HUONG DAN SU DUNG PHAN MEM CONG BO BAN AN, QUYET PINH
TREN CONG THONG TIN PIEN TU CUA TOA AN

I. Phan chung
1. Ping nhap phan mém

Dia chi truy cap vao hé théng quan tri phan mém céng bé ban &n trén Cong théng
tin dién t&r cua Toa &n: http://congbobanan.toaan.gov.vn/admin (st dung trinh
duyét Mozilla Firefox hoac Google Chrome):

PHAN MEM CONG BO BAN AN/QDP
TREN CONG THONG TIN BIEN TU CUA TOA AN

Tén dang nhap

| |
M3t khau

| |

Dién thoai hé trg- 04 3939 3335

Nguoi str dung dung tén ding nhap va mat khau da duoc cip dé dang nhap vao
phan mém.

Man hinh sau khi dang nhap nhu sau:

(JJ TOA AN NHAN DAN TOI cAO Tén déing nhap: ducnc hanoi | TAND: HaNéi | & Thoat

Trang chi | Hwéng dan |

L £ Béi matkhdu
“He Quan Iy tai ligu

Ew Céng bd ban an/0E

héng tin tom tat

= Tra ciru - tim kiém
[=7] Bdo cao

N \
.
Céc chirc ning Ving hién thi ngi dung chi tiét
ciia phin mém khi chon céc chikc ning cia phin mém

2. Thay doi mat khau

Sau khi ding nhap, nguoi sir dung chon chirc nang “Poi mat khau” dé thay
do6i mat khau:


http://congbobanan.toaan.gov.vn/

[=HEg Mouwdi ding

54|Dai mat khau

Giao dién dé thay d6i mat khau nhu sau:

M3t khiu cii TIIIIL
M3t khdu mdi eeeses

MNhip ki liilllllll

| Mhap Lai || Bdng v

Céac budc thao tac trén giao dién
+ Budc 1: Nguoi str dung nhap mat khau cit
+ Bugc 2: Nhap mat khau thay d6i méi va nhap lai mat khau méi
+ Budc 3: Nhan nit Dong ¥ dé hoan thanh viéc thay doi mat khau
Il.  Phanquan tri danh cho canbé tin hec
1. Cép nhit thong tin ThAm phan
Can bo tin hoc thyc hién cap nhat danh sach Tham phén theo pham vi dudi day:

+ Canba tin hoc tai Tdaan nhan dan cap cao thuc hién cap nhat danh sach cac
Tham phén cua don vi;

+ Can botin hoc tai Toa an nhan dan céc tinh, thanh phé tryc thuc Trung vong
thyuc hién cap nhat danh séch Tham phan ciia Tda an nhan dan 2 cap truc thudc.

1.1. Thém md&ithong tin Tham phdn

Pé cap nhat thdng tin Tham phan, nguoi st dung chon chiic nang “Danh muc can
bd” trén menu chire niang. Cac viing thdng tin trén man hinh hién thi nhu sau:



Tén dang nhap: hanoi | TAND: Ha Noi | & Thoat

Trang chi | Hwéng dan |

=Hiig Ngudi ding
—¢J/ Quan I ngudi ding
3 Béi matkhdu

5g Danh muc can bé Thong tin chung
=h- Quan Iy tai liéu \
{3/ Cong b6 ban 4nia M4 (tu sinh) 4. Thong tin nhép liéu
i= Tra clu - tim kiém Hova tén * P
=l | Chirc danh * [~—Lya chon—
Chire v * [—Lwa chon— 5. Cac nlt chirc néng
S6 8T

1. Chon chire ning _ g — T
[T oo [[wnsomei [ sipnép || Tm || xeo Jf 6. Danh sich hien thi

Danh sach

Eem—

Téng s6 1 ban ghi, Trang : [1[=] ciaténg 1 Trang . Chon ¢
S6 BT Chirc danh Tinh trang Théng tin Thirtw Sira
1| | 339 canberm Chuyén vién Phé Truéng phong | Dang lam visc ERIE [

Viing 1: Céc chirc nang chinh cua phan mém
Viing 2: Cap Toaan gom cé cac cap dudi day
- TAND Téi cao
- TAND Cép cao
- TAND Tinh/ TP
- TAND Quan/ Huyén

Cép Toa an sé& hién thi khac nhau theo cac tai khoan duoc cap quyén
khac nhau.

Vung 3: Pon vi Toa an dé hién thi tén cua cac Toa an twong ng voi cap Toa
an da chon tai vung 2

Vung 4: La noi nhap théng tin caa cac Tham phén
Vung 5: Cac nut chirc nang:
+ NUt Luu: Luu lai thong tin da nhap liéu tai vung 4

+ NGt Nhap méi: nhap méi théng tin vé Tham phén, ban an/quyét dinh tai mdi
chtrc nang tuong tng.

+ Nat Tim: ligt ké danh sach cac Tham phén, hoic danh sach céc tai khoan cua
Tham phan d3 nhap vao hé théng theo timg don vi (hé théng tu dong liét ké theo
timg don vi trong chirc nang “Quan 1y nguoi dung” va “Danh myc can b$” sau khi
chon don vi).

+ NUt X6a: x6a c4c thdng tin vé Tham phan, tén tai khoan ctia Tham phan.



Vung 6: Hién thi danh séch tén cac Tham phan di duoc luu thanh cong.
1.2. Stva théng tin Tham phdn
Tt danh sach Tham phén, ngudi str dung chon nit Sira (1) dé stra théng tin
Tham phén:

Danh muc can bé
T [ -]

Théng tin chung

M4 (tw sinh)

Ho va tén * < = e s
Chic danh* [—Lyachor— 5] 2. Vung hién thi théng tin

Chirc wi * | —Lwa chon— :

S6 BT

Lvu ‘ ‘ Nhép méi Sap xép J ‘ Tim ‘ l Xéa

Danh sach

S6 BT Chirc danh iva

1 [T] | 428 | Nguyén Céng Dirc Tham phan Khéng Pang lam viéc = 2 |
2| [ 339|canbsrm Chuyén vién Khéng Dang lam viéc 83 [[1 [o]]| &

Thong tin ciia Tham phan dugc chon sira s& hién thi trén ving hién thi thong
tin (2) theo hinh trén. Nguoi st dung thuc hién sta théng tin Tham phan. Nhan nit
Luu dé luu lai thong tin da sua.

1.3. Xéa théng tin Thim phdn

Dé x6a Tham phan d4 tao, tir danh sach Tham phan ngudi st dung chon 1 hoic
nhiéu Tham phan dé x6a bang céch tich vao cac 6 chon can b ¢ vang 1 trén hinh
sau:

Danh muc can bo

I [

Théng tin chung

M4 (tw sinh)

Hovatén *

Chirc danh * | —Lwa chon— :

Chire vu * | —Lua chon— -]
[ wu || nngpmei |[ sdpxép [[ Tm [ xsa

Danh sach =
1. O chon
can bé Tfmg s6 2 ban ghi, Trang : E cla téng 1Trang & Chon o
ien S6 BT Chirc danh Tinh trang Thong tin Thirtr  Sira
1 ™™ 428 | Nguyén Céng Birc Thém phan Khéng Dang lam viéc 8 [[2 [«]| 2%
2 &} 1 339 | Cén b3 IT Chuyén vién Khéng Dang lam viéc E 1 =l ¥

Nhan nit X6a dé x6a Tham phan da chon, s& xuat hién ctra s6 X&c nhan nhu
dudi day:



Ban cd thurc sw mudn xda ?

| (8].4 | | Cancel |

Nhan nat dé x6a Tham phan, nhan nat dé huy thao tac

x6a Tham phan.
1.4. Piéu chuyén Thim phdn

Pé diéu chuyén Tham phan sang Toa an khac, ngudi st dung chon chirc ning
“Nguwoi dung\Danh muc can bé” trén menu chirc nang.

Théng tin chung
M& (tw sinh)
sor [ |
[ ow [[ wndpmei |[ sdpxép || Tm  |[ xéa
Danh sach

Téng s6 2 ban ghi, Trang - ciia téng 1 Trang .« Chon =

Didu Théng Thirtw  Siva

Chirc vu Tinh trang ST tin

2| O] 630 | Tinh test

Tur danh séch Tham phén, nhan vao nit Piéu chuyén sé& xuat hién cura s6 cap
nhat don vi Toa an.

Cap nhat don vi didu chuyén

Cap tda an | TAMD cép Tinh.TP

Chon dorn v mdi |

wew || nndpmei || Thoat |




Nguoi str dung chon Cap Toa an, chon don vi mgi ciia Tham phan va nhan nit
Luwu dé diéu chuyén Tham phan.

Luu y: g6 tén cua Toa an tai trieong Chon don vi méi, hé thang sé liét ké tén
cac Toa an trung voi tén Toa &n nhgp vao.
2. Tao tai khoin cho ThAm phan
2.1. Quy tic tao tai khodn
Quy udc dat tén tai khoan la: AB.X
Trong do:
A: [a tén cua Tham phén
B: 1a cac chit cdi viét tit ctia ho va tén dém
X: la tén tinh.
Luu ¥ Trong trwong hop cac tai khodn bj tring nhau thi thém ky tw sé ting
dan sauky ti B d@é phan biét.
Vi du:
+ Tham phén Tran Van Hoan cong tac tai TAND Q. Hoan Kiém, TP. Ha Noi.
Tén tai khoan sé la: hoantv.hanoi
+ Tham phan Trinh Van Hoan cong tac tai TAND Q. Cau Giay, TP. Ha Noi.
Tén tai khoan sé la: hoantv.hanoi
Do ca 2 Tham phan déu c6 tén tai khoan 1a hoantv.hanoi nén ai duogc tao tai
khoan trudc sé cO tén tai khoan la hoantv.hanoi va tir nguoi tha 2 tro di s€ thém ky
tw s6 & dang sau tén tai khoan (néu tring), va & vi du nay sé la hoantv2.hanoi

2.2. Thém mJdi tai khodn

Dé tao tai khoan cho Tham phan, ngudi st dung chon vao chirc ning “Nguvi
dung\Quan ly ngwdoi dung” trén ving chirc nang:

[EHig Nowdi ding

3 Quan If nguii ding

Man hinh hién thi nhu sau:



(L) TOA AN NHAN DAN TOT CAO Tén déng nhap: hanoi | TAND: Ha Néi | @ Thoat

Chon cap Chontén

Toa an - Toa an

Thém mei

Quan Iy ngwreri diim

Trang chii | Hwéng ddn |

Nguwiri ding
¢/ Quan Iy ngudi dung
Eﬁ D6 mat khdu
=5 Danh muc can bd
o} Quan 1y tai liéu

EL;—, Céng b6 ban &n/0D

Trang : Téﬂg: 1 < Chonc>

Tén nhom

Mguy&n Thj Thao Trang 06/06/2017 Cép huyén
2 | [O|Tran Minh Duy duy huyen Nam 06/06/2017 | Cap huyén | v

trangntt.hoankiem.hanoi

= Tra civu - fim kigm
[:7] Bdo cdo

Nguoi strdung chon cap Toa an, tén Toa an can tao tai khoan sau d6 nhan vao
nGt Thém s& xuat hién man hinh:

Thém méi ngwéi ding Kiém tra tring

tai khoan
Tén dang nhap | ducnc.hanoi [ Kiémtra |
Mét khéu | | Nhaplai mat khdu | |
Toaan |HaNei [+
Canbd | Nguyén Céng Dirc R Gigi tinh

Chircvu | | Ngay sinh | |

Bia chi | |

Phong ban | Phng ban B = Bé phan | Ba phan [~]58

Bién thoai | | Quyén truy cap | Cap tinh [~]e8

Mobile | | Email S j

Ghi chi | Cac nat ::hluf'c nang

Trang thai kich ™ & kich hoat | Nngpmsi || Lvu || Thoat ||

hoat tai khoan

Nguoi stir dung bat buc phai nhap day du cac thong tin sau day:

+ Tén dang nhap

+ Mat khau va nhap lai mat khau

+ Toaan

+ Canbd

+ Quyén truy cap
Céc thong tin khac co thé dé tréng néu khong c6 thong tin.
Nguoi stir dung nhan vao nit Luu dé luu lai tai khoan vira tao.

Nhan vao nit Nhap méi va thuc hién nhap cac thong tin twong tu nhu trén dé
tao mGi cac tai khoan tiép theo.

Nhan nat Thoat dé thoat khoi man hinh dang thao tac.



Chay: Nguoisir dung kiém tra tai khodn tring bang céch click chugdt vao nit Kiém
tra sau khi nhap tén dang nhap.

2.3. Swra tai khodn
Tt danh sach tai khoan da tao, nguoi sir dung chon tda an, can bo can sua tai
khoan sau d6 nhan vao biéu tuong © nhu hinh duéi day:
Nhén vao

o Chon cp Toa dn I chon tén Toa &n I
Chon cén b
Xba Thé

/[Tai khoan [~ bR [v] [Hanei -

Tai khoan Gi@i tinh Ngay tao

1 O y Can bd IT 07/06/2017 IT Cép tinh
2 | Nguyén Céng Birc ducnc_ hanai Nam 06/06/2017 Cép tinh | v

tranminhduy.thanhphohanoi

Xuét hién man hinh hién thj thong tin tai khoan chi tiét dé ngudi sir dung sta:

Thém mé&i ngwéi dung

Tén dang nhap |ducnc_hanoi | | Kifmtra |
Mat khau |~ | Nhap lai mat khdu [=** |
Toaan |HaNei [+

Canbd | Nguyén Céng Birc & Gigi tinh
Chikc v | | Ngay sinh | |
Biachi | |
Phéng ban | Phang ban B phan | Bd phan
Blién thoai | | Quyén truy cép | Cép tinh " H
Mobile | | Email | |
Ghichi | |
Kich hoat | wnapmsi || ww || Thoat |

Nguoi st dung thuc hién stra cac thong tin vé tai khoan, sau d6 nhan nat
dé Iru lai thong tin da sira. NhAn nat dé thoat khoi man hinh
nay.

2.4. Khoa tai khodn

Vi céc tai khoan da duoc tao va sir dung trong phan mém, néu cén bo d6 khong
con strdung tai khoan d6 nira thi phai khoa tai khoan.

Tir danh séch tai khoan, ngudi st dung nhan vao biéu twong ¥ trén cot Khda
dé khoa tai khoan.



Nhén vao biéu tu"crngj

Quan Iy nguedvi diing

X6a_|| Them || Tai khoan v T TP |v Trang - [1[%] To.

Tai khoan Gi@i tinh Ngay tao

Can bd IT tranminhduy.thanhphohanai 07/06/2017 IT cap tinh 5
| 2| O[nguyén Cang Birc | ducnc hanoi | Nam | 06062017 | Céptinh & [ v |

Tai khoan bi khéa s& chuyén sang biéu tuong ™
2.5. Xoa tai khodn
Dé x6a tai khoan, tir danh sach tai khoan, ngudi st dung chon cap Tda an, tén

Toa an sau d6 chon 1 hodc nhiéu tai khoan dé xéa bang cach tichvao céc 6 chon tai
khoan & vung 1 trén hinh sau:

Nhén vao nit X6a l PR l
Chon cap Toa &én chontén Toa an
1. Chon tai khoan I

quonding_ g\ AR

N T T S Trang :[1 ] Ting 1 s Ghon

Fip Tai khoan Gi@i tinh Ngay tao Tén nhom Sira Khoa
1 ] | Can bd IT tranminhduy.thanhphohanoi MNam 07/06/2017 IT cap tinh =&

| 2| O[nguyén Cang Biic | ducnc hanoi | Nam | 06062017 | Céptinh [ ] v |

Nhan nat Xéa dé xoa tai khoan da chon, s& xuat hién cira s6 xac nhan nhu duéi
day:

Ban cd thure s mudn xda ?

Cancel

Nhan nt dé x6a tai khoan, nhan nat - “*"' | 4é hay thao tac xoa tai
khoan.
I1l.  Phan nghiép vu danh cho cac Tham phan

Ban an, quyét dinh dang tai Ién Cong thong tin dién tir ctia tda an phai c6 dinh
dang file PDF, do vay trugc khi Tham phan thuc hién dang tai ban an, quyét dinh thi
can thuc hién chuyén file banan quyét dinh da dugc ma hoa sang dinh dang file PDF
theo huéng dan tai myc 1 phan III.

1. Chuyén ban &n, quyét dinh tir dinh dang file .doc sang file .pfd

Tham phan sau khi dd m4 hoa cac théng tin trong ban an, quyét dinh trén

chuong trinh soan thao van ban Microsoft Word thi thuc hién chuyén doi file nay



sang dinh dang file PDF bang céch st dung chitc ning “Saveas PDF” theo hudng
dan cu thé dbi véi céc phién ban Microsoft Office cu thé dudi day:

Luu y:

+ Chuong trinh Microsoft Office 2003 khéng hé tro' lwu file vin bdn thanh
file PDF;

+ Chuong trinh Microsoft Office 2007 mac dinh ban dau chuea hé tro luu lai
file vin ban duéi dang file PDF, dé luu lai file diwdi dang file PDF nguoi sir dung
can cai ddt thém tién ich cé tén la “Microsoft Save as PDF” vao may tinh. (Hudéng
ddn cai dattién ich ¢ tieu muc a, muc 1.1 dudi day);

+ Cdac chuong trinh Microsoft Office 2010; Microsoft Office 2013;
Microsoft Office 2016 c6 hé tro: hueu file viin ban thanh file PDF.

1.1. Déi véi Microsoft Office 2007
a) Caidatthém ti¢n ich “Microsoft Save as PDF”

Tai file “Microsoft Save as PDF” vé may tinh;

Save As PDF
Microsoft Corporation
— 12045181014

Click 2 Ian lign tiép vao file Microsoft Save as PDF d tai vé xuat hién man
hinh:

Cpen File - Security Warning lﬁ

Do you want to run this file?

@ Name: E\Mew folder\Save As PDF.exe
Publisher: Microsoft Corporation

Type: Application
From: E\Mew folder\Save As PDF.exe

sl fn ) [ Cmen )

Always ask before opening this file

I T 1 While files from the Intemet can be useful, this file type can
s ».!j potentialy ham your computer. Onby run software from publishers
= you trust. What's the sk ?

" -

Click vao nit Run dé tiép tuc cai dat.



Microsoft Save as POF or XP5 Add-in for 2007 Microsoft Office programs

You must accept the Microsoft Software License Terms in order to continue the installation.

-

PLEASE MOTE: Microsoft Corporation (or based on where you live, one of its affiliates) licenses this
supplement to you. You may use a copy of this supplement with each validly licensed copy of Microsoft 2007
Office System Desktop Application software (the "software”). You may not use the supplement if you do not
hawe a license for the software. The license terms for the software apply to your use of this supplement.

To read the license terms, go to the "Help” menu in the software. Microsoft provides support services for
the supplement as described at www.support.microsoft. comfcommon finternational . aspx.

EULAID:012_RTM_CLT.0_SUP_EN

1. Tick vao & vuéng
xac nhan

2. Tiép tuc cai dat

Click here to accept the Microsoft Software License Terms.

Xac nhan cai dat: Nguoi str dung click vao 6 vudng xac nhan cai dat, sau do

nhan Continue dé qué trinh cai dt bat dau. ,
Nguoi st dung cho dén khi ket thic cai dat sé xuat hién man hinh thdng bao:

Pr

Microsoft Save as PDF or XPS Add-in for 2007 Microsoft Office progr.. SESE

The installaticn is complete.

Nhan vao nit OK dé két thiic qué trinh cai dit.

b) Theec hién chuyén ban an quyét dinhsang PDF

Trén cira s6 Microsoft Word dang soan thao ban an, quyét dinh, nguoi ding
nhan nut Menu (vung 1 trong hinh minh hoa) dé m¢d danh sach cac phim chirc nang.



= - = - (22 ==|(a ]| eT
Word Document . A= IE= g’_”z_”‘i/ ‘AaBbCcDt|| AaBbCc

= ?ave t?e document in the default file ====| $§_ |Q S THormal | T No Spat
armat,
‘Word Template I Paragraph ]

Save the document as a template that can
be used to farm

2. Vung menu
chirec nang

compatiblew

PDF or XPS
= Publish a copy o

XPS file,

Other Formats

Open the Save As dialog box to select from
all possible file types.

Nhian nat Save As (ving 2 trong hinh minh hoa) trong ving menu chirc ning
s& xuét hién man hinh dé chon chuyén sang dinh dang PDF:

[F save As *
&« « 4 [ » ThisPC » Desktop v Search Desktop 2
Organize + MNew folder H= v ®

I This PC ~ MName Date modified Type Size

[ Desktop Mo items match your search.
@ Documents

‘ Downloads
J‘! Music
[&=] Pictures

m Videos

1. Vung chon dinh dang File ,

Soe s pe 1

*'|Word Macro-Enabled Document
Word 97-2003 Document

Word Template

Word Macro-Enabled Template
Word 97-2003 Template

» Hide Folders

XP5 Document
Single File Web Page
Web Page

Web Page, Filtered i q

i | 2. Chon dinh dang file PDF
Plain Text

Word XML Document
Word 2003 XML Document
Strict Open XML Document
OpenDocument Text

Chon dinh dang file can luu la PDF;

Nhan nat L_—_**¢ | @& tién hanh luu lai file PDF.

1.2. Doi véi chwong trinh Microsoft Office 2010, Microsoft Office 2013,
Microsoft Office 2016

Trén ctra s6 Microsoft Word dang soan thao ban an, quyét dinh, ngudi ding
nhan nat Menu (ving 1 trong hinh minh hoa) dé md danh sach cac phim chiic ning.



Bilings  Review  View & 9 = X

Save As
[ Open
o Close

2. Vung menu
chire nang
B oo ———

Microsoft Office Professional Plus 2010

Tools for Working With Office This product contains Microsoft Access,
Microsoft Excel, Microsoft SharePoint

Gettin

Info

Recent

Nhin nat Save As (ving 2 trong hinh minh hoa) trong ving menu chirc niing
s& xuét hién man hinh dé chon chuyén sang dinh dang PDF:

[ save As X

« « 4 Bl s ThisPC » Desktop v O Search Desktop j=]
Organize = MNew folder Bz - o
I This PC ~ MName Date modified Type Size

[ Desktop

Documents
‘ Downloads
J'i Music

[&= Pictures
m Videos

Mo items match your search.

1. Vung chon dinh dang File ,

S
Word Document ~
Authors:

*|Word Macro-Enabled Document
Word 97-2003 Document

Word Template

Word Macro-Enabled Template
Word 97-2003 Template

» Hide Folders

XP5 Document
Single File Web Page
Web Page

Web Page, Filtered i q

Rich Tex Format 2. Chon dinh dang file PDF
Plain Text

Word XML Document
Word 2003 XML Document
Strict Open XML Document
OpenDocument Text

Chon dinh dang file can luu Ia PDF;

Nhan nat L_—_***¢ | @ tién hanh luu lai file PDF.
2. Cap nhat Ban an, quyét dinh.

Dé cap nhat ban an, quyét dinh, ngudi sir dung chon chiic nang “Cong b ban
an/QP” trén menu chic nang. Cac ving thong tin trén man hinh hién thi nhu sau:



(D TOA AN NHAN DAN TOI CAQ Tén dang nhap: ducnc hanoi | TAND: Ha Néi | @ Thoat
=,

Trang chi | Hwong dén |

TinhTP |« | Ha Nei | Tham phan Nguyén Cong Dirc 2. Thong tin nguéi str dung

Thong tin tim kiém

3. Théng tin tim kiém

1. Menu
Chire néng

Ngay BAIGD [ o/

Tir ngay | 01/04/2017 Dén ngay \30/05/2017 [ | Ngaytao :

| mem [ wnapmen [ m
4 Céc nuat chire néng 8. Danh sach hlenthl —
Danh sach
a  So Loai an 6a b ai khoan Dan

5. Trang thai BA/QD

Ngay o
BAIGD Tén ba

n an/Quyét dinh

Viing 1: Céc chirc ning chinh cia phan mém
Vung 2: Vung hién thi thong tin don vi ca ngudi sir dung.

Viing 3: La noi nhap thdng tin tim kiém cua céc ban an, quyét dinh da nhap
vao hé thng.

\Vung 4: Cac nit chirc nang:

+ NUt Thém: Thém méi ban &n, quyét dinh.

+ NGt Nhap méi: nhap méi thong tin tim kiém vé ban an/quyét dinh.

+ NGt Tim: Timkiém cac ban an, quyét dinh trong hé thong.

Vung 5: Chon trang thai hién thi cac cua ban an, quyét dinh da nhap vao hé
thong:

+ Trang thai “Pang luu”: Luu danh sach cac ban an, quyét dinh sau khi nhap
vao hé théng nhung chua dugc cdng bé trén trang thong tin dién tir.

+ Trang thai “BA/QD da dang”: Luu danh sach cac ban an, quyét dinh dang
duoc cong b trén trang thong tin dién tir cua Toa an.

+ Trang thai “BA/QD ha xudng”: Luu danh sach cic ban an, quyét dinh da
dugc diang 1én trang thong tin dién tr cua Toaan nhung bi gd xudng.

Vung 6: Hién thi danh séch cac ban an, quyét dinh da duoc Iuu thanh cong vao
hé théng twong g véi trang théi hién thi cua ban an, quyét dinh tai ving 5

2.1. Thém méi ban an, quyét dinh.

Dé thém méi ban an, quyét dinh, nguoi sir dung chon vao nit Thém tai Ving
4 s& xuét hien man hinh:



Théng tin ban an/Quyét dinh

& (tw sinh) Trang thai |E]ang Iru El
Loai BA/QD | _____ Lwa chon— |ZI Cap xét x | _____ Lira chan— EI

Loai an | ----- Lwa chon-— |ZI
Tén BA/QD

S6 BA/GD Ngay BA/QD | da/mMm/vyvy

Trich yéu ngi
dung

Tai file dinh kém
thanh céng

Thei han @ Dang Han Qua han

|Téi|iéu 2 BA-QP ly hon.pdf X Remove I

Chaon tép

teu || nngpmsi || Thoat |

Nguoi st dung bat budc phai nhap day du, chinh xac cac thong tin sau day:

+ Loai BA/QD

+ Cap Xét xir

+ Loai an

+Tén BA/QD

+S6 BA/QD

+ Ngay BA/QD

+ Trichyéu noi dung

+ Tai liéu: nhan Chen tép va chon file ban an, quyét dinh trén may tinh dé tai
1én. Binh dang cﬁa,file ban én,vquyét dinh tai 1én phai la dinh dang file PDF, thong
tin tén ban an, quyét dinh s€ hién thi nhu trong hinh trén sau khi tai [én thanh cong.

Nguoi str dung nhan vao nit dé luu lai ban &n, quyét dinh vira tao.

Nhan vao nat va thuc hién nhap cac thong tin tuong ty nhu trén dé
tao mGi cac ban an, quyét dinh tiép theo.

Nhan nat dé thoét khoi man hinh dang thao tc.

Luu y: nguwoi sie dung thay déi lai file ban an, quyér dinh da dinh kém bdang
cach click chugt vao nit Remove & cudi tén file dinh kém dé xéa file da dinh kém,
va tién hanh chon file ban an, quyét dinh dinh kém lai nhiw huréng dan trén.



2.2. Ping ban an, quyét dinh trén Cong thong tin dién tir cia Toa an.
Tir danh séchban an, quyét dinh da cap nhat thanh cong vao hé théng, va trang

théi cta ban &n, quyét dinh Ia Pang luu, nguoi sit dung nhan bidu tuong & nhu
hinh dudi day dé dang ban &n, quyét dinh trén Cong thong tin dién tir cua Toa an:

Bang luu

Danh séach Trang thai BA/QBD

Nhén vao biéu twong
Téng 54 1 ban ghi, Trang s

Loai

Stt Ma S6BA/QD Ngay BA/QD Tén ban an/Quyét dinh Quan hé phap luat an Binh chinh Sra  Xoéa Ngay tao Tai khoan

01/06/2017 | Tranh chap nha & 10.1 T/c ho'p déng chuyén ddi quyén siv dung dt

Xuét hién cira sd xac nhan nhu sau:

Ban cé thuc sur mudn dang ban 4n nay ?

’ OK ]’ Cancel ]

Nguoi str dung nhan OK dé xac nhan Pang ban &n, quyét dinh, nhan Cancel
dé thoat khoi cira so nay.

Luu y: Tham phan kiém tra kj thdng tin vé ban an, quyét dinh, dam bdo cac
thong tin czia ban an, quyét dinh 1a chinh xac, day du tréc khi dang trén Cong thong
tin dién twr cua TOa an.

2.3. Sira ban an, quyét dinh.

Nguoi st dung chi ¢ thé sira thong tin ban an, quyét dinh khi ban &n, quyét
dinh nay dang ¢ trang thai Pang lwu.

Tt danh séch ban &n, quyét dinh da cap nhat thanh cong vao hé thdng, nguoi

ok

str dyng nhan biéu trong ' nhu hinh dudi day dé sta théng tin ban an, quyét dinh:

Trang thai Bang lvu

Danh séach BA/QD

Nhén vao biéu twong

Téng 56 1 ban ghi, Trang : [1[=] cda téng 1 Trang Chon

Tén ban an/Quyét
dinh

Quan hé phap luat Loai an BDinh ¢ci™h Sra  Xoa Ngay tao Tai khoan Bing

1.1 Méau thuZn gia dinh

HNGD-CTN 07/06/2017 ducnc.hanoi

Xuat hién man hinh hién thj théng tin ban &n, quyét dinh dé nguoi sir dung sira:



Théng tin ban an/Quyét dinh

WA (tw sinh) 178 Trang théi | gang Iwu [~]
Loai BA/GD [Ban an = Cép xét X [Sor tham [~
Loai an | Gia dinh va ngwéi chuwa thénEI
Tén BA/QB  Giai quyét Iy hin
S6 BA/QD 493 Ngay BA/QD | 01/06/2017
Quan hé PL [11 M&u thudn gia dinkh [l
Trich yéu ndi Anh Nguy&n Van Tudn va chi Hoang Thi Thom xin ly hén, chia tai san ¢ nhan.
dung
Théi han @ Piang Han Qua han
Tai ligu
Stt Tén tai ligu Xem Xé6a
1 BA QP ly hon.pdf @
Luu |[[ mwngpmai || Thoat |

Nguoi st dung thuc hién stra cac théng tin vé ban an, quyét dinh, sau d6 nhan
nit dé Iuu Tai thong tin da stra. Nhan nat d& thoat khéi man hinh
nay.

2.4. Pinh chinh ban an, quyét dinh cong bé khong chinh xac

a) Truwong hop dinh chinh theo quy dinh ciia Phap ludt Té tung

V6i nhitng truong hop phai dinh chinhtheo quy dinh ctia Phép luat T4 tung thi
Tham phén Chu toa phién toa, phién hop tu thuc hién dinh chinh ma khong can ha
ban &n, quyét dinh da cong bd

Ngudi sir dung chon trang thai ban an, quyét dinh 1a Ban an/QP da ding sau
d6 nhan vao biéu twong ' ¥ nhu trong hinh sau dé dinh chinh:

Danh sach Nhan vao l
biéu twong

Téng 6 1t nghi, Trang : [1/2] ciaténg 1Trang 5 Chon o

[Ban an/Qo gz dang v

Tén ban an/Quyét
dinh
336 | 01/HSST 15/10/2016 | 29/06/2017 | Nguy&n Minh Hoa | 139 Téi lira do chiém doat tai san

Stt Ma SO6BA/QD Ngay BA/QD Ngay ding

Quan hé phap luat

Man hinh hién thi nhu sau:

Ping théng bao sira chira, bé xung ban an

Tai lidu

Tén file ‘

Lwru || Sdp xép || MNhép mdi || Thoat |




Nguoi stir dung nhap thong tin vé& ban dinh chinh sau d6 nhan vao nit dé
hoan thanh viéc dinh chinh.

b) Péi véi nhitng truong hep ngodi quy dinh ciia Phap lugt Té tung

V6i nhitng truedng hop ngoai quy dinh cua Phép luat t tung va can ha ban an,
quyét dinh xuéng mai c6 thé thuc hién dinh chinh. Bé thi Tham phan chu toa phién
tda, phién hop bao cdo Chanh &n xem xét, quyét dinh viéc g& bo, ha ban an sau do
thuc hién dinh chinh.

Pé dinh chinh ban &n, quyét dinh cong bb khong chinh x4c, ngudi sir dung chon
trang thai ban &n, quyét dinh [a Ban 4n/QP ha xuéng, sau d6 nhan vao biéu tuong

& (n0t chire ning 1) nhu hinh dudi day

Ban an/QB ha xudng v

Danh sach Trang thai BA/QD

Téng sé 1 ban ghi, Trang - [1/<] cia tdng 1 Trang = Chon

Tén ban an/Quyét

St Ma BAIGD Ngay BA/QD dinh Quan hé phap luat Loai an Dinh chinh Stra  Xoa Ngay tao Tai khoan Dbing
1| 178 |13 01/06/2017 | Giai quyét ly hén 1.1 Méu thuan gia dinh HNGD-CTN 7 %@ 07/06/2017 | ducnc hanai | 4
Nit chirc ning 2 Nit chirc ning 1

Man hinh hién thi nhu sau:

Théng tin ban an/Quyét dinh

M3 (tw sinh) 178 Trang thai |E]ang I EI
Loai BA/Q [B3n 4n = Cp xét X [So thim [~]
Loai an |Gia dinh va nguéi chua thénlzl
Ten BA/QD  Giai quyét ly hén
S6 BA/QD 113 Ngay BA/QD | 01/06/2017
Quan hé PL |11 Mau thudn gia dinh [
Trich yéu ndi  Anh Nguy&n Van Tuan va chi Hoang Thi Thom xin ly hén, chia tai san ca nhan.
dung
Théxi han @ Bang Han Qua han
Sit Tén tai liéu Xem Xoa
1 BA QB _ly_hon.pdf o
Lww || mngpmei || Tneat |

Nguoi st dung thuc hién dinh chinh céc théng tin vé ban an, quyét dinh, sau do
nhn nit d& Twu lai thong tin da dinh chinh. Nhén nit dé thodt

khoi man hinh nay.



Lueu y: Sau khi cap nhdt théng tin dinh chinh hoan tdt, nguoi sirdung nhan biéu

firong ® i tiép tuc dang ban an, quyét dinh trén Cong théng tin dién tir ciia Toa
an.

2.5. X6a ban an, quyét dinh.

Tt danh sach ban an, quyét dinh da cap nhat thanh cong vao hé théng, nguoi
str dyng nhan biéu trong © nhu hinh duéi day ¢é x6a ban an, quyét dinh.

Danh sach A .2
Nhan vao biéu trong
—_—
Téng st \ban ghi, Trang :cﬂa téng 1 Trang < Chon o

Tén ban an/Quyét
dinh
01/06/2017 | Giai quyét Iy hén

Sé o
St Ma BAIGD Ngay BA/QD Quan hé phap luat Loai an Dinh chinh Sira W Xoa Ngay tao Tai khoan bang

1.1 Mau thudn gia dinh HNGD-CTN -] 08/06/2017 ducnc.hanoi &

Xuét hién cira s6 xac nhan nhu sau:

Ban cé thuc sy mudn xda ban ghi nay ?

Ok Cancel

Nguoi stir dung nhan OK dé xac nhan x6a ban &n, quyét dinh. Nhan Cancel dé
thoét khoi cira s6 nay.
IV.  Phén danh cho linh dao
1. Quanly y kiénphan hai vé ban an, quyét dinh da cong b
Dé quan ly y kién phan hdi cua cua ban an quyét dinh da dang tai nguoi strdung
chon chie nang “Y kién phan héi” trén menu chirc nang. Danh sach cac y kién phan
hoi hién thi tai viing danh sach hién thi.

Ban 4n/QD didang ||

Danh sach

Téng s6 1 ban ghi, Trang -[1[=] ciia ting 1 Trang 4 Chen

en ban an/Quye
o BA/QD gay dang Qua

d
Quyét dinh gidm déc

: thdm vé viéc "Tranh
Viéc Céng ty An Phuc vay tién ha;m hve V‘ZC: r?n
Ngan hang theo cdc Hop déng 20/2015 : = 1ep ‘;J"g_ " Tam 4 han 63
1| 83 |tin dung néu trén thi Céng ty An | 29/06/201] /KDTM- | 29/06/2017 | 249 8WE RGN 1 rppy hdp vé cung tng dich w KDTM | 0@ 80 Mhan dan
. [ . hang TMCP Mgoai tdi caon
Phic phai cd nghia vu thanh IGOT o .
toan khoan ng nay g R ()
i Céng ty TNHH An
Phiic 3.
N

A ‘ DS Nat | [t
Vung y kién phan hoi Vung néi dung BA/QD xéa | | ha

- Vung y kién phan hdi: hién thi noi dung phan hoi, thoi gian phan hoi



- VUng ndi dung BA/QD: hién thi thong tin cua BA/QD ¢ phan hoi

Nguoi st dung nhan vao nat x6a dé x6a théng tin phan hoi vé ban an, quyét
dinh di cong bd

Nguoi str dung nhan vao nit ha dé g xudng ban an, quyét dinh da cong bo.
2. Baocao

Nguoi st dung chon cac mau bao céo, thong ké dé theo ddi thong tin vé ban
an, quyét dinh da cong bo.

Mau 1: Téng hop tinh hinh céng bd ban an, quyét dinh céc loai vu viéc
Mau 2: Thong ké céc ban an, quyét dinh da cong bé theo don vi
Mau 3: Thdng céc ban an, quyét dinh da cong bd theo Tham phén

Mau 4: Bao céo chi tiét ctia Tham phén vé tinh hinh cong b ban an, quyét dinh.





