UBND HUYEN MY TU CONG HOA XA HQI CHU NGHIA VIET NAM

PHONG VAN HOA VA THONG TIN Déc 1ap - Tw do - Hanh phuc
sé: 288 (VHTT M5 T, ngay2! thang 6 niam 2024
V/v Huéng dan tao nhom vin ban di
trén Hé théng QLVBDH
Kinh gui:

- (;éc Phong, Ban, Bon vi truc thucf)c UBND huy¢n;
- Uy ban nhan dan céc x4, thi tran.

Trén co so thuc nghiém Hé théng Quan 1y van ban va diéu hanh, phét
hién ¢ tinh ning tao nhoém vin ban di rat hitu ich va thiét thyuc trong viéc hd tro
cong tac van thu tai cac co quan, don Vvi.

Nham tao su thuan tién va gidp ting d6 chinh xac cao cho CBCCVC phu
trach cong tac van thu tai cac co quan, don vi trén dia ban huyén trong qua trinh
phat hanh van ban, Phong Van hoa va Thong tin chia sé quy trinh tao nhém van
ban di vdi 4 budc thuc hién co ban, nhu sau:

Bwéc 1. Tai Menu “Quan tri van ban” = Chon “Khai bao nhém don
vi ban hanh”.

(¢ Quan tri van ban

S0 van ban dén

S6 van ban di

Bon vi bén ngoai

Khai bao nhom don vi ban
hanh

Budéc 2. BAm “Thém méi nhom?.

# Cuintivénbdn  Knaibdonhim doni ben hanh




2

Bwéc 3. Nhap “Tén nhém” can tao va Chon “Thém méi”.

THEM MO NHOM

Tén nhoéom (* BAN CHI A0 CCHC VA CBDS o

Buéc 4. Bam “Biéu twong banh ring”, Hé thong cho ra danh sach don
vi ban hanh trong nhdm > Bam “Check” chon don vi ban hanh trong nhém va
két thiic bang cach bam “Cap nhat” dé hoan tat quy trinh thyc hién.
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Trén day 1a Coéng vin Hudng dan tao nhom vin ban di trén Hé thong
Quan 1y vian ban va diéu hanh cia Phong Van hoéa va Thong tin huyén My T.
Trong qué trinh thuc hién, néu c6 van dé chua r5, CBCCVC dau méi phu trach
cua cac co quan, don vi vui 1ong lién hé ddng chi Ngan, qua sb dién thoai 0393
070 121 dé hd trg.

Trén trong./.

Noi nhén: TRUONG PHONG
- Nhu trén; N

- Cong TTOT huyén;
- Luu: VT, VHTT.
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