VAN PHONG CHINH PHU CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phiic

S6: 8146 /VPCP-HC Ha Ngi, ngay4et thang 10 ndm 2012

V/v huéng din thuc hién vin ban
8042/VPCP-HC

Kinh gtri:
- Cac B9, co quan ngang B9, co quan thu¢c Chinh phi;
- Uy ban nhén dén céc tinh, thanh pho truc thugc Trung wong.

Ngay 10 thang 10 nam 2012, Van phong Chinh phu d& ban hanh Céng
van s6 8042/VPCP-HC théng béo y kién chi dao cua Thu tuéng Chinh phi
vé viéc Vin phong Chinh phu cong khai tién d¢ xur Iy van ban va tién do xay
dung, ban hanh van ban huéng dan thi hanh Luat, Phap Iénh trén hé théng mang
dung riéng ctiia Chinh phu; dé cac co quan khai thac dugc cac tinh ning va théng
tin lién quan trén hé thong, Vin phong Chinh pht huéng din nhu sau:

1. Tién @6 xir 1y vin ban do cac co quan trinh Chinh phu, Thi tuéng
Chinh phu dugc thé hién qua hd so d4 hodc dang xir ly tai vi tri chuyén vién, don
vi, Lanh dao Vian phong Chinh phu, Lanh dao Chinh phu hay d3 chuyén qua B9,
nganh khac dé xir ly tiép. Céc théng tin bao gom thoi gian tiép nhan, xtr Iy hd so
tai cac vi tri; ho tén, s dién thoai, dia chi thu dién tir clia ngudi xir ly; s6, ky
hiéu céc van ban lién quan.

2. Tién d6 x4y dung, ban hanh vin ban huéng dan thi hanh Luat, Phap
1énh thé hién trang thai va qua trinh x4y dung, ban hanh cac vin ban huéng dan
Luét, Phép 1énh trinh Chinh pht cla cac co quan d& dugc phan cong va dang
dugc x1r ly tai Van phong Chinh phu.

Céc B9, nganh, dia phuong chi dong vao mang dé biét thong tin lién quan
dén tién d6 xtr ly cac vin ban do co quan minh trinh; tién d6 xay dung, ban hanh
van ban huéng din thi hanh Luat, Phép 1énh dé phdi hop xtr 1y cong viée theo
Quy ché 1am viéc ctia Chinh ph.

Vin phong Chinh phii d& nghj cdc B, nganh, dia phuong thuc hién
nghiém Quy ché 1am viéc ctia Chinh phu va céc huéng dan ctia Vin phong
Chinh pht tai cdc van ban 1339/VPCP-HC ngay 06 thang 12 nam 2011,
7017/VPCP-HC ngay 07 thang 9 nam 2012 va Tai liéu hudng dan chi tiét gui
kém Co6ng vin nay./.

Noi nhidn:

- Nhu trén;

- TTg, cac PTTg (dé b/c);

- VPCP: BTCN, cac PCN, Trg ly, Thu ky TTg,
cac PTTg, Thu ky BTCN, cac Vu, Cuc, don vi,
Té Cong tac UDCNTT;

- Luu: VT, HC (3). HBD.AY5




TAI LIEU HUONG DAN SU DUNG

THEO DOI TIEN PQ XU LY VAN BAN TREN PHAN MEM

(Hudng dén sic dung cho B, Nganh, dia phwong)

Ha Noi, 10/2012
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I. MUC PICH VA YEU CAU

1.1 Muc dich:

Tai liéu nay duoc sir dung & trg gitp ngudi lam viée truc tiép (van thu)
ctia B9, nganh, dia phuong theo ddi dugc tién d6 xir 1y vin ban cia don vi minh
trinh Chinh phi, Thii twéng Chinh phti théng qua hé théng Guri nhan van ban
qua mang ding riéng ctia Chinh pht dé phuc vu chi dao diéu hanh.

Céc thong tin vé tién d6 xir Iy vin ban s& gitp cac B, nganh, dia phuong
ting cuong phdi hop véi Vin phong Chinh phil trong viéc thuc hién nghiém
Quy ché 1am viéc ctia Chinh phu.

Céc thong tin nay cén dugc cac co quan, don vi quan ly va sir dung theo
céc quy dinh, quy ché hién hanh ctia Nha nuéc va ciia don vi minh trong khi
thue thi ché d6 cong vu.

1.2. Céc yéu cin cin c6 khi si dung phin mém
Yéu cdu vé ha tang va vé phan ciing

May tinh c¢6 CPU 2.8 GHz tr¢ len, 1GB RAM

My c6 kha nang két ndi mang LAN
Yéu cau phan mém

St dung trinh duyét Firefox 8.0 tr¢ lén

Phan mém soan thao vin ban : Microsoft Word 2003 tr& 1én

Phan mém doc file .pdf: Adobe reader, Foxit reader ...

Phin mém hd trg g6 tiéng Viét Unicode: Unikey, Vietkey ...

Yéu cdu vé két néi véi hé thong mang dimg riéng phuc vu chi dao, diéu hanh cia
Chinh phu:

Mady tinh ctia Van thu Bo, Nganh, dia phwong phai dugc két ndi véi hé
théng mang dung riéng phuc vu chi dao, diéu hanh ctia Chinh phu, truy cép
duoc hé théng quén ly van ban va hd so cdng viéc qua mang.

1.3. Yéu ciu vé an toan, bio mat thong tin:

- P& ¢6 thé giri nhan van ban va xem tién d§ xir 1y vin ban trén phin
mém, phai ma héa théng tin thong qua si dung thiét bi bao mat ciia Ban Co
yéu Chinh phii. Do d6 cic B§/Nganh cin thuc hién nghiém tic quy dinh cua
Ban Co yéu Chinh phi1 vé str dung eToken va huéng dan ctia Trung tAm Chinh
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phil dién tir (CPDT) Viettel khi cai dat tich hgp eToken, phdn mém (xem thém
vin ban 1339/VPCP-HC ngay 06 thang 12 nam 2011 cia Véan phdong Chinh
phu).

- May tinh thuc hién cong viéc ndy phai dugc bao vé boi cac phin mém
chéng va diét virus, chéng phén mém ddc hai khac; dugc bao vé khoi tin cong
mang va duoc kiém soat, chdng truy cp tir mang internet va cic mang khong an
toan khac; may phai c6 ngudi chiu trach nhiém quan ly theo quy dinh vé an
ninh, an toan thong tin.

- Céc don vi thuwong xuyén thay doi mdt khdu truy cdp, dam bao mat
khdu c6 d6 dai it nhét 8 ky tu va gdm céc ky hiéu dic biét dé ting cudng d6 an
toan khi truy cép.

- Tuén thu cac yéu cau khéac vé an toan, an ninh thdng tin ciia Nha nudc
va cla co quan, don vi minh trong quan ly, str dung, van hanh hé thong.

1.5. Yéu chu thong tin tir cac By, Nganh, dia phwong

Cac B9, Nganh, dia phuong thuc hién nghiém Quy ché lam viéc cua
Chinh pht va theo huéng din cia Vin phong Chinh phil tai van ban
7017/VPCP-HC ngay 07 thang 9 nim 2012 dé c¢é hd so dién tir trinh Chinh
phu, Tha tuéng Chinh phu.

1.6. Céc thong tin dwoc biét khi xem qua trinh xir Iy hd so

Céac Bo, Nganh, dia phuong c6 thé xem qua trinh xtr 1y hd so do don vi
minh trinh, gdm cac thong tin sau trén ludng xtr Iy van ban:

- Thoi gian: Van phong Chinh phu tiép nhan vin ban, chuyén vién nhan
vin ban d& xir ly, lanh dao don vi ky duyét, 1anh dao Vian phong Chinh pha ky
duyét, lanh dao Chinh phu cho y kién, cong van phét hanh.

- Thong tin lién quan dén van ban: S6/ky hiéu van ban, ngudi ky, don vi
thuc hién, co quan nhédn, dudng di ctia hd so trong Van phong Chinh phu (sb 13n
trinh, s6 14n tra lai) va ngoai Vian phong Chinh ph.

- Thdng tin vé ngudi xir Iy hd so: ho va tén, sb dién thoai, dia chi thu dién
ti (email) cia chuyén vién xir 1y, 1dnh dao don vi xir ly, 1anh dao Vin phong
Chinh phu x1t Iy, 18nh dao Chinh phu (thu ky) x ly.
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II. HUONG DAN SU DUNG PHAN MEM

2.1. Huwéng din thiét 1ap tham sé hé thong va ding nhip chwong trinh si
dung USB Token

Néu may tinh da cai USB Token thi thuc hién theo cic budc sau dé ding nhip vao

chwong trinh
a. Chinh sira file Host.  Viéc chinh sira file hosts chi cdn thuwe hign 1 lin

Budc 1: Piu tién chinh siva file hosts trong thir muc C:\WINDOWS\system32\drivers\etc

Tools - Help

[
: ‘/““j Search

C W_INDOWS\systemSZ'gFirivers\etc

In hosts sam

e

- @) Rename tis s
B Move this fe -

’ f@ C‘qmﬂ this Fits
‘6 Publish this File b b Wob
53 Emnai this fle . :

ﬁ Dnbsta this “ev: )

networks
File
1ve

protocol
File

LR NH

service Typs: Fite
File | Date Modified: 4/14/2008 12:00 PM
VB | size: 407 bytes

Other Places

iy dibvers
1;;} Wy r;acuﬁmts

Budc 2: Nhip chugt phdi vio file hosts chon Open

Fille Edit Yiew Favorites Tools Help

. Imhasts.
Flle and Folder Tasks SAR File
. . 4 bE
@l Fename this fils
: @ Move this flle h
Iy Copy thisRle 7 4R TortoiseSYN v
: @ Pusblish this e m t,.he" W & Add to archive...

m E—maifthis fife

x this B Add to "hosts.rar"
WK Delete this Fls

8 Compress and email, ..
& Compress to "hosts.rar" and email

Other Places Send To »

Buwdc 3: Chon Notepad roi OK
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Open With

Choose the program you want to use to open this File:

File: hosts

Pragrams

& Microsaft Office Picture Manager )
3. Microsoft OFfice PowerPoint
i e Word

W ictenad

@ SQL Developer
) windows Media Player

#9 windows Picture and Fax Viewer
¥ WinRAR archiver
[ wordPad

Tl %ML Editor

3 pegrarn Ve obetrs T kired of Pe

Ev OK % [ Cancel J

Buoc 4: Trong notepad thém dong 172.24.0.2  vpchinhphu.vn

¥ hosts - Notepad
File Edit Format View Help

# Copyright (c) 1993-1993 microsoft Corp.

#*

# This is a sample HOSTS file used by Microsoft TCP/IP for windows.

&+

# This file contains the mappings of IP addresses to host names. Each
# entry should be kept on an individual line. The IP address should

# be placed in the first column followed bg the corresponding host name.
# The IP address and the host name should be separated by at least one
# space.

#

#* Additiona11¥, comments (such as these) may be inserted on individual
# Tlines or following the machine name denoted by a '#' symbol.

#

# For example:

#*

# 102.54.94.97 rhino. acme. com # source server

#* 38.25.63.10 X.acme. com # x client host
127.0.0.1 Jocalhost

172.24.0.2 vpchinhphu. vn

Lwu v: Trudc khi thuce hién tié"p theo, dé nghi kiém tra véi qudn tri hé théng cia don vi dé dim
bdo ring cdc phin mém nhu twong lira, diét virus mé cong 443 cho giao djch sir dung ma héa

dwong truyén.
b. Dang nhip vao chwong trinh
Buogc I: Chay trinh duyét Firefox

Buwdc 2: Vao dia chi https://vpchinhphu.vn/

Buoe 3: Chon nhu hinh vé
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This Conmnnection is Untrusted

You have asked Firefax to connect securely to 172.16.50.10, but we can't confirn that your
connection is secure.

plarmally, when you try to connect securely, sites will present trusted identification to prove that yoo
are going to the right place. However, this site's identay can't be verified.

{ what Should I Do?

If you usuatly connect to this site without problems, this ecror coutd rmean that someone is trying to
rnpersonate the site, and you shouldn't continue.

Technical Details
I 1 Understand the Risks I

Buwdc 4. Chon nhu hinh vé

This Connection is Untrusted

You have asked Firefox to connect securely to 172.16.30.10, but we can’t confirm that your
conneaction is secure.

Marmally, when you try to connect securely, sites will present trusted ideatification to prove that you
are going to the right place, However, this site's identity <can't be werified.

what Should I Do?

If you usuaily connect to this site without problerns, this error could mean that someone is trying to
impersonate the site, and you sheuldn't continue.

[ wetme oyt ofherel |

Technical Details

I Understand the Risks

I you understancd what's going on, you can telt Firefox 1o start trusting this site’s identification, Even if
you trust the site, this ervor could mean that someone is tampering with your connection.

Dan't add an exception unfess you know there's a good reason why this site doesn’t use trurstac
identificatiorn.

Bernear-

Eocation:

Certificate Status
This site attermnpts to identify tself with invalid information.

Wrong Site

Certificate belongs to a different site, which could indicate an identity theft.
Uninown Identity

Certificate is not trusted, becsuse # hasr't been verified by a recognized authoriby.

{#! Permanently store this exception

2 ]
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Buedc 6: Nhép mat ma cia USB Token

Password Required
@= Please enter the master password for the eToken. .
ase .,

{ OK } [ Cancel

e

Buwdce 7: Chon OK

bser Identification Reque&t

This site has requesterd that you identify yourself with a certificate:
vpchinhphu.vn (443}

Qrganization: "VYan phong Chinh phu”

Issued Under: "Ban Co yeu Chinh phu”

% Choose a certificate to present as identification:
£] okenel ZIA10G-FcU4 45 e300 07362301271 [O-FE0EL. I

4 Details of selected certificate: H
Issued to; CN=Van thu 01 (M), L=Ha Noi,QU=Vu Hanh - e
i chinh,O=Van phong Chinh phu,C=VN
’ Seriat Number: 2D:F5:0E
é Valid from 12/6/2011 18:06:30 PM to 12/4/2016 18:06:30 PM
Certificate Key Usage: Signing, Key Encipherment, Data
Encipherment

Email: vpcpdl @vpchinhphu.wn
Issued by: CN=Co quan chung thuc so Chinh phu O=Ban Co yeu

[oul oSy Eupuy SN SR R4 Y )

-

Y] Remember this decision

Luu ¥: cde budc trén chi cdn lam ldn ddu khi thiét ldp mdy lan déu hay khi cdi lai mdy
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2.2. Ping nhip phin mém giri nhin vin ban

Vao man hinh dang nhép

Nh3p tén truy c@p va mat khiu: Bao mat: HEy d2ng xudt hodic tht webEroxaer khi mudn thoat céc dng dung.
Thi LIEG HUPONE DAY SIY DUNG
Téa truy ol v Hudng da sir dung cal d§t trinh duyét Firefox 8.0

Tai tidu hudng din s dung vai trd |Enk dae i chuyén vidn

! Tai Uéu hudng ddn si dung val tré vén the

Tai lidu hudng din sir dung vai tré van thu o quan ngeai VPCP
Thi trinh duydt Firefox

oGk

H
T v ey

g niEp vdo dng

DANG NHAP_I x63

Nhép tén ddng nhap va mat khau dé vao chwong trinh

2.3. Thém méi van ban giri
Chtrc ning nay cho phép vin thu ciia cac B9, Ban, Nganh dia phwong thuc hién thém mdi van ban va

gtri van ban vao Van phong Chinh phu.

Bwéc 1: Chon menu Van ban giri 2 Chon Thém méi vén ban giri . Man hinh nhu sau:

Vf}n Ban gia

© vinbingui I N L T g e
Nu{wvé;’» e m Lo v bdn :’Cﬁ:nvg/vén e . ”
Tﬁfh'&'é&l‘ Bt e MR NN N
Mg Ky " ehi vy - 5
s lgmtwe :

ui 1f VB Ouy dinhonl B Fodgoniom | : : B ) €5 160 Slo kning a5t Hiéng Vist of diu
: . Nﬂlnh@n_win b ) 5

Neh P e e S SR R

18nh

Buwéc 2: : Nhép thong tin van ban
Thao tac nhédp théng tin theo bang sau
*Chil y:

- Cdc truomg danh ddu * 1a truong bdt budc
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- Cdc truong Ngay phdt hanh, Loagi van ban, D) khdn hién thi gia tri mdc dinh va co thé chon

lai

Thﬁng tin STT STy :, Tﬁn tru'ﬁ'ng |

R

Nhap s6 vin ban

2 | Ky hiéu*

Nhap ky hi€u vén ban

S8 /Ky hiéu *

S6/Ky hiéu tu dong hién thi sau khi nhap
truong S6, Ky hiéu

4 | Ngay van ban*

Nhap ngay van ban

5 Loai van ban* Chon loai vin ban
6 | Trich yéu* Nhép thong tin trich yéu cua van ban
Théngtinvanban | 7 | Ngudiky * Nhaép ho tén nguoi ky vén ban
8 | Chirc vu Nhép chirc vu ciia ngudi ky
Do khén * Mic dinh 12 ‘binh thudng’ va c6 thé chon
’ lai
" Noi nhén vin ban Mic dinh noi nhan vén ban 1a Vin phong
Chinh pht
B File dinh kém Cho phép chon mét hoic nhiéu file va

dinh kém

Chu y:

- File dinh kém: Hé thong cho phép dinh kém cac loai file cé dinh dang nhu PDF, .DOC..... Tén file
dit khong dat tiéng viét c6 dau, hoic cac ky tu dic biét.

Buée 3 : Nhin U dé lru thong tin hodc o Themmaoi & Gl dé luu va aui vin ban

2.4. Xem ludng xir Iy viin ban
Chirc niang ndy cho phép Bd, Ban, Nganh dja phuong c6 thé theo déi tién d6 xir Iy van ban.
Buéc 1: Chon menu Vin ban giri = Chon Tim kiém vin ban gt

. 5 w*y . . s 2 . N
Buéc 2: Nhan vao niit Xem luong ** dé xem chi ti€t ludng xir ly van ban. Hién thi chi tiét ludng xur

ly védn ban nhu sau:
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> Trén ludng hién thi cic trang thdi ciia vin ban sau:

- Van phong Chinh pht xir ly: Khi cac don vi ciia Vian phong Chinh phi dang xir Iy van ban

- Vin phong Chinh phit nhédn dé biét: Khi cdc don vi cia Vian phong Chinh phii chuyén van ban sang
Nhan dé biét, khong phai xi 1y

- Chinh phu x& ly: Khi lanh dao Chinh phu dang xir ly vén ban
- Céc co quan khéc xir Iy: Khi cac B/Ban/Nganh dia phuong tra 15 y kién
> Trén ludng hién thj thoi gian Vu hanh chinh tiép nhn vin bén:

- Trén node cta Vin phong Chinh pha xir ly hién thi thoi gian Vu hanh chinh , Chuyén vién tiép

nhén van ban

Click vao link S&/ky higu
nay de thie hién
download van ban phat
fanh

i

1 gian sihlre oo Bl

» Trén ludng cho phép cac Bo/Ban/Nganh download vin ban phat hianh
- Click vao link S6/ky hiu van ban phat hanh trén ludng;

- Hién thi man hinh sau:



VPCP - Tai liéu Huéng Dan Str Dung

e N Vin phing Chimh phis Sy hiza 1264/08-TTy iy V8 1309:2012
Trch i ' ’ Hgdy by 13092012
N o Ny T Diing CHETE vig Tiw turdarg Chinidi phi
S35 Ldr 28 Lo VB Quiyét Fah ¢4 biét
06 mit 2 Thufic £T cing tic Whing
Fle ¢35 dinh kétn franthiquyrhphuong_0BbAsUV...

€2 qar: buar: fuirh W ptivtg Chidnie e 12240D-1Tg Nyay v 05182012
Trick i ' ‘ h Nede nbn 072092012
Nerak k§ Myuydn Téu Ding T W Tisth tesdarg. Chinh phat

5 5 ki Losi VB Qupdt Snh ¢4 LG

O mdt o Thube CT e tc tihdng

he 133 UBrd kabrn iy

You have chosen to opeh

5] teamthiquynbwhuong_Q_miAnnhiCmiva.9.12.doc
which & a; Fcrosofl; Office Word 97 - 2003 Document
from: hitkp:/j10.1.4.72:8091

- What shoadd Firsfox do with this fie? -

> Trén ludng hién thj théng tin ciia ngudi xir Iy vin ban:

7 X \

- Di chuyén chudt vao mdi node trong ludng xir ly s& hién thi ddy dua cac thong tin gdm: Ho tén,

vai tro, dién thoai, email, hinh anh ngudi xur ly.

2.5. Tim kiém viin ban nhén

Chirc nang nay cho phép cac Bo, Ban, Nganh dia phuong sé tim kiém cac van ban ctia Van phong
Chinh phua da phat hanh.

Buée 1: Chon menu Van ban nhan = Chon Tim kiém vin ban nhan . Man hinh nhu sau:

B0 NOI Vi

Py sk

Trich véu

N by

> TRee 481 van bén Quy dinh

7 ICRY, o K ki

1 310712012 tantdon Viin phbng Chinh phis Nouyén Tén Ding
2 07/07/2012 an dy tndo £ 8 10,0707 . V&n phang Chinh phi VAn Trong Ly

3 22082012 Thes mdn cning sd. b d51 v o Vin phdng Chinh phi VO i Bum

4 2200812012 VBn phing Chinh phi Nouy&n Tn Dang
5 2208/2012 vin phing Chinh phi Nguydn Thn Diing
8 220802012 PRy VBn phdng Chinh phi Nguyén Thign Nhan

phé durmt ©d a 3
7 2200812012 YBRGR.TTg S Ief thus Al phise e - Von phdng Chinh phi N .
90N M vi 080 Femi guvdn Thign Nndn

B 2208/2012 R VOELTT, Vin phéng Chinh phd Nguydn Tén DAng

5T ) v vite bE ung thanh vien kg 2 U vE R .
e 206012 RO E Gecir ohA e ) VAn phang Chinh phd Nguyhn Thn Dang
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! .
Butre 2: Nhap céc tiéu chi dé tim kiém van ban nhan, Nhén nat L TMKEM | pier e dorh cach cae
van ban nhan.

Chii y: Néu khong tim thdy két qua phit hop danh sdch sé khéng c6 vin ban

2.6. Viée tro giap, hd tro khi sir dung phan mém

- H6 tro qud trinh sic dung phdn mém, tinh ning giri nhdn vin ban:

+ Trung tdm CPDT - Viettel:

D/c Nguyén Viin Phong — Dién thogi: 0983 006 622 —

Email: phongnv9@pyiettel.com.vn

+ Vu Hanh chinh Van phong Chinh phu:

D/c Nguyén Tit Vinh — Dién thogi: 0913 057 941 —

Email: nguyentatvinh@chinhphu.vn

- Ban Co yéu Chinh phii (khi ¢6 van dé lién quan dén eToken):
0437738668

- Phu lue : Xir Iy cac tinh hudng trong qué trinh két nbi hé thdng va sir
dung phan mém




PHU LUC:

XU LY CAC TINH HUONG TRONG QUA TRINH
KET NOI HE THONG VA SU DUNG PHAN MEM

1. Cdc finh huéng gp phdi khi két néi sie dung phdn mém givi vin bén dén Vin
phong Chinh phi
Trong qué trinh giri vin ban vao Vin phong Chinh phu, néu don vi khéng sir
dung dugc phdn mém, dé nghi don vi tu kiém tra cac tinh hudng 16i phd bién
c6 thé gap nhu duéi day:
Buwde 1: Thuc hién 1énh “ping” dé kiém tra duong truyén két ndi tir don vi dén
hé théng cta Vin phong Chinh phu (VPCP) c¢6 thong hay khong. Cach lam

nhu sau:

chon muc Run

Set Pragram Access and Defaults

i Windows Catalog

ik Windows Update

Programs
Documents
[ settings

Ex W"} Search

i Help and Support:

Wy

pemy  Type the name of & program, folder, document, or
e B Internet resource, and Windows will opervit For you,

Open: 5[ cmd i V

{ oK J [ ;Iancel" J { Browse. ..
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Sau khi nhap xong, nhan phim Enter.
- Néu théng ludng thi s& hién thj thong béo:
Pinging 172.24.0.2 with 32 bytes of data:
Reply from 172.24.0.2: bytes = 32 time<lms TTL=128
- Néu khong thong ludng thi s& cé thong bao: Request time out
o' C:AWINDOWSsystem32\cmd.exe - ping 172.24.0.2

3§ Ly 26

Buwoc 2:

Budc 2.1: Néu ping ma khong dugc, thi kiém tra két ndi mang cua may tinh da
dugc cdu hinh dé két néi dén hé théng ctia Van phong Chinh phu chua? Néu
kiém tra da cdu hinh voi quan tri h¢ théng cua don vi minh va dam bao ré‘mg cac
cdng 80, 443 duge mé (khi c6 tudong lira hay trinh diét virus) nhung van khong
dugc thi lién hé ddu méi Viettel dé hd trg.

D/c Bui Xuin Hanh —

Dién thogi: 0988 220 383 — Email: hanhbx@yiettel.com.vn

Buwéc 2.2: Néu di ping dugc va théng duong truyén, thi thue hién ping tiép dén

dia chi: vpchinhphu.vh xem c6 dugce khong.

Tu thanh Start -> Run -> G6 I¢gnh cmd. Nhap 1énh: ping vpchinhphu.vn

+ Néu ping duge vao dia chi vpchinhphu.vn nhung van khong vao duge phin
mém thi thuc hién Remove Driver cia eToken, sau d6 cai lai driver theo huéng
dan cua Vin phong Chinh phu da giri. Néu van khong thuc hién dugc thi lién hé
déu mbi Viettel hd trg.

D/c Nguye‘~n Vin Phong —
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Dién thoai: 0983 006 622 — Email: phongnv9@yviettel.com.vn
+ Néu khong ping dugc vao dia chi vpchinhphu.vn thi thuc hién cdu hinh File

Host nhu trong file huéng dan st dung.

Buede 3: Néu quén mat khiu USB Token, hoic khong biét str dung USB Token,
hodc thiét bj USB Token bi hdng thi lién hé véi Ban Co yéu Chinh phu dé duge
hd tro.

Dién thoai: 043 773 8668

2. Dié¢n thogi lién hé tre gitp khi sit dung phdn mém
- HO trg qua trinh sir dung phan mém, tinh ning gtri nhin vin ban va xem tién
d6 xtt Iy van ban, hd so:
+ Trung tam CPDT - Viettel:
Dre Nguyé~n Van Phong — Dién thoai: 0983 006 622 —
Email: phongnv9@yiettel.com.vn
+ Vu Hanh chinh, Vin phong Chinh phu:
D/c Nguyén Tit Vinh — Dién thogi: 0913 057 941 —
Email: nguyentatvinh@wchinhphu.vn

- H5 tro st dung chirc ning theo doi tinh hinh xiy dung vin ban huéng dén thi
hanh luat, phép lénh:

Vu Phép luét, Vin phong Chinh pht: B/c Nguyén Xudn Dirc

— Dién thoai: 0932 357 588 hodc 080-43639.
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THEO DOI TIEN PO XAY DUNG, BAN HANH VAN BAN HUONG DAN
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(Hudmg dan si dung cho Bj, Nganh)

Ha N¢i, 10/2012
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1. Muc dich va yéu cu ciia chwong trinh céng khai tién d@ xay dung,
ban hanh vin bin huéng din Luit, Phap 1énh.

1.1 Muc dich:

Tai liéu ndy dugc xay dung nhim hudng din vin thu Vin phong céc B,
co quan ngang Bo theo dbi tién d6 xay dung, ban hanh vin ban huéng din
Luat, Phap 1énh cua cac By, Nganh. Dinh ky bdo cdo B§ trudng, Tha trudng
céc co quan ngang B vé tinh hinh, két qua soan thao cic vin ban dugc phan
cong; gidp B trudng, Thu truong cac co quan ngang B trong kip thoi chi
dao viéc nghién cuu, soan thao vin ban bao dam chét lugng va thoi han trinh
Chinh phu, Thu tuéng Chinh pha.

Chuong trinh céng khai hoa tién d6 x4y dung, ban hanh vin ban hudéng
din Luat, Phép 1énh 1 mét hop phin cia phdn mém Quan 1y vin ban va hd so
cong viée do Tap doan Vién thong Quan d6i (Viettel) xay dung trién khai trén
mang dung riéng phi,lc vu chi dao, diéu hanh ciia Chinh phu.

Cic thong tin nay cin dugc quan ly va sir dung theo cic quy dinh, quy ché
hién hanh ciia Nha nuéc va céc co quan trong khi thuc thi ché d6 cong vu.

Céc yéu céu lién quan dén an toan, an ninh théng tin khi sir dung phin
mém nay dugc ap dung nhu khi sir dung phin mém giri nhan vin ban va xem
tién d6 xir Iy vin ban. |

1.2 Yéu ciu:

Cic yéu cAu cAu hinh may tinh @& sir dung phan mém Quan ly cong
viin va hd so cong vige:

v" Yéu ciu phén cirng
o CPU 2.8 GHz tr¢ 1én, 1GB RAM
o May c6 két nbi mang LAN
v" Yéu ciu phin mém
o Sir dung trinh duyét Firefox 8.0 trd 1én

o Phan mém soan thao vin ban : Microsoft word




VPCP - Tii liéu Huéng Dén Sir Dyng

o Phin mém doc file .pdf: Adobe reader, Foxit reader ...
o Phan mém hd trg gd tiéng Viét : Unikey, Vietkey ...

Yéu ciu vé két ndi véi hé thdng mang ding riéng phuc vu chi dao,
diéu hanh ciia Chinh phi, Thi twéng Chinh phii:

My tinh ctia Vin thu Bo, co quan ngang Bé phai dugc két nbi véi hé
théng mang dung riéng phuc vu chi dao, diéu hanh cua Chinh phu, truy céap
dugc hé théng quan Iy vin ban va hd so cong viéc.

Yéu cau vé& biao mit va an toan théng tin:

Vin thu cic B phai sir dung USB Token ciia Ban Co yéu dé truy cép vao
hé théng quéan 1y vin ban va hd so cong viéc; thuong xuyén thay déi mdt khdu
truy cdp, #am bio mat khiu c6 d6 dai it nhat 8 ky tur va gdm cac ky hiéu dic
biét dé ting cudng d6 an toan khi truy cip, tuan thu cac quy dinh vé an toan
an ninh thong tin khac ciia Nha nuéc va cua don vi minh.

2. Huréng din sir dung chwong trinh cdng khai tién d9 xay dung, ban
hanh vin ban hwéng din Luit, Phap lénh.

2.1. Ping nhép vao hé thong Quan ly vﬁh ban va Ho so cong viée

Vao man hinh ding nhép

Nl’l‘p tén truy qp v ll'lat khéu: Bao mét: HBy dang xust holc tht WebBrowser khi musn thokt cic Ung dung.

TAI LIEU HUONG DAN ST DUNG
» Huédng din s dunp chi d#t trinh duy§t Firefox 8.0
» Thl i4u hwimg dfn sir dunp val trd iinh dyo va chuydn vien
» Thillu hting din sir dyng val tré viin thu
Mt khidu: . » Thl lidu hudmg dln sir dynp vei trd viin thue co qusn ngoal VPCP
| » Tl trinh duyét Frefox
» o0l

Ién truy cBp:

Nh&c nha t4i khi diing nhép vho ing
dung khéc.

DANG NMP xba |
Nhap tén dang nhap va mat khiu dé vao chuong trinh
2.2. Tim kiém/Bio cdo thong ké vin ban chi tiét thi hanh luit

Buéce 1: Chon menu Quan ly vin ban quy dinh chi tiét thi hanh luit . Man
hinh nhu sau:
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Jer 1 B Budg 407

Pow Thok

T ¥l bdr gy Grkcchl
it the hirt udt e

Trng thi vin bin e T

€ Quan iy VB Quy dinh chi

Noby . T . Do o . 3
tiet thy hanh Luat, Phap B . -
v T : R .. Dl . . : 8
Wy mevasnka . w g
€0 quen chi v 500 thio T v anvtecda v
¥ kin

iy LMJ —

- Danh chch wini bdn: 37 . ] @
Nat) oy Vineo 1!3' . ;:lg:nr:; P ;l"g:v lisa0nz
@nh ehi u ngl Dangxin " c hd 8o
| Lupkhiéung 01072012  hutngdlnmy 01082012 g chovi Phdng, kibnthdnh  tinh ln 1; ngiy 2682012
ninh Lubt khibu Chinh phi chéng tham  vibn CP VPCP ¢f Té rinh 6 5808
nyl nhGng N
Noh| Oinh auy _
B 08/08/2012: BY 05 inh
? Lwkwune  oworoon SN oinacn oo o 880" crravinn  ngdy 0882012 34 2622,
e Lk ry Wik 19077201 2: BY churs binh;

Buére 2: Nhip céc tiéu chi dé tim kiém van ban quy dinh chi tiét thi hanh

luat. Nhén J. Man hinh hién thi thong tin két qua tim kiém
Chi y: Néu khéng tim thdy két qua phit hop danh séch sé khéng cé van ban

Buée 3: Nhin nat Bdo cdo. Hién thi link va nhén vao link chit mau xanh.

’.Y.na";»tmj ’[;”PJ;)‘ Ngay ludu ban quy |

) 3 hdy it b6t s
‘lun‘ludl; L thi nanh | trinty

| ! R HE |

S

VyKinht§ Vy Kinhté B# ban
ngdnh t3nghgp  hénh

1 12345877 Phat hanh

Hién thi man hinh.
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Opening bao_cao_danhmuc_nodong_vaban.xls @

You have chosen to open
bao_cao_danhmuc_nodong_vaban.xls

whichis a: Microsoft Office Excel 97-2003 Worksheet
from: http:/{172.16.50.11:6084

- What should Firefox do with this file? -

{Qpen with! [Microsoft Office Excel (default) R
O SaveFie

1
i Do this automatically Fov files like this fram nove or. j

i

o] (]

Cira s6 download xuét hién. Chon “open file” dé xem bdo cdo. Chon “Save file”
dé tai file bao cdo vé may.

Vin thu By, Thu truéng ciac co quan ngang B dinh ky thuc hién in béo
cdo vé tinh hinh, két qua soan thao cac van ban duge phin céng ctia don vi minh;
giup BO trudng, Thu trudng cic co quan ngaﬂg B trong kip thoi chi dao viéc
nghién ciru, soan thao van ban bao dam chét lugng va thdi han trinh Chinh phuy,
Thu tudéng Chinh phu.

3. Dién thoai lién hé trg gitp

o - Vu Phép luat Vin phong Chinh phi: P/c Nguyén Xuén Pirc, dién
thoai 080-43639, 0932357588 (di dong);

o Trung tAm Chinh phu dién tir Viettel: B/c Nguyén Vin Phong, dién
thoai 0983006622;

o S6 dién thoai truc cia Ban Co yéu Chinh phu khi c6 vin dé lién

quan dén eToken: 04-37738668.






