VAN PHONG CHINH PHU  CONG HOA XA HQI CHU NGHIA VIET NAM
T ) Déc 1ap - Ty do - Hanh phiic

S6: 8446 /VPCP-HC Ha Noi, ngay4e, thang 10 ndm 2012

V/v hudémg dan thuc hién vin ban
8042/VPCP-HC

Kinh guri:
- Cac Bg, co quan ngang B9, co quan thugc Chinh phu;
- Uy ban nhén dén céc tinh, thanh phé truc thude Trung uong.

Ngay 10 thang 10 ndm 2012, Van phong Chinh pht d4 ban hanh Céng
van s6 8042/VPCP-HC théng bao y kién chi dao cua Thu tuong Chinh phu
vé viéc Vin phéng Chinh phu oong khai tién d6 xir 1y van ban va tlen do xay
dung, ban hanh van ban hudng dan thi hanh Luat, Phap 1énh trén hé thong mang
dung riéng cua Chinh phu; dé cac co quan khai thac ducgrc c¢ac tinh nang va théng
tin lién quan trén hé thong, Vin phong Chinh pht huéng dan nhu sau:

1. Tién 46 xir 1y van ban do cac co quan trinh Chinh pht, Thi tuéng
Chinh phu dugc thé hién qua hd so d3 hoac dang xir ly tai vj tri chuyen vién, don
vi, Lénh dao Van phong Chinh phu, Lanh dao Chinh phu hay da chuyén qua B9,
nganh khac dé xur ly tlep Céc thong tin bao gém thoi gian tiép nhén, xur ly ho SO
tai cac vi tri; ho tén, so dién thoai, dia chi thu dién tr cua ngudi xir ly; sb, ky
hiéu cac van ban lién quan.

2. Tién d6 xdy dung, ban hanh van ban huéng din thi hanh Luat, Phap
[énh thé hién trang thai va qua trinh xay dung, ban hanh cac van ban hudng din
Luét, Phap lénh trinh Chinh phu cta cac co quan dad dugc phan céng va dang
dugce xtr ly tai Van phong Chinh phu.

Cac Bg, nganh, dia phuong chu dong vao mang dé biét thong tin lién quan
dén tién d6 xir ly cac vin ban do co quan minh trinh; tién do xdy dung, ban hanh
van ban huong din thi hanh Luat, Phép 1énh dé phdi hop xtr ly céng viée theo
Quy ché lam viéc cia Chinh phu.

Vin phong Chinh phu dé nghi céc B, nganh, dija phuong thuc hién
nghiém Quy ché lam viéc ctia Chinh phu va cac huéng din cia Vin phong
Chinh phu tai cac 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 Céng vian nay./.

Noi nhan:

- Nhur trén;

- TTg, cdc PTTg (dé brc);

- VPCP: BTCN, cac PCN, Trg ly, Thu ky TTg,
cic PTTg, Thu ky BTCN, cdc Vy, Cuyc, don vi,
T6 Cong tic UDCNTT;

- Luu: VT, HC (3). HBD AYS
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TAl LIEU HUONG DAN SU DUNG

THEO DOI TIEN PO XU LY VAN BAN TREN PHAN MEM

(Hudng dén si dung cho B, Nganh, dia phuong)

Ha Nai, 10/2012
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VPCP - Tai li¢u Huéng Din Sir Dung
1. MUC PICH VA YEU CAU

1.1 Muc dich:

Tai liéu nay duogc sir dung dé trg gitp ngudi lam viée trre tiép (van thu)
clia B§, nganh, dia phuong theo ddi dugc tién dé xir 1y van ban ciia don vi minh
trinh Chinh phii, Thu tuéng Chinh phi théng qua hé théng Giri nhan van ban
qua mang dung riéng ctia Chinh phu dé phuc vu chi dao diéu hanh.

Céac thong tin vé tién do xur Iy vin ban s& giup cac B9, nganh, dia phuong
ting cuong phdi hop véi Van phong Chinh phi trong viée thuc hién nghiém
Quy ché 1am viéc ctia Chinh phii.

Cac thong tin nay can dugc cic co quan, don vi quan Iy va sir dung theo
cic quy dinh, quy ché hién hanh cia Nha nudc va cua don vi minh trong khi
thyre thi ché do cong vu.

1.2. Cic yéu ciu cin co khi si dung phin mém
Yéu cau vé ha tang va vé phdn cimg

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

May c6 kha nang két néi mang LAN
Yéu cdu phdn mém

Str dung trinh duyét Firefox 8.0 tr¢ 1én

Phén mém soan thao vin ban : Microsoft Word 2003 tr¢ lén

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

Phin mém h tro gd tiéng Viét Unicode: Unikey, Vietkey ...
Yéu cdu vé két néi véi hé thang mang ding riéng phuc vu chi dao, diéu hanh cia
Chinh phu:

May tinh cia Van thu B, Nganh, dia phuong phai dugc két ndi véi he
théng mang dung riéng phuc vu c}li dao, diéu hanh cia Chinh phu, truy cdp
dugce hé thong quan ly van ban va hd so cong viéc qua mang.

1.3. Yéu cdu vé an toan, bio mat théng tin:

- Dé c6 thé giri nhan vin ban va xem tién d¢ xur Iy van ban trén phin
mém, phai ma héa thong tin théng qua sir dung thiét bi bao mat cua Ban Co
yéu Chinh phir. Do d6é cic Bo/Nganh can thuc hién nghiém tic quy dinh cia
Ban Co yéu Chinh phu vé sir dung eToken va huéng din cha Trung tim Chinh
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VPC‘P Tai I:eu HLI'O‘Ilg Din ‘§u Dung

phu dlen tu (CPBT) Vlettel khi cai dat tiC]“l h(rp eToken phan mém (xem them
vin ban 1339/VPCPE-HC ngay 06 thang 12 ndm 2011 cha Van phong Chinh
phu).

- May tinh thye hién céng viéc nay phai dugc bao vé bai cac phin mém
chéng va diét virus, chéng phé.n mém ddc hai khac; duoc bao vé khoi tin cong
mang va duoc kiém soét, chéng truy cp tir mang internet va cac mang khéng an
toan khac; may phai ¢6 ngudi chiu trach nhiém quan ly theo quy dinh vé an
ninh, an toan thong tin.

- Cac don vj thuong xuyén thay @oi mit khdu truy cdp, dam bao mat
khdu cé d6 dai it nhat 8 ky tu va gom cac ky hiéu dic biét dé tang cudng d6 an
toan khi truy cép.

- Tudn thu cac yéu cau khac vé an toan, an ninh thong tin cua Nha nudc
va cia co quan, don vi minh trong quan ly, sir dung, van hanh hé théng.

1.5. Yéu cau théng tin tir cic B, Nganh, dia phwong

Cac Bg, Nganh, dja phuong thuc hién nghiém Quy ché 1am viéc cua
Chinh phu va theo huéng dan cia Vin phong Chinh phu tai van ban
7017/VPCP-HC ngay 07 thang 9 nam 2012 dé c6 ho so dién tir trinh Chinh
phi, Tha tuéng Chinh phu.

1.6. Cac thong tin duwge biet khi xem qua trinh xir 1y ho so

Cac B, Nganh, dia phuong c6 thé xem qua trinh xit 1y hd so do don vj
minh trinh, gom cac thong tin sau trén luéng xir Iy vin ban:

- Thoi gian: Van phong Chinh phu iiép nhén van ban, chuyén vién nhan
vén ban dé xir ly, lanh dao don vi ky duyét, l2nh dao Van phong Chinh phu ky
duyét, 1anh dao Chinh phu cho y kién, cdng van phat hanh.

- Théng tin lién quan dén van ban: $6/ky hiéu van ban, ngudi ky, don vi
thuc hién, co quan nhan, dudng di clia hé so trong Vian phong Chinh phu (s 14n
trinh, s6 14n tra lai) va ngoai Van phong Chinh phu.

- Théong tin vé ngudi xir 1y hd so: ho va tén, sb dién thoai, dia chi thu dién
tr (email) cua chuyén vién xir ly, lanh dao don vi xu ly, lanh dao Vian phong
Chinh phu xir 1y, 1anh dao Chinh phu (thu ky) xir 1y.

M2
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VPCP - Tai liéu Huéng Dan Su' Dung

II. HUONG DAN SU DUNG PHAN MEM

e e s 4 e e m e m m e n e e o = pm R s e s s = ma

2.1. Huéng din thiét 1ip tham sé hé thong va diing nhip chwong trinh sir
dung USB Token

Néu may tinh da cai USB Token thi thyc hi§n theo cdc buéc sau dé ding nhap vao

chuong trinh

a. Chinh sira file Host.  Viéc chinh siea file hosts chi cin thuec hign 1 lin

Burge 1: Diu tién chink sia file hosts trong thie muc C:\WINDOWS\system3 2\drivers\etc

Fle Edt View Favorktes Yool Halp ] _
@M o "_._) - 55' ;..Jsunrd-. ;?' E:E_]-ﬂﬁﬁmm

Arfcravy l._:l C \wmo-wswst-mwm-m 23

FFr S M T .
F - w
:: iy oned Fobder Ia!ilu $ T i

1 wff Aenawe thiz in %
%

¥
3

L oy debenrs

g3 e-meets fao

: ® Other Places

G Move ths fie
;Dt‘-ew:mﬂ.
&) Publsh ths Flo Lo the Web

¢ Dredubn this Mo

&) 0ty Corguter
& ity Wetvacrk Placod

Buoc 2: Nhdp chuft phai vio file hosts chon Open

P otc
Flle Edit View FavorRes Tools Help

@Baca -y, .}1)Sumzh L2 Folders | [T13 - Y Foder Sync
Address uc\wmnowsx,mtam : S

e i s be s e b D

ﬂ

e

fa fLerame this fils !
Move this fle s¢  7-Zip g
£ Movo ths s 7o
[ﬁ Copy this file Yy ﬂTurto-soS'm »
ﬂ MI to the Wab 3B Add o aﬂ:hwa
ﬁ E-mall this fle a Add to “hosts. rar"
W, Delats this s | § Comprass and amail...
— R | § Comprass to "hosts.rar" and email
: Other Ploces : _ Ser __‘d__'_"’_ o '

File and Folder ‘I'usl:s

Burdc 3: Chon Notepad roi OK

o n T T T EE N T T M T R T R T TR G RN T R Sm 4 e e e E e e T R o © e e e et T R T e T G
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VPCP - Tai li¢éu Huong Din Sir Dyung

o o i i B S S S e e o e e

Opoen With

Lj Choose the program you want to use to open this Ale:
File: hosts

Programs

[ (3] Microsoft Office Picture Manager oAl

! #i3. microsoft Office PowarPoint ,

. Microsoft Office Word |

A solL Developer

Q windows Media Player

@ windows Picture and Fax Viewer

@ WinRAR archiver

I [ wordPad i

Alvaayh abe L selected progrars o ope thee Sind of fle

1

| C=jc=

Budc 4: Trong notepad thém dong 172.24.0.2  vpchinhphu.vn

Fle Edit Format View Help

# Copyright (c) 1993-1999 Microsoft Corp. T

This is a sample HOSTS flle 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 1ine. The IP address should

be placed in the first column followed I:Jg the corresponding host name.
e

The IP address and the host name should separated by at least ogne
space.

nddit'lcnaﬂ}lf. comments (such as these) may be inserted on individual
Jlines 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

EEREEEREREERER RS

127.0.0.1 Tocalhost

Luu ¥: Truede khi thiec hign tiép theo, 3 nghi kiém tra véi qudn tri h§ thong caa don vi 4é dam
bdo ring cdc phf;n mém nhu twomg lira, digt virus mo cong 443 cho giao djch si dung ma héa
dirong truyén.

b. Ping nhip vao chuwong trinh
Burdre 1: Chay trinh duyét Firefox
Burde 2: Vao dia chi https://vpchinhphu.vn/

Bwde 3: Chon nhu hinh vé

S S o S e § e e e £ B ¢ S e - o 5 e e B S A S R S e

512
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% This Connection is Untrusted
b

You have asked Firsfox to connedt securgly 1o 172165030, but we can't conlirm that your
cEMnrckior 3 S8cure.

Fiarmally, when yeu try to connect securehy, vites will oresent biymed idemtification to Drgve thal you
are goung to tha yight place. However, this siie's (dentty can't bg vevdied.

What Should 1 Do?

i you wsuwatly connect 1o thiv sde without problems, this sirer could meon that soMecne s trying to
irmprel gonate the sile, a=d you thoulean t sartinue,

|._.Gotme o orharal |

Tachnics) Detalls

r 1 Understand the Risks I

Birgc 4.

Chon nhu hinh vé

This Cannection s Untrusted

You have stked Firefox o connect securely to 1T2.16.50.10, but we can't confirm that your
connection is secure,

Normally, when you try ta connect securaly, wites will present trusted idaentification to prove thae you
are going to the right place. Mowever, this site's identiyy can't be verified.

what Should 1 Do?

If you vsualhy connect to this site without problerms, this erior could mesn that someone s trying to
impersonate the site, and you shouldn't continue.

Techmnical Detalls
1 Understand the Risks

H you understand what's going an, you can tell Firefox to start trusting this siee's identification. Bven it
you trust the site. this error could mean that someane s tampering with your conmection

Don't adtd an exceptron unless you know thare's 3 good reason why this side doesn’'t uze trustad
identification.

b e e
i

et
Ll

S P R

r .

Wrong Site

You are about to gverride how Firefox identifies this site.
Legitimate banlcs, stores. and other publfic sites wifl not ask you to do this.

| Certificate Status
This site attempts to identify itsetf with invalid information. e
L !".'_J_L.:]

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

Certificate is not trusted, because it hasn't been verified by a recognized avthority.

[¥} Permanently store this exception

_l|§a&mﬁm||-

-------- —— e = S b e e 8 S R S S T s e R

A

Al
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VPCP - Tai liéu Huéng Dan Sir Dung

S ® S e o S S S R S S T T e T R o f e

Budc 6: Nhip mat ma coa USB Token

Password Required:- . S |

: : i N S

9 Please enter the master password for the eToken.

i T — |
EIL [ox [ Cancel_j

e -— -—

Buwge 7: Chon OK

L T LR ; e 3 o il
User Idenh"ﬁcalionmﬁeqmt e A S m

This site has requested that you identify yourself with a cectificate: —r
vpchinhphu.vn (:443)

Organization: “Van phong Chinh phu*
Issued Under: "Ban Co yeu Chinh phu"

.{ Choose a certificate to present as identification:

4 E'Tr_}lr;en:cl.'i’-ldl.ﬁg-l':.'l'rd -46 de- 2098-0556 4501 271 [2D:F59E) | |
i Details of selected certificate: l:
; [ssued to: CN=Van thu 01 (M) L=Ha Noi,dd:\fu Hanh - i
i chinh,O=Van phong Chinh phu,C=VN ']
, Serial Number: 2D:F$:0E .
i Valid from 12/6,/2011 18:06:30 PM to 12/4/2016 18:06:30 PM £l
Certificate Key Usage: Signing, Key Encipharment, Data .
Encipherment |

Email: vpcp01@vpchinhphu.vn
issued by: CN=Co quan chung thuc so Chinh phu,O=Ban Co yeu _ }

L e e A LT

¥ Remember this decision

F—] [_Eﬁﬁ_j

S

e e CIRIT T o e e

veu v cde budc trén chi can lam ldn ddu khi thiét lp mdy lan ddu hay khi cai lai mdy

8 T ki T R s e T R g TS S ¥ S e R e R e

- —
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VPCP Tai liéu Hudng Dan Sir Dung

2.2. Piang nhip phan mém giri nhin viin ban

Viao man hinh diang nhap

Nhap tén truy cép va méit khau: Ao mat: M, dhrp =L St hofe tAT WebBrosrer kR mudn thodt sde Jag dung.
. TAILIEU HUOMG DAN SU DUNG
Téntruyede: Huang aba 7 dung <4l gt trink duydt Frefox 2.0

| . Téi biu hudng dbn a7 dung va: trd 1Enh dao vh chuysn vibn
e THi Udu hudng 28n 50 dunp val trd wln the
o ThI UEu ey dible s dung VB T vER thy e quar ngak YOLIP
» T3l trinh duvdt Frefox
. ool

M When:

|
L g e mn el kg dang nhée vio inp

dund ke Sg,
BDANG MHAS ! wis

Nhap tén dang nhap va mat khiu dé vao chuong trinh

2.3. Thém mdi van ban giri

Chirc nang nay cho phép van thu cia cac B, Ban, Nganh dia phuong thyc hi¢n thém méi van ban va

giri van ban vao Van phong Chinh pha.

Buwde 1: Chon menu Vin ban giri = Chon Thém méi van ban gii . Man hinh nhu sau:

BO NOI VU

AN bt

My s dn de 0 D Lo v b Cheg whn an
Teel v
Tarh e vdn pin g

MpAs iyt o vy

i» Van bap nhgn :

R Y o "Hat Tirmy i 'f

»; Quan Iy VB Guy Ginh el T E— [¥ges. €2 120 Bio knimg d)t Titng Vit o 45
‘Mschwmvénbe: ' ' T T e
Rk g * Wi phleg 6 ahi e W

ignh

Tames | Temmdid G
Buéc 2: : Nhidp thong tin van ban
Thao tac nhdp théng tin theo bang sau
*Chu y:

- Cdc tricomg ddnh ddu * la trueong bét bugc

812

............
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VPCP - Tai liéu Hucrng Dén St Dung

- Cdc trucmg Ngday phdt hanh, Loai van ban, D¢ khén hién thi gia tri mdc dinh va co thé chon

lai
i Théng tin STT Tén tredmg Thao téc nhip
1 = Nhap s3 van ban
2 Ky hiéu* Nhiép ky hiéu viin ban
"S& 7Ky hiéu * S&/Ky hiéu tr déng hién thj sau khi nhap
truong So, Ky hiéu
4 | Ngiy vin ban* | Nhap ngay vin ban
5 Loai vn ban* Chon loai van ban
¢ | Trich yéu* | Nhap théng tin trich yéu cla vin ban
Théng tin van ban 7  Ngudi ky * " Nhap ho tén ngudi ky van ban
§ | Chiucvu o Nhip chire vu ctia ngudi ky
D¢ khan * Mic dinh |4 *binh thudng® va c6 thé chon
7 lai
[ Noi nhan vin ban Mac dinh noi nhan vin ban 13 Vin phong
Chinh phu
' File dinh kém Cho phép chon mét hodc nhicu file va
dinh kém

Cha y:
- File dink kém: Hé thong cho phép dinh kém céc loai file ¢6 dinh dang nhu PDF, .DOC..... Tén file
dat khong dat tiéng viét ¢6 dau, holic cic ky tu dic bit,

| Thém mai & Gili

| .
Buréce 3 : Nhan M dé luu thong tin hodc ] de luu va gii van ban

2.4. Xem ludng xir Iy viin ban
Chirc nang nay cho phép B9, Ban, Nganh dia phuong c6 thé theo déi tién do xir Iy van ban.
Budc 1: Chon menu Van ban giri 2 Chen Tim kiém vian ban giri

‘, - - . - "
Buére 2: Nhin vao nit Xem ludng ¥ 4é xem chi tiét luong xir by van ban. Hién thi chi tiét ludng xir

ly van ban nhur sau:

11111111 AT T E s T E T ST T T = - P e e e EErEREE T T T T T e e o e mimstiimsms -

9!’12
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VPCP Tai liéu Huéng Dén Sir Dung

> Trén ludng hién thi cdc trang thii ciia vin bin sau:
- Van phong Chinh phi xir 1y: Khi cac don vi cla Van phong Chinh phil dang xif 1y vdn ban
- Van phong Chinh phi nhan dé biét: Khi cdc don vi ctia Vin phong Chinh phu chuyén van ban sang
Nhan 44 biét, khong phai xu iy
- Chinh phii xir ly: Khi linh dao Chinh phu dang xtr ly vin ban
- Cc co quan khic xir ly: Khi cac Bg/Ban/Nganh dia phuong tré 1 y kién
» 'Trén ludng hién thj thi gian Vy hanh chinh tiép nhin vin bin:

- Trén node ciia Van phong Chinh phu xir Iy hién thj thoi gian Vu hanh chinh , Chuyén vién tiép

nhdn van ban

Ciick VAo Hnk SHKY hiu |
néy 84 thige hién
downioad van ban phét
h hann

|
i

» Trén ludng cho phép cic By/Ban/Nganb download vin ban phat hanh
- Click vao link S6fky hidu van ban phar hanh trén ludng:

- Hién thj man hinh sau:

...,._.._._._...._._._.___,-..._...._,-“.,._._.-._7_._._v_.___._...--4-_____.-..,--_--._.._._..-.A-_A_---_,-..—-—u- -------
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VPCP Tai ligu Hué‘ng Dén Su Dung

T S

o L Y Wi giwdong Clov piild S0fer Gy THLOBTTY Mg /2 VI06 P2
Tien vha ' P ik 1Nos e
LT ] Wgmpen Fin Oiieng Wy i by L o

i » Lo VB Cigple A 6 bl

i e L] Thils 17 efeg 1a- Khag

By 25 b e Pigarhzamng iy,

L Do

b ipaar Soar L Wi paosg Ui Y Yy, 1Py gy VB LU % 1]
P : ' ' ' o ' ' realy v oreeoe
gy by Hparls Vi (ing [ T Hird g Chimiy b

a1 E L W Qurde St o i b

B L Trotx €7 corg the Taital

Fhe a i wden TamTANe Al

g S O b

wy a A1 due
whafil & Ficro OMios Mot T - 2070 Deoupenl
bl TR

What B Peaf oy o with s His!
i e Ha

=0 (=)

» Trén ludng hién thj thong tin cia ngudi xir Iy vin bin:

- Di chuyén chudt vao mbi node trong ludng xir ly s& hién thj iy du cic théng tin gdm: Ho tén,

vai trd, di¢n thoai, email, hinh anh ngudi xir Iy,

2.5. Tim kiém viin ban nhén

Chirc néing nay cho phép cac B, Ban, Nganh dja phuong sé tim kiém cac vin ban cia Vin phong
Chinh phua da phat hanh.

-

Buéc 1: Chon menu Vin ban nhin < Chon Tim kiém vin ban nhén . Man hinh nhy sau:

1) MO WL

P wed e e P

1 i o st 07 vy baars

TivArNIY Y

L0 ik ] i wher gy Ghich ohd Mpnardn The fuznp
3 QTR Wik o v prteg Chbh 8nG whe Trendug
3 1a0eTIR IR Wi piuieig ©hleh pd W3 D Oowen,
. Jaowanra 230 Ty ““i":;__";;‘:‘:f,\ PERQRER U g g CRlen 2 Nipovln The Euing
A Fhu S Al BN Sl R R R o e
4 oA LTIy ol i wh N el e 8 Wi gy SR b B e The Dong
W Ehh A g 0 Bl b R g
A IMmam3 s ARG Bt CMan b g car LG Lt o L w3 v pRBRg ERlsn phE Ml T i
o, i amy -r-u-m\-- s rdar e
; j—.. L
r aamennd itk Tig ot .w.m L LT A Wit b ey Ehbal gl Mpadn Trdin pemlin
& damaiing 25 aMEl ATy Ay B N T ] Mpovln The ptny,
» Fpiennta mrraa T, ':-’: 5’:-. :. '.l-:-.l__\r.:'l_-_-l-rn |:1-| _=-'\|n; Bl b wm bl c o Ngualn The Bing
.............................................................................................................. s i i i
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VPCP - Ti liéu Huong Din Sir Dung

| oy )
Burc 2: Nhap céc tiéu chi dé tim kiém vin ban nhan. Nhan nat L__TIM k‘emﬁ], hién thj danh sach c4c

van ban nhan.

Chii y: Néu khong tim thdy ket qua phit hop danh sdch sé khong cé van bén

2.6. Vige trg gitp, hd trg khi sir dung phan mém

- HG trg qud trinh st dung phan mém, tinh ndng giri nhdn van ban:

+ Trung tam CPDT - Viettel:

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

Email: phongnv9@viettel.com.vn

+ Vu Hanh chinh Van phong Chinh phu:

D/c Nguyén Tt 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 lye : Xur ly cac tinh huéng trong qua trinh két ndi hé thong va str
dung phan mém
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PHU LUC:

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

1. Cdc finh huédng gdp phai khi két néi sir dung phan mént gitd vin bdn dén Vin
phong Chinh phi
Trong qua trinh gri vin ban vao Vin phong Chinh phu, néu don vi khéng sir
dung dugc phan mém, dé nghj don vi tu kiém tra cac tinh hudng 15i phd bién
¢6 thé gip nhu duwéi day:
Burge 1: Thuc hién 1énh “ping” dé kiém tra dudng truyén két ndi tir don vi dén
hé théng cia Van phong Chinh phu (VPCP) ¢6 thong hay khong. Cach lam

nhr sau:

- - Tir man hinh Desktop may tinh, click vao thanh , chon muc Run

Set Program Access and Defaults

mY windows Catalog

Windows Update

Programs

Documents

) @, Setkings

- ‘,,.J Ssarch

! Help and Support
=

- Tvpe the name of a pragram, folder, document, or
- Internet resource, and Windows will open it for you.

R Ly -

I
o
e "11|

e i i L i A i S B P e

[_ oK i[ ICaru:aI ][ Browse... ]
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VPCP - Phy luc vi

Nhan nat OK. va thuc hi¢n nhap Iénh: ping 172.24.0.2

S LT TTEE TENTRITS REPR Y RV T B A

Sau khi nhap xong. nhan phim Enter,
- Néu thong ludng thi s& hién thj thong bao:
Pinging 172.24.0.2 with 32 bytes of data:
Reply from 172.24.0.2: bytes =32 time<Ims TTL=128
- Néu khong théng ludng thi s& ¢6 thong bdo: Request time out
v CAWINDOWS\system32\cmd.exe - ping 172.24.0.2

ol L Uindow L i (ER
(C» Copypright 1Y 8 B cal L Copp.
NPocunents and Sett ings wib Cidnght el 2otng 172 .20. 4.2

F e w

Minging 1722.29. 8.2 wvith 32 heotes aof data:

guest fined ot

Budc 2:
Budce 2.1: Néu ping ma khong duoc, thi kiém tra két ndi mang cia may tinh da
dugc cau hinh dé két néi dén hé théng cua Van phong Chinh phu chua? Néu

Kiém tra da cau hinh v@i quan tri hé thong cua don vi minh va dam bao rang cac
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cong 80, 443 duge mé (khi ¢6 tuong Itra hay trinh diét virus) nhung vin khong
dugc thi lién hé dau méi Viettel dé hd tro,

D/c Baui Xuan Hanh —

Dién thogi: 0988 220 383 — Email: hanhbxwviettel.com.vn

Budc 2.2: Néu di ping duge va thong dudmg truyén, thi thue hién ping tiép dén

dia chi: vpchinhphu.va xem c6 dugc khong.

T thanh Start > Run -> G6 Iénh cmd. Nbip 1énh: ping vpchinhphu.vn
+Néu ping dugc vao dia chi vpchinhphu.vr nhung van khong vao dugc phan
mém thi thue hién Remove Driver cia eToken. sau dé cai lai driver theo hudng
dan cta Van phong Chinh phu da guri. Néu van khong thuc hién dugc thi lién hé
diu médi Viettel hd trq.

D/c Nguyén Vin Phong —

2/3



VPCP - Phu luc vl.0

Dién thoai: 0983 006 622 — Email: phongnv9@viettel.com.vn

+ Néu khéng ping duoc vio dia chi vpehinkphu.vn thi thue hién cdu hinh File
Host nhur trong file huéng din str dung.

Burge 3: Néu quén mat khdu USB Token, hoic khdng biét sir dung USB Token,
hoac thiét bj USB Token bi hong thi lién h¢ véi Ban Co yéu Chinh phu dé dugc
hé trg.

Di¢n thoai: 043 773 8668

2. Dién thogi lién h¢ trg giip khi sit dung phdn mém
- Hb trg qua trinh sir dung phan mém. tinh ning giri nhén vin ban va xem tién
dé xir ly vén ban, hé so:
+ Trung tam CPDT - Viettel:
D/c Nguyén Vin Phong — Dién thogi: 0983 006 622 -
Email: phongnvSa@viettel.com.vn
+ Vu Hanh chinh, Van phong Chinh phu:
D/e Nguyén Tat Vinh — Dién thogi: 0913 057 941 -
Email: nguyentatvinh(@chinhphiu.vn

- H3 trg s dung chire nang theo d3i tinh hinh x3y dymg vin ban hudng din thi
hanh luét, phap Iénh:

Vu Phép luat, Van phong Chinh phi: B/c Nguyén Xuin Dirc

— Dién thogi: 0932 357 588 hodc 080-43639.
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TAI LIEU HUGNG DAN SU DUNG

THEO DOI TIEN P XAY DUNG, BAN HANH VAN BAN HUONG DAN
THI HANH LUAT, PHAP LENH TREN PHAN MEM

(Huomg dan sir dung cho Bé, Nganh)

Ha N#i, 10/2012
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VPCP - Tai liéu Huémg Dén Sir Dung

P S R b o o e B i e e S W N e

1. Muyc dich va y&u cdu ciia chrong trinh cdng khai tién d§ xay dung,
ban hanh vin bian hwémg dan Luit, Phép Iénh.

1.1 Muc dich:

Tai liéu nay dugc xay dung nhim hudéng ddn vin thu Vin phong cic B9,
co quan ngang B theo d5i tién 46 xay dung, ban hanh vin ban hudng din
Luét, Phap I¢énh cua cac By, Nganh. Dinh ky bao cdo Bo trudng, Thu truéng
céc co quan ngang B§ vé tinh hinh, két qua soan thao céc vin ban dugc phin
cong; gitp B¢ trudng, Thu trudng cac co quan ngang B trong kip thdi chi
dao viéc nghién ciru, soan thao van ban bao dam chét lugng va thoi han trinh
Chinh phu, Thu twéng Chinh phu.

Chuong trinh céng khai héa tién d6 xay dung, ban hanh vin ban hudng
din Luét, Phap 1énh 1a mot hop phén cia phin mém Quan Iy vin ban va hé so
cong viéc do Tap doan Vién thong Quan déi (Viettel) xdy dung trién khai trén
mang dung riéng phuc vu chi dao, diéu hanh ciia Chinh phu.

Céc théng tin nay cin dugc quan ly va sit dung theo cic quy dinh, quy ché
hi¢n hanh cia Nha nuéc va céc co quan trong khi thyc thi ché do cong vu.

Cic yéu cau lién quan dén an toan, an ninh théng tin khi sit dung phin
mém ndy dugc ap dung nhu khi st dung phin mém giri nhan vin ban va xem
tién d¢ xir ly van ban. |

1.2 Yéu clu:

Cic yéu cau ciu hinh may tinh dé sir dung phin mém Quan Iy cong
vin vi hd so cdng vige:

v Yéu cdu phin cimg
o CPU 2.8 GHz tr¢ 1én, 1IGB RAM
o May c6 két néi mang LAN
v Yéu cdu phin mém
© Sir dung trinh duyét Firefox 8.0 tro 1én

o Phin mém soan théo vin ban : Microsoft word
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VPCP - Tii liéu Huéng Dan Sir Dung

S e e B S S S S S B S e B e o e

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

Yéu cAu vé két noi véi hé thong mang dung riéng phuc vu chi dao,
diéu banh cia Chinh phi, Thi twéng Chinh phi:

May tinh cia Vin thu B, co quan ngang B phai dugc két nbi véi hé
théng mang ding riéng phuc vu chi dao, diéu hanh ciia Chinh phy, truy cip
dugc hé théng quan ly van ban va ho so cong viée.

Yéu ciu vé bio mit va an toan thdng tin:

Vin thu cic B§ phai sir dung USB Token clia Ban Co yéu dé truy cép vio
hé thong quan 1y vin ban va hd so cong viéc; thwong xuyén thay déi mét khdu
truy cdp, dam bao mat khau cé do dai it nhat 8 ky tu va gdm cac ky hiéu dic
biét dé ting cudmg d an toan khi truy cép, tuin thi cic quy djnh vé an toan
an ninh théng tin khic ctia Nha nudc va ciia don vi minh.

2. Huéng dén sir dung chwong trinh cong khai tién 46 xiy dyng, ban
hanh vin bin huémg dan Luit, Phép Iénh.

2.1. Piing nhép vao hé thong Quan Iy viin ban va Hd so cdng viée

Vao man hinh ding nhip

Nan phong Chinh phu

Mhip tén truy chp vi mt khifu 4o Mt HEY Gang Ut hode tht WebBrowssr ki muln thodt b dnp dung.
Tt LIEU HURONG DN 34 DYNG
Tén truy cip: ) » Hutmg dlin s Sung cbl St MRk duyit Frafax 8.0
» Thi bju mobng dln sl dyng vt trd linh dgo vh chuydn vida
» TiE hju Modng ddn i dyng vt tré vin the
t Wby » Tﬂﬂum“n.ﬁ‘duﬂ.n i trd vin the o guen ngod! VPR
r""' + Tii tinh duydt PMrefox

» ool

EJ Hhsc nha el kni ding nhdp vbo dng
dung khuec.

BANG NHAP |  nda
Nhép tén ding nhép va mat khiu dé vao chuong trinh
2.2. Tim kiém/Bio cdo théng ké vin ban chi tiét thi hanh lujt

Bude 1: Chon menu Quan Iy vin ban quy dinh chi tiét thi hanh luat . Man
hinh nhu sau:

e e o o = o T 1 e 2

~

279 * www. ThuVienPhapLuat.vil
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VPCP — Tai liéu Huéng Dén Sir Dung
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Budée 2: Nhap céc ti€u chi dé tim kiém vin ban quy dinh chi tiét thi hanh

luat. Nhan . Man hinh hién thj théng tin két qua tim kiém
Chii y: Néu khong tim thdy két qua phit hop danh sdch sé khéng c6 van ban

Buéc 3: Nhin nat Bao cao. Hién thj link va nhan vio link chir mau xanh.
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VPCP - Tai liéu Huéng Dén Sir Dung

You have chosen to open

&) bao_cao_danhmuc_nodong_vaban.xds
which is a: Microsoft Office Excel 97-2003 Worksheet
from: http:/{172.16.50.11:00094

- what should Firefox do with this file?
O gpen v [Farssot e Exce (ot *
O SaveFie
i ; Do this putomatically For Files bke thus From nov or.

[ _ .J | — ]

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

Vin thu B, Thu truéng cic co quan ngang B§ dinh ky thuc hién in bédo
cdo vé tinh hinh, két qua soan thao cic vin ban dugc phan céng cua don vi minh;
giup B¢ trudng, Thu trudng cic co quan ngang B trong kip thai chi dao viéc
nghién ciru, soan thao vin ban bio dam chét lugng va thdi han trinh Chinh phu,
Thu tuéng Chinh phu.

3. Dién thoai lién hé trg gitp

o Vu Phap luat Vin phong Chinh phi: P/c Nguyén Xuin Pirc, dién
thoai 080-43639, 0932357588 (di d6ng);

o Trung tm Chinh phi dién tir Viettel: P/c Nguyén Vin Phong, dién
thoai 0983006622;

o S6 dién thoai tryc ciia Ban Co yéu Chinh phu khi cé vin dé lién
quan dén eToken: 04-37738668.

B e e . 3 - = 2 o
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