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1. GIOI THIEU CHUNG
1.1. Giéi thiéu tong quan

Phan mém Chi dao diéu hanh cung cip cung cép cho lanh dao cong cu tién ich dé nang

cao chat lugng va hiéu qua cua cong tac chi dao, di€u hanh cua lanh dao, cac hoat dong tac

nghiép cua can by, cong chure, vién churc. Theo ddi, don doc, kiém tra, tong hop, bao cao thong
ké, xur ly thong tin va gidi quyét cong viéc trong cac co quan nha nudc vé tinh hinh thyc hi¢n

nhiém vu cong vi¢c cua lanh dao giao .

1.2. Muc dich

— Nang cao chit lugng va hiéu qua cua cdng tac chi dao, diéu hanh cua lanh dao, céc hoat

dong tac nghiép caa can bo, cbng chuec, vién chuc

— Theo ddi, d6n dbc, kiém tra, tong hop, bao céo thdng k&, xur ly théng tin va giai quyét

cong viéc
- Theo do6i danh gia cong viéc ca nhan
- Cap nhat thong tin kip thoi chinh xac
2. PANG NHAP VAO HE THONG
2.1. Pang nhap

—  Ban m¢ trinh duyét web 1én va danh dija chi duoc cap cua phan mém vao. Vi du:

<« C @ https://qlvb.dongthap.gov.vn

— Nhap dia chi xong ban Nhén enter s& thiy xuat hién man hinh dang nhip vao hé thdng

nhu hinh sau:
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NEL

Total Talent Solutions

Vui Iong nhép tai khodn va méat khdu email cong vy dé sir
dung hé thang

test.ubnd @dongthap.gov.vn

R ERE NS

&, Pang nhap

Hinh 1: Man hinh Dang nhap
—  Buwdc 1: Tai khoan => ban nhdp tén tai khodn da duwoc cdp
—  Buwdc 2: Mdt khdu => ban nhdp mdt khau cia tai khodn
- Buwdc 3: Ping nhdp => sau khi nhdp tén va mdt khau thi ban Nhdn nit Pang nhdp dé
vao hé thong.
- Buwdc 4:Vao hé théng Giao nhiém vu => trén giao dién chon danh séch tng dung,

chon Hé théng Giao nhiém vu tai bidu twong @ (nhu hinh)

st | TPHCM R BRVT [ BBngThip M QuingNam [l ©8ngNai [ BinhBinh  (i§ Thu dign tir - Thu d.. Vin d& - Binh Thui... » | [ Diutrang khic

% )
Tim kiém "! B CobH v uBND ™
@ Chwra doc
Van phong UY ban nhén dan - tinh Bdng Thap v nun n Vanband .

Lich thir tw ngay 30/11/2022 £ Dang xir ly

T ©
1& hién thi » Van ban di thdo 8

» Van ban di 23

i soat cong tac trién khai, quan trigt va cy thé hoa cac nghj quyét, két luén chuyén dé cia

ua thwe hién Nghi quyét sé 01/NQ-CP ngay 08 thang 01 nam 2022 vé nhiém vu, gidi phap chi
ach phat trién kinh & - x& hoi va dw toan ngéan sach nha nwée ndam 2022, Chweng trinh hanh
16a X1 ndm 2022 va Nghi quyét ciia HDND Tinh vé K& hoach phat trién kinh té - xa hdi nam
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2.2. Ping xuat

—  Bwdéc 1: Nhap chudt vao biéu twong hinh tam gidc mau tring ké bén géc phai cua tén
tai khoan dang dugc dang nhap.

—  Bwdc 2: Sau d6 nhap chudt vao chiic ning “Pdng xudt”

Thuc hién viéc dang xut nhu hinh sau:

Xin chao,
. w
. Tai khoan Test

& Théng tin ca nhan
El Vietnamese

© Hudng din sir dung
L+ Vaitro

# Dang xudt

Hinh 2: Pdang xudt ra khéi phan mém
2.3. P6i mat khau
—  Buwdc 1: Nhap chudt vao biéu twong hinh tam gidc mau tring ké bén goc phai cua tén
tai khoan dang duoc ding nhap. Sau d6 nhip chudt vao chirc niang “Théng tin ca
nhan”

Xin chao,
. -
. Tai khoan Test
il

& Théng tin cd nhan

Eld Vietnamese
© Hudng din sir dung
£ Vai tro

(% Dang xudt

Hinh 3: Man hinh chon Théng tin c& nhan

—  Bwoéc 2: Man hinh thdng tin c& nhan xuat hién, sau d6 nhan vao “Thay doi mgt
khau” s& c6 man hinh sau:
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Xin chio,

& Théng tin ca nhan A [ - JEE—

3 vé trang chd
€ Théng tin ca nhan

&, Mz khoa (rng dung Thay doi mat khau

@ Thay doi mat khau Vui 16ng nhdp mét khau cii va mét khdu méi dé thay di.

B Danh sach donvi

Mat khau cii (%)

Mt khiu méi (%)

Xac nhdn méat khdu (*)

Doi mat khau C Xoa trang

Hinh 4: Man hinh thay doi mat khau

— Buéc 3: Thuc hién viéc thay déi mat khau theo trinh tu nhu sau:
o Nhdp “madt khdu cii”
o Nhdp “mdt khdu mgi”
o Nhdp lgi “mdt khdu méi”
o Chon “Poéi mdt khdu” dé hoan thanh

Thay déi mat khau

Vui long nhap mat khau cii va mat khdu mai dé thay déi.

Mat khéu cii ()

Mat khau méi ()

Xic nhan mat khiu ()

Dol mat khau C' Xéa trang

Hinh 5: Man hinh thay d@si mat khau

**% Lyn §: Sau khi dang nhap thanh cong, tly vao cap quyeén cia nguoi sir dung ma trang
chui sé thé hién nhaing thong tin nao trén menu man hinh chinh
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3. Giao nhiém vu
3.1. Tao nhiém vu (chi dao)

Céc van ban chi dao duoc tao trén phan mém Quan Ly Vin Ban, sau khi duoc vin thu ban
hanh s& dugc tu dong chuyén sang phan hé giao nhiém vu.

LA Hé théng theo di thire hign chi dao digu hanh ciia UBND tinh

py— T o T [ ] x
© Vinbanchidao v o | S ky hiéu: 30/BC-INET Ngay van ban: 01/07/2024 i
Tiép nhén vén bén J0BCINET 2 Trich yéu: V& vige bo nhiém chire vy Trudmg Ban Cong tac dai bigu thuge Uy ban Thurémg vu Quoce hoi khoa XV
an chi dao ‘ V& viéc bé nhigm chirc vy Trurdmg Ban Cong téc dal biéu thuge U}
ban Thuremg vy Quéic hoi knéa XV
Van ban da chi dzo
I 29/BB-INET Ngudn chi dao:
= nhien cong M@ v Phé duyét B &n co chu lai Téng cong ty Bubmng sét Vigt Nam gi
Goan dén hit nam 2025 Hien ( = g ihdng tin hon
&S Hosoobng vige 24/B8INET % Tai liéu dinh kim
S fiieiitm V& vigc bd nhigm dng Nguyn Manh Cudng, Pho Chi tich Lién
minh Hop téc x3 Viét Nam, gilF chirc Phé Cha tich Hi abng tén [LCREEERE TN
|l Baocao, théngke Fealirsd

Hinh 7.1: giao dién tir déng tiép nhdn van ban chi dao

Lueu y: Khi tgo die thdo van ban tai muc “Van ban di thdo ” trén hé théng Quan Ly Vdn Ban,
tai muc “Van Ban’ chon “Van ban chi dao”.

© Vanbandén v Dangxirly v T - Q| Trich yéu (*):
@ vinbandi 0 Ngay nhén tir 02/07/2019 aén 02/07/2024
4n ban dif thdo Loai vdn ban : v Do khan: Binh thudng v

Banhanhvanban  E) Vin ban: Van ban chi dao ~  Ngén ngif:

X Iy v bdn & Khong la van ban chi dao &n thi thém nhiéu tnromg thong tin hom.
= Tan 1ra 167 Cho van ban o 0a0

Van ban lvu T ” 2
% Tai liéu dinh kém

Hinh 7.2: giao dién tao van ban chi dao
Néu don vi ¢ nhu cau tao chi dao truc tiép tir nguon khac c6 thé lam theo cac buéc sau:

Chon Tao chi dao (1) => Dién cac thong tin cia van ban chi dao (2): S6 ky hiéu, Ngay vin
ban, Trich yéu,... => Tai tai liéu dinh kém (3) cua van ban. => Lisu.

HDSD.HTGNV Bén quyén thudc cong ty iNet Solutions Trang 8/24



HTGNV

Phién ban

2.5

Hé¢ thdng Giao nhiém vu tich hop trén phan mém QLVB

Ngay

02/07/2024

L Hé théng theo déi thwe hién chi dao diéu hanh cia UBND tinh

- - Q)

Xin chio, -
Nhan Hanh Nguyén

# Trang chu

© Vanbanchidgo

Tiép nhén vin ban

» [ Tao van ban chi dao

Van ban da chi dao
= Nhiém vy, cong vio ~
§= Hb so cong vide
@ Theo dbi chi dao
il Baocdo, théngks v
Q, Tracdu, tim kiém

&2 Quan tri hé théng

+ Tao chi dac

Khéng co dif liéu d& hién thi

0-0/0 H € 0. > W &

wu =

6 ky higu: | Ngay vin ban: 29/01/2024 i)
1 © Bam véao day dé 14y van ban i kho di liéu van ban

Trich yéu:

Nguén chi dao: Chon nguén chi dao

+ Tao dv thao bén viin phong dién ti

% Tai liéu dinh kém

@ Tai tai liéu dinh kém

Hién thi thém nhi€u trurémg théng tin hon

Hinh 7.3: Man hinh tao van ban chi dao

3.1.1. Ph&n cdng nhiém vu
Sau khi tao nhiém vu (chi dao), phan céng nhiém vu cho cac co quan, don vi, phong ban xir

1y.

Chon Phan céng (1)

4 Trang cha

© Vin ban chi dao ) v
Tiép nhan van ban

» Tao van ban chi dac

== Nhiém vu, cdng w@ ~

@ Theo dbi chi dao

Wil Baocdo, théngké v

L<J

Q S0 ky hiéu:

®152017/TT-BTNMT
Ban hanh Binh mirc kinh té - k thudt Lap quy X
hoach, didu chinh quy hoach tai nguyén nude

# 362017/TT-SNV 12
assignSteering

281081201
Quy dinh vé& d3ng ky gia, ké khai gia sira va thure
pham chirc ndng danh cho tré em dudéi 06 tudi

Bang dur thdo bén viin phong dién ti

B 152017/TT-BTNMT
Ban hanh Binh mirc kinh t - k thuat Lap quy
hoach, didu chinh quy hoach ti nguyén nuére

Bang dur thdo bén viin phong dién ti

11104

B 36/2017/TT-SNV
assignSteering

Bang dir thdo bén vin phing dién i

11100201

18/2017/TT-BTNMT
© Bam vao day dé Idy van ban tir vdn phong dién 1

Trich yéu:

* Tao dw thdo bén vin phong dién tir

% Tai liéu dinh kém
Tén tai ligu
£ | 84signed pdf

5 15signed pdf

Bang dur thdo bén viin phong dién ti

Bang dur thdo bén viin phong dién ti

1-10/10 W < 1. >

Ngay vin ban:

Ban hanh Binh mikc kinh té - k§ thut Lap quy hoach. diéu chinh quy hoach tai nguyén nuéc

20/09/2017 =

Hinh 8: Man hinh tao van ban chi dao

Xuét hién giao dién cho phép Phan céng nhiém vy

HDSD.HTGNV Ban quyén thudc cong ty iNet Solutions

Trang 9/24
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Chon Ngudi chi dao (1), Neuai theo ddi (2)

Phan cong cac nhiém vy, céng viéc (3)

& Hé théng theo dai thwrc hién chi dao diéu hanh ciia UBND tinh (3 @ Nhn s Ny ™

# Trang chd + Tao chi dao m 2

© Van ban chi dao ~ 19/2022/CV-SKHDT Q Ngw&i chi dao: 1 + Chon nguwdi, phéng ban, don vi

Tiép nhan véan ban | Ngw&i theo déi (°): 2 Chuyén Vién hanh {(Nhan Hanh Nguyén) % Thay doi

@ 19/2022/CV-SKHDT 16/08/2022

e ELT Nga trién khai ién Iia S-350 sét Ukraine
» Tao van ban chi dao . Q@ 3 + Phan nhiém vy, céng vigc

Vén ban g3 chl dao Xie Ij chinh Phéihopxirlj | Nguwoitheodsi | Noidung cong visc Han xiv Iy

= Nhizm vy, cong vid) Khéng c6 diF liéu dé hién thi
E= Hb so cong vic

@ Theo ddi chi dao

il Béocdo, thongké

Q Tractu, tim kiém

£ Quan tri hé théng

<]

1-1/11 K € 1. ¥ W &

Hinh 9: Man hinh Phén cbng cbng viéc

Khi chon Phan céng nhiém vy, cdng viéc s& xuat hién giao dién dé dién Ngi dung céc cong
viéc can xir Iy va cac Phong ban, co quan, don vi hodc nguoi thuc hién chiu trach nhiém
Xir Iy chinh (1), Phéi hop xir Iy (2), Ngudi theo ddi (3), Newdi chi dao (4), Han xit 1y (5),
Noi dung cong viéc (6), Ngoai ra ciing cho phép nguoi dung Pinh kém tai liéu lién quan
(néu co) (7).

HDSD.HTGNV Bén quyén thudc cong ty iNet Solutions Trang 10/24
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L He théng theo dai thirc hién chi dao diéu hanh ctia UBND tinh

# Trangcha + Tao chi dao m Lwu va dong

2 Xin chao,
TR & Q) i ™

€@ Van ban chi dao v

19/2022/CV-SKHDT Q| X 1y chinh(*): + Chon phong, don vi hodc ngwéi thir hién |
Tlép nhén vén bén © 19/2022/CV-SKHDT 16/08/202; I
2 o . 7| Pnéihep xi iy +Chon phong, don vi hoac nguwi thiec hién
% Tao van ban chi dao Nga trien khai tén Ira S-350 sat Ukraine ¥
Vin ban da chi dac Nguwéi theo doi: Chuyén Vién hanh (Nhén Hanh Nguyén) % Thay dbi
== Nhigm vy, cong vidl) ~ Nguén chi dao: | chon ngubn chi dae v
EE Hb so cong vic Han xi Iy(%): Gidr Phit

<@ Theo dbi chi dao N dung cong vide:
|l Béocéo, thongke  ~
Q Traciu, tim kiém

£ Quan tri hé théng

I

@ Tai tai liéu dinh kém

1-1/11 K £ 1. ¥ W @

Hinh 10: Man hinh Phan céng cbng viéc

Luu lai sau khi d3 dién day du céc thong tin.

Sau khi phan céng cdng viéc cho cac don vi. Chon Ban hanh (1) dé gui thong tin dén cho
cac co quan, don vi, phong ban, ngudi chiu trach nhiém xur ly.

L Hé théng theo ddi thire hién chi dao diéu hanh cia UBND tinh

& Trang chi € Quay i | < Ban nann | I x

© Vin ban chi dao I v Q| Ngwichi dao:

Pho Chii tich (Phé Chii tich) % Thay ddi

Tiép nhan van ban

# 15/2017/TT-BTNMT "8 Ngwei phé duyét két qua
Ban hanh Binh mirc kinh té - ki thuat Lap quy =Y )
hoach, diéu chinh quy hoach t3i nguyén nuée

Chi tich (Lanh . Dao) % Thay déi

Ngusi phé duyét két qua

» Tao van ban chi dao

== Nhiém vy, cong vi€D) v + Phan nhiém vy, céng viéc
® 362017/TT-SNV
@ Theo ddi chi dao assignsteering # X Iy chinh Phéi hop xi I Nguoi theo déi NGi dung cong viéc Han xi ly
L 2E0E0TR 1 @ S6 Tai chinh EPhong Kinhté & Pho Chi tich Pheng Kinh té hé tro S& Tai chinh 201022017 | [EJ (B
il Baocdo, thong ke v Quy dinh v& dang ky gid, k& khai gia sira va thuc [Pho Chil tich] dir thao quy hoach dinh mirc tai
e pham chirc ndng danh cho tré em dudi 06 tudi chinh @& thure hign ké hoach quy
Dang du thio bén vin phéng dién 1 hoach cac nguén tai nguyén nurée

@ 152017/TT-BTNMT 1107201
Ban hanh Binh misc kinh té - kif thuat Lap quy
hoach, didu chinh quy hoach tai nguyén nuéc

Bang dur thdo bén vin phong dién t

@ 362017/TT-SNV 1107201
assignSteering

Bang dyr thdo bén vin phong dién tr

Bang dur thdo bén vin phong dién t

11/08/2017

Bang dur thdo bén vin phong dién t

1-10/10 K € 1. > W &

Hinh 11: Man hinh Phan céng cong viéc

HDSD.HTGNV Ban quyén thudc cong ty iNet Solutions Trang 11/24
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D He théng theo ddi thire hién chi dao diéu hanh cia UBND tinh

# Trang chi

© Vin ban chi dao ) v
T\ép nhdn van ban

» Tao van ban chi dao

== Nhiém vy, cong vi€D) v

<@ Theo di chi dao

|l Béocdo théngké v Ban hanh

o

Ban ¢6 chic chin muén ban hanh van ban nay khéng?
Sau khi ban hanh vin ban sé dwge chuyén dén céc don vi xir ly.

Xac nhén viéc ban hanh céng viée

Hinh 12: Man hinh Phan céng cbng viéc

Sau khi cdng viéc duoc Ban hanh, Vin ban chi dao s& tu dong di chuyén vao muc Nhiém vu
d3 phan cong dé quan ly theo ddi tinh hinh xu 1y.

[ He thc“':ng theo ddi thwe hién chi dao diéu hanh ctia UBND tinh

I © = & € T

4 Trang cha Doixkrly &  Dang xi Iy Trdlai () DPdbiocac@  Hoanthanh
© Vianbanchidao v Zaq 1202w l<1 [>nle
= Nhiém vy, cong "9 Mol # Trich yéu N&i dung céng viéc Xir Iy chinh Ngdy giao #  Hanxirly &
Nhiém vy duoc giao . & nghi s6 i& é & Théng fi 1061
= U g [567/CB-UBNDJV/v thuc hién quyét dinh d& nghi s& TT thyrc hién quyét dinh B Scz Thoﬁng tln.va 04/06/2020
1 Gia uBND finh Truyén théng - tinh ~ 07:50:26
»  Nhiém vy @3 phén cén cuau n Béng Thap
Duyét giah r Iy & i S6 ié igm v & Théng ti 06/ /06
uyt gia han xir Iy [340TTr-UBND]V/v ban hanh nhiém vu chi P& nghi S& TT&TT thuc hién nhiém vu B Sc{ Thoﬁng IIV’].VE 04/06/2020 04/06/2020
. 2 d ho S TTATT Truyénthéng - inh |~ 06:51:07
Duystkétquaxirly (@) 80 eho 5o Béng Thap

Hinh 13: Man hinh Quan ly, theo d6i Nhiém vu da phan cong

4. NHIEM VU, CONG VIEC
Don vi dugc giao xtr Iy chinh Van ban chi dao thi sé nhan dugc van ban chi dao & muyc “Nhiégm
vu dwot giao”.

Ngudi duoc phan cong tiép nhan nhiém vu cia don vi méi thiy nhiém vu khi duoc giao tir
trén xudng. Sau d6 ngudi tiép nhan van ban chi dao ty xu ly hoic chuyén xu ly hoic phan
cdng nhiém vy dé giai quyét van ban chi dao dugc giao cho don vi minh.

4.1. Nhiém vu dwec giao

—  Bwoéc 1: Nhin “Nhiém vu, cong viéc” -> “Nhiém vu dwot giao”, xuat hién danh séch
cac van ban ma don vi dugc phén xu ly chinh

HDSD.HTGNV Ban quyén thudc cong ty iNet Solutions Trang 12/24
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- Phén loai cac van ban theo trang thai van ban (1): Doi xu 1y, Pang xtr 1y, Pa bao céo,
Hoan thanh.
- Danh muyc céc van ban dugc giao xir ly (2)

- = —a oo = = a 2 = 5 Xin chio,
L Hé théng theo dai thurc hién chi dao diéu hanh cua UBND tinh Qe . R
# Trang chii Boixr Iy @  Dangxirly Bibdocio )  Hodnthanh | 4y
© Vanbanchideo v Zaq 11114 <1 (> W &
= nhigmvy, cong i@ v | 4 Trich yéu Néi dung céng viéc BV theo déi Xir Iy chinh Ngéy giao ¢  Hanxiely & Trang thai
Nhiém vy duoc giao 1 [100/CV.UBND] Vin ban test  xi¥ Ij & Chuydnvisn 2710512020 01/02/2200 EEco
chi dao digu hanh [Tai khoan Test] | 17:25:56 65621 ngay
Nhiém vu da phan céno )

Duyét gia han xr Iy
Duyét két qua xir Iy

Nhiém vu pl15i hop

Nhiém vu cén theo dai o

Hinh 6: Man hinh Xuz ly chinh
—  Buwdc 2: Nhin chon vin ban chi dao can xt Iy, Man hinh thong tin vin ban xut hién:

€ Quay lai | P Chuyén xizly | < Phan nhiém vy @ Cap nhat tién do
¥ D

®) pHD_SA THINGOC GIA...  scanBTCD 2022-11-16_
& Taivé L Taivéd

-

© Théng tn vin bin
¢F Théng tin chi dao

Nguwei chi dao: & Phé ban [Drong Thanh Hoai] Pon vi: an phong UJ ban nhan dan - tinh ©dng Thap

Ngw&i phé duyét: & Chuyén vién CDDH [CDDH VP UBND] Phéng ban: Theo ddi van ban CODH

& Thong tin theo déi

Ndgi dung cong viéc  uyen test
Ngudn chidao  Cac co quan trong tinh
@ X ly chinh [ Vian phéng Uy ban nhan dan - inh Déng Thap
Phéi hep xiv Iy
Bon vitheo d6i & Chuyén vién CDDH [CDDH VP UBND]
Ngay giao  16/11/2022 14:05:38
Hanxwly  19/111/2022

Trang thai m

Hinh 7: Man hinh théng tin chi tiéf van ban chi dao

Khi nhan duoc van ban can xt ly thi ¢6 2 kha nang xay ra:

o Néu noi dung giao khong dung cho don vi ciia minh thi nguoi tiép nhan s& thuc
hién tac vu tra lai cho don vi giao.
o Néu noi dung giao dang cho don vi minh thi c6 thé thyc hién cac tac vu sau:
= Cap nhat tién d6: Ngudi nhan truc tiép cap nhat tién d6 cong viéc
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= Chuyén xir ly nhiém vy cho chuy@n vién xt ly

—  Buwdc 3: Nhan chon “Cdp nhdt tién d¢” dé thuc hién xu ly cong viéc

L] L)
B pHp SA THI NGOC GIA ™ Scan BTCD 2022-11-16_
L Taivé & Taivé

© Thong tin van ban

¢7 Théng tin chi dao
Nguwéi chi dao: & Phé ban [Dwong Thanh Hoai] Bonvi:

Ngweoi phé duyét: & Chuyén vién CDDH [CDDH VP UBND] Phong ban:
£+ Théng tin theo di

Ngi dung cong viée  uyen test
Mguén chidao  Céac co quan trong tinh
4 Xirly chinh @ Vin phang Uy ban nhan dén - tinh Bng Thap
Phéi hop xie Iy
Bon vitheo déi & Chuyén vién CDDH [CDDH VP UBND]
Ngay giao  16/11/2022 14:05:38
Han xiely  19/11/2022

Trang thai

Xem théng tin van ban

Wan phéang UY ban nhan dan - finh Bang Thap

Theo ddi van ban CDDH

Hinh 8: Nhan nat cdp nhdt tién dé

—  Buwdc 4: Man hinh cap nhat tién d6 xuat hién. Nhap céc thdng tin vé két qua thuc
hién cong viéc. Chon céac trang thai xir Iy nhiém vu: Chua xtr ly, Pang xtr ly, Hoan

thanh.
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|
Trang thai: Chira xiF If ~

N&i dung giai quyét:

% Tai liéu dinh kém

Tai liéu dinh kém ~

Trang thai: Hoan thanh h

NI dung gial quyét:

% Tai liéu dinh kém

Tai liéu dinh kém ~

Hinh 9: Man hinh nhdp théng tin tién dé cong viéc
—  Buwgc 5: Nhan n(t
o Luwu: Néu vin ban Chwa xir Iy hoic Pang xi 1y thi nhin nat “Luru” dé thong
bao tinh trang van ban cho nguoi chi dao theo doi.
o Lwu va trinh: Khi van ban Pa hoan thanh, tai Tai liéu xt Iy van ban chi dao
va nhin nat “Luru va trinh” dé béo két qua 1én nguoi chi dao.
4.1.1. Chuyén xir ly
Nhiém vu dugc giao la chuyén vin ban chi dao nay cho ngudi khéc xir 1y. Cac budc
chuyén xur 1y nhu sau:

—  Buwdc 1: Nhin “Nhigm va, cong vigc” -> “Nhigm vu dwoc giao”. Chon vin ban
mudn chuyén xir ly

—  Buwgc 2: Nhan “Chuyén xa 1y, nhap céc thong tin trong man hinh Chuyén xu ly.
Sau d6 nhan nut “Chuyén”.
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7 [100/CV-UBND - 27/05/2020] Vin ban test chi dao diéu hanh

Lénh dao UBND (Tai khoan Test) (6 ngay trudc)

] Mau CV-UBND. docx
& Tai vé

@ Y kién chi dao, néi dung dén déc

Lanh dao UBND [Tai khoan Test] © 29/05/2020 11:21:35
93 dén déc cdng viéc
99 [102-29/05/2020 07:00:00] Viv

@ Théng tin vdn ban Xem thong tin vén ban

«F Théng tin chi dao

Nguwéi chi dao: Don vi:

Ngwé&i phé duyét: & Lanh dao UBND [Tai khodn Test] Phong ban: L&nh dao UBND tinh

4+ Théng tin theo déi

NoGi dung cong viéc  xirly
Nguén chidao  Céc co quan trong tinh
@ Xirly chinh & Chuyén vién [Tai khoan Test
Phéi horp xir Iy

Bon vi theo déi

Hinh 10: Nhan nat Chuyén xi Iy van ban

Trich yéu: [100/CV-UBND] Vin ban test chi dac diéu hanh

@ Théng tin xur Iy
X ly chinh (*): Lanh dao phéng (Tai khoan Test) % Thay doi
Phdi hop xir Iy: Chuyén vién (Tai khoan Test) % + Thém

Ngwoi theo déi: +Chon ngwei theo doi

Ghi chi :

+| Can xem lai va duyét két qua trd vé

Hinh 11: Man hinh nhdp théng tin Chuyén xa Iy
4.1.2. Phan nhiém vu
Phan nhiém vu la phan Van ban chi dao thanh tirng céng viéc nho va chia cho tirng bo
phan, phong ban giai quyét

—  Buwdc 1: Nhan “Nhigm v, cong vigc” -> “Nhiém vu dwoc giao”, nhan chon vin ban
can phan nhiém vu
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—  Buwdc 2: Nhan “Phan nhigm v, nhap céc théng tin phan cong cong viéc. Sau do
nhan nat “Phan cdng”. Néu Van ban chi dao c6 nhiéu cdng viéc con can phan cong,
tiép tuc nhan nut “Phan cong va tgo m4i” dé tiép tuc nhap cdng viéc con.

€ Quay lai | @ Chuyén x#lj | =@ Phan nhiém vu | * Tra lai | % Cap nhat tién do =R € > %

77 [62/2016/ND-CP - 01/09/2016] Quy dinh vé diéu kién hoat déng giam dinh tw phap xay dwng va thi nghiém chuyén nganh xay duyng

/¥
@ 07-BNV_signed. pdf
L Taive
© Théng tin vin ban chi dao diéu hanh
7 Théng tin chi dao
Ngw&i chi dao: & Chi tich [Chi Tich] Bon vi: Uy Ban Nhan Dan tinh
Ngw&i phé duyét két qua: & Truding phong [Trudng phang TH] Phong ban: Phéng Téng hop

£ Thdng tin theo ddi van ban

Néi dung cong viée  Nhiem vu 2
X Iy chinh @ S& Tai chinh
Phéi hop xiv Iy
Bon vi theo doi & Trréng phéng [Trrdng phong TH]
Han xely  30/09/2016

Trang thai .H‘?I., ( '

Hinh 12: Nhén chon Phan nhiém vy

Trich yéu: [34/2015/TT-BGDOT] Ban hanh Chuwrong trinh bdi dwéng giao vién day tiéng Thaiva M'Néng

" O Théng tin xur Iy

Xt ly chinh (°): Phong Quan Iy ngan sich % + Thém

Phoi hop xtr Iy: + Chon phong, don vi hodc ngwdi thiwre hién

Ngwoi theo di: Trwéng phong (Trwéng phong QLNS) X Thay déi
Han x(e ly: 30/09/2016 i

No6i dung cong viéc:

% Dinh kém vin ban chi dao

Hinh 13: Nhdp thdng tin Phan céng nhiém vu
—  Buwdc 3: Sau d6 nhan nat
o “Phéan céng”: Khi nhiém vu da phan céng xong
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o “Phan cong va tao mgi”: Khi Van ban chi dao c6 nhiéu cong viéc con can
phan cong, nhan nut nay dé tiép tuc nhap cdng viéc con
4.2. Nhiém vu da phan cong

- Muc “Nhiém vu da phan cdng” tro gitp ngudi phan cong nhiém vu theo ddi cac
cbng viéc minh phan céng xu ly.
—  Sau day la mét s6 hinh anh cua muc “Nhiém vu @3 phan cong”

& Hg théng theo déi thirc hién chi dao diéu hanh cda UBND tinh B C = » e et

@ Trang chd Boi X Iy BDang xtF Iy Tra lai Ddbaocao @  Hoan thanh

© Vinban chidao ~ @Zq 1-2/12 0 < 1 > Wz
= nhigmvy, cong i@~ | 4 Trich yéu N6i dung céng viéc Xir Iy chinh Ngéy giao ¢  Han xizly &
Nhiém vu duoc giao . & nghi s& i&n quyét di & Théng tin v 106/20
g [567/QB-UBNDJV/y thuc hign quyét dinh dé nghi s& TT thue hién quyet dinh ] 50{ ThuAng w\.\a 04 90 2.20
1 3a uBND tinh Truyen théng - tinh ~ 07:50:26
»  Nhiém vu d& phén cén cuau n Béng Thép
Duyét gia han xr Iy B4 nghi §& TTATT thue hign nhiém vu H 8o Thong tinva | 04/06/2020 04/06/2020

[340/TTr-UBND]V/v ban hanh nhiém vu chi

2 dao cho S& TT&TT

Truyén théng - inh ~ 06:51-07

Duystkétquaxrly (@) Bbng Thép

Hinh 14: Man hinh nhiém vu da phan cong
- Gdm céc tab cong viéc:

o Doi xir Iy: 1a nhitng nhiém vu da phan cong dén don vi va dang doi xir ly.

o Pang xt ly: 1a nhitng nhiém vu dang duoc chuyén xir ly.

o Tra lai: 1a nhitng nhiém vu chuyén nham nén don vi hoic ngudi xt ly chinh tra
vé lai cho nguoi phan cong

o D bao cao: 1a nhitng nhiém vu da duoc don vi xir Iy va di cap nhat tién do
thuc hién cho nguoi phéan cong.

o Hoan thanh: la nhitng nhiém vu da xtr ly va dugc dugc phan céng nhiém vu
duyét hoan thanh.

4.3. Duyét két qua xir ly

— Khi céc phong ban giai quyét xong van ban chi dao, cac phong ban sé& trinh Lanh dao
don vi phé duyét. Vian ban can Phé duyét s& vao trong muc nay.

—  Péi tugng sir dung: Lanh dao don vi, Lanh dao VPUBND hoic nguoi dugc phan
cong phé duyét nhiém vu.

Céc budc trong “Duyét két qud xa ly” nhu sau:

—  Buwgc 1: Nhan “Nhigm v, cong vigc” -> “Duyét két qud i 1y
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# Trang chd
© Van ban chi dac v Dol duyét v Q 1-1/11 W <€ 1 > M Z
= Nhigm vy, cong v v Trich yéu Xir Iy béi Bon vi Noi dung gidi quyét Trang thai ~ Ngay cap nhat

Nhiém vy duoc giao [123/CV-UBND] Viv Ban hanh &Chuyénvienss St Thongtin | s& da hoan thanh cv 03/06/2020 B

nhiém vu cho cac don vi va Truyén 15:57:56
Nhigm vu 33 phén candE) thang - tinh
Béng Thap

Duyét gia han xt Iy

»  Duyétkét qua xi Iy

Hinh 15: Man hinh danh sach van ban chi dao can phé duyét
—  Buwdc 2: Nhin xem vao vin ban chi dao, xem thang tin két qua van ban chi dao.

Xem thdng tin van ban

@ Théng tin vin ban

£F Théng tin chi dao

Ngwi chi dao: & Lanh dac UBND Bon vi: Van phong U§ ban nhan dan - finh Béng Thap
Ngweoi phé duyét: & Chuy#n vién Phéng ban: Phang Téng hop - Van x8
£+ Théng tin theo déi

Ngi dung cong viéc  Chi dao cho S TT&TT
Nguén chidao  Cac co quan trong tinh
@ Xirlj chinh B 5& Théng tin va Truyén théng - tinh Béng Thap
Phéi hop xiv Iy
Domn vi theo d6i & Chuyén vién
Ngay giao  03/06/2020 15:47:24
Han xi¥ ly
Trang thai
£ Két qua gidi quyét cong viée

Ngay xtrly  Xiv Iy boi Néi dung giai quyét Trang thai

03/06/2020 & Chuyén vién [Test CDDH] s& da hoan thanh cv ED B8

Hinh 16: Man hinh théng tin chi tié van ban

—  Buwdc 3: Nhin nat =0 khi dong y duyét két qua van ban chi dao, nhan nat B i
khéng duyét két qua van ban chi dao.
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Duyét
Ghichu
Hinh 17: Man hinh nhdp ngi dung duyét van ban chi dao
Tl chéi
Ly do tir chéi(*)
Hinh 18: Man hinh nhdp théng tin tir chéi duyét van bdn
HDSD.HTGNV Bén quyén thudc cong ty iNet Solutions Trang 20/24




HTGNV

Phién ban

2.

5

Hé¢ thdng Giao nhiém vu tich hop trén phan mém QLVB

Ngay

02/07/2024

4.4, Nhiém vu phdi hop

—  Van ban chi dao duoc phan cong phdi hop cling xt ly s& tiép nhan vao muc “Nhiém
vu phéi hop”. Pon vi phdi hop xt Iy chi nhan vin ban va xem phan céng cong viéc,

phdi hop véi don vi xir Iy chinh dé xtr Iy vin ban chi dao duoc giao

—  Muc “Nhiém vu phéi hep” trong phan mém chi hd tro céc chirc ning sau:
o Hb trg don vi phéi hop biét minh duoc phan cong phdi hop xt I vin ban
o Xem chi tiét cac théng tin van ban.

o Trao d6i thong tin véi nguoi xt ly chinh
o Chuyén cho ngudi khac xtr Iy vin ban

Céc budc phdi hop x ly:

—  Bwoéc 1: Nhan “Nhiém vu, cong viéc” -> “Nhiém vu phéi hep”, xuat hién danh séch

cac van ban ma don vi dugc phan xt ly chinh

# Trang chd
= Nhiém vy, céng o v
Nhiém vu droc giao e

#
Nhiém vu da phan cong

Phé duyét [1]
5 Nhigm vu phéi hop MI

Nhiém vy cén theo tlblo

Nhiém vu qua han o 2

@ Theo dbi chi dao
il Baocdo, théngke v

Q Tractu, tim kiem

o 4

Tatcad

56 ky higu

129/2016/ND-

cp

34/2015/TT-
BGDBT

73/2015/NB-
cp

3910/UBND-
TH

v DA chuyén

Trich yeu

Biéu thué nhap khiu wu dai déc biét
cia Viét Nam ae thue hién Hiép dinh
Thwong mai Hang héa ASEAN giai
doan 2016 - 2018

Ban hanh Chuong trinh béi dwéng
gido vién day tiéng Théi va M'Néng

Quy dinh tiéu chuan phan léing,
khung xép hang va tiéu chuén xép
hang co s& gido duc dai hoc

E-:i;." nhanh tién d§ xdy dung ké hoach
phéng, chéng va phwrong an trng phé
thién tai

Néi dung cong viéc

Q

BV theo dbi

Phong Té chiec -
Hanh chinh - &
Trwong phang
[Trwéng phong
TCHC)

Phong Dau tw - &
Trwong phang
[Trwéng phong Dau
]

Phong Téng hop - &
Trwong phang
[Trwéng phong TH]

Phéng ’éng hop-&
Trwréng phong
[Trwéng phong TH]

Xt ly chinh

& Chanh van phéng
[Chénh Vén Phang]

H Phong Péu tw

B S¢ ndi vu

B S& ndivu

1-5/6 H € 1 > Mo

Ngay giac

300912016
15:11:53

26/09/2016
08:35:50

16/09/2016
16:55:14

12/092016
16:27-59

Han xiv ly Trang thai
30/09/2016
soooz0tc TR

Hinh 19: Man hinh phéi hop x 1y

—  Buwdc 2: Nhin chon vin ban chi dao muén chuyén xir Iy, Man hinh thong tin vin ban
xuét hién:
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¥r [129/2016/ND-CP - 30/09/2016] Biéu thué nhap khau wu dii dac biét cua Viét Nam d@é thwc hién Hiép dinh Thwong mai Hang héa ASEAN giai doan
2016 - 2018

[
@ 24 signed_01.pdf
X Taivé

@ Théng tin vin ban chi dao diéu hanh Xem thong tin vén ban

7 Théng tin chi dao
Nguwi chi dao: & Phd Cha tich [Phd Chi tich] Bon vi: Uy Ban Nhan Dan tinh
Nguwéi phé duyét két qua: & Chanh van phang [Chanh Van phang] Phong ban: Lénh dao VPUBND tinh
£ Thong tin theo ddi van ban

Néi dung céng viéc
Xirly chinh & Chanh van phong [Chanh Van Phéng]

Phoi hop xivly B S& ndi vu: & Trréng phéng [Trréng phéng Béu tu]; B So v té

Bon vi theo déi & Pho giam déc s& [Pho Giam dbc]; & Trudng phong [Treéng phéng TCHC]

Hinh 20: Man hinh théng tin chi tiéz van ban
—  Buwdc 3: Nhin “Chuyén xa 1y”: Chuyén vin ban chi dao nay cho nguoi khéc xir 1y.
Nhap céc thdng tin chuyén xt 1y. Sau d6 nhan nat “Chuyén”.
4.5. Nhiém vu can theo doi

“Nhigm vu can theo ddi” hd tro ngudi xur Iy vin ban dap tng viéc theo ddi, quan ly
Vin ban chi dao minh dugc phan cong giai quyét.

— Céc tro gitp cua “Nhigm vu cdn theo déi” bao gom loc vin ban theo trang théi xir ly
van ban (Poi xit Iy, Pang xur 1y, Pa bao cdo, Hoan thanh) va loc cac van ban da chuyén

0 1s
Xt ly
’ N
A A A A pY 3 9 174 A N Nty .
- Sau day 1a mot s6 man hinh cua muc “Nhiém vu can theo doi” :
~ H = <n 2 -2 = = - . i 3 2 Xin chao,
L Hé théng theo dai thyc hién chi dao diéu hanh cia UBND tinh (S . adio v
& Trang chi Boi xiF Iy Bangx¢ 1) Dabiocdo  Hoanthanh
© Van ban chi dao ~ ZQq 1-3/13 1 € 1 > n oz
= Nhigm vy, cong i v | 4 Trich yéu N&i dung céng viéc BV theo dai Xtr Iy chinh Ngay giao # Hanxirly 3 Trang thai
Nhiém vu duoc giao 1 [456/KH-UBND] Viv thwec hign D& nghj S& TT&TT thwe hién ké hoach cia UBND tinh Phang Téng H So Théng 05/06/2020 [ Dang xir 1y (OO
ké hoach hop -Védn xa - tin va Truyén 14:30:16 théri han
Nhigm vu d& phén cind) & Chuyén vién  théng - tinh
[Tai khoan Déng Thap
Duyét gia han xir Iy Test]
Duyétkétquaxirlj (@) | 2 [123/BC-UBND] Viv giao Dé nghi cac den vi dwoc giao nhiém vy Xt Iy. Phéng Téng B S& Théng 05/06/2020 08/06/2020 [ Dang xir Iy [
i nhiém vu cho don vi. hop -Van xa - tin va Truyén 11:25:25 ngay
Nhigm vu phai hop & Chuyén vién  thdng - tinh
- [Tai khoan Péng Thap
Nhiém vu cdn theo dai Test]
Nhigm vu qué han 3 [567/QD-UBND] Vivthuc hiégn  d& nghi s& TT thue hién quyét dinh Phong Téng B S5 Thang tin | 04/06/2020 [ Dang xir 1y ZUERH
quyét dinh ciia uBND finh hop-Vanxa-  vaTruyén 075026 thési han
= Hb so cong viéc & Chuyén vién théng - tinh
[Taikhoan Test] | Déng Thap
<@ Theo dbi chi dao

Hinh 21: Man hinh Theo dbi xi ly
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77 [456/KH-UBND - 05/06/2020] V/v thwre hién ké hoach
CVP (Chanh Van phéng S&) (16 gi¢ trudc)

] Mau CV-UBND docx b
& Taivé

© Théng tin van ban

¢ Théng tin chi dao

Nguw&i chi dao: & L&nh dao UBND [Lanh dao Tesi] Pon vi: Wan phang U ban nhan dan - finh Bdng Thap

Ngwi phé duyét: & Chuyén vién [Tai khodn Test] Phéng ban: Phéng Téng hop - Van x&
£+ Thong tin theo doi

N6i dung céng viec D& nghi $& TT&TT thuc hién ké hoach ciia UBND tinh
Nguén chi dao
& Xirly chinh [ S& Théng tin va Truyén théng - tinh Déng Thép
Phéi hop xi ly
Bon vitheo d6i & Chuyén vién [Tai khoan Tes]
Ngay giao  05/06/2020 14:30:16
Han xi ly

Trong thei (TR

Hinh 22: Xem chi tiét théng tin van ban khi nhdn chon vin ban muén xem trén man hinh
4.6. Nhiém vu qué han

Nhiém vu qua han tong hop cac van ban da qua han xu ly

L He théng theo dai thwe hién chi dao diéu hanh cia UBND tinh

# Trang chd a i -
© Van ban chi dao ~
i é ay: olil 1-212 s ]
=5 Nhiém vu, cong @ » Tinh dén ngay: 29/01/2024 il H < 1 > Wz
R R | 1™ Trich yéu Néi dung céng viec X Iy chinh Ngay giao ¢  Han xiely & Trang thai
Nhiém vu da phan E@
[test 19/7 2] test 19/7 2 & P.Chénh van 19/07/2023 19/07/2023
Duyét gia han xir If 1 gﬁmeg. :‘-]]saf 14:23:20 14:25:00 Qua han 194 ngay
Jao Linh
Duyét két qua xir 1y ()
[09/2017/QD-UBND] Ban hanh ~ ee & Chanh vin 14/04/2017 20/05/2017
Nhigm vu phéi hop @ Quy ché phéi hop gika cac cor phang ha_‘ h 14:38:15 Qua han 2445
quan chirc ndng trong quan I y ngay
Nhigm vu cin theo ) ,  Phanuge d6i véi doanh
nghiép, hd kinh doanh hop téc
» [Nhigm vu qué han (§) %3, lién hiép hop téc xa sau
N dang ky thanh 14p trén dia ban
E= Hb so cong vie thanh phé Ha Nai

Man hinh nhiém vu qué hgn

5. TRA CUU, TIM KIEM

—  Muc “Tra citu tim kiém” trg giup ngudi ding tim kiém van ban chi dao mot cach
nhanh chdng va hop ly nho thdng ké vin ban theo cay thoi gian.

—  M&t s6 hinh anh Muc “Tra ciru tim kiém”:
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HTGNV Phién ban 2.5

A A - N . A A A N
Hé thong Giao nhiém vu tich hgp trén phan mém QLVB Ngay 02/07/2024
[J Hé théng theo dai thye hién chi dao diéu hanh cia UBND tinh
# Trang chi & Van ban chi dao = Tatca
© Van ban chi dao v @ Titca P
Hiénthi1-17/17 W < | 1 | » s
= {2 N3m 2020 Q all
== Nhiém vy, cong vidlD) v B Thang 6 @
» Thén; £ o S ky higu Ngay véin ban Trich yéu
S= Hé so céng vidc = Tha . )
Thang 4 123/BC-UBND 05/06/2020 Vv giao nhiém vu cho don vi Q@
Theo déi chi 4 B8 Thang 3
@2 HIEDELEL 8 Thang 2 456/KH-UBND | 05/06/2020 Viv thirc hién k& hoach %
L . . M Thang 1 p
sl Bao cao, thingke v 1ang 542CV-UBND  05/06/2020 Vi thire hién céng viée nhigm vu %
Q Traciru, tim kiém { 999/CV-UBND 05/06/2020 Viv hrdng dén phén mém QLVB&DH X
(<] 124/QB-UBND  D5/06/2020 Thurc hién quy dinh 2
340TTH-UBND | D4/06/2020 Wiv ban hanh nhiém vu chi dao cho S& TT&TT £
S67/QB-UBND  04/06/2020 Wiy thirc hién quyét dinh ciia uBND tinh Y
569/BC-UBND 04/06/2020 Biao céo vé cong tic dau nim ciia 5& TT&TT nam 2020 L)

Hinh 23: Man hinh Tra cizu van ban

6. GIUP PO VA HO TRQ KY THUAT
Néu ban can giap dg, dich vy, hay hd tro ky thuat, hay chi la mudn biét thém thong tin vé san
pham cua iNet Solutions, ban c6 thé tim thay nhitng thong tin bo ich tir cdc ngudn sau day ctuia
iNet Solutions:
Website: www.inetcloud.vn: trang chu gidi thiéu san pham, cong nghé va ¥ tudng cta cong ty
Co phan Tin hoc Giai phap Tich hop Mo iNet Solutions
Dién dan thao luan tai www.inetcloud.vn: noi iNet Solutions va khach hang, cong ddng, nhitng
al quan tam cung trao do1 van dé v€ san pham, cong nghé, vé cong dong Cong nghé thong tin
trong va ngoai nudc.
Néu nhitng ngudn théng tin trén khong 1am ban hai 1ong, hiy dimg ngan ngai
Gui email dén support@inetcloud.vn dé phan hoi thong tin va nhén sy trg gitp k¥ thuat qua
email
Goi dién thoai dén Téng dai hd trg (028)-7300-0126 hodc sb (028)-3991-9150 dé ching toi
giai dap qua dién thoai.
Tai liéu nay thudc quyén so hitu cong ty C6 phan Tin hoc Giai phap Tich hgp M¢ iNet
Solutions, cung cap mién phi cho khach hang.
Moi thong tin vui long lién hé¢:
Cong ty Co phan Tin hoc Giai phap Tich hop M¢é iNet Solutions; 342 Puong D14A Khu dan
cu Hung Phu 1, Phudng Phudc Long B, Thanh phé Thi Birc, Thanh phé H6 Chi Minh; Dién
thoai: (028)39919150 — Email: support@inetcloud.vn
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