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. GIOI THIEU
1.  Muc dich tai liéu
- Luu ¥ cac truong hop dic biét can ghi nhé trong qua trinh st dung
- Nhing tinh huéng trong qua trinh sir dung va huéng xir ly
- Huéng dan thao tac va cach thirc st dung hé théng mét cach chinh xac nhat
2. Tai liéu tham khao
STT Ky hiéu Tén P:;in Muc dich tham khao
1 |NA Khéng co
2
3
3. Bang thuat ngir va dinh nghia
STT Thuat ngir Dinh nghia
1 |NSD Nguoi stir dung
2 |QTbV Quan tri don vi
3 |QTHT Quan tri hé thong
4 |UBND Uy ban nhan dan
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I1. NHUNG GHI CHU CAN THIET CHO VIEC SU DUNG HE THONG
1. Truy cap hé théng
1.1. Pwong dédn

Hé thdng co so dit lieu qubc gia vé khiéu nai, t6 cao bao gom 2 phan hé danh cho 2
nhom ddi twong. Truong hop ddi twong 1a QTDV thi sé& truy cap vao hé théng bang
duong dan sau:

Pudng dan quan tri: https://adminkntc.thanhtra.gov.vn
1.2. Thong tin tai khodn

QTPV thuc hién st dung tai khoan va mat khau dugc QTHT cung cap san dé thuc
hién dang nhap vao hé thong

Hé théng Co s& dir liéu quéc gia vé
khieu nai, to cao

Tén dang nhap

| H219.admin

Nhé déng nhap nay Quén m3t khau

Trong trudng hop can thay d6i mat khau, QTPV sé& thyc hién theo hudng din cac
budc nhu sau:
- Bwéc 1: Tir man hinh phia trén bén phai, bAm chon vao Tén ngudi ding

Chao Quén tri don vi UBND Tinh Vinh Phic!| Bing xuit

Thém cau hinh in phigu


https://adminkntc.thanhtra.gov.vn/
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Hé thdng hién thi giao dién thay d6i théng tin nhu sau:

Tén taikhoan ~ H&15.admin
Email = admintpct@gmail com

Ténday di  Quantridon vi UBND TP Can Tho

oo | b
Tiép theo, chon “Doi mat khau”

Tén tai khoan H815.admin
Email =  admintpct@gmail com

Tén day du Quan tri don vi UBND TP Cén Tho

Capnhat  Bai mat khau

- Bwdéc 2: Bat lai mat khau tdi thiéu 8 ky tu tro 18n bao gdom chir, s6 va ky tu dic biét.

Poi mat khau

*Matkhducl: Wap vao Mat khau ci
* Mat khau mi: Nhap vao Mat khdu mo
* Xac nhan mat khdu mai:  hap lai mat khau mo

Vi du:
e Mat khau hop Ié: abc@123; 1234abc#
e Mat khau khdng hop 1é: 12345; 123abc; 1234@

1.3. Quén mdt khdu

=

Trong trudng hop QTPV ding nhap bang tai khoan cia minh nhung khéng nhé mat
khau, hé théng c6 hd tro tinh ning “Quén mat khau” dé giap QTPV khéi phyc lai mat
khau.

Dé st dung tinh ning ndy, QTDV lam theo cac budc sau:
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- Bwéc 1: Trong lan dau tién dang nhap bang tai khoan va mat khau dugc QTHT
cung cap, QTPV thyc hién bdm chon vao Tén nguoi dung dang sir dung phan mém.

Chao Quén tri don vi UBND Tinh Vinh Phic!| Béng xuit

Thém cau hinh in phigu

- Budéc 2: Cap nhat thong tin Email minh dang sir dung va nhan nat “Cap nhat” dé
thuc hién hoan tat (Viéc cap nhat thong tin Email dé hé théng giri thu vé thong tin
tai khoan va mat khau méi).

Tén tai khoan ~ H219.admin

Email =  admin@gmail.com

Téndayda  Quan tri don vi UBND Tinh Vinh Phuc

- Buwéc 3: Tai lan ding nhép sau, trong trueong hop khi quén mat khau, QTDV thyc
hién nhan vao phan “Quén mat khau”

Hé thong Co s& di liéu quoc gia vé
khieu nai, t6 cao

Tén dang nhap
| Tén dang nhap

Mt khau

- Bwéc 4: Nhap tén tai khoan va nhan nat “Khéi phuc mat khau”.
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Y. Hé théng Co s& di¥ liéu qudc gia vé
(%  khieu nai, to cao

\'si N ia' ]

Tén dang nhap

| H219.admin

Bang nhap \

Hé théng hién thi thong bao nhu sau:

Thay di mat khdu thanh céng, vui long kiém tra Email.

- Bwéc 5: QTDV thuc hién kiém tra Email ca nhan, hé thong tu dong giri thu vé
thdng tin tai khoan va mat khau méi. QTPV sé sir dung thong tin nay dé thuc hién
dang nhap vao hé thong.

Thiét lap lai mat khdu  Hep o aén «

Cor s&v div ligu quéc gia vé KNTC <emailttcp@gmail coms '/
i i [~

Mét khéu clia ban d& dwoc thiét 14p lai, dudi déy 14 théng tin dang nhap méi cla ban:

Tén tai khoan (username): e /

Mat khiu (password): & .

Vi ly do bao mét ching tdi khuy&n ban nén thay 44i mdt khau mdi trong 1an dang nhép gan nhat !

Trong truong hop QTPV ding nhap nhung khong nhé Tai khoan va mat khau thi s&
lien hé voi QTHT dé duoc cung cap lai.
2. Phan quyén
2.1. Phan quyén xem bao céo
Ty vao timg nhom ddi tugng va theo su phan quyén caa QTPV ma mdi mot tai
khoan s& dugc phép xem cac loai bao cdo twong ng va can thiét.
Ngoai ra, dua vao yéu cau va quyén han cia NSD, QTDV ciing s& thuc hién phan
quyén xem tir muc s lidu dén muc thdng tin chi tiét tir s6 lidu.
Quyén xem bao c&o, bao gom:
e Quyén “Xem ca nhan”: Nhom nguoi ding dugc phan quyén xem ca nhan sé duoc
quyén két xuat bao cao trong pham vi ca nhan ddi véi nhitng don thu ma chinh ca
nhan d6 tiép nhan va x ly.



Tai liéu Ghi chu - Quan tri don vi

e Quyén “Xem ndi bo phong ban”: Nhom nguoi ding dugc phan quyén xem noi bo
phong ban s& duoc quyén két xuat bao cao trong pham vi phong ban ddi véi nhitng
don thu ma cac chuyén vién trong phong tiép nhan va xx ly .

e Quyén “Xem ndi bo don vi”: Nhém ngudi ding dugc phan quyén Xem noi bo don
vi s& duoc quyén két xuat bao céo trong pham vi don vi.

e Quyén “Xem ndi bo don vi, cac don vi ciing cap va don vi cip dudi”: Nhoém ngudi
ding nay sé& dugc quyén két xuat di liéu bao co trong pham vi don vi, cac don vi
cuing cap (truc thudc trong tinh) va don vi cip dudi (truc thudc trong tinh, huyén).

Lueu v Quyén xem di liéu don thie dwoc duwa trén 2 yéu to:

- Quyén xem théng tin don thw & form Thém méi don vi

- Quyén xem ¢ Nhom nguwoi dung duoc gan vao user nghiép vu

Quyén xem & khoi thong tin ndo cao hon thi user nghiép Vu sé dwoc ldy quyén xem cua
quyén cao hon.

Cap nhéat don vi

Cap don vi CZp tinh v Dién thoai
Qudc gia* i6t Na Fax
9 Viét Nam v
Tinh, thanh phd Vinh Phiic v Email
R . Dia chi
Quén/ huyén Chon quan/ huyén v
Trang thai* o ”
§ . © ang sirdung
Phutng x& Chon phutng/ x& v
Thudc loai+ Don vi
Bonvicha | UBND Tinh Vinh Phic - :
Nhom dai tuong Ay -
- Ban TCD Tinh/Thanh phi
Madonvi*  po1o.m nguén don dén* F
Tén don vi*  gan tiép céng dan Tinh Vinh Phic Quyén xem thong tin Xem néi bd don vi
don thur
Sothartr
Website
L& cuc vu 3
¢ Khang v )
Kigu co quan Co quan tiép cong dan
Tén viét tit .
Nghiép vu [ Tiép nhan va phan loai don = || Tiép céng dén =
Dién thoai Xir Il don % | Vui long chon nghiép vu

Fax
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Cap nhat nhom nguoi dung

Chon don v+ Tim kidm

Van phong
#| Ban tiép cong dan Tinh Vinh Phic
Phong Hanh chinh - tdng hop
Phong nghiép vu 1
Phong nghigp vu 2
Sa& Thang tin va Truyén théng
Ban tiép cong dan tinh Vinh Phuc
Phong nghiép vu 1

S& Thong tin va Truyén théng -

Tén nhom ngudi dung* g5 H219.UBNDT/TP_ LEB (Truéng ban) Ban tiép dan BTD 1

Loai nhom ngudi dung*  ypsm nghigp vu v

B B P .. .. . .
Quyen xem ¥em noi bé don vi, cac don vi cung cdpvadonvic ¥

¥em bao cao don td cao* Khdng duoc xem v

Trangthai*  pang sirdung v

Mo ta

=l

2.2.  Phan quyén xem thdng tin ciia ngwoi té cao

Can ct Luat T6 cdo - chuong V - diéu 36 quy dinh vé viéc thdng tin cia nguoi to
céo duoc bao vé va giir bi mat, trén hé thong ciing s& thuc hién an phan thong tin nay lai.
Tuy vao nhoém ddi twong va theo sy phan quyén cia QTDV, phan thong tin nay sé duoc
hién thi va phan quyén xem cho tai khoan cua ngudi ding nhat dinh.
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Cap nhat nhom nguoi dung

Chon don v+ Tim kidm

Van phong
#| Ban tiép cong dan Tinh Vinh Phic
Phong Hanh chinh - tdng hop
Phong nghiép vu 1
Phong nghigp vu 2
Sa& Thang tin va Truyén théng
Ban tiép cong dan tinh Vinh Phuc
Phong nghiép vu 1

S& Thong tin va Truyén théng -

Tén nhom ngudi dung* g5 H219.UBNDT/TP_ LEB (Truéng ban) Ban tiép dan BTD 1

Loai nhom ngudi dung*  ypsm nghigp vu v

B B P .. . . .
Quyen xem ¥em noi bé don vi, cac don vi cung cdpvadonvic ¥

¥em béo cao don td cao* Khdng duoc xem v
Trangthai*  pang sirdung '
MG ta

oo
Tuy vao nhom ddi twong va theo sy phan quyén cia QTDV, phan théng tin nay s&
duoc hién thi va phan quyén xem cho tai khoan cua nguoi dung nhat dinh.

e Xem danh sach va chi tiét: Nhém ngudi dung duoc phan quyén nay, khi két xuét
bao céo s& duoc xem danh séch va théng tin chi tiét caa don té cdo. Bao gom: M4
vu Viéc, ngay tiép, tén chii don, dia chi chu don, s6 ngudi, ndi dung don, phan loai
don, hudéng xu ly,...



Tai liéu Ghi chu - Quan tri don vi

e Xem “Chi xem danh sach”: Nhom nguoi ding duoc phan quyén nay, khi két xuét
bao cao chi xem dugc danh sach don td c4o, khong xem dugc thdng tin chi tiét caa
tung don.

e Xem “Khong duoc xem”: Nhom nguoi dung dugc phan quyén nay, khi két xuat béo
céo s& khong duoc phép xem céc thdng tin cua don té céo. Thong tin sé& hién thi 1a
“Théng tin bj 4n”.

Trén hé thdng, viéc an thong tin cia ngudi té céo s& dugc thé hién théng qua viéc
xem chi tiét théng tin trong céc bao cao:
Vi du: Trong Béao cao 2a

Ngi dung ﬁép cing din [51"5 vu viéc)

Khiéu nai Té cdo
Linh viec hanh chinh . .
_ Lishvye | : BAO CAO 2A
. o = . |Linhvye or CT ‘,]'1 Linh vipc | Linh viec twe Tham
Véchinh | Vénha, tai | VE ché d§ phip * ' | hanh chinh phip nhiing
sch san cC, Ve XH, khic
18 9 20 21 2 24 3
0 0 0 ] ] 0 0 0
z 2 25 5 5
5 3 24 25 s | s | 9 1
_ —
STT /um‘n/ Negay tiép Tén chii dom Bia chi chii don 56 nguwéi Ngi dung
Tf-mg: 15
1 Théng tin bi in Théng tin bi in Théng tin bi in Théng tin b1 in 1 Thing tin t
Théng tin bi in Théng tin bi in Thong tin bi in Théng tin by in 4 Théng tin b
3 Théng tin bi in Thing tin bi in Théng tin bi in Théng tin bi dn 1 Théng tin t

3. Céc thao t4c can luu y khi tao méi don vi hanh chinh
3.1. Cdu hinh nguén don dén

Chon nhom dbi twong ngudn don dén twong tng véi don vi thém mai.

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

Tiép nhan don thu

Ngudn don @én| Buu chinh Ngay nhap don:| 27/12/2017

Co quan khac chuyén tci
Email

R ) L A Khac
Thong tin nguot Khiew nai: toff | - g0 TinhThanh phé

Lanh dao Thanh tra chinh ph
Nguwii khiéu nai; t6 cao; kién}__Thanh tra Chinh phi Bon thu nac danh
3 - i 1
nghi, phan anh

S6 ngudic(*)| 1
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Cap nhat don vi

Cap don vi C3p tinh Dignthoal  nhap sd dign thoai
Qudcgia*  vigt Nam Fax | nnap s6 fax
i 3 g Email | Nhap Ema
Tinh, thanh phé& Vinh Phiic Ihép Ema
5 p Biachi | nhap diachi
Quan/huyen  chon quans huyén
Trang thai* Dang st .
N = g sirdung
Phutngx@  chon phutmngs x3
X Thuéc loai* Don vi v
Bonvicha | UBND Tinnh Vinh Phic :
Nhom dai tuong ) . o
. : Ban TCO.Tinh/Thanh phd v
Madonvic  Hz19.01 nguén don dén Bpinhy P
Ban néi chinh Trung uong -
Téndon vi*  gan tigp cong dan Tinh Vinh Phic huyén xem thong tin | 530 TED Qam’Hyen _
don thu Ban TCD Tinh/Thanh ph&
o Ban TCD X&/Phutng/Thi Trén
Sothote

Wehsite Ban tigp cong dan Trung ugng
Cac co quan thude Chinh Pha
La cuc vu Kheng ¥ . Cac Cuc/Vu

Kigucoquan | .o vusGuc thuse TTCP

Dai bigu quéc hoi

Mghiép vu Dai bigu quéc hdi khoa X
Khac

TENVIET At pnap tén don vi

Dien thoai Nhap s dién thoa S8, Ban, Nganh
Thanh tra Bo
Fax Nhap s fax Thanh tra Quan/Huyén
Thanh tra Tinh/Thanh phé
Téng cuc
Nhomtham quyn:  Lanh chink v Turong dutng bg, nganh
UBND quan/huyén
N .
Nhém cor quan: UBND Tinh . UBND tinh/thanh phé

UBND X&/Phutng/Thi Tran A

Nhom dbi twong ngudn don dén dugc quan tri hé thdng khai bao va quan ly. Khi
mudn thém méi, chinh sira,... ngudén don dén thi yéu cau quan tri don vi béo vai quan tri
hé thong dé cap nhat.

3.2. Cdu hinh phiéu in cho cac biéu mdu

3.2.1. Khi tai khodn NSD hién thi théng bdo “Yéu cau chon co quan ban hanh”

e x
@ HE THONG CO' SO DIF LIEU QUOC GIA VE KHIEU NA i Eit U R TN [ e e o R 5 e e e v

Yéu cu chon co quan ban hanh.

e —— e e
Stra ndi dung vén ban in

Co quan chii quan truc tiép| Chon co quan chi quan tryc tipr Quyén han cdp 1 clia ngudi ky| Chon quyén han cp 1 cla ngued kiv Chi¥c vu ngudsi ky | Chon chire vy nguéi kiv

Co quan ban hanh van ban (*)| Chon co quan ban hanh v Quyén han cAp 2 clia ngudi ky | Chon quyén han cép 2 cia nguei kiv Ngu&i ky | Chon lanh dao

Vi long chon cdc théng tin & trén va nhén nit Tii dif ity

FILE HOME | INSERT  PAGELAYOUT  VIEW ~
= Arial o v & x (= [mE e o g By DU dre
R IL;I | . N o St; 25, Replace
jse Local B | Uvasx x| ¥ =v v 7= es Py
Clipboard Z A ¥ AR NERS v £y Select Al
Ciipboard Font ~ Paragraph | Styles Editing
2, 1 B 2 3 4 5 A 7 &, 2 12 11 12 13 14 15 18. 17 18
o B (L [ A [ [ [N B [ LR (LA [ [ i T 1B 1

ool

Bl

Phwong an xir Iy: QTDV can phai cau hinh in phiéu cho tai khoan ngudi ding.

Chtre ning Cau hinh in phiéu dé khai bdo cic co quan ban hanh vin ban, co quan
chu quan, quyén han va chac vu ciia nguoi Ky trong cac mau van ban thy 1y, hudng dan,
chuyén don, ra vin ban don ddc,... cua ngudi dung nghiép vu.

10
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Hwéng dan khai bao cau hinh phiéu in:
- Bwéc 1: Chon menu “Quan 1y don vi hanh chinh”, bAm nut “Thém c4u hinh phiéu

2

m

O e Quan tri hé théng > Quan ly don vi /
Thém nhém nguii ding vao donvi | Thém nguti ding vao donvi | Thém cu hinh in phigu
Quan ly nguai dung
SR et Mmend  dswwefonnd
Tim kié
U Uy e T

Quan ly nhom nguai dung

Phan quyén chirc ning
H211.22 Thanh tra tinh TUYEN QUANG

- yen wiony

C3u hinh quy trinh .
R i H211.22.01 Phang Nghigp vy 1
I S6 Twphap

Quén ly lanh dao tigp

8 5¢ van hoa, Thé thao va Du lich
I 54 Xay dung

| ELARCS

W Thanh tra Tinh Tuyén Quang
L}

m UBND Huyén Chigm Hda

I UBND Huy&n Ham Y&n

m UBND Huyén Lam Binh A

- Bwoc 2: Nhap noi dung tng véi loai tiéu chi
e Don vi: Chon Ban tiép cong dan tinh Vinh Phac
e NOoi dung: UBND tinh Vinh Phuc
e Loai: chon CQ chu quan
- Bwéc 3: bAm “Luu”
Vi du minh hea: Bé cau hinh phiéu in cho Ban tiép cong dan tinh Vinh Phuc. Ngudi
quan tri lan luot nhap noi dung minh hoa tng véi cac loai tiéu chi nhu bang dudi day:

STT | CQbanhanh | Quyénhancap 1 | Quyén han cap 2 | Chirc vu nguoi Ky
1. Ban tiép cong | KT. Truong ban | KT. Truéng | Truéng ban
dan tinh phong
2. TL.Trudéng ban Pho truéng ban
3. Truong phong
4. Pho truong phong
5. Chuyén vién

4. Quan ly nhom nguwoi dung

4.1. Khi NSD diang nhdp tai khodn, hé thong théng bdo “Ban chwra dwoc phan quyén
chike ning ciia hé théng. Vui long lién hé QTPV dé dwec hé tro”

11
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Chu y

Ban chua droc phan quyén chire ning cda
hé théng. Vui Iong lién hé quan tri don vi dé
dugc ho tro

Phwong an xir Iy: QTDV can phai phan quyén chirc nang cho Nhom nguoi dung.
- Bwoc 1: Vao menu “Quan ly nguoi dung” xem user d6 dang dugc gan véi nhom
nguoi dung nao. Nhé tén nhom hoac sao chép tén nhém ngudi dung cua user do.

Quan Iy don vi hanh chinh

Quan trj he théng > Quan Iy nguii ding

Quén Iy ngudi diing
Pl Taikhoinquintricipdusi  Tai khoan nguei ding cap dudi

C3u hinh quy trinh T'n'llk"e_m e Nhém 3
. ~ Phiic - # % | quing | Nhomquy & + # | Loaital
Quan Iy lanh dac tiép Tai khoan Ten i trinh Nhém nghigp v Donvi | kh
WmVan phong

Phan quyén chic ndng

Trang &
thai

» ) | H219.01linhntt  Ngd Thi Canbotigép | 04.H219.UBNDT/TP_LOP_Phong xir | Chuyén Phong  Nguti Bang st
[5) W Ban tigp cong dan Tinh Vinh Thiy dan;chuyén | Iy don Tinh vién nghiégp  ding dung
Phic Linh vien tiép VP02 H219.UBNDT/TP_LDP_Phang vul;
nhan;Chuyén | Tiép cang dan Tinh/TP;
vién xirly
hop 2 dom;

W Phang Hanh chinh - téng

Phang nghigp vu 1 [ H219.01.Iypt Phan Thi Canbotiép | 04H219.UBNDT/TP_LOP_Phong xir | Pho Phong  Nguoi Dang sir
= = Ly dénTruweng | Iy don Tinh Trudmg nghiép  dung dung
mPh h 2 N 2 . N
onangnispd phong duyet | VP,02H219.UBNDT/TP_LDP_Phong | phong v,
W8 S5 Théng tin va Truyén kél qué_xfr Tiép céng dan Tinh/TP;
thong ly;Chuyén

vién tiép
- SRR, nhan;Chuyén
wign xlrly
don; Truang
phong phan
1y, Trudng
phang duyét
don thu,

) H219.01.quyenda Dao Anh Canbotip | 08.H219.UBNDT/TP_B& phanténg | Chuyén Phong  Nguwi Bang st
Quyén dan,Chuyén | hop; vién nghigp  dung dung
vien tiép vu i,
nhan;Chuyén
vién xirly
dom;

- Buwéc 2: Chon menu “Quan 1y nhém nguoi dung”, tai & tim kiém, nhap/dan tén
nhom d3 nhé/sao chép cua user tai budc 1. Tich chon nhém ngudi ding va bam nat
“Phan quyén”

Quin iy don vj hanh chinh Quan tri hé thdng > Quan I nhém ngub ding

udn Iy nhém ngudi din o — A e .
Quén by g g §f| Temma m q 03.H219. UBNDT/TP_C4n bo xirly don Ql

Quan I nguds ding

_ - . Nhém nghiép vu Nhém quy trinh Nhém quan tri
Phan quyén chuc néng
H Tén nhém nguii ding Trang thai sirdung ¥

CZu hinh quy trinh

Quén Iy ldnh dac tigp

- Buwéc 3: Tai man hinh Phan quyén chirc nang, tich chon chirc ning cho nhom nguoi
dung.
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Phan quyén chuc nang cho nhém ngudi dung

Nhom nguoi ding* g3 11219 UBNDT/TP_Can bo xirlj ¢ ¥ Chu nang ¥ Tong quan
(+) ) B phan déng ky
Phan quyencho*  ppan mam khigu nai ta cao v ()% Tiep nhan den ths %

r Tiép céng dan

Cap % phuimng - Tiép cong dan
danh cho c3p x3

# Tiép nhan gian tiép

S@ tigp cong dan

Cap x4 phuing - Tigp nhan gian tiép
danh cho c3p x3

Van thir ti€p nhan gian tiép

| Bk den 5

Chon chit ning

- Bwéc 4: Bam “Luu” dé hoan tat viéc phan quyén cho nhém ngudoi ding.
- Bwéc 5: Pang nhap phan hé nghiép vu bang user d6 dé kiém tra két qua.

5. Quan ly ngwoi dung
»  Quadn ly thdng tin tai khodn ngwei dung
5.1. Trwong hep cdp nhdr ngwoi ding, néu Trang thai si dung cia tai khodn l1a
“Khong sie dung” thi tai khodn dé sé khong thé ding nhdp vao hé thong.

Cap nhat ngudi dung

Chon domn vi/phéng ban* Tén nguii ding *
Thanh tra Tinh Vinh Phic = Nguyén Hitu Son
Nhom quy trinh bién thoai

Can bo tiép dan
Can bo xtrly don tai Cuc Vu TTCP Email -

Chuyén vién giai quy&t don & Cuc, Vu TTCP )
sonnh@gmail.com
Chuyén vién ti€p nhan

Chuyén vién xir ly don Chirc vu *

Lénh dao don vi v Pho Chanh Thanh tra M

Nhém quan tri e X
Loai tai khoan*

Quéan trj don vi Ngudi ding M

Trang théai strdung*

Khong sirdung v

Nhoém nghiép vu

Chanh thanh tra tinh

13



Tai ligu Ghi chd - Quan tri don vi

5.2. Tai khéi “Hwéng xit Iy” - trwong “Chon quy trinh X Iy don” khéong hién thi quy
trinh xa ly ciia don thuw

Huwéng xir Iy

Hudng xi¥ Iy Thu Iy giai quyét v

Chon quy trinh x Iy don

Ngurai duyét

¥ kién xd Iy () ‘ ‘

Ghi chi:

Tép dinh kém : [EERERERRTEuETE ]

Bi véi céc hudng xdv Iy ¢d ra vén ban khi chon quy trinh x(k Iy I3 Két thiic va nhén nat Két thisc thi bat bubc phai dinh kém tép

Binh dang cho phép: doc, docx, pdf, jog, jpeg, png

TN T TN

- Phwong an xir Iy: QTDV can phai cdu hinh thém nhém quy trinh “Cén bo tiép
dan”, “Chuyén vién xir Iy don” cho tai khoan NSD yéu cau hd trg.

Cap nhat ngudi dung

Chon don vi/phéng ban * Tén nguwi diing *
Phong nghigép vu 1 - Phan Thi Ly
Nhém quy trinh Dién thoai
I Céin b tidp dan 2 Nhap s& dién thoai

] cén bd xdrly don tai Cuc Vu TTCP .
Email #

[ chuyén vién gidi quy&t don & Cuc, Vu TTCP )

lypt@gmail.com

£ Chuyén vién ti€p nhan

Chuyén vién xir Iy don
(] L&nh dao don vi

Chire vu*

d Pho Trudng phong
Nhém quan tri . .
Loai tai khoan*
I Quén tri don vi Mgui diing

Trang théi strdung*

Pang strdung

Nhém nghiép vu

[(101.H219.UBNDT/TP_ Cén bé ti€p cong dan Tinh/TP

02.H219.UBNDT/TP_LDP_Phong Tiép cdng dan
Tinh/TP

04.H219.UBNDT/TP_LDP_Phong x(r Iy don Tinh VP

1 E3
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Lwu y: Dé phan quyén dung chirc ning, ngudi quan tri vui long doc cach tao va
phan quyén tai muc “3.2.3. Danh muc phan quyén chirc ning nhém ngudi ding”
trong “Tai liéu hwéng din sir dung chi tiét danh cho quan tri cap tinh/cap B§”.

5.3. Tai man hinh “Phdn céng gidi quyét don thw” - trwong thong tin “Giao cho”
khong c6 can bé dé lwra chgn

Phan céng giai quyét don thu

Ngay hét han 02/03/2018

Giao cho Chon can b a Nhiém vu Phu trach v

Q4

Ghi chil ,

File dinh kém X T3i l&n tir may tinh

Binh dang cho phép: doc, docx, pdf, jpg. jpeg. png

+ Phan giai quyét m

- Phuwong 4n xir Iy: QTDV can phai ciu hinh thém nhém quy trinh “Trudng doan”
cho tai khoan NSD yéu cau hd trg

Cap nhat nguoi dung

Chon don vi/phong ban * Tén ngudi ding*
Thanh tra thanh phd Vinh Yén 5 Trén Mguyén Trung
Nhém quy trinh Tich chon n thoai
LAl gy I YIal YUy L . . o .
. R L nhém quy trinh |hap so dién thoai
Lanh dao phan xirly
Lanh dao phé duyét két luan Email *

Trudng doan

trungtn@gmail.com

' Trrong phong duyet don thur
Truémg phong duyét két qua xir 1y Chire vu+

Trudna phona phan xir v e Thanh tra vién v

Nhém quén tri e .
Loai tai khoan*

Quan tri dom vi Mguei diing T

Trang thai sirdung*
Dang strdung v
Nhém nghiép vu
Luwu y: Dé phan quyén dang chirc ning, ngudi quan tri vui long doc cach tao va
phan quyén tai muc “3.2.3. Danh muc phan quyén chitc ning nhém nguwoi diung”
trong “Tai liéu hwéng din sit dung chi tiét danh cho quan tri cip tinh/cip B§”.
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5.4. Tai man hinh “Trinh két lugn” - trwong thong tin “Lanh dao duyét” khéng cé
can bg dé lwa chon

Cha y

Ban ¢é chac chan mudn Trinh két luan don thu s6 133 cda Ong/ba Linh Test 2112 khéng?

Ghi chix: ‘
File ginh kem: & Tai lén tir may tinh
£linh .-‘n'gﬁg Cﬂmﬂ.ﬂ_dﬂﬁ_ﬁmm Tk il i L_Sos
Lanh dzo duyst: (¥) | Chon can bd v

Chicwr

T £

- Phuwong an xir ly: QTPV can phai cdu hinh thém nhém quy trinh “Lanh dao phé
duyét két luan” cho tai khoan NSD yéu cau hd tro.

Cap nhat nguoi dung

Chon don vi/phéng ban* Tén ngudi ding *
Thanh tra thanh phd Vinh Yén = Mguyén Dinh Dan
Nhém quy trinh Tich chon pién thoai
¥/ Lanh dao phan giai quyét nhém quy trinh Nhap s& dién thoai
¥/ Lanh dao phan x(r ly
" Lanh dao phé duyét k&t luan Email
[ Trudng doan dannd@gmail.com
) Tridmg phong duyét don thu )
] L, Chure vy +
I Trurang phong duyét két qua xur Iy
. e v Chéanh Thanh tra v

MNhom quén tri e .
Loai tai khoan*

[ Quan tri don vi Nguti ding M

Trang thai strdung*

bang sirdung v
Nhém nghiép vu
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5.5. Tai man hinh “Phé duyét két qud gidi quyét” - truwong “Quy trinh xir Iy tiép”
khéng cé quy trinh dé ngwoi dung lwa chen

Phé duyét k&t qué giai quyét

Quy trinh xi¥ Iy tidp: (%) M

Ghi cha ‘ ‘

File dinh kém & T3i 1&n tir may tinh

Binh dang cho phép: doc, docx, pdf, [pg. jpeg. png

=
- Phuwong an xir ly: QTPV can phai cdu hinh thém nhém quy trinh “Lanh dao phé
duyét két luan” cho tai khoan NSD yéu cau hd tr.

Cap nhat ngudi dung

Chon don vi/phang ban* Tén ngudi ding *

Thanh tra thanh ph& Vinh Yén - Mguyén Binh D3n
Nhém quy trinh Tich chon pién thoai

¥/ Lanh dao phan qidi quyét nhém quy trinh Mhép s& dign thoai

¥/ Lanh dao phan xcrly

" Lanh dao phé duyet k&t luan Email

(] Trudng doan dannd@gmail.com

) Trudng phong duyét don thu )

Chuc vy +
) Trudng phong duyét két qua xir Iy
. . B M Chénh Thanh tra v

Mhém quén tri e .
Loai tai khoan+

[J Quan tri don vi Ngubi dung M

Trang thai str dung

Bang strdung v
Mhém nghiép vu
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5.6. Tai khoi “Hwong xir Iy” - trwong théng tin “Ngwoi duyét” khong hién thi can bé

dé lwa chon

Hwéng xwe ly

Huréng xik by ‘ Thu Iy gidi quyét

Chon quy trinh x& Iy don ‘ Két thic

Nguéi duyét | Chon lanh dao a
Y

Chon [&nh dao

¥ kién Xt Iy: ()

Ghichu:

Chirc vy | Chire vu lanh dao

Tép dinh kém : [ERETERTEUERTL]

Déi v6i cde huéng xik Iy 66 ra vén ban khi chon quy trinh xde Iy 13 Két thiic vé nhén nit Két thiie thi bat budc phai dinh kém tép.

Dinh dang che phép: doc, docx, pdf, jpg, jpeg, png

I T KN N

- Phwong an xir ly: QTPV can phai cau hinh thém nhém quy trinh “Lanh dao duyét
két qua xur Iy’ cho tai khoan NSD yéu cau hd tro.

Cap nhat nguoi dung

Chon don vi/phéng ban *

Ban tiép cdng dan thanh phd \inh Yén v
Nhom quy trinh
L Lnuyen vien uep nnan Tich chc_m
) chuyén vién xtrly dom nhém quy trinh

¥/ Lanh dao don vj

[/ Lanh dao duyét k&t qua xirly

[/ Lanh dao phan giai quyét
¥/ Lanh dao phan xtrly

[711 Anh dan nhé divat k&t lnan h
Nhém quan tri

) quén trj den vi

Nhém nghiép vu

Tén nguii ding *

Truding ban tiép cong dan TP Vinh Yén

bién thoai

Mhap sd dién thoai

Email *

th@gmail.com

Churc vy *

Trudng Ban tiép cong dan v

Loai tai khoan*

Nguii dung v

Trang thai strdung*

Khéng strdung v
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5.7. Tai man hinh “Phé duyét két qud xir Iy” — trwong thong tin “Quy trinh xir Iy
tiép” khong cé quy trinh dé ngwoi ding lwa chon.

Phé duyét két qua xirly

Hwéng xue ly: Thu Iy giai quyét v

N6i dung y kién

i
=T g q » g g »

Quy trinh xi¥ Iy tiép

E T R

- Phuwong an xir Iy: QTDV can phai cdu hinh thém nhém quy trinh “Lanh dao duyét
két qua xtr ly” cho tai khoan NSD yéu cau h tro.

Cap nhat nguoi dung

Chon don vi/phéng ban* Tén ngudi dang *

Ban ti&p céng dan thanh phd Vinh Yén = Trudng ban tigp céng dan TP Vinh Yén
Nhém quy trinh Bién thoai

LI CNuyen vien uep nnan Tich chon

hd trinh Mhap s dién thoai
[J chuyén vién x(rly don nhom quy trin

#| Lanh dao don vi Email *

) Lanh dao duyét k&t qua xir Iy th@gmail.com

7/ Lanh dao phan giai quyét
¥/ Lanh dao phan xtrly Chire vu+

[ 1 &nh dan nha dovét k&t lnan Trudmg Ban tiép cdng dan A

Nhém quéan tri L )
Loai tai khoan*

[ quan tri don vi Nguwi dung v

Trang thai st dung*

Khéang st dung v
Nhém nghiép vu
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5.8. Tai man hinh “Phé duyét thu Iy gidi quyét” — srwong thong tin “Chen quy trinh
X Iy tiép” khong c6 quy trinh dé ngwoi dung lwa chon

Phé duyét thu Iy giai quyét

Chon quy trinh xtr Iy tiép

Ghi chad

File dinh kém X, Tai lén tir may tinh

Binh dang cho phép: doc, docx, pdf, Jpg. jpeg, png

3 2

- Phuwong an xir ly: QTDV can phai cau hinh thém nhém quy trinh “Lanh dao phan
giai quyét” cho tai khoan NSD yéu cau hd tro.

Cap nhat ngudi dung

Chon don vi/phong ban*

Thanh tra thanh ph& Vinh Yén

Nhém quy trinh
#| Lanh dao don vi

¥ Lanh dao duyét két qua xdr Iy

Tén nguii diung *

At Nguyén Dinh Dan

Tich chon

, . Dién thoai
nhém quy trinh

Nhap sd dién thoai

[/ Lanh dao phan gidi quyét

Email *

¥/ Lanh dao phan xirly
[ Lanh dao phé duyét két luén

) Trirng doan

N Tewbin e ebhfieme cdineds doem #how
Mhém quén tri

[l Quan trj don vi

MNhém nghiép vu

dannd@gmail.com

Chure vu*

Chanh Thanh tra v

Loai tai khoan~

MNgudi ding v

Trang thai strdung*

Dang strdung v
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6. Céau hinh quy trinh

Trong truwong hep hién thi théng bdo “Chwa cdu hinh quy trinh cho don Vi: chon

‘Logi don thw’ va ‘Loai khiéu nai, t6 cdo’” hogc “Chwa cdu hinh quy trinh cho
don vi”

Cha y

Chura ¢du hinh quy trinh cho don vi: chon
'Loai don thu' wva "Loai khigu nai, t6 cao’l

Phwong an xir Iy: QTDV phai cdu hinh quy trinh cho don vi
Bwéc 1: QTDV chon menu Cau hinh quy trinh, bAm nut “Tao mac dinh”
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I11. NHUNG CAU HOI THUONG GAP
1. Cau héi thwong gip vé Truy cap hé théng

1.1. Trong ldn ddu ding nhdp vao phan mém nhgn dwoc théng bdo “Yéu cdu xac
thaee”

Heé théng co s& di liéu qudc gia vé khiéu nai té cao

£ Théng tin cé nhén

Théng tin dinh danh (bat buéc)

= Truy cap tai nguyén

¥ apiaccess

¥ Ghinho cac lya tron

pm—

- Phwong an xir ly: Trong lan dau dang nhap vao phan mém s& duoc hé thong yéu
cau xac thyc truy cap. Luc nay, QTDV thuc hién bam chon “Pong y” dé thuc hién
x&c thyc quyén truy cap vao hé thong.

1.2. Sau khi ding nhap odp théng bdo “Ban chwa dwoc phan quyén chirc ning ciia
hé thong”
Chuy
Ban chura duwroc phan quyén chirc ning cla

hé théng. Vui 1ong lién hé quan tri don vi dé
duoc hé tro

- Phwong an xi ly: Truong hop nay, do QTPV truy cap nham dudng din khong
thudc nhom dugc phan quyén cho tai khoan cia minh. Trudc tién, QTPV can
kiém tra lai duong dan truy cap xem da dung v6i nhém duoc phan quyén cho tai
khoan caa minh hay chua. Sau d6, QTDV s& c6 thé truy cap lai vao hé thdng binh
thuong.
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1.3. Khi truy cdp vao hé théng va nhdn dwoc théng bdo “Khéng thé truy cdp trang
web nay”

Khéng thé truy cap trang web nay
csdiqgkntec.thanhtra.gov.vn d3 tif chdi k&t ndi.

Hay thar:
« Kiém tra két ndi

+ Ki€m tra proxy va tudng Ira

ERR_CONNECTION_REFUSED

- Phwong an xir ly: QTDV can kiém tra lai dia chi duong dan truy cap vao hé
théng xem di chinh xac chwa, c6 thé QTPV d4 nhap sai dia chi duong dan. Vi dy:
Thiéu ki tu “.” hodc chit.

(Puong dan truy cap chinh xac: https://adminkntc.thanhtra.gov.vn).

1.4. Sau khi nhdp Tén tai khodn va mdt khdau @é thuec hign truy cdp hé thong thi xudt
hién théng bdo “Cé 16i khong xdc dinh da xdy ra”

Co 16i xay ra

LOi

C6 16 khéng xac dinh d3 xay ra

Yéu cdu Id: f19663da-5aef-4f59-b473-85dc T328a3d0

- Phuwong an xir ly: Truong hop nay, do QTDV nhap Tén tai khoan c6 chira dau
cach (khoang tréng). Vi vay, truée tién QTDV s& phai dang xuat (logout) khoi tai
khoan hién tai

Logout
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Sau do, truy cap lai vao hé théng bang duong din gianh cho nhdm quan tri va thuc
hién ding nhap lai that chinh xac tén tai khoan, mat khau.

2. Cau héi thwong gap vé Qua trinh sir dung
2.1. Khi dang sir dung h¢ thang hién thi “503 Service Unavailable”

503 Service Unavailable

No server 1s available to handle this request.

- Phwong an xtr ly: QTBV vui long lién hé véi QTHT qua Email hodc dién thoai
dé duoc hd tro.
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