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TRUNG TAM CONG NGHE THONG TIN VA TRUYEN THONG
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BAN VA HO SO CONG VIEC
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I. HUONG DAN PANG NHAP
Bwée 1: Trén trinh duyét Web tai may tinh, thiét bi di dong (Google
Chrome, Cdc Cdc...) truy cap vao dia chi: https://dangnhap.thanhhoa.gov.vn.

- Giao dién dang nhap chuong trinh nhu sau:

UBND TiNH THANH HOA

HE THONG/DANGINHAPITAPITRUNG

Tai khoan

l Tai khoan I

Mat khau

Bon vi van hanh, hé tro: Trung tim Cong nghé théng tin va Truyén théng Thanh Hoa
@ Wobsite ol Dia chi: Toa nha Trung tAm CAng nghé théng tin tinh Thanh Héa, Bai 16 Nam Séng Ma — Phd Ai Son 2
TIN NHIEM MANG Phurdng BOng Hai — Thanh phé Thanh Héa

S6 dién thoai: (02373).718.699

© Ban quyén thudc S& Khoa hoc va Cong nghé

Buwdc 2: Nhap tén dang nhip va mat khau duogc cip.

Buwdc 3: Xuét hién giao dién doi mat khau, nguoi ding nhap mat khau
duoc cép vao dong Mat khau hién tai va nhap mat khau méi vao dong Mat khau
moi va Xac nhan mat khau méi. Luu ¥ mat khau méi khi dat phai dam bao c6 it
nhit 8 ky tu ¢ ky tu in hoa, sd, ky tu diac biét.

POI MAT KHAU

Xin chao tkescamthuy

Mat khau hién tai

Mat khau mi

Xac nhan mat khau méi l —

/ Cap nhat mét khiu V& trang chi

Buwéc 4: Giao dién trang cha Hé thdng dang nhap tap trung ciia tinh. Bam
chudt vao Muc QUAN LY VAN BAN dé truy cdp vao phin mém Quan 1y vin

ban va ho so cong viéc.



https://dangnhap.thanhhoa.gov.vn/

UBND TiNH THANH HOA

phuongntht.ttentt = D6i matkhdu | Dang xuit = Lién hé

DICH VU CONG
TRUT TUVEN

QUAN LY VAN BAN

THEO DOI

LICH CONG TAC =
¢ NHIEM VU

(VAN HANH T 01/01/2026)

CONG THONG TIN
DIEN TU

BAI HOI BANG BO |G ANV PHAN HOI

TINH THANH HOA :
LAN THU XX Lol

VAN BAN

CONG BAO TINH PHAP QUY HOC TRUC TUYEN

QUAN LY
HA TANG BC-VT CHUYEN DOI SO

HTTHONG TIN
BAO CAO CAP TINH

CO BAN Bon vi van hanh, hé tro: Trung tim Céng nghé thong tin va Truyén théng Thanh Héa
@ Websito at ot at Bia chi: Téa nha Trung tim Cong nghé thong tin tinh Thanh Hoéa, Dai 16 Nam Song Ma
TN NHIEM MANG Phirérng Hac Thanh — Tinh Thanh Héa
S6 dién thoat: (02373).718.699

© Ban quyén thudc S& Khoa hoc va Céng nghé

- Giao dién chinh cua phan Quan 1y van ban va ho so cong viéc

HE THONG QUAN LY VAN BAN VA HO SO CONG VIEC TINH THANH HOA

(1] Vanbandén  Vanbandi  Quan trj

Van bin dén © | Mhip b hos tm ki T kid ning cao

VAN BAN DEN VAN BAN BI
= Van ban dén lién théng 0
= Van bdn dén wong Tinh s
« Van bdn dén ndi by 0

NHIEM VU CUA CA NHAN

Quin trj v cip nhit: Trung tim Cang nghé thang tin va Truyén théng
Dia chi: Tad nhi Trung tim Céng nghé théng tin, Dai 1§ Phuding Hae Thanh - Tinh thog: 02373.718.699

II. HUONG DAN SU DUNG
1. Hwéng din tao so vin ban

Budc 1: Van thu vao Quan tri



HE THONG QUAN LY VAN BAN VA HO SO CONG VIEC TINH THANH HOA

N Vinbandén Vinbandi  Quantri f_@

Van ban dén Nhap tir khoa tim ki¢m Q Tim Y Tim ki€m nang cac
VAN BAN DEN VAN BAN DI
» Van ban dén lién théng 0
« Vanban dén trong Tinh 5
» Van ban dén ni bd 0

THONG KE VAN BAN DEN BON V]
o

NHIEM VU
<po

&n han trong ngay Sap 16i han xir Iy

Chua xtr Iy trong han Chua xi I qua han

Con phai x{r Iy Da xir ly (trong han) DBang xur ly trong han ‘Dang xur Iy qua han

B8 xirIy (qué han) Qua hanxir Iy

Quin tri va cap nhit: Trung tam Cong nghé thong tin va Truyén thong
Bia chi: Toa nha Trung tam Céng nghé théng tin, Dai 16 Nam S6ng M - Phuéng Hac Thanh - Tinh Thanh Hoa: Bién thoai: 02373.718.699

Buéc 2: Chon S6 viin ban > Thém méi

HE THONG QUAN LY VAN BAN VA HO SO CONG VIEC TINH THANH HOA

i

CHUC NANG (] Vinbandén  Vanbandi  Quantri L.@

i= Danh muc riéng Danh séch s8 vin ban

* Ky higu van ban

Sao chép s6 Tatcdnam v Tét ca loai s& v Nhap tir khoa tim kiém 2. Dachon0

/ 0| st [renss Nam Loai 58 % Loai van ban La 53 van ban cia

56 Cong van dén v/ 2026 Van ban dén font-weight:600

oo

2 |38 Cong van di 2026 \Van ban di font-weight:600

Buwde 3: Nhap day du cac thong tin nhan > Luu
5

# Tén & van ban # Loai s * Nam sif dung
S8 Van ban dén Van ban dén 2026
La 56 van ban cua (Cd quan, don vi, phong ban) Lanh dao phan céng

S& Test (kiém tra hé théng)

Banh sa tu Tang s6 tu ddng
1 Co

La s8 van ban méc dinh
cé

Danh sach sé van ban méi nhap

> D Ljch s hiéu chinh

o im J- o)

2. Hudng dan vao so van ban dén

Buwge 1: Nguoi dung chon Vin ban dén/Vin ban dén trong tinh dé xuat
hién Danh sach vin ban dén qua dudng mang



) HE THONG QUAN LY VAN BAN VA HO SO CONG VIEC TINH THANH HOA

N iy
= CHUC NANG
5] X 1§ v ban dén

* Van bin dén lién théng

* Van bin dén trong Tinh 5

* Van ban dén ngl bg
~ 56 van bin dén

= Van bin trd Lyi

« Sip dén han i 1

* Qua han i Iy

n

fan ban di

5 chearly

Khong vio 56

O | @ Ngiydén
cl
o [ 250872025
16:1525
2406/2026
B
D 14:37:11

< 56, ky hidu géc

21T1UBND-CAP

1BT4/UBND-VP

Quin tr

(D ) (e ey ey
Ca quan ban hinh

UBND phudng Béng Tién

UBND x5 Ha Trung

* Trich yéu

Vfu tham gia ¥ ki vao cbe dyf thio vin bin Ta tiinh cda UBND tish.Nghi quyét cla HOND tinh

Tham gia vao céc du thio vén bin T trinh ciis L ban nhan dan tinh, Nghi quyét cia Hi dbng nhin dn tinh

B3 chon0

=N0) thrutha.mmtnf =

Téng 565

Thaihan  Tinh trang

Van bin mai

Van bin méi

Bwoc 2: Muon vao s6 van ban nao thi click chon Jvao vin ban dé va

o
A

nhan Vao so.

!

CHUC NANG

L) Xir Iy vinban dén
* Van ban dén lién théng
= VEn ban dén trong Tinh
= V3n ban dén ngi bé
* S8 van ban dén
= V3N ban tra lai

+ S3p dén han xir Iy

A Vin bin dén
5 chaxirly

Van ban &i

Khong vao s6

Quan trj

HE THONG QUAN LY VAN BAN VA HO SO CONG VIEC TINH THANH HOA

® .

Pachon1 Bo chon

5
= | @ |Ngaydén 4158, ky higu géc Co quan ban hanh % Trich yéu
W 2570872026 ” s s b T SRS )
oo 2171 /UBND-CAP UBND phuéng Déng Tign /v tham gia ¥ kign vao cc du thdo véin ban T trinh cia UBND tinh.Nghi quyét ctia HDND tinh

Hoac m¢ chi ti€t van ban do6 ra, chon s6 van ban sau d6 nhan Luu

= CHUC NANG

5] X by i biin déin
= Van ban dén lién thong
= Van ban dén trong Tinh
* Viin bin dén ndi by
= 58 van ban dén

= Van bin tra lgi

] Vin bin dén  Vin ban di

5

Ché i I

Khéng vio 5

: |

Théng tin van bin

Théng tin ca bin

Qué trinh xif Iy

quinw (D

am

6 vin ban® 55 dén*
= Qui han xif Ngay ban hanh Ngay dén”
« Lich s i I vBn b 25/06/2026 25/06/2026
Trich ygu®

i€} Béo cio wiin 58
Atfw tham gia § kién via céc du thio van bin Te tiinh cila UBND tinh.Nghi quyét clia HDND tinh
Hgusi k. Chie vy
Nguyén Hang Quang
Thai han Wan ban phai trd 61
O knéng O o

Van bin dink kém * [ Téi toin b8

(0 Nhip gidng VB trute | i Chuyén vie bin | = Tré 1oi VB | B Luw & thém i | 1 Chuyén cOBH m

€o quan ban hanh
UBND phuiing Béng Tién
Logi van bin®

Céng vin

Do khin
Thuéng

Wi bin c6 kém ban gidy

Qxheng O s

Vin biin dén qua mang ngly 25/06/2026 16:33:17

S5, ky g
2171/UBND-CAP

Linh wic

Phusging thie nhin
Dign t
Tinh trang

Vin ban sau khi vao s6 s& chuyén tir Menu Vin ban dén trong tinh sang

Menu Sé viin ban dén.

‘ X3 HE THONG QUAN LY VAN BAN VA HO SO CONG VIEC TINH THANH HOA

E CHUC NANG [, ] Vinbindén  Vanbindi  Quintr @
) Xt vin bin dén ®  Toanbé  Homqua  Tongngdy  Trongtuin  Trong thing
« Van ban dén lién thong
+ Thim mat
« Van bin dén trong Tinh 5
* Van bin dén ndi bo
@ S6dén, Ngaydén . NgayBH 56 ky higu Cd quan ban hanh
|l = e e
& ® e 40612025 [24/06/2026 [100/Ca/PVD1 [0 Test Gaém tra hé thong

* Van ban trd lal

+ Sip dén han xi Iy

3. Hwéng dan vao s6 van ban di

Buéc 1: Chon Vin ban di/ S6 viin ban di don vi dé mo giao dién vao

van ban di

Trich ydu

Phong Tham muu m

ngss1 (@)

Ngui / don vi xir 1y Thaihan  Tinhtrang
et @
9




Nk HE THONG QUAN LY VAN BAN VA HO SO CONG VIEC TiNH THANH HOA

= CHUC NANG N Vin ban dén q...-’mn; LJ@ Tim todn bé B

[3 Xily van ban di

Toan bo Hom qua Trong ngay Trong tuan Trong thang
* S6 van ban di dan vi | X
Tim toan be B @) | | # |Ngay ban hanh ‘56. Ky higu Trich yéu »

Bwoc 2: Chon Thém mai.

v HE THONG QUAN LY VAN BAN VA HO SO CONG VIEC TiNH THANH HOA

W,

b

CHUC NANG M Vinbindén Vinbandi  Quantri f,@ Tim toan bé B

B Xir 1y vén ban di Toan bé Hém qua Trong ngay Trong tuan Trong thang

* S& van ban di don vi | | .
m Chon s8 vin ban

Tim toan bé B O ‘ ‘ # ‘Ngé}r ban hanh

S6, Ky hiu ‘Tn'ch yéu

Buwde 3: Nhap day du cac thong tin sau d6 nhan Luru,.

—
N Vinbandén  Vinbandi  Quantr {_@ Tim toan bg B
= Naidung &, Phat hanh = Nhat ky gtii nhan 7 R

Théng tin cd bédn 1/GD-UBND

S van ban* 56 air $6 phy Ky higu® Loai vin ban*
56 Céng van di 1 QB-UBND Quyt dinh
Ngay ban hanh* Cap ban hanh* Ngui ky Chite wy:
29/06/2026 Phong Tham mufu
Hinh thifc ky vén ban Bdn vi tao Bon vi soan thao Ngui soan thao
© ounguaite O Kkythiralenh O Ky dy quyan Phong Tham muu
O Ky thay
Trich y&u*

Vv sif dyng phian m&m Quén 1§ van bin va hb so cong viec

Danh myc hd so luu trir

Hinh thic Linh vue 6 khan Phuang thirc gui
Thuéng ‘Bién tir
S6 trang Ngudi nhap Ngay tac S& ban luu
Phong Tham muu 29/06/2026 15:21:38
Noi nhan ban luu Logi nghiép vy van bin Trd I6i nhiém vy UBND tinh giao

© Vanbinmsi O Thuhsi O Thaythd (O capnhat @ Kheng O Co

(O Van ban QPPL () Van ban c6 kém ban gisy [ Van ban phai tr3 13
Luu y: trudong ¢6 dau * 1a cac truong bat budc phai nhap thong tin

Tiép theo ngudi dung chon sang tab Phat hanh dé chon don vi muén giri



M Vinbindén  Vinbinai  Quintn (2 1o B
CEZT) XD YT T
= Noidung | & Phathanh |

Théng tin cd ban 1/0D-UBND
S8 van ban* 6 di S6 phy Ky higu* Loai van ban*
1 QD-UBND Quyét dinh

S8 Cong van di

Nhét k¥ gifi nhan R

Ngay ban hanh*

29/06/2026

Hinh thic ky vén ban

© Bing vai trd

O Ky thay

Trich y&u*

Vv sii dung phan m&m Quén Iy vén ban va hd sd cdng viée

Danh myc ho o luu trit

O Kythiralenh (O Ky dy quyén

Cap ban hanh*

Phong Tham muu

Ban vi tao

Phong Tham muu

Nguai ky

Dan vi soan thio

Chie vy:

Ngudi soan thao

Hinh thite Linh wifc D6 khan Phuong thic gii
Thuéng Dign tir
SG trang Ngu@i nhap Ngay tao S5 ban Iuu

Noi nhan ban luu

Phong Tham muu

Loai nghiép vy vén ban

O Thuhsi O Thaythe O Cipnhat @ Knong O co

© Van ban méi

29/06/2026 15:21:38

Tra I&i nhiém vu UBND tinh giao

Kich chudt vao 6 Co quan don vi thudc tinh, chon don vi can giri sau d6
kich vao Chon
oot

Coquan ngodl Tinh (%) Huy chon tit cd o quan, don vi thube Tinh (5] Huy chon tit cd Donvwindibé & Chon titcd [ Huy chon tit ci
QUBE HOIVIET NAM [ | Tinh Thanh Héa Cong an tinh

[} Céc B, co quan ngang B& [} Boan BBQH va HOND tinh Thanh Héa

[} Déing iy cdp xa [} UBND tinh Thanh Héa

[+] Cac T4 chire Chinh 1rj -Xa hai [=3 Sd-Ban-Nganh

Tinh ity Thanh Héa
UBND céc tinh
€ quan TW déng rén dia ban

Ban Quan Iy KKT Nghi Son v c4c KCN tinh

]~ S& Khoa hoc va Céng nghé

Cac S& Néing nghiép v Mai trubng [ 156 Tuphap
Céc 6 NGivy (- | |56 Taichinh
CicSa V1@ (- | |56 Cong thuong
Cac 50Khoa hoc vi Cang nghg [ [ 156 Ngoalwy
[i]- | Cac 54 Cong thucng 53 |58 Xay dung
Céc 58 Xay dung 5} | SdNéng nghiép va Méi trudng
B Cac 84 Vin hda, Thé thao va Du lich M 84 Van hoa Thé thao va Du lich
[]- | ChoS&Tuphdp 1 |SéGido duc v Bho 130
(5] | Baan DBQH & HOND cc tinh, thanh ph FCIsevd
(5] | Céc S3Dén 1he va Ton gido 6 Dén 1§c va Tan gido
(- | Céc S Tai chinh (- || Thanh ra tinh
Uy ban MTTQ Vigt Nam Céc Ban, nganh
Don vl khic UBND ciip x8, phutng
Co s6 Kham bénh Chifa bénh 1 nhan [¥} | Khéi co quan TW trén dia ban
Ban Chap hanh Trung wang [}  CacBénh vién, TTYT
Cac don vi Gido duc - Dao 1ao
Cong ty - Doanh nghiép
Co quan biéo chi trén dja bn tinh Thanh Hoa
[} Wi Quan ching
[} Bonvikhic

AN

Luu y: Tai khoan cua cac cong ty, doanh nghi¢p, co s& san suat chi chon

giri dén dugc cho cac don vi c6 danh sach tai cot Co' quan, don vi thude tinh

(cot gitra).

Bugc 4: Nhan Luu va giri dé giri van ban dén don vi da chon.



= CHUC NANG
(3 Xt Iy vin ban di
* 58 vdn ban di don vi

Tim toan bd

h Vinbandén  Vin ban di

o l[a

e Luu

Noidp hanh

o Luuva gli

I COQUAN

1 CO QUAN, BON V| THUGC TINH

5d Khoa hoc va Céng nghé

11 BON VINOIBO

2t CA NHAN

1 NCI NHAN KHAC

Quan trj

[C) Nhap gidng VB trudc

= Nhat ky gifi nhan

Buéc 5: Dé theo ddi duoc van ban don vi da giri, nguoi ding md chi tiét

van ban can kiém tra

M Vinbandén Xiljcéngviéc Vanbindi Llichcongtic Hosdlwutrd  Quantr f_? Tim toan b3

= Néidung o, Phat hanh i= Nhat ky gifi nhan \ JEFT |
| Théng tin cd ban 4/01/NQ-UBND
6 vin ban® 56 di* $6 phu Ky hiéu* Loai van ban*
58 Van Ban Di 4 01/NQ-UBND Céng vin
Ngay ban hanh* Céip ban hanh* Ngusi ky Chuc v
19/06/2026 S8 Test (kiém tra hé théng) Gidm d6c s& Demo Gidm déc
Hinh thirc ky van ban Don vi tao Pon vi soan thao Nguéi soan thio
© Bingvaitra (O Kythiralenh (O Ky dy quyén Phéng Demo 1 Phéng Demo 1 Vin thu Demo
QO Kythay
Trich yéu*
14 2 7 14 2 14
Bam vao bicu tugng con mat ¢ cdt Chi tiet d€ xem chi tiét nhat ky giri nhan
cua van ban
n Vin ban dén XU Iy céng viée Vin ban di Lich céng tac H® sd Ivu triy Quan tri [_9 Tim toan b n
= Néidung 2 Phéat hanh i= Nhit ky gifi nhan PAESS B ]
| ¥ COQUAN, BON VITHUOCTINH @ Tim kiém
STT Tén cd quan Dia chi nhan Ngay gifi Tinh trang Chi it
1 [Trueing trung hoc co s& Tho Lap 10_09 19/06/2026 17:10:55 Phan cong xir Ij - o}
Téng 561 n



