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Phu luc II
QUY TRINH NHAP DANH MUC HO SO CO QUAN TREN PHAN MEM
QUAN LY VAN BAN VA HO SO CONG VIEC
(Ban hanh kém theo Céng vin sé /ISNV-CCHC&VTLT ngay  /5/2023)

1. Bwéc 1: Lap danh muc ho so co quan

CAc co quan, don vi, dia phuong phai 1ap Danh muc hd so tai liéu co quan
hang nam theo quy dinh tai Piéu 28, Nghi dinh s6 30/ND-CP ngay 05/3/2020
cua Thu tuéng Chinh phu.

Luu y:

- Chi lva chon nhitng hé so cé thé lap dwoc trén moi trueong mang? nam
trong Danh muc hé so luu trit co quan dé nhdp vao phan mém HSCV, khong
nhdp nhitng ho so khong thé ldp duoc ho so dién tir hoan toan®.

- Viéc nhdp Danh muc hé so trén phan mém HSCV nham dam bdo méi cd
nhan (hodac nhdm cé nhan) phdi co trdach nhiém ldp, hoan thién va giao nép cdc
hé so” theo phan cong trong Danh muc ho so luu trit co quan déd ban hanh. Ddy
cting la tiéu chi dé xac dinh don vi ¢6 bao nhiéu ho so dwgc ldp trén moi truong
mang.

2. Buéc 2: Khai bao thoi han bao quan
- Trén trang chii, vao muc “Ho so luu trir”.

Quan tri hé théng [ Théng tin cd nhan ] [ Thoat]

= ’ > Pacas
Van ban dén Van ban di TT téng hop Quan tri
& .
5] OO - =x
Lich céng tac Tro chuyén Van ban phap quy Hé so lwu trie
= o
- —t) Phan m&m cham
Phan mém YKCD diéem

- Trén thanh menu bén trai, vao “Danh muc” - “Thoi han bao quan”,

! Danh muc hé so do nguoi ding dau co quan, t chire phé duyét, dugc ban hanh vao dau nam va gui cac don vi,
ca nhan lién quan lam can cu dé lap hd so. Mau Danh muc hd so dugc thuc hién theo quy dinh tai Phu luc
V Nghi dinh s6 30/2020/ND-CP ngay 05/3/2020 ciia Thi tuéng Chinh phu.

2 Ho so c6 thé 1ap dugce trén moi truong mang 1a nhirng ho so cd cac vin ban lién quan hoan toan 14 van ban dién
tir, hodc c¢6 van ban gidy nhung s6 lugng it, ¢6 thé dung cac phuong tién may moc dé sao chup, chuyén thanh
van ban dién tir gin vao hd so dugc.

3 Ho so khong thé 1ap dwoc hd so dién tir hoan toan 1a hd so ¢6 nhimng van ban, tai lidu dang 1a tai lidu gidy,
khong c6 phuong tién dé s6 hoa cac tai lidu gidy d6 (vi du: tap ban v& vai khd gidy 16n; tap thuyét minh véi qua
nhiéu trang gidy;...).

4 Khoan 1, Piéu 9 Luét luu trit ndm 2011 quy dinh: “1. Ngudi duoc giao giai quyét, theo ddi cong viée cua co
quan, tb chtrc ¢6 trach nhiém 1ap hd so vé cong viée duge giao va ndp luu hd so, tai liéu vao Luu trit co quan;
trude khi nghi huwu, théi viée hodc chuyén cong tic khac thi phai ban giao diy du hd so, tai liéu cho nguoi co
trach nhiém cua co quan, td chire”.



B Bdo cao théng ké
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L panh muc ~
Quy tac k&t chuyén VB di 20
Quy tic k&t chuy&n VB dén
Quy téc k&t chuyén hd so 10
Quy tac k&t chuyén |én TTDL
o

Loai hinh tai liéu
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2022
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2020
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Trudmng tai liéu ki€u danh sich
Iua chon

Khai bdo méu import excel
P& muc ht so
Danh muc hd so
i= Dang danh sach
&= Dang cay
Ky hiéu hd so
Co quan luu trir
Phong tai liéu
S8 vén ban
Linh vuc

Loai van ban

I Th&i han bdo quan I

- Bam “Thém méi thoi han” dé thém thoi han bao quan con thi€u, hodc co
thé bam “Sura” dé sura thoi han bao quéan da c6 nhung sai, bam “Xdéa” dé xoa thoi
han bi thira.

THEM MG1 DANH MUC
Tén tat*
w
Tén day du*

Vinh vién

Ghi chu:

~ Lwu y: Thoi han bao quan chi can thém 1 lan, thiéu/sai thi bé sung/sira
doi, vi vay chi co tai khoan quan tri thuc hién.
3. Budce 3: Khai bao co quan luu trix
- Trén thanh menu bén trai, vao “Danh muc” = “Co quan luu trir”,



B theo dsi doc gia

& Bédo céo théng ké

D Danh muc <
Quy tac k&t chuyén VB di
Quy tac ket chuyén VB dén
Quy téc két chuyén hd so
Quy tac k&t chuy&n lén TTDL
Loai hinh tai liéu

Trudng tai liéu kigu danh
sach lua chon

Khai bao méau import excel
P& muc hd so
Danh muc hd so
Dang danh séach
Dang cay

Ky hiéu ho so

Co quan luu trit

Phéng tai liéu

- Bam vao nat “Thém méi” = nhdp “Tén co quan”, “Ma co quan” =
bam “Luu”

THONG TIN CO QUAN

Co quan quan ly:

—Co quan quan ly—

Tén co quan:*

Trung tdm Lwru tri lich st tinh

M43 co quan:*

H27.10.03

- Truong hop don vi ¢d cac co quan luu trir bén trong (vi du: UBND cap
huyén c6 cac phong chuyén mén 1a cac co quan luu trit bén trong) = bam chudt
phai vao co quan goc = chon “Thém méi co quan tryc thudc” = thém co quan
Iuu trit méi giéng nhu trén.



Danh muc co quan luu trir

gz UBND Thanh phd Ha Tinh

@® Thém moi

v UBND Thanh phd Ha Tinh
nh ph& Ha Tinh

Thém ca quan truc thudc

AT Ve T

Stfa rong Tran Phu
¥ba roing Thach Linh
Uy ban nhan dan phudng Tén Giang
Luu y:

- M& co quan ldy theo cét “Ma dinh danh méi” trong cdc phu luc kém
theo Quyét dinh so 3109/0P-UBND ngay 08/9/2021 ciia UBND tinh Ha Tinh vé
viéc ban hanh ma dinh danh dién tir cua cdc co quan, don vi hanh chinh va sy
nghiép tinh Ha Tinh phuc vu két néi, chia sé dir liéu giita cdc hé thong thong tin,
co so dir lieu voi cac Bo, nganh, dia phuong.

- Co quan luu trit chi thém 1 lan, nén chi cé tai khodan quan tri thuc hién.

4. Budc 4: Khai bao phong tai li¢u

- Trén thanh menu bén trai, vao “Danh muc” = “Phong tai li¢u”.

& Bdo céo théng ké

|;| Danh muc
Quy téc két chuyén VB di
Quy téc két chuyén VB dén
Quy tAc két chuyén hd so
Quy tAc k&t chuyén lén TTDL
Loai hinh tai liéu

Trudng tai lidu kigu danh
sach lua chon

Khai bdo mau import excel
B muc hé so
Danh muc ho so
Dang danh sach
Dang cay

Ky hiéu h so

Cof quan luu trit

‘l Phong tai liéu

S6 vén ban

- Chon “Thém moi” > Chon co quan luu trit can thém phong = nhap

99 ¢

“Tén phong”, “Ma phong”, “Phong s6” = bam “Luu”.



DANH MUC PHONG

Tén phong:* M4 phéng:* Phdng s&*

Ban Thi dua - Khen thuéng H27.10.01 1

Co quan luu trir: M4 co quan luu tri:

Ban Thi dua - Khen thudng H27.10.01

Thai gian tai ligu T8ng s6 tai liéu gidy:

S8 lrong tai ligu gidy da sé hoa Ngén ngi:

Cong cu tra cuu S8 lugng trang tai liéu da lap ban sao béo hiém

Luwu y:

+ Mbi co quan lwu triv c6 01 phéng luu trit, vi vdy nhdp tén phong luu triv
trung vdi tén co quan leu trit; ma phong chinh la md co quan luu trir (dat theo
hwong dan tai buoc 2); phong so nhdp so 1 (vi moi co quan luu triv chi co 01
phong).

+ Phong luu triv chi thém [ lan, nén chi cé tai khoan quan tri thuc hién.

5. Bude 5: Khai bao ky hiéu ho so

- Trén thanh menu bén trai, vao “Danh muc” = “Ky hiéu hd so”.

o CCHC 56
B Theo dbi doc gia
VTLT 15
B Bao cao théing ké
ccve 89
D Danh muc <
P - N CGTL 14
Quy tac két chuyén VB di
Quy tic k&t chuyén VB dén PG-TGK 9
Quy tic k&t chuyén hd so BTG-HCTH T
Quy t8c két chuyén lén TTDL TTCL 6
Loai hinh tai liéu HCBOKT 30
Truréng tai liéu kidu danh
sach lya chon Gz 7
Khai bao mau import excel 1] 1
BE muc ht so BTOKT-HCTH 25
Danh muc hd so BTOKTNY 15
Dang danh sach
Téng 56 15 danh muc
Dang cay
Ky hiéu hd so
et anan i

- Bam vao nat “Thém méi ky hiéu ho so” = nhap “Ky hiéu ho so”,
“Panh so0 tir” = bam “Luu” dé thém mai ky hiéu ho so.



THEM MG1 DANH MUC

Ky higu ho so*
VP.Thach Ha
Danh s tir*

1

Ghi ch:

- Bam vao nut “Sua” dé stra “Ky hi¢u” hoac “Danh so6 tur”’; “Xo6a” dé xda
ky hi€u ho so.
Danh muc ky hiéu hé so

Ky hiéu Danh sé tir Chirc nang

Luu y:
+ Ky hiéu ho so ld'y theo phd‘n chir tai cét “Sé va ky hiéu hé so” trong
danh muc ho so tai liéu cua co quan (theo hinh anh minh hoa gui kem).

DANH MUC HO SO TAI LIEU NAM 2023
(Kém theo quyét dinh s6  / OP-UBND ngay thang ndam 2023)

So Va;ky hicu Tén dé muc va tiéu deé ho so T!lm h?n Ngudi 13p ho so Gh,l
ho so : bao quan : chu
I. VAN PHONG
Ho so xay dung, ban hanh quy dinh, quy
ché, hwong dan cong téc hanh chinh, van| < F—
I|ve thu, Ivu trit, bao vé bi mat nha nuéce cual 20 nam Nguyen Van A
co quan

+ Mbi khoi tai liéu chi nhdp 1 ky hiéu, khéng nhdp tring nhau.
+ Poi voi cdc co quan cé nhiéu don vi c6 ky hiéu trung nhau thi nhdp tén
cua tung don vi sau ky hiéu. Vi du: UBND thanh pho co nhiéu UBND cap xa
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cung c6 ky hiéu ho so la VP, thi nhdp thém tén ciia UBND cdp xd sau ky hiéu ho
so, nhw VP.Thach Ha, VP.Van Yen, ...

+ “Ddnh sé tir” 1a s6 thir tw cia danh muc ho so tw dong tang lén khi tao
danh muc ¢ budc 6. Mdc dinh sé bat dau tir so 1, va tang dan khi thém maoi danh
muc ho so.

+ Chirc nang nay do tai khoan Van thuw tung don vi thuc hién.
6. Budc 6: Khai bao dé muc hd so
- Trén thanh menu bén trai, vao “Danh muc” = “Dé muc hd so”.

EI Bao cdo théng ké

Cl Danh muc <
Quy tac k&t chuyén VB di
Quy tac k&t chuyén VB dén
Quy tac k&t chuyén hd so
Quy tac k&t chuyén lén TTDL
Loai hinh tai ligu

Trurémg tai liéu kigu danh
sach lua chon

Khai bdo mau import excel

Pé muc ho so

- Duéi 6 “Pé muc ho so0”, chon phong Luu trir cia co quan = bam nut
“Thém moi” = nhap “Tén muc luc”, “Ma” - bam “Luu” dé thém mdi.
. 4 v 9

MUC LUC HO SO

Phéng:*

Trung tAm Luru triF Lich siF tinh

Tén muc luc:*
Van phong
ME*

VP

Ghi chu:

Trang thai

- Truong hop muon chia nho dé muc thi tich chon dé muc 16n = bam nut
“Thém dé muc nhd” dé tao cac d€ muc con ndm trong dé muc lon.



Pé muc ho so

Trung tadm Luu trif Lich sirtinh = - &8 Hanh chinh - Bao quan - Khai thac

@® Thém d& muc nho

&5 P& muc Ién

» » = " Ta chirc
|
Khen thudng
W Hanh chinh - Bao quan - Kh Wan thu
Thu thap - Chinh ly Tai chinh

Pang va doan thé

Luu y:
+ Pé muc hé so nam trong trong danh muc ho so tdi liéu cia co quan
(theo hinh anh minh hoa guri kem).

DANH MUC HO SO TAI LIEU NAM 2023
(Kem theo quyét dinh s6  / OD-UBND ngay thang nam 2023)

So Va;ky hicu Tén dé muc va tiéu dé hé so TPM hs_:n Nguwoi lip ho so Gh,l
ho so bao quan chu
L|[VAN PHONG
Hb so xdy dung, ban hanh quy dinh, quy]|
ché, huéng din cong tac hanh chinh, vin ; P
LVE b, hwu trir, bao vé bi mat nha nuée cta| 20 B0 Neuyen Van A
co quan

+ Khéng nén chia qud nhiéu dé muc nhé, sé khé khén trong quan 1y.
+ Churc nang nay do tai khoan van thu tung don vi thuc hién.
7. Bude 7: Khai bao danh muc hd so

- Trén thanh menu bén trai, vao “Danh muc” - “Danh muc ho so” 2>
“Dang cay”.

Pl

= Bao cdo théng ke 01.BTEKT-HCTH _
01.BTG-HCTH Pl
l:l Danh muc « -
Pl
Quy tdc két chuyén vB di PR TS -
= . - . Pl
Quy tac két chuyén VB dén 02.BTG-HCTH i
Quy tic k&t chuy&n hd so BTSN R T Pl
Quy téc k&t chuy&n |&n TTDL Bl
02.BTG-HCTH _
Loai hinh tai liéu Pl
04.BTEKT-HCTH B
Trudng tai liéu kiéu danh ol
sach lua chon 04.BTG-HCTH B
Khai bao mau import excel 05.BTEKT-HCTH Pl
P& muc hd so 05.BTG-HCTH Pl
Danh muc hé so 06.BTEKT-HCTH Pl
Dang danh sach . _
Toéng s& 265 danh muc
& Dang cay
Ky hiéu hd so
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- Bam nut “Thém mad1” dé thém danh muc ho so.

Danh muc hd so co quan nam 2023

Phéng:
Trung tam Luu tri Lich sirtinh x - =+ Thém mdi & In danh sac

&5 Dé muc

Sd, ky higu Pé muc lgn Pé muc nl

E - Hanh chinh - Bao quan - Khai thac 02-HCBQKT Hanh chinh - Bao . . .

quan - Khai thac

Ta chifc
., Hanh chinh - Bdo _. . ..

- Chon:

+ “Phong” tuong Ung.

+ “Pé muc 16n”.

+ “Pé muc nhd”, “Loai hd so”, “Linh vuc” (néu o).

+ “Ky hiéu ho so”.

+ S0, ky hiéu”: phan s0 tw dong ting thém theo thir tw, néu 1éch voi danh
muc ho so tai li¢u thi c6 thé di€u chinh cho khép.

+‘“Tén danh muc”, “Nam hinh thanh hd so”, “Thoi han bao quan”, “DPon
vi lap ho so”.

Danh muc h6 so co quan

atncos
Thdng tin co ban

Phong: * Trung tdm Luu trir Lich sirtinh = =

BE muc lan: * Hanh chinh - Bao quan - Khai...x - D& muc nho: Khen thuang x v
Loai hd so: Tim ki&m - Linh vue: Tim kigm -
Ky higu: # HCBQKT x - SO, ky hiéu: * | 30.HCBQKT

Hb so ndng lrong thiréng xuyén
Tén danh muc: *

Nam hinh thanh hd so: | 2023 Théi han bao quan: * Tim ki&m -
Bonvilagphdso: * | Trungtam Luu tr lich srtinh =~ Ngudi lap ho so: *
Donvitao:  Van phong S& Nguditao:  Quan tri

- P6i v6i thong tin “Nguoi 1ap hd so™, c¢6 thé chon 1 hodc nhiéu nguoi
phu trach xur 1y ho so do. Tich chon nhiing ngudi dugc giao xir 1y ho so (theo
danh muc ho so tai liéu co quan) = bam “Chon” dé lya chon nguoi xu Iy ho so.



10

DANH SACH CAN BO TRUNG TAM LUU TRU'LICH SU TINH

Ho tén
Bii Thi Hoai Thuong
Bui Trong Vui
Dinh Thi Cam Tho
Duong Thi Ngan
Duong Thi Thu Huong
Nguyén Thi Ha
Nguyén Thi Mai Anh
Nguyén Thi Théi Hoa
Nguyén S§ Tudn
Nguyén Thi Diéu Huyn
Trung tam luu trir lich sdr tinh
Nguy&n Thi Hai
Tran Ha Phuang

Tran Thi Thu Thiy

Tai khoan
buithihoaithuong.snv
buitrongvui.snv
dinhthicamtho.snv
duongthingan.snv
duongthithuhuong.snv
nguyenthiha.snv
nguyenthimaianh.snv
nguyenthithaihoa.snv
nguyensytuan.snv
nguyenthidieuhuyen.snv
ttlt.snv
nguyenthihai.snv
tranhaphuong.snv

tranthithuthuy.snv

- BAm “Ghi lai” dé luu danh muc hd so.

Danh muc ho so co quan

B Ghilai

€ Quay lai

Peé muc lon; =

Phéng: *

Chic vu
Luru trir vién
Nhan vién
Phé Gidm ddc
Luru trir vién
Luru trir vién
Nhan vién
Phu tréch K& todn
Trudng Phang
K¥ thuat vién
Phu trach phéng
Van thu Bon vi
Nhan vién
Thu vién vién

Luu trif vién

Trung tam Luu trir Lich sir ti

Hanh chinh - Bao quan - Khe

- Co thé bam vao tung ho so trong danh muc dé sura, x6a ho so do.

& In danh sach v | (@ Sao chép danh muc

Dé muc nho

Tén danh muc

HB SO nguyén tic

S8, ky higu P& muc lén
| 01-HCBQKT HSQ: CT{'QQI 't:a,aco T4 chire
02-HCBQKT ES:: CT{":QI 'ﬂ?:c" 6 chie
03-HCBQKT 23:: C:,:ahl 't:a,é: 6 chirc
04-HCBAKT Hanh chinh - B30 1 p e

quan - Khai thac
Phéng Hanh chinh

- TAnna hrn

01.BTEKT-HCTH

H3 s0 cac Quy ché, Quy dinh tai Trung tam Iuvu trf lich s tinh

K& hoach, bdo cdo céng tdc dai han, hang nam
K& hoach, bdo cdo céng tic 6 thang, 9 thang

H3 so Hai nghi téng két hoat déng cd quan

Thdéi han bao
quan
©€n khi van ban
hét HL
20 nam

Vinh vién

10 ndm

ban vi/Ngudi lap hd
Trung tdm Luu tri¥ lich s
tinh - Nguyé&n S¥ Tudn
Trung tam Luu trif lich s
tinh - Nguy&n S¥ Tudn
Trung tadm Luu trid lich s
tinh - Duong Thi Thu Hua
Trung tdm Luu tri¥ lich s
tinh - Du'ong Thi Thu Hu'a
Ban Thi dua - Khen thuidr

=
Menrdn Mane | an
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- Truong hgp cac ndm trudce da lap danh myc ho so va khong khéac nhicu
s0 vO1 nam nay, c¢6 thé thyc hién chic nang “Sao chép danh muc” dé sao chéo
danh myc ctia cac nam trude sang ndm nay.

Danh muc ho so co quan ndm 2023

Phéng:
Trung tam Luu trir Lich sirtinh x v =+ Thém méi & In danh sdch v | @ Sao chép danh muc

&£ Dé muc

Sd, ky hiéu Bé muc Ién Pé muc nho Tén danh muc
= RENIL @il = BEE GLED = [LiE] EiEe 02-HCBQKT EEE=LED {om e H& sd cac Quy ché&, Quy dinh tai Trung tar
T8 chire quan - Khai thac
Khen thuing 03-TTCL Thu thap - Chinh Iy H& sc thu thap tai liéu gidy ndp Iuu vao Lt
van thu H& s ban hanh Danh muc cdc co quan, t¢

Tai chinh pz-ret WnCER=EIa n6p I vao Luu b lich sc tinh
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