UBND TINH HAU GIANG CQNG HOA XA HQI CHU NGHIA VIET NAM
SOYTE Poc 1ap - Tu do - Hanh phic

S6: 1074/SYT-VP Hau Giang, ngay 10 thang 5 nam 2018

VIV phd bién mot s6 quy dinh dé
phuc vu phan mém quén 1y vin ban
phién ban moi

Kinh giri: Cac phong chuyén mén S6'Y té.

Cin ctr Cong van sb 1363/VP.UBND- TTTH ngay 12 thang 4 nam 2018 cua
Vin phong Uy ban nhan dan tinh Hau Giang vé viéc st dung phan mém quan ly
van ban.

~ Can cir Thong bao s6 36/TB-SYT ngay 12 thang 4 nim 2018 ciia S¢' Y té
vé viéc sir dung Phan mém quan 1y van ban cua UBND tinh phién ban mai;

Nham van hanh phan mém quan 1y van ban phién ban méi cia UBND tinh
mot cach c6 hidu qua nhat. Bé nghi Lanh dao cac phong chuyén mon pho bién
cho tat ca cong chuc, vién chire thuc hién cac ndi dung sau khi soan thdo van ban
phat hanh di:

1. File van ban:

- Luu van ban dat tén file Van ban khong dau, Kkhong ky tu dac biét, vi tt
ca cac phan mém déu viét trén nén tang tiéng anh (phdn mém quan ly van ban cua
UBND tinh ciing tudn thii theo nén tang nay), nén khi luu file tiéng viét c6 dau
phén mém s& khong nhan dién dugc dan dén 13i khi ky s6 va ban hanh van ban
(khéng mo duoc file van ban).

- Luu file dinh dang .docx (doi véi word), XIsx (d6i vdi excel), ... (CAch luu
file van ban dinh dang .docx hodc .xlsx nhw sau: trong giao dién lwu van ban,
phan “Save as type”, néu dang la “Word 97-2003 Document”’ thi chon lai “Word
Document”; néu dang la Word Document thi khéng cdn chon lai); Khong duoc
lwu file vin ban dinh dang: .doc (doi véi word), XIs (ddi véi excel),... (vi ky s
van ban khong hé tro file van ban dinh dang .doc hodc .xls ma chi hé tro file van
ban dinh dang .docx hodc .xlsx).

2. S6 viin ban di: chon dung S6 van ban: thong thuong/ mat/ ca biét. Néu
khong chon dung s6 van ban hé thong so s€ khong lay s6 ding theo muc dich cua
nguoi soan.

3. Van ban khi tra lai: nguodi soan thdo phai chon van ban tra lai d6 chinh
sira va trinh lai. Vi khi Ban Giam ddc d3 ky thi vin ban d6 da lay s6 van ban tu
dong, néu trinh mai s& bi mat s6 van ban da tra lai va sé léy sb van ban khac khi
phat hanh.



4. Phan Noi nhan (trén phan mém): khuyén khich nguoi soan thao chon
noi nhan van ban dé khi phat hanh van ban dugc dé dang va thuén lgi hon vi nguoi
soan thdo van ban la nguoi nam rd nhat van ban dé can gui dén nhitng noi nao.

Pé nghi cac phong chuyén moén nghiém tic trién khai thyc hién. Trong qua
trinh thyc hién c6 vuéng méc, lién hé Vin phong S¢ Y té (Cn Nguyén Thi Minh
Nguyét - Chanh Van phong, SDT: 0908.043535 hoac Ks Lé Thach Pao - Chuyén
vién Vin phong, SPT: 0888.009069) dé duogc hd tro./.
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