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HE THONG CONG DOANH NGHIEP VAN TAl — SO GIAO THONG VAN T4l TP.HCM
Huréng dan si dung - v1.0

GIOI THIEU CHUNG

Tai liéu nay dugc xay dung véi muc tiéu hd tro nghiép vu Van tai . Noi dung
trong tai liéu duoc trinh bay theo trinh tu cac chirc nang va theo quy trinh nghiép
vu thuc té tai don vi.
Cac phan h¢ chirc nang chinh:

Guwi van ban;

1. Du thao van ban;

2. Tim kiém - Excel
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Huréng dan si dung - v1.0

GUI VAN BAN
1. Dw thao van ban
- Tai man hinh Céng Doanh nghiép van tai, Chon givi van ban truc tuyén.
Trang chii Thongtinvadichwu ~  Doanh nghiépvantdi ~ Bénxekhach -  Dang nhap

Nhap tir khoa tim kiém Tim kigm nang cao

VAN BAN VI PHAM NOP HO SO QUAN LY
TONG SO VAN BAN BEN: 0 TONG S8 VI PHAM: 0 DANG KY THU TUC TRUC THONG TIN DOANH NGHIEP

Tong hop tinh hinh déng bé trang thai hé Tong hop tinh hinh két nai, tich hop véi Cung cap 6 dich vu céng tir ngay
so tha tuc hanh chinh Ién Cong Dich vu... Cong Dich vu céng Quéc gia cua BS,... 01/07/2020

>
Ngay 17/03/2021 Ngay 17/03/2021 Ngay 25/06/2020

THONG TIN PHUC VU CONG DAN DICH VU CONG DOANH NGHIEP

¢ céng khai quy hoach lung tuyén ﬁg Théng tin vi pham

E=] Gidy phép ngung hoat déng i, Gidy phép kinh doanh van tai
Phu hiéu ngung hoat déng Thong tin phit hiéu, bién hiéu
Théng tin xe vi pham E‘q Théng tin gidy phép lién van
=0 Théng tin xe tai nan Uy Théng tin bén xe

éié Tra ctru théng tin ) Bdo cdo hoat dong van chuyén
@ Théng tin hiép hoi van téi ngn GUri van ban truc tuyén

Nhén véan ban truc tuyén

Hinh 1. Menu Céng Doanh nghiép van tai.

= Tangchi  Thongtinvidichvy  Doanhnghiépvintdi  B&nxekhich  Dingnhip

B&n xe khich)Van ban da gl

S5 phat hanh Nhép s& phét hanh Loai van ban [Chon loai v&n ban] ~

Tir ngay Chon ngay phat hanh & DEn ngay Chon ngay phét hanh d&n =

Trich y&u Nhap trich y&u vén ban Linh vyc [Chon finh vuic] hd
K&t qu tim kigm: 0 vin ban d3 gui

sIT 4 Tién ich $6 phat hanh Théng tin van ban dén Noi nhan X by

Khang c6 dif ligu hign thi

Trang tnrc Trang kg tisp

Hinh 2. Man hinh chdee nang G van ban

Cbng ty Cé phan Cong nghé Vietinfo 4
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Huréng dan si dung - v1.0

- Tai man hinh chtrc nang gui van ban, chon Dy thao van ban

THONG TIN DU THAO VAN BAN

S5 phat hanh (%) 1 kiém tra vén ban Ngay phat hanh 18/08/2022 H
Loai van ban (*) Quyét dinh v
Ngi nh3n () -~ Chon ngi nhan —
Linh vyc Van tai v Bg khan Khdn v
Trich y&u (*) aaaaa
7~
Tép ndi dung (%) Khéng c6 t&p ndo due chon
(Dinh dang file dinh kém: .doc,.docx,.pdf.jpg,.png; dung lugng file < 30M)
Tén file Xir ly
©v bao cao 13115 thang 4.pdf x
56 ban 56 ban S5 td SO td
Ghi chii Nhap ndi dung ghi chi (néu cd)
7~
N@i dung xtr Iy Nhap néi dung xtr Iy
7~

Ghi chii: Nhding trusng <d ddu (*) 13 bit budc nhp!

Hinh 3. Man hinh D thao van ban

- Tai man hinh Dy thao van ban, nhap cac thang tin bit buoc c6 dau ‘|, va cac
thdng tin khac néu co.

- Tépdinh kém

Ch

- Chon dé dinh kém tai liéu 1én hé thong.
- Chon file d& Iwu vao hé théng.

« - T > This PC > Desktop > HSHC > File ~ o Search File o
Organize = New folder = - ™ @
&= Pictures -, ~ Name Date modified Type Size

€dng Doanh Ngl nen File folder

C8ng Doanh Ng! %) 1. BCCD cua SGTVT.docx Microsoft Word D, 47 KB
File w4 2, BCCD cua SQHKT.docx Micrasoft Word D. 32 KB
van ban qua mai =03, BCCD Micresoft Word 97. 97 KB
Microsaft Word D. 16,418 KB
B Desktop

Microsoft Word 97.. 88,336 KB
@& OneDrive - Persc §

Microsoft Word 97

& ACER ] 6. BCCD cua HCBC.doex Micrasoft Word [

= This PC ¥ 7. BCCD cua VELPTGTVT.doox Microsaft Word D, 46 KB
B 3D Objects ] 8. BCCD cua TEDIS.docx Micrasolt Word D. 16,013 KB
I Desktop “ 9. BCCD cua DH Viet Duc.docx Microsoft Word D, 0,066 KB
[ Documents £ 8177.5GTVT-KH.signed pdf oxit Reader PDI 620 KB
& Downloads 1] bia TAI LIEU.docx Microsoft Word D. 31 KB
b mMusic 1] bia TAI LIEUsdanh muc.dock 8/10/2022 9:40 AM Microsoft Word D. 14 KB
&1 Pictures % SGTVT VB gui UBNDTP.docx 8/10/2022 9:40 AM Micrasaft Word O 30 KB
1B Videos

Ee Acer (€

~ New Volume (T

T Libraries sl >

File name: ~| |Tep tay chinh ¢.doc:docx.par ~

Hinh 4. Man hinh chzza file trén may tinh.

Cong ty Cé phan Cong nghé Vietlnfo
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Trang chii

- Sau khi d4 nhan day du noi dung va thong tin van ban ;

- Chon luu dé Iuu van ban 1én hé thong
e Luu ¥ : Vin ban khi di luu s& hién thj tai man hinh danh sach vin ban vai trang
thai cho phat hanh. Lac nay van ban chua duoc gui phat hanh.

Théng tin vi

Doanh nghiép vén tai

Bén xe khdch Thanh tra Dangnhdp

Bén xe khach:Van ban da guii

& phat hanh

Tir ngay

Trich yéu

Két qua tim kiém: 3289 vén ban d3 gin

STT

1

Tién ich

?

- Phat hanh van ban da luu, Chon

Nhép s6 phét hanh Loai vdn ban
Chen ngay phét hanh tir = Dé&n ngay
Nhép trich /an ban Linh vuc

56 phat hanh

BC07/2022-DK5012

262/BC-BXMD

2671/BXMD-KHVT

Thang tin vén ban dén

Ngay phat hanh: 18/08/2022
Trich y&u: Bio Cio Cong T4c Kiém Binh 15/07-14/08/2022
Trang thai: D3 phit hanh

Ngay phat hanh: 17/08/2022
Trich y&u: Béo cdo k&t qua hoat dang cia B&n xe - Thang 7
Trang thai: D3 phit hanh

Ngay phat hanh: 17/08/2022
Trich y&u: V& visc cip phit higu Tuyén & dinh ting cubing phuc vy dip L& Quac khanh 2/9 nam 2022
Trang thai: D3 phat hanh

Ngay phat hanh: 17/08/2022
Trich y&u: bang théng ké kham sifc khée dinh ky 14 xe nim 2022
Trang thai: B3 phat hanh

Ngay phat hanh: 17/08/2022

Trich y&u: Bdo cdo cdng tic kifm dinh 15/07/2022 dén 14/08/2022
Trang

Ngay phat hanh: 17/08/2022
Trich y&u: 840 céo céng tic kigm dinh 15/07/2022 dén 14/08/2022
Trang thai: B3 phat hanh

[Chon loai véan ban]
Chen ngdy phét hanh dén

[Chen finh vutc]

Noi nhan

- 58 giao thing van tai

- 56 giao thing van tai

- 5§ giao théng van tai

-S4 giao théng van tai

-S4 giao théng van tai

- 58 giao thiing van tai

Hinh 5. Man hinh danh sach gui van ban.

Xt Iy

& ¢cot xtir ly tai man hinh danh sach gui van

ban.

Théngtinvadichvy  Doanhnghiépvintdi  Bénxekhdch  Thanhtra

Trang chii

Bang nhap

84n xe khich-vin b

Bl

$6 phat hanh

Tir ngay

Trich yéu

K@t qua tim kigm: 3289 van ban da gin

sTT A

1

Tién ich

£

Nhap 55 phat hanh
Chon ngdly phét hanh b

Nhé&p trich y&u véin ban

56 phat hanh

BC07/2022-DK5012

262/BC-BXME

2671/BXMD-KHVT

o1

Logi van ban
) ™ Dan ngdy

Linh vire

Théng tin van ban dén

Ngay phat hanh: 18/08/2022
Trich y&u: Bio Cdo Cong Tae Kifm Binh 15/07-14/08/2022
Trang thii: D phit hanh

Ngay phat hanh: 17/08/2022
Trich yéu: Bdo céo két qua hoat déng cia BEn xe - Thang 7
Trang thal: B3 phat hanh

Ngay phat hanh: 17/08/2022
Trich y&u: V& viéc ciip phil hiéu Tuyén c§ dinh ting cudng phuc vu dip LE Quéc khanh 2/9 nim 2022
Trang thai: D& phat hanh

Ngay phat hanh: 17/08/2022
Trich y&u: bing thang ké kham siic khoe dinh ky |8i xe nam 2022
Trang thai: ©3 phat hanh

Ngay phat hanh: 17/08/2022
Trich y&u: Bio cdo cong tic kidm dinh 15/07/2022 dén 14/08/2022
Trang thai: Che phat hanh

Ngay phat hanh: 17/08/2022
Trich y@u: Bio céo cing tac KEm dinh 15/07/2022 dén 14/08/2022
Trang thal: 03 phat hanh

[Chon loai vén ban]
Chon ngdly phét hanh aén

[chon finh vise]

Noi nhan

- 54 giao thong van tai

- 5& giao thing vin tai

- 54 giao thong van tai

- 5 giao thong van tal

- 54 giao thong vin tai

- 5S¢ giao thing vin tai

Hinh 6. Man hinh danh sach gui van ban.
- Chon chi tiét @& xem lai théng tin va noi dung vin ban da soan.

Xir Iy

i

@ Chitiét
# Chp nhét

Cong ty Cé phan Cong nghé Vietlnfo
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- Chon Cap nhat dé chuyén dén man hinh xt Iy van ban da luu trude do.

- Chon phéat hanh , dé phat hanh van ban.

THONG TIN DY THAO VAN BAN

S& phat hanh () 5 Ngay phat hanh 17/08/2022 =]
Loai vin ban (*) Bdo cdo ~
Noi nhan (%) | ]
Linh vuc [Chon finh vuc] ~ P& khin Thung ~
Trich y&u (*) B30 cdo cdng tac kiém dinh 15/07/2022 dén 14/08/2022
4%
Van ban lién két | Tim ki€m van ban lién k&t ...
Tép ngi dung (%) Chon tép | Khong <d tép nao dugc chon
(Pinh dang file dinh kém: .doc,.docx,.pdf.jpg,.png; dung lugng file < 30M)
Tén file Xir Iy
S6 ban 1 54t 1
Ghi chii Nh&p ndi dung ghi chi (n&u cd)
a3
NGi dung xir Iy Nhap ndi dung x(r Iy
%
Shi ehi: Nhifng trudng cé ddu (*) 13 bit bude nhip!
N h hY h 2 - 2
Hinh 7. Man duw thdo van ban
2 A G Trf]' \.I'E A A N\ bY 4 w g
- Chontrove , dé€ vé man hinh danh sach van ban.
N =R
2. Tim kiém — Excel.
. Y N s > . % > A . N - K 7 [N
- Tai man hinh danh sach gwi van ban, chon thdéng tin tim kiém theo cac tiéu
7N = K - K ~ <
chi tim kiem dworc thiet |lap san.
- .
) Q, Tim kiém . i i
. N N . K - X > . - K
- Click vao tim kiem , dé tra ctru ket qua tim kiem(2).
R X - 7 1% > ~ > .
- Chon Excel dé xuat file danh sach van ban da guwi(2).
Doanh nghiép van tai-Van ban da gdi
S6 phat hanh Nhap s6 phat hanh Loai van ban [Chon loai van ban] ~
Tir ngay Chon ngay phéat hanh = Pén ngay Chon ngay phét hanh dén =
Trich y&u Nhap trich yéu van ban Linh vu'c [Chon linh virc] b
K&t qua tim ki&m: 3289 v&n ban da guri
STT ~ Tién ich $6 phat hanh Thoéng tin van ban dén Ndi nhan Xur ly
1 RS 005/22-TT5015D Ngay phat hanh: 20/08/2022 - 54 giao théng van tai o
Trich y&u: Bao Céo K&t Qua Thuyc Hién Céng Tac Kiém Binh Théng 8
Trang thai: Pa phat hanh
2 @ BC0D7/2022-DK5012 Ngay phat hanh: 18/08/2022 - 53 giao théng vén tai Py
Trich y&u: Bdo Céo Céng TAc Kidm Binh 15/07-14/08/2022
Trang thai: Pa phat hanh
3 @« 262/BC-BXMB Ngay phat hanh: 17/08/2022 - S giao thong van tai o
Trich y&u: Bao cdo két qua hoat déng cla B&n xe - Thang 7
Trang thai: Da phat hanh
4 L) 2671/BXMB-KHVT Ngay phat hanh: 17/08/2022 - 5@ giao thong van tai o
Trich y&u: V& viéc c8p phin hiéu Tuy&n <8 dinh t&ng cudng phuc vu dip LE Quic
khénh 2/9 n&m 2022
Trang thai: Pa phat hanh
5 LY 01 Ngay phat hanh: 17/08/2022 - 56 giao théng van tai o
Trich y&u: bang thdng ké kham sirc khoe dinh ky 1ai xe nam 2022
A e P ~ PRV
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