vi Cap x3 v Email Nhap Ema
Quéc gia~ Viét Nam o Biz chi Nhap dia chi
Tinh.thanh s e E Trangthai”  pangeirdung .
phd
Loai~ Don vi .
Quan/ huyen Quén C3u Gidy v
— Nhom d5i BN X&/Phudng/Thi Tran .
Phudng xa Phuong Yén Hoa v tugng!
Bonvicha |UBND Quan Ciu Gidy v Quyénxem*  yam ngibs :

Madonvi*  H1011315 SSluonguser  aqp

gidi han
Téndonwi*  UBND Phuong Yén Haa webidiie' e v T
Sothity 3 "
- a Kiéu co quan [ Coquan khic v '
HhmR Khéng S Nghiép vu ; ‘
Ténviéttd  Phudng Yén Hoa
Dién thoai Nhap =8 @&n thoal
Fax | Nhapsdfa
Mtd | 49 | w2 | H3 | He | HS | H6 | P | pre || B || =E|=|c|92| @
= = | = |=|= 2 | % O ds Characters

(ot
Hinh 7. Man hinh thém méi UBND cdp Phurong/X&/Thi Trdn
Buwdc 4: Nhap cac thong tin nhu hinh trén
- Cap don vi: Chon cip XA&.

- Quac gia: Viét Nam
- Pon vi cha: chon don vi cha “UBND Quén Cau Giay”.
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M3 don vi: Mi don vi cia UBND Quan Cau Gidy 1a H10113. Khi thém céac don vi
cap x4 cua don vi nay thi mi don vi s& ty dong sinh theo hé théng : H1011315. M4
hau té ty sinh “15” duoc lay trong quan Iy danh muyc.

Tén don vi: Nhap “UBND phuong Yén Hoa”

S6 thi tw : Nhap tu chon 14 “3”

La Cuc/Vu: Khong (chi danh cho Cuc/Vu thugc Thanh tra Chinh phu)

Tén viét tit: Phuong Yén Hoa

Dién thoai: 0433236322

Fax: Nhap s6 fax néu c6

Nhém tham quyén: Hanh chinh

Nhom co quan: UBND phuong

Email: Nhap email

Pia chi: Nhap dia chi don vi

Trang thai: Pang st dung

Loai : chon loai “Pon vi” (Néu Ia phong ban, nhap chon Phong ban)

Nhém d6i twong: nhom ddi tuong duoc tao ra tir chitc niang “Quan ly nhom doi
tuong - Ngudn don dén”. Nhém dbi twong 1a UBND Tinh/TP, Ban tiép dan Tinh/TP,
Thanh tra Tinh/TP,... Chon nhém di twong dé lay dir liéu vé ngudn don dén khi tiép
nhan don thu trong truong hop tiép nhan don gian tiép. Tao méi UBND Phuong Yén

Hoa, thi chon nhém ddi tugng 1a “UBND Xa/Phuong/Thi Tran”

S6 lwong user gi6i han: 13 s6 luong ngudi dung t6i da dugc tao trong don vi.

Website: Nhap tén website ctia don vi
Kiéu co quan: chon kiéu “Co quan khac”

e Co quan tiép dan cip Tinh/Huyén: Day 1a trudng dé phan biét co quan tiép dan va
cac co quan khac. Co quan tiép dan chi c6 nhiém vy tiép dan va xtr Iy don va
khong c6 nhiém vu giai quyét don. Sau khi xir Iy don, co quan tiép dan s& giao
giai quyét cho don vi c6 thim quyén giai quyét.

e Co quan thanh tra cip Tinh/Huyén: Khéac véi co quan tiép dan, co quan Thanh tra
c6 thé thyc hién tiép dan, xir 1y va giai quyét don trong ndi bd co quan hodc co
thé giao giai quyét cho co quan khac.

e Co quan khac: Co quan ngoai 2 kiéu co quan trén.

Nghiép vu: Truong nghi¢p vu dugc chon trong truong hop thém méi loai “Phong
ban”. Mt phong ban c6 thé chon mot hodc nhiéu nghiép vy, tuy thudc vao nghi¢p vu
thuc té ciia phong ban. Trong trudng hop thém méi don vi, ngudi quan tri ¢é thé bo

qua truong thong tin nay.
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Tiép nhén va phan logi don: cac phong ban c6 nghiép vu tiép nhin va phan loai
don (Vi du: Van phong,...)

Tiép cong din: Cac phong ban c6 nghiép vu tiép cong dan (Vi du: Phong tiép
dan, Phong tiép dan va tra két qua, Phong tiép dan va xir 1y don)

Xwr ly don: Céac phong ban c6 nghi¢p vu xtr Iy don (Vi du: Phong xur 1y don,
Phong tiép dan va xir 1y don)

Gidi quyét don: Cac phong ban c6 nghiép vu giai quyét don (Vi du: Phong thanh
tra giai quyét KNTC 1,....)

Téng hop bdo cdo: cac phong ban c6 nghiép vu tong hop cac bao cdo. Thudng 1a
cac phong tong hop hoic cac phong tiép dan, xir Iy don va giai quyét don ciing co
nghiép vu tong hop bao cdo.

M6 ta: Nguoi quan trj c6 thé nhap mé ta doi nét vé co quan/don vi (phong ban) nay.

Bwéc 5: Luu don vi.

- Ngudi quan tri nhan nut “Luu & ghi tiép” dé luu don vi va tiép tuc giir lai form nhap
méi, tiép tuc thém mai don vi khac.

Nhén nit “Luu” dé luu co quan/don vi (phong ban), form nhap méi s& dong lai.

Nhén nat “Péng” dé dong form thém méi va khong luu.

3.1.2 Thém nhom ngwoi diung vao don vi

Qua trinh thém nhom nguoi dung vao don vi.

Quy trinh thém m&i nhém ngweéi dung da dwec tao san vao don vi

B3: Chon chirc

2. aA Blf Dang nh?p B2: Chon menu nang “Thém nhém
Batdau vao phan hg “Quan ly don vi” ngudi dung vao
quan tri don vj Y : 9 9

don v{’

l

B4: Tich chon don
vi @& thém nhom
ngudi dung

¥

Kétthic B6: Nhén “Luu’ |« BS: Tich chon
nhém nguwdi ding

Hinh 5. Qud trinh thém nhém ngwoi ding dé ¢ san vao don vi

Nt “Thém nhém ngudi ding vao don vi” duoc thiét ké & man hinh quan 1y don vi 13 1

nGt tién ich. Trong trudng hop di co6 nhom ngudi ding, ngudi quan tri mudn thém nhiéu

nhém nguoi dung vao don vi thi ¢6 thé s dung nat thém nay dé giam thiéu thoi gian

cling nhu cong strc thao tac.

Gia s, quan tri don vi di tao nhom ngudi ding va phan quyén cho nhém ngudi ding.
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bé thém nhom nguodi dung vao don vi:

Budc 1: Chon menu Quan 1y don vi, chon nit “Thém nhém ngudi dung vao don vi”
Budre 2: Chon tén don vi mudn thém nhom ngudi ding : Thanh tra B6 Tai nguyén va
Moi truong.
Buée 3: Chon nhom ngudi dung da dugc tao san & menu “Quén 1y nhom nguoi
dung”. Kich chon nhém ngudi dung mudn thém. C6 thé thém 1 hodc nhiéu nhém
nguoi dung vao 1 don vi
Buwéc 4: Nhan nut “Luu” dé hoan tat viéc thém nhom nguoi dung vao don vi. Chon
nat “Pong” dé thoat ma khong luu nhom ngudi dung vao don vi.
Thém nhém ngudi dung vao don vi

Tendonvi | UBND Thanh phé Ha NG ~

Chon nhém nguii ding* || oy tich UBND thann phd Ha NGi x

Can bg chuyén don -

Can bé nghiép vu I

Can bd phang téng hop

Can b6 phong téng hop - Thanh tra Tinh/TP

Cén bo tiép cong dén

Can bd tiép cong dan va xir Iy

Can b tiép cong dan va xir Iy don

Cén b tiép cong déan va xd Iy don Thanh tra quan Long Bién

Cén bé tiép dan

Can bd tiép dén -

Hinh 9. Man hinh thém nhoém nguoi dung vao don vi

3.1.3 Thém ngwoi dung vao don vi

Qua trinh thém nguoi ding da cé san vao don vi.

Quy trinh thém méi ngwei dung da dwoc tao san vao don vi

B1: Bang nhap . B3: Chon chirc
2. ax N P B2: Chon menu e L
Batdau vao phan hé 1 P » nang “Thém nguoi
P . Quan ly don vi N N

quan tri don vi dung vao don vi

¥

B4: Tich chon don

vi dé thém nguoi
dung

A 4

B5: Tich chon
Két thuc B6: Nhan “Luu’ [« ngudi dung can
thém vao don vi

Hinh 10. Qud trinh thém nguoi ding dé cé san vao don vi

Nt “Thém nguoi dung vao don vi” duogc thiét ké & man hinh quan 1y don vi 1 1 ndt tién
ich. Trong truong hop dd c6 ngudi ding, ngudi quan tri muén thém nhiéu ngudi ding
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vao don vi thi ¢d thé sir dung nut thém nay dé giam thiéu thoi gian ciing nhu cong sirc

thao tac.

Gia s, quan tri hé thong da tao nguoi dung va phan quyén cho ngudi dung do.

Dé thém ngudi dung vao don vi:

- Bwéce 1: Chon menu Quan ly don vi, chon nat “Thém nguoi dung vao don vi”

- Buwéc 2: Chon tén don vi mudn thém nhom ngudi dung : UBND thanh phé Ha Noi.

- Buéc 3: Chon nguoi dung da dugc tao san & menu “Quan 1y nguoi dung”. Kich chon
ngudi dung mudn thém. C6 thé thém 1 hodc nhiéu ngudi ding vao 1 don vi.

- Budc 4: Nhin nut “Thém” dé hoan tit viéc thém nguoi dung vao don vi. Chon ntt
“Péng” dé thoat.

Dé bo nguoi dung ra khoi don vi, nhan chon “Bé khoi don vi”.

Thém nguoi dung vao don vi

Bon vi Ban ti&p céng dan TP Ha Nai —
Chon nguti ding* || Nguy&n Anh Tudn * Thém
__
H101.01.admin Quan tri don vi- Ban TCD TP HN Ban tigp cong dan TP Ha Mai; Ba khoi dom vi
H101.01.admin1 Quan tri - BTD Ha Moi Ban tiép cong dan TP Ha Nai; B6 khéi don vi
H101.01 pb1 Phd ban 1 - Ban TCD TP Ha Mai Ban tiép cong dan TP Ha Nai; BG khai don vi
H101.01.th Trudng ban TCD TP Ha Nbi Ban tiép cong dan TP Ha Mai; B6 khéi don vi
H101.01 pb2 Phé ban 2 - Ban TCD TP Ha M&i Ban tiép cong dan TP Ha Nbi; B6 khoi don vi

Hinh 11. Man hinh thém nguoi dung vao don vi

3.1.4 Thém cdu hinh in phiéu
I Tém msi cau hinh

Chtre niang Cau hinh in phiéu dé cau hinh quan 1y cac co quan ban hanh vin ban, co
quan chu quan, quyén han va chic vu cua nguoi Ky trong c&c mau vin ban thy 1y, huéng
dan, chuyén don, ra vin ban don déc, ... cia ngudi ding nghiép vu.

Céc budce cau hinh in phiéu:
Budc 1: Bam chon menu quan 1y don vi, chon nit “Thém cau hinh in phiéu”
Budgc 2: Tai man hinh cu hinh:
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Quan ly co quan ban hanh, CQ chu quan, quyén han va chic vu nguai ky

Bbon vi * Ban tiép cong dan TP Ha Noi v
NGidung *  Nhap nai dung
SOthIrtw  jhap sd thitr Loai cQ chd quan v

€Q ban hanh Quyén han cap 1 Quyén han cép 2 Chic vu nguéi ky

(| Ban tiép cing dan TP Ha NG

- Pon vi: Chon don vi can ciu hinh
- No6i dung: Nhap noi dung cho loai co quan/quyén han ngudi ky/chtc vu ngudi ky
- Loai: Co quan ban hanh/Co quan chu quan/Quyén han cdp 1/ Quyén han cap 2/
Chtrc vu nguoi ky
-S4 thi ty: tuy chon nhap s6 thtr tu hién thi
Budc 3: BAm “Luu” dé hé thdng cap nhat thdng tin vira nhap
I C b nhdt cdu hinh phiéu in
Céc buéc cap nhat cau hinh phiéu in:
Buéc 1: Tich chon cau hinh d tao, chon nut “Cap nhat”
Bwéc 2: Nguoi quan tri c6 thé chinh sta céc thong tin vé Pon vi/Ndi dung/Loai co
guan,quyén han ngudi ky, chizc vu/ S thir ty.
Budéc 3: Bam “Luu” dé hé thdng cap nhat théng tin vira sta.
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I qua cdu hinh phiéu in ¢ man hinh nghiép vu

Stra ndi dung véan banin

Co quan chd quan tric tiép| Chon co quan chii v Quyén han cip 1 cla ngudi ky| Chuyén vién v Churc vu ngudi ky | Chon chire vu ngudi ky v
Co quan ban hanh van ban ()| Ban tiép cong dan Tr Quy&n han cap 2 ciia ngudi ky| Chon quyén han cép iv Ngu&i ky | Chuyén vién 1- Phong TCD | *
HOME| INSERT  PAGELAYOUT  VIEW  TABLE LAYOUT ~ -
E Times NewRoman v |/11 v|| a4 =+ Mo | 9T A/ “D unde ) Find

= A Q* Redo 23, Replace
Use Local Blilurasx x| %4

Clipboard = Or&aZ = e
Clipboard Font 5 Paragrah ul Styles Editing

O 1 ‘_“I. [ ki LR AN [ i

: ~
=t - = = = - . - .

E | BAN TIEP CONG DAN TP HA NOI 1 CONG HOA XA HOI CHU NGHIA VIET NAM

E - = Poc lip - Ty do - Hanh phiic
o So: /-

V/v huedng ddin ngiedi khiéu nai. HANGi, ngéy 28 thing 11 nam 2017

Kinh gtri: Nguyén Minh Anh

Ngay 16/05/2017, Ban tiép cong dan TP Ha Noi da tiép va nhan don khiéu nai cia
éng/ba Nguyén Minh Anh.

$6 CMND/Hb chiéu (hodc gidy tér thy than): 0237498348, ngay cip: ... noi
cﬁp

Dia chi: thi trin Phiing, huyén Dan Phugng, Ha Noi.

Khiéu nai v& viée: Khifu nai tr phap diéu tra truy to.

Can ctt Luat khiéu nai nim 2011 va Nghj dinh s6 75/2012/ND-CP ngiy 03/10/2012
ciia Chinh pht quy dinh chi tiét mot s6 didu cia Luét khidu nai;

Sau khi xem xét ndi dung don khiéu nai, Ban tiép cong dan TP Hi Noi nhin thiy

umn 34 | En | | |
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BAN TIEP CONG DAN TP HA NOI CONG HOA XA HOI CHU NGHIA VIET NAM
Dic lip - Ty do - Hanh phic
S(‘):_.J... =k
VA huong ddn nguoi khiéu nai. Ha Ngi, ngay 28 thang 11 nam 2017

Kinh giri: Nguyén Minh Anh
Ngay 16/05/2017, Ban tiép cong dan TP Ha Noi di tiép va nhin don khiéu nai cua

ong/ba Nguyén Minh Anh.
] $6 CMND/H§ chiéu (hodic gidy to tity thin): 0237498348, ngay cAp: ............. , noi
CAP oo

Dia chi: thi trin Phing, huyén Dan Phuong, Ha Noi.

Khiéu nai vé viéc: Khiéu nai tr phap diéu tra truy 4.

Cin cir Ludt khiéu nai nim 2011 va Nghi dinh s6 75/2012/ND-CP ngay 03/10/2012
ctia Chinh phu quy dinh chi tiét mét s6 diéu cia Ludt khiéu nai;

Sau khi xem xét ndi dung don khiéu nai, Ban liép cong dan TP Ha No1 nhan lhéy
khiéu nai ctia 6ng/ba khong thude thim quyén giai quyét ciia Ban tiép cong dan TP Ha
No1.

Dé nghi 6ng/ba giri don dén Ban tiép cong din TP Ha Noi dé duge xem xét, giai
quyét theo quy dinh cua phap luat.

Noi nhin: Chuyén vién

“Nngits; . , (Ky, ghi ré ho tén, dong dau - néu co)
- Luu: Ban tiép cong dan TP Ha Noi.

Chuyén vién 1 - Phong TCD

3.1.5 Khai bdo danh sdch linh dao tiép
Khai bao danh sach 1anh dao tiép cong dan, tén lanh dao s& hién thi & man hinh
chtrc nang “Lanh dao tiép” ctia ngudi dung nghiép vu.

Bwéc 1: Chon menu “Quén 1y ldnh dao tiép”, nhin chon nat “Thém méi”
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Thém lanh dao tiép

Chon tirdanh sach tai khodn: =

Chon tai khodn: Mguyen Buc Chung Chu tich UBND Tinh UBND Thanh pha_

Ha Noi
Ho tén:* Mguyén Birc Chung
Churc v+ Chl tich UBMND Tinh
Bomn v+ UBND Thanh phd Ha Mai

Buwéc 2: Nhap thong tin form thém lanh dao tiép
- Tich “Chon tir danh sach tai khoan”
- Chon tai khoan da duoc tao: Nguyén Puc Chung
- Hé thong ty dong hién thi tén, chitc vu va don vi ciia nguoi dung (vi nhitng thong

tin nay da duoc khai bao tai phan thém mdi tai khoan).

Bwéc 3: Nhan nit “Luu” = thong tin 1dnh dao tiép dugc hién thi tai danh sach bén dudi.
3.2 Quan ly nhém ngwoi dung

3.2.1 Thém mgi nhom ngwei dung

Sau khi tao don vi, quan tri can tao méi nhém ngudi ding va phan quyén cho nhém
nguoi dung.

Vi du: Céc buéc thuc hién dé tao nhém ngudi ding nghiép vu ¢ tén 1a “Chéanh Thanh tra
thanh phé Ha Noi”
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Quy trinh thém nhém ngwei dung

B1: Bang nhap vao B2: Chon menu i .
Bét dau phan hé quan tri > “Quan ly nhém o EEx E)hop chu«':_"
R S g nang “Thém méi
don vi ngweoi dung

N

B4: Nhap théng tin.
Nhan nut “Lwu”

B7: Chon chirc B5: Tich chon
nang cho nhém | nhém ngudi dung
ngudi diing va an vira tao, badm
nat “Luu” “Phan quyén”
Hinh 13. Quy trinh tao mdi nhém nguwoi dung
Thém mdéi nhom nguoi dung
Chon don vi* thanh tra
UBMD Thanh phd Ha N&i
#| Thanh tra Thanh phd Ha MNbi
Phéng thanh tra gidi quyét
KMTC 1
Phéng thanh tra giai quyét
KMTC 2
Sdr giao théng van tai Ha N§i
Phéng thanh tra S& giao théng
van tai Ha Mai
LIBRND Ouan Cau Gidv -
Tén nhom ngudi dung * Chanh thanh tra TP Ha N&i
Loai nhdém ngudi dang * Mhém nghiép vu v

¥ * -~ - Y * - - - - = -
Quyen xem ¥em ndi bé don vi, cac don vicung cpvadanvic ~

¥em bao cdo don td cao* Khéng duoc xem -

Trang thai*

Pang sirdung v

M6 ta

i § i | oo

Hinh 14. Man hinh thém mdéi nhom nguwoi dung
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Luu y: Nhgp di# lidu theo ther te tir trén xuéng dwéi. Nhip day dii cdc trweong thong tin
dwoc danh ddu (*).

Bang mo ta céc thong tin man hinh thém méi nhom ngwoi dung

STT

Tén truong

Kiéu gia tri/Pinh
dang cho phép

Mo ta

Chon don vi

Checkbox

Tich chon don vi cho nhom nguoi
dung. Dé khi dén budc tao user thi
nhoém ngudi ding nay sé hién thi ¢
khdi théng tin “Nhém nghiép vu”
cia man hinh “Thém méi nguoi
dung”.

Tén nhom nguoi
dung

Text

Nhép tén nhom nguoi dung.

Luu y:

- Nhdp tén nhém nguoi ding sao cho dé
nho va sat voi nghiép vu cua nguoi
ding.

- Mt nhém nguoi ding nghiép vu cé thé
diing dwge cho nhiéu tai khoan. Vi vy,
khéng can thiét phdi tao ra nhiéu nhém
nguoi ding nghiép vu cho moéi tai
khoan.

Loai nhém nguoi
dung

Chon Combobox

Mac dinh 1a Nhom nghiép vu

Quyén xem

Chon Combobox

Chon quyén xem: Xem ca nhan,

Xem noi bo phong ban, Xem noi bo

don vi hoac Xem noi bd don vi, cac

don vi cling cap va don vi cap dudi.

Luu y: Quyén xem dit ligu don thie

dwroc dira trén 2 yéu té:

- Quyén xem thong tin don thu ¢
form Thém maoi don vi

- Quyén xem & Nhom nguoi ding
dwoc gan vao user nghiép vu

Quyén xem ¢ khai théng tin nao cao

hon thi user nghiép Vu Sé duwoc ldy

quyén xem cua quyén cao hon.

VI" du: User “Chdnh thanh tra TP Ha Noi”

nam trong Thanh tra TP Ha Ngi va duwoc

gan vao nhom nhom nguoi dung “Chanh

thanh tra TP”. Trong do:

- Thanh tra TP Ha Ngi c6 quyén “Xem ngi

bé don vi”’;
- Nhém nguoi dung: Chanh Thanh tra TP

31



Tai liéu HDSD quan tri cap tinh, huyén - Quyén 02 - HD chi tiét quan tri

STT Tén truwong

Kiéu gia tri/Pinh

dang cho phép Mo ti

c6 quyen xem la Xem ngi ngi bg don vi, cac
don vi cUng Cap Va cap dudi

= user Chanh thanh tra TP Ha Ngi sé xem
dwoc dir ligu bado cao trong pham vi cua
don vi, cac don vi tryc thugc cing cap va
cdc don vi Cdp dudi.

Chon quyén xem don t6 céo trong
bao cdo: Khong dugc xem, Chi duogc
xem danh sach hoac Xem danh séach
va chi tiét.

- Khong duoc xem: khi két xuét sd
liéu bao cdo, nguoi dung khong
duoc xem dit liéu vé don td cdo.
Cac thong tin s& hién thi Ia
“Thong tin b1 an”;

Chon Combobox |- Chi dugc xem danh sach: khi két
xuat s6 liéu bao cdo, nguoi ding
chi xem duogc danh sach don thu
t6 cao nhung khong click xem
duoc thong tin chi tiét;

- Xem danh sich va chi tiét: khi két
xuét sd liéu bao céo, nguoi dung
s& dugc xem ca danh sach don to
cao va click vao xem théng tin chi
tiét cua ting don thu.

Xem bao cao don
to cao

Trang thai Chon Combobox | Mac dinh 1a Pang str dung

M6 ta Text Nhap mé ta (néu co)

Bwéc 1: Chon menu “Quan ly nhém nguoi dung”
Buéc 2: Chon “Thém mdi” va nhap cac thong tin:

Chon don vi: tich chon “Thanh tra thanh phé Ha Noi”

Tén nhém nguoi diung: nhap “Chanh thanh tra thanh phé Ha Noi”

Loai nhém ngudi dung: Chon “nhém nghiép vu”

e Nhém nghigp vu: 13 nhém Nguoi quan tri, nhém nghiép vu s& duoc phan quyén
st dung céc chirc ning cua hé thong.

e Nhém qudn tri: 1 nhém ngudi quan tri don vi, quan tri hé thong co thé tao ngudi
quan tri cho don vi cac cap. Khi dugc phan nhém quyén quan tri, ngudi dung nay
s& dang nhap vao phan hé quan tri don vi dé quan Iy don vi, ngudi dung trong don
vi ctia minh. Quan trj don vi cling c6 mot sd chirc ning giéng quan tri hé théng
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nhu: thém, sira, x0a,... don vi hay ngudi ding, nhém ngudi dung, ciu hinh quy
trinh cho don vi cua minh.

Nhém quy trinh: 1a cac nhém thudc quy trinh. Dé quy trinh c¢6 thé chay dugc thi
can c6 nhitng nhém thudc quy trinh va trong qué trinh tao nguoi dung, ngudi ding

phai duoc phan cac nhém quyén quy trinh twong tng.

- Quyen xem : chon “Xem ndi bo don vi”

Quyén “Xem ca nhan”: Nhom ngudi dung duoc phan quyén xem ¢4 nhén s& dugc

quyén két xuit bao céo trong pham vi ca nhan dbi v6i nhitng don thu ma chinh ca

nhan d6 tiép nhan va xu 1y.

Quyén “Xem ndi bo phong ban”: Nhom ngudi dung duoc phan quyén xem noi bo

phong ban s& dugce quyén két xuat bao cao trong pham vi phong ban ddi v6i nhimng
don thu ma cac chuyén vién trong phong tiép nhan va xir 1y .

Quyén “Xem ndi bo don vi”: Nhom nguoi dung duge phan quyén Xem nodi bo don
vi s& duoc quyén két xuat bao cao trong pham vi don vi.

Quyén “Xem ndi bo don vi, cac don vi cung cap va don vi cap dudi”: Nhom nguoi
dung nay s& dugce quyén két xuat dir liéu bao cdo trong pham vi don vi, cac don vi

cung cp (truc thudc trong tinh) va don vi cdp dudi (truc thude trong tinh, huyén).

- Xem bio cao don td cdo:
Can ctr theo Luat T cdo - chuong V - diéu 36 quy dinh vé viéc thong tin cta ngudi

t0 cdo duogc bao v¢ va gitr bi mat, trén h¢ thong cling s€ thyc hién an phan thong tin

nay lai. Tty vao nhom ddi twong va theo su phin quyén cia QTPV, phan thong tin

nay s& duoc hién thi va phan quyén xem cho tai khoan ctia ngudi dung nhat dinh.

e Xem danh sach va chi tiét: Nhém ngudi dung duoc phan quyén nay, khi két
xudt bao céo s& dugc xem danh sach va thong tin chi tiét cua don td cdo.
Bao gé)m: Ma vu viéc, ngay tiép, tén cht don, dia chi chu don, sb nguoi, ndi
dung don, phan loai don, huéng xur ly,...

e Xem “Chi xem danh sach”: Nhom nguoi dung dwoc phan quyén ndy, khi
két xuit bao céo chi xem duge danh sach don td céo, khong xem duogc
thong tin chi tiét cua timg don.

e Xem “Khéng dugc xem”: Nhom ngudi ding dugce phan quyén nay, khi két
xudt bao cao s& khong dugc phép xem cac thong tin ctia don té céo. Thong

tin s& hién thi 1a “Thong tin bi an”.

- Trang thai: chon “DPang su dung”
- MB® ta: Nhap “Mo ta” néu co.
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Bwéc 3: Nhin nut “Luu va ghi tiép” dé lvu nhém ngudi dung va tao tiép nhom nguoi
ding méi. Nhan nat “Luu” dé luu nhom nguoi ding va thoat khoi man hinh thém méi
nhém ngudi dung. Nhan nut “Déng” dé thoat ma khong luu.

3.2.2 Phan quyén nhém ngwoi dung

Sau khi tao nhom nguoi dung, can phai phan quyén chirc ning cho nhém ngudi dung do.

Phan quyén chirc nang cho nhom ngui dung

Nham ngun ding * Chie nang

Chanh thanh tra thanh phd Ha MN&i ¥| Téng quan

(+) ! B phan dang ky
(+) ! Tiép nhan don thw
(+) L % Iy don ther

K&t luan gidi quyét

Phan quyén cho* Phan mém khiéu nai to céo v

Chon chirc nang Tré két qua
Banh dau vu viéc TBKD
Gidi quy&t don thu
#| Lanh dao phan xdr Iy
Trudng phang phan xirly
#| Lanh dao duyét KQ xdrly
Trudng phong duyét KQ xir ly
{(+) ¥ Lanh dao phéan gidi quyét

+

(+
(+

(+

+

¥| Phe duyét KQ gidi quyét

3 s
o | v moniEn

o] (]

Hinh 15. Man hinh phan quyén chize nang cho nhém ngwoi ding

Buéc 1: Tich chon nhom “Chéanh Thanh tra thanh phd Ha N6i”, nhan nit “Phan quyén”
Buéc 2: Tich chon cac chuc nang theo danh sach bén phai man hinh. Chanh thanh tra
thanh phd Ha Noi s& duoc phan cac quyén sau:
- Tong quan: man hinh chitc nang nhic viéc trang chu
- L&nh dao phan xt ly:
e Pon thu can phan xir ly
e Don thu dang xur ly
- Lanh dao duyét két qua xu 1y:
e Phé duyét két qua xir Iy
e Hb so xu ly dd duyét
- Lanh dao phan giai quyét:
e Pon thu can phan giai quyét
e Don thu dang giai quyét
- Phé duyét két qua giai quyét
- Uy quyén
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Giam sat

Nhic viéc

Tra ctru don thu

B4o c4o tiép cong dan theo quan 1y don vi:
e Baocéo 2a

e Bio céo tiép cong dan theo can bd

Bao céo xtr Iy don theo quan ly don vi:

e Béocéao2b

e Bdo cao xur ly don theo can bo

Bio céo tong hop chung theo quan 1y don vi
e Béaocéo 2c

e Béocéo 2d

Nhan nit “Luu” dé luu két qua, nat “Péng” dé dong man hinh va khong luu.

Céc chuc ning dugc phan quyén trong quan tri, & man hinh nghiép vu s& duoc hién thi

nhu hinh sau:

ES Téng quan

-& Uy quyén
@, Giam sat
0 Nhac viéc

B Tra eren Aren thie

i\] Lanh dao phin x Iy
| Linh dao duyét KQ xi¥ Iy
* Lanh dao phan giai quyét

U Phé duyét KQ giai quyét

Hinh 16. CAc chitc ndng sau khi dwoc phan quyén cia man hinh nghiép vu
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3.2.3 Danh muc phan quyén chirc ning nhém nguwoi ding

IC » tinh/thanh phé

STT

Nhom nguoi
dung

Phian quyén chirc ning

Phan quyén nhom
quy trinh

01. Ban tiép cong dan tinh

01

Céan b tiép cong
dan

Tong quan

Cén b tiép dan

Tiép nhan don thu

Chuyén vién xu ly
don

- Tiép cong dan

- SO tiép dan

- Lanh dao tiép

Xu ly don thu

- Pon thu di tiép nhan

- Theo ddi chuyén don

- Pon thu d3 co két qua

Tra két qua giai quyét

Vu viéc phuc tap ton dong kéo dai

- Danh dau vu viéc can ra soat

- Cap nhat két qua ra soat

Tra ctru don thu trong don vi

Quan Iy nha nude vé KNTC

- Van ban quan 1y chi dao

- Tap huan tuyén truyén gido
duc

- Thanh tra kiém tra trach
nhiém

- Kiém tra thuc hién két luan

Béo cao tiép cong dan theo quan 1y
don vi

- Baocao 2a

- Béo cdo ti€p cong dan theo
can bd
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STT

Nhom nguoi
dung

Phin quyén chirc ning

Phin quyén nhém
quy trinh

02

Can bo xur Iy don

Téng quan

Chuyén vién tiép
nhan

Tiép nhan don thu

Chuyén vién xu ly
don

- Tiép nhan gian tiép

Xu ly don thu

- Pon thu di tiép nhan

- Pon thu tiép nhan tir don vi
khac

- DPon thu dugce phan xtr 1y lai

- Theo ddi chuyén don

- Theo ddi don dugc chuyén
dén

- Pon thu d3 co két qua

Tra két qua giai quyét

Vu viéc phtre tap ton dong kéo dai

- Danh dau vu viéc can ra soat

- Cap nhat két qua ra soat

Tra ctru don thu trong don vi

Quan ly nha nude vé KNTC

- Van ban quan ly chi dao

- Tap huan tuyén truyén gido
duc

- Thanh tra kiém tra trach
nhiém

- Kiém tra thuc hién két luan

Béo cao xtr Iy don theo quan 1y don
vi

- Baocao2b

- Béo céo xtr Iy don theo cén
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Nhom nguoi

Phin quyén nhém

. Pha én chire ni :
STT diing an quyen chirc nang quy trinh
bo
Tong quan Cén b tiép dan
. Chuyén vién xtr ly
Tiép nhan don thu doﬁyen vienxu
- Tiép cong dan Truong phong duyét
don thu
- 86 tiép dan Truong phong duyét
két qua xu ly
Xu ly don thu
- Pon thu d3 tiép nhan
- Pon thu d3 co két qua
Truong I?h(‘)ng/ PhO Truong phong duyét két qua xur 1y
03 hong tiép co .
POng tiep cong - Phé duyét kit qua xir Iy
dan
- Hb so xtr Iy da duyét
Tra két qua giai quyét
Tra ctru don thu trong don vi
TP - Theo ddi don thu thu ly giai
quyét
B4o céo tiép cong dan theo quan Iy
don vi
- Béocéo2a
- Béo céo tiép cong dan theo
can bo
Téng quan E}l;l;gén vién tiép
> Chuyén vién xur ly
Ti€p nhan don thu dorlllyen vien xuly
04 Trudng phong/Pho - Tiép nhan gian tiép Truéng phong duyét
phong xir 1y d don thu
y don
Trud hong duyét
X1y don th ruong phong duys
két qua xu ly

- Pon thu da tiép nhan

- Pon thu tiép nhan tir don vi
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Nhom nguoi

Phin quyén nhém

. Pha én chire ni k
STT diing an quyén chirc nang quy trinh
khac
- DPon thu dugce phan xur 1y
- DPon thu dugce phan xur 1y lai
- Theo ddi chuyén don
- Theo ddi don dugc chuyén
dén
- Pon thu d3 co két qua
Truéng phong duyét két qua xir 1y
- Phé duyét két qua xir Iy
- Hb so xtr Iy da duyét
Tra két qua giai quyét
Tra ctru don thu trong don vi
TP - Theo doi don thu thu 1y giai
quyét
Bao céo xtr 1y don theo quan 1y don
vi
- Béocéo2b
- Bdo céo xir Iy don theo can
bo
Tong quan Lanh dao don vi
, Lanh dao duyét két
Lanh dao duyét két qua xu 1y A G0 Quyet ke
qua xu ly
- Phé duyét két qua xir ly Lanh dao phan xir Iy
- Hb so xtr Iy da duyét
Truong ban/Pho 1 5t don thir thy 1y giai
05 ban ti€p cong dan

tinh

quyét

Uy quyén

Tra ctru don thu trong don vi

LD - Theo doi tinh trang don thu da
tiép nhan

Béo cao tiép cong dan theo quan 1y
don vi
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STT

Nhom nguoi
dung

Phin quyén chirc ning

Phin quyén nhém
quy trinh

- Baocao 2a

- Béo cdo ti€p cong dan theo
can bo

Bao céo xtr Iy don theo quan ly don
vi

- Baocao2b

- Baéo cdo xur Iy don theo can
bo

B4o céo tong hop chung theo quan
1y nha nudc

- Baocao 2a

- Béocao2b

02. UBND tinh

06

Chu tich/Pho chu
tich UBND tinh

Téng quan

Lanh dao don vi

Pon thu can phé duyét thu 1y giai
quyét

Lanh dao phan giai
quyét

Lanh dao phan giai quyét

Lanh dao phé duyét
két luan

- Pon thu can phan giai quyét

- Theo doi don thu dang giai
quyét

Phé duyét két qua giai quyét

LD - Theo doi don thu thuy 1y giai
quyét

Tra ctru don thu trong don vi

B4o céo tong hop chung theo quan
1y nha nudc

- Baocao 2a

- Baocao2b

- Baocao 2c

- Baocao 2d
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STT

Nhom nguoi
dung

Phin quyén chirc ning

Phin quyén nhém
quy trinh

- Baocao2d

03. Co quan truc thugoc UBND tinh

08

Céan b tiép cong
dan

Téng quan

Cén bd tiép dan

Tiép nhan don thu

Chuyén vién xu ly
don

- Tiép cong dan

- SO tiép dan

- Lanh dao tiép

Xu ly don thu

- Pon thu da tiép nhan

- Theo ddi chuyén don

- Pon thu d3 co két qua

Tra két qua giai quyét

Vu viéc phure tap ton dong kéo dai

- Danh dau vu viéc can ra soat

- Cap nhat két qua ra soat

Tra ctru don thu trong don vi

Quan Iy nha nude vé KNTC

- Van ban quan ly chi dao

- Tap huan tuyén truyén gido
duc

- Thanh tra kiém tra trach
nhiém

- Kiém tra thuc hién két luan

Béo cao tiép cong dan theo quan ly
don vi

- Baocao 2a

- Béo cdo ti€p cong dan theo
can bd

09

Cén bo xir ly don

Tong quan

Chuyén vién tiép

41




Tai liéu HDSD quan tri cap tinh, huyén - Quyén 02 - HD chi tiét quan tri

STT

Nhom nguoi
dung

Phin quyén chirc ning

Phin quyén nhém
quy trinh

nhan

Tiép nhan don thu

Chuyén vién xu ly
don

- Tiép nhan gian tiép

Xu ly don thu

- Don thu d3 tiép nhan

- Pon thu tiép nhan tir don vi
khac

- DPon thu dugce phan xtr 1y lai

- Theo ddi chuyén don

- Theo ddi don dugc chuyén
dén

- Pon thu d3 co két qua

Tra két qua giai quyét

Vu viéc phtre tap ton dong kéo dai

- Danh dau vu viéc can ra soat

- Cap nhat két qua ra soat

Tra ctru don thu trong don vi

Quan ly nha nude vé KNTC

- Van ban quan 1y chi dao

- Tap huan tuyén truyén gido
duc

- Thanh tra kiém tra trach
nhi€ém

- Kiém tra thuc hién két luan

Bao céo xtr 1y don theo quan 1y don
vi

- Baocao2b

- Baéo cao xir ly don theo can
bo
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Nhom nguoi

Phin quyén nhém

. Pha én chire ni :
STT diing an quyen chirc nang quy trinh
Téng quan Cén bd tiép dan
iy Chuyén vién xu 1y
Tiép nhan don thu uyen vien xuly
don
- Tiép cong dan Trudng phong duyét
don thu
_ b tiép dan Tl:uong phong duyét
két qua xur ly
Xu ly don thu
- Pon thu da tiép nhan
- Pon thu da co két qua
10 Trudng phong tiép Trudng phong duyét két qua xir Iy
cong dan - Phé duyét két qua xtr Iy
- Hb so xt Iy da duyét
TP - Theo doi don thu thu 1y giai
quyét
Tra két qua giai quyét
Tra ctru don thu trong don vi
B4o céo tiép cong dan theo quan 1y
don vi
- Béocao 2a
- Bdo céo tiép cong dan theo
can bd
: Chuyén vién tiép
T&
ong quan nhan
. Chuyén vién xu ly
Tiép nhan don thu uyen vien xtt ly
don
\ . \ - Tiép nhan gian tiép Truong phong duyét
11 Trudng phong xur don thu
ly don Trudng phong duyét
Xir 1y don thu LIong phong cuye
két qua xur ly
- Pon thu d3 tiép nhan

- DPon thu tiép nhan tir don vi
khac
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STT

Nhom nguoi
dung

Phin quyén chirc ning

Phin quyén nhém
quy trinh

Don thu dugc phan xu ly lai

- Theo ddi chuyén don

- Theo ddi don dugc chuyén
dén

- Pon thu d3 c6 két qua

TP - Theo doi don thu thu ly giai
quyét

Tra két qua giai quyét

Truéng phong duyét két qua xir Iy

- Phé duyét két qua xtr Iy

- Hb so xt Iy da duyét

Tra ctru don thu trong don vi

Béo cao xtr ly don theo quan 1y don
vi

- Baocao2b

- Bao cdo xur Iy don theo can
bo

12

Cén bd giai quyét
don

Téng quan

Trudéng doan

Giai quyét don thu

- Pon thu can giai quyét

- Pon thu can giai quyét lai

- Pon thu dang giai quyét

- Ho so giai quyét da trinh

Két luan giai quyét

Tra ctru don thu trong don vi

Quan 1y nha nude vé KNTC

- Van ban quan 1y chi dao

- Tap huan tuyén truyén gido
duc

- Thanh tra kiém tra trach
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Nhom nguoi

Phin quyén nhém

. Pha én chire ni k
STT diing an quyén chirc nang quy trinh
nhiém
- Kiém tra thuc hién két luan
B4o céo tong hop chung theo quan
1y don vi
- Béocéo 2c
- Béaocéo 2d
- Béo céo tong hop giai quyét
don
Tong quan Lanh dao don vi
, Lanh dao duyét két
Lanh dao duyét két qua xu Iy A Gab diygl ke
qua xu ly
- Phé duyét két qua xu Iy Lanh dao phan xtr 1y
- Hb so xtr Iy da duyét Lant,l dao phan gidi
quyét
Pon thu can phé duyét thy 1y giai Lanh dao phé duyét
quyét két luan
Lanh dao phan giai quyét
- Pon thu can phan giai quyét
Thi truéng co - Theo doi don thu dang giai
13 | Guan chuyén mon quyet

truc thuéc UBND
tinh

Giai quyét don thu

- Pon thu can giai quyét

- Pon thu can gidi quyét lai

- Pon thu dang giai quyét

- Hb so giai quyét da trinh

Phé duyét két qua giai quyét

LD - Theo doi don thu thu 1y giai
quyét

Két luan giai quyét

Tra ctru don thu

LD - Theo doi tinh trang don thu da
tiép nhan
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Nhom nguoi

STT | dqung

Phin quyén chirc ning

Phin quyén nhém
quy trinh

Béo cao tiép cong dan theo quan 1y
don vi

- Béocao 2a

- Béo cdo ti€p cong dan theo
can bd

Bao céo xtr Iy don theo quan ly don
Vi

- Béocao2b

- Béo cdo xur ly don theo can
bo

B4o céo tong hop chung theo quan
1y don vi

- Béocao 2c

- Béocao 2d

B4o céo tong hop chung theo quan
1y nha nudc

- Baocao 2a

- Baocao2b

- Baocao 2c

- Baocao 2d

- Baocao2d

I C ip qudn/huyén

STT

Nhom nguoi dung

Phin quyén chirc ning

Phin quyén nhém
quy trinh

01. Ban tiép cong dan huyén

01 | Cénbo tiép cong dan

Téng quan

Can b tiép dan

Tiép nhan don thu

Chuyén vién xu ly
don

- Tiép cong dan
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STT

Nhom nguoi dung

Phian quyén chirc ning

Phin quyén nhém
quy trinh

- Sb tiép dan

- Lanh dao tiép

Xu ly don thu

- Pon thu d3 tiép nhan

- Theo dbi chuyén don

- Pon thu d3 co két qua

Tra két qua giai quyét

Vu viéc phiic tap ton dong kéo
dai

- Danh dau vu viéc can ra
soat

- Cap nhat két qua ra soat

Tra ctru don thu trong don vi

Quan 1y nha nudc vé KNTC

Vian ban quan ly chi dao

- Tap huin tuyén truyén
gido duc

- Thanh tra kiém tra trach
nhiém

- Kiém tra thuc hién két
luan

B4o cao tiép cong dan theo quan
1y don vi

- Baocao 2a

- Béo céo tiép cong dan theo
can bo

47




Tai liéu HDSD quan tri cap tinh, huyén - Quyén 02 - HD chi tiét quan tri

STT

Nhom nguoi dung

Phian quyén chirc ning

Phin quyén nhém

02

Cén bd xir Iy don

quy trinh
Tong quan Chuyén vién tiép nhan
Tiép nhan don thu Chuyén vién xi ly

don

- Tiép nhan gian tiép

Xu ly don thu

- Pon thu da tiép nhan

- Pon thu tiép nhan tir don
vi khac

- DPon thu dugc phan xu ly
lai

- Theo ddi chuyén don

- Theo di don duoc chuyén
dén

- Pon thu d3 co két qua

Tra két qua giai quyét

Vu viéc phtc tap ton dong kéo
dai

- Panh dau vu viéc can ra
soat

- Cap nhat két qua ra soat

Tra ctru don thu trong don vi

Quan 1y nha nuéc vé KNTC

- Van ban quan ly chi dao

- Tap huin tuyén truyén
gido duc

- Thanh tra kiém tra trach
nhiém
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STT

Nhom nguoi dung

Phian quyén chirc ning

Phin quyén nhém
quy trinh

- Kiém tra thuc hién két
luan

Bé4o cao xur Iy don theo quan ly
don vi

- Baocao2b

- Béo cédo xu 1y don theo
can bd

03

Truoéng ban/Phd ban
tiép cong dan huyén

Tong quan

Lanh dao don vi

Lanh dao duyét két qua xu 1y

Lanh dao duyét két
qua xu ly

- Phé duyét két qua xir Iy

Lanh dao phan xu ly

- Hb so xu ly dd duyét

LD - Theo ddi don thu thu ly giai
quyét

Uy quyén

Tra ctru don thu trong don vi

LD - Theo doi tinh trang don thu
d3 tiép nhan

Béo céo tiép cong dan theo quan
1y don vi

- Baocao 2a

- Béo cdo ti€p cong dan theo
can bd

Béo cao xur 1y don theo quan ly
don vi

- Baocao2b

- Béo cédo xu 1y don theo
can bo
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STT | Nhém ngudi dung Phian quyén chirc ning Phin quyén nhém
quy trinh
Bio cao tong hop chung theo
quan 1y nha nudc
- Baocéo 2a
- Béocéo 2b
02. UBND huyén
04 | Chu tich/Pho chii tich | Tong quan Lanh dao don vi
UBND huy¢ ; - s
tyen Don thu can phé duyét thu 1y gidi | Lanh dao phan giai
quyét quyét
Lanh dao phén giai quyét Lanh dao phé duyét
két luan
- Pon thu can phan giai
quyét
- Theo doi don thu dang giai
quyét
Phé duyét két qua giai quyét
LD - Theo doi don thu thu ly giai
quyét
Tra ctru don thu trong don vi
Bao cdo tong hop chung theo
quan ly nha nudce
- Baocéo 2a
- Béocao2b
- Baocéo 2c
- Béaocao 2d
- Béocdo 2d
03. Cac co quan chuyén mon trwe thugc UBND huyén
05 | Can b tiép cong dan | Tong quan Can b tiép dan
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STT

Nhom nguoi dung

Phian quyén chirc ning

Phin quyén nhém
quy trinh

Tiép nhan don thu

Chuyén vién xu ly
don

- Tiép cong dan

- Sb tiép dan

- Lanh dao tiép

Xu ly don thu

- Pon thu da tiép nhan

- Theo dbi chuyén don

- Pon thu d3 co két qua

Tra két qua giai quyét

Vu viéc phirc tap ton dong kéo
dai

- Danh dau vu viéc can ra
soat

- Cap nhat két qua ra soat

Tra ctru don thu trong don vi

Quan 1y nha nuéc vé KNTC

Vian ban quan ly chi dao

- Tap huan tuyén truyén
gido duc

- Thanh tra kiém tra trach
nhiém

- Kiém tra thuc hién két
luan

B4o cao tiép cong dan theo quan
1y don vi
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STT

Nhom nguoi dung

Phian quyén chirc ning

Phin quyén nhém
quy trinh

- Béaocao 2a

- Béo cdo ti€p cong dan theo
can bd

06

Can bo xur Iy don

Téng quan

Chuyén vién tiép nhan

Tiép nhan don thu

Chuyén vién xu ly
don

- Tiép nhan gian tiép

Xu ly don thu

- Pon thu d3 tiép nhan

- Pon thu tiép nhan tir don
vi khac

- DPon thu dugc phan xu ly
lai

- Theo dbi chuyén don

- Theo dbi don dugc chuyén
dén

- Don thu d3 co két qua

Tra két qua giai quyét

Vu viéc phtc tap ton dong kéo
dai

- Danh dau vu viéc can ra
soat

- Cap nhat két qua ra soat

Tra ctru don thu trong don vi

Quan 1y nha nuéc vé KNTC

- Van ban quan 1y chi dao
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STT

Nhom nguoi dung

Phian quyén chirc ning

Phin quyén nhém
quy trinh

- Tap huin tuyén truyén
gido duc

- Thanh tra kiém tra trach
nhiém

- Kiém tra thuc hién két
luan

Bé4o cao xur Iy don theo quan ly
don vi

- Baocao2b

- Béo cao xur ly don theo
can bd

07

Can bo giai quyét don

Tong quan

Trudong doan

Giai quyét don thu

- Pon thu can giai quyét

Pon thu can giai quyét lai

- Pon thu dang giai quyét

- HOo so giai quyét da trinh

Két luan giai quyét

Tra ctru don thu trong don vi

Quan 1y nha nuéc vé KNTC

- Van ban quan 1y chi dao

- Tap huin tuyén truyén
gido duc

- Thanh tra kiém tra trach
nhiém

- Kiém tra thuc hién két
luan
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STT | Nhém ngudi dung Phian quyén chirc ning Phin quyén nhém
quy trinh
Bio cao tong hop chung theo
quan 1y don vi
- Bao cao tong hop giai
quyét don
08 |Thu trudng co quan | Tong quan Lanh dao don vi
huyé 0 t A A
fhl?g:%m\?g) rllluyé;uc Lanh dao duyét két qua xu ly Lanh dao duyét két

qua xu ly

- Phé duyét két qua xir Iy

Lanh dao phén xu 1y

- Ho so xu ly da duyét

Lanh dao phan giai
quyét

Pon thu can phé duyét thu 1y giai
quyét

Lanh dao phé duyét
két luan

Lanh dao phan giai quyét

- Pon thu can phan giai
quyét

- Theo doi don thu dang giai
quyét

Giai quyét don thu

- Pon thu can giai quyét

Pon thu can giai quyét lai

- Pon thu dang giai quyét

- Ho so giai quyét da trinh

Phé duyét két qua giai quyét

LD - Theo doi don thu thu 1y giai
quyét

Két luan giai quyét

Tra ctru don thu
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STT

Nhom nguoi dung

Phian quyén chirc ning

Phin quyén nhém
quy trinh

LD - Theo doi tinh trang don thu
da tiép nhan

Bio céo tiép cong dan theo quan
1y don vi

- Baocao 2a

- Bao cdo tiép cong dan theo
can by

Béo céo xur 1y don theo quan ly
don vi

- Baocao2b

- Bao cédo xir ly don theo
can by

Bao cido tong hop chung theo
quan 1y don vi

- Baocao 2c

- Béocao 2d

Bio cdo tong hop chung theo
quan ly nha nudce

Béo cao 2a

- Béocao2b

- Baocao 2c

- Baocao 2d

- Baocao2d

BC ) i/phuongithi tran

STT

Nhom nguoi dung

Phan quyén nhém chire niing

Phan quyén nhom
quy trinh

01. UBND xa
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STT | Nhém nguoidiung | Phin quyén nhém chitc ning Phan quyén nhom
quy trinh
01 | Cénbo tiép cong dan | Tong quan Can b tiép dan
Tiép nhan don thu Chuyén vién xtr ly don
- Cip xia phuong - Tiép
cong dan danh cho cép xa
- Sb tiép dan
- Lanh dao tiép
Xu ly don thu
- Cép x3 phuong - Pon thu
da tiép nhan
- Pon thu d3 co két qua
Tra két qua giai quyét
Tra ctru don thu trong don vi
Béo céo tiép cong dan theo can
bo
- Bao cao 2a
- Béo cao tiép cong dan
theo can bd
02 | Can bo xu ly don Tong quan Chuyén vién tiép nhan

Tiép nhan don thu

Chuyén vién xu ly don

- Cap xa phuong - Tiép
nhan gian tiép danh cho
cép xa

Xu ly don thu

- Cép x3 phuong - Pon thu
d3 tiép nhan

- Pon thr tiép nhan tir don
vi khéc
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STT | Nhém nguoidiung | Phin quyén nhém chitc ning Phan quyén nhom
quy trinh

-  DPon thu dugc phan xu ly
lai

- Theo doi don duoc
chuyén dén

- Pon thu d3 co két qua

Tra két qua giai quyét

Tra ctru don thu trong don vi

Bao céo xtr Iy don theo don vi

- Baocao2b

- Bdéo céo xu ly don theo
can by

03 | Can bo giai quyét don | Tong quan Trudng doan

Giai quyét don thu

- Pon thu cin giai quyét

Pon thu can giai quyét lai

Pon thu dang giai quyét

- HOb so giai quyét da trinh

Két luan giai quyét

Tra ctru don thu trong don vi

04 | Chu tich UBND xa Tong quan Lanh dao don vi

Lanh dao duyét két qua xir Iy Lanh dao duyét két qua
xu ly

- Cép xi - Phé duyét két | Lanh dao phan xu ly
qua xu 1y cap xa

- Ho6 so xir Iy da duyét Lanh dao phan giai
quyét
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STT | Nhém nguoidiung | Phin quyén nhém chitc ning Phan quyén nhom
quy trinh
Lanh dao phan giai quyét Lanh dao phé duyét két
luan

- Pon thu cin phin giai
quyét

Giai quyét don thu

- Pon thu can giai quyét

- Pon thu can giai quyét lai

Pon thu dang giai quyét

- HOb so giai quyét da trinh

Phé duyét két qua giai quyét

LD - Theo doi don thu thu ly
giai quyét

Két luan giai quyét

Tra ctru don thu

LD - Theo doi tinh trang don
thu da tiép nhan

Biéo cio tiép cong dan theo quan
1y don vi

- Baocao 2a

- Béo céo tiép cong dan
theo can bd

Béo céo xu ly don theo quan ly
don vi

- Baocao2b

- Béo céo xur ly don theo
can by

Béo cao tong hop theo quan ly
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STT | Nhém nguoidiung | Phin quyén nhém chitc ning Phan quyén nhom
quy trinh

don vi

- Béaocéo 2c

- Baocao 2c

3.2.4 Cdp nhdt nhom nguwoi dung
Dé sira tén nhom ngudi dung, cip nhat cac loai quyén cho ngudi dung,... quan tri hé
théng cd thé nhan chon nut “Cap nhat” dé stra thong tin.

Cap nhat nhom ngudi dung

Chon don vi*

Van phong
Phang ti€p dan va xirly don
Phong tdng hop

#| Thanh tra Thanh phd Ha Ni
Van phéng
Phang Tiép dan va Xirly don
Phang xir ly don

Phéng thanh tra gidi quyét
KMTC1

Tén nhém nguti dUNg*  chanh thanh tra thanh phd Ha Nai

Loai nhom ngudi dung *

Mhom nghigp vu -

QuyBNXem*  yem noi by don vi .

Trang thai* BDang slrdung v
Mé ta

ez ] =]

Hinh 18. Man hinh cdp nhdt nhém nguwoi dung
Tai day, quan tri don vi cd thé chinh sira cac thong tin vé: don vi cua nhom, tén nhom,
loai nhoém, quyén xem, trang thai stir dung va mo ta.
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3.2.5 Xoéa nhém ngwoi dung
Néu muébn x6a nhom nguoi ding, nguoi quan tri tich chon nhém nguoi ding can xo6a va
nhan nat “Xoéa” = nhan “Pong y”.
Chu y: dé x6a duoc nhom nguoi dung, ngudi quan tri phai x6a hét lién két caa nhom
ngudi ding véi don vi, bo phan quyén chirc nang, bo lién két véi nguoi ding.
3.2.6 Thém ngwoi dung vao nhém
Trong trudng hop, nhiéu ngudi dung di dugc tao nhung thiéu mot hay vai nhém nguoi
dung, nguoi quan tri c6 thé thém nhiéu ngudi dung vao mot nhom ngudi dung bang nut
“Thém ngudi ding vao nhom”. Nut “Thém ngudi ding vao nhom” duoc thiét ké & man
hinh quan Iy nhom nguoi ding 1a 1 ndt tién ich dé giam thiéu thoi gian cling nhu cong
strc thao tac.

Thém ngu®i dung vao nhém

Tén nhom ngudi dung * Chanh thanh tra thanh phd Ha Noi

Chon ngudi dUng* || cpg tich UBND TP Ha Noi % m

H101.02.1d Lanh dao don vi Thanh tra Thanh phd Ha Méi;

B6 khoi nhém

H101.02.dungnvt Mguyén Van Tu&n Ding Thanh tra Thanh phd Ha Noi; B& khdi nhém

Hinh 19. Man hinh thém nguwoi dung vao nhom

Gia s, quan tri don vi di tao nhiéu nguoi dung nhung tat ca ngudi ding thiéu mot nhom
quyén, thi ta ¢d thé thém ngudi dung vao nhom nguoi dung nhu sau:
Budéc 1: Chon menu Quan ly nhom ngudi ding, tich chon nhom nguoi ding ma nhiéu
don vi can thém, chon nat “Thém ngudi ding vao nhoém”
Bu6c 2: Chon ngudi ding muén thém : Chu tich UBND TP Ha Nai. C6 thé chon
nhiéu nguoi ding vao 1 nhém ngudi ding.
Budéc 3: Nhan nat “Chon” dé thém ngudi ding vao nhom.
Bu6c 4: Nhan nat “Dong” dé thoat khoi man hinh thém nguoi ding vao nhom.
3.3 Quan ly nguoi dung
3.3.1 Thém méi ngwei dung
Qua trinh tao méi nguoi dung:
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Quy trinh thém méi ngwei dung

B1: Bang nhap va B2: Chon men .
20 ah vang nhap vao « C on menu B3: Chon chirc
Bat dau phan hé quan trj > “Quan ly ngwoi > A o
R L nang “Thém mé&i
don vi dung

B4: Nhap thong tin,
chon qua trinh
nghiép vu. nhén
nut “Luu”

A

Két thuc

Hinh 20. Qua trinh tao méi nguroi dung

Thém méi nguoi dung

Chon don vi/phong ban* Tén tai khoadn
Thanh tra Thanh phd Ha Mai = H101.02. dungnvt
Nhém quy trinh Tén ngudi ding *
Chuyén vién giai quyét don & Cuc, Vu TTCP - Nguyen Van Tuén Diing

Chuyén vién tigp nhan ,
y PN Mat kh&u*
Chuyén vién x(r ly don

¥ | anh dao don vi
< Lanh dao duyét két qua xrly

¢! L&nh dao phan giai quyét

Nhom quan tri

Quan tri don vi

Email *

dungnvt@gmail.com

Nhom nghiép vu

Lan po tep cong aan N Chic vy
Can b tiép dén Chéanh Thanh tra v
Cén bd xtrly
</ Chanh thanh tra thanh ph Ha Noi Loai tai khoan*
Phé Chanh thanh tra Tinh/TP Mguti ding v
Phé trurdng phong nghiép vu
Pha Trirdna nhann tann hem - Thanh tra Tinh/ TR T Trang théi strdung *
BPang srdung v

Hinh 21. Man hinh tgo méi nguroi dung
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Luu y: Nhdp dii liéu tir trén xudng dwéi, tie trai qua phdi. Nhdp day di cdc truwong
théong tin dwoc ddnh ddu (*)
Bang mo ta dir liéu cia man hinh thém méi ngwoi dung

STT Tén trudng K(;g‘;g'cahggﬁégh M6 ta

Chon don vi/phong Chon don vi/phong ban cho tai
1. ban Chon Combobox Khoan
Chon nhom quy trinh ng vai chuc
. . Tich chon nang nghiép vu cua tai khoan. Nhom
2. | Nhom quy trinh Checkbox nay chi dé thuc hién chay quy trinh

luan chuyén hd so.

Néu tao user 1 quan tri. Nguoi dung

3. | Nhém quan tri Tich chon chi can tich chon duy nhat 1 nhém la
Checkbox . . e
Nhom quan tri.
. Nhom nghiép vu da duoc tao san &
4. | Nhém nghiép v Tich chon thém méi nhé o1 dung va phan
. ghiep vu Checkbox 01 nhom nguo gvap

quyén cho nhém ngudi dung.

Nhap tén cho user. Tién to 1a ma don
vi. Tén tai khoan khéng coO dau,
khong c6 ky tu dac biét.

5. | Tén tai khoan Text Tén tai khoan c¢é cau trdc:

[Ma don vi.Tén tai khoan]

Vi du: Tqo tén tai khoan cho can bé Nguyén
Van Anh = H101.01.anhnv

6. | Tén ngudi ding Text Nhap ho tén day du cua ngudi dung

7 Mat khau st dung it nhat 8 ky tu,
7. | Mat khau Text khong giong tén ding nhép, chira cac
chir so, chir céi va ky tu dac biét

8. | Xac nhan mat khau | Text Nhap lai mat khau ¢ budc trén

Nhap s6 dién thoai ctua nguoi ding.
9. | pién thoai Number Luu ¥: nhdp ding s6 dién thoai cia nguoi
) ’ dung dé s dung chizc nang nhdn cong viéc
qua SMS.

Nhap email ctia nguoi dung.

. . Luu y: nhdp ding dinh dang cua email va
10. | Email Email dung so email cua nguoi dung dé sur dung
chicc nang doi mat khau khi nguoi ding
quén mdt khau tai form dang nhap.
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Kiéu gia tri/Pinh

STT Tén trueong dang cho phép

11. | Chac vu Chon Combobox | Chon chirc vu

Chon loai:

- Nguoi ding: néu tao user 13
o nguoi dung nghiép vu
Luweu ¥: néu tgo qudn tri thi chi can tich
chon Nhém qudan tri la Quan trj don vi va
Logi tai khoan phai chon 1a Quan tri.

13. | Trang théi sirdung | Chon Combobox | Mac dinh 1a Pang str dung

- Khi tao tai khoan, nhom ngudi dung dugc liét ké twong Gmg véi chitc nang nghiép
vu cua can bo.

- Pé thuc hién phan quyén nhom Quy trinh diing cho tai khoan, nguoi dung vui long
xem tai muc “3.2.3. Danh muc phén quyén chirc ning nhom ngwoi ding”

Vi du: Pé tao ngudi dung 1a 6ng Nguyén An Huy- Chéanh Thanh tra thanh phd Ha Nai, ta
lam céc budc sau:

Buéc 1: Chon menu “Quan Iy nguoi dung”, kich chon “Thém mdi”.

Buwoc 2: Nhap céc théng tin :

- Chon don vi: chon don vi mudn tao mdi ngudi dung 1a Thanh tra thanh phd Ha Noi.

- Chon cac nhom quy trinh:

e Nhom quy trinh: Chon nhém quy trinh ciia lanh dao trong cau hinh quy trinh 13
“Lanh dao don vi, 1anh dao duyét két qua xir 1y, 1anh dao phan giai quyét, lanh
dao phan xu 1y, 1anh dao duyét két luan”.

e Nhom quan tri: Bo tréng truong thong tin ndy. Vi dang tao tai khoan cho Ngudi
quan tri.

e Nhom nghiép vu: Nhém nghiép vu da dugc tao sin & thém méi nhém nguoi ding
va phan quyén cho nhém ngudi dung, chon “Chéanh Thanh tra thanh phd Ha Noi”.

- Tén tai khoan: H101.02.huyna. Trong d6: H101.02 1a tién t6, ma don vi ké thira va tu
sinh ctia Thanh tra thanh phé Ha Noi; “huyna” 1a tén viét tit ciia Nguoi quan tri

“Nguyén An Huy”.

- Tén ngudi dung: nhap tén nguoi dung “Nguyén An Huy”
- Mt khau: nhap mat khau “kntc@123#”
- Xac nhian mat khau: “kntc@123#”
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- Dién thoai: 0943478333

- Email: huyna@thanhtra.gov.vn

- Chtrc vu: Chanh Thanh tra

- Loai tai khoan: chon “Ngudoi dung”
Chu y: Trong trudng hop tao loai tai khoan quan tri thi phan nhém quy trinh chi can
chon mot nhdm quan tri 1a “quan tri don vi”.

- Trang thai sir dung: Pang st dung.

Bwéc 3: Luu tai khoan nguoi dung.

- Ngudi quan tri nhan nit “Luu & ghi tiép” dé luu tai khoan nguoi dung va tiép tuc gii
lai form nhap mai, tiép tuc thém méi tai khoan khac.

- Nhén nat “Luu” dé luu tai khoan ngudi ding, form nhap méi s& dong lai.

- Nhén nat “Péng” dé doéng form thém maéi va khong luu.

3.3.2 Cdp nhdt tai khodn ngwoi dung

Dé stra tén tai khoan ngudi dung, cap nhat cac loai quyén cho nguoi dung,... quan tri hé

théng cd thé nhan chon nut “Cap nhat” dé stra thong tin.
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Thém mé&i ngudi dung

Chon don vi/phéng ban * Tén tai khoan *

Thanh tra Thanh ph Ha NGi s H101.02. huyna
Nhom quy trinh Tén ngudi ding *

¥ Lanh dao don v - Nguyén An Huy

¥/ Lanh dao duyét k&t qua xirly

I Lanh dao phan giai quyét Mat khau

--------

¥ Lanh dao phan xcrly

- . P - M3t kh3y stk duna it nhat it khé Tl an d4nag nhan chi
7/ Lanh dao phé duyét k&t luan Mat .-(hcju fyuu‘ng... nhat 8 ky u khang giong tén dang nhap, chia
cac chif 58, chiFcai va ky turdac bigt

Trudng doan
X&c nhan mat khau
Nhémguanti e
Quan tri dom vi Pién thoai
0943478333
Email *

Nhom nghiép vu
Lan no pneng 1ong Nop - 1NannTra 1inn/1r

huyna@thanhtra.gov.vn

Can b ti€p cong dan chure vu *
Can bé ti€p cong dan va xir ly Chanh Thanh tra v
can bé xirly
#! Chanh thanh tra thanh phd Ha Noi Loai tai khoan
Phé Chénh thanh tra Tinh/TP Ngui diing v

Phd tnrma nhann nnhién v
Trang thai sirdung*

Dang strdung v

Hinh 23. Man hinh cgp nhdt tai khodn nguoi dung

Tai day, nguoi quan tri c6 thé chinh stra cac thong tin vé: don vi cua nguoi ding, tén

ngudi dung, phan quyén nhém, quyén xem, email, dién thoai, trang thai sir dung, ...

3.3.3 Poi mdt khdu nguwoi dung nghiép vu

- Dé ddi mat khau nguoi dung, ngudi quan trj tich chon tai khoan ngudi ding & bang
tai khoan, bAm chon nat “Ddi mat khau”.

- Ngudi quan tri chi viéc gd mat khdu méi va xac nhan mat khau cho tai khoan ma
khong can nhap mat khau cil.

- O man hinh nghiép vu, ngudi dung ciing c6 thé tu d6i mét khau cho minh bang cach

nhan vao tén tai khoan cuia minh.
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Thay ddi mat khau

Tén nguoi dung*  Nguyén Anh Tun

Mat khdu méi*  .eveens

Xac nhan mat khau* ...

EE

Hinh 24. Man hinh d6i mat khau tai khodn Nguwoi quan tri

Tén tai khoan H101.admin

Email &  admintphn@gmail.com

Téndayda  Quén tri don vi- UBND TP Ha NG

e | s

Hinh 25. Man hinh tu thay déi mat khau truy cdp cia nguoi ding

3.3.4  Khoa tai khodn ngwoi dung

- Néu mudn khoéa nguoi dung, ngudi quan tri tich chon ngudi ding can khoa va nhan
nat “Pong y”. Tai khoan s& chuyén sang trang thai “Khong sir dung”.

3.4 Phan quyén chirc ning

3.4.1 Muc dich

- Phan quyén chirc ning cho cac nhom quyén trong don vi minh ciing nhu cac don vi
cap con, dé khi mot nguoi dung dang nhap hé thong s& xac dinh nguoi dung dé thudce
nhém quyén nghiép vu nao. Tir d6 hién thi cic chic ning trén menu trai ciia nhom

quyén d6 trong phan hé Nghiép vu. Hinh minh hoa:
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ﬁ HE THONG CO SO DI LIEU QUOC GIA VE KHIEU NAI TO CAO

# Thanh tra Thanh phd Ha Néi
Cong viéc can thiec hién

Téng guan .
Pon thw can phan x by

J Lanh dao duyét KQ xir Iy Xem chi tiét ©

ﬁ Lénh dao phan x Iy

sy

... Lénh dao phan gidi quyét

2/ Phé duyétKQ gidi quyét Phé duyét KQ giai
quyét
m Uy quyén 1
© Giam sat Xem chi tiét €

3 £ i
. Nhac viéc

‘., Tra ciru don the

_ia Bao caotheodonvi

1s Béao cao theo quan Iy nha

Hinh 26. Menu chize ndang hién thj trong phan hé nghiép vu
3.4.2 CAc bwdc tién hanh

Buwéc 1: Dang nhap hé théng = Chon menu “Phan quyén chirc ning”

{*) HE THONG CO SO DI LIEU QUOC GIA VE KHIEU NAI TO CAO, PHAN HE QUAN TRIHE T

\"&ﬁ BG Tai nguyén va Moi truomg

Shis ¥ coetie Quan tri hé thdng > Phan quyén chic nang
Quan ly nguoi dung

Quan ly nhom ngudi dung

Phan quyen chirc ning Phan mém khiéu nai to cao

Cau hinh quy trinh
XEM CHUT NANG

Hinh 27. Menu qudn tri hé thang vao phdn Phan quyén chize nang
Man hinh hién Ién:
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Phan quyén chirc nang
n SN i s y

[J Baocao Dang strdung
Bao cao 2a Dang strdung
(] Baocao2b Dang strdung
Béo cao 2¢ Dang strdung
| Baocao2d Dang strdung
[ Bao cao cac vu viéc phirc tap (Mau 04) Dang strdung
Bao cdo chi tiét xr ly don Dang strdung
(] Ba&o cao cong tac tiép dan Dang strdung
| Baocao dong Dang strdung
Bao cao TCD theo dia danh Dang strdung
| Bao cao TH gidi quyét don Dang strdung
N — | I = JE——— I .|

Hinh 28. Man hinh hién th; danh sach céc chitc ning
Budc 2: Tién hanh phan quyén
- Click vao niit “Phan quyén chirc ning”
Man hinh hién lén: Céc chtrc nang dugc mo ta trén hinh vé.

A A A N R : Tich chon céc chirc nang
Phan quyen Phan quyén chon mac dinh 1a: Phan 85 hia thi ngodi menu
mém khiéu nai td cao trong phén hé Nghiép .
Chon dau + dé hién thi

Phan quyen cho®  phan mem khiéu nai t5 cao v Gl ncng ) Téna qgam™ . cac chic nang con
Chon don vi dé hién (+) 9B phan dang ky w
Donvi* | Bo Tai nguyén va Méi truging . thi nhém nguéi ding J (+) - Tigp nhan don thu
(+) ! Xdr ly don thu

. - [ (+) ) panh dau vu viéc TBKD
Nhom nguti dung Danh dau vu viéc TDKD v (#) ) Trudng phong phan xirly

Chon nhém nguéi_ (+) L) Trugng phong duyét KQ xtr Iy
dung dé phan quyeén

(#) L Giai quyét don thrr

(+) ) Lanh dao phan x(rly

(+) ) Lanh dao duyét KQ xirly

Phan nay dé tim kiém nhanh (+) ) Lanh dao phan gidi quyét
cac chirc nang

Chon chirc néang

L) Phé duyét KQ giai quyét
() Uy quyén

chon chirc ndng xong an nat lwu
de lwu Phan quyén chirc nang.

Dong dé dong form
— e

Hinh 29. Man hinh hién th; phan quyén chite nang

Khi chon nhém ngwé&i ding va I -

Chon trudong Pon vi dé hién thi > Nhom ngudi dung = Tién hanh chon cac chirc ning
hién thi cho nhom nguoi dung d6 = Tién hanh Luu dé luwu lai phan quyén.
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3.5 Céu hinh quy trinh

3.5.1 Muc dich

Cau hinh quy trinh cho don vi dé nguoi dung nghiép vu thao tac timg budc, luan chuyén
hd so trong quy trinh xir Iy va giai quyét don thu tir bude tiép nhan dén budc tra két qua.
Quy trinh bao gém nhu hinh duéi:

= Tryc itép
Khieéu nai - S,
Gian itep
- : Tryc itép
Quy trinh Tdcdo o ———
Gian itep
Kién nghi Tryc itép
phan anh Gian itép

Hinh 30. Thé hién cac quy trinh

3.5.2  Cic buoc tién hanh

Buoéc 1: Bang nhap vao hé théng = Chon menu “Cau hinh quy trinh” = nhan chon nt
“Tao mac dinh”

Buwéc 2: Tao quy trinh mic dinh, tich chon don vi mudn tao cau hinh quy trinh.

Khi man hinh hién thi 1én: Chon cac don vi dé tao mic dinh => Badm nut Luu dé luu lai.
Pong dé dong form

Cau hinh don vi - quy trinh

Chon don vi+ PO
i ' ¥ UBMND Thanh phé Ha Mbi

an phong - UBMND TP Ha Mai
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Hinh 31. Tao quy trinh mgc dinh
Man hinh danh sach quy trinh d3 tao s& hién thi :

Thanh tra Thanh phé Ha Noi Kién nghi, phan anh WFEKNPAGTH101.02 31/03/2016 10 ngay True tigp
UBND Quan C3u Gidy Khigu nai WEKN.TTH10113 12/04/2016 45 ngay True tigp
UBND Quén Ciu Gidy T4 céo WETC.GTH10113 12/04/2016 60 ngay Gian tiép
UBND Quan C3u Gidy Ki&n nghi, phan anh WFEKNPATT.H10113 12/04/2016 10 ngay Truc tigp
UBND Quén Ciu Gifly Khigu nai WEKN.GTH10113 12/04/2016 45 ngay Gian tiép
UBND Quan Cau Gidy Kién nghi, phan anh WFEKNPAGTH10113 12/04/2016 10 ngay Gian tiép
UBND Quén C3u Gidy T3 cao WETC.TTH10113 12/04/2016 60 ngay True tigp
UBND Thanh phd Ha M&i Khiéu nai WEKN.TTH101 16/07/2016 45 ngay True tigp
UBND Thanh ph& Ha N T3 cao WETC.TTH101 16/07/2016 60 ngay True tigp
UBMND Thanh phd Ha Nai Kién nghi, phan anh WEKNPATTH101 16/07/2016 10 ngay True tigp
UBND Thanh ph Ha Nai T8 cao WETC.GTH101 16/07/2016 60 ngay Gian tigp
UBND Thanh phé Ha Mai Khigu nai WEKH.GTH101 16/07/2016 45 ngay Gian tiép

Hinh 32. Danh sach quy trinh da tao
4  HUONG DAN CHI TIET CAC BUOGC QUAN TRI

Quy trinh thém méi ngwei dung

B4: Chon menu
Kétthic “Quén ly nhém
nguwdi dung”

20 ax Blf Dang nh(:,ap B2: Chon menu B3: Thém mé&i don
Batdau vao phan hé 2 PP > .
. . Quan ly don vi Vi
quan tri don vi
A 4
Q

\ 4
B7: Thém mai tai . B5: Thém ma&i
khoan nguwdi dung B6: Chon menu nhéom nguwoi dung
A . A “Quan ly nguoi N oA 3
thém nhém nguwdi dung ding’ va phan quyéen cho
vao tai khoan nhom ngwdi dung

B8: Nhap cac
thong tin tai
khoan. An “Luu’

A

A

A

Hinh 33 : Cac buoc tao mai tai khodan nguwoi dung
4.1 Tao méi don vi/phong ban
- Pautién, nguoi quan tri don vi can phai tao don vi, phong ban thudc don vi.
- Can phai x4c dinh dugc c6 bao nhiéu don vi, phong ban truc thudc caa B6 dam nhéan
nhi¢m vu cong tac nganh Thanh tra khiéu nai t céo va co cau to chuc cua don vi nhu

thé nao.
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Vi du 1: Quan tri don vi cia UBND Thanh phd Ha Noi s& tao don vi tryc thudc dam

nhan nhiém vu trong nganh thanh tra giai quyét KNTC 1a “Thanh tra thanh phd Ha Noi”

- Céc budce tao “Thanh tra thanh phdé Ha Noi” dugce huéng dan tai muc “3.1.1.1 Thém
mdi don vi cdp Tinh. TP”.

- Sau day la huéng dan Tao méi phong “Tiép dan va xtr Iy don” va phong “Thanh tra
giai quyét KNTC 1”.

4.1.1 Tgo méi Phong Tiép dan va xi Iy don

Buéc 1: Chon menu “Quan ly don vi” = “Thém moi”

Buwéc 2: Nhap céc thong tin nhu hinh trén

- Cap don vi: Chon cip Tinh.

- Quéc gia: Viét Nam

- Pon vi cha: chon don vi cha “Thanh tra thanh phd Ha Noi”.

- Ma don vi: Ma don vi cua Thanh tra thanh phé Ha Noi l1a H101.02. Khi thém cac
phong ban tric thudc cia don vi nay thi ma don vi s& ty dong sinh theo hé thong. Vi
du:G13.02.01, G13.01.02, G13.01.03,...

- Tén don vi: Nhap “Phong tiép dan va xu ly don”

- S6 thir tw : Nhap ty chon 1a <17

- La Cuc/Vu: Khong

- Tén viét tit: Phong tiép dan va xir Iy don

- Dién thoai: 0433233565

- Fax: Nhap s6 fax néu co

- Nhém tham quyeén: chon “Hanh chinh”

- Nhém co quan: chon “UBND thanh ph$”

- Email: Nhap email

- Pia chi: Nhap dia chi “Sé 62 Tran Québc Toan, Ha Noi”

- Trang thai: Pang st dung

- Loai : chon loai “Phong ban”

- Nhém d6i twong ngudn don dén: Chon “Thanh tra Tinh/TP”

Nhom dbi twong dwoc tao ra tir chirc niang “Quén 1y nhém ddi twong - Nguon don
dén”. Mdi nhom d6i tugng s& duoc quy dinh nguon don dén. Nhom dbi tuong la
UBND Tinh/TP, Ban tiép dan Tinh/TP, Thanh tra Tinh/TP,... Chon nhom déi tuong
dé lay dir liéu vé ngudn don dén khi tiép nhan don thu trong truong hop tiép nhan don
gian tiép.

- Quyén xem thdng tin don thu: Xem noi b don vi;

- Website: Nhép tén website ciia don vi
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Kiéu co quan: chon kiéu “Co quan thanh tra cip Tinh/Huyén”

Co quan tiép cong dan: Pay 1a truong dé phan biét co quan tiép dan va cac co
quan khac. Co quan tiép dan chi c6 nhiém vu tiép dan va xtr Iy don va khong c6
nhiém vu giai quyét don. Sau khi xir 1y don, co quan tiép dan s& giao giai quyét
cho don vi c6 thaim quyén giai quyét.

Co quan thanh tra: Khac v6i co quan tiép dan, co quan Thanh tra c6 thé thyc hién
tiép dan, xur Iy va giai quyét don trong ndi bd co quan hodc c6 thé giao giai quyét
cho co quan khac.

Co quan khéc: Co quan ngoai 2 kiéu co quan trén.

- Nghiép vu: Chon “Tiép cong dan”, “Xir Iy don” va “Tong hop bao cao”

Truong nghi€ép vu dugc chon trong truong hgp thém méi loai “Phong ban”. Mot

phong ban c6 thé chon mét hodc nhiéu nghi¢p vu, tuy thudc vao nghiép vu thuc té ca

phong ban. Trong trudng hop thém méi don vi, ngudi quan tri ¢6 thé bo qua truong
théng tin nay.

Tiép nhén va phan logi don: cac phong ban c6 nghiép vu tiép nhan va phan loai
don (Vi du: Van phong,...)

Tiép cong din: Cac phong ban c6 nghiép vu tiép cong dan (Vi dy: Phong tiép
dan, Phong tiép dan va tra két qua, Phong tiép dan va xu 1y don)

Xwr Iy don: Cac phong ban c6é nghi¢p vu xur 1y don (Vi du: Phong xu 1y don,
Phong tiép dan va xir Iy don)

Gidi quyét don: Cac phong ban c6 nghiép vu giai quyét don (Vi du: Phong thanh
tra giai quyét KNTC 1,....)

Téng hop bdo cdo: cac phong ban c6 nghiép vy tong hop cac bao cdo. Thudng 14
cac phong tong hop hodc cac phong tiép dan, xir Iy don va giai quyét don ciing c6

nghiép vu tong hop bao cdo.

M6 ta: Nguoi quan trj c6 thé nhap mé ta doi nét vé co quan/don vi (phong ban) nay.

Bwoéc 3: Luu don vi.

Nguoi quan tri nhan nit “Luu & ghi tiép” dé luu don vi va tiép tuc giir lai form nhap

m&i, tiép tuc thém mai phong ban khéc.

Nhan nat “Luu” dé luu phong ban, form nhap méi s& dong lai.

Nhan nuat “Poéng” dé dong form thém méi va khong luu.
4.1.2 Tao mgi Phong thanh tra gidi quyét KNTC 1

Buwéc 1: Chon menu “Quan Iy don vi” = “Thém madi”
Buéc 2: Nhap céc thong tin nhu hinh trén

Céap don vi: Mic dinh 1 cip trung wong.
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- Quac gia: Viét Nam

- Pon vi cha: chon don vi cha “Thanh tra thanh phé Ha Noi”.

- Ma don vi: M3 don vi cua Thanh tra thanh phé Ha Noi 1a H101.02. Khi thém cac
phong ban truc thudc caa don vi nay thi ma don vi s& tu dong sinh theo hé thdng. Vi
du:G13.02.01,G13.01.02, G13.01.03,...

- Tén don vi: Nhap “Phong thanh tra dat dai va do dac ban d6”

- S6 thir tw : Nhap ty chon 1a “2”

- La Cuc/Vu: Khong

- Tén viét tit: Phong thanh tra giai quyét KNTC 1.

- Dién thoai: 0433267433

- Fax: Nhap s6 fax néu cé

- Nh6m tham quyeén: chon “Hanh chinh”

- Nhém co quan: chon “UBND thanh ph$”

- Email: Nhap email

- Pia chi: Nhap dia chi “Sé 62 Tran Quéc Toan, Ha Noi”

- Trang thai: Pang st dung

- Loai : chon loai “Phong ban”

- Nhém ddi twong: Chon “Thanh tra Tinh/TP”

Nhom déi tuwgng duoc tao ra tir chirc niang “Quan 1y nhom dbi twong - Ngudn don

dén”. Mdi nhom dbi tuong s& duoc quy dinh ngudn don dén. Nhom dbi tuong 1a

UBND Tinh/TP, Ban tiép dan Tinh/TP, Thanh tra Tinh/TP,... Chon nhém déi tuong

dé lay dir liéu vé ngudn don dén khi tiép nhan don thu trong trudng hop tiép nhan don
gian tiép.

- Quyén xem thdng tin dom thw: Xem ndi bo don vi;

- Website: Nhap tén website ctia don vi

- Kiéu co quan: chon kiéu “Co quan thanh tra cp Tinh/Huyén”

e Co quan tiép dan cAp Tinh/Huyén: Day la trudng dé phan biét co quan tiép dan va
cac co quan khac. Co quan tiép dan chi c6 nhiém vu tiép dan va xt Iy don va
khong c6 nhiém vu giai quyét don. Sau khi xir Iy don, co quan tiép dan s& giao
giai quyét cho don vi c6 thim quyén giai quyét.

e Co quan thanh tra cip Tinh/Huyén: Khac véi co quan tiép dan, co quan Thanh tra
c6 thé thyc hién tiép dan, xir 1y va giai quyét don trong ndi bd co quan hodc cd
thé giao giai quyét cho co quan khac.

e Co quan khac: Co quan ngoai 2 kiéu co quan trén.

- Nghiép vu: Chon “Giai quyét don” va “Tdong hop bao cao”
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Truong nghiép vu dugc chon trong truong hop thém méi loai “Phong ban”. Mot
phong ban c6 thé chon mét hozc nhiéu nghiép vu, tiy thudc vao nghiép vu thuc té cua

phong ban. Trong treong hop thém méi don vi, nguoi quan tri c6 thé bo qua trudng
théng tin nay.

Tiép nhén va phan logi don: cac phong ban c6 nghiép vu tiép nhan va phan loai
don (Vi du: Van phong,...)

Tiép cong din: Cac phong ban co nghiép vu tiép cong dan (Vi du: Phong tiép
dan, Phong tiép dan va tra két qua, Phong tiép dan va xur 1y don)

X ly don: Céac phong ban c6 nghi¢p vu xtt ly don (Vi du: Phong xtr 1y don,
Phong tiép dan va xur 1y don)

Gidi quyét don: Cac phong ban c6 nghiép vu giai quyét don (Vi du: Phong thanh
tra giai quyét KNTC 1,....)

Téong hop bao cdo: cac phong ban c6 nghiép vu tong hop céc bao cdo. Thuong 1a
cac phong tong hop hodc cac phong tiép dan, xur Iy don va giai quyét don ciing c6

nghiép vu tong hop bao céo.

M6 ta: Nguoi quan tri c6 thé nhap mé ta doi nét vé co quan/don vi (phong ban) nay.

Bwéc 3: Luu don vi.

Nguoi quan tri nhan nit “Luu & ghi tiép” dé luu don vi va tiép tuc giir lai form nhap

m&i, tiép tuc thém mdi phong ban khac.

Nhén nit “Luu” dé luu phong ban, form nhap méi s& dong lai.

Nhan nat “Poéng” dé dong form thém méi va khong luu.

4.2 Tao m6i nhom nguwoi dung sau khi da c¢6 don vi

Co 3 loai nhém nguoi dung :

Nhém nghiép vu: 1a nhdm Ngudi quan tri, nhém nghiép vu s& duoc phan quyén
sit dung céc chirc nang cua hé thong.
Nhoém quan tri: 1a nhom ngudi quan tri don vi, quan tri h¢ théng c6 thé tao nguoi
quan tri cho don vi cac cap. Khi duoc phan nhém quyén quan tri, nguoi ding nay
s& dang nhap vao phan hé quan tri don vi dé quan 1y don vi, nguoi dung trong don
vi ctia minh. Quan tri don vi ciing c6 mot sé chirc nang giéng quan tri hé thong
nhu: thém, stra, X0a,... don vi hay nguoi ding, nhém nguoi dung, ciu hinh quy
trinh cho don vi cia minh. Nhom quan tri do quan tri hé théng sua.
Nhom quy trinh: 1 cac nhém thudc quy trinh. Dé quy trinh c6 thé chay duogc thi
can c6 nhitng nhom thudc quy trinh va trong qua trinh tao ngudi dung, ngudi
dung phai duoc phan cic nhém quyén quy trinh twong tmg. Khong duoc phép sira
nhém quy trinh.
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Danh sach nhém quy trinh

STT | Tén nhém quy trinh M6 ta Chay
1 Can bo tiép dan Can bo 1am nhiém vy tiép | - Khong sta tén
dan nhom quy trinh.
2 Chuyeén vién tiép nhan | Chuyén vién tiép nhan don | - Khong  phan
thu quyén chtc ning
A ; 5 N : — cho cac nhom quy
3 Chuyén vién xtr Iy don | Can bo lam nhiém vy xt ly | | .
trinh nay.
don
4 Lanh dao don vi Lanh dao cuaa don vi
5 Lanh dao duyét két qua | Lanh dao don vi c6 quyén
xt ly duyét két qua xir 1y
6 Lanh dao phan giai | Lanh dao don vi c6 quyén
quyét phan giai quyét
7 Lanh dao phan xu ly Lanh dao don vi ¢6 quyén
phan xu ly
8 Lanh dao phé duyét két | Lanh dao cd quyén phé
luan duyét két luan giai quyét
cudi cling
9 Truong doan Nguoi chiu trach nhiém
chinh cua doan xdc minh
giai quyét KNTC
10 Truong phong duyét don | Lanh dao phong duyét don
thu thu
11 Truong phong duyét két | Lanh dao phong duyét két
qua xu ly qua xtr ly don
12 Truong phong phan xir | Lanh dao phong c6 thé

ly

phéan xur 1y don cho chuyén
vién xu 1y don

Nhom quan tri: Quan tri don vi
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Dé tao nhém quy trinh nghiép vu cho ngudi dung. Ngudi quan tri can phai xac dinh dwoc
ngudi ding ndo can nhitng nhém quy trinh ndo va nhém quy trinh d6 duoc phan céc
quyén chirc ning gi.

4.3 Tao nhém ngudi dung va phan quyén cho nhém

Nguoi quan tri vui long doc cach tao va phan quyén tai myc “3.2.3. Danh muc phan

quyén chirc ning nhém nguoi ding”

4.4  Tao tai khoan ngwoi dung sau khi da ¢6 nhém nguwoi dung

4.4.1 Phan quyén nhém ngwéi dung cho tai khodn ngwoi dung

- Sau khi d3 c6 nhém nguoi dung, quan tri tiép tuc thuc hién viéc tao méi nguoi dung,
thém nhom nguo1 dung cho tai khoan.

- Ngudi dung vui 10ng doc tai muc “3.2.3. Danh muc phian quyén chirc ning nhém
nguwoi dung”

4.4.2 Cdc bwéc tao tai khodn ngwoi ding cho phong tiép dan va xi Iy don

Dua vao bang phan quyén nhom ngudi cho ting dbi twong ¢ muc 3.2.3, tai ddy, ngudi

quan tri s€ tao mai tai khoan cho nguoi dung nghiép vu.

Vi du: dé tao nguoi dung la ba Nguyén Mai Phuong - Cén bo phong tiép dan va xir ly

don ctia Thanh tra thanh phé Ha Noi, ta 1am cac budc sau:

Bwéc 1: Chon menu “Quan Iy nguoi dung”, kich chon “Thém méi”.

Buéc 2: Nhap céc thong tin :

- Chon don vi: chon phong ban muén tao méi ngudi dung 1a phong tiép dan va xu ly
don.

- Chogn cac nhom quy trinh:

e Nhoém quy trinh: Chon nhém quy trinh ciia 1anh dao trong cdu hinh quy trinh 1a
“Can bo tiép dan, Chuyén vién xu ly don”.

e Nhém qudn tri: Bo tréng truong thong tin ndy. Vi dang tao tai khoan cho Nguoi
quan tri.

e Nhom nghiép vu: dua vao bang nhom nghiép vu duoc liét ké, kich chon “Can bd
tiép cong dan va xtr Iy”.

- Tén tai khoan: H101.02.phuongnm. Trong d6: H101.02 1a tién t6, ma don vi ké thira
va tu sinh cua Thanh tra thanh phé Ha Noi; “phuongnm” 1a tén viét tat cua Nguoi
quan tri “Nguyén Mai Phuong”.

- Tén nguoi dung: nhap tén nguoi dung “Nguyén Mai Phuong”.

- Mat khau: nhap mat khau “kntc2015#”

- Xac nhian mat khau: “kntc2015#”

- Dién thoai: 091233445
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- Email: phuongnm@gmail.com
- Chirc vu: Chuyén vién

- Loai tai khoan: chon “Nguoi dung”

Chu y: Trong trudng hop tao loai tai khoan quan trj thi phin nhém quy trinh chi can

chon mot nhoém quan tri 1a “quan tri don vi”.

- Trang thai sir dung: Pang st dung.

Bwéc 3: Luu tai khoan nguoi dung.

- Ngudi quan tri nhan nit “Luu & ghi tiép” dé luu tai khoan ngudi dung va tiép tuc gii
lai form nhap méi, tiép tuc thém méi tai khoan khac.

- Nhan nat “Luu” dé luu tai khoan nguoi dung, form nhap méi sé dong lai.

- Nhan nat “Péng” dé dong form thém mai va khong luu.

Thém mdi ngudi dung

Chon don vifphong ban* Tén tai khodn®
Phéng Tiép dan - H101.02. phuongnm
Hhém quy trinh Tén nguei ding*

3n bd tiép da Nguyén Mai Phuon
* Can bd ti€p dan iguyen Ma g

Chuyén vién gidi guyet don & Cuc, Vu TTCP

Mt khau
# Chuyén vién ti€p nhan
Chuyén vién s Iy don
Lanh dao don vi ¥&c nhén méat khau«
Lanh dao duyét két qua wirly -
Hhém quén tr Bién thoai
Quan tri dan vi
Email-

phuwongnm{@gmail.com

Hham nghigp vy

Chilrc wu*
# Can bd tiép cong dan Cchuyén vien v
Loai tai khodn-
MNgui ding M

Trang thai strdung*

Bang strdung .

s | on [ oo

Hinh 34. Man hinh thém méi nguwoi dung 1a chuy@n vién tiép cong dan

Sau khi, hoan thanh viéc tao tai khoan nguoi dung, nguoi dung dang nhap vao phan hé
nghiép vu cua hé thdng s& duoc két qua sau:
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Thanh tra Thanh phé Ha
Noi Cong viéc can thuc hién

Bon the dwoc phan Bon the droc phan Don thur can giai
T Tiép nhan don thw i Xt Iy ¢ 1y lai quyét cap xa

W Xi 1y don th

& Giai quyét don thw

-3 Keét luan giai quyét

Pon thu can gidi Két luan giai quyét D Tra két qua giai quyét
uyét lai - T—
= Tra két qua giai quyét ay "\5[ 0 O
< O . -
Q Vu viéc phirc tap ton dong kéo T @ -

dai

XEM CHI TIET @)

' Nhac viéc

"." Tra ctru don thw trong don vi

Hinh 35. Man hinh nghiép vu cuia can bé tiép cong dan, xi Iy don
Cha y: Phan hé nghiép vu : csdlggkntc.thanhtra.gov.vn

4.4.3 Cdc bwoc tgo tai khodn cho chuyén vién phong nghiép vu

Vi du: dé tao nguoi dung 1a 6ng Luu Bac Bao — Truéng phong Thanh tra giai quyét

KNTC 1, ta lam cac budc sau:

Buéc 1: Chon menu “Quan Iy nguoi dung”, kich chon “Thém mdi”.

Buéc 2: Nhap céc thong tin :

- Chon don vi: chon phong ban mudn tao méi nguoi dung 1a phong Thanh tra dat dai
va do dac ban do

- Chon cac nhom quy trinh:

e Nhom quy trinh: Chon nhém quy trinh ciia ldnh dao trong cdu hinh quy trinh la
“Trudng doan”.

o Nhém qudn tri: Bo trong truong thong tin nay. Vi dang tao tai khoan cho Ngudi
quan tri.

e Nhom nghiép vu: dua vao bang nhém nghiép vu duoc liét ké, kich chon “Can bd
nghi€p vu”.

- Tén tai khoan: H101.02.baold. Trong d6: H101.02 12 tién t6, ma don vi ké thira va tu
sinh ctiia Thanh tra thanh phd Ha Noi; “anhnh” 1a tén viét tit cuia Nguoi quan tri “Luu
birc Bao”.

- Tén ngudi dung: nhap tén nguoi dung “Luu Dic Bao™.

- Mat khau: nhap mat khau “kntc2015#”

- Xdc nhan mat khau: “kntc2015#”

- Dién thoai: 094767656

- Email: baold@gmail.com

- Chirc vu: Thanh tra vién
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- Loai tai khoan: chon “Nguoi dung”
Chu y: Trong trudng hop tao loai tai khoan quan tri thi phan nhém quy trinh chi can
chon mot nhdm quan tri 1a “quan tri don vi”.

- Trang thai sir dung: Pang st dung.

Bwoc 3: Luu tai khoan nguoi dung.

- Ngudi quan tri nhan nit “Luu & ghi tiép” dé luu tai khoan nguoi dung va tiép tuc giir
lai form nhap méi, tiép tuc thém méi tai khoan khac.

- Nhan nat “Luu” dé luu tai khoan nguoi dung, form nhap méi s& dong lai.

- Nhan nit “Péng” dé dong form thém maoi va khong luru.

Thém mai ngudi dung

Chon don vi/phong ban* Tén nguoi ding*
Phong thanh tra giai quyét KNTC 1 v Luu Birc Bao
Nhém quy trinh Dién thoai

A e G i
Lanh dac phan x& ly
Lanh dao phé duyét k&t luan Email*
¢ Trugng doan baold@gmail.com
Trudng phong duyét don thy
Trudng phong duyét k&t qua x 1y Chiic vu

Trutng phong phan xirly 2 Trutng Phong v
Nhém quan tri 8 5
q ! Loai tai khoan*

Quan tri don vi Nguti dung 2

Trang thai strdung*

Pang strdung v
Nhom nghiép vu

Can bd nghiép vu
Pho trudng phong nghiép vu
¥ Trudng phong nghiép vu

i [ o
Hinh 36. Man hinh thém mdéi nguoi dung cua phong nghiép vu
Sau khi, hoan thanh viéc tao tai khoan nguoi dung, nguoi dung dang nhap vao phan hé

nghiép vu cua hé théng s& duoc két qua sau:
Cha y: Phan hé nghiép vu : csdlggkntc.thanhtra.gov.vn
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e ) e X n
ﬁ)‘x‘l HE THONG CO SO DI LIEU QUOC GIA VE KHIEU Nl_\I,To CAO A Trang cha [ Huong dén st dung o & Xin chio, LuuBirc Bao B

b Thanh tra Thanh phé Ha
NG

CAng viéc can thurc hién

Tong quan

0

Bon thir can giai Don thy can giai Két luan giai quyét
& Gidi quyét don the ¢ quyét quyét lai 6 0

5 Két luan giai quyét

?:. Tra ket qua giai guyet

E_) Tra két qua giai quyét

Hinh 37. Man hinh nghiép vu cua chuyén vién phong nghiép vu sau khi dwoc tao tai
khoan va phan quyén
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