Trién khai Hé théng Quan 1y viin ban va Piéu hanh tac nghiép

I. Thanh phan déi tweng

véi doi twong 14 cac Cuc Thong ké

Cuc TK

Chi Cuc TK

1. Cuc truong

5. Chi Cuc truong

2. Trudng phong

6. Chuyén vién trong Chi Cuc

3. Chuyén vién

7. Van thu Chi Cuc

4. Van thu Cuc

I1. Cac ndi dung hwéng din

1. B tai khoan thuc hanh (Mat khiu chung: Mpi@123)

Cuc TK Tai Khoan ChiCuc TK 1 Tai khoan Chi Cuc TK 2 Tai khoan
\ thuchanhctkl . \ thuchanhctk5 | 8. Chi Cuc thuchanhctk8
1. Cuc truéng 5. Chi Cuc truong trurong
2 Trusna ohon thuchanhctk2 | 6. Chuyén vién thuchanhctk6 | 9. Chuyén vién | thuchanhctk9
' g phong trong Chi Cuc trong Chi Cuc
A in thuchanhctk3 | 7. Van thu Chi thuchanhctk7 | 10. Van thu Chi | thuchanhctk10
3. Chuyén vién
Cuc Cuc

4. Van thu Cuc Thuchanhctk4

2. Ngi dung hwéng dan

(1) bang nhap, su dung:

Truy cap https://eoffice.mpi.gov.vn/, s dung tai khoan tuwong tng

(2) Cap nhat thong tin nguoi su dung:

(3) Vin thu cac don vi tao s vin ban dén — di.

(4) Tiép nhan vin ban dén, thao tac bang tai khoan cia Cyc va Chi Cyc 1:

+ Cuc phan vin ban vé Chi Cyc 1;

+ Van thu Chi Cuc 1 tiép nhan vin ban vao so;

+ Chi cuc truong Chi Cuc 1 phéan xir ly;

+ Cong chuc chi cuc dugce phéan xir ly ( dong hoan thanh).

(5) Cuc giri van ban phat hanh (G day s& vi du giri cac Chi Cuyc):

+ Néu khong theo quy trinh trinh ky (tirc van thu tw nhap mot van ban dé gui di)

= Vin thu Cuc vao sb vin ban di, nhap thong tin va dinh kém vin ban (da c6 dau xac nhan);

=>» Van thu Cuc gui van ban cho céc Chi Cyc.

= Chi Cuc thyc hién tiép nhan vin ban dén nhu noi dung trén.
=>» Van thu Cuc xem trang thai van ban gui (nhan chua, giao cho ai)

+ Néu theo quy trinh trinh ky dién tir

= Chuyén vién Cuc duy thao van ban trinh; nhap ludng (c6 thé nhap 1 trong 2 ludng tly timg don vi):
1. Chuyén vién -> Lanh dao phong -> Lanh dao Cuc -> Van thu.
2. Lanh dao phong -> Lanh dao Cuc -> Van thu.

= Thuc hién trinh ky theo ludng di dinh nghia;



https://eoffice.mpi.gov.vn/

= Cuc tredng(LD Cuc) ky phé duyét;

= Vin thu vao s6 phat hanh va giri ban cho cac Chi Cuc

= Chi Cuc thuc hién tiép nhan vin ban dén nhu ndi dung trén

=» Van thu Cyc xem trang thai van ban giri (nhan chua, giao cho ai)

(6) Chi Cuc Gui van ban phéat hanh
+ Néu khdng theo quy trinh trinh Ky (tic van thu tu nhap mot van ban dé giri di)

= Vin thu Chi Cuc Va0 s6 vin ban di, nhip thong tin va dinh kém vin ban (da c6 dau xac nhan);
=>» Van thu Chi Cuc guri van ban cho ( Cuc,chi cuc khac,don vi khac)

= Cuc,chi cuc khac thuc hién tiép nhan vin ban dén nhu ndi dung trén

=» Van thu Chi Cuc xem trang thai van ban gtri (nhéan chua, giao cho ai)

+ Néu theo quy trinh trinh ky dién tir

= Chuyén vién Chi Cuc du thao van ban trinh; nhap 1 ludng trinh gém:
Chuyén vién -> Chi Cuc truéng -> Van thu

= Thuyc hién trinh ky theo ludng d dinh nghia;

=>» Chi Cuc truéng ky phé duyét;

= Vin thu vao sb phat hanh va giri ban cho Cuc,chi cuc va don vi khac

= Cuc,chi cuc khéc thyc hién tiép nhan van ban dén nhu ndi dung trén

=>» Van thu Chi Cuc xem trang thai van ban guri (nhéan chua, giao cho ai)



