UBND TINH KHANH HOA CONG HOA XA HQI CHU NGHIA VIET NAM
~ BANQUANLY DI.J: AN Poc 1ap — Tw do — Hanh phic
PHAT TRIEN TINH KHANH HOA

QUY DINH
Quin ly va sir dung phan mém Vin phong dién tir (E-Office)
(Ban hanh kém theo Quyét dinh s6:215 /OD-BOL ngady 12 thdng 10 nam 2023
ciia Ban Quan Iy dy dn Phdt trién tinh Khdnh Hoa)

CHUONG I
NHUNG QUY PINH CHUNG

Piéu 1. Pham vi diéu chinh, d6i twong ap dung

1. Quy dinh cu thé vé viéc quan 1y va st dung phan mém Vin phong dién
tir E-Office ctia Ban Quan 1y du 4n Phat trién tinh Khanh Hoa (Ban QLDA).

2. Ap dung ddi véi vién chirc va ngudi lao dong trong Ban QLDA.

Piéu 2. Muc dich, yéu ciu

1. E-Office 1a phuong thirc trao doi thong tin bat budc trong ché do lam
viéc hang ngay cta co quan. Cac hoat dong trao d6i thong tin lién quan dén
nhiém vu cua vién churc va nguoi lao dong 1am viéc tai Ban s€ dugc thuc hién
trén E-Office.

2. E-Office bao dam viéc trao d6i, luu trit, khai thac va st dung thong tin
trong ndi bd clia co quan thong qua céac dich vu trén mang LAN va Internet. Hé
théng E-Office phai duoc st dung ding muc dich va c6 hi¢u qua thiét thue,
duogc quan ly tap trung, théng nhét, bao dam an ninh, an toan mang va dir li¢u.

Piéu 3. Nguyén tic sir dung E-Office

1. Pbi véi nhitng van ban, thong tin dién tor dugc trao ddi trén E-Office
phai st dung cic phong chit cia bo ma ky ty chit Viét (phong chir tiéng Viét
Unicode) theo Tiéu chuan Viét Nam TCVN 6909:2001.

2. Khong duoc s dung E-Office dé trao doi cac thong tin mat cia co
quan, trao doi cong vi¢c khong thudc nhiém vu ctia co quan va cac ndi dung
khac trai voi thuan phong my tuc cua dan toc.

3. Thong di€p dir liéu trong E-Office: Véan ban scan (quet) tu ban gidy da
duoc ky va dong dau do s& c6 gia tri twong duong v4i ban gidy dugc ky, dong
dau va giri theo duong cong van. Van ban dugc ky bang chir ky sd duoc tao ra
boi ching thu sé do Ban co yéu Chinh phu cap theo quy dinh; Van ban dugc
phép dua 1én E-Office thuc hién dang nguyén tic cac vin ban dugc cung cap
trén mang theo quy dinh.

Piéu 4. Cac vin ban, cong viéc khong dwoc phép sir dung trén E-
Office va may tinh ¢6 néi mang

1. Cac van ban mat, toi mat, tuyét mat thudc van ban di va dén khong
duoc chuyén, trao doi trén hé théng E-Office.



2. Cac don thu t6 céo.

3. Céc van ban giai quyét don thu kién nghi, khiéu nai, t6 cdo khi chua c6
¥ kién ctia ngudi c6 tham quyén dé cong bd cong khai.

4. Céc van ban gui dich danh.

Picu 5: Giai thich tir ngir

- Vian phong dién tr E-Office: 12 mot giai phap phan mém dung chung dé
trao doi thong tin, diéu hanh tac nghiép va quan 1y van ban, hd so cong viéc trén
mang may tinh.

- Thong diép dir li€u: 1a thong tin duogc tao ra, chuyén, nhan, luu trir hoac
xur ly trong E-Office.

Piéu 6. Cung cip, quén ly va sir dung tai khoan E-Office

1. B6i v6i nguoi dung sir dung trinh duyét website dé diang nhap vao hé
théng thi str dung tén mién 1a: http://qlvb.kdpm.khanhhoa.gov.vn

2. Bdi véi vién chic va nguoi lao dong tai Ban thi username c6 dang: chit
cai dau cua ho + chit cai dau cta tén dém + tén ngudi st dung. Tén viét day du
va theo kiéu chir viét lién, khong c6 ky tu tréng, khong dau. Truong hop bi tring
tai khoan thi sau chit tén nguoi st dung thém chir cai A, B, C .....

3. Tat ca cac thong tin dugc trao doi trong E-Office duoc thé hién dudi
dang Van ban dién tu.

Piéu 7. Sir dung mot sb tinh ning khac ciia E-Office

1. Thong bao Lich lam vi¢c, Chuong trinh cong tac ... cac cd nhan co
trach nhiém cép nhat vao hé thong hang ngdy dé nam bat thong tin kip thoi.

2. Tinh ning thu dién tr ctia hé thong dugc sir dung dé giri va nhan thu
dién tir gitra cac ca nhan vo1 nhau.

Diéu 8. Bio vé thong tin trong E-Office

1. Viéc bao vé thong tin trong hé théng E-Office ciia Ban QLDA 1 trach
nhiém cua tat ca vién chtrc va nguoi lao dong.

2. Thong tin trong E-Office phai dugc thuc hién theo cac quy dinh cua
phap luat vé bao vé thong tin nha nudec.

3. Cac vién chirc va nguoi lao dong tham gia vao hé théng E-Office phai
thuc hién day du cac quy dinh vé an toan mang. Bao dam cac yéu cau ky thuat
vé an toan sur dung dién; phong, chéng sét; phong, chéng chay nd, hoa hoan,
thién tai. Quan 1y chit ché nhing ngudi tham gia str dung hé thong va cac mat
khau truy nhap tai khoan cé nhan trén hé thong.

CHUONG II |
NHUNG QUY PINH CU THE

Dieu 9. Quyeén va nghia vu cua nguwoi sir dung
1. Mdi vién chirc va ngudi lao dong trong Ban duoc cung cap va sir dung
01 tai khoan riéng. Khi nguoi duoc cap tai khoan E-Office chuyén cong tac sang



vi tri m61 hodc thdi viée phai ban giao lai tai khodn da dugc cép cho lanh dao
Ban.

2. Mdi ca nhan tu quan 1y tai khoan cta minh, ¢ trach nhiém thay d6i va
lru giit mat khau riéng.

3. Khong tu ¥ st dung tai khoan ctia ngudi khac dé dang nhap phan mém.

4. Chju trach nhiém vé nhiing sai sot, cham tré, mat an toan do ¢ v khong
tuan thua quy dinh hodc su chi quan ctia minh gay ra.

5. Hang ngay, vao dau gid 1am viéc cac ca nhan phai dang nhap vao phan
mém E-Office bé‘mg tai khoan ctia minh dé nhan thong bdo, email,... va xt 1y
van ban, cong viéc theo chirc ndng, nhi¢m vu.

6. Thoi han dé xu 1y cong viéc cua co quan ké tir khi nhan su chi dao lanh
dao Ban:

a) Dbi v6i cac ndi dung cong viée ap dung theo cac quy trinh da duogc cap
c¢6 thim quyén quy dinh thoi gian cu thé hodc vin ban di quy dinh ngay xu ly
thi thoi gian thyc hién theo céc van ban huéng dan.

b) Bdi véi nhitng cong viée can xir 1y gap thi 1anh dao Ban phai bd tri, sip
xép wu tién xtr 1y trude theo yéu cau cong viée.

c) Dbi véi cac cong viéc kho khin, phire tap, khi xir Iy can phai c6 su két
hop, théng nhét cta nhiéu co quan, don vi thi c4 nhan dugc giao viéc phai bao
c4o, xin ¥ kién lanh dao dé duoc gia han thoi gian xur 1y.

d) Néu qua thoi han dugc giao, van ban chua duoc xir Iy ma khong c6 1y
do chinh dang thi cin cir vao thoi gian cham xtr Iy dé danh gid mic d6 hoan
thanh cong viéc cua co quan va c4 nhan do.

Piéu 10. Quy trinh tiép nhén, chuyén giao xir Iy viin ban dén cia Ban

1. Vin thu co quan tiép nhan vian ban dén (ban dién tir trong tai khoan vin
thu trén hé théng E-Office, ban di¢n tr trong hop thu di¢n tor cong vu cta co
quan hodc ban gidy thong thudng thi dugc Scan thanh ban dién tur), sau do
chuyén trinh xin y kién cta lanh dao co quan. Pong thoi luu van ban gdc vao hd
so dén ctia co quan.

2. Trudong hop van ban la Bao cdo, To trinh, du thdo cac dé an... co tai
liéu, phu luc kém theo ¢ s trang tir 15 trang trd 1én thi Scan ndi dung chinh
cua van ban, khong Scan tai li¢u, phu lyc kem theo. Van thu can cir y kién chi
dao cta lanh dao Ban dé tién hanh sao guri van ban gidy dén ding bo phan
chuyén mén thuc hién va yéu cau ky nhan vao so. Trong truong hop nay, bo
phén chuyén mén dugc giao nhiém vu xtr ly cong vi€e co trach nhiém luu gitr
van ban gidy 1a tai liéu, phu luc kém theo va xuat trinh khi ¢6 yéu cau cua lanh
dao Ban.

3. Lanh dao co quan xem xé&t, phan loai van ban va chuyén cho cac bd
phan chuyén mon.

4. Tham muu van ban di cua co quan.

a) BO phan chuyén mon nghién ctru ndi dung yéu cau cta van ban dén va
can ct su chi dao cua lanh dao co quan dé tham muu van ban phtc dap. Hoac bd
phan chuyén moén can cir nhi€ém vu phu trach dé tham muu khéi tao van ban di



clia co quan. BO phan chuyén mén tién hanh chuyén vin ban do minh tham muu
dén lanh dao co quan dé xem xét, phé duyét.

b) Sau khi xem xét van ban tham muu, 1anh dao co quan chi dao by phan
tham muu thuc hién stra d6i, bd sung thém néu can thiét hoic chuyén van thu
phat hanh vin ban d6i véi vin ban dat yéu cau.

Piéu 11. Xir Iy, giai quyét vin ban di ciia Ban

1. Cac ca nhan duoc giao nhiém vu du thao vian ban di thudc tham quyén
quyét dinh cua lanh dao Ban: Sau khi hoan thanh ban du thao trinh 1anh dao Ban
phé duyét theo quy dinh, van ban di phai duoc nhap day du thong tin: trich yéu
ndi dung, loai van ban... va xtr Iy theo dung quy trinh xr Iy van ban trén hé
thong E-Office.

2. Van thu c6 trach nhi¢m theo doi thuong xuyén cac van ban cho phat
hanh trén E-Office, khi ¢6 van ban da dugc phé duyét Van thu co6 trach nhiém
vao sO coéng van di theo ding quy dinh hién hanh.

3. Pdi voi van ban mat khong dang ky s6 van ban trén E-Office, phai lap
sO riéng theo quy dinh.

Diéu 12. Phat hanh vin ban ciia co quan

1. B6 phan Van thu vao sb van ban di dugc lanh dao Ban ky phé duyét.
Thuc hién déng diu bang thiét bi chimg thu sé ddi véi ban dién tir clia cac van
ban da duoc ky phé duyét va tién hanh déng diu van ban gidy da duoc ky phé
duyét. St dung phan mém E-Office dé phat hanh van ban dién ttr dén noi nhan
va luu van ban gidy trong hd so gdc... thuc hién ding cac quy dinh hién hanh vé
cong tac van thu luu trir.

2. Cac vin ban di ¢6 noi nhan 1a cic co quan khong str dung hé théng E-
Office thi Van thu chuyén ban di¢én tir thong qua hdp thu dién tr cong vu hodc
sao guri ban gidy theo quy dinh.

Piéu 13. Xir Iy vin bén di, dén ciia co quan khi hé thong E-Office
khéng thé hoat dong duwoc

Trong truong hop ¢ su ¢b vé hé thong mang, hé théng may chu hodc mat
dién ma khong thé van hanh E-Office dugc thi viéc xur 1y vin ban di, dén duoc
thuc hién theo phwong thirc truyén théng (xir Iy vin ban gidy). Khi hé thong E-
Office van hanh tr¢ lai thi vién chirc va nguoi lao dong xur Iy theo dung quy
trinh vin ban di, dén trén E-Office.

Diéu 14. Trao d6i thong tin phuc vu cong tac

Cin ctr ndi dung, tinh chat cua thong tin can trao ddi va sir dung cac hinh
thirc trao d6i thong tin nhu sau:

1. Ho1 thoai truc myén (Ho1 thoai nhém) trén E-Office: Dé trao doi thong
tin v&d1 mot ngudi hodc mot nhom ngudi trong cung co quan vaoi nhau.

2. Guri file bang E-Office: Str dung tinh ning nay dé gui tryc tiép file (tép)
dén mot ngudi hodc nhiéu nguoi thay vi sir dung USB, chia sé 6 dia... s& tranh
su lay lan cua virus.
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3. Giri, nhan email trén hé thng E-Office: E-Office cho phép nguoi ding
trong hé thong guri, nhan email cd nhan véi nhau. Viée gui va nhan email duogc
thuc hién truc ti€p trén giao di¢n cua phan mém E-Office.

CHUONG III
TRACH NHIEM CUA VIEN CHUC VA NGUOI LAO PONG

Piéu 15. Trach nhiém cia lanh dao co quan
1. Chi dao, diéu hanh cong viéc hang ngay cia co quan théng qua phan
mém E-Office.

2. Chi dao va giao cong vi€e truc tiép thong qua hé thdng E-Office. Cac
chi dao vé cong viéc thong qua E-Office 1a ménh 1énh hanh chinh.

3. Xir ly, giai quyét kip thoi cac thong diép dién tir duoc gui vao tai khoan
E-Office cua minh.

Diéu 16. Trach nhiém ciia ciac Trwéng phong chuyén mén

1. Str dung chirc nang nhic viéc trén phan m{%m E-Office, trich xuét dir
li¢u dinh ky hang tuan dé phuc vu cong tac chi dao diéu hanh.

2. Pé xuit, tham muu lanh dao Ban trong viéc danh gia muc d6 hoan
thanh nhiém vu cuda tung vién chuc va nguoi lao dong trong phong.

Pi¢u 17. Trach nhiém ciia vién chirc va ngudi lao dong

1. Thuc hién \{iéc nhan nhiém vy, bdo cdo cong viéc va trao dbi thong tin
hang ngay trén hé thong E-Office cua co quan theo quy dinh.

2. Chap hanh sy phén cong nhiém vu cua lanh dao co quan; kip thoi xu ly
cac van ban, su chi dao, diéu hanh cta lIanh dao khi dugc giri vao tai khoan E-
Office cua minh.

, 3. D6i mat khéll} mac dinh do bd phan chuyén moén phu trach CNTT cung
cap va bao v¢ mat khau st dung tai khoan E-Office. Truong hop quén mat khau
phai bao cho b phan chuyén mon phu trach CNTT dé dugc cap lai.

4. Quan 1y va luu trir hd so c4 nhan cta minh.

5. Chiu trach nhiém vé nodi dung thong diép dién tir ciia minh khi giri qua
hé thong.

6. Khi gip su cd vé hé théng, phai bao cdo lanh dao co quan dé bao cho
bd phan chuyén mon phu trach cong nghé thong tin xir 1y, giai quyét.

Piéu 18. Trach nhiém ciia B phin chuyén mén phu trach céng nghé
thong tin (Administrator)

1. Thiét 1ap, cung cap, quan 1y tai khoan E-Office ctia vién chirc va ngudi
lao dong trong co quan.

2. Chu tri to chuc thL,IC hién cong tac bdo ddm an toan, an ninh mang, bao
mat thong tin trong hé thong E-Office theo cac quy dinh hién hanh cua nha
nudc.

3. Tao lap ché d9, to chuc thuc hién sao chép, luu trir thong tin dién tir
theo quy dinh.
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Piéu 19. Nhirng hanh vi khong dwoge thue hién trong E-Office

1. Tu ¥ truy nhap vao tai khoan ctia nguoi khéc.

2. Cung cép méat khau hodc dé 16 mat khau vao tai khoan cho nguodi khac.

3. St dung hé théng E-Office cua co quan nham hd tro hodc chuén bi tién
hanh hanh vi vi pham phap luét.

4. Can tro hodc ngin chin trai phép qué trinh truyén, gii va nhan thong
dié€p dir ligu.

§ . Két thuc, thay ddi, x0a, sao chép, tjét 16, hién thi, di chuyén trai phép
mot phan hodc toan bd thong di¢p dit li¢u nham né tranh trach nhiém.

CHUONG IV
KHEN THUONG VA XU LY VI PHAM

Piéu 20. Khen thwéng

Tap thé, c4 nhan thyc hién tét Quy dinh nay, co nhiéu cai tién, sang kién
dong gop cho hoat dong cua h¢ thong E-Office, tuy theo thanh tich dat duoc s€
dugc khen thudng theo quy dinh ctia Nha nudec.

Picu 21. Xir Iy vi pham

Cac hanh vi vi pham Quy dinh nay, tuy theo tinh chit mic do vi pham ma
bi xtr 1y theo cac quy dinh ctia phap luat.

CHUONG V
TO CHUC THUC HIEN

Piéu 22. Pho bién va thue hién

1. Quy dinh nay dugc phd bién dén toan thé vién chirc va nguoi lao dong
trong co quan dé thuc hién.

2. Trong qua trinh thyc hién, néu thdy c6 diéu khoan ndo can bd sung, sira
d6i cho phu hop véi tinh hinh thuc té thi vién chic va nguoi lao dong co ¥ kién
gop ¥ gui vé phong T6 chirc hanh chinh dé tong hop béo cdo ldnh dao co quan
xem xét stra d6i, bo sung./.
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