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Tai liéu HDSD, cdi dét phan mém chudn héa thé thirc va ky thudt trinh bay van ban hanh chinh

MO DAU

Ngay 19 thang 01 nam 2011, Bo truong Bo Noi vu di ky ban hanh Thong tu sb
01/2011/TT-BNV Huéng dan thé thirc va ki thuat trinh bay van ban hanh chinh; pham
vi diéu chinh va d6i twong ap dung ctia Thong tu s6 01/2011/TT-BNV 13 hudng dan thé
thirc va ky thuat trinh bay vin ban hanh chinh va ban sao vin ban; dugc p dung ddi véi
cdc co quan nha nudc, td chirc xa hoi, to chic x3 hoi — nghé nghiép, td chirc kinh té va
don vi luc lugng vii trang nhan dan. Théng tu 01/2011/TT-BNV chi bai b 1 phan
Thong tu 55; Thong tu 55 van con hiéu luc ddi voi thé thirc va ky thuat trinh bay cia
cac van ban quy pham phap luat nhu: Nghi quyét ciia Chinh pha, Nghi dinh caa Chinh
pht, Nghi quyét ciia Hoi dong nhan dan, Chi thi, Thong tu cia B trudng, Thong tu lién
tich, Quyét dinh (ban hanh quy ché, quy dinh),....

Thuc hién nhi€ém vu B giao, Trung tdm Thong tin da xay dung Phan mém chuin
hoa thé thirc va k¥ thuét trinh bay vin ban theo Théng tu 01/2011/BNV (Phin mém
Théng tu 01) nhdm muc dich gitip cho ngudi dung c6 thé d& dang thao tac tao ra cac
van ban hanh chinh theo mdt cach nhat quan, tranh tinh trang sai sot, 15i vé thé thic va
k¥ thuat trinh bay cac thanh phan cia vin ban; hd tro cong tac soan thao vin ban hanh
chinh trén may tinh, dam bao ding quy dinh, thong nhit trong ca nudc.

Phian mém Thong tu 01 12 phan mém cia B Noi vu, do Trung tim Théng tin
quan ly, phat hanh, dugc xay dung trén moi trudong Windows, st dung font chir cua bo
ma ky tu chir Viét (phong chit tiéng Viét Unicode) theo Tiéu chuin Viét Nam TCVN
6909:2001; Phan mém Thong tu 01 co thé sir dung dir liéu trén may c4 nhan hodc st
dung dit liéu ding chung trén may chii. P4i v6i nhitng co quan, don vi c6 may chi,
mang LAN thi co thé hinh thanh Co s¢ dit liéu vin ban do co quan, don vi soan thao va
phat hanh dé phuc vu tra ctru, khai thac va chuan héa cong tac van ban hanh chinh trong
toan co quan, don vi.

Viéc soan thao cac van ban quy pham phép luat vin sit dung Phan mém chuan
hoa thé thirc va k¥ thuét trinh bay vin ban theo Thong tu 55/2005/TTLT-BNV-VPCP
do Trung tdm Thong tin, B N§i vu phat hanh trudc day.
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Tai liéu HDSD, cai ddt phan mém chudn héa thé thike va ky thudt trinh bay vin ban hanh chinh

Phin | : HUONG DAN CHUNG VE PHAN MEM

I.  KHOI PONG CHUONG TRINH

Sau khi cai dat, trén man hinh nén ciia may tinh xuat hi¢n biéu tuong cua chuong
trinh nhu sau:
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Dé khoi dong chuong trinh, ngudi st dung co thé thuc hién mot trong hai cach sau day:
Céach 1: Kich dtp chudt phai vao bi€u tugng trén man hinh nén cua giao dién may tinh
Cach 2: Chon Start/Programs/TT01/Soan thao van ban
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Tai liéu HDSD, cai ddt phan mém chudn héa thé thike va ky thudt trinh bay vin ban hanh chinh

Chuong trinh c6 giao dién chinh nhu sau:

2 TTO1: Phan mem chuan hoa the thuc va ky thuat trinh bay van ban hanh chinh
(R Quintrihéthéng | Soanthdqvanbin  Clasd  Tro gidp

Menu tro giup

Menu o
TR Menu Quan BO NOI VU
hé th 6n' tri Soan thao,
c thong e Menu ving chira cac 4
g}gum b | bandiva vin ban dang lam viéc e ..
ung, chi e
o ?hé ' dang Soan c6 nat Close all
thirc...) i 0a0

© 2011 Bdn quyén: Trung tdm Théng tin - B§ NGi vu.

II.  PANG NHAP VAO CHUONG TRINH
Dé sir dung chuong trinh, nguoi dung phai c6 mot tai khoan va dang nhéap thanh
cong vao hé thong. Khi chuong trinh dugc khoi tao, hé thong s€ hién thi man hinh dang
nhap nhu hinh dudi day.

"5 Dng nnap e ehn =)

Tén dang nhap

Mat kchau
Ghi nhd mat khiu khi dang nhap

[ Bangrhép | | Thoat |

Yéu cau ngudi sir dung dang nhap ding voi tén ding nhap di dugc phan cip va
mat khau da dang ky v6i quan tri. Trong truong hop khai bdo sai, chuong trinh sé dua ra
thong béo 101 nhu sau:

@ TT0102_04: Tén d&ng nhap ho3c mat khau nay chura ding !

Chon dé dang nhap lai.
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1. THOAT KHOI CHUONG TRINH

Chon mdt trong hai cach sau:
Céch 1: Chon nut “dau X ” goc trén cung bén phai ciia chuong trinh

4 TTO: Phan mem chuan hoa the thuc va ky thuat rinh bay van ban hanh chinh L B ! . \E@

n Quan tri hé théng \ Soanthdovanbin  Clasé  Trogiip

BO NOI VU

PHAN MEM CHUAN HOA THE THUG

VA KY THUAT TRINH BAY VAN BAN HANH CHINH ‘
(Theo'Thdng tu.s6101/2011/TT-BNV.cda B NGi vy ban hanh ngay.19/01/2011) :

© 2011 Ban quyén: Trung tAm Thong tin - BO NGi vu.

Cach 2: Chon Menu Quan tri hé thng/Thoat/Enter

@& Quin tri he théng |
[&] Tham s& hé thdng

Quan Iy ngudi ding

B

Bdng cdc tirviét tat
C&u hinh chi tiét trinh bay thé thirc

Pang nhdp ngudi ding khac

8 & w

Thoat

Chuong trinh dwa ra thong bao xac nhan lai yéu cau thoat khoi chwong trinh nhu sau:
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Phén Il : CHUC NANG QUAN TRI HE THONG

Chtrc nang Quan tri hé théng bao gdm cac chirc ning chinh:

- Tham sb hé théng;

- Quan ly nguoi dung;

- Bang céc tir viét tat;

- Chi tiét trinh bay thé thuc;

- DPang nhap nguoi dung khéc;

- Thoat.

l. THAM SO HE THONG

Churc nang nay cho phep nguoi sir dung thiét 14p cac tham sé dinh dang vé kho
glay, kiéu trinh bay va dinh 1& vin ban va thiét lap nam su dung cho toan b cac mau
biéu ma chuong trinh dwa ra. Chirc niang nay bao gom 2 lya chon chinh:

- Thiét lap cau hinh:

s« Tham s& hé théng

28]

I Ghi B Thodt

Theét l3p c3u hinh | Bugng din chila t3i Beu

Khé gidy A4 @ Biing
Can E cac mat trudc

Can B trén 20
Can B dugi 20
Can B trdi 30
Can B phai 20

i@ Mgang

Can B céc mét zau
() Can E trén
() Can E dugi
() CEnE trdi
(mim) Can & phai

[] Ap dung dinh B cho ca 2 mét gidly

20
20
30
15

{mimy)
{mimy)
{mimy)

(mim)
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- Pudng dan chira tai liéu:

s Tham s& hé thdng

e

I Ghi @ Thodt

| Thigt Ip cu hinh | Budng dén chia tai iy

Eriging dan luu 1 By

Tén od quan cap trén

OATTONNDE

AN

)

Tén od guan ban hanh

T&n tit oo guan ban hanh
T&n tat co guan soan thao
Bhia danh

Bia chi

Bhién thoa

Email

wiebsrte

Click va lra chon dudng dan khac thay
thé duong dan mic dinh va lya chon
duong dan to1 dit liéu trén may chu

Fax

Nam hign tai 2011

)

Sau khi nhap ddy du cac thong tin vé cdu hinh cling nhu duong dan chira tai liéu,

ngudi ding nhan vao nit “Ghi” dé thyc hién ghi théng tin vao hé thong.

II.  QUANLY NGUOI DUNG

Dé dam bao tinh bao mat ciing nhu an toan dir liéu mirc hé thdng, chuong trinh
Phan mém chudn hoa thé thirc va k§ thuat trinh bay vin ban cung cip cho ngudi st
dung chuong trinh co ché quan 1y tai khoan ding nhap khac vao chuong trinh khi dwoc
chia sé (hodc cho nguoi khéac str dung trén cung mét chuong trinh cai dat trén 1 may).

T

Tao ngudi méi  Sira dé&i

Danh sdch ngudi dang

Théng tin ngudi ding

Quin i rausi ding_ . =

Xé6a Hiybd [H Luu B Péng

Tao/stra/x06a
Té \,r dii Tén|  Tan ding nhip [Adimin thay déi
[ ¥ 1y d¢
Ten gy do [Bdminitzaiod] thong tin,
mat khiu
4 Administrat e oan
Danh _sa‘c h criew [ministotor nguoi dung
nguoi dung Ty —
G lai mat khau [—
Vai trd
A CB.CC.VC 4 Quan b [l Quan i hé thdng Vai tro
nguoi dun,
Miic guy&n glI g
B Nohi quyet (ca bigg [l [IMauttics BED ) Tighi aurc oua e
=] Quyét dinh (ca Quyét dinh [ca M3u vin ban (ban ~
bigt) (quy dinh truc b#&t) (quy dinh gign hanh kém theo Mau du’o‘c
W3n ban od tén loai S Quyét dinh (ca £ e
M ihac b Cang van B i) (auy dinh truc cap quyén
Van ban c6 tén loai Van ban cétén loai " - A
cua céc Ban 2 cia Bloan Bai bigu [/ fCapaie g8 thao
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Tai liéu HDSD, cai ddt phan mém chudn héa thé thike va ky thudt trinh bay vin ban hanh chinh

O chirc ning nay, nguoi dung co thé tao ra cac tai khoan méi hoic thay d6i mat
khau cing nhu phan quyén, cho cac tai khoan dugc stir dung cac mirc quyén trong toan
bd hé thong chuong trinh.

Céc chirc nang chinh cia chirc niang quan 1y ngudi dung bao gom:

- Tao mai nguoi dung.

- Stra thong tin nguoi dung.

Xoba thong tin nguoi dung.
Gan vai tro ciing nhu quyén cho ngudi ding.
- Thay d6i mét khau ban dau cta nguoi dung.

1. BANG CAC TU VIET TAT

Chuong trinh cho phép quan Iy hé thdng cac tir viét tit trong img voi cac nhom
tir viét tt.

- Céc nhom tir viét tit bao gom:

- Vin ban hanh chinh;

- Ban sao van ban;

- Céc chuc danh nha nudc;

- Céc co quan nha nudc & Trung uong;

- Céc co quan nha nudc ¢ dia phuong;

L] Thém méi [f]50a X Xéa E Thoat

| V&n bén hanh chinh

Chii viét tét Tén loai van ban

Quyét dinh (ca biét)
Chi thi (o3 bigt)
Mghi quyét

Quy ché&

Guy dinh

Théng céo

Théng bao

Huiding dén
Chuidng trinh
KE hoach

Phuidng an
tig an
Du an

Nguoi st dung c6 the Iya chon nhom tir viét tat dé xem toan bd céc tir vit tat
cua nhém.
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Tai liéu HDSD, cdi dét phan mém chudn héa thé thirc va ky thudt trinh bay van ban hanh chinh

IV. CHITIET TRINH BAY THE THUC

Chtrc nang nay cho phép nguoi dung thiét 1ap cac thong tin vé mau chir (loai
chir, ¢& chit, kiéu chir) va chi tiét trinh bay | d6i voi timg thanh phan thé thic trong vin
ban voi cac lya chon phu hop v6i huéng dan tai Phu luc IV ban hanh kém theo Thong
tu s6 01/2011/TT-BNV ngay 19/01/2011 ctia B6 Noi vu.

£ Cau hinh chi tiét trinh bay thé thic
: [ Ghi & Thoat

Théng tin chi tigt
M3 chitigt |1

Tén chitiét |Qudc higu-Dang rén |

Loai chil cschil |[EN
Kigu chil
kA3 Chi it Tén chi tigt Chi d&m C& chi »
» Cludc higu-0ong trén K
2 Qudc higu-Dang dudi 14
3 Tén cd guan, t chile chil guan cip tén e ép ] 13
4 Tén cd quan, 8 chilc 13
4] 56 ki higu wEn ban F 13 B
G Hlia danh wa ngay thang nam ban hanh van ban ] 13
¥ Tén loai van ban 14
a Trich y&u ndi dung van ban 14
9 Trich véu ndi dung cong van ] 12
10 54 thi b cha chlddng, phan 14
11 Mai dung van ban ] 14
12 Tigu d%& cia chidng, phdn 14
1F L1ig [ws] 13 b

Pé diéu chinh cac thong tin cia mot thanh phan thé thitc van ban, ngudi ding
chon thanh phan tuong tmg trong lugi dit liéu. Cac thong tin Iya chon hién thi trén cac 6
nhap liéu trong muc “Thong tin chi tiét”.

Sau khi thay ddi cac thong tin da dugc lua chon, ngudi dung chon “Ghi” dé ghi
lai cac thong tin da dugc thay doi, cac thong tin mdi cap nhat thay doi s& hién thi trong
danh sach va ap dung véi tat ca cac mau vian ban trong chuong trinh.
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Tai liéu HDSD, cai ddt phan mém chudn héa thé thike va ky thudt trinh bay vin ban hanh chinh

Phan I11: SOAN THAO VAN BAN THEO CAC MAU
I. HUONG DAN CHUNG
1. Cac thanh phin thé thirc vin ban da dwgc phan mém mic dinh hién thi

Pé thuan tién trong qud trinh soan thao mot van ban, mot s6 thanh phﬁn thé thirc
da duoc chuong trinh mic dinh hién thi sdn, nguoi dung khong can phai khai bao lai.

- Qudc hiéu (dong trén, dong dudi );

- DPia danh, ngay thang ban hanh van ban;

- Tén co quan, t6 chtc ban hanh vin ban;

- Noi nhan : Mic dinh san cum tir “Luu: VT,

2. Ky thuat nhap cac ndi dung
a) Luwa chon mau vian ban can soan

Thuc hién theo luu do sau:

Y L_j Soan thio vin ban | Clasé  Trg gidp

| Vanbanhanhchinh  » || 311 Nghi quyét (ca biét)

Ban sao van ban 1.1.1 Nghi quyét (ca biét) cia Thuéng truc HOND
1.1.2 Mghi quyét cia Héi ddng quan tri
1.2 Quyét dinh (ca biét) (quy dinh truc tiép)
1.3 Quyét dinh (ca biét) (quy dinh gian tigp)
1.3.1 Mau vdn ban (ban hanh kém theo quyét dinh)
1.4 Van ban cd tén loai khac
1.5 Céng van
1.6 Quyét dinh (ca biét) (quy dinh true tigp) cda Thudng troc HEND
1.7 Van ban cd tén loai cda cac Ban HEND
1.8 Van ban cé tén loai cia Boan Pai bidu Qudc hai
1.9 Céng dién
1.10 Gidy mai
1.11 Gidy gidi thigu
1.12 Bién ban
1.13 Gidy bién nhan hd so
1.14 Gidy ching nhan
1.15 Gidy di dugng
116 Gidy nghi phép
117 Phiéu chuyén
1.18 Phiéu gui
1.19 Thu céng
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Tai liéu HDSD, cdi dét phan mém chudn héa thé thirc va ky thudt trinh bay van ban hanh chinh

b) Nhap néi dung va cac ing dung
- Pé nhap ndi dung vao cac trudng khai bao trong mau, di chuyén qua lai céc
truong bang cac cach sau:
Xem trudc van Chtic nang b/s: Noi luu van ban

ban soan thao Xem trén Word da duoc ghi lai

w Phan mem chuan hoa ti‘l& va ky thuat tn /\ran ban hanh chinh - [1.1 - Ng /(é biét)]
ot E Quantri héthing |5 inthao vin be Clhasé  Trg gidp

Ghivao ~———— , - -
) 2led Ghi | Ghivan ban khac [& Xem 25 Xudtratép MSWord | Danh séch tailigu @ Tro gitp & Thodt
CO SO
dir liéu Phan dau vin ban
Tén cd quan, 18 chilc cip trén (néu cd)
Tro gitp truc tiép
theo tirmg mau
Tén o3 quan ban hinh van ban Trung Tam Thang Tin
Noi nhap/
khaibdo
cé4c thanh Tenttesaan o
phan thé
thirc trong Bia danh [Hana
van ban Nam ban hanh omi
Trich y&u i dung
Thim quy&n ban hinh
Pham vi kiu hinh I

+ Str dung chudt.

+ Str dung phim Tab dé di tir trén xudng dudi va Shift + Tab dé di chuyén tur
dudi én trén.

- M&i mau vin ban duoc bd tri cac tng dung chinh nhu sau:

+ l=d Ghi: 13 img dung c6 chirc nang ghi cac thong tin da nhap cta vin ban vao Co
s¢ dit liéu cuia phan mém.

+ (%= 13 4mg dung c6 chirc nang thé hién cac thudc tinh da khai béo cia vin
ban cung vdi cac thanh phﬁn khac cua van ban da dugc mac dinh thanh mét van ban da
hoan chinh vé thé thirc va k¥ thuét trinh bay vin ban. Trong chlic ning xem, ngudi
ding c6 thé cin chinh lai cac duong vién quanh cac ndi dung dugce trinh bay sao cho
pht hop véi tinh tham my cua vin ban. Khi sir dung chic nang nay phan noi dung da
khai bao khong dugc luu giit vao CSDL cta phan mém.

+ |4 Danhsaehtailizu 13 ing dyng luu lai nhitng thong tin vin ban di dugc bl Ghi

+ @ T899 15 ymg dung c6 chire ning huéng dan nguoi ding str dung phin mém
trong qua trinh str dung phan mém.

+ F Thoat 1y tmg dung c6 chtic ning thoat khoi miu khai bao hién hanh.

+ 1a tmg dung dé thém mot ndi dung khéc.

sl mg dung dé xoa mot ndi dung.

+ 1a tmg dung dé xem lai ndi dung nhap dau tién.
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Tai liéu HDSD, cdi dét phan mém chudn héa thé thirc va ky thudt trinh bay van ban hanh chinh

+ 1a timg dung dé xem noi dung nhap cubi clng.

+ 1a tmg dung dé xem lai ndi dung da nhap trudce ndi dung dang hién thi.

+ 1a tmg dung dé xem ndi dung tiép theo ndi dung dang hién thi.

M T tmg dung dé xem danh sach noi dén.

1a ing dung dé dua dong dau tién cua doan vin ban cin thang 18 trai vin

(TRl
Y

+
ban.

+ == 1a tmg dung dé dua dong dau tién ctia doan van ban i vao 1 tab so véi 18
trai ciia van ban.

+% 1a mg dung trinh dién cac diém trong vin ban.

+ % 1a tmg dung trinh dién cac khoan trong vin ban.

+ IW 0 1a tmg dung hién thi vi tri cac ndi dung (cac chuong, diéu) nhip trong
vanban.

+ L B 13 tmg dung twong mg dung dé cit, sao chép, dan mot doan vin

+ =
ca van ban. -

+ BT la itmg dung cho cac chitr khi dugc bdi den bao gém lam dam cht,
lam nghiéng chit, gach chan chit, gach chii.

ban.

la tng dung can trai, gitra, phai, déu cho mgt doan van ban, hoac

¢) Cach nhip phan Luu

Luiu
Chij vigt 4t tn don visoan théo ‘ ‘

K hiéu ngudi dénh méy ‘ ‘

56 higng ban ‘ ‘

- Chir viét tat tén don vi soan thao: Chi nhap phan chit, nhap tuy bién khong phan
biét chir hoa chir thuong.

- Ky hiéu ngudi danh may: Chi nhip phan chit, nhap tuy bién khong phan biét
chir hoa, chir thuong.

- S6 luong ban lwu: chi nhap phan sd.

d) Cach nhap muc “Nguoi ky”

Ngudi ky
Hinh thic ky - | |
Chicvy |
Chic vu ngudi ki -

Tén ngudi ky

\

- Hinh thire ky: Lua chon cac hinh thirc ky da méc dinh san. Trong trudng hop
khong Iua chon c6 thé bo qua va mac dinh khai bao tiép theo ¢ truong “Chire vu nguoi
ky”.

- Chire vu: Nhap tuy bién khong phén biét chir hoa chit thuong.

- Chire vu nguwoi ky: Nhap tuy bién khong phéan bi¢t chit hoa, chir thuong.

- Tén ngudi ky: Nhap tén nguoi ky.
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Tai liéu HDSD, cdi dét phan mém chudn héa thé thirc va ky thudt trinh bay van ban hanh chinh

I1. SOAN THAO VAN BAN HANH CHINH THEO MAU (22 miu)
1. MAu 1.1: Nghi quyét (ca biét)

1.1 Phan diu vin ban

Pha,
Tan

- Tén co quan, t6 chirc cip trén: Nhap tén co quan, t chirc cip trén cta don vi
ban hanh vin ban, tén co quan cp trén c6 thé bo qua.

- Tén co quan ban hanh: Nhép tén co quan ban hanh van ban.

- Tén tat: Nhép tén tit ctia co quan ban hanh vin ban.

- Dia danh: Nhap dia danh ctia co quan ban hanh van ban, h¢ théng mac dinh dia
danh theo tham sb thiét lap trudc.

- Nam ban hanh: Nhap sb.

- Trich yéu noi dung: Nhép ndi dung trich yéu cua vin ban.

- Tham quyén ban hanh: Nhap thong tin thim quyén ban hanh vin ban.

- Pham vi luu hanh: Lya chon theo danh myc hodc bo qua khong khai béo.

1.2 Can cw&

Cén cd

- Nhép ndi dung vao trudong khai bdo, cac can cu ti€p theo: Chi nhap ndi dung
phan chir luu y khong can nhap lai cum tir “can ct” va str dung cac trng dung sau:

+ 13 tmg dung dé thém mét ndi dung khac.

+ |:| 13 tmg dung dé xoa mot ndi dung.

+ 1a img dung dé xem lai ndi dung nhap dau tién.

+ 1a img dung dé xem noi dung nhap cudi clng.

+ 1a img dung dé xem lai ndi dung da nhap trudc ndi dung dang hién thi.
+ 1a img dung dé xem noi dung tiép theo nodi dung dang hién thi.

+ Joo 1a tng dung hién thi vi tri cac ndi dung (cac chuong, diéu) nhap
trong van ban.

1.3 Can cw khac

Cén cd khac

- Nhap noi dung phan chir cia cin cr khac, c6 thé nhap hoic bé qua.
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1.4 Quyét nghi

ooooooooo

Nhap noi dung phan chit cia timg Diéu, luu y khong can nhap lai cum tir
“Piéu....” va st dung cac tng dung sau:

+ 1a tmg dung dé thém mot ndi dung khéc.

sl tmg dung dé xoa mot ndi dung.

+ 1a tmg dung dé xem lai ndi dung nhap dau tién.

+ 1a tmg dung dé xem nodi dung nhap cudi cing.

+ 1a tmg dung dé xem lai ndi dung da nhap trudc ndi dung dang hién thi.

+ 1a g dung dé xem noi dung tiép theo ndi dung dang hién thi.

+ Jon = 13 tmg dung hién thi vi tri cic nodi dung (cac chwong, diéu) nhap
trong van ban.

+ = 1a ing dung dé dua dong dau tién cua doan vin ban cin thang 1& trai vin
ban.

+ %1 13 mg dung dé dua dong dau tién ctia doan vin ban 10i vao 1 tab so véi 18
trai ciia van ban.

+ ¥ 1a ing dung trinh dién cac diém trong vin ban.

+ 5 13 rng dung trinh dién cac khoan trong vin ban.

+ & B 13 Gmg dung twong Gng dung dé cit, sao chép, dan mot doan vin

JE
cd van ban.
+ . 1a tmg dung cho cac chit khi duoc bdi den, bao gdm lam dam

chtr, lam nghiéng chir, gach chan chit, gach chir.

ban.

la tng dung can trai, gitra, phai, déu cho mdt doan van ban, hoac

5

=

+ 5 1 ung dung dé léy lai cac thao tac da lam trudc hoac sau thao tac hién
thoi.
1.5 Noi nhan

Noi nhan

Nhép ndi dung phan chit va str dung cac (mg dung sau:

+ 1a img dung dé thém mot ndi dung khac.

slola mg dung dé xo0a mot ndi dung.

+ 1a img dung dé xem lai ndi dung nhap dau tién.

+ 1a img dung dé xem noi dung nhap cubi clng.

+ 1a tmg dung dé xem lai ndi dung da nhap trudc ndi dung dang hién thi.
+ 1a tmg dung dé xem ndi dung tiép theo ndi dung dang hién thi.
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+ Jom = 1a ung dung hién thi vi tri cac noi dung (cac chuong, diéu) nhap
trong van ban.

1.6 Luu

Luu
Chil vigt 18t 1&n don vi soan théo [

|
i higu ngudi danh may I

|
5§ hidng ban liu ‘

- Chir viét tat tén don vi soan thao: Chi nhap phan chit, nhap tuy bién khong phan
biét chir hoa chir thuong.

- K¥ hiéu ngudi ddanh may: Chi nhap phan chit, nhap tuy bién khong phan biét
chir hoa, chir thuong.

- S6 luong ban lwu: Chi nhap phan sd.

1.7 Nguoi ky

Ngudi ky

Hinhthic ky |
Chiic vy |
Chiic vu ngudi ky 2

Tén ngudi ky ‘

- Hinh thtrc ky: Chon hinh thtrc ky ttr hop chon.
- Chure vu ky: Nhap chiic vu nguoi ky.
- Tén nguoi ky: Nhap tén nguoi ky.
2. Miu 1.1.1 Nghi quyét (ca biét) ciia Thuwong truc HDND
2.1 Phin diu viin ban

Ph3n d3u vin ban
Hgi ding rihan dén tih/ TP Trung Tam Thing T
Ném ban harh faori

Dia danh ‘Hé Néi

Trich y&u néi dung

Pham vi Liu hanh \

- Hoi ddng nhéan dan tinh/TP: Nhép tén hoi ddng nhan dan tinh/ thanh phd.

- Dia danh: Nhap dia danh ctia co quan ban hanh van ban, h¢ théng mac dinh dia
danh theo tham s6 thiét lap trudc.

- Nam ban hanh: Nhap so.

- Trich yéu noi dung: Nhap ndi dung trich yéu cta van ban.

- Pham vi luu hanh: Lya chon theo danh muc hoéac bo qua khong khai béo.

2.2 Can cw

Can ca

- Nhap ndi dung vao truong khai bao, cac can cur chi nhap ndi dung phan chir luu
y khong can nhap lai cum tir “can cr” cac can cu ti€p theo st dung cac ing dung sau:

+ la tng dung dé thém mot ndi dung khéc.

sl ung dung dé xoa mét ndi dung.

+ 1a tmg dung dé xem lai ndi dung nhap dau tién.
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Tai liéu HDSD, cdi dét phan mém chudn héa thé thirc va ky thudt trinh bay van ban hanh chinh

+ 1a timg dung dé xem noi dung nhap cubi clng.

+ 1a tmg dung dé xem lai ndi dung da nhap trude ndi dung dang hién thi.

+ 1a tmg dung dé xem noi dung tiép theo ndi dung dang hién thi.

+ ID“":' El 1a tng dung hién thi vi tri cac ndi dung (cic chuong, diéu) nhap
trong van ban.

2.3 Can ctr khac

Can cd khac

- Nhép ndi dung phan chit cia cin cr khac, c6 thé nhap hodc bo qua.
2.4 Quyét nghi

Quy st nghi

= < | [= ] @m~)[ > ][>
(B = u # | = = (W) - o~ | % Rn @B o= o= | BN

_ Nhap ndi dung phan chit cia timg Diéu, luu y khong can nhap lai cum tur

“Piéu....” va st dung cac ung dung sau:

+ 13 tmg dung dé thém mot ndi dung khac.

T EENTY tmg dung dé xo0a mot ndi dung.

+ 1a tmg dung dé xem lai n6i dung nhap dau tién.

+ 1a tmg dung dé xem noi dung nhap cudi cing.

+ 13 tmg dung dé xem lai n6i dung d3 nhap trudc ndi dung dang hién thi.

+ 1a tmg dung dé xem noi dung tiép theo nodi dung dang hién thi.

+ Jon = 13 tmg dung hién thi vi tri cdc ndi dung (cac chuong, diéu) nhap
trong van ban.

+ = la tng dung dé dua dong dau tién cta doan vin ban cin thiang 1 trdi vin
ban.

+ %= la tng dung dé dua dong dau tién ciia doan vin ban 1ui vao 1 tab so voi 18
trai cua van ban.

+ # 14 img dung trinh dién c4c diém trong vin ban.

+ 5 1 g dung trinh dién c4c khoan trong vin ban.

+ L B 12 ung dung tuong ung dung dé cat, sao chép, dan mot doan van
ban.

+ ==== la ng dung can trai, gitra, phai, déu cho mdt doan van ban, hoac
ca van ban. -

B r u |+ ... , ~ . At A \ A ~
+ la ing dung cho cac chir khi dugc bdi den bao gdm lam dam chir,

lam nghiéng chir, gach chan chir, gach chir.
+ 577 1a ung dung dé 1ay lai cac thao tac di lam truéc hodc sau thao tac hién
thoi.
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2.5 Noi nhan

NGi nh3n
s - < [ < | [em

Nhap ndi dung phan chit va st dung cac tmg dung sau:

+ 1a tmg dung dé thém mot ndi dung khéc.

+ = 1a tmg dung dé xoa mot ndi dung.

+ 1a tmg dung dé xem lai ndi dung nhap dau tién.

+ 1a tmg dung dé xem noi dung nhap cudi clng.

+ 1a tmg dung dé xem lai ndi dung da nhap trudc ndi dung dang hién thi.
+ 1a g dung dé xem noi dung tiép theo ndi dung dang hién thi.

+ Jomn 1a tng dung hién thi vi tri cac ndi dung (cic chuwong, diéu) nhap
trong van ban.

2.6 Luu

- Chir viét tat tén don vi soan thao: Chi nhap phan chit, nhip tuy bién khong phan
biét chir hoa chir thuong.

- Ky hiéu ngudi danh may: Chi nhip phan chit, nhap tuy bién khong phan biét
chir hoa, chir thuong.

- S6 luong ban lwu: Chi nhap phan sd.

2.7 Nguoi ky

Ngusi ky
Hinh thic ky ~

Chdc vu CHU TICH
Chiic vu ngudi ky

Chiic vu chinh quy&n
cta ngudi ky Van ban do
Hai déng hodic ban chi dao

Tén ngudi ky [
- Hinh thure ky: Chon hinh thire ky tir hdp chon.
- Chirc vu ky: Nhap chire vu nguoi ky.
- Chtc vy chinh quyen cia nguoi ky Vin ban do Hoi dong hodc ban chi dao:

Nhép Chirc vy chinh quyén ctia nguoi ky Vian ban do Hoi dong hodc ban chi dao.
- Tén nguoi ky: Nhép tén nguoi ky.

3. Miu 1.1.2: Nghi quyét ciia Hi dong quan tri

3.1 Phan diu vin ban
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- Tén co quan, t6 chirc cip trén: Nhap tén co quan, t6 chirc cip trén cta don vi
ban hanh vin ban, tén co quan cip trén c6 thé bo qua.

- Tén co quan ban hanh: Nhép tén co quan ban hanh van ban.

- Tén tat: Nhap tén tat ciia co quan ban hanh van ban.

- Pia danh: Nhap dia danh ctia co quan ban hanh van ban, h¢ théng mac dinh dia
danh theo tham s thiét lap trudc.

- Nam ban hanh: Nhap sb.

- Trich yéu noi dung: Nhép ndi dung trich yéu cta vin ban.

- Pham vi luu hanh: Lya chon theo danh muyc hodc bo qua khong khai béo.

3.2 Can cwr

Can ed
< |[om__=][> ][>

‘Cén =

- Nhip n1 dung vao truong khai bao, chi nhap ndi dung phan chit luu y khong
can nhap lai cum tr “can cr”, céc can cur ti€p theo sir dung cac ing dung sau:

+ 1a tng dung dé thém mot ndi dung khéc.

+ -] 13 tmg dung dé xoa mot ndi dung.

+ la img dung dé xem lai noi dung nhap dau tién.

+ 13 tmg dung dé xem noi dung nhap cudi cing.

+ 1a tmg dung dé xem lai ndi dung d3 nhap trude ndi dung dang hién thi.
+ 13 tmg dung dé xem noi dung tiép theo ndi dung dang hién thi.

A [ (Y tng dung hién thi vi tri cac ndi dung (cic chwong, diéu) nhap
trong van ban.

3.3 Can cir khac

Cé&n cid khac

- Nhép ndi dung phan chit cta cin cr khac, c6 thé nhap hodc bo qua.

3.4. Quyét nghi

Quyse non

5 [—
= - U o owm(w] — - | % o e o= oe |

Nhép nodi dung phan chit cua ting Piéu, luu y khong can nhap lai cum tur
“Piéu....” va st dung cac ung dung sau:

+ 1a img dung dé thém mot ndi dung khac.

+ = 1a img dung dé xoa mot ndi dung.

+ 1a tmg dung dé xem lai ndi dung nhap dau tién.

+ 1a tmg dung dé xem ndi dung nhap cubi cing.

+ 1a tmg dung dé xem lai ndi dung da nhap trudc ndi dung dang hién thi.
+ 1a tmg dung dé xem ndi dung tiép theo ndi dung dang hién thi.
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+ oo s ung dung hién thi vi tri cdc ndi dung (cac chuong, di€u) nhap
trong van ban.

+ = 1a tmg dung dé dua dong dau tién ctia doan vin béan cin thang 1€ trai vin
ban.

+ 170 la ung dung dé dua dong dau tién ctia doan van ban Iui vao 1 tab so véi 1€
trai cuia van ban.

n 1a tmg dung trinh dién cc diém trong vin ban.

. 1a g dung trinh dién cac khoan trong vin ban.

T B 12 tmg dung tuwong tmg dung dé cit, sao chép, dan mot doan vin

(==
ca van ban. -

+ BT la itmg dung cho cac chitr khi dugc bdi den bao gém lam dam chi,
lam nghiéng chir, gach chan chit, gach chir.

ban.

la img dung cén trai, gitra, phai, déu cho mgt doan van ban, hoac

+ 57 % 1a ung dung dé 13y lai cac thao tac da lam trudc hodc sau thao tac hién
thoi.
3.5 Noi nhan

Ndi nhan

Nhap ndi dung phan chit va st dung cac tmg dung sau:

+ 13 tmg dung dé thém mét ndi dung khac.

T RENTY mg dung dé xoa mot ndi dung.

+ 1a mg dung dé xem lai n6i dung nhap dau tién.

+ 13 tmg dung dé xem noi dung nhap cudi cing.

+ 13 tmg dung dé xem lai n6i dung da nhap trudc ndi dung dang hién thi.

+ 1a img dung dé xem noi dung tiép theo ndi dung dang hién thi.

+ I':'“J 0 1a tng dung hién thi vi tri cac ndi dung (cic chuong, diéu) nhap
trong van ban.

3.6 Luu

Luu
Chili vigt tét t&n don vi soan thao | ‘

K higu nguii dénh may [ |

S5 ligng ban iu [ ]

- Chi viét tat tén don vi soan thao: Chi nhap phan chit, nhap tuy bién khong phan
biét chir hoa chir thuong.

- Ky hiéu ngudi ddanh may: Chi nhap phan chit, nhap tuy bién khong phan biét
chit hoa, chir thuong.

- S6 lugng ban luu: Chi nhap phan so.
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3.7 Nguwoi ky

Ngusi ky
Hinh thic ky B

Chdc vu CHU TICH
Chiic vu ngudi ky

Chdic vu chinh quy&n
cua ngudi ky Van ban do
H&i déng hoac ban chi dao

Ten ngudi ky [
- Hinh thire ky: Chon hinh thire ky tir hop chon.
- Chure vu ky: Nhap chuce vu nguoi ky.
- Churc vu chinh quyen ctia nguoi ky Van ban do Hoi dong hodc ban chi dao:
Nhap Chtrc vy chinh quyén ctia ngudi ky Van ban do Hoi dong hodc ban chi dao.
- Tén nguoi ky: Nhap tén nguoi ky.

4. Miu 1.2: Quyét dinh (ca biét) (quy dinh tryec tiép)

4.1 Phan diu vin ban

- Tén co quan, t6 chirc cip trén: Nhap tén co quan, t6 chirc cip trén cua don vi
ban hanh vin ban, tén co quan cip trén c6 thé bo qua.

- Tén co quan ban hanh: Nhap t€n co quan ban hanh van ban.

- Tén tat: Nhép tén tit ctia co quan ban hanh vin ban.

- Dia danh: Nhap dia danh ctia co quan ban hanh van ban, h¢ théng mac dinh dia
danh theo tham sb thiét lap trudc.

- Nam ban hanh: Nhap sb.

- Trich yéu noi dung: Nhép ndi dung trich yéu cua vin ban.

- Thdm quyén ban hanh: Nhip thim quyén ban hanh vin ban.

- Pham vi luu hanh: Lya chon theo danh muc hoéc bo qua khong khai béo.

4.2 Can cwr

Csn cd

‘csn ot ‘ -

- Nhap noi dung vao truong khai bao,chi nhap ndi dung phan chit lvu y khong
can nhép lai cum tir “cén ci”, cac cin ct tiép theo s dung cac ing dung sau:

+le ung dung dé thém mot ndi dung khac.

s mg dung dé xoa mot ndi dung.

+ 1a img dung dé xem lai ndi dung nhap dau tién.

+ 13 tmg dung dé xem ndi dung nhap cudi cung.

+ 1a tmg dung dé xem lai ndi dung da nhap trudc ndi dung dang hién thi.
+ 1a g dung dé xem ndi dung tiép theo ndi dung dang hién thi.

+ Joo 1a tng dung hién thi vi tri cac ndi dung (cac chuong, diéu) nhap
trong van ban.
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4.3 Xét dé nghi ciia

XK&LAB nghi cia

- Nhép ndi dung phén chit cua xét dé nghi, co thé nhdp hodc bo qua.

4.4 Quyét dinh

s ou e o m (W) — - | % Gm e e | =

Nhap ndi dung phin chit cua timg Piéu, lvu y khong can nhdp lai cum tir
“Piéu....” va st dung cac ung dung sau:

+ 1a tmg dung dé thém mot ndi dung khéc.

sl tmg dung dé xoa mot ndi dung.

+ 1a tmg dung dé xem lai ndi dung nhap dau tién.

+ 1a tmg dung dé xem noi dung nhap cudi cing.

+ 1a tmg dung dé xem lai ndi dung da nhap trudc ndi dung dang hién thi.

+ 1a g dung dé xem ndi dung tiép theo ndi dung dang hién thi.

+ I':'“J 0 2 1a tng dung hién thi vi tri cac ndi dung (cic chuong, diéu) nhap
trong van ban.

+ == la img dung dé dua dong dau tién ctia doan van ban cdn thang 1€ trdi van
ban.

+ % la ing dung d¢ dua dong dau tién cua doan van ban lui vao 1 tab so voi 1€
trai ciia van ban.

+ ¥ 1a Gmg dung trinh dién cac diém trong vin ban.

+ % 13 ing dung trinh dién cac khoan trong vin ban.

+ L B 12 tmg dung tuong Gng dung dé cit, sao chép, dan mot doan vin

ban.
JJEE==y tmg dung cin trai, gifta, phai, déu cho mdt doan vin ban, hoic
cd van ban. -
B 5r o5 ... , ~ . - A \ A ~
+ la img dung cho cac chit khi dugc bdi den bao gdm lam dam chir,

lam nghiéng chir, gach chan chir, gach chir.

+ 51 ung dung dé léy lai cac thao tac da lam trudc hoac sau thao tac hién
thoi.

4.5 Noi nhan

Ndi nhan

Nhap noi dung phan chit va st dung cac tng dyung sau:
+ 1a tmg dung dé thém mot ndi dung khéc.
sl mg dung dé xoa mot ndi dung.

+ 1a tmg dung dé xem lai ndi dung nhap dau tién.
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+ 1a timg dung dé xem noi dung nhap cubi clng.
+ 1a tmg dung dé xem lai ndi dung da nhap trudc ndi dung dang hién thi.
+ 1a tmg dung dé xem noi dung tiép theo ndi dung dang hién thi.

+ foo la tng dung hién thi vi tri cac noi dung (cac chuong, diéu) nhap
trong van ban.

4.6 Luu

Luu

- Chir viét tat tén don vi soan thao: Chi nhap phan chit, nhap tuy bién khong phan
biét chir hoa chit thuong.

- Ky hiéu ngudi ddnh may: Chi nhap phan chit, nhap tuy bién khong phan biét
chir hoa, chir thuong.

- S6 luong ban luu: Chi nhap phén sb.

4.7 Ngwoi ky

Ngusi ky
Hinh thic ky ~
Chic vu CHU TICH

Chdc vu ngudi ky

cda ngudi ky Van ban do

Chiic vu chinh quyan
HG&i dong hoac ban chi dao

Ten ngudi ky [

- Hinh thtrc ky: Chon hinh thtrc ky ttr hop chon.

- Chure vu ky: Nhap chace vu nguoi ky.

- Churc vu chinh quyen ciia ngudi ky Van ban do Hoi dong hodc ban chi dao:
Nhap Chirc vu chinh quyén cua ngudi ky Vin ban do Hoi dong hodc ban chi dao.

- Tén nguoi ky: Nhap tén nguoi ky.

5. MAu 1.3: Quyét dinh (ca biét) (quy dinh gian tiép)

5.1 Phan dau vin ban

Phan an.
Tan oo v

o 8y |w. n
[r
s rar

- Tén co quan, t6 chirc cap trén: Nhap tén co quan, t6 chirc cap trén ciia don vi
ban hanh vin ban, tén co quan cip trén c6 thé bo qua.

- Tén co quan ban hanh: Nhép tén co quan ban hanh van ban.

- Tén tat: Nhép tén tit ctia co quan ban hanh vin ban.

- Dia danh: Nhap dia danh ctia co quan ban hanh van ban, hé théng mac dinh dia
danh theo tham s6 thiét lap trudc.

- Nam ban hanh: Nhap so.

- Loai van ban: Ban hanh/phé duyét.

- Trich yéu noi dung: Nhap noi dung trich yéu ciia van ban.

- Tham quyén ban hanh: Nhap tham quyén ban hanh vin ban.

- Pham vi luu hanh: Lya chon theo danh muc hodc bo qua khong khai béo.
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5.2 Can cwr

Can ed

. - Nhap ndi dung vao trudng khai bao,chi nhap néi dung phan chir luu y khong

can nhap lai cum tr “cdn cr”, céc can cur tiép theo sir dung cac ing dung sau:

+ 1a tmg dung dé thém mot ndi dung khéc.

+ = 1a tmg dung dé xoa mot ndi dung.

+ 1a tmg dung dé xem lai ndi dung nhap dau tién.

+ 1a tmg dung dé xem noi dung nhap cudi clng.

+ 1a tmg dung dé xem lai ndi dung da nhap trudc ndi dung dang hién thi.

+ 1a g dung dé xem noi dung tiép theo ndi dung dang hién thi.

+ I':'“J 0 2 1a tng dung hién thi vi tri cac ndi dung (cic chuong, diéu) nhap
trong van ban.

5.3 Xét dé nghi ciia

X6t d& nghi cia

- Nhép ndi dung phan chit ciia xét dé nghi, c6 thé nhip hoic bo qua.
5.4 Quyét dinh

(= = 0 & | = = mEw — | % Gn @] o= o | &= w ]

Nhap ndi dung phin chit cua timg Piéu, lvu y khong can nhdp lai cum tir
“Piéu....” va st dung cac ung dung sau:

+ 13 tmg dung dé thém mét ndi dung khac.
sl mg dung dé xoa mot ndi dung.

+ 1a img dung dé xem lai noi dung nhap dau tién.

+ 1a img dung dé xem noi dung nhap cudi clng.

+ 1a img dung dé xem lai noi dung da nhap trudc ndi dung dang hién thi.

+ 1a img dung dé xem noi dung tiép theo ndi dung dang hién thi.

+ I':'“J 0 1a tng dung hién thi vi tri cac ndi dung (cic chuong, diéu) nhap
trong van ban.

+ = 1a tng dung dé dua dong dau tién ciia doan vin ban cin thang 1é trai vin
ban.

+ % 14 tng dung dé dua dong dau tién ciia doan vin ban 1ui vao 1 tab so voi 1&
trdi cia van ban.

N -

1a tmg dung trinh dién cac diém trong vin ban.
1a tmg dung trinh dién cac khoan trong vin ban.
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+ B 13 tmg dung tuwong Gmg ding dé cit, sao chép, dan mot doan vin

ban.
[ EE== Umg dung cin trai, giita, phai, déu cho mot doan vin ban, hodc
ca van ban. -
B 7 U &% . , ~ . A A \ A ~
+ la itmg dung cho cac chit khi dugc boi den bao gdom lam dam chir,

lam nghiéng chir, gach chan chir, gach chir.

+ 52 ™ 13 tng dung d¢é lay lai cac thao tac dd 1am trudc hodc sau thao tac hién
thoi.

5.5 Noi nhan

Ndi nhan

Nhap ndi dung phan chit va st dung cac tmg dung sau:
+ 1a tmg dung dé thém mot ndi dung khéc.
+l-la tmg dung dé xoa mot ndi dung.

<o <[> ][>

+ la img dung dé xem lai noi dung nhap dau tién.

+ 1a tmg dung dé xem noi dung nhap cudi cing.

+ 1a tmg dung dé xem lai n6i dung da nhap trudc ndi dung dang hién thi.

+ 13 tmg dung dé xem noi dung tiép theo ndi dung dang hién thi.

+ I':'“J 0 2 1a tng dung hién thi vi tri cac ndi dung (cic chuwong, diéu) nhap
trong van ban.

5.6 Luu

- Chir viét tat tén don vi soan thao: Chi nhap phan chit, nhap tuy bién khong phan
biét chir hoa chir thuong.

- Ky hiéu ngudi danh may: Chi nhip phan chit, nhap tuy bién khong phan biét
chit hoa, chir thuong.

- S6 luong ban luu: Chi nhap phén sd.

5.7 Nguwoi ky

Ngusi ky
Hinh thic ky ~

Chdc vu CHU TICH
Chuc vu ngudi ky

Chdc vu chinh quy&n
cia ngudi ky Van ban do
H&i déng hoac ban chidao

T&n ngudi ky [

- Hinh thure ky: Chon hinh thie ky tir hdp chon.

- Chtrc vu ky: Nhap churc vu nguoi ky.

- Chirc vu chinh quyén cta ngudi ky Van ban do Hoi dong hodc ban chi dao:
Nhap Chirc vu chinh quyén ciia ngudi ky Van ban do Hoi dong hoic ban chi dao.

- Tén nguoi ky: Nhap tén nguoi ky.
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6. Miu 1.3.1: Miu vin ban (ban hanh kém theo quyét dinh)

6.1 Phin diu vin ban

Phan dBu viin ban
Tén cd quan, t5 chilc cp trér

- Tén co quan, t6 chirc cip trén: Nhap tén co quan, t6 chirc cip trén ctia don vi
ban hanh vin ban, tén co quan cép trén c6 thé bo qua.

- Tén co quan ban hanh: Nhép tén co quan ban hanh van ban.

- Tén tat: Nhép tén tit cua co quan ban hanh van ban.

- Loai vin ban: Quy dinh/quy ché.

- Trich yéu noi dung: Nhép ndi dung trich yéu cta vin ban.

- Pham vi luu hanh: Lya chon theo danh muyc hodc bo qua khong khai béo.

6.2 Chuong

Chudng
< [ |0/ | > B

Tén chiidng ‘

- Nhép tén chuong vao truong khai bao va st dung cac img dung sau:

+ 13 tmg dung dé thém mot ndi dung khac.

+L1a mg dung dé xoa mot ndi dung.

+ 1a tmg dung dé xem lai n6i dung nhap dau tién.

+ 13 tmg dung dé xem noi dung nhap cudi cing.

+ 13 tmg dung dé xem lai n6i dung da nhap trudc ndi dung dang hién thi.
+ 13 tmg dung dé xem noi dung tiép theo ndi dung dang hién thi.

+ oo gy ung dung hién thi vi tri cac ndi dung (cac chuong, di€u) nhap
trong van ban.

6.3 Pieu

NS dumg i i B ruE === spm| ==& &

- Nhap tén diéu: Nhép tén diéu thudc chuong dé chon ¢ phan chuong.

- Nhép ndi dung di€u vao 6 ndi dung cua diéu.

Céc diéu tiép theo nhap theo cac su dung sau:

+ 1a img dung dé thém mot ndi dung khac.

sl mg dung dé xo0a mot ndi dung.

+ 1a img dung dé xem lai ndi dung nhap dau tién.

+ 1a img dung dé xem noi dung nhap cubi clng.

+ 1a tmg dung dé xem lai ndi dung da nhap trudc ndi dung dang hién thi.
+ 1a tmg dung dé xem ndi dung tiép theo ndi dung dang hién thi.
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+ oo EHia tmg dung hién thi vi tri cdc ndi dung (cac chuong, diéu) nhap
trong van ban.
6.4 Nguoi ky

Ngusi ky
Hinh thic ky ~

Chdc vu CHU TICH
Chic vu ngudi ky

Chuic vu chinh quyan
cda ngudi ky Van ban do
H&i déng hosic ban chidao

Tén ngudi ky [

- Hinh thure ky: Chon hinh thire ky tir hop chon.

- Chure vu ky: Nhap chace vu nguoi ky.

- Chtrc vu chinh quyen ctia ngudi ky Van ban do Hoi dong hodc ban chi dao:
Nhap Chtrc vy chinh quyén ctia ngudi ky Van ban do Hoi dong hodc ban chi dao.

- Tén nguoi ky: Nhap tén nguoi ky.

7. Mau 1.4: Viin ban c6 tén loai khac

7.1 Phan diu vin ban

| g Tém Thena Tin
[

[

[

Jont

[Fa o

[

- Tén co quan, t6 chirc cip trén: Nhap tén co quan, to chirc cip trén cua don vi
ban hanh vin ban, tén co quan cip trén c6 thé bo qua.

- Tén co quan ban hanh: Nhap t€n co quan ban hanh van ban.

- Tén tat: Nhép tén tit ctia co quan ban hanh vin ban.

- Loai van ban: Chon tir hop chon.

- Dia danh: Nhap dia danh ctia co quan ban hanh van ban, hé théng mac dinh dia
danh theo tham sb thiét lap trudc.

- Nam ban hanh: Nhap sb.

- Trich yéu noi dung: Nhap ndi dung trich yéu cta van ban.

- Pham vi luu hanh: Lya chon theo danh muc hoédc bo qua khong khai béo.

7.2 Kinh gtri

Kinh gii
< 00 | > >
Ngudi nhan | ‘

- Nhéap tén don vi, nguoi nhan vao truong khai bao va str dung cac ing dung sau:
+ 1a img dung dé thém mot ndi dung khac.

sl mg dung dé xoa mot ndi dung.

+ 1a img dung dé xem lai ndi dung nhap dau tién.

+ 1a tmg dung dé xem ndi dung nhap cubi cing.

+ 1a tmg dung dé xem lai ndi dung da nhap trudc ndi dung dang hién thi.

+ 1a tmg dung dé xem ndi dung tiép theo ndi dung dang hién thi.
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) [T (B mg dung hién thi vi tri ngudi nhan nhap trong van ban.
7.3 Noi dung van ban

Noi dung

B 1 U %

s |inBlrFEE

- Nhép ndi dung van ban vao 6 nhap, chon cac tinh nang format dé dinh dang ndi
dung.

7.4 Noi nhan

Nai nhén

Nhap ndi dung phan chit va st dung cac tmg dung sau:

+ 1a tng dung dé thém mot ndi dung khéc.

sl 1a tmg dung dé xoa mot ndi dung.

+ la img dung dé xem lai noi dung nhap dau tién.

+ 1a tmg dung dé xem noi dung nhap cudi cing.

+ 1a tmg dung dé xem lai ndi dung da nhap trude ndi dung dang hién thi.

+ 13 tmg dung dé xem noi dung tiép theo nodi dung dang hién thi.

+ Jom Hia tmg dung hién thi vi tri cic ndi dung (cic chuong, diéu) nhap
trong van ban.

7.5 Luu

Luu
Chil viét t3t tén doin vi soan thio I |

Ky higu ngudi dénh may ‘ |

55 kidng bén luu ‘ |

- Chir viét tat tén don vi soan thao: Chi nhap phan chit, nhap tuy bién khong phan
bié¢t chir hoa chir thuong.

- Ky hiéu ngudi danh may: Chi nhip phan chit, nhap tuy bién khong phan biét
chit hoa, chir thuong.

- S6 luong ban luu: Chi nhap phan sd.

6 N
7.6 Nguwoi ky
NgusSi ky
Hinh thic ky ~ |
Chic vu CHU TICH

Chic vu ngudi ky

Chic vu chinh quy&n
cda ngudi ky Van ban do
H&i déng hoac ban chidao

Tén ngudi ky [

- Hinh thure ky: Chon hinh thie ky tir hdp chon.

- Chtrc vu ky: Nhap churc vu nguoi ky.

- Chirc vu chinh quyén cia ngudi ky Van ban do Hoi dong hodc ban chi dao:
Nhap Chirc vu chinh quyén ciia ngudi ky Van ban do Hoi dong hodc ban chi dao.

- Tén nguoi ky: Nhap tén nguoi ky.
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8. Miu 1.5: Céng viin

8.1 Phin diu vin ban

Phin dBu vén ban
Tan 2 quBn, 18 Shie BN (VR &6

[
[rrer
[Fa e
[0t

(

- Tén co quan, t6 chirc cap trén: Nhap tén co quan, t6 chirc cip trén cia don vi

ban hanh vin ban, tén co quan cip trén c6 thé bo qua.

- Tén co quan ban hanh: Nhép tén co quan ban hanh van ban.

- Tén tat co quan ban hanh: Nhép tén tat cua co quan ban hanh van ban.

- Tén tit co quan soan thao: Nhap tén tit ctia co quan soan thao.

- Dia danh: Nhap dia danh ctia co quan ban hanh van ban, h¢ thong mac dinh dia

danh theo tham sb thiét lap trudc.

dung.

- Nam ban hanh: Nhép s0. )
- Trich y€u nd1 dung: Nhéap ndi dung trich yéu cua van ban.
- Pham vi luu hanh: Lya chon theo danh muc hoédc bo qua khong khai béo.

8.2 Kinh giri

Kinh gii

< < | |00 x| > B

Nguidi nhdn ‘ ‘

- Nhép tén don vi, ngudi nhan vao truong khai bao va str dung cac ing dung sau:
+ 13 tmg dung dé thém mot ndi dung khac.

+i-l1a mg dung dé xoa mot ndi dung.

+ 1a mg dung dé xem lai n6i dung nhap dau tién.

+ 13 tmg dung dé xem noi dung nhap cudi cing.

+ 13 tmg dung dé xem lai n6i dung d3 nhép trude ndi dung dang hién thi.

+ 13 tmg dung dé xem noi dung tiép theo ndi dung dang hién thi.

+ o =1 tmg dung hién thi vi tri nguoi nhan nhap trong van ban.

8.3 N¢i dung cong van

Nbi dung

B 7 UB| E===) o~ foB| == EE

- Nhap ndi dung van ban vao 6 nhap, chon cac tinh nang format dé dinh dang ndi

8.4 Noi nhan

Noi nhan

Nhap ndi dung phan chit va st dung cac Gmg dung sau:

+ 1a tmg dung dé thém mot ndi dung khéc.
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+ =1 12 tng dung dé x04 mot ni dung.

+ 1a tmg dung dé xem lai ndi dung nhap dau tién.

+ 1a tmg dung dé xem nodi dung nhap cudi cling.

+ 1a tmg dung dé xem lai ndi dung da nhap trudc ndi dung dang hién thi.

+ 1a tmg dung dé xem ndi dung tiép theo ndi dung dang hién thi.

TR [P IE I P tmg dung hién thi vi tri cic nodi dung (cic chwong, diéu) nhap
trong van ban.

8.5 Luu

Luu
Chil vigt 18 t8n don vi sean thao [ ]

Ky hiéu nguidi danh may ‘ |
S8idng ban s [ ]

- Chir viét tat tén don vi soan thao: Chi nhap phan chit, nhap tuy bién khong phan
biét chir hoa chir thuong.

- K¥ hiéu nguoi danh may: Chi nhap phan chit, nhdp tuy bién khong phan biét
chir

- S6 luong ban lwu: Chi nhap phan sd.

N\ o 7
8.6 Nguoi ky
Ngusi ky
Hinh thiic ky ~
Chdc vu CHU TICH

Chiic vu ngusi ky

Chdic vu chinh quy&n
cua ngudi ky Van ban do
H&i déng hoac ban chidao

T&n ngudi ky [

- Hinh thtrc ky: Chon hinh thtrc ky ttr hop chon.

- Chirc vu ky: Nhap chire vu ngudi ky.

- Chuc vu chinh quyen ctia ngudi ky Van ban do Hoi dong hodc ban chi dao:
Nhép Chirc vu chinh quyén cua ngudi ky Vin ban do Hoi ddng hodc ban chi dao.

- Tén nguoi ky: Nhap tén nguoi ky.

8.7 Phan cuoi van ban

Ph@n cudi véin ban

[T, Fax |
E-Mail: . Website:

- Nhap noi dung: sd dién thoai, s6 Fax, dia chi E-Mail, Website.
9. Miu 1.6: Quyét dinh (ca biét, quy dinh truc tiép) ciia Thuong truee HDND
9.1 Phin diu vin bin
e G N— ‘

Ném ban hinh ‘zpn ‘
Diadarh ‘Hé Néi ‘

Trich yéu néi dung

Pham vi kiu hanh \

- Hoi dong nhan déan tinh/TP: Nhép tén hoi dong nhan dan tinh/thanh phd.
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- Pi1a danh: Nhip dia danh ctia co quan ban hanh van ban, h¢ théng mac dinh dia
danh theo tham sb thiét lap trudc.

- Nam ban hanh: Nhap sb.

- Trich yéu noi dung: Nhéap ndi dung trich yéu cta van ban.

- Pham vi luu hanh: Lya chon theo danh muyc hodc bo qua khong khai béo.

9.2 Can cwr

Csn ca

‘Cén CH ‘ -

- Nhap noi dung vao truong khai bao, cac can ctr tiép theo: Chi nhap nodi dung
phan chit luu ¥ khong can nhap lai cum tir “cén ct” va sir dung cac tng dung sau:

+ 1= 1 mg dung dé thém mot noi dung khéc.

sl tmg dung dé xoa mot ndi dung.

+ 1a g dung dé xem lai ndi dung nhap dau tién.

+ 13 tmg dung dé xem noi dung nhap cudi cing.

+ 1a tng dung dé xem lai ndi dung da nhap trude ndi dung dang hién thi.

+ 1a tng dung dé xem ndi dung tiép theo ndi dung dang hién thi.

+ Jon = 13 tmg dung hién thi vi tri cic ndi dung (cac chwong, diéu) nhap
trong van ban.

9.3 Can cwr khac

Can cd khac

- Nhép ndi dung phan chit cta cin cr khac, c6 thé nhap hoic bo qua.
9.4 Quyét dinh

[ —
) o e [ X e e o e e

_ Nhap ndi dung phan chit cia ting Piéu, luu y khong can nhap lai cum tur

“Picu....” va st dung céc g dung sau:

+ 1a img dung dé thém mot ndi dung khac.

+ =1 1a tng dung dé xo04 mot nodi dung.

+ 1a img dung dé xem lai ndi dung nhap dau tién.

+ 1a img dung dé xem noi dung nhap cudi cing.

+ 1a img dung dé xem lai ndi dung da nhap trudc ndi dung dang hién thi.

+ 1a img dung dé xem noi dung tiép theo ndi dung dang hién thi.

+ oo =1y tmg dung hién thi vi tri cdc ndi dung (cac chuong, diéu) nhap
trong van ban.

+ *= 1a img dung dé dua dong dAu tién cua doan van ban cin thing 18 trai van
ban.
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+ % 1a ing dung dé dua dong ddu tién cta doan vin ban i vao 1 tab so voi 18
trai cua van ban.

+ ¥ la ing dung trinh dién cac diém trong vin ban.

+ 5 12 g dung trinh dién c4c khoan trong vin ban.

T B 1 mg dung twong mg dung dé cit, sao chép, dan mot doan vin

ban.
t[EmEE== ung dung can trai, gitra, phai, déu cho mot doan van ban, hodc
cd van ban. -
B 7 U s ., . .y A T N
+ la img dung cho céc chir khi dugc boi den bao gom lam dam chir,

lam nghiéng chit, gach chan chit, gach chir.

+ 5 ung dung dé léy lai cac thao tac da lam trudc hoac sau thao tac hién
thoi.

9.5 Noi nhan

Ndi nhan

Nhap ndi dung phan chit va st dung cac tmg dung sau:
+ 1a tmg dung dé thém mét ndi dung khac.

< |[om ][> ][>

+ I 13 tmg dung dé xoa mot ndi dung.

+ 1a tmg dung dé xem lai n6i dung nhap dau tién.

+ 1a tmg dung dé xem noi dung nhap cudi cing.

+ 13 tmg dung dé xem lai n6i dung da nhap trudc ndi dung dang hién thi.
+ 1a tng dung dé xem ndi dung tiép theo ndi dung dang hién thi.

+ I':'“J o 13 tmg dung hién thi vi tri cac ndi dung nhap trong vin ban.

9.6 Luu

- Chi viét tat tén don vi soan thao: Chi nhap phan chit, nhap tuy bién khong phan
biét chit hoa chir thuong.

- Ky hiéu nguoi ddnh may: Chi nhap phan chit, nhap tuy bién khong phan biét
chit hoa, chir thuong.

- S6 luong ban lwu: Chi nhap phan sd.

9.7 Nguwoi ky

Ngusi ky
Hinh thdc ky ~
Chdc vu CHU TICH

Chic vu ngudi ky

Chic vu chinh quy&n
cda ngudi ky Van ban do
H&i ddng hoac ban chidao

Ten ngudi ky [

- Hinh thure ky: Chon hinh thue ky tir hdp chon.
- Chtrc vu ky: Nhap churc vu nguoi ky.
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- Chtrc vy chinh quyen ctia ngudi ky Van ban do Hoi dong hodc ban chi dao:
Nhap Chtrc vy chinh quyén ciia ngudi ky Van ban do Hoi dong hoic ban chi dao.
- Tén nguoi ky: Nhap tén nguoi ky.

10. MAu 1.7: Vin ban cé tén loai ciia caic Ban HDND
10.1 Phan déu vin ban

Phiin d8u viin ban
H8i dbng nhan dén tinch/ TP Trung Tam Théng Tin ‘

&nlosi v [
Chil vt 14t tén o vén bin [
2011

[Ha war

‘I
i ‘ 5

- Hoi dong nhan déan tinh/TP: Nhép tén hoi dong nhan dan tinh/thanh phd.

- Tén loai van ban: Nhap tén loai van ban.

- Dia danh: Nhap dia danh ctia co quan ban hanh van ban, h¢ théng mac dinh dia
danh theo tham sb thiét lap trudc.

- Nam ban hanh: Nhap sb.

- Trich yéu noi dung: Nhép ndi dung trich yéu cua vin ban.

- Pham vi luu hanh: Lya chon theo danh muc hodc bo qua khong khai béo.

10.2 Noi dung

-

Nhéap ndi dung van ban va st dung cac g dung sau:
+ = la tng dung dé dua dong dau tién cua doan vin ban cin thing Ié trdi vin

B U % (o () < o | X Gm @ o oc | 8B B

ban.

+1=1 13 g dung dé dua dong dau tién cua doan vin ban i vao 1 tab so véi 1é
trai ciia van ban.

+ & 1 tng dung trinh dién cac diém trong vin ban.

+ 5 1 g dung trinh dién cac khoan trong vin ban.

+ b B 1a ung dung twong ung dung dé cit, sao chép, dan mot doan vin

+ [EE
ca van ban. -
B r o5 ... , ~ . ne A \ A ~
+ la img dung cho cac chit khi dugc bdi den bao gdm lam dam chir,

lam nghiéng chir, gach chan chir, gach chir.
+ 57T 13 ung dung dé 14y lai cac thao tac dd 1am trudc hodc sau thao tac hién

ban.

la tng dung can trai, gitra, phai, déu cho mdt doan van ban, hoac

thoi.
10.2 Noi nhan

NOGi nhan
< o =)[> ][>

Nhap noi dung phan chir va sir dung cac ing dung sau:
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+ 1a tmg dung dé thém mot ndi dung khéc.

+ =1 1a tng dung dé xoa mot noi dung.

+ 1a img dung dé xem lai ndi dung nhap dau tién.

+ la img dung dé xem ndi dung nhip cudi cung.

+ 1a tmg dung dé xem lai ndi dung da nhap trudc nodi dung dang hién thi.
+ 1a g dung dé xem ndi dung tiép theo ndi dung dang hién thi.

T [T (B tmg dung hién thi vi tri cac ndi dung nhap trong vin ban.

10.3 Luu

55 hidng bén ki I |

- Chir viét tat tén don vi soan thao: Chi nhap phéan chit, nhap tuy bién khong phan
biét chir hoa chit thuong.

- Ky hiéu ngudi ddanh may: Chi nhdp phan chit, nhap tuy bién khong phan biét
chir hoa, chir thuong.

- S6 luong ban lwu: Chi nhap phan sd.

10.4 Nguwoi ky

Ngudi ky
ThaEm quyan ky |
Hinh thic ky >

TRUSNG BAN

'
e vu nguSi ky

i u chinh quyan
Ui ky Van ban do
ng hoac ban chidao

Ten ngudi ky [

- Tham quyén ky: Nhap tham quyén ky.

- Hinh thire ky: Chon hinh thire ky tir hop chon.

- Chure vu ky: Nhap chace vu nguoi ky.

- Chuc vu chinh quyen ctia ngudi ky Van ban do Hoi dong hodc ban chi dao:
Nhép Chirc vu chinh quyén cua ngudi ky Vin ban do Hoi ddng hodc ban chi dao.

- Tén nguoi ky: Nhap tén nguoi ky

11. MAu 1.8: Vin ban c6 tén loai ciia Poan Pai biéu Qudc hji
11.1 Phan dau vin ban

Ph3in ddu vin ban
Hi déng nhén dan tinh/TP

Trung Tém Théng Tin ‘

- Hoi ddng nhan dan tinh/TP: Nhép tén hoi dong nhan dan tinh/thanh phd.

- Tén loai van ban: Nhap tén loai van ban.

- Dia danh: Nhap dia danh ctia co quan ban hanh van ban, h¢ théng mac dinh dia
danh theo tham s6 thiét 1ap trudc.

- Nam ban hanh: Nhap sb.

- Trich yéu noi dung: Nhap noi dung trich yéu cia van ban.

- Pham vi luu hanh: Lya chon theo danh muc hodc bo qua khong khai béo.
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11.2 N¢i dung

NGO dung
[ 7z uE|®=m[M) -] & @@ ** E

Nhap ndi dung van ban va st dung cac img dung sau:

+ ¥ 1a ung dung dé dua dong dau tién cta doan vin ban cin thang 1¢ trai van
ban.

+ ¥ 1a img dung dé dua dong dau tién ctia doan vin ban 10i vao 1 tab so véi 18
trai ciia van ban.

+% 1 mg dung trinh dién cac diém trong vin ban.

+ % 1atmg dung trinh dién cac khoan trong vin ban.

+ (% B B [3 gng dung tuong ung ding dé cat, sao chép, dan mot doan vin

ban.
(EEm==y g dung cin trai, gitta, phai, déu cho mot doan vin ban, hoic
cd van ban. -
B r u |+ ... , ~ . nt A \ A ~
+ la tmg dung cho cac chir khi dugc boi den bao gom lam dam chir,

lam nghiéng chir, gach chan chit, gach chir.

+ 5 1 ung dung dé léy lai cac thao tac da lam trudc hodc sau thao tac hién
thoi.

11.2 Noi nhan

Ndi nh&n

Nhap noi dung phan chit va st dung cac tmg dung sau:
+ 13 tmg dung dé thém mét ndi dung khac.

+ I 13 tmg dung dé xoa mot ndi dung.

+ 1a img dung dé xem lai n6i dung nhap dau tién.

+ 1a img dung dé xem noi dung nhap cubi clng.

+ 1a img dung dé xem lai ndi dung da nhap trudc ndi dung dang hién thi.
+ 1a img dung dé xem noi dung tiép theo ndi dung dang hién thi.

+ o0 =3 g dung hién thi vi tri cac nodi dung nhép trong van ban.

11.3 Luu

Luu
Chil vigt tét18n don vi soan thao [ |

K higu nguii dénh may [ |

S5 hidng ban iu [ ]

- Chi viét tat tén don vi soan thao: Chi nhap phan chit, nhap tuy bién khong phan
biét chit hoa chir thuong.

- Ky hiéu ngudi ddnh may: Chi nhap phan chit, nhap tuy bién khong phan biét
chit hoa, chir thuong.

- S6 lugng ban luu: Chi nhap phan so.
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1.4 Nguoi ky

Ngusi ky
Hinh thic ky

~

Chdc vu TRUONG BDOAN
Chic vu ngudi ky

Chdc vu chinh quy&n
cu Si ky Van ban do
hosc ban chidao

Tén ngudi ky [

- Hinh thtrc ky: Chon hinh thirc ky ttr hop chon.

- Chure vu ky: Nhap chirc vu nguoi ky.

- Chire vu chinh quyén cta nguoi ky Van ban do Hoi dong hodc ban chi dao:
Nhap Chirc vu chinh quyén cta ngudi ky Vin ban do Hoi dong hodc ban chi dao.

- Tén nguoi ky: Nhap tén nguoi ky.
12. Miu 1.9: Cong dién

12.1 Phin dau viin ban

Phain dfu van ban
Tén e quan, 18 chile ofp trén (hu ad) ra NoVa
|hum: Tam Thang Tin

- Tén co quan, t6 chirc cip trén: Nhap tén co quan, t6 chirc cip trén cta don vi
ban hanh vin ban, tén co quan cip trén c6 thé bo qua.

- Tén co quan ban hanh: Nhép tén co quan ban hanh van ban.

- Tén tit co quan ban hanh: Nhap tén tit ctia co quan ban hanh vin ban.

- Tén co quan hodc chtrc danh ctia ngudi ding dau: Nhap tén co quan hodc chirc
danh ctia nguoi dimg dau.

- Dia danh: Nhap dia danh ctia co quan ban hanh van ban, h¢ théng mac dinh dia
danh theo tham sb thiét lap trudc.

- Nam ban hanh: Nhap sb.

- Trich yéu noi dung: Nhép ndi dung trich yéu cua van ban.

- Pham vi luu hanh: Lya chon theo danh muc hoédc bo qua khong khai béo.

12.2 Kinh gtri

Kinh gii
-k ||

Noudi hén ‘ ‘

- Nhéap tén don vi, nguoi nhan vao truong khai bao va st dung cac ing dung sau:
+ 1a img dung dé thém mot ndi dung khac.

slola mg dung dé xo0a mot ndi dung.

+ 1a img dung dé xem lai ndi dung nhap dau tién.

+ 1a img dung dé xem noi dung nhap cubi clng.

+ la img dung dé xem lai ndi dung da nhap trude ndi dung dang hién thi.

+ la tmg dung dé xem ngi dung ti€p theo ndi dung dang hién thi.

+Joo gy ung dung hién thi vi tri nguoi nhan nhap trong van ban.
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12.3 Ngi dung cong dién

Ngi dung

- Nhép ndi dung van ban vao 6 nhap, chon cac tinh nang format dé dinh dang ndi

dung.
+ = 13 tmg dung dé dua dong dau tién ctia doan vin ban cin thing 18 trai vin

ban.

+ %= laing dung dé dua dong dau tién ctia doan vin ban lui vao 1 tab so vai 1€
trai cia van ban.

+ ¥ la (mg dung trinh dién c4c diém trong van ban.

+ % 1a (mg dung trinh dién cac khoan trong vin ban.

+ & B 13 ung dung tuong ung dung dé cat, sao chép, dan mdt doan van

==
ca van ban. -

+ BT l1a itmg dung cho cac chitr khi dugc bdi den bao gém lam dam cht,
lam nghiéng chir, gach chan chir, gach chir.

+ 5 ung dung dé léy lai cac thao tac da lam trudce hodc sau thao tac hién

ban.

la tng dung can trai, gitra, phai, déu cho mdt doan van ban, hoac

thoi.
12.4 Noi nhan

Ndi nhan

|
Nhép noi dung phan chit va st dung cac tmg dung sau:
+ 13 tmg dung dé thém mét ndi dung khac.
+l-l1a mg dung dé xoa mot ndi dung.
+ 13 tmg dung dé xem lai ndi dung nhap dau tién.
+ 1a img dung dé xem noi dung nhap cubi clng.
+ 1a img dung dé xem lai ndi dung da nhap trudc ndi dung dang hién thi.
+ 1a img dung dé xem noi dung tiép theo ndi dung dang hién thi.
+ I':'“J 0 1a tng dung hién thi vi tri cac ndi dung (cic chuong, diéu) nhap
trong van ban.

12.5 Luu

Luu
Chil gt tét tén dn vi soan théo [ ]
|

K5 higu ngudi danh may [

S kidng bén kiu [

- Chir viét tit tén don vi soan thao: Chi nhap phan chit, nhap tuy bién khong

phén biét chir hoa chir thuong.

- Ky hiéu ngudi ddnh may: Chi nhap phan chit, nhap tuy bién khong phan biét
chit hoa, chir thuong.

- S6 lugng ban lwu: Chi nhap phan sd.
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12.6 Nguwoi ky

Ngusi ky
Hinh thic ky ~
Chiic vu

Chde vu ngudi ky

Chtic vu chinh quy@n
caa ngudi ky Van ban do
H&i ddng ho&c ban chi dao

Ten ngusi ky ]
- Hinh thire ky: Chon hinh thire ky tir hop chon.
- Chure vu ky: Nhap chirc vu nguoi ky.
- Chirc vu chinh quyén cta ngudi ky Van ban do Hoi ddng hodc ban chi dao:
Nhap Chirc vu chinh quyén cta ngudi ky Vin ban do Hoi dong hodc ban chi dao.
- Tén nguoi ky: Nhap tén nguoi ky.
13. MAu 1.10: Gidy moi

13.1 Phan dAu viin ban

Pham vi liu hanh

- Tén co quan, t6 chirc cip trén: Nhap tén co quan, t6 chirc cip trén cta don vi
ban hanh vin ban, tén co quan cip trén c6 thé bo qua.

- Tén co quan ban hanh: Nhap tén co quan ban hanh van ban.

- Tén tit co quan ban hanh: Nhap tén tit ctia co quan ban hanh vin ban.

- Dia danh: Nhap dia danh ctia co quan ban hanh van ban, h¢ théng mac dinh dia
danh theo tham sb thiét lap trudc.

- Nam ban hanh: Nhap sb.

- Trich yéu noi dung: Nhép ndi dung trich yéu cua vin ban.

- Pham vi luu hanh: Lya chon theo danh muc hoédc bo qua khong khai béo.

13.2 N¢i dung

Ngi dung
Trén trong kinh mdi 8ng(ba) ‘ ‘

Tén ctia cube hop. héithao, hdi nghi

Bia digm ‘ ‘ -

- Tran trong kinh moi: Nhap tén nguodi duge moi.

- Tén cudc hop, hoi thao, hdi nghi: Nhap tén héi thao, hoi nghi.
- Thoi gian: Nhap thoi gian dién ra cude hop.

- bia diém: Nhép dia diém dién ra cudc hop.

13.3 Noi nhan

Ndi nhan

Nhap ndi dung phan chit va st dung cac (mg dung sau:
+ 1a tmg dung dé thém mot ndi dung khéc.

< | =][> ][>
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+ =1 1a tmg dung dé xo4 mot ndi dung.

+ 1a tmg dung dé xem lai ndi dung nhap dau tién.

+ 1a tmg dung dé xem noi dung nhap cubi clng.

+ 1a tmg dung dé xem lai ndi dung da nhap trudc ndi dung dang hién thi.
+ 1a tmg dung dé xem noi dung tiép theo ndi dung dang hién thi.

+ oo 1y ung dung hién thi vi tri cac noi dung (cac chuong, diéu) nhép
trong van ban.
13.4 Luu

- Chir viét tat tén don vi soan thao: Chi nhap phan chit, nhap tuy bién khong phan
biét chir hoa chit thuong.

- K¥ hiéu ngudi danh may: Chi nhap phan chix, nhap tuy bién khong phan biét
chir hoa, chir thuong. o

- SO lugng ban luu: Chi nhap phan so.

13.5 Nguwoi ky

Ngudi ky
Hinh thac ky
Chdc vu

Chdc vu ngusi ky

Tén ngudi ky |

- Hinh thtrc ky: Chon hinh thtrc ky ttr hop chon.

- Chirc vu ky: Nhap chire vu ngudi ky.

- Chuc vu chinh quyen ctia ngudi ky Van ban do Hoi dong hodc ban chi dao:
Nhép Chirc vu chinh quyén cua ngudi ky Vin ban do Hoi ddng hodc ban chi dao.

- Tén nguoi ky: Nhap tén nguoi ky.

14. MAu 1.11: Gidy gi6i thiéu
14.1 Phan dau vin ban

Ph3n d3u v3n ban
Tén od quan. £ ohiic 63 bién éu c6) (ST

Tén ca quan ban hanh vin ban

[Trung Tam Théng Tin

Tén tét cd quan ban hanh BV
Bia danh [Ha nai

J

J
Nam ban hanh [zor ]
Pham vi kiu hanh [ )

- Tén co quan, t6 chtrc cap trén: Nhap tén co quan, t6 chic cap trén cua don vi
ban hanh vin ban, tén co quan cip trén ¢ thé bo qua.

- Tén co quan ban hanh: Nhép tén co quan ban hanh van ban.

- Tén tit co quan ban hanh: Nhap tén tit ciia co quan ban hanh vin ban.

- Dia danh’: Nh:cflp dia danh cta co quan ban hanh van ban, hé théng mac dinh dia
danh theo tham so thiét 1ap trudec.

- Nam ban hanh: Nhap sb.
- Pham vi luu hanh: Lya chon theo danh muc hodc bo qua khong khai béo.
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14.2 N¢i dung

NGI dung
Ongiba)

[

[

[
——.

- Ong/ba: Nhap tén ngudi duoc gidi thiéu.

- Chtrc vu: Nhap chuc vu nguoi dugce gion thigu.

- Ctr dén: Nhap dia diém ctr nguoi duoc gidi thiéu dén.

- V& viéc: Nhap noi dung gidi thiéu.

- C6 gia tri dén ngay: Nhap thoi han hiéu luc cta gidy gidi thiéu.
14.3 Nguwoi ky

Ngusi ky
Hinh thic ky ~ |
Chiic vu

Chiic vu ngudi ky

Chic vu chinh quy@n
caa ngudi ky Van ban do
H&i ddng hoac ban chi dao

Tén ngudi ky [

- Hinh thure ky: Chon hinh thire ky tir hop chon.

- Chure vu ky: Nhap chace vu nguoi ky.

- Chtrc vu chinh quyen ctia ngudi ky Vin ban do Hoi dong hodc ban chi dao:
Nhap Chtrc vy chinh quyén ctia ngudi ky Van ban do Hoi dong hodc ban chi dao.

- Tén nguoi ky: Nhap tén nguoi ky.

15. MAu 1.12: Bién ban
15.1 Phan dAu viin ban

Ph3n d3u v&n ban
Tén cd quan. t8 chic cap trén inéu cd) (B3 Nai Vu

Tén co quan ban hanh van ban [Trung Tam Thang Tin

T e T B ]
Bia danh [Ha & !
Ném ban harh [2o11 |

J

Pham vi lu hirh [

- Tén co quan, t6 chirc cip trén: Nhip tén co quan, t6 chirc cap trén cia don vi
ban hanh vin ban, tén co quan cép trén c6 thé bo qua.

- Tén co quan ban hanh: Nhép tén co quan ban hanh van ban.

- Tén tat co quan ban hanh: Nhap tén tit ciia co quan ban hanh vin ban.

- Dia danh: Nhap dia danh ctia co quan ban hanh van ban, hé théng mac dinh dia
danh theo tham s6 thiét lap trudc.

- Nam ban hanh: Nhap so.

- Pham vi luu hanh: Lya chon theo danh muc hoédc bo qua khong khai béo.

15.2 N¢i dung

- Tén cudc hop, hdi nghi, hoi thao: Nhap tén cude hop, hdi nghi, hoi thao.
- Thoi gian bat dau: Thoi gian bat dau cude hop, hoi thao.
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- Thanh phan tham dy: Nhap thanh phan tham du cudc hop, hoi thao.
- Gi6i tinh chu toa: Nhap thong tin vé gidi tinh cua chu toa.

- Tén chu toa: Thap tén chu toa.

- G161 tinh thu ky: Nhap gidoi tinh thu ky cudc hop.

- Tén thu ky: Nhap tén thu ky.

- N61 dung cude hop: Nhap ndi dung chi tiét cudc hop.

15.3 Lwu

Luu
ch
K hi

i anh méy [ ]

- Chir viét tat tén don vi soan thao: Chi nhap phan chit, nhap tuy bién khong phan
biét chir hoa chit thuong.

- Ky hiéu ngudi ddnh may: Chi nhap phan chit, nhap tuy bién khong phan biét
chir hoa, chir thuong.

- S6 luong ban lvu: Chi nhap phan sd

16. Miu 1.13: Gidy bién nhin hd so

16.1 Phan dAu viin ban

Phan dau van ban
Tén oo quar G G tréh

Trung Tam Thang Tin ‘ -

J
|
= 8
- Tén co quan, t6 chirc cip trén: Nhap tén co quan, t6 chirc cip trén cta don vi
ban hanh vin ban, tén co quan cap trén c6 thé bo qua.
- Tén co quan ban hanh: Nhép tén co quan ban hanh van ban.
- Tén tit co quan ban hanh: Nhép tén tit ciia co quan ban hanh vin ban.
- Dia danh: Nhap dia danh ctia co quan ban hanh van ban, h¢ théng mac dinh dia
danh theo tham sb thiét lap trudc.
- Nam ban hanh: Nhap sb.
- Pham vi luu hanh: Lya chon theo danh muc hoédc bo qua khong khai béo.

16.2 Noi dung

NSi dung
Ha 5g

[
[
J b g i kdm [m 7 U v == W@ — = & oW oo B ¥ |

- H6 so: Nhap tén ho so.

- Ho va tén: Nhap tén can bd tiép nhan.

- Bon vi cong tac: Nhap té€n don vi cong tac cia ngudi gui.

- Ong(ba): Nhap tén ngudi giri.

- C4c van ban tai liéu: Nhap danh séach cac tai li¢u kém theo.
16.3 Noi nhan

Noi nhan
< -l |l < |lom. =] > ||
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Nhap ndi dung phan chit va st dung cac tmg dung sau:

+ 1a tmg dung dé thém mot ndi dung khéc.

+ =1 1a ung dung dé x04 mot ndi dung.

+ 1a tmg dung dé xem lai ndi dung nhap dau tién.

+ 1a tmg dung dé xem noi dung nhap cudi cing.

+ 1a tmg dung dé xem lai ndi dung da nhap trudc ndi dung dang hién thi.

+ 1a g dung dé xem ndi dung tiép theo ndi dung dang hién thi.

TR [P IE I P tmg dung hién thi vi tri cic nodi dung (cic chwong, diéu) nhap
trong van ban.

16.4 Luu

- Chir viét tat tén don vi soan thao: Chi nhap phan chit, nhap tuy bién khong phan
biét chir hoa chir thuong. . )

- Ky hi¢u nguoi danh may: Chi nhép phan chit, nhap tuy bién khong phan biét
chir hoa, chir thuong. o

- SO lugng ban luu: Chi nhap phan so.
17. MAu 1.14: Gidy chirng nhin

17.1 Phin dAu viin bin

Phifin dBu vin ban
Tén o quan. 16 chiic o trén 8y <6)

66 18

g Tam Théng Tin ‘
v

o1

18 g

‘v
[
E
[
[

- Tén co quan, t6 chirc cip trén: Nhap tén co quan, t6 chirc cip trén cia don vi
ban hanh vin ban, tén co quan cip trén c6 thé bo qua.

- Tén co quan ban hanh: Nhap tén co quan ban hanh van ban.

- Tén tat co quan ban hanh: Nhap tén tit ciia co quan ban hanh vin ban.

- Dia danh: Nhap dia danh ctia co quan ban hanh van ban, h¢ théng mac dinh dia
danh theo tham s6 thiét lap trudc.

- Nam ban hanh: Nhap so.

- Trich yéu: Nhap ndi dung trich yéu cua gidy chting nhan.

- Pham vi luu hanh: Lya chon theo danh muc hoédc bo qua khong khai béo.

17.2 N¢i dung

- S = | R e as e e

- Nhap ndi dung van ban vao 6 nhap, chon cac tinh nang format dé dinh dang noi
dung.

+ %5 la ung dung dé dua dong dau tién cia doan van ban can thang l€ trai van
ban.
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+ ¥ 1a img dung dé dua dong dau tién ctia doan van ban 10i vao 1 tab so véi 18
trai cua van ban.

+ ¥ 1a Gmg dung trinh dién cac diém trong van ban.

+ 5 12 g dung trinh dién c4c khodn trong vin béan.

T B 12 tmg dung tuwong Gmg dung dé cit, sao chép, dan mot doan vin

ban.
JEEE== tmg dung cin trai, giita, phai, déu cho mdt doan vin ban, hoic
ca van ban. -
B 7 U s ., . .y A ORETURPA N
+ la img dung cho céc chir khi dugc boi den bao gom lam dam chr,

lam nghiéng chir, gach chan chir, gach chir.
+ 5 ung dung dé léy lai cac thao tac da lam trudc hoac sau thao tac hién

thoi.

17.3 Noi nhan

|

Nhap ndi dung phan chit va st dung cac tmg dung sau:

+ 1a tmg dung dé thém mot ndi dung khéc.

sl a g dung dé xo4 mot ndi dung.

+ 1a tmg dung dé xem lai n6i dung nhap dau tién.

+ 13 tmg dung dé xem noi dung nhap cudi cing.

+ 13 tmg dung dé xem lai n6i dung da nhap trudc ndi dung dang hién thi.

+ 1a timg dung dé xem noi dung tiép theo nodi dung dang hién thi .

+ Jon = 13 tmg dung hién thi vi tri cic nodi dung (cac chuwong, diéu) nhap
trong van ban.

17.4 Luu

- Chi viét tat tén don vi soan thao: Chi nhap phan chit, nhap tuy bién khong phan
biét chit hoa chir thuong.

- Ky hiéu nguoi ddnh may: Chi nhap phan chit, nhap tuy bién khong phan biét
chit hoa, chir thuong.

- S6 luong ban lwu: Chi nhap phan sd.

17.5 Ngwoi ky

Ngudi ky
Hinh thdc ky ~
Chiic vu

Chic vu ngudi ky

Chdc vu chinh quy@n
cia ngudi ky Van ban do
H&i déng hoac ban chi dao

Tén ngusi ky [

- Hinh thure ky: Chon hinh thace ky tir hdp chon.
- Chtrc vu ky: Nhap churc vu nguoi ky.
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- Chtrc vy chinh quyen ctia ngudi ky Van ban do Hoi dong hodc ban chi dao:
Nhap Chtrc vy chinh quyén ctia ngudi ky Van ban do Hoi dong hoic ban chi dao.
- Tén nguoi ky: Nhap tén nguoi ky.

18. Miu 1.15: Giay di duwong
18.1 Phén diu vin ban

Ph3n d3u van ban

Tén ¢ quan, t6 chile &p trén (néu c6) ’WVI

Tén ¢ quan ban hanh van ban [Trung Tam Théng Tin

Tén vidk té s 0 quan B J
Ném ban hanh [2o11 J
Bia darh [Ha i |
Pham vi luu hanh \ J

- Tén co quan, t6 chirc cap trén: Nhép tén co quan, t6 chirc cdp trén cua don vi
ban hanh vin ban, tén co quan cp trén c6 thé bo qua.

- Tén co quan ban hanh: Nhép tén co quan ban hanh van ban.

- Tén tit co quan ban hanh: Nhap tén tit ctia co quan ban hanh vin ban.

- Dia danh: Nhap dia danh ctia co quan ban hanh van ban, h¢ théng mac dinh dia
danh theo tham sb thiét lap trudc.

- Nam ban hanh: Nhap sb.

- Pham vi luu hanh: Lya chon theo danh muc hoédc bo qua khong khai béo.

18.2 N¢i dung

Noi dung

Orghba) ‘ ‘
Chiic vy ‘ ‘
Naii duigc cll d&n céng téc ‘ ‘

Gily néy c6 gia 1 it ngay i

- Ong(ba): Nhap tén can bo di cong tac.

- Chtrc vu: Nhap chue vu can bo.

- Noi duoc cir dén cong tac: Nhap thong tin noi dén cong tac.
- Gidy nay c6 gia tri hét ngay: Nhép thoi gian hiéu luc.

18.3 Nguwoi ky

Ngudi ky
Hinh thic ky ~[
Chuic vu

Chic vu ngudi ky

Chiic vu chinh quy&n
cta ngudi ky Van ban do
H&i déng ho&c ban chidao

Té&n ngudi ky |

- Hinh thure ky: Chon hinh thire ky tir hdp chon.

- Chure vu ky: Nhap chae vu nguoi ky.

- Chuc vu chinh quyen ciia ngudi ky Van ban do Hoi dong hodc ban chi dao:
Nhép Chirc vu chinh quyén ctia nguoi ky Vian ban do Hoi dong hodc ban chi dao.

- Tén nguoi ky: Nhép tén nguoi ky.

18.4 Noi di va dén

Ndi di va dén
S6ndidiva dén |5

- SO noi di va dén: Nhap so.
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18.5 Chi phi

Chi phi

- VE ngudi: _véx _d=___ ¢

-V cudc: _véx__d=___ d

I- Phu phi Iy vé bang dign thoai: _véx _d=___ d
- Phong nghi: _ _véx __d=___ d

- Chi phi: Nhép thong tin chi phi.
18.6 X&c nhan

Xac nhan
Cén bé phutréch [ |

K& todn tnidng | |

- Nhép thong tin x4c nhan cua cén bd phu trach va ké toan truong.
19. MAu 1.16: Gidy nghi phép

19.1 Phan dau viin ban

Ph3n d3u vin ban

insucs)  [B& Nai Vil “

[Trung Tam Théng Tin ‘ -

Ten vigt tét ciia cd quan [Env
N&m ban hanh [z017

|
|
Bia danh [Ha st |
Pham viluu hanh [ -

- Tén co quan, t6 chirc cip trén: Nhap tén co quan, t6 chirc cip trén cta don vi
ban hanh vin ban, tén co quan cip trén c6 thé bé qua.

- Tén co quan ban hanh: Nhép tén co quan ban hanh van ban.

- Tén tit co quan ban hanh: Nhap tén tit ctia co quan ban hanh vin ban.

- Dia danh: Nhap dia danh ctia co quan ban hanh van ban, h¢ théng mac dinh dia
danh theo tham sb thiét lap trudc.

- Nam ban hanh: Nhap sb.

- Pham vi luu hanh: Lya chon theo danh muc hoédc bo qua khong khai béo.

19.2 N¢i dung

e
3 3
@
g

o ooz
FE 2895
g 32

g3

- Bon xin nghi phép ngay: Nhap ngay xin nghi phép.
- Ong(ba): Tén can bd xin nghi phép.

- Chtrc vu: Chure vu ctia can bd xin nghi phép.

- Nghi phép nam: Nhap sb.

- Trong thoi gian: Nhap thoi gian nghi.

- Tt ngay: Nhép ngay/ thang/ nam.

- Pén ngay: Nhap ngay/ thang/ nam.

- Nghi phép tai: Dia diém nghi phép.

19.3 Noi nhan

NGi nhan
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Nhap ndi dung phan chit va st dung cac tmg dung sau:

+ 1a tmg dung dé thém mot nodi dung khac.

+ = la img dung dé xo4 mot ndi dung .

+ 1a tmg dung dé xem lai ndi dung nhap dau tién.

+ 1a tmg dung dé xem noi dung nhap cudi cing.

+ 1a tng dung dé xem lai ndi dung da nhap trude ndi dung dang hién thi
+ 1a tmg dung dé xem ndi dung tiép theo ndi dung dang hién thi.

+ oo E1a mg dung hién thi vi tri cic ndi dung nhép trong van ban.

19.4 Luu

S5 lidng bén ki I |

- Chir viét tat tén don vi soan thao: Chi nhap phan chit, nhap tuy bién khong phan
biét chir hoa chir thuong.

- Ky hiéu ngudi ddnh may: Chi nhap phan chit, nhap tuy bién khong phan biét
chir hoa, chir thuong.

- S6 luong ban lwu: Chi nhap phan sd.

19.5 Nguoi ky

Ngusi ky
Hinh thic ky ~
Chdc vu CHU TICH

Chc vu ngudi ky

Chiic vu chinh quy&n
cua ngudi ky Van ban do
H6i déng ho&c ban chi dao

Tén ngudi ky |

- Hinh thtrc ky: Chon hinh thtrc ky ttr hop chon.

- Chure vu ky: Nhap chace vu nguoi ky.

- Chuc vu chinh quyen ctia ngudi ky Van ban do Hoi dong hodc ban chi dao:
Nhép Chirc vu chinh quyén cua ngudi ky Vin ban do Hoi ddng hodc ban chi dao.

- Tén nguoi ky: Nhép tén nguoi ky.

20. Mau 1.17: Phiéu chuyén
20.1 Phin diu viin ban

Pha d3u vén ban
ed quan. 18 chile e&p trén

[on
201t

[Fa et

[

- Tén co quan, t6 chtrc cap trén: Nhap tén co quan, t6 chic cap trén cua don vi
ban hanh vin ban, tén co quan cip trén c6 thé bo qua.

- Tén co quan ban hanh: Nhép tén co quan ban hanh van ban.

- Tén tat co quan ban hanh: Nhap tén tat ctia co quan ban hanh vin ban.
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- Pia danh: Nhip dia danh ctia co quan ban hanh van ban, h¢ théng mac dinh dia
danh theo tham sb thiét lap trudc.

- Nam ban hanh: Nhap sb.

- Trich yéu noi dung: Nhap thong tin trich yéu cta phiéu chuyén.

- Pham vi luu hanh: Lya chon theo danh myc hodc bo qua khong khai béo.

20.2 Noi dung

Noi dung
Tén cd quan ban harh vén ban [Trung Tam Théng Tin
N dung nhan dugc

Tén cd quan t& chdc nhidn

L do chuyén

Ten o6 quan. 8 ohiic nhan phigu chuyén |

- Tén co quan ban hanh van ban: Nhap tén co quan ban hanh van ban.
- N61 dung nhan dugc: Nhap ndi dung nhan.

- Tén co quan td chtrc nhan: Nhép tén co quan, to chirc nhan.

- Ly do chuyén: Nhap 1y do chuyén.

- Tén co quan, to chirc nhan phiéu chuyén.

20.3 Noi nhan

Ndi nhan

Nhap ndi dung phan chit va st dung cac tmg dung sau:

+ 13 tmg dung dé thém mot ndi dung khac.

+ I 13 tmg dung dé xoa mot ndi dung.

+ 1a mg dung dé xem lai n6i dung nhap dau tién.

+ 13 tmg dung dé xem noi dung nhap cudi cing.

+ 13 tmg dung dé xem lai n6i dung d3 nhép trudc ndi dung dang hién thi.
+ 1a ng dung dé xem ndi dung tiép theo ndi dung dang hién thi.

+ oo =1 13 ing dung hién thi vi tri cic ndi dung nhap trong vin ban.
20.4 Nguoi ky

Ngusi ky

Hinh thic ky ~ |

Chuic vu CHU TICH

Chiic vu ngudi ky

Chic vu chinh quyen
cda ngudi ky Van ban do
H&i d6ng hoac ban chidao

Tén ngudi ky |

- Hinh thure ky: Chon hinh thie ky tir hdp chon.

- Chirc vu ky: Nhap chire vu nguoi ky.

- Chtc vy chinh quyen ctia nguoi ky Van ban do Hoi dong hodc ban chi dao:
Nhap Chirc vu chinh quyén ciia ngudi ky Van ban do Hoi dong hoic ban chi dao.

- Tén nguoi ky: Nhap tén nguoi ky.
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21. Miu 1.18: Phiéu giri
21.1 Phan diu vin ban

Trung Tém Thang Tin

[
[

a darn [Fana |
[

Pham vi i hanh

- Tén co quan, t6 chirc cap trén: Nhap tén co quan, t6 chirc cip trén coa don vi
ban hanh vin ban, tén co quan cp trén c6 thé bo qua.

- Tén co quan ban hanh: Nhép tén co quan ban hanh van ban.

- Tén tit co quan ban hanh: Nhap tén tit ciia co quan ban hanh vin ban.

- Dia danh: Nhap dia danh ctia co quan ban hanh van ban, h¢ théng mac dinh dia
danh theo tham sb thiét lap trudc.

- Nam ban hanh: Nhap sb.

- Trich yéu: Nhép ndi dung trich yéu cua gidy ching nhan.

- Pham vi luu hanh: Lya chon theo danh muc hoédc bo qua khong khai béo.

21.2 N¢i dung

N&i dung
s van ban, 131 léu dude ol kém WAL EE G L I

- Nhép ndi dung van ban vao 6 nhap, chon céac tinh nang format dé dinh dang né1
dung.

+ = la tng dung dé dwa dong dau tién cta doan vin ban cin thiang 1 trai vin
ban.

+ 17 la ing dung dé dua dong dau tién cua doan van ban 1ui vao 1 tab so véi 1€
trai ciia van ban.

+ ¥ 1a ung dung trinh dién cac diém trong vin ban.

+ % 1a g dung trinh dién cac khoan trong van ban.

+ L B 13 tmg dung tuong tng dung dé cat, sao chép, dan mot doan vin

E =

ca van ban. -
B 5r o5 ... , ~ . ne A \ A ~

+ la img dung cho cac chir khi dugc bdi den bao gom lam dam chir,
lam nghiéng chir, gach chan chir, gach chir.

+ 577 13 ung dung dé 14y lai cac thao tac dd 1am trudc hodc sau thao tac hién
thoi.

21.3 Noi nhan

Noi nhan

ban.

1a img dung cén trai, gifra, phai, déu cho m{t doan van ban, hoac
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Nhap ndi dung phan chit va st dung cac tmg dung sau:

+ 1a tmg dung dé thém mét ndi dung khac.

+ I 13 img dung @& xo04 mdt ndi dung,

+ 1a tmg dung dé xem lai ndi dung nhap dau tién.

+ 1a tmg dung dé xem noi dung nhap cudi clng.

+ 1a tmg dung dé xem lai ndi dung da nhap trudc ndi dung dang hién thi.

+ 1a tmg dung dé xem ndi dung tiép theo ndi dung dang hién thi.

+ oo E gy tmg dung hién thi vi tri cic nodi dung (cac chwong, diéu) nhap
trong van ban.

21.4 Nguoi ky

Ngusi ky
Hinh thic ky

Chdc vu CHU TICH
Chdc vu ngusi ky

Chic vu chinh quyan
cua ngudi ky Van ban do
H6i déng hoic ban chidao

Ten ngusdi ky [
- Hinh thtre ky: Chon hinh thire ky tir hop chon.

- Chure vu ky: Nhap chace vu nguoi ky.

- Churc vu chinh quyen ciia ngudi ky Van ban do Hoi dong hodc ban chi dao:

Nhép Chirc vu chinh quyén cua ngudi ky Vian ban do Hoi ddng hodc ban chi dao.
- Tén nguoi ky: Nhap tén nguoi Ky.

22. Miu 1.19: Thur cong
22.1 Phén déu viin ban

Ph3n d3u v3n ban
Tén cd quan ban hanh vén ban [Trung Tam Théng Tin

Ténloai cng th I
Ném ban harh [zo11

Bia danh [HaNai
Trich y&u néi dung

Pham vi luu hiénh [

- Tén co quan ban hanh: Nhép tén co quan ban hanh van ban.

- Tén loai thu cong: Nhap tén loai thu cong.

- Dia danh: Nhap dia danh ctia co quan ban hanh van ban, hé théng mac dinh dia
danh theo tham s6 thiét lap trudc.

- Nam ban hanh: Nhap so.

- Trich yéu: Nhap ndi dung trich yéu cua gidy chimg nhan.

- Pham vi luu hanh: Lya chon theo danh muc hoédc bo qua khong khai béo.

22.2 Kinh gui

Kinh gui
K[| < [0 > > ||
Mgui nhén | ‘

- Nhap tén don vi, nguoi nhén vao truong khai bdo va s dung cac ting dung sau:
+ 1a tmg dung dé thém mot ndi dung khéc.
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+ =1 1a éng dung d8 x04 mot ndi dung.

+ la img dung dé xem lai noi dung nhap dau tién.

+ 1a tmg dung dé xem noi dung nhap cudi cing.

+ 1a tmg dung dé xem lai ndi dung da nhap trude ndi dung dang hién thi.
+ 1a tmg dung dé xem noi dung tiép theo ndi dung dang hién thi.

+ I':'“J f :I' la img dung hién thi vi tri nguoi nhan nhép trong van ban.

22.3 N¢i dung

Cao van ban. 181 14u duss o kém FELTGLEEL GG L I

- Nhép ndi dung van ban vao 6 nhap, chon cac tinh nang format dé dinh dang nd1
dung.

+ = la tmg dung dé dua dong dau tién cua doan vin ban cin thing Ié trai vin
ban.

+ 17 la ung dung dé dua dong dau tién ctia doan van ban Iui vao 1 tab so vdi 1€
trai ciia van ban.

= ... ) X a2 -
+ la img dung trinh dién cac di€m trong van ban.

. 1a (g dung trinh dién céc khoan trong vin ban.

+ L B 12 tmg dung tuong tng dung dé cit, sao chép, dan mot doan vin

+ ==
ca van ban. -
B r u |+ .., , ~ . A A \ A ~
+ la img dung cho cac chit khi dugc bdi den bao gdm lam dam chir,
lam nghiéng chir, gach chan chir, gach chit.
+ 5 1 ung dung dé léy lai cac thao tac da lam trudc hoac sau thao tac hién

ban.

la tng dung can trai, gitra, phai, déu cho mdt doan van ban, hoac

thoi.
22.4 Noi nhan

Nai nhan

Nhép ndi dung phan chit va str dung cac (mg dung sau:

+ 1a img dung dé thém mot ndi dung khac.

s mg dung dé xo0a mot ndi dung.

+ 1a img dung dé xem lai ndi dung nhap dau tién.

+ 1a img dung dé xem noi dung nhap cubi clng.

+ 1a tmg dung dé xem lai ndi dung da nhap trudc ndi dung dang hién thi.
+ 1a tmg dung dé xem ndi dung tiép theo ndi dung dang hién thi.
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P [PIET | P tmg dung hién thi vi tri cic nodi dung (cic chwong, diéu) nhap
trong van ban.

22.5 Luu

Luu
Chilviék t4t tén don vi soan tho ‘ ‘

Ky higu ngudi danh may ‘ ‘

56 hidng ban ki ‘ ‘

- Chir viét tat tén don vi soan thao: Chi nhap phan chit, nhap tuy bién khong phan
biét chir hoa chit thuong.

- Ky hiéu ngudi ddanh may: Chi nhap phan chit, nhap tuy bién khong phan biét
chir hoa, chir thuong.

- S6 luong ban lwu: Chi nhap phan sd.

22.6 Nguoi ky
Ngudi ky
Hinh thic ky ~ |
Chdc vu CHU TICH

Chiic vu ngusi ky

Chiic vu chinh quy&n
cda ngudi ky Van ban do
H&i ddéng hoac ban chidao

Tén ngudi ky |

- Hinh thtrc ky: Chon hinh thtrc ky ttr hop chon.

- Chure vu ky: Nhap chace vu nguoi ky.

- Churc vu chinh quyen ctiia ngudi ky Van ban do Hoi dong hodc ban chi dao:
Nhép Chirc vu chinh quyén cua ngudi ky Vin ban do Hoi ddng hodc ban chi dao.

- Tén nguoi ky: Nhap tén nguoi ky.

I11. MAU TRINH BAY BAN SAO VAN BAN
1. Hinh thie sao

Hinh thdc sao
Hinh thic [540 ¥ BAN CHINH

Bha danh |

- bia danh: Nhap dia danh

2.Chgn van ban da scan

Anh quét ban sao
11 = =

M tEp

: M b e x s 1. A N
Click chi dudng dan chira van ban can sao da dugc scan
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3. Tén co quan thuc hi¢n sao van ban

Tén cd quan thuc hién sao vdn ban
Tén cd quan sao van ban

Ky hi&u ban sao |SY

- Tén co quan ban hanh vin ban: Nhép tén co quan, nhap tuy bién
4. Noi nhan

Ndi nhan
- - < < o0 -

Nhap ndi dung phan chit va st dung cac tmg dung sau:

+ 1a g dung dé thém mot ndi dung khéc

TRENTY tmg dung dé xo0a mot ndi dung

+ la img dung dé xem lai noi dung nhap dau tién

+ 1a tmg dung dé xem noi dung nhap cubi cing

+ 1a tng dung dé xem lai ndi dung da nhap trude ndi dung dang hién

+ 13 tmg dung dé xem noi dung tiép theo nodi dung dang hién thi

+ Jon = 13 tmg dung hién thi vi tri cic nodi dung (cac chwong, diéu) nhap
trong van ban

5. Nguoi ky

Ngudi ky
Hinh thiic ki [ 7

Chic wu |

Chudc wu ngudi oy

Tén ngudi ky |

- Hinh thire ky: Click lua chon cac hinh thtc ky dd mic dinh san. Trong truong
nay néu khong lua chon c6 thé bo qua va mic dinh khai bao tiép theo ¢ truong “Chuc
vu nguoi ky”

- Chirc vu: Nhap tuy bién khong phan biét chit hoa chir thuong

- Chirc vu ngudi ky: Nhap tuy bién khong phan biét chir hoa, chit thudng

- Tén nguoi ky: Nhap tén nguoi ky
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Phan IV: HUONG DAN CAI PAT PHAN MEM

I. Yéu cau cau hinh.

Yéu cdu vé may tinh dé chay Phdn mém: Hé diéu hanh Windows 2000,

Windows XP(SP1 tr& 1€n)

I1. Cai dat: Ban thuc hi¢n viéc cai dat theo 14 budc dudi day:
Luwu y: Néu may tinh cua ban chua cai NET framewok thi cai tr buwde 1 dén
budc 5, néu may tinh cua ban da c6 .NET framewok thi thuc hién bwéce 6.

Cac budc thuc hién cai dat nhu sau:
Buwée 1: Ban chon file setup.exe

‘older

Mame Date modified Type

Sau d6 ta chon accept xuat hién bang hop thoai .
Buodc 2: Chon next.

l% Microsoft .NET Framework 2.0 Setup

Welcome to Microsoft .NET Framework 2.0
Setup

This wizard will guide you through the installation process,

Bwéc 3: Tiép tuc chon Install

¥ Microsoft .NET Framework 2.0 Setup E]lil

End-User License Agreement

End-User License Agreement -~
MICROSOFT SOFTWARE SUPPLEMEMTAL LICEMSE TERMS
MICROSOFT .MET FRAMEWOREK 2.0
Microsoft Corporation {or based on where you live, one of its affiiates) licenses this
supplement ko wou. IF vou are licensed to use Microsoft Windows operating system
softweare (the “saftware™, wou may use this supplement. You may nat use it if vou do
not have a license for the software, ¥ou may use a copy of this supplement with each
validly licensed copy of the software.

~

By clicking "I accept the terms of the License Agreement” and proceeding to use the
product, I indicate that I have read, understood, and agreed ko the terms of the End-User
License Agreement.

I accept the terms of the License Agreement

< Back | Install > | Cancel

6/%0/0111:27PM  Application
]@ Setup.msi 8/30/2011 1:27 PM  Windows Installer ...

Size

421 KB
7,605 KB
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Buwéc 4: Qua trinh cai dit bit dau

ha- Microsoft .MET Framework 2.0 Setup E‘§| X

Installing components

The items you selected are being installed.

Installation Progress:

Installing native images

Executing: C:\W/INDOWSiMicrosoft. METFrameworkiv2.0.50727\ngen. exe install
"System.Xml, Yersion=2.0.0.0, Culture=neutral, Publickey Token=b77a5c561934e085"
MoDependencies fnologo

Buéc 5 : Cudi cung chon Finish dé két thic

F Microsoft .NET Framework 2.0 Setup

Setup Complete

Microsoft .NET Framework 2.0 has been successfully installed.

1t is highly recammended that you download and install the latest service packs and
security updates For this product,

For more information, visit the Following Web site:

Product Support Center

Buwée 6: Ban click dup chudt vao file setup.exe

folder
Name Date modified Type Size
6/30/2011 1:27 PM  Application 421 KB
6/30/20111:27 PM  Windows Installer ... 1,605 KB

Bwoc 7: Chon Next
o A - -l

Welcome to the TTO1 Setup Wizard

The installer will guide you through the steps required to install TTOT on pour computer.

WARMIMG: This computer program is protected by copyright law and international treaties.
Unauthorized duplication or distribution of this program, or ang portion of it, may result in severe civil
of criminal penalties, and will be prosecuted to the maxinum extent possible under the law.

Cancel
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Bwoc 8: Chon Next

Select Installation Folder

The inztaller will inztall TTOT to the following folder.

Ta install i this Folder. click "MNest'". To install to a different folder, enter it below or click "Browse"

Falder:

C:\Program Filesh\TLY GrouphTTO74 Browse... |
Dizk Cost... |

Install TTO1 for yourself, or for amyone who uses this computer:

" Ewveryone
& Just me

Cancel < Back ( Mext » I

Buwdc 9: Chon Next

TT01

Confirm Installation

The installer iz ready to install TTO1 on your computer

Click "Mext' to start the installation.

Cancel | < Back

Buwéc 10: Chuong trinh bat dau thuc hién cai dat
E_]_‘ml =1 A

Installing TT31

TTO1 iz being inztalled.

Please wait...

Eaneal | <Back Lzt -
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Buée 11: Két thic cai dit chon Close

101

Installation Complete %‘

TTO1 has been successfully installed.

Click "Close" to exit.

Please uge Windows Update to check for any critical updates to the NET Framewaork.

Cancel |

s

My Documents

-
-
My Computer

i

Hinikey:
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Buée 13: Xuat hién man hinh dang nhap hé thong

PHAN MEM CHUAN HOA THE THUC :
VA KY THUAT TRINH BAY VAN BAN HANH CHINH
(Theo. Thong tu s6:01/2011/TT-BNV. ciia B Ngi vu_ ban hanh'ngay.19/01/2011) =
8 Dang nhep ho thong X

[ Ghinha mét khu khi dng nhap T

© 2011 Bdn quyén: Trung tdm Thong tin - BG NGi vy.

Buéc 14: Pang nhap vao phan mém véi tén Piang nhip va Mat khau dudi day
sau d6 chon Pang nhap.

Pang nhip : Admin

Mat khau : 123456

£ TT01: Phan mem chuan hoa the thuc va ky thuat trinh bay van ban hanh chinh '\;HEHX\

PHAN MEM CHUAN HOA THE THUC

VA KY THUAT TRINH BAY. VAN BAN HANH CHINH
(Theo  Thdng tu s6°01/2011/TT-BNV. cia B Noi vy ban hanh ngay.19/01/2011). =

8 Dang nhop ho thong @

Ton i

[ Ghi nhd mt khiu khi dng nhap

(Ggrhin ] [poat |
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Phan V: DANH MUC

Cac chirc danh nha nwéoc

Tén viét tit ky hiéu Vin Bin

Chu tich nuéc

CTN

Thu tuéng Chinh phu TTg

Cac co quan nha nuéc ¢ TW

Qudc hoi QH...

Uy ban thuong vu Qudc hoi UBTVQH
Chinh phu CP

Tda 4n nhan dan tbi cao TANDTC
Vién kiém soét nhan dan tdi cao VKSNDTC
Cac co quan nha nudc ¢ dia phwong

Hoi dong nhan dan HDND
Uy ban nhan dan UBND
Cac B9, co quan ngang B§

Bo Qudc phong BQP

B6 Cong an BCA

B§ Ngoai giao BNG

B6 Tu phap BTP

B¢ Tai chinh BTC

B6 Cong thuong BCT

B6 Lao dong, Thuong binh va Xa hoi BLDTBXH
B6 Giao thong van tai BGTVT
B6 Xay dung BXD

Bo Thong tin va Truyén thong BTTTT
B0 Giao duc va Pao tao BGDDT
Bo Nong nghiép va Phat trién nong thon BNN

Bo6 K& hoach va Pau tu BKH

Bo Noi vu BNV

Bo Y té BYT

B§ Khoa hoc va Cong nghé BKH&CN
B0 Vin hoa, Thé thao va Du lich BVHTTDL
B¢ Tai nguyén va Moi truong BTNMT
Thanh tra Chinh phu TTCP
Ngan hang nha nudc Viét Nam NHNN
Uy ban Dan toc UBDT
Van phong Chinh phu VPCP
Cac co quan thugc Chinh phi

Ban Quan Iy Lang Chu tich H6 Chi Minh BQLL
Thong tén xa Viét Nam TTX

Dai Tiéng n6i Viét Nam DTN

Dai Truyén hinh Viét Nam DTH

Hoc vién Chinh tri- Hanh chinh Quéc gia H5 Chi Minh HVCTHC
Vién Khoa hoc va Cong nghé Viét Nam KHCN
Vién Khoa hoc Xa hoi Viét Nam KHXH
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Co cau to chirc ctia B§ ndi vu

1. Vu Tb chiic — Bién ché. TCBC
2. Vu Chinh quyén dia phuong. CQbP
3. Vu Cong chuc — Vién chirc. CCvC
4. Vu Pao tao bdi dudng can bd, cong chirc. bT

5. Vu Tién luong. TL

6. Vu T6 chirc phi Chinh phu. TCPCP
7. Vu Cai cach hanh chinh. CCHC
8. Vu Hop tac quoc té. HTQT
9. Vu Phap ché. PC

10. Vu Ké hoach — Tai chinh. KHTC
11. Vu Tong hop. TH
12. Vu T6 chic can bd. TCCB
13. Vu Cong tac thanh nién CTTN
14. Thanh tra B9. TT

15. Van phong BJ. VPB
16. Ban Thi dua- Khen thuéng Trung uwong. TDKT
17. Ban To6n gido Chinh phu. TGCP
18. Ban Co yéu Chinh phu. CYCP
19. Cuc Van thu va Luu trir nha nudce. VTLT
20. Co quan dai dién ctia B6 tai thanh phé Hd Chi Minh. | CQTTHCM
21. Co quan dai dién B6 tai thanh ph6 Da Néng. CQTTBHN
22. Vién khoa hoc t6 chirc nha nudc. VKH
23. Tap chi to chirc nha nudc. TCTC
24. Trung tam Thoéng tin. TTTT
25. Truong Pao tao, boi dudng can b, cong chirc. TPTBD
Bing chir viét tit tén loai Vin ban hanh chinh

Quyét dinh (ca biét) Qb
Chi thi (ca biét) CT
Thong céo TC
Thong bao TB
Chuong trinh CTr
Ké hoach KH
Phuong an PA
Pé an DA
Béo céo BC
Bién ban BB

TG trinh TTr
Hop dong HP
Cong dién Cb
Gidy chimg nhan CN
Gidy uy nhiém UN
Gidy moi GM
Gidy gi6i thiu GT
Gidy nghi phép NP
Gidy di duong Pb
Gidy bién nhan ho so BN
Phiéu giri PG
Phiéu chuyén PC
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Bang chir viét tit tén loai Vin ban quy pham phap luit

Luat Lt
Phép 1énh PL
Lénh L
Nghi quyét NQ
Nghi quyét lién tich NQLT
Nghi dinh Nb
Quyét dinh Qb
Chi thi CT
Thong tu TT
Thong tu lién tich TTLT
Bing chir viét tit tén loai Ban sao vin bin

Bén sao y ban chinh SY
Ban trich sao TS
Ban sao luc SL
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MUC LUC
MO DAU .ottt ettt ettt ettt 1
Phan I : HUONG DAN CHUNG VE PHAN MEM..........c.cooooiiiiiiieeeeeseee e, 2
LKHOI DPONG CHUGONG TRINH ......ooiviviiiiiiieeecceee ettt 2
ILDANG NHAP VAO CHUONG TRINH.....cttvitieeeee oottt et 3
IILTHOAT KHOI CHUONG TRINH........coiiiieieeeteeeee oottt 4
Phin II : CHUC NANG QUAN TRI HE THONG ...........ccoovvviieeirereeeeeeeeeenen, 5
LTHAM SO HE THONG . .....ocuttoteeeeeeee oottt ettt et e ettt et ee ettt enen e, 5
ILQUAN LY NGUOIDUNG .....coviiiiiieeeisieeee ettt n st 6
IILBANG CAC TU VIET TAT ..o oooeeeeeeeeeeee e e et e ee ettt ettt 7
IV.CHI TIET TRINH BAY THE THUC .....coeueeeeeeeeeeeeeeeeee oottt 8
Phin III: SOAN THAO VAN BAN THEO CAC MAU .......cc.c.coooovvevmeereeeseeeeninen, 9
L HUONG DAN CHUNG.........ooooeoeoeeeeee et e et et ee ettt ettt e, 9
1. Cac thanh phan thé thirc vin ban da dugc phan mém mic dinh hién thi...........c..co........ 9
2. K¥ thudt nhap c4¢ NO1 AUNE ...evvvviiiiiiiiiii s 9
a) Lua chon mau van ban CAI SOBIL 1.ttt ettt et et ettt et ettt e ettt et e e ettt e et ee et 9
b) Nhap ndi dung va CAC NG AUNE ...cooveeiiiiiiiiiiiiiiiie e 10
C) CACH NHAP PHAN LUU......oveeeeeeee ettt 11
d) Cach nhap mMUC “NGUOT K™ 1ooiiiiiiiiiiiiiiiee e 11
II. SOAN THAO VAN BAN HANH CHINH THEO MAU (22 miu)........c.cccoev.n..... 12
1. MAu 1.1: Nghi qUYEt (CA DIBL) ...ttt 12
1.1 PHAN QAU VAN DAN..veve oottt e e e e te e et e et e et eteteesaeeeeeate et eeeeeeeneesenenes 12
| S O s T 1§ 12
R TR O 1o 1§ 4 o 1 12
LA, QUYEE NNttt et ettt ettt 13
L5 NOTNNAN.....cciiiiiiiiii e e e e e e et e e e e e e e e e s e s e b s e e e e e s eessb b e eeeeees 13
Le6 LU U ettt n e et et e ettt ettt 14
L7 NGUOLKY ottt ettt s e e ettt ettt ettt et 14
2. MAu 1.1.1 Nghi quyét (ca biét) ctia Thuong truc HPND ......cccocvvvvivevieieceeeeeereneen, 14
2.1 PhAN QAU VAN DAN.......voceieceieeieceee ettt sttt s s 14
2.2, CAIL CU ettt e et e e et ee ettt ettt 14
R T O Mol < s U o 15
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2.4, QUYEE NI ..vceieieeicee ettt ettt ettt 15
I [ 115 11 ¥ 1 VPO RURPPIN 16
206 LUU. ...ttt ettt ettt n ettt et n ettt en ettt 16
2.7 NGUGT KY vttt ettt ettt n st s st s et en et s et en et ten s 16
3. Mau 1.1.2: Nghi quyét ctia HOi dOng QUAN T ....cvevvereceererceeieseeeeee s st eseeie oo, 16
3.1 PhAN QAU VAN DAN.....cooveeieeeeee ettt 16
RIS O s T 1§ GO 17
R T O s 11 g 4 s V- T 17
34 QUYEE NIttt 17
R T L0851 o T 5 s VPSR 18
I3 50 OO 18
3.7 NGUOTKY oottt ettt ettt n ettt 19
4. Mau 1.2: Quyét dinh (ca biét) (quy dinh truc tHEP) ....vvevrerereeerieeeeer e 19
4.1 PhAN QAU VAN DANL.veveeeeee et eee oo e e e et e e e e s e e et e s e e etesseneeteeseeereesereeresrereeressenea, 19
N 1 s I 1 | 19
4.3, X8t Q8 NENT CUA......vveeeeeeeeeeeeeee ettt 20
A4, QUYEE INN...ooeieeeeeeeeeeeee ettt 20
I N[ 1 1 ¥ 1 s PP USPPPPRPPPIN 20
7§30 11 ¢ 21
5. Mau 1.3: Quyét dinh (ca biét) (quy dinh gian tip) .....ocoevvveveeeieeeeee e 21
5.1 PhAN GAU VAN DAN. ..ottt ee et e et e e et e e e et eee et e e et eeeneeeeee et eeeeeeeeeeeaneesanenes 21
BTN O s T | R 22
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5.5 NOTNNAN. ... e e e e et e e e e e e e e e e e e e e e e rrr b 23
R JC Y0 7 23
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6.1 PhAN QAU VAN DAN.......cvivieieiciceceeceeee ettt nen e 24
LT O] 411 (o =PTSRS PPPRRPR 24
KTNSO 24
6.4 NGUIT KY ..oevvteeeeeteeeeee ettt n et n st en e snens 25
7. Mau 1.4: VAn ban cO 80 1081 KNAC......c.oivioeeeieeeee ettt 25
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7.1 PhAn GAU VAN DAN......cveeeceeiciciceeeee ettt ettt ettt ss st ss st ssensassnes 25
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