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STT Thuéat ngir Y Nghia
1. VPCP Van Phong Chinh Phu

2. BNDP B6 Nganh Dia Phuong

3. CNTT Cong nghé thong tin

4. | QLVBPH Quan 1y vin ban va diéu hanh
5. VBDT Van ban dién tr

6. |Qb Quyét dinh

7. | Log, Logs Luu vét
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Bét diu Bat dau mot tac vy, cong viéc
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Nét mém, thé hién chi tiét budc cong viéc nho
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luc edxml trong tai liéu huéng dan lién thong




I. TONG QUAN
1.1. Can ctr xay dung tai liéu
- Quyét dinh s 28/2018/Qb-TTg vé viéc giri nhan van ban dién tir giita
cac co quan trong hé thong hanh chinh nha nudc.
- QCVN 102:2016/BTTTT: Quy chuan ky thuat qudc gia vé cdu trac ma

dinh danh va dinh dang dit liéu géi tin phuc vu két ndi cac hé thdng quan 1y van
ban va diéu hanh.

1.2. Muc dich tai liéu

- Trinh bay céc yéu ciu nghiép vu co ban can dap ng cua cac hé thong
QLVBDH va Tryc lién thong van ban qudc gia theo quyét dinh sb 28/2018/QP-
TTg vé viéc giri nhan vin ban dién tir gitta cac co quan trong hé théng hanh chinh
nha nudc.

- Cac B9, nganh, dia phuong duya trén tai liéu m6 ta nay dé thuc hién trién
khai, nang cap, chinh sira hé thong QLVBDH déap ung yéu cau cua quyét dinh va
két ndi, lién thong véi Truc lién thong van ban quéc gia.

1.3. Pham vi ap dung

- Tai lidu nay 1a co so dé cac h¢ thong QLVBDH cua B¢, nganh, dia
phuong, Truc lién théng van ban quéc gia nang cap, chinh sira, bd sung dap ung
theo quy dinh tai quyét dinh 28/2018/QD-TTg.
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II. CAC QUY TRINH NGHIEP VU
2.1. Nghi€p vu giri, nhan van ban dién t&
- Cdn ¢ theo OP 28/2018/0P-TTg, ngay 12/7/2018.
Vin ban dién tir sau khi duoc cap cd tham quyén phé duyét, ky ban hanh, ky
s6 theo quy dinh cua phap luat va gui dén Bén nhan thdng qua cac hé thong
QLVBBDPH dugc két ndi, lién thong vai nhau qua Truc lién thong van ban qudc gia.

8 - Cap nhit vin ban

. s « e s . - Lay lai van ban

> 1.1 Phét hanh van 1.2 Theo ddi cac trang thai van 1.3 Thyc hién cac - Thu hdi vin ban bing van bin khic
é bén dién tir bdn dién tir da dugc g di tic nghi¢p khac - Giri van ban thay thé

i i i

)

€2 . E—

=9 o | | 21 xac nhan goi 2.2 Lwuvétgail | | 2.3Chophépxem| | 24 Chophépdon| 1 25Guivanban | [, opy s g i

S .5 o . 1 - A AT vi tai van ban dién bang hinh thirc Sire o A

=3 tin theo chuan 102 nhan logs gtri/nhan AN . don vi khi ¢6 su co

o e U tir truc email

58

s>

Z
(é'

Z A< 1a s e aa o o . A - Cép nhat van ban

X 3.1 Nhén van ban 3.2 Xur ly van ban dién tir va giri 3.3 Thyc hién cac N

5 dién tir trang théi x Iy vin ban tc nghiép khac - Tir choi van ban A .
z i i i - Xur 1y theo nghiép vu van ban thu hoi, van ban thay thé
9

[a}

Hinh 1: Quy trinh gi nhan dién tr

2.1.1 Yéu cau chirc niing hé thong QLVBPH
a) Hé théng QLVBPH Bén guri:

- Giri dugc vian ban dién tir qua Truc lién thong vin ban qubc gia.

- CO thé kiém tra, theo ddi dé biét van ban dién ta d3 duoc gui dén ding
Bén nhan hay chwa trong thoi gian cho phép d6i voi mdi van ban.

- Theo ddi dugc cac trang thai cua van ban dién tir da gui di: trang thai gui,
nhan (P dén, Da tiép nhan), trang thai xtr Iy (Pang xur 1y, D4 hoan thanh), kém
theo c4c thong tin vé thoi gian, tén nguoi, chirc danh.

- C6 thé thuc hién tac nghiép khac khi can thiét d6i voi van ban da gui: thu
hoi, cap nhat, thay thé, 13y lai van ban.

- Nhan duoc céc gai tin thdng bao tir Truc: théng bao sy ¢, qua han tiép
nhan...

- Quan ly duoc tinh hinh gui, nhan van ban dién tir qua Truc thong qua hé
thong bao cao tong hop gui, nhan (dap ing cac thong tin dé co lién quan van ban)
va cac bao cao chi ti€t theo tirng van ban cu theé.

b) Hé thong QLVBDH Bén nhan:

- Nhan dugc vin ban dién tir qua Tryc lién thong van ban quéc gia.

- Sau khi tiép nhan, xir Iy va phan héi trang thai xt Iy vin ban dién tir (thoi
gian, vi tri, don vi, tén nguoi, chirc danh, trang thai: Pang xtr 1y, Da hoan thanh)



trén hé thong QLVBDH, chuyén qua Truc lién thong van ban qudc gia cho Bén
gui.

- Tt chdi nhan, tra lai van ban dién tir, néu van ban dién to do khong bao
dam cac nguyén tac, yéu cau vé gui, nhan van ban dién tur; danh dau van ban tra
lai, cap nhat trang thai va 1y do tra lai; phan hoi kip thoi cho Bén gui;

- Nhan duoc céc gdi tin thdng bao tir Truc: théng bao su ¢, qua han tiép
nhan...

- Quan ly dugc tinh hinh guri, nhan van ban di¢n tor qua Truc thong qua hé
thong bédo cdo tong hop gtri, nhan (dap g cac thong tin da c6 lién quan van ban)
va cac bdo cao chi ti€t theo tirng van ban cu thé.

2.1.2. Yéu cau doi voi truc

- Truc nhan cac goi tin lién thdng tir Bén gui va gui lai cac goéi tin do cho
Bén nhan, dong thoi luu vét lai logs gui nhan van ban dién tu di qua truc.

- Truc can c6 chire nang thong bao su ¢, qua han tiép nhan van ban, cu thé
cac truong hop:

+ Hé thong Bén nhan bj I5i, khong the lay goi tin lién thong: Tryc thong
bao sy co toi Bén gui qua email, qua chie nang nhan thdng bao su co. Khi gui
thong bao thanh géng, Truc danh dau dé Bén nhan khéng nhan lai van ban dién
tir. Bén nhan muon nhan lai van ban dién ti thi dang nhap lai vao trang quan tri
cap nhat co trang thai cho phép gui lai van ban dién tir téi bén nhan.

+ Bén nhan tiép nhan, nhung qua han quy dinh cua goi tin: Truc gui thong
bao t6i email, chirc ndng nhan thdng bao cho ca Bén gui, Bén nhén dé bict ve viéc
qua han tiep nhan.

2.2. Nghié€p vu giri, nhin trang thai van ban dién tir

- Can c6 theo OD 28/2018/0P-TTg, ngay 12/7/2018.

- Khi thyc hién gui, nhan van ban dién tir qua truc lién thong van ban quoc
gia 'ghi truc can cap nhat dugc cac trang thai lién quan cua van ban dién tu dé
truyen tai dén Bén gui, Bén nhan.
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2.2.1. So d0 quy trinh giri nhin trang thai vin ban dién tir

Bitdiu 3.1 Lay status vya c?p nh"gxt 1"'3‘13 thai vao QALVBL Thé Kt thitc
hién logs-qua trinh xir Iy van ban cua bén nhan

{ { {

PON VI GUT

Z.ZKGui Ehﬁng béoAkhﬁn.g | —rchone &
thanh cong cho bén giri

ong dat | . 2.1 ‘Lul.l Logs u:c_mg thai Két thite
vao lich str van ban
[

1.2.1 Cap nhat trang thai 02
- tr choi, 1y do tir choi,
ngudi tir choi

Truyc lién théng van ban Quéc gia

T.1.1 Cap nhat
Bit dau trang thai 01 -
ba dén

1.2 Tir chéi tiép nhan

1.1 LAy van ban lién
théng

Khdng hop 1&/khong thude thim quyén giai quyét
1.3.1 Cap nhat
trang thai 03 - Pa

Van thu kien
traVB
tiép nhan, nguoi

HI & tiép nhan 1.4.1 Cap nhat trang

théi 04 - Phan cong
- X ly, nguoi phan N N
1.3 Van thu tiép cong xir Iy 1.5..1 Cap nhat trang
nhan/Vao s6 VB dén théi 05 - Pang xu 1y,

nguoi dang thuc
1.4 Vin thu phan hi¢n xtr ly

cong xtr Iy A A
15 Chuyeln vién xir Két thac
Iy
kK~
1.6 Hoan thanh xur 1y

van ban

PON VI NHAN

A

1.6.1 Cap nhat trang
théi 06 - Hoan thanh
xur 1y, ngudi hoan
thanh

Hinh 2: Quy trinh giri nhan trang thai van ban dién tir

2.2.2. Yéu céu chirc ning hé thong QLVBPH
a) Hé théng QLVBDH Bén guri:

- Bén guri nhan dugc céc trang thai cua van ban dién tir da g di, thong qua
Truc lién thong vian ban qudc gia: trang thai gui, nhan (Pa dén, D3 tiép nhan),
trang thai xir ly (Pang xur 1y, P4 hoan thanh), kém theo cac thdng tin vé thoi gian,
tén nguai, chic danh.
a) Hé théng QLVBPH Bén nhan:

- Bén nhan phan hdi trang thai xt 1y vian ban dién tir (thoi gian, vi tri, don
vi, t€n nguoi, chirc danh, trang thai: Pang x1r 1y, Pa hoan thanh) trén hé théng
QLVBDH, chuyén qua Truc lién thong van ban quéc gia cho Bén giri.



2.2.3. Yéu cau véi Truc

- Truc cung cip tinh ning cho Bén gui, B&n nhan co thé cap nhat dugc cac
trang thai cho van ban dién tur:

Da dén, Tur chdi, Tiép nhan, Phan cong xu ly, Dang xir ly, Hoan thanh. Di
kém va&i moi trang thai khi cap nhat 1a thong tin nguoi xu 1y (don vi, ho tén, so
dién thoai, thu dién tir) va ly do cap nhat trang thai.

- Truc bo sung thém thong tin vé ngudi xir 1y van ban dién tir, phuc vu cong
tac lién lac khi can thiét.

binh B{‘E
STT  Téntruong  dang M6 ta :‘l‘]‘;/c’ Ghi cha
dir liéu chen
1.6.3 edXML:Mobile Kiéu S6 dién thoai chuyén  Tuy B6 sung vao dudi
String vién xu ly chon dang tag con cua
edXML.:StaffInfo
1.6.4  edXML:Email  Kiéu Thu dién ti chuyén Tuy B6 sung vao dudi
String vién xu ly chon dang tag con cua
edXML.:StaffInfo
- Truc b sung/cap nhat danh sach trang thai van ban dién tu:
STT | Matrang | Tén trang thai Ghi chu
thai
1 01 Pa dén Phan mém QLVB da nhan nhung
van thu chua xu ly
2 02 T choi  tiép | Van thu phat hién vin ban gii nham,
nhan sai sot, khong dung tham quyeén, tir
chéi nhan van ban, kém theo ly do tir
chéi
3 03 Pi tiep nhan | Van thu da nhan trén phan mém
4 04 Phén cong Phén cong xt ly
5 05 Pang xur ly Thuc hién xt ly
6 06 Hoan thanh Hoan thanh xur 1y van ban

- Truc luu lai logs cap nhat trang thai gitra cac Bén.

2.3. Nghiép vy thu hdi viin bin
- Cdn 6 theo OP 28/2018/0P-TTg, ngay 12/7/2018.

Bén guri phat hanh vin ban dé thu hoi van ban khac khi can thiét.

2.3.1. So' @6 quy trinh thu hdi vin bén
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Gén 1 hoic nhiéu vin ban cin
thu hoi, don vi can thu hoi cho
ting van ban

o 1.1 Phét hanh vin N
ban thu hdi '( Ke‘“‘““)

1.1.1 Giri gdi tin
thu hdi vin ban,

PON VI GUT

Bét di ; 2.2 Luu Logs guri /nhan | 2.3 Panh déu van ban
atdau ? van ban thu hbi ” (cac van ban) bi thu hdi

Truyc lién thong van ban Qubc
gia

Khéng dat
A4
2.1 Gui thong bao :@ﬂmc

khéng thanh cong

PR 3.3.1 Giri gdi tin trang thai tiép nhan van ban thu hoi
Bat dau ~ ok o
status code = 03, nguoi tiép nhan

3.1 Léy géi tin lién 3.3 Vin thu xac nhén 3.5 Panh dau vin ban bi thu
thong tir hé thong tich Dong ¥ thu hoi——————— ddng y cho don vi gui »| hdi, Dimg xir Iy vin ban bi W
hop thu hdi vin ban thu hoi

3.6 Thuc hién cap nhat trang
thai xir Iy theo ludng

4
%
o}
Z l
>
z . an thur tir chdi ¢ -
Q 3.2 Xem van ban thu Dong y cho thu Khone ddne ¢ thu hoivl 3(;;“\/21.11 ﬁlu’[]l]u' ;}gl L;]O of Két
A héi, 1y do thu hi héi van ban g dongy fhu vig ban“ v ”\ thac
L» 3.4.1 Gui goi tin trang thai tir chdi
vin ban thu hdi véi status code = 02,
kem ly do

Hinh 3: Quy trinh thu hdi van ban

2.3.2. Yéu céu chirc ning hé thong QLVBPH
a) Hé théng QLVBPH Bén guri:

Phét hanh van ban dé thu hoi van ban khac (da duoc ban hanh), dap ung
cac yéu cau:

- Tao vin ban loai thu hdi, chon cac vin ban can thu hdi; danh du cc van
ban bi thu hoi, van ban loai thu hoi.

- M6t vin ban thu hdi cho phép thu héi vin ban theo don vi nhan.
- B4 sung kho dix liéu/danh sach dix liéu van ban thu hoi.
- C6 thdng ké van ban thu hoi, bi thu hoi tai don vi.

b) Hé thong QLVBDH Bén nhan:

- Nhan biét van ban dén loai thu hdi van ban.
- Pdng y, Tir chéi thu hdi van ban.
- C6 chtrc ning danh dau vin ban bi thu hdi.



- Xir Iy tiép van ban thu hoi theo ludng nghiép vu.
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2.3.3. Yéu ciu véi Truc
- Truc cung c4p b thu vién edxml dap wng viéc thu hoi mot hay nhiéu van
ban khac.

- Truc luu lai logs thu hdi va cac trao doi trang théi giira cac don vi.

. Pinh Bat
ST Tén ) . bugc/ .
dang M6 ta N Ghi chu
T truong T Tuy
dir ligu
) chon
2.2 | edXML:B Danh dau loai nghiép vu | Bat Doi v6i van ban méi co
ussiness van ban dang thuc hién | buoc thé co thé
ld& Thu héi, Cap nhat, edXML:Bussiness hoic
Thay thé khong co.
Truong hop vin ban lay
lai hoic tir chdi duogc
thuc hién bang goi tin
status — khéng cén
truong danh dau nghiép
vu Xu ly van ban
2.2. [edXML: | Kiéu Loai nghiép vu van ban | Bat Thong tin nay di kém
1 Bussiness | Number | 0 — Van ban mai budc khi giri van ban dién tu
DocType 1 — Thu hdi Thu hdi, Cap nhat, Thay
2 — Cap nhat thé
3 — Thay thé
2.2. | edXML: | Kiéu M6 ta ngan 1y do van | Bat Pi kém khi co trudong
2 Bussiness | String ban can diéu chinh bugc edXML:BussinessDocT
DocReaso | Bo dai ype
n thi  da:
1000
1.1 | edXML:Re Vin ban thu hoi: Panh | Tay
2 | sponseFor dau thong tin van ban bi | chon
thu hdi, don vi bi thu hoi
van ban. Str dung trong
truong hop don vi ban
hanh 1 van ban dé thu
hdi van ban da phat hanh
trude do




Pinh

Bit

ST Tén R budc/ L
dang Mo ta N Ghi chu
T truong . Tuy
dir liéu
) chon
1.1 | edXML:O | Kiéu ID cua co quan, to chirc | Bit Chi tiét cach danh ma
2.1 | rganid String nhan van ban budc trong phan noéi dung
bo dai huéng dan va Phu lyc 1
toi  da:
13
1.1 | edXML:C S6, ki hiéu van ban duoc | Bt Thong tin nay do van
2.2 | ode phan hoi budc thu nhap vao
Vi du: 01/NQ-CP,
02/CT-TTg,
01/2010/NB-CP...
1.1 | edXML: Kiéu Ngay, thang, nim ban | Bat Thong tin nay do van
2.3 | Promulgat | Date: hanh cua van ban dugc | budc thu nhap vao
ionDate | Binh phan hoi
dang: Vi du: 2012/06/26
YYYY/
MM/DD
1.1 | edXML:D | Kiéu Thong tin ma dinh danh | Bat Cau trac mi dinh danh
2.4 | ocumentld | String Ctia van ban dugc phan | buoc van ban (theo Qb 28,
Po  dai | hoi khoan 2.b, Piéu 10)
t6i da 36 gom:

- Ma dinh danh cua co
quan, to chuc theo quy
dinh cua phép luat.

- Nam ban hanh van ban,
sb thir ty van ban duogc
ban hanh trong nam.
<From-
Organld>,<Promulgatio
nDate>,<CodeNumber>
/<CodeNotation>
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2.4. Nghiép vu tir chi, tra lai vin ban
- Cdn 6 theo OP 28/2018/0P-TTg, ngay 12/7/2018.

‘ Bén nhar; van ban phat hién van ban khQng hop 1é, khong thudc tham
quyen giai quyét thi thuc hién nghiép vu tir choi, tra lai van ban gui lai Bén gui.

2.4.1. So dd quy trinh tir chdi vin ban

5
2 . 3.1L4 hai vaca
. N .1 Lay trang tha1 va cap
Bat d: . Ket th

; nhat trang thai vao QLVB _@

o}

o)

:

°

=

E

<

£3

£Q 2.2 Gui thong bao khong ) ié 2.1 Luu Logs trang théi
pi > [€—Khong da o a— . ; Két th
59 thanh cong cho bén giri Khone da ° vao lich sir van ban ot fhe

& |

[_4

i d tl'l ?ha? giat 1.2.1 Cap nhat trang thai 02

z. A ang thal 1.2 Tir chéi tiép nhan B - tir chdi, Iy do tir chéi,
< D3 dén N P A

% nguoi tr choi

S. Khong hop 16/khong thude thim quyén giai quyét
z - - y

®) 1.1 Lay van ban N 2 —» 1.3 Van thu thuc hién xtr Kt thi
a lién thong > Kiém tra HP M Y theo ludng nghiép vu ct thie

Hinh 4: Quy trinh tir chéi, tra lai van ban van ban

2.4.2. Yéu ciu chirc niing hé thong QLVBPH
a) Hé thong QLVBPH Bén gii:
Nhan phan hoi théng tin “tir chdi, tra lai” caa Bén nhan.
b) Hé thong QLVBDH Bén nhan:
- Chtic nang “tir chdi, tra lai” van ban, gui thong tin cho Bén nhan thong
qua Truc lién thong van ban quoc gia.
- Khi thuc hién “tir chdi” van ban, yéu cau kém theo ca Iy do tir chéi.

2.4.3. Yéu cau véi truc

Truc cung cap mau edxml cho viéc tir chdi tiép nhan van ban dién tir. Pon
vi sir dung goi tin trang thai vin ban dién tir véi status code = 02 (T chdi tiép
nhan) dé thuc hién chire nang tu choi tiép nhan van ban dién tu.



STT Ma Tén trang thai Ghi chu
trang
thai
1 02 T chdi  tiép | Van thu phat hién van ban giri nham, sai

nhan sot, khong ding tham quyén, tir chbi nhan
van ban, kém theo Iy do tir chéi

- Truc danh dau van ban bj tir chdi bai bén nhan va luu lai logs trao doi gitra
cac don vi.

2.4.4. Yéu ciu chirc niing d6i véi PMQLVB ciia Bén nhin
- Bén nhan phét hién vin ban giri nham, gui khong ding tham quyén giai
quyét thuc hién chtrc nang “tr chdi” van ban trong kho van ban dén cho
VA0 S0.
- Khi thuc hién “tir chbi” van ban, yéu cau kém theo ca ly do tir chdi.

2.5. Nghiép vu lay lai vin ban

Trong trudng hop phat hién gii nham van ban, cho phép Bén gui lay lai
van ban; 4p dung trong trudng hop Bén nhan chua tiép nhan Vian ban (chua vao
s6, chuyén xir 1y).

2.5.1. So' @6 quy trinh ldy lai vin ban
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1.4 Danh ddu vin ban
14y lai thanh cong

si1a " AT A as oo 1.3 Cho g6i tin phan
fa2 1.1 Phat hanh van L An Ly lai vi .3 G |
Bit diu ba Co liy laip] 12 Nban Laylaivan | a0 8ol 1y lai véin
an ban b
in

Khéng lay lai l

1.2.1 Gui géi tin trang thai = 13,
Két thic va 1y do ldy lai van ban

Két thic

PON VI GUT

1.5 Luu logs van ban bj
tir choi lay lai boi don
vi nhin

2.4 Panh dau van

ban liy lai trén hé
2.1 Guri théng bao . théng
khong thanh cong [ ©<hone dat .

Pong ¥

Truyc lién théng van ban Qudc gia

Pat
v
2.2 G goi tin ldy lai 2.3 Nhan goi u'lj tir Héne  cho ben 2_.5 Gui goi tin phan
cho bén nhan van ban chéi/chép nhan 1y lai g,yl,r i Tir chéi— hdi t6i don vi giri van
(13) cita bén nhan sut ldy fal ban

3.3.1 Guri goi tin trang thai
(’ ddng ¥ 14y lai véi status code|
=15

3.1 Liy goi tin
lién thy‘ng( 3.2 X;em I}y do
trang thai lay lay lai

3.3 Vin thu xéc nhan dong y

Dong ¥ liy lai® cho don vi g 4y lai vin 3.5 Dinh dau van ban bi lay

lai, Dimg xtr Iy van ban

. ban
Z lai
<
=
Z R .
s Khong dong y lay lai
Z
Q2 .
[a] 3.4 Vin thu tir choi cho
don vi giri léy lai van Két thac
ban
L' 3.4.1 Giri géi tin trang thai tr
chdi lay lai véi status code =
16

Hinh 5: Quy trinh thuc hién lay lai vin ban

2.5.2. Yéu cau chirc ning hé thong QLVBPH

a) Hé théng QLVBPH Bén gui:
- C6 chtrc nang “Lay lai” cho mdi vin ban phat hanh.
- C6 thé lay lai vin ban d6i voi mot hoac nhiéu don vi nhan.
- C6 thdng ké duoc loai van ban lay lai cua don vi.

b) Hé thong QLVBDH Bén nhan:

- V6i van ban don vi chua xir Iy vao sb thi cap nhat trang thai vin ban “Bj
lay lai”.

- V6i van ban don vi dang xir 1y, da thuc hién vao sé van ban thi cho phép
“Tur choi” hodc “Pong y” l1ay lai, kém thong tin 1y do. Bong y lay lai thi cap nhat
trang thai van ban “Bi lay lai”, khong dong y thi tra lai Bén guri thong tin “Tiwr choi”
kem ly do.

2.5.3. Yéu cau véi truc



- Pon vi sir dung goi tin trang thai van ban dién tir véi status code = 13 dé
thuc hién chirc nang lay lai.

STT | Matrang Tén trang Ghi chu
thai __ thai ,
1 13 Lay lai Bén gui lay lai van ban dién tir da ban
hanh

- Khi don vi ¢ y&u cau lay lai 1 vin ban d3 ban hanh, truc s& luu vét lai
logs lay lai va gui téi Bén nhan.

- Bén nhan c6 quyén tiép nhan hoac tir chdi viéc 1y lai caa bén gui va luu
logs lay lai. Pon vi str dung goi tin trang thai van ban dién tur voi ma code liét ké
sau dé thuc hién chire nang tiép nhan hoac tur choi cap nhat van ban dién tir.

STT Ma Tén trang thai Ghi cha
trang
thai
1 15 Pong y lay lai/ cap | St dung cho Bén nhan thuc hién tiép
nhat van ban nhan yéu cau lay lai, cap nhat van ban
dién to
2 16 Tur choi lay lai /cap | St dung cho don vi thuc hién tir choi
nhat vin ban y&u cau lay lai, cap nhat van ban dién
tu

- Bén giri s& nhan phan hoi qua truc két qua cua viéc lay lai van ban thanh
cong hay khong.

- Truc danh dau vin ban bi 14y lai va luvu lai logs trao doi vé viéc Iy lai vin
ban gitra cac don vi.

2.6. Nghié€p vu cap nhat van ban ‘
Trong truong hop phat hién sai sot, can cap nhét, hiéu chinh cac thong tin
van ban, van thu Bén gui co thé thuc hién chirc nang cap nhat van ban.

2.6.1. So' @6 quy trinh cip nhit viin ban dién tir
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Bit 1.1 Phédt hanh | 1.2 Thyc hién cap nhat
dau vén ban A vén ban

N T v v
1.2.1 Thém 1.2.2 B4 don 1.2.3 Thay déi cdc thong tin vén ban dién tir: B6
don vi nhan vi nhan sung/thay thé tai liéu dinh kém, sira trich yéu, ...

1 — |

1.3 Béng goi gdi tin
cap nhat

1.5 Danh ddu
vén ban dugc
cap nhat, luu
logs cap nhét

DON VIG

1.4 Cho nhan phan
hoi tir hé théng
tich hgp

h 4

Trang théi

1.6 banh dau
van ban bj tir
Tir chéi—————»{ ch&i cap nhat,

f; f; f;

chéi
Tiép nhé l
op e 2.2 Nhan gdi tin phan hoi tir Trang thai 2.3 Danh dau
bén nhan, gtti lai bén giri vin ban duoc
cap nhat, luu
logs cap nhét

2.1GUi
thdng bao

\khong o -
thanh cong trchol thiic

Nén tang tich hop, chia sé lién théng

3.1 L4y van ban
lién théng A

3.2 Hién thj thong
tin van ban cap
nhét valy do cap
nhat

3.3.1 GUri g6i tin déng y cap
nhét status = 15, ngudi ti€p
nhén

Don vi giri x6a don vi nhan khoi 3.3.2 Danh dau vdn ban bj ldy
danh sch nhan van ban lai

z
=3
z i i
s Dongy cap Thém méi don v nhén vao ,3'3'3 ,T'E,p rjhan’/Vao sovan
z nhat . danh sac nhan vin bain ——— ban/ X{ Iy van ban theo ludng
o] i nghiép vu
Q
3.3.4 Cap nhat ndi dung van 3.5Quan ly version
Thay dGi théngtin vén bin—— - han, danh ddu van ban dugc » cap nhat clia vin
cap nhat, lvu logs ban
T chéi 3.4 Khong cap nhat ndi dung van ban, N Eé'( )
thuc

luu logs tir chéi cap nhat
3.4.1 GUri g6i tin tir ch&i
cap nhat status = 16, ly

do tir chéi, ngudi tr chéi

Hinh 6: Quy trinh c4p nhat van ban
2.6.2. Yéu cau chirc ning hé thong QLVBPH
a) Hé thong QLVBPH Bén giii:

- Cho phép van thu thgc hién hiéu chinh, cap nhat cac noi dung can thay
doi cia van ban, ly do thay doi.

- C6 chtrc ning thdng ké cac van ban cap nhat.



- Thuc hién gtri goi tin van ban Ién truc véi treong BussinessDocType =2
(cap nhat), va bo sung thém truong <edXML: BussinessDocumentinfo> véi cac
Cco gia tri cu thé nhu sau:

+ Thay d6i théng tin VB <edXML: Documentinfo>: 0: Khong cap nhét
thong tin van ban; 1: Cé cap nhat thong tin van ban trich yéu, file dinh kém,...)

+ Thay d6i Bén nhan <edXML: DocumentReceiver>: 0: Khong c thay doi
thdng tin Bén nhan; 1: C6 thay doi thdng tin Bén nhan (thém hodc bo Bén nhan).
Truong hop DocumentReceiver= 1, bo sung thém list don vi thay doi:

<edXML:ReceiverList>
<edXML:Receiver>
<edXML:ReceiverType>0</edXML:ReceiverType>
<edXML:Organld>000.00.00.H41</edXML:Organid>
</edXML:Receiver>
<edXML:Receiver>
<edXML:ReceiverType>1</edXML:ReceiverType>
<edXML:Organld>000.00.00.H14</edXML:Organid>
</edXML:Receiver>
</edXML:ReceiverList>

b) Hé thong QLVBDH Bén nhan:
- Bén nhan van ban nhan dugc thong bao cap nhat van ban.
- B6 sung chire ning “Cap nhat”, “Tir chéi cap nhat”.
- Truong hop tir chdi cap nhat yéu cau bo sung ly do.
- Truong hop cap nhat vian ban yéu cau luu vét lich sir cap nhat.

Bén nhan phan tich goi tin cap nhat va thuc hién nghiép vu theo cac truong
hop sau:

+ Bén gui xda Bén nhan khoi danh sach nhan van ban:

v' Néu DocumentReceiver=1 AND ReceiverType=0 (Truong hop van
ban bi 1y lai): Panh ddu van ban bi lay lai néu ma dinh danh cua
Bén nhan dugc dinh nghia nhu sau trong goi tin:
<edXML:Receiver>

<edXML:ReceiverType>0</edXML:ReceiverType>
<edXML:Organld>000.00.00.H41</edXML:Organld>
</edXML:Receiver>

+ Thém mdi Bén nhan vao danh sach nhan van ban:
v’ Néu DocumentReceiver=1 AND ReceiverType=1 (Truong hop van
ban dugc gui bo sung cho don vi): Tiép nhan va xi ly theo luong
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nghiép vu hoic tir chdi vin ban dién tir néu mé dinh danh cua Bén

nhan dugc dinh nghia nhu sau trong goi tin:

<edXML:Receiver>
<edXML:ReceiverType>1</edXML:ReceiverType>
<edXML:Organld>000.00.00.H41</edXML:Organld>

</edXML:Receiver>

+Thay ddi thong tin van ban

Néu DocumentInfo=1 va ma dinh danh caa don vi khéng thuoc danh
sach <edXML:ReceiverList> (Truong hop cap nhat noi dung van
ban dién tir d0i vdi cac don vi da nhan van ban trude d6): Thuc hién
cap nhat ndi dung van ban, luu lich st cap nhat.

- Bén nhan vin ban can c¢6 man hinh théng ké cac van ban cap nhat, luu

lich str c4c 1an cap nhat, luu trang thai van ban (tir chbi hoac cap nhat).

2.6.3. Yéu cau doi voi truc

- Truc thuc hién gui goi tin cap nhat cho cac Bén nhan.

- Truc b sung tag thdng tin cho nghiép vu Cap nhat van ban dién tir vao

truong TraceHeaderList, phuc vu danh ddu van ban duoc cap nhat va luu vét thong
tin cap nhat cho mdi lan cap nhat.

ST
T

binh Bit
dang . bugc/
Mo ta .
dir Tuy
liu chon

Tén trwong Ghi chu

2.2

edXML:Bussi Panh dau loai nghiép | Bat
ness vu van ban dang thuc | budc
hién 1a Thu hdi, Cap
nhat, Thay thé

Truong hop van ban
ldy lai hodc tir chdi
dugc thuc hién bang
goi tin status — khéng
can truong danh dau
nghiép vu xt ly van
ban

edXML: Kiéu |Loai nghiép vu van | Bat Thong tin nay di kém khi
BussinessDoc | Numb | ban buoc gui van ban dién tir Thu
Type er 0 — Vian ban méi hoi, Cap nhat, Thay thé
1 — Thu héi
2 — Cap nhat




binh Bit
ST dang . bugc/ o,
Tén truwong i Mo ta R Ghi chu
T dir Tuy
ligu chon
3 — Thay thé
2.2. | edXML: Kiéu | Mo ta ngan 1y do vin | Bat Di kém khi co truong
2 BussinessDoc | String | ban can diéu chinh budc edXML:BussinessDocT
Reason bo dai ype
t6i da:
1000
2.2. | edXML: Chta danh sach céc | Tuy Bat budc khi
3 BussinessDoc truong thong tin duoc | chon BussinessDocType = 2
umentinfo cap nhat cua van ban
cap nhat
2.2. | edXML: Kiéu |Danh dau van ban | Ty
3.1 | Documentinfo | Numb | dugc cap nhat théng | chon
er tin van ban
0: Khong cap nhat
thong tin van ban
1: C6 cap nhat thong
tin van ban trich yéu,
file dinh kem,...)
2.2. | edXML: Kieu |Panh dau van ban | Ty
3.2 | DocumentRec | Numb | dugc cap nhat théng | chon
eiver er tin Bén nhan (thém, bo
Bén nhan)
0: Khong c6 thay doi
théng tin Bén nhan
1: C6 thay doi thong
tin Bén nhan (thém
hoac bo Bén nhan)
2.2. | edXML: Ghi lai danh sach cac | Tuy Bit budc khi
3.3 | ReceiverList Bén nhan bi thay doi | chon DocumentReceiver = 1
khi cap nhat van ban
(thém mai don vi hoac
bo Bén nhan)
2.2. | edXML: Ghi lai don vi c0 thay | Tuy
3.3. | Receiver d6i khi cap nhat van | chon
1 ban
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binh Bit
ST dang . bugc/ o,
Tén truwong i Mo ta R Ghi chu
T dir Tuy
ligu chon

2.2. | edXML: Kiéu Gia tri quy dinh don vi | Tuy

3.3. | ReceiverType | Numb | dugc thém méi hay bo | chon

1.1 er khoi danh sach nhan

van ban dién tu.

0: Pon vi bi bo khoi
danh sach nhan khi cap
nhat van ban dién tu

1: Pon vi duoc thém
mo&i vao danh sach
nhan khi cap nhat van
ban dién tir

2.2. | edXML:Orga M3 dinh danh don vi bi | Tuy Cau trac ma dinh danh

3.3. | nld thay doi khi cap nhat | chon | van ban gom:

1.2 van ban dién tu. - Ma dinh danh cua co
quan, to chic theo quy
dinh ctia phép luat.

- Nam ban hanh van ban,
sb thir tw van ban dugc
ban hanh trong ndm.

2.2. | edXML:Docu | Kiéu | Ma dinh danh caa van | Tay Céau trac ma dinh danh

4 | mentld String | ban b thu hdi, cap nhat | chon | van ban (theo QP 28,
khoan 2.b, Biéu 10) gom:
- Ma dinh danh cua co
quan, to chic theo quy
dinh cua phéap luat.

- Nam ban hanh van ban,
sb thir tw van ban dugc
ban hanh trong nam.
<From-
Organld>,<Promulgatio
nDate>,<CodeNumber>/
<CodeNotation>

2.2. | edXML:Staffl Chta théng tin vé | Tuy

5 nfo nguoi xu ly cap nhat, | chon

thu hdi hodc giri van
ban thay thé




binh Bit

ST R . dang L bugc/ o,
Tén truwong i Mo ta R Ghi chu
T dir Tuy
ligu chon
2.2. | edXML:Depa | Kiéu Thong tin don vi thuc | Tuy
5.1 | rtment String | hién xtr ly nghiép vu | chon

Do dai | cap nhat, thay thé, thu
t6i da: | hoi van ban

300
2.2. | edXML:Staff | Kiéu | Théng tin nguoi xu ly | Tuy
5.2 String | nghiép vu cap nhat, | chon
Do dai | thay thé, thu hdi vian
tdi da: | ban
300
2.2. | edXML:Mobil | Kiéu | Théng tin sb dién thoai | Tuy
53 |e String | nguoi xt ly nghiép vu | chon

Do dai | cap nhat, thay thé, thu

tdi da: | hoi van ban

30
2.2. | edXML:Email | Kiéu | Thong tin thu dién tu | Tay
54 String | nguoi xu ly nghiép vu | chon

Do dai | cap nhat, thay thé, thu
tdi da: | hoi van ban
100

- Truc dap ung Viéc truyén céac goi tin lién quan toi cap nhat, bo sung thong
tin vao cac van ban dién tir da ban hanh trong cac truong hop sau:

+ Thém Bén nhan van ban dién tu

+ Bo Bén nhan vin ban dién tir (Tuong tu trudng hop |y lai/thu héi van
ban dién tir - tham khao ludng nghiép vu lay lai/thu hdi)

+ B6 sung tai liéu dinh kém

+ Stra trich yéu cua van ban dién tr

+ Thay thé file dinh kém cta vin ban dién ti

+ Thay ddi c4c thong tin khac trong van ban dién tu,...

- Truc dap Gng Viéc truyén céc trang thai cho bén nhan (tiép nhan hoac tir
chéi) t6i bén gui. Pon vi str dung goi tin trang thai van ban dién tir véi ma code
liét ké sau dé thuc hién chirc nang tiép nhan hoac tir chbi cap nhat van ban dién
tur.
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2.7. Nghiép vu thay thé viin ban

Bén gui phat hanh van ban dé thay thé van ban khac khi can thiét.

2.7.1. So dd quy trinh thay thé viin ban

Gan 1 hodc nhiéu van ban bi
thay thé chon tir danh sach van
= ban da ban han
1.1 Phat hanh

PON VI GUT

van ban thay
thé

»( Két thic )

{

{ &

2.3 Gui thong bao
khong thanh cong

2.2 Luu Logs guri/ .| 2.4 Panh du van ban B
nhan "| thay thé cho vdn ban A

Dat—p|

Tryc lién thong vin ban Qubc gia

»{ Két thic )

g

g U

3.2 Panh déu van ban

3.1 Ly van ban
thay thé

DON VI NHAN

thay thé/bi thay thé

A

3.3 Thyc hién xur Iy van
ban thay thé theo ludng

Hinh 7: Quy trinh thay thé van ban

2.7.2. Yéu céu chirc ning hé thong QLVBPH

a) Hé théng QLVBDH Bén guri:

- B6 sung loai vin ban “vin ban thay thé”.

- B6 sung chire ning chon vian ban “bj thay thé” khi khoi tao vin ban.

- Pon vi ¢6 thé thdng ké cac vin ban thay thé, bi thay thé.

b) Hé thong QLVBDH Bén nhan:

- Panh dau vin ban “bi thay thé”.
- Xir 1y van ban thay thé theo luong nghiép vu.




2.7.3. Yéu cau véi Truc

- Truc bd sung tag thdng tin cho nghiép vu Thay thé van ban dién tr vao
truong TraceHeaderList, phuc vu danh ddu vin ban bi thay thé, luu vét
nguoi thay thé va Iy do thay thé vian ban. (Tham khao Phy luc EDXML tai

muc 1.3)
binh Bit
ST dang . bugc/ o
Tén trwong . M6 ta N Ghi cha
T dir Tuy
liéu chon
2.2 | edXML:Bussiness DPanh dau loai nghiép | Bat
vu van ban dang thuc | budc
hién 1a Thu hdi, Cap
nhat, Thay thé
Truong hop van ban
ldy lai hoac tur chdi
duoc thuc hién bang
goi tin status — khéng
can trudong danh diu
nghiép vu Xt ly van
ban
2.2 | edXML:Bussiness | Kiéu | Loai nghiép vu vian | Bat | Thong tin nay di kém
1 | DocType Num | ban bugc | khi giri van ban dién tur
ber | 0— Van ban moi Thu héi, Cap nhat,
1 — Thu hoi Thay thé
2 — Cap nhat
3 — Thay thé
2.3 | edXML:Bussiness | Kiéu | Md ta ngan 1y do van | Bat | Pi kém khi c6 truong
DocReason String | ban can diéu chinh buoc | edXML:BussinessDoc
Type
2.2 | edXML:Replace Chwra théng tin danh | Tuy | Bat budc Kkhi
8 | mentinfoList sach van ban bi thay | chon | BussinessDocType =3
thé
2.2 | edXML:Replace Chua thong tin teng | Tuy
8. | mentInfo van ban bj thay thé chon
1
2.2 | edXML:Documen | Kiéu | M4 dinh danh vin ban | TOy | Cau trac ma dinh danh
8. | tid String | bi thay thé chon | vin ban (theo QP 28,
1.1 khoan 2.b, Diéu 10)

gom:
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thé

binh Bit
ST dang . bugc/ o,
Tén truong . Mo ta . Ghi chu
T dir Tuy
ligu chon
- M3 dinh danh cua co
quan, t6 chirc theo quy
dinh cua phép luat.
- Nam ban hanh van
ban, sb thtr tu van ban
duogc ban hanh trong
nam.
<From-
Organld>,<Promulgati
onDate>,<CodeNumbe
r>/<CodeNotation>
2.2 | edXML:Organid Chua théng tin danh | Tuy
.8. | List sach don vi da nhan | chon
1.2 van ban bj thay thé
2.2 | edXML:Organld | Kiéu |ID cua co quan, to | Tay
8. String | chitc nhan van ban bi | chon
1.2 Po | thay thé
1 dai toi
da: 13
2.2 | edXML:Replace Chwra théng tin danh | Tuy | Bat budc Khi
.8 | mentinfoList sach van ban bi thay | chon | BussinessDocType =3

- Truc danh dau vin ban thay thé va van ban bi thay thé, dong thoi luu lai

logs giri/nhan gitta cac don vi, logs cap nhat trang thai xt Iy van ban (néu co) gitra
cac don vi.

2.8. Nghiép vu xir 1y khi hé thong gap su cd

van ban Qudc gia.

2.8.1. So' d6 quy trinh khic phuc s c6

M0 ta cac su ¢ co thé xay ra dbi véi Bén giri, Ben nhan, tryc lién théng



S s
O .(9 ST = 5) 2 = -
9o 1.1 Giri VB Ién truc 1.2 Kiém tra, xit 1§ két ndi 1.3 Gui bang hinh thuc van ban
= N N A £ truyén thong néu su co bén guri
5 & g khong thanh cong den truc o PR £
2 g khong thé giai quyét
. © i
)
m
> >
/A
=
s
= - : — ? - =
@5 o 2.2 Vao quan tri dé thay ddi 2:3 Thong bao email/sms t6i
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Hinh 8: Cac budc xu ly khi ¢6 su ¢d

2.8.2. Yéu ciu chirc niing hé thong QLVBPH
- Bao dam viéc guri, nhan vin ban dién tir ludn dugc théng subt, kip thoi,
an toan thdng tin.
- Cogiai phap bao dam kip thoi viéc guri, nhan van ban dién tu khi c6 sy co
vé ket noi, lién thong tai moi don vi tham gia gtri, nhan.

2.8.3. Yéu ciu véi Truc

- Néu gtri duoc van ban Ién khong theo chuan 102 thi tryc tra lai, ¢6 luu log
gui van ban khéng thanh cong, I do khéng thanh cong cua truc, dé cac don vi 6
tai khoan c6 thé dang nhap vao hé théng quan tri va thuc hién tra ciru thong tin
trén trang quan tri caa truc (thuoc pham vi phan quyen).

- Trong trudng hop bén nhan nhan 15i: Vin ban bén giri da gu’l thanh cong
nhung bén nhan khong nhan dugc van ban, do hé théng bén nhan cé su cd:

+ Bén nhan tu Khéc phug sy ¢ hé thong trong gioi hguj thoi gian xur lyvve"ln
ban. Thi truc ¢6 co ché danh dau lai trang,théi goi tin nhan dé bén nhan cé the lay
duogc thanh cong vin ban xur ly trén hé thong binh thuong.
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+ Bén nhan chua thé khac phuc sw ¢6 va can thyuc hién xi 1y van ban ludn
thi cd thé thuc hién lay van ban theo cég cach: Th},xc hién truy cap vao hé thong
quan tri trén truc theo tai khoan va quyen duoc cap, thuc hi¢n tai thu cong van
ban dé xur ly.

- Khi van ban qua thoi han tiép nhan ma Bén nhan khdng thuc hién tiép
nhan van ban, thi truc giri thong bao danh sach vin ban nay:

+ Tryc cung cép tinh nang cau hinh thoi gian tiép nhan cua tung loai van
ban (quy dinh thoi gian toi da dé Bén nhan tiép nhan van ban theo tirng loai van
ban). Thuc hién canh bao qua SMS, mail téi Bén guri, Bén nhan.

2.9. Cac nghiép vu khac

2.9.1. Panh diu vin ban dién tir cé giri kém ban gidy:
B6 sung thém thudc tinh trong goi tin edxml.

2.9.2. Pam bao phat hién, xir Iy géi tin lip, géi tin bat thuong:
Tinh ning da phat trién trén hé thong, dam bao chdong lap cho cac vian ban
dién tir theo cau hinh mong muén.

2.9.3. C6 cac bd loc dé dam bao khong cé cac vin ban dién tir khong phu hop,
¢6 nguy co dwge chuyén qua truc:

Truc ¢ co ché validate cac goi tin lién thdng theo quy chuan 102 trudc khi
cho phép gtri/nhan qua truc. Néu géi tin khéng tuan tha theo quy chuan 102, truc
s& phan hoi lai viéc gui khong thanh cong 1én truc. Bén guri can dam bao viéc cac
goi tin gui nhan dung theo quy chuan 102 trudc khi gui 1én tryc.

2.9.4. Truwong hgp van ban giri ca nhan:

Hién tai chua c6 co ché cip ma dinh danh cho ca nhan, Bén gui s& xac dinh
don vi lién théng c6 thé giri dugc vin ban dén cho ca nhan va giri d¢én don vi nay.
Viéc giri toi ca nhan nguoi nhan nam ¢ nghiép vu xtr Iy van ban cia Bén nhan.
2.9.5. Trwong hop vin ban c6 nhiéu phu luc dinh kém:

- Trudng hop vin ban ¢d nhiéu phu luc dinh kém duoc giri téi nhiéu Bén
nhan khac nhau, mdi Bén nhan c6 thé nhan 1 phu luc khac nhau.

- Bén giri s& tach ra dé gui nhiéu gai tin Ién truc dé dam bao trong mdi lan
gui thi cac Bén nhan déu cung nhan 1 ndi dung nhu nhau.



