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Phan mém Quan ly hd so can bo ¢ng chirc, vién chirc

1 Piang nhap
Tai trang chu caa phan mém, Cén bo té chicc co s& (CBTCCS) c6 thé gd tén
dang nhap va mat khau. Sau d6 bam phim Enter dé diang nhap vao phan mém.

«! Tin tore & Dang nhap
Gi tén déng nhip

Tén dang nhap * L

Phan mém quan Iy hd so can b céng chire, vién chirc v
Mat khau *

1. GICI THIEU
Mhé lai

Phan mé'm quan Iy can bd cdng chirc, vién chic 13 gidi phap tdng the
duoc thigt ké va xdy dwng dp dung cho khéi co quan Mha nuwéc. Qua dé
gidp cho cac cor quan Mha nwéc theo ddi qua trinh bien a1 thdng tin cua
mdi cén bd, cing chirc, vién chirc trong qua trinh cdng tac tir khi bat dau
vao ce quan cho dén nghi huru. Hé thing gilp cac don vi cé tham quyén
quan Iy can bd cdng chirc, vién chirc quan ly ho sor nhan s higu qua,
giam chi phi, théi gian, cdng sirc, thudn tién trong viéc tra clru tim kiém ha
s¢ can bd cdng chirc, vién chirc. Hé théng phan mém cé cac chirc ning
phan quyén dén tirng phong, ban, CBCC, CV dwgc phép xem, sira, xda...
dam bao tinh bao mét clia hd so.

Bang nhap
G®& mat khau, sau do bam
Enter dé dang nhap

Hinh 1:  Pdng nhdp vao phan mém

Phan mém hién thj giao dién nhu hinh bén duéi.

Q

m .
.

(-ﬁ Trang chi \ @A Trangchi &, Thay d6i mat khau, emgl

Té chic v . e 2 D Thodt
Théng tin ca nhan PP | O Thod

& Quanljhd se

Tén: DMNICT Support User
Tén dang nhdp:  dnict
Ngay dang ky  Thi nam, 22 Thang 8 2013
Ngay truy cap cudi  Thirsdu, 19 Thang 12 2014

Q, Tim kiém v

& Baocao ~
k@ Trao @i ndi bd _/

Bam vao day dé
thu gon/md réng

Hinh 2: Giao dién chinh

Bam vao day dé
thu gon/mad réng

Giao dién chinh ciia phan mém gom 3 phan:
- Bén trai la menu céc chiric nang;
- O gitra 1a phan hién thi cac noi dung cua ting chirc ning;

- Trén cung bén phai cung cip cac chirc nang co ban cua nguoi dung (sira
thong tin c& nhan, thay d6i mat khau, email hozc thoét khoi phan mém).
Sau khi thu gon menu chirc ning, CBTCCS c6 thé ré chudt vao céc biéu tuong,
phan mém hién thi cac chirc ning tuong tirng cho phép CBTCCS bam chon thao tac
(nhu hinh bén duai).

Trung tim CNTT & Truyén thong Pa Ning - http://www.dnict.vn 3



Phan mém Quan ly hd so can bo ¢ng chirc, vién chirc

Ré chudt vao cac biéu
twrong dé hién thi cac
menu chikc ndng

# Trang chi

)
- Thé trorng tng
Q" Tim kiém
& Tim kiém nhanh S& Nai wi
cove_sny
o) Tim ndng cao Thi¥ ba, 07 Thang 6 2011

ey way vap cuor— Thir hai, 15 Thang 12 2014

Nt mé rong/thu
gon menu

Hinh 3: Mo réng/thu gon menu chire nang

2 Quin Iy ho so CBCC
2.1 Quan ly thong tin ho so CBCC

CBTCCS c6 thé bAm vao menu Quan Iy hd so dé hién thi giao dién trang quan
ly hé so CBCC (nhu hinh dudi).

@ A Trang chi

[ul] > =
Trang chu Bam vao day de
hién thi giao dién
\ Quan ly ho so CBCC
&  Quanly hd so
Q
=

ara

Hinh 4: Chon nhém chize nang Quan Iy hé so

Phan mém hién thi giao dién quan Iy hd so nhu hinh duéi.
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ik Cay ho so don vj ~ | @ Trangchii > Quan Iy hd so

4./, | 86 Naivu (85)
£~ || ] Ban thuc S& Nai vu (29) N
|> ||| Bon i si nghiép thude S& N Quén |y hé so information.
i w(15)
f (i S& NGivu (41)

Type 'help for more

Danh sach trich ngang | Diéu dang @@ | Kiém nhiém @ | Biét phai @ | Nang lwong thwing xuyén @

Nghi huvu @ | Bénhiémlai @ | Danhba | Dangvien@ | TwHopding@ | Dé xudt siva HS @

+ Thém méi | @& Nohiépvu ~ [ERaEUIEEIRNISY v

Cac don vi thudc
pham vi quan Iy clia
5S¢ Nai vu

< >

4 Trang cha

& »Quan Iy hé so
Q, Tim kiém v

& Bao cdo ~ ceve_snv i

€ Trao ddi ndi bd

Hinh 5: Chon nhém chize nang Quan Iy hé so

TOy theo muc d6 phan cong cong viéc, CBTCCS c6 thé dugc phan quyén quan
ly hd so don vi minh cong tac hoic cac don vi con & bén dudi.

Trong vi dy nhu hinh bén duéi, CBTCCS duoc phan quyén quan ly hd so
CBCC, VC cua S& Noi vu (SNV) va cac don vi su nghiép cia SNV. (O phan cudi tén
don vi déu c6 hién thi sé lugng CBCC, VC cua don vi d6 giup CBTCCS dé theo ddi
va quan ly).

BéAm vao cdc nit
miii t&n dé md réng,
thu gon céy don vi

i Cay hé so don vi v

4| | & NGivu (25)
[+ ||| Ban thudc S& NG

udc 6 Quan ly ho so » 6 Noi vu (41)

N Ban I3nh dao (4) Danh sach trich ngang | Didu dong @@ | Kigmnhiém@ | Biét phai @ | Néng lweng thweng xuyén @ | Nghihwu @ | Bé nhigm lz
[~ | | Phdng Cai cdch hanh ) o
chinh (5) Ty Hop déng @ | Dé xudt sira HS @

| Phong Can bd, cdng ch

(6) ) . .
- |_| Phéng Cng tic thanh m & Mghigpuu ~ MESENTNENRYE v

nién (2)
|| Phbng Quan I Vn th, Téng sb: 41 cveeaTe: 1 | cveaTe: o | cvate: 26 [ csete: 2 [nv:a [ TS0
InnGeAR)™ SCCTri; 0 [ »=TC Tin hoc: 4 | Cosé Tin hoe: 31 || ==DH Tanh: 2 | Co s TAnh: 34 | ==BH NN Khae: 1 [ Co sé NN atunovee: 2 [ atnneve: 8 | alhn
[ L Phong Ta churc - Bién c W Nir=50: 1 | Nam=5: 4

o

< >
# Trang chi Tim- | Excel Al || Excel || Print
& »Quan Iy hd so
Ti .
. Ho va tén Ngay sinh Ngach Bac VK Trinh h;r; Tieng QLNN Chinh QP-AN Chi)c  Phong
Q Tim kiém %7 : ¢ ¢ & | ¢ dos - Anh# ¢ | mie s | we s
Bao cdo ~
E Chuve Phd
- uyén i
€ Tran i ndi bo 16/10/1985 vidn 2 BH B & cv BTS Tru:crng ¥bca B
phang
< . p . - s 1 e A
Hinh 6: Chon nhom chuc nang Quan ly ho so

CBTCCS phai bam chon 01 don vi minh mudn quan ly tai thoi diém hién tai.
Khi chon don vi, phan mém s& hién thi danh séch CBCC, VC cua don vi (nhu hinh
dudi).
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i Cay hé so den vi ~ A Trang chi > Quan Iy hd so

4-|[,] 86 Néivu (85) s
I~ ||| Ban thuic S& Noi vy (29)
|- || Bonvi sw nghiép thude Sd
NGi vu (15) /
A ) S0 NGy (41) [—
(- | | Banl3nh dao (4) Danh sach trich ngang | Biéu dong @ | Kiém nhiém @ | Biét phai @) | Néng lrong thwong xuyén @ | Nghihuu @ | Bénhiémlai@ | Danhba | Da

[~ | | Phbng Caicdch hanh -
i chinh (5) Tu Hop dong @ | D& xudt sia HS @

|| Phing Can bd, céng ch

6)
| | Phong Céng tacthanh m Bang lam viéc v

i nién (2)
'

Chon don vi cin

quéanly 53 NOi vy (41)

Téng so: 41 || Nik: 20 n thc: 0 cveeate: 1 | cvesto: 9 [ ova v: BH: 23 7C: 3 | TB Knac: 3
Théng tinthéng —— Co s Tin hoc: 31 | >=BH TAnh: 2 | Co s TAnh: 34 | >=BH N Khac: 1 [ Co sé Wi Khac 1 [ alun cvee: 2 | atun cve: 8 [ atun cv: 21

ké CBCC cla
donvi

Tim: ‘ Excel Al H Excel || Print Trwdc
& »Quan Iy hé so ‘ ) i
, Hova o Ngaysinh Ngach Bac VK Trinh I:)"C Tiéng QNN Chinh QPAN Chirc  Phéng ti"n"’h' E‘)::r? tf(::
Q, Tim kiém i : s s & & | dost ',  Anhe s o s v s " v
& Bao cao v _—
0
] Chuye
Danh sdch 161101985 | S 2 8H B c oV BT5  Twéng XDCQ  BCHC
! CBCC cladonvi e phing
922
Chuyé Pai V3 b
151987 Y g BH B 2 oy BT4 ' gepe x| ¢
vién hoc phang Bai
hoc
922

Hinh 7: Hién thi danh sach CBCC cuia don vi

Quan Iy hd so » sé noi vu (41)

Danh sach trich ngang | Didu déng @@ = Kiém nhiém @ | Biét phai @ | Nang lwong thwing xuyén @ | Mghihuu @ | Ba nhiém lai @ | Danhba | Dangvién @9

Ty Hop ding @ | Dé xudt stra HS @

==BH TAnh: 2 | Co s& TAnh: 34 || =

Loc danh sdch theo
trang thai hé so

Tim: |ExceIAH H Excel || Print Trwee n 2 3 | Tiép

Loai Dang boi Ghi Ngay higu

Tii c
Ngay sinh  Ngach Bac VK Trinh " Tieng QLNN Chinh QP-AN Chiec  Phdng

Lolsloniee s s s s dos " ams s tis s ws s | Mnh | vien | teong | oo Chi"hhf
- - - S0 -
) Phd
. Chuyén .
Mai 16/10/1985 2 PH B C cv PT5  Trséng XDCQ  BCHC 13/11/2014
vien
phang
922
YT 1emsgr | CYER BH B Bai | oy o4 VAN ponc| x B 171112014
vign hoc phdng Bai
hoc
922
. Chuyén . bic
Vi 19/011987 2 Th.si TOEFL ¢V TCBC  BCHC : 1711012014
vién Bai
hac

Hinh 8: Hién th; ddy dui céc cét thdng tin trong danh sach CBCC ciia don vi

Trong muc Quan Iy hd so, CBTCCS c¢6 thé chon tirng thé chirc nang dé xir ly, gom:
- Danh séch trich ngang: hién thi danh séch va théng tin caa CBCC, VC;
- Diéu dong: quan ly danh sach CBCC, VVC cho diéu dong;
- Nang luong thudng xuyén: quan ly danh sach cac CBCC, VC sip dén
thoi diém nang luong thudng xuyén;
- Nghi huu: quan ly danh séch CBCC, VC sip dén thoi diém nghi huu;
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B6 nhiém lai: quan ly danh sach CBCC, VC sip dén thoi diém bd nhiém
lai cong tac;

- Danh ba: danh sach gdm cac thong tin co ban cia CBCC, VC;

- Dang vién: quan ly danh sach dang vién cua don vi;

- Tu Hop ddng: quan ly danh sach ngudi lao dong ty hop ddng cua don vi;
- Dé xuat stra HS: quan ly cac yéu cau chinh sira hd so do CBCC, VC dé
xuat.

2.1.1 Qudan ly danh sdch trich ngang hé so CBCC

a. Thém méi hd so CBCC
Tai thé chic ning “Danh sach trich ngang”, CBTCCS c6 thé bam vao nit

“Thém méi” dé thém méi hd so CBCC (hinh duéi).

Danh sach trich ngang | Diéu ding @@ | Kiém nhiém @ | Biét phai @ | Nang lwong thwéng xuyén @

Pangvien @) | T Hopding@ | Dé xuit sira HS @

+ Thém mdi Bang lam viéc E|

21 | Bang vien: 26 | Ddn tic: 0 | Ton gigo: 0 | cveecaTe: 1 | cveate: 10 | cvaTe: 27
1§ SCCTri: 0 § ==TC Tin hoc: 4 | Co 5& Tin hoc: 32 | ==BH T.Anh: 2 | Co & T.Anh: 35 | ==DH NN.Khac: 1
=50: 8 | Ni=50: 1 w

A . ”~ At — W
Bam vao day dé ‘ Excel ‘ Print
Thém mdi ho sd ——
.. . . Tin .z ;
Ho va tén Mgay sinh Ngach Bac VK Trinh oc Tiéng QLNN Chinh Q
e,
: s s & d6 4 . Anh$ s tis
Hinh 9: Chon chite ning thém méi hé so

Man hinh hién thi giao dién thém méi nhu hinh dudi
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Théng tin chung

Ben vi céng téc (%)

0 @ O B

Ho va tén ()

Ngay thang nam sinh (%)
M s6 thué

Tinh trang hén nhan (%)
Bia chi thwéng tri (%)
Mguyén quan (%)

Dién thoai di ddng

Bia chi email

BDang vién (¥)

Ghi chi

So Néi vu

Gidi tinh (%)
M3 56 BHXH

Din téic (%)

v

Dién thoai co quan

Y

Kinh v

Hinh 10:

Cac nut chire nang tai man hinh nay, gom:
- “Luu va thém méi”: luu hd so CBCC vao co s& dit liéu. Sau d6 hién thi giao
dién cho phép thém mot hd so méi;
- “Luu va déng”: luu hd so CBCC vao co s dit liéu. Sau d6 hién thi danh séach
trich ngang hd so CBCC cua don vi;
- “Luu va cap nhat”: luu hoé so CBCC vao co s& dit liéu. Van hién thi giao dién
man hinh hién tai & CBTCSC c6 thé nhap tiép céc théng tin khac;
- “Quay v&”: quay lai man hinh danh sach hd so CBCC.
Mot sb truong thong tin cia CBCC bat budc phai nhap, khi bAm Iuu, hé thdng
s& kiém tra, va hién thi thong bao cac truong can phai nhap, nhu hinh bén dudi.

#& Trang chi

Théng tin chung

Bonvi cdng tac (%)

Hovatén (*

i M O 8

56 hiéu cong chikc

i

M3 56 thué

Bia chithwdeng tri (*

Mguyén quan (*

S& Théng tin va Truyén thing =

Gidgi tinh (*)
Mgay thang nam sinh (*)
13 s BHXH

Kinh

Dan thc (*)

Tinh trang hén nhan (*)

Giao di¢n chite nang thém méi ho so

(S

T Thng bao

Phat hign 16 I8i sau:

« Nhap ho va tan trang tha "Théng tin
chung"

# Chon gidi tinh trong thé "Théng tin chung"
» Nh3p ngdy sinh trong thé "Théng tin
chung"

« Chon tinh trang hén nhan trong the

| "Théng tin chung"

« Nh3p dia chi thudng tri trong the "Thang

| tin chung”

« Chan nguy&n quén (tinh thanh) trong the
"Théng tin chung”

= Chon nguyén quinfguan-Fiffén} trong
the "Théng tin chung"

# Chon nguyén guan (phugng x3) trong the
"Théng tin chung"

= Chon loai hinh bi&n ché&, HE trong the

| "Bién ch&; Chir vu; Ngach, bac"

» Chon hinh thic huéng lrong/ngach trong

| thé "Bién ch&; Chic vu; Ngach, bac"

= Chon ngach trong thé "Bi&n ch&; Churc vu;

| Mgach, bac"

« Chan bac trong thé "Bién ch&; Chic vu;
Ngach, bac"

» Nh3p ngdy hudng bic trong thé "Bién ché:
Chirc vu; Ngach, bac"

Hinh 11:

Théng bdo cdc truong thong tin bat bugc nhdp
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Phan mém Quan Iy hd so can bd cdng chic, vién chic

Luu ¥: Phai nhap thong tin d6i véi cac truong bat budc ¢ ca 3 thé “Thong tin
chung”, “Bién ché; Chuc vu; Ngach, bac”; “Trinh d6, dao tao” méi luu dugc hd so
CBCC vao co so dir liéu.

s o
Théng tin chung Bi&n ché; Chirc vu; Mgach, bic Trinh dd, dao tao |

Loai bién ché, hop ddéng

Loai hinh bién ché HB (*) |Z|

BPoéi tvong dac biét
Bdi tueng 922 bac BH
(D& &n 47 32 cii)

Bdi teng 922 bic sau BH
(D& &n 293,56 cil)

B4i tireng thu hit
Ngach, bac, chirc vu

Hinh thirc hwdng |Z|
lworngingach (*)

Hinh 12: Théng bdo cdc trwong thdng tin bat buge nhdp

b. Xem chi tiét hé so CBCC
Tai man hinh hién thi danh sach CBCC, c6 thé bam vao ho tén cia CBCC dé
hién thi théng tin chi tiét hd so
Quan ly hd SO » S& Thang tin va Truyén thong (43)

Danh sach trich ngang Digu déng (0] MNang lwveng thuéng xuyén @ Mghi huu & B& nhiém lai [10] Danh ba Bangvién & T Hop déing (0]

Pé xuat sira HS € i tri vidc lam

T

7200 53 45 | iz 21 ] Ding vidn: 21| Di toc 0 | Tén o 1 | CVoATD: 2 | CvoaT: | cvaT: 31 | coato:1 [ Nv: o1t 24 [ 001 | T6:0] o Knde: 5
BH CTri: 3 SCCTri: 0 in hoo: 8 >=DH T.Anh: 1 | Co s& T.Anh: 5 | >=BH NMN.Khac: 0 [ Co s& NN.Khac: 0 | QLNN cvee: 3 | QLNN cve: 2
QLnn cv: 27 | <30: 8] 30 [ =50: 11 | nis=50: 2 | Nam=55: 4 | =80: 0 |

e a Y g
Xem |25 [=] mu Bam vao day dé xem p——
chi tiét hd so CBCC
- . Tin  Tiéng . . . 2
- sinh Mgach Bac Trinh LNN  Chinh Chirc N Loai Ban Boi Ghi
Ho va tén o - i . - VK . hoc Anh o - .o QP-AN - Phdng == = = -
¥ ¥ - dos . . ¥ iri & vu ¥ hinh vien twong chad
. ; Chuyén
Bang Bai Huynh 15/02/1988 \fiény 1 BH BCAT BCHC 47
SNV
Bing Héng Cam Chuyén Thu a3
- g g 22/04/1980 . v 3 Th.si cv BC-XB BCHC hiit =
vi vién tham
393
tra

Hinh 13: Chon xem chi tiét ho so CBCC
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Phan mém Quan ly hd so can bo ¢ng chirc, vién chirc

Man hinh hién thj thdng tin chi tiét hd so CBCC nhu hinh bén duéi

# Trangchi > Quaniyhdse

Théng tin chung /

[ Bam vao day dé J

B3m vao céc tab d& chinh stfa hé sd

Thang tin chung xem thém cac thong tin

Hovatén Dang Dai Huynh Noay thang nam sinh  15/0211988
Dantéc  Kinh
Dia chithieéng tri  k36/54 L& Duan, thanh pho Da Nang
Tinh trang hén nhdn  Chuwa két hén Pangvién Khéng

Poitwong 47

Loai bién ché, hop déng

Loai hinh bién ché, HD  Bién ché hanh chinh

Hinh 14: Hien th; chi tiét ho so CBCC

Tai day, CBTCCS c6 thé bim vao cé4c thé dé xem thém thdng tin qua trinh cong
tac, qua trinh luwong, qua trinh dao tao...

Ngoai ra, c6 thé bAm chon nut “Chinh sira hd so” dé chinh sira hd so CBCC.
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Phan mém Quan ly hd so can bo ¢ng chirc, vién chirc

¢. Chinh sira hd so CBCC

Khi bdm chon nat “Chinh stra hd so” (nhu dé cap & trén), man hinh hién thi
giao dién chinh stra nhu hinh bén dudi.

Céc n(t chirc nang gdom:
“Luu va tiép tuc”: luu thong tin vao co sd dit liéu va gitr nguyén man hinh dé
c6 thé chinh sira tiép céc thdng tin khac;

- “Luu va déng”: luu thong tin vao co sd dit liéu; sau d6 chuyén sang man hinh
hién thi danh sach ho so CBCC.

Théng tin chung

Théng tin chung

Anh thé & Tai anh thé 1&n Ho vatén (%) Bang Bai Huynh
Gigitinh (*) | Nam B
Ngaythdng ndmsinh (*) | 15/02/1988 8 56 niéu cdng chic
S0 CMND Mgay cip s
scancunD  [PEETT TS Noi cip B
M3 56 BHXH
M3 56 thué Bia chi email

Dén tic (*) Kinh |Z| Tdn gido IZ|

Hinh 15: Giao di¢n chinh siza ho so CBCC
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Phan mém Quan Iy hd so can bd cdng chic, vién chic

d. X6a hé so CBCC

Tai man hinh hién thi danh séch CBCC, tich chon vao ho so mudn x6a, sau d6
bim chon nut “Xoéa”.

Danh sach trich ngang B Bé"m Vvao déy d’é’ rérng xuyén () Nghi hueu () B6 nhigm lai () Danh ba Dang vién () Tw Hop cTE:ng ()
xoa hd sg CBCC

DE xudt sira HS ) Vi tri s

Téng s6: 43 | Nii- 21 | Bang vién: 21 | Dén tée: 0 cveeste: 2 | cveste: 7 | cvare: 31 [ csate: 1 BH: 24 TC: 0
cccTri:6 [ e cTri 0 | scorri 0 | ==TC Tin hec: 8 | Co 56 Tin hoc: 3 | »=BH TAnh: 1 | Co 56 T.Anh: 5 | ==BH NNKhac: 0 | Co =5 NN Khae: 0 | ann cvee: 3 [ acun cve: 2
30<=Tubi<40: 15 | 40==Tudi<50: & Ni=50: 2

—SENGEnG | Dang lam viée B

Tich chon hg sg [ Moach Bac e Tamh o0y AN CHOR o gpan M ppong o2 Pan
- * s ] dés : $  tris vu hinh  vién

CBCC muon xda = =
- . Chuyén
Dang Bai Huynh  15/02/1988 - 1 BH BCVT  BCHC
DangHong Cam o) 011980 CMYEN 3 ThsT cv BCXB  BCHC
Vii vién

Hinh 16:  X6a hé so CBCC
Hé thdng hién thi thdng bao yéu cau xac nhan. Bidm vao nut “OK” dé x6a hoic
“Cancel” dé huy bo lénh x6a hd so CBCC.
2.1.2 Qudn Iy qud trinh bién ché, hop dong ciia CBCC

Tai giao dién man hinh chinh sira hd so CBCC, badm chon thé “Qua trinh bién
ché, hop ddng”, hé théng hién thi giao dién nhu hinh bén dudi.

Théng tin chung Qua trinh bién ché, hep dang Qua trinh céng tac Qua trinh lwreng, phu cdp | Qua trinh dao tao, bdi ddng | Thdng tin khac

Qua trinh khen thwéng ky ludt Qué trinh bao hiém Hé so nhan than Qua trinh céng tac Dang, Doan, doan thé khac

Bam vao day dé
Thém mdi qua trinh
bién ché

Trang thai bién ché, hop déng hién tai

Loai hinh bién ché, HD  Hep déng Thu hat, D& 4an
nhén lwc cao

Qua trinh bién ché, hop déng

# Ngay bat dau Ngay két thic Loai hinh Hinh thirc tuyén dung Théi han Thao tac

Mgay bat diu  01/04/2014

01/04/2014 Ho'p déng Thu hit, D& &n nhan lyc cao E Q

Hinh 17:  Quadn ly qua trinh bién ché, hop dong

a. Thém méi thong tin bién ché, hep déng
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Phan mém Quan ly hd so can bo ¢ng chirc, vién chirc

CBTCCS c¢6 thé bAm chon nat “Thém méi” dé thém méi théng tin bién ché,
hop ddng cho CBCC. Man hinh hién thi cac trudng théng tin can nhap nhu hinh bén
duéi. Sau khi nhap day da thdng tin, bAm nat “Thém méi”.

Thém méi qua trinh bién ché hop déng

Loai hinh bién ché, HD () | Bién ché hanh chinh B Hinh thic tuyén dung (*) | Thituyén E|
Ngay bdt ddu () | 20/09/2014 = Ngay két thiic =)
Sé quyét dinh % Co quan ra quyét dinh
Ngay ban hanh =

Bam vao day dé
Thém mdi qua trinh
bién ché

Hinh 18:  Thém mdi thong tin bién ché, hop dong

b. Chinh sira thong tin bién ché, hep dong
Tai man hinh hién thj théng tin qua trinh bién ché, hop dong, c6 thé bAm chuot
vao nat “Piéu chinh” nhu hinh bén duéi.

Qua trinh bién ché, hop déng
# Ngay bat dau Ngay két thiic Loai hinh Hinh thirc tuyén dung Théi han m
01/04/2014 Hep déng Thu hit, D& n nhan lrc cao y —
Bam vao day dé Dieu
chinh qua trinh bién
ché

Hinh 19:  Chinh si#a thong tin bién ché, hop dong

Sau khi thay d6i cac théng tin can thiét, bam chon niit “Diéu chinh” dé luu thong
tin chinh stra vao co so dir liéu.
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Phan mém Quan ly hd so can bo ¢ng chirc, vién chirc

Diéu chinh qua trinh bién ché hop déng

Loai hinh bién ché, HE (%) Hep ddng Thu hit, & an nhi B Ngay bt ddu ()  01/04/2014 =]

Y

Ngay kétthic | giap ché nanh chinh 86 quyét dinh
) Bién ché siF nghiép
Cor quan ra quyét dinh Hop déng 68 CP Ngay ban hanh =
Hop dong vu viéc
Hop dbng trong chi tiéu
Bon vi te hop dbng
Hop dbng 58
Hop dbng khac

Hop ddng Thu hat, D& &n nhan Iwc cao

Bam vao day dé Luu
thong tin diéu chinh
qua trinh bién ché

Hinh 20:  Luu thong tin chinh siza ciza qué trinh bién ché, hop dong

c. Xoa thong tin bién ché hop ddng

CBTCCS c6 thé tich chon vao cac 6 truéc mdi dong théng tin bién ché, hop

ddng. Sau d6 bam chon nit “Xoéa”.

Qua trinh bién ché, hop déng

= Loai hinh Hinh thirc tuyén dun Ngay b ar . n N
' yendung I Bam vao day dé xda
Bién ché hanh chinh B Xét tuyén hodc Phan céng fru B 01/01/2014 01/01/2017
S8 quyét dinh 1234/QD Co quan ban hanh  S& TT&TT

Tich chon thong tin bién | tin dinh ke
ché€, hop dong muon xda

4T Hop dbng 68 CP B 019013 T
Sé quyét dinh 123/QDb Co guan ban hanh SGTT&TT
WVan ban dinh kém Chon tap tin dinh ké

IC

tiét

Hinh21:  Xoéa thdng tin bién ché, hop dong

Hé thng hién thi théng béo yéu cau xac nhan x6a. Bam chon nit “OK” dé xéac

nhan hoic “Cancel” dé hay bo 1énh xda.
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Phan mém Quan ly hd so can bo ¢ng chirc, vién chirc

Ban cd chac chan mudn xda cic bién ché hop ddng d3 chon?

oK ]’ Cancel ]

Hinh 22:  Théng bao xac nhan xda thong tin bién ché, hop dong

2.1.3 Qudn ly qua trinh céng tic cia CBCC

Tai giao dién man hinh chinh stra hé so CBCC, bam chon thé “Qua4 trinh cong
tac”, hé théng hién thi giao dién nhu hinh bén dudi.

H& so can bd - Nguyén Vi Phugng

Péi trong dic biét

Dé dn 922 bac Dai hoc (47,32)

Dé 4n 922 bic sau Dai hoc (393,56)

Quaé trinh céng tac Qua trinh

Llua tnnh Khen thwong Ky luat Luat Dao niem 050 an tha Wua tr

Loai ddi twerng (%)
/| Thu hut . .
S6 QB bé tri ()
D& an 89
Qua trinh cong tac
# Tir ngay Pén ngay Pon vi
01/04/2014 Sor Néi vy
Qua trinh kiém nhiém, biét phai
# Tir ngay Pén ngay Bon vi Loai hinh

Van dung

1628/QD-UBN

Phéng

Van phdng

Chirc vu

W

Mgay QB bé tri (%)

Chirc vu

Hé s6 chirc vu

19/03/2014 =]

Thao tac

SR

Thao tac

Hinh 23: Quan ly qué trinh cbng tac

a. Thém mei thong tin cong tac

Tai khu viee man hinh hién thi qua trinh céng tac, bAm chon nit “Thém moi” dé
thém thong tin cong tac. Hé thong hién thi cac trudng thong tin dé nhap nhu hinh bén

dudi.
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Phan mém Quan ly hd so can bo ¢ng chirc, vién chirc

Thém mé&i qua trinh céng tac

Bonvicéng tac () S& Naivu Phong cdng tac (*)  Van phong
Mgay bdt ddu (*)  01/09/2014 =] Mgay két thic =)
Chirc vu Hinh thirc phan céng (*) BA nhiém mai |Z|
Sb quyét dinh % Co quan ban hanh
Ngay ban hanh &

Bam vao day dé
Thém mdi qua trinh
cong tac

Hinh 24: Thém m¢i théng tin cdng tac

Sau khi nhap day du cac truong thong tin, bdm chon nut “Thém méi” dé luu
thong tin cong tac vao co sé dir lig¢u.
b. Chinh sitra théng tin cong tac
Tai man hinh hién thi thdng tin qué trinh cdng tac, cd thé bam chudt vao nut
“Piéu chinh” nhu hinh bén dudi.

Qua trinh céng tac + Thém méi
~r x A ~ A
Bam vao day dé biéu
# Tir ngay Pén ngay Bon vi chinh qua trinh cong tac PC vu Thao tac

01/04/2014 S6 Néi vu Van phang e
02/09/2011 23/09/2014 Trung tam Van hda thé thao quan Hai Chau BP Tuyén truyén z|C

Hinh 25: Chinh swra thdng tin cong tac
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Phan mém Quan ly hd so can bo ¢ng chirc, vién chirc

Diéu chinh qua trinh céng tac

Bonvicngtac () | Trung tam Van hoa thé thao Phdng céng tac (*) | BP Tuyén truyén
Ngay bit ddu (")  02/00/2011 = Ngay két thic | 23/00/2014 =
Chirc v Hinh thirc phan céng (%) EI

S6 quyét dinh % Ce quan ban hanh

Mién nhiém

Diéu déng theo nhiém vu
Chuyén dbi vi tri ND158

Ngay ban hanh

Bam vao day dé Luu
thong tin diéu chinh
qua trinh cong tac

Hinh 26: Luu thong tin chinh swra qua trinh céng tac

Sau khi thay d6i, bAm chon nat “Diéu chinh” dé luu thong tin cong tic vao co s
dix liéu.
c. Xoa théng tin cong tac
CBTCCS c6 thé tich chon vao 6 théng tin cdng tdc mudn x6a, sau d6 bam chon
nat “Xoa” dé xoa.

Qua trinh céng tac

Tich chon théng tin
codng tac mudn xda

Chi
tiét

Bam vao day

Ben vi Phong d.; B
€ Xoa

Té Datacenter X v v

Hinh 27: Xba thong tin céng tac
Hé thdng hién thi thdng bao yéu cau xéac nhan xda. CBTCCS c6 thé chon tuong
tu nhu hudéng dan cac phan & trén.
d. Thém me¢i thong tin kiém nhiém, biét phai
Tai khu vuc man hinh hién thi qua trinh kiém nhiém, biét phai, bdm chon nit
“Thém méi” dé thém thong tin kiém nhiém, biét phai. Hé thdng hién thi cac trudng
thong tin dé nhap nhu hinh bén duéi.
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Phan mém Quan ly hd so can bo ¢ng chirc, vién chirc

Thém md&i qua trinh kiém nhiém biét phai

Loai hinh (*) Kiém nhi EI Bon i (%) Ban Thi dua - Khen thwdng v
Mgay bat déu (%) ) Mgay két thic =)
Chiewy () | Biét phai v Sé quyét dinh X
Ceor quan ban hanh MNgay ban hanh =

B&m vao day dé
Thém mdi qua trinh
ki€m nhiém/biét phai

Hinh 28: Thém mdi théng tin kiém nhiém, biét phai
Sau khi nhap day du cac truong thong tin, bdm chon nut “Thém méi” dé luu
théng tin kiém nhiém, biét phai vao co s¢ di liéu.
e. Chinh sira thong tin kiém nhiém, biét phai

Tai man hinh hién thi théng tin qué trinh kiém nhiém, biét phai, c6 thé bam
chudt vao nat “Piéu chinh” nhu hinh bén duéi.

B&m vao day dé bidu
chinh qua trinh kiém
nhiém/ biét phai

Qua trinh kiém nhiém, biét phai

# Tir ngay Dén ngay Beon vi Leai hir

17/09/2014 Ban Thi dua - Khen thwéng Kiém nhiém Déi phd 0.20

Hinh 29: Chinh sira théng tin kiém nhiém, biét phai
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Phan mém Quan ly hd so can bo ¢ng chirc, vién chirc

Piéu chinh gua trinh kiém nhiém biét phai

Loai hinh (*) | Kiém nhi B Bonvi () | Ban Thi dua - Khen thuéng v
Mgay bat ddu (*) = Mgay két thic =]
86 quyét dinh € September 2014 > Co quan ban hanh
Su Mo Tu We Th Fr Sa Ngay ban hanh |

1 2 3 4 5 B
78 9 10 1 12 13
14 15 16 puE@ 18 13 20
21 22 23 24 25 26 27

28 29 30
Bam vao day dé Luu
thong tin chinh sura
qua trinh kiém
nhiém/biét phai
Hinh 30: Luu thong tin chinh sira qué trinh kiém nhiém, biét phai

Sau khi thay d6i, bam chon nit “Piéu chinh” dé luu thong tin kiém nhiém, biét
phai vao co sd dir ligu.
f. Xoa thong tin kiém nhiém, biét phai

CBTCCS c6 thé tich chon vao 6 théng tin kiém nhiém, biét phai mudn xo6a, sau
d6 bAm chon nut “Xoéa” dé xoa.

Qua trinh kiém nhiém, biét phai + Thém méi
Tich chon thong tin kiém S vao da Hé b chi
# nhiém, bigt phai mudn xda Bon vi Loai hinh Bam vao day & s chirc
dé xda vy
v 01/01/2013 01/01/2014 Sé Théng tin va Truyén thang v Kiém nhiém |Z| v
S6 quyét dinh  1234/08 Mgay quyét dinh | 01/01/2013 =
Co quan ban hanh Tép tin dinh kém Chon tap tin dinh kém

Hinh 31: X06a thong tin kiém nhi¢m, biét phai
Hé théng hién thi thdng bao yéu cau xéac nhan xéa. CBTCCS cd thé chon twong
tu nhu hudng din cac phan & trén.
2.1.4 Quan Iy qud trinh lwong, phu cdp ciia CBCC

Tai giao dién man hinh chinh sira hd so CBCC, bam chon thé “Qua trinh lwong,
phu cap”, hé thdng hién thi giao dién nhu hinh bén duéi.

Qua trinh lwong, phu cip duoc chia ra 2 nhém cin cr theo quy dinh Bang lwong
cua Nghi dinh 204, Nghi dinh 205.
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Phan mém Quan Iy hd so can bd cdng chic, vién chic

Cac chirc nang thém méi, chinh sira, x6a hoan toan twong tu cac phan khac.

H6 so can bd - Nguyén Vi Phuong & Lwuva dong

Théng tin chung Qua trinh bién ché, hep ding Qua trinh cdng tac Qua trinh lrong, phu cap | Qua trinh dao tao, bdi dudng | Théng tin khac

Qua trinh khen thuré'ng ky luat Qua trinh bao hiém Hd sor nhan than Qua trinh céng tac Dang, Doan, doan thé khac

Lwong, ngach, bac hién tai

Ma ngach 06031 Ténngach  Ké toan vién
Ngay hudng  01/04/2014 Bic 1
Théi diém hmfngj ning 0170472017 Hesé 234
lwerng |8n sau
Qua trinh lwong méi sau nam 2003 theo Bang lwong NP 204
#  Tipngd Dén nga Hinh thisc hwéng | e Ngach Bac Hésé WK Thaota
IF ngay én ngay in trc hwrong lrong ln sau tinh tiv gacl ac € 50 ao tac
01/04/2014  01/04/2018 Huwéng lwong HD 100% Ké toan vién 1 234 E
Qua trinh lvong ci trwdc nam 2003 hodc tw nhap theo Bang lwong ND 205

Théi diém néng lwong

= ) . Ma ngach Tén ngach Bac Hésé VMK  Thao tac
lan sau tinh tir

# Tirngay Pén ngay Hinh thirc hwéng lwong

Hinh 32: Qudn Iy qud trinh lwong, phy cdp

Khi thém mai hodc chinh sira thong tin lwong, phu cap, CBTCCS c¢6 thé chon
ngach nhu hinh bén dudi

Hinh thic hudng  Hwéng leong HD 100% E
lwrerngingach (%)
Mgach (%) Chuyén vién E & Nagach khac
Bac ()

Chuyén vién Chinh

Ngay bét diu () Thanh tra vién chinh Ngay két thic

K& toan vién chinh

K& toan vién A X A

Bam vao day
a

de chon Ngach

Thanh tra vién
Mhan vién bao vé

Nhan vién phuc vy

Chuyén vién (Cao dang)

Hinh 33: Chon ma ngach luong

Khi badm chon nit “Ngach khac”, hé théng hién thi man hinh cho phép
CBTCCS g6 tir khoa dé tim kiém ngach.
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Phan mém Quan Iy hd so can bd cdng chic, vién chic

Hinh thirc hudng | Hudng lrong HD 100% B
lrong/ngach ()
Mgach (7) Chuyén vién |Z| & Noach khac
‘ Chon ngach khac Y |
Bac () || Hol = GO tén ngach
. Al o AT
: L Hoa si de tim kiem
Mgdy bat dau (%) - =

Hoa s cao cap
Hoa si chinh

Hoa sitrung cép

Hinh 34: Chon ngach khac

2.1.5 Qudn ly qud trinh dao tao, boi duéng ciia CBCC

Tai giao dién man hinh chinh stra hé so CBCC, bam chon thé “Qua trinh dao
tao, boi dudng”, hé théng hién thi giao dién nhu hinh bén duéi.

Théng tin chung | Qud trinh bién ché, hop déng Qué trinh céng tdc | Qud trinh Ireng, phu cip Qud trinh dao tao, bdi duéng IThéng tin khac

Qud trinh khen thwéng ki ludt | Qud trinh bao hiém Hd sonhanthin | Qud trinh céng tic ©ang, D0aN, G0aN e kNae |

Trinh d6 hién tai

Liludn chinhtri  Caocéap Quan I hanh chinh  Chuyén vién chinh

Tiéng Anh

. Qua trinh dao tao chuyén mén

Cac qua trinh dao tao chuyén mon, boi dudng nghiép

# D4 tdt nghié - it - ‘
S vy 44 tot nghiép hodc dang duge dao tao

# Nam nhap hoc Nam tot nghiép Thao tac

1990 1992 Chinh quy Am nhac ﬂ a

# Dang dao tao (hodc chua tht nghiép)

# Nam nhap hoc NimrTot nghiép duw kién Trinh dé Hinh thirc Chuyén nganh BT Thao tac
2016 Thac sT Chinh quy An ninh, an toan hé théng a
II. Qua trinh bdi dwéng nghiép vu [+ memmei | & xoa
# D4 tdt nghigp
# N&m t6t nghiép Loai trinh d& Trinh d& LoailDiém Chuyén nganh BT Thao tac
2005 Lj lu@in chinh tri Cao cdp 0.00 EIE
Quan Iy nha nudc Chuyén vién chinh 0.00 | = | o

Hinh 35:  Qudn Iy qua trinh ddo tao, bdi duong ciia CBCC
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Phan mém Quan ly hd so can bo ¢ng chirc, vién chirc

CBTCCS c6 thé quan 1y thong tin cac qua trinh dao tao chuyén mon, bdi dudng
nghiép vu, bdi dudng ngan han, qua trinh hoc phd théng cua CBCC.

Céc chtrc nang Thém mdi, Chinh sira, X0a hoan toan twong tu nhu & trén.
2.1.6 Qudn ly qua trinh khen thwong, ky ludt cia CBCC

Tai giao dién man hinh chinh sta hd so CBCC, bam chon thé “Qua4 trinh khen
thuang ky luat”, hé théng hién thi giao dién nhu hinh bén dudi.

Hd so can bé _ Nguyén VS;, Phu‘o‘ng T eE i T A

Qua trinh khen thwéng ky ludt

Qua trinh khen thudng + Thém méi
# Tir ngay Dén ngay Hinh thirc Ly do S6.QP Co quan QP Ngwéi ky QD Thao tac

Quia trinh ky luat + Thém méi
# Tir ngay Dén ngay Hinh thirc Ly do S6 QD Co quan QD Ngwei ky QD Thao tac

Binh bAu danh hiéu thi dua, danh gia phan loai can bd, céng chirc, vién chirc hang ndm  [ERicg

Tie Dén Hinh thirc binh bau Két qua binh bau phan Co sé phéan loai, Phiéubducia Tylé  Phidubdu  Tylé Thao
ngay ngay phan loai danh gia loai, danh gia binh bau don vi % chu quan % tac

Hinh 36: Quan ly qua trinh khen thuwong, Ky ludt

Cac chtrc nang Thém mdai, Chinh stra, Xo6a cling hoan toan twong tu nhu & trén.
2.1.7 Quan Iy qud trinh bdo hiém ciia CBCC
2.1.7.1 Thém méi qud trinh béo hiém

Tai giao dién Hiéu chinh hd so, can bo ¢ thé chon thé “Qua trinh bao hiém” dé
thao tic thém méi qué trinh bao hiém. Sau khi chon thé thi giao dién phdn mém s& nhu
hinh dudi, ¢6 thé thay ntit Thém méi va cac qua trinh bao hiém hién thi theo cac mau.
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Phan mém Quan ly hd so can bo ¢ng chirc, vién chirc

Hé so can bé - NGUYEN HO'U PHUC & Luuvatiéptuc || & Luuva ding

Qua trinh bao hidm

g ua trinh bao hiém x& hai 1. Kich chon thé + Them mo1 | & xéa
Q E "QuUaA trinh bao hiém® ~ -
# MEu TK1-TS (QD 1018/QB-BHXH ngay 10/10/2014) 2 Kich chon dé&
"Thém m&i®

Th&i gian Ty Ié dong %
# Di&n giai Cén cie déng Thao tac
Tiv thang ndm Pén thang ndm BHXH BHTN

## M3u 01-THB (CV 1

515/BHXH-CSXH ngay 02/6/2009)

Thei gian Théng tin cac qua trinh bao hiém x& hai
. Céap bac, chirc vu, chirc danh,don vi, dia chi div Tién lwong tién theo cac mau
Tir thang Bén thang déng céng
nam nam
#* MEu ci
Mirc tién | thang la -
Théi gian Hire e fuerng thang fam Ty 16 déng BHXH
R . . can cir déng BHXH = S
Cép bac, chirc vu, chirc Téng sé tién Thao
# Bén danh,don vi, dia chi div e o dsng BHXH 1 o
Tir thang ol déng Lwong co  Cac khoan phy d:“g oo Ngw&i lac thang e
nam n&m ban cap (néu co) asng déng
2
Hinh 37: Giao dién cac qua trinh bao hiém xa hoi

Hé thong s& hién thi 1én mot bang chira thong tin nhu sau

Thém mai qua trinh bao hiém x3 héi Kich chon @& chon
"M&u bao hiém xa hai*

M4u baa hidm xa héi (*)

Mau cil
Mau 01-THB (CV 1615/BHXH-CSXH ngay 02/6/2009)
Mau TK1-TS (@D 1018/QD-BHXH ngay 10/10/2014)

Hinh 38: Giao dién chon mau bdo hiém xd hoi

Sau khi chon miu bao hiém x4 hoi phu hop véi nhu cAu st dung, h¢ théng s€ tu
dong hién thi cac thong tin kém theo tuong tng véi cac mau bao hiém x3 hoi dé can bd
c6 thé nhap dé dang.

Pé tién cho cén bod nhap li¢u, sau day xin hudng dan chi tiét nhdp thong tin 3
mAau bao hiém xa hoi.
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2.1.7.1.1 Mau cii

Thém m&i qua trinh bao hiém x& héi
M3u bao hiém x3 hdi (*) MAau cii B
Bén thang nam () ]
Lwrorng co ban ()
Ty 1& dang BHXH (nguéi

s dung lao ddng) (%)

Téng sb tign déng BHXH 1

Tir thang nam (¥}

Cép bac, chire wu, chikc
danh, don i, dia chi div
ddng (*)

Céc khoan phu cép (néu
cd)

T{ 18 déng BHXH (ngudri
lao ddng) (7)

Ly
Hinh39:  Mdu bao hiém xa héi cii
2.1.7.1.2 MAu 01-THB(CV 1615/BHXH-CSXH ngay 02/6/2009)
Thém mé&i qua trinh bao hiém x& héi
M&u bao hiém = hai (*) MAu 01-THB {CV 1615/BHXH- B Tir thang nam (*)
Bén thang nam () ] Cp bac, chire v, chive
danh, don i, dia chi div
ddng (%)
Tién lweng, tién cing (%) Loai phu cép
Mire (phu cép) Ty & dang (%)
Ly

Hinh 40:  Madu bdo hiém xa héi 01-THB(CV 1615/BHXH-CSXH ngay 02/6/2009)
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Phan mém Quan ly hd so can bo ¢ng chirc, vién chirc

2.1.7.1.3 MAu TK1-TS (QP 1018/QD-BHXH ngay 10/10/2014)

M3u bao hiém x3 hai (%)

Dén thang nam (%)

Lweng chinh (hé s6) (7)
Ty 18 déng % (BHXH) ()

Téng tién lweng ddng
(ddng) (*)

Thém m¢i qua trinh bao hiém x3& hoi

M&u TKA-TS (@B 1018/QD-B H Tir thang nam (%)

& Dién giai (%)

Phu céip chire v (hé 35}

Ty 18 déng % (BHTN) (%)

Hinh 41:  Mdu bdo hiém xd héi TKI-TS (OP 1018/0P-BHXH ngay 10/10/2014)

Tiép theo, can bd nhap cac thong tin cho qua trinh bao hiém. Luu ¥: cac muc

(*) 14 cac muc bat budc phai nhap. Sau day la dit liéu nhap khi nhap qua trinh bao
hiém véi mau TK1-TS.

M3u bao hiém xa hdi ()

Bén thang nam (*)

Lweng chinh (hé s6) (%)
Ty I& déng % (BHXH) (*)

Téng tién lwong ding
(dang) (*)

P T T,
01/01/20

Thém méi qua trinh bao hiém x& hoi

M&u TK1-TS (QD 1018/QD-B B Tir théng nam (%)

015 | B4 Dién giai (*)

234 Phu cap chirc vu (hé sd)

10 Ty 1& déng % (BHTN) (%)

S
S

Kich chon @& *Thém méi*

Hinh 42:

Giao dién nhdp théng tin qud trinh bdo hiém xa héi

Sau khi nhdp xong, can bd bam nat Luu dé Thém méi qué trinh bao hiém. Sau
khi hé thong xir 1y, néu thanh cong thi giao dién s& hién thi hop thoai thong bao “Xur 1y

thanh cong”, dong thoi ngay trén cac qué trinh bao hiém, chung ta c6 thé thdy duoc

thong tin qua trinh bao hiém ma chiing ta da nhap.
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Phan mém Quan ly hd so can bo ¢ng chirc, vién chirc

Qua trinh bao hiém x3 hoi
Théng bao
# Mau TK1-TS (QD 1018/QD-BHXH ngay 10/10/2014] w1 14 thanh cang

Thei gian
# Dién giai

Tir thang nam Dén thang nam

- Téng tién lwong déng (déng)
01/01/2013 01/01/2015
+ Lrong chinh (hé sé)

+ Phy cép chirc vu (hé sd)
# MAu 01-THB (CV 1615/BHXH-CSXH ngay 02/6/2009)
Thei gian
Tir thang Pén thang déng

nam nam

# Mau cii

Cép béac, chirc vy, chirc danh,don vi, dia chi div Tién lwong tién

Ty I& déng %
Can cir dong

BHXH BHTN
560000
10 3
234
Phu cap

con . a
g Loai Mirc

Ty 1& déng

o

Thao tac

Thao
tac

Hinh 43:

2.1.7.2 Hiéu chinh qud trinh bédo hiém

Giao dién sau khi Thém moi thanh cong

D¢ hiéu chinh qua trinh bdo hi€ém, can b co thé kich chon thé “Qua trinh bao
hiém” va kich chon nat 6 vuéng mau xanh tuong img véi qua trinh bao hiém can hiéu

chinh (nhu hinh dudi).

Qua trinh bao hiém xa hoi
# 15U TK1-TS (QD 1018/QB-BHXH ngay 10/10/2014)

Thei gian
# Dién giai
Tir thang ndam Pén thang nam

Qué trinh bao hiém Hd sor nhéan than Jua trinh cdng t&

Kich chon @& Higu chinh

qué trinh bo hiém

Ty 1€ dong %

Thao tac

- Téng tién lweng déng (déng) 560000
01/01/2013 01/01/2015
+ Lwong chinh (hé sé) 234
+ Phu cép chivc vu (hé sd)
Hinh 44: Giao dién qua trinh bao hiem

Sau khi kich chon, mét bang chira thong tin vé qua trinh bao hiém d6 s& hién

[én trén man hinh.
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Thém méi qua trinh bao hiém x& héi

MA&u bao higm x3 héi () | M&u TK1-TS (QD 1018/QD-B B Tir thang nam (*)

Bénthang nam (*) | 01/01/2015 B Dién giai (*)
Lwong chinh (hé sd) (*) 234 Phuy cip chirc vu (hé sb)
Ty |& déng % (BHXH) () 10 Ty 1& déng % (BHTN) ()

Thay déi gia tri

Téng tidn lvongdéng 360000 Thay ddi gia tri
(dang) () P
Thay ddigia tri

Hinh 45: Biéu mau nhdp théng tin qud trinh bdo hiém

Tai day, can bd c6 thé thay doi thong tin bang cach sira cac thong tin can dugc
hiéu chinh, sau d6 bAm nut Luu dé cap nhat lai qua trinh bao hiém.

Hé théng sé& hién thi thong bao “Xtr 1y thanh céng” néu viéc hiéu chinh thanh
cong, can bo co thé kiém tra lai thong tin bang cach xem lai qua trinh bao hiém ngay

tai trang hi¢n thoi.

Qua trinh bao hiém

Qua trinh bao hiém x3 hoi
Théng bao
# M3u TK1-TS (QD 1018/QD-BHXH ngay 10/10/2014 X(r Iy thanh céng

Th&i gian
# Dién giai
Tir thang nam Pén thang nam

Dién giai..._.

- Téing tién lwong déng (ddng)
01/01/2013 01/01/2015
+ Lwong chinh (hé sé)

+ Phu cép chirc vy (hé 56}

Can cir dong

485000
2.67

1.50

Ty I& dong %
Thao tac
BHXH BHTN

8.5 35

Hinh 46:  Cdc thong tin qud trinh bdo hiém da thay déi sau khi hiéu chinh

2.1.7.3 X6a qud trinh bdo hiém

bé xb6a qua trinh bao hi€m, can bd kich chon cic qua trinh muon xba, sau do

kich chon nut “Xo6a” mau do bén goc phai man hinh.
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Phan mém Quan ly hd so can bo ¢ng chirc, vién chirc

Qua trinh bao hiém x& hdi S i
® Wiu TK1-TS (OB 1018/QE-BHXH ngay 10/10/2014
Kich chon dé "Xéa"
Thei gian
# Dién gidi C3n cir dong c
Tir thang nam Bén thang nm EH
Di&n gi&i.....
- Téng tién lrong déng (ddng) 485000
b 01/01/20132 01/01/2015 85 3.5
+ Lweng chinh [hé sé8) 267
1. Kich chon néu mudn xoa i i
- 2 .z - + Phu cap chivcvu {(hé sd) 1.50
qua trinh bao hiém nay
# Miu 01-THB (CV 1615/BHXH-CSXH ngay 02/6/2009
Thevi gian Phu cap
# _ Cép bic, chirc vu, chire danh,don vi, dia chi div déng Tién leeng tien céng Ty 1& dong % Thao tac
Tir thang nam Ben thang nam Loai Mirc
| 31/05/2015 01/08/2015 pho phong 4000000.00 8
_ 2. Kich chon néu mudn xéa
® Mau cil - s i ,
qua trinh bao hiém nay
L Mirc tién Ieng thang lam cin cir 8
Th¥i gian BT Ty I& dong BHXH
- Cap bac, chire vu, chirc danh,don 9 Teng so tien dong Thao
Tir thang Bén thang vi, dia chi div déng Lwong co Cac khoan phu Ngwdi sir dung Nguwoi lac BHXH 1 thang =e
nam nam ban cip [néu o8} lao ddng ddng
01/08/2015 02/08/2015 Tredng phing 1150000.00 8.3 8 500000

Hinh 47: Giao dién x6a qud trinh bdo hiém

Sau d6 h¢ thong s€ hoi lai d€ xac nhan c¢6 x6a qua trinh bao hiém khong, néu cé
chon OK, néu khong thi chon Cancel.

Ban cé chac chan mudn xéa cic qua tinh bao hiém x3 hai d3 chon?

Chon OK dé xoa

oK | | Hiypbs |

Hinh 48: Giao dién x6a qud trinh bdo hiém

2.1.8 Qudn Iy hé so nhén thin ciia CBCC

Tai giao dién man hinh chinh sira hd so CBCC, bam chon thé “Ho so nhéan
than”, hé thong hién thi giao dién nhu hinh bén dudi.
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Phan mém Quan Iy hd so can bd cdng chic, vién chic

Théng tin chung | Qua trinh bién ché, hep ding Qua tiinh céng tac | Qud trinh lwong, phu cdp | Qua trinh dao tao, bdi dwdng | Théng tin khac

Qua trinh khen thwdéng ky luét Qud trinh bao hiém Hd so' nhan than Qua trinh céng tac Dang, Boan, doan thé khac

I. Quan hé gia dinh - V& ban théan, vor (hodc chéng) va céc con
Quan Ho va Nam Qué quan, nghé nghiép, chirc danh, chirc vy, don vi céng tac, hoc tap, noi & (trong, ngoai nieéc); Ghi Thao
hé tén sinh thanh vién cac té chiec chinh tri - xa hdi...? cha tac
Il. Quan hé gia dinh, than toc - Ong, Ba (ndi, ngoai), Cha, Me, Anh chi em ruot
Quan Ho va Nam Qué quan, nghé nghiép, chirc danh, chirc vu, don vi cdng tac, hoc tap, noi & (trong, ngoai niréc); Ghi Thao
hé tén sinh thanh vién cac té chirc chinh tri - xa hgi...? chi tac

Il Quan hé gia dinh, than toc - Ong, Ba (ndi, ngoai), Cha, Me, Anh chi em rudt cia bén vo (hoac bén chéng)

Quan Ho va Nam Qué quan, nghé nghiép, chirc danh, chirc vy, don vi cong tac, hoc tap, nei & (trong, ngoai nwéc); Ghi Thao
hé tén sinh thanh vién cac té chirc chinh tri - xa héi...? cha tac

Hinh 49:  Quadn Iy ho so nhdn thén

Cac chirc nang Thém méi, Chinh sira, X6a ciing hoan toan tuong tu nhu & trén.
2.1.9 Qudn Iy qud trinh Ping, Podn va cdc doan thé khéc ciia CBCC

Tai giao dién man hinh chinh sira hd so CBCC, bam chon thé “Qua trinh cong
tac Pang, Poan, doan thé khac”, hé théng hién thi giao dién nhu hinh bén dudi.

Théng tin chung Qué trinh bién ché, hep déng Qua trinh céng tac Qua trinh lwong, phu cdp | Qud trinh d3o tao, bdi dwiéng | Théng tin khac

Qua trinh khen thwdng ky luat Qué trinh bao hiém Hé se nhan than Qua trinh céng tac Bang, Doan, doan thé khac

Qua trinh Bang hién tai

Bang vién Khong |Z|
Qua trinh céng tac Dang
# Ngay bat dau Ngay két thic Té chirc Dang Chirc vu Dang Thao tac

Qua trinh Poan hién tai

Ngay vao Boan =]
Qua trinh céng tac Doan
# Ngay bat dau Ngay két thic Té chirc Doan Chirc vu Boan Thao tac
Qua trinh tham gia doan thé khac
# Tir ngay Pén ngay Té chirc, doan thé Chirc vu Thao tac

Hinh 50: Qudn Iy qua trinh cong tac Pang, Poan, doan thé khac
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Cac churc nang Thém mai, Chinh stra, X06a ciing hoan toan tuong tu nhu & trén.
2.1.10 Qudn ly théong tin khdc cia CBCC

Tai giao dién man hinh chinh stza hd so CBCC, bam chon thé “Théng tin khac”,
hé théng hién thi giao dién nhu hinh bén dudi.

Hé so can bd - Nguyén V§ Phuong ® Lruvatiéptuc | & Luuva dong

Théng tin khac

Théng tin lién hé
Ho tén ngwei lien hé
Bia chi lién hé
S6 dién thoai lién hé
Thong tin khac
Tham gia LLVT Khéng

Danh hiéu phong tang MNam phong tang

=] =]

Bbi trrgng hwéng chinh

. Viéc 1am lau nhét
sach

Chiéu cao (cm) Can nang
Sirc khoe |Z| Mham mau B
Thwong binh (loai) |Z| Hinh thirc thwong tat
S6 sb thong tat Khuyét tat B
Mang lwc s& trrdng |Z| Nang lwe sé trvdng khac

Hinh 51: Quan ly thdng tin khac cia CBCC
CBTCCS c6 thé nhap thém cac thong tin khac cho CBCC, sau d6 bam nut “Luu
va tiép tuc” dé luu vao co so dir liéu.
2.2 Quan ly diéu dong
2.2.1 Piéu dpng CBCC

Tai giao dién hién thj danh sach trich ngang CBCC, CBTCCS c6 thé tich chon
cac CBCC muon thyc hién diéu dong, sau d¢6 bAm chon niit “Diéu dong”, nhu hinh bén
dudi.
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Quan ly h® SO » S6 Noi u (43)

Danh sdch trich ngang | Didu déng @@ | Kiémnhism @ | Biét phai @ | Nang lrong thwéng xuyén @ | Nghi hwu @ | BS nhiém lai @

Pang vién €9 | Tw Hopding @ | Dé xudt siva

2. Bam vao nat "Nghiép vu"

]

==BH T.Anh: 2 | Co =& T.Anh: 35 | ==BH NN.Khéc: 1 | Co =& NN.Khac: 1 | GLNN CVCC: 2 | QLNN

=60: 1

" .
| 3. Bam chon "Diéu dang S— I
Ngay sinh | Ngach | Bac Tinh '™ Tiéng QLNN Chinh QPAN Chirc Loai
Hovatén s s 2 K ges '""f Anh# s wis s | wyo PO h'"':
Nguyén Vi ke Van
g | ey 29/08/1991  toan 1 BH B  TOEIC " HpTH
hurong . phang
1. Tich chon
CBCC muén s tHf’
o . an n an rong
Ngé Thi Kim Th 1 ¢ THVP B
v gd Thi Kim Thuy dieu dgng phéng  chi
tiéu
Tran Thi Hoa Chuyé Va
et 03/09/1983 " 2 Th.si ELTS CV M HoTH
Lan &n phéng

Hinh 52:  Piéu déng CBCC

Hé thdng hién thi thdng béo yéu cau xac nhan.

Ban cd chac chan diéu ddng cic hd so d3 chon?

’ OK ] [ Cancel ]

Hinh 53:  Théng bao yéu cau xac nhdn diéu dong CBCC

Bam chon “OK” dé tiép tuc. BAm chon “Cancel” dé bo qua.

Néu chon “OK”, hé théng hién thi giao dién méi
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iL:}

Bam vao day dé thuc Chuyén hé so
hién diéu dong

Trinh | Ch D . . .
STT | Hotén | Ngaysinh | Ngach | Bac | - “C Phong | 9 Divi chuyén dén Ngay chuyén 56 QD Ngay QB
do vu vién
Ngé Thi [ Chon don v .
i ol -
1 | Kim 160911988 1 TC =1 \ a
S phdng

Thiy .
UBMD quén Hai Chau ILI

Trung tdm Van hda thé

Mguyén Ké v thao quan Hai Chau
2w 29081991 toan 1 BH h?” Dsi Kim tra quy thc D
Phwong vign pnong thi quén Hai Chau

Hdi chil thip dé quan

Hai Chau

Van phiong Bang ky

quyén sir dung dat Hai
Chau

Trrérng THCS Kim

Béng i

Chon dan vi
diéu dong dén

Hinh 54:  Chuyén hé so diéu dong CBCC

Chon don vi chuyén dén, nhap thdng tin ngay chuyén, sé quyét dinh diéu dong,
ngay diéu dong, sau d6 bam “Chuyén ho so”.

Ban c6 chac chan diéu ddng cic hd so nay?

[ OK ]’ Cancel ]

Hinh 55:  X&c nhdn chuyén hé so diéu dong CBCC
Hé thong Xéu cau xéc‘ nhan diéu dong. Bam chon “OK” dé thuc hién, hodc bam
chon “Cancel” dé huy bo dicu dong.
2.2.2 Quan ly danh sach diéu dpng CBCC
CBTCCS c6 thé bam chon thé “Piéu dong” dé xem:
- Danh s&ch chd x&c nhan diéu dong;
- Danh cho tiép nhan diéu dong dén don vi minh;

- Lich sir diéu dong.
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Danh sach trich ngang | BDidu ding €W &m nhiém @ Biét phai (@ Nang lwong thiréng xuyén @ Nghi hwu € Bé nhiém lai @ Danh ba
Dangvien @) | Ty Hopding@ | DéxudtsiraHS @
Danh sach ché xac nhan =EEE TR T
# 1T Ho tén Ben vi hién tai Bon vi chuyén dén Mgay chuyén = Sé quyét dinh  Ngay quyét dinh
1 Ngd Thi Kim Thiy Sé Néi vu UBND quén Hai Chau 20/01/2014 123/QD 12/01/2014
2 Nguyén Vi Phueng S& Noiw Vin phéang Bang ky quyén st dung dat Hai Chau 20/01/2014 124/QB 14/01/2014

Danh sach ché tiép nhan
# Ho va tén Chuyén dén tir don vi Ngay chuyén 56 quyét dinh Ngay quyét dinh Tiép nhan
Lich str di€éu déng

Lich sir diéu déng Trang thai hién tai
Ho va tén
Born vi Phéng Chirc vu Don vi chuyén dén Tir ngay Ben vi hién tai Phéng hién tai Chirc vu hién tai

Hinh56:  Quadn Iy diéu dong CBCC

2.3 Quan ly ning lwong thwong xuyén

CBTCCS c6 thé bAm chon thé “Nang luong thudng xuyén” dé xem danh sach
cac CBCC t6i han nang luong thuong xuyén, nhu hinh dudi day.

cEl gang iém nhigém @) Biét phai @ Mang lwerng thuéng xuyén @ Ighi hiru @ B nhiém lai @ Danh ba
gvtn @ | TuH sira HS @
Tim: | Excel || Print Twéc MM 2 3 Tiép
Béc lwong hién tai Bac lwong nang lén
Hinh Cén
Chii Té Ma .. ..
Ho va tén Ngay sinh Phong e e"h ah thirc e Thoi e Théi  lailNgay)
Ve ngach NGACh . éng  Bic . VK diém  Bac _: VK  diém .
hwéng nang
. Nhan Huong
. Van . lwrorng
L& 09/08/1963 phong vién 01011 - 2 168 01/01/2009 3 1.86 01/01/2011 -1361
bao vé 100%
) Nhén Nang
. Van . lwreng
Bang 01/01/1965 . vién 010M R 2 168 01/01/2009 3 1.86 01/01/2011 -1361
phéng L. thwéng
bao vé .
Xuyén
Phang
N4
Cén  Phé  Chuyén |u-Tng
Nguyén 21/11/1959 bd, Trwéng vién 01002 thu‘f}ng 4 | 542 01/09/2011 5 576 01/09/2014 -22
cing phdng Chinh R :
. Xuyén
chire

Hinh 57: Qudn ly ndang luong thuong xuyén

Pé thuc hién nang luong thuong xuyén cho cac CBCC d3 qua han nang luong,
tich chon ho tén cac CBCC nay, sau d6 bam chon nat “Néang luong thuong xuyén”,
nhu hinh dudi day.

Trung tim CNTT & Truyén thong Pa Ning - http://www.dnict.vn 33



Phan mém Quan ly hd so can bo ¢ng chirc, vién chirc

Danh sach trich ngang ing @D é em @ Biét phai @ Mang lwerng thuéng xuyén @ hi huru @ Bé nhiém lai @ Da
Dangvien @  Tu Hop ding @ | DE xudt sira HS @
1 Nang lrong thuéng xuyén 2. BA&m vao déy dé&
thuc hién nang ludng
Tim: | Excel || Print Tvee MM 2 | 3 Tiép
Bac lwong hién tai Bac lwong nang lén
Hinh Con
Chij Té M3 . .
Ho va tén Ngay sinh Phong s e"h ah thirc e Thoi e Théi  lai(Ngay)
Y nheach noach . éng  Bac . VK diém  Bac - VK diém .
. . - .
1. Tich chon CBCC mudn i =g
thu'c hién nang Iuagng - Huréng
Lé 09/08/1963 p:;:g vign 0101 ”H?g 2 168 01/01/2009 3 1.86 01012011 1361
e 100%
Van e |Nw?:ng
Bang 01/01/1965 : vién 01011 M 2 | 168 01/01/2009 3 186 01/01/2011 1361
phing L thwéng
bao vé .
Xuyén
Phang
i
Can  Phé  Chuyén lui”ng
Nguy#n 21111959 bg,  Trwéng  vien 01002 mu_(mg 4 542 01092011 5 576 01/09/2014 22
cing phdng Chinh R <
; Xuyén
chikc
3 - A N\ ~
Hinh 58: Ndng lwong thwong xuyén cho CBCC

Hé thong hién thi danh sach cac CBCC di tich chon nang lwong nhu hinh bén

dudi.
1 Nang lreng theo danh sach
Kiém tra lai danh sdch trwée khi nang lwong. Méu ¢4 chic chan, hay bam vao nit ‘Nang lweng theo danh sach’
Tim: ‘ Excel || Print Truede 1 2
Béc lwong hién tai Béc lwong néng lén
Hinh
Chi Té Ma
Ho va tén Ngaysinh Phong = e"h ah thire e Thot didm e Thei
ve o ngach NGACh L ogng Bac . VK . Bac : VK  diém
s0 hweng s0 i
nang
Van - Tlfl;}nng
L& 09/08/1963 oH vién 01011 HEJQ 2 1.68 01/01/2009 3 1.86 01/01/201
L 100%
Vin e |Eir:1g
Béng 01/01/1965 . vién 01011 . : 2 1.68 01/01/2009 3 1.86 01/01/2011
phing .. thuwéng
bao vé .
XUyén
Hinh 59: Danh sach CBCC nang luong thuwong Xuyén

Sau khi kiém tra ddy du chinh xac thong tin, c6 thé bam chon “Nang luong theo
danh sach” d@é thyc hién nang luong.

2.4  Quan 1y bd nhiém lai
CBTCCS c6 thé bAm chon thé “Bé nhiém lai” dé xem danh sach cac CBCC cua
don vi minh sap dén han bo nhiém lai chic vu.
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Phan mém Quan ly hd so can bo ¢ng chirc, vién chirc

Bd nhigm lai @
~r x A ~ A
Bam vao day dé xuat
danh sach ra file Excel
Tim: Excel || Print I 2 Tiép
™ Gigi N Ngay bd Ngaybé  Con lai
# Ho va tén . Ngay sinh Phoéng Chirc vu . thirc Chuyén nganh g y gmy . o
- tinh do nhiém nhiém lai (ngay)
BT
o Phaong Can Phd ) .
Nguyen . L _ Bai Tai s .
1 N 21/11/1959  bd, cdng Trwéng hoc chive K& todn 21/08/2009 21/08/2014 -33
chire phang )
Phang X4 Kinh té cé
Vé IV Trweng Bai Ta o
2 MNam  10/10/1963 duwng chinh ) B nghiép va giao 01/10/2009 011072014 8
3 phdng hoc chirc . .
quyén théng van
Phaong Can Phd )
V6 Th Chinh Quan tri nha
3| " Ni+  08/11/1983 bd, cing Trwéng STaC u'” luia” UL 0111/2009  01/11/2014 39
chirc phang Y
b3 Chéanh Dai Tai Kinh t& Quan tri
4 | P8 Nam  20/10/964 Thanh tra an @ 2 IS RUANTL ogi07i2010  06/07/2015 286
thanh tra hoc chirc kinh doanh

Hinh 60: Quan Iy bé nhiém lai chic vu

C6 thé bam chon vao nut “Excel” dé xuat danh sach ra file excel.
2.5 Quan ly nghi huu

CBTCCS c6 thé bim chon thé “Nghi huu” dé hién thi danh sach cac CBCC dén
thoi diém nghi huu, nhu hinh bén dudi.

MNghi huu @

D& xudt sira HS

Tim: Excel || Print
Hinh Bac lwong hién tai
TT Hova Gigi S " Chirc Tén Ma ) Ngay nghi Con
# tén tinh Ngay sinh  Phong vu ngach  ngach fhee Hé Thei diém hwru lai(Ngay)
: e B hwérng Bac VK B ailigay
SO hwéng
Na
Pham Banlanh " Chuyén |u-aonng
1 MNam  21/09/1954 dao giam vién 01002 tru‘@cg 7 6.44 011172011 01/10/2014 8
: déc Chinh iy
théi han
= Pha Na
Mguyen Céznbgﬁ Pha Chuyén Iu‘acrnr?
2 N 21/11/1959 . Trwdéng  vién 01002 \g 4 542 01/09/2011  01/12/2014 69
cing hing Chinh thwéng
chirc B XUyén
; Chuyé
che Banlanh " Chuyén n :::xnaé 2 nam
3 Nam  16/12/1956 giam viéncao 01001 g._. - 2 6.56 01/03/2013  01/01/2017 .
dao e a nhiém vao 101 ngay
doc cap
ngach

Hinh 61: Quan ly danh sach nghi huu

CBCTCS c6 thé bam tich chon cac CBCC dén thai diém nghi huu, sau d6 bam
chon nut “Lap danh sach nghi huu”.
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Hé théng hién thi danh sach cac CBCC d4 tich chon nhu hinh bén dudi.

1 Chuyén céc hd s trong danh sach sang nghi h
~ y Y Ll '
Bam vao day dé chuyén
o hé sd nghi huu cho CBCC Excel || Pt
Bac lweng hién tai
Ho Hinh q
T * Gioi Chil Te Mz . Ngay ngh Co
# va “:lo: Ngay sinh  Phéng V:C . z'c'h . ":Ch thire e Thoi gi"w:g ! Iaim""ﬂ ) Hinhthoc Ngay QB
tén IR P heong Bac I VK diém 2igay
hwéng
Nang
Pham Ban Pha Chuyén lwrong
1 Mam 21/091954 lanh  giam  vién 01002 trde 7 644 011172011 01/10/2014 8 B
dao géc  Chinh theri
han Hwrdéng Bao hiém x3 hoi
Tinh giam bién ché
Xem [=] muc Dang xem 1 dén 5 trong tdng s6 5 muc

Hinh 62: Ldp danh sach CBCC nghi huu

CBTCCS chon hinh thtc nghi huu, nhap théng tin ngay quyét dinh, sé quyét
dinh nghi huu cho timg CBCC, sau d6 bdm chon nut “Chuyén céc hd so trong danh
sach sang nghi huu”.

2.6 Quan ly danh sach Pang vién

CBTCCS c6 thé bam chon thé “Pang vién” dé xem danh sach dang vién cua don

| Dang vien € |

Vi minh, nhu hinh bén dudi.
Bam vao day dé xuat
danh séach ra file Excel

Tim: Excel || Print 1
Nga Noi Chi z Chi Dién thoai
TT  Hova Gisi i . Chicc  Ngay vao 9ay ol | G gc| ién thoai .
# t'én tinh Ngay sinh  Phéng " Bén chinh ket vu Pén vu Dia chi Email
: g thirc nap Bang 9 Boan Nha riéng Di déng
Mguyén 06 Vi
1 e | smidser o D201 014172012 2 DE2r
phang ba
Méng
Phang
103 Khu
D
Chi bd .
Ban Chung
Cw Tré
Ve Ban TCCQ oy
2 Nam = 03/12/1971 l&nh abe 19/12/1996 19/12/1997 TP Ba 17 Van 0905026099 chanhvci@danang.govvn
dao Mang. L
N Xudn
tinh Ha
Sl Thanh
Khé,
BN
T
T
BDang Ban Phd nén 2 Trung -
3 MNam = 30/03/1958 ldnh giam 14/04/1982  14/10/1983 nh\gé 32 CdmLé 0511.3822085 0914039725
dao  dbe A -Pa
Bién NEn
Ban 2

Tiép

Yl

Hinh 63: Xem danh sach dang vién

C6 thé bam chon vao nit “Excel” dé xuat danh sach ra file excel.
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2.7 Quan ly danh sach Kiém nhiém, biét phai

CBTCCS c6 thé bim chon thé “Kiém nhiém” hodc “Biét phai” d¢& xem danh séch
CBCC dang kiém nhiém/biét phai tai don vi minh hoac CBCC dang thuc hién kiém
nhiém, biét phai & don vi khac, nhu hinh bén dudi.

Kiém nhiém @

Danh sach CBCCVC dwoc cir dén kiém nhiém
# Ho va tén Bon vi kiém nhiém Chirc vu kiém nhiém Ngay bat dau Ngay két thiic
Danh sach CBCCVC cua don vi cir kiém nhiém

# Ho va tén Bon vi kiém nhigm Chirc vu kiém nhigm Ngay bét dau Ngay két thiic

1 Nguyén Vi Phueng Ban Thi dua - Khen thuéng Béi phd 17/09/2014

Hinh 64: Xem danh sach kiém nhiém/biét phai

2.8 Thong tin danh ba CBCC

CBTCCS c6 thé bam chon thé “Danh ba” dé xem danh sach théng tin danh ba
CBCC cua don vi minh, nhu hinh bén dudi.

Tuong tu nhu cac thé khac, c6 thé bAm chon nat “Excel” dé xuat ra file excel.

Danh ba
Tim: Excel || Print
CMND bién thoai
TT Hova Gisi Chi Dan Hé . Nguyé .
# ﬁva t.“: Ngay sinh  Phong i i lf’" ho," Neisinh  Dia chi LA H6 khéu
S Y SGCMND  Ngay cap cip ¢ | mhan quan Nha riéng Di {
Phwdng
FIT Th Thanh phé B2
o P Thanh . HoaTho, % | Quing ranh pho B3
Mai Xay Pha hé Ba Hea Gian, Tri-Huyén Hai Nang-Quan
1 Nir  16/10/1985 dyng  Treong 201482596  01/04/2008 ;é Kinh  két i o )‘(’a b Thann 0989887734
chinh  phang e hen ol Nagn Thanh 9 Khé-Phuérmng
quyén 9 9| kne, 3 Thac Gién
Néng
Phwing
Khug .
Phing e Tm;'e Thanh phé Ba
Vi Té =% Chwa ua'g. MAng-Quén
2 Nam  19/01/1987 chic - 201854787  16/05/2014 ;é Kinh  két Cgm Le  QuéngNam—  Gim
Bién o hén L L&-Phwéng
: Nang thanh h
ché Py Khué Trung
phd Ba
Néng
. Thanh phé Ba
Nguy# Thanh .
guysn Vin hzn Chwa 06 Vd Huwng Nang-Quan
3 NG tsmieer Sl 201646142 24/08/2004 ;é Kinh  két BaNing ThiSau YénHuyen  Thanh
[, 2 hén BaNng My Hao- Khé-Phuing
Nang

Tam Thuén

Hinh 65: Xem théng tin danh bg CBCC cua don vi
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2.9 Nghiép vu cir di hoc va tiép nhén lai hd so
2.9.1 Chirc nang cw di hoc
2.9.1.1Cw di hoc

bé st dung chure nang “Cur di hoc”, can bd to chirc vao phan Quan ly ho so, sau
d6 chon thé “Danh séach trich ngang”, sau do tich chon cac ho so can duoc ctr di hoc.

&L, Cay hé so don vi

L] Kndi S&, ban, nganh (3024)
£~ || Kndi Quan, Huyén (7374)
I> || Bon vi sw nghiép cap thanh p|
! (1226)
(- 1] Hi d&ctha thanh phd (71)
& [/ DNICTTEST (1)
- (o DNICT test (1)

< T

[al] Hé s ca nhan

A Trangchi > Quan Iy hé so

Quan Iy hd so » DrCT fest (1)

Kigm nhigm @ | Biét phai @ | Nang lveng thuéng xuyén @

D8 xuét siva HS @

Danh s&ch trich ngang

Bigu dong @D | Tidp nhan lai @D
Tép sv @ <qp ding @

Dang vién @

m E soa
m Dén tc: 0 | Tén giao: 0 | CVCCATD: 0 | CVCATD: 2 | CVATD: 0
Co 56 Tin hoc: 0 | >=BH TAnh: 0 | Co s TAnh: 0 | >=BH NNLKhac: 0 | Co s5 N Knac: o [ atnn cvee:o [ auneve: o [ al

3. Kich chon danh sach trich ngang

2. Kich chon don vi

1 muc)

Mghi huu @

Bé nhigm lai @

Trwée I

it Trang chi | Excel All || Excel H Print |
Té chive ) i
He Tin | Tié Loai B3 B&i  Ghi
. ) Ngay sinh MNgach | Bac © | Trinh h'" :":]g QLNN Chinh QP-AN Chirc  Phéng hf"i'h' ang . ! h,'
z . H bt S0 oC n n! vien LPO'TY chu
& Quan Iy ho s ) . P dos " s uis s ws N | ven | feema | c
¢ 4. Tich chon ho so s s s s s
Hi se CBCCVC
Chuyén
Quy hoach can b 5 Vié? 3 508 7
. N Chinh -
Q Timkiém - 4. Tich chon ho so 01002
& Béo céo - ) Chuyén
. NGUYENHOU ) riggg VoD 4.40 BCHC
8% Céptai khoan FiLE Chirh -
01002
< Trao ddi ndi bd
Xem 20 E| muc Bang xem 1 dén 2 trong tbng s6 2 muc (duroc loc tir Trwée I

Hinh 66: Thao tac chon hé so dé Cir di hoc

Tiép theo, can bd td chirc kich chon vao nut va chon @ Cir di hoc

nhu hinh sau
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Danh sach trich ngang | Diéu dong @ | Tiép nhén lai @ | Kiémnhiém @ | Biét phai @ | Mang lrong thwéng xuyén @ | Mghi huu
Dangvien @ | Tapsr @ | TuHepding@ | D&y 1. Kich chon mit "Nghiép vu" I
m W Xda , an lam viéc B
=6iduding 2. Kich chon Cit iboc’ wo] 15 o] ms ofow o] eoro 1e0J oK
- U0 =& NN.Khac: 0 | alun cvee: o | alun cve: o [ alnm ov: o
| @' Thii vidc
Tim: . EmD: Chét | Excel All H Excel Print
Hn -I—- T-a‘- L .
o Ngaysinh Ngach Bac : Trnh = "9 QINN Chinh QP-AN Chic Phéng o
Hovatén % . . N 50 i w hoc  Anh . . . . . hinh
-] ] s . dos . . s tri ¢ $ vus -] .
Chuyén
vién
P TEST 02 05/05/2015 i 3 508 HBGa
Chinh -
01002
Chuyén
NGUYEN HOtU vién
. 31/12/1989 1 4.40 BCHC
PHUC Chinh -
01002
Xem | 20 E muc Bang xem 1 dén 2 trong tong 56 2 muc (dwoc loc i
1 muc)

Hinh 67: Thao tac nghiép vu cur di hoc

Sau khi x4c nhan dong ¥ ctr cac hd so nay, phan mém s€ hién thi mét giao dién
chtra nhirng ho so vira bam ctr di hoc

Trinh | Chi Da Ngay cir di )
STT | Hotén  MNgaysinh | Ngach | Bac - "€ Phong | Tr9 | Tgayerd S5 QP Ngay @@  NwocBT Trusirng BT
: : : dé vu vién hoc
NGUYEN Ch.”_ye”
- vien
1 HOU 1989 Y B -
FHUC 01002
Chuyén
P TEST vign B
J0&/;
z 05052015 % 3
01002

Hinh 68: Giao dién Cu di hoc

Tai ddy, mot s6 thong tin co ban ctia hd so CBCCVC sé dugc ty dong hién thi,
can bo td chirc chi cin nhap thém cac thong tin Ngay ctr di hoc, S6 QP, Ngay QD,
Nude DT, Truong DT.
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Trinh = Chire . Bang  MNgay cir di

STT Hotén Ngaysinh Ngach Bac P i Bk S6 QP Ngay Qb Nwoc BT Trwéng BT

Chuyén

NGUYEN .

1 HOU 199 1 \

FHUC 01002
Chuyén -

P TEST vién

2, 0s/05/2015 L o3 '
01002
Hinh 69: Thao tac nhdp thong tin cho cac ho so dwoc cu di hoc

Céan b t6 chtrc ¢6 thé kich vao nut - dé hé thong hién thi ra nhimg trudng cd
san dé dé dang chon, hodc can bd co thé g0 tryc tiép tén trudng vao.

Sau khi nhap diy du cac thong tin, can bo t6 chirc kich chon FEREENES ¢ Cur
di hoc.

) Thong tin .
H¢ thong s€ thong bao ©v @ihocthanhicing. va dong thoi Danh sach trich ngang
cling duoc hién thi lai. Tai ddy khong thé thay dugc hé so CBCCVC, vi nhitng hd so
do da duoc Cur di hoc.

Thong tin
Cir di hoc thanh cdng
Quan Iy hd so » DNICT test (2)

Danh sach trich ngang | Diéu déng @@ | Tiépnhan lai @ | Kiémnhigm @ | Biétphai @ | Mang lwong thweng xuyén @ | Nghi hwu @ | B nhiém lai @

Danh ba | Bangvien@ | Tapsw @ | TvHopding@ | Déxuét sira HS @

m W Xéa | € Mohigpuu = HESENTEETI RV EI

Biang vién: 0 cvecsTe: o | oveate: o [ ovate: o | csateo [ nvio TE Khac: 0 )] BH CTri 0
ccctri0 | recrrio [ sccrri o | ==TC Tin hoc: 0 | Co's& Tin hoc: 0 | >=BH T.Anh: 0 | corsé Tanh: 0 | »=DH nnKnhac: 0 [ Co s Nn.khac: 0 | aLnncvee: o | acin ove: o | awn cv: o

T | Excel Al H Excel || Print Trwée | Tiép
Ngay
Nga He Tin  Tié Loai Da D6 | Ghi  hié
» 99 Ngach Bac ¢ Tamh " '°™ QLNN Chinh QPAN Chic Phong oo ord PO D et
Hovatén %  sinh . L, 50 .. hoc  Anh . . . N . hinh  vién tweng chad chinh
s R I A s A v s s $ & héso
*
Khéing tim thay déng nao phi hop
Yem 20 E muc Dang xem 0 dén 0 frong tbng s6 0 muc S——

Hinh 70: Danh sach trich ngang
Pé c6 thé théy dugc nhiing ho so hién dang dugc Cu di hoc, thi can bd td chirc

\ , | Dang lam viéc EI . -
chon vao the va chon (Edinee
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Bdng vién: 0 | Dén tdc: 0 Sana z
CCCTri: 0 § TCCTri: 0 § SCCTri: @ § »=TC Tin hoc: 0 S I:hU‘_fér‘I di {Efliéu df}ng thuyén chuyén}

=30: 0 || 30<=Tubi<40: 0 | 40==Tudi=50: 0 | =50: 0

V& hiru
Nghi viéc theo hinh thirc giam khac

Tim: = rhé
Kich chon Efl? chét
HO so d3 xoa
~C(F di hoc
Naawv He Tin  Tiena

Hinh 71: Thao tac Xem danh sach Cir di hoc

Danh séach trich ngang s& hién thi thong tin cac hd so dang duge Cir di hoc.

Danh sach trich ngang | Biéu déng @ | Tiép nhan lai @ | Kiém nhiém @ | Biét phdi @ | Mang lwong thwéng xuyén @ | Nghi hwu @ | BA nhiém lai @

Dangvien @ | Tapsu@® | TwHopding@ | DéxudtsiaHS @

0 | ==TC Tin hoc: 0 | Co s& Tin hoc: 0 | ==BH T.Anh: 0 | Co s& T.Anh: 0 | ==DH NN.Khac: 0 | Co s& NN.Khéc: 0 | QLNN CVCC: 0 | QLNN CVC: 0 | QLNN CV: 0 30<=Tudi=40: 0

Ni#=50° 0 | Nam=55: 0

. Ngaysinh Ngach Bac ¢ trnh " T o N Chinh QPAN Chic Pheng 031 Dang Boi - Ghi
Hovatén < N N . (S0 . hoc  Anh . hinh vién twong cha
: - - - do= y - tri % + vuw - :
s $ $ : : $ $ s ¢
Chuyén
vién
P TEST 02 05/05/2015 N 3 508 HB63
Chinh -
01002
Chuyén
NGUYEN HCFU vign
PHUC 311211989 Chinh - 1 4.40 BCHC
01002

Hinh 72: Danh sach cir di hoc

2.9.1.2Chirc nang “Tiép nhdn lai”
Chtic nang Tiép nhan lai dugc sir dung dé Tiép nhan lai cac ho so CBCCVC da
duoc Ctr di hoc, dé sir dung chirc ning ndy, ngay tai giao dién Quan 1y hd so, can bo t6

, J4 . , | Tiép nhan lai @@
chirc bam chon vao thé
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Quan Iy hd so » DNICT test (2)

Danh sach trich ngang | Diéu ding @@ | Tiép nhan lai @ | Kiémnhiém @ | Biét phai @ | Nang lvong thuwéng xuyén @ | MNghihvu @ | Bé nhigm lai @

Dangvién @ | Tap Dé xudt sira HS @

Dan the: 0 [ Tén giao: 0 | cvecste: o [ cveat: o [ cvate: o | csate 0 BH: 0 T8 Khac: 0 | BH CTri 0
SC CTri 0 ] >=TC Tin hoe: 0 | Co sé Tin hoc: 0 [ >=BH TAnh: 0 | Co sé T.anh: 0 [ >=BH NN.Khac: 0 [ co séNnKhac: 0 | atnn ovee: o [ atuncve: o [ acunev: o | <30: o | 30<=Tudi<40: 0

Tim: Excel Al Trréee I

+ Thém méi

Hé Tin | Tié Loai Da Péi  Ghi
o Ngaysinh MNgach Bac ¢ Tinh " " QLNN Chinh QPAN Chic Phong o —ord POl !
Hovatén # . . ] R hoc = Anh . hinh  vién tweng cha
* s s do# * tri & $ vus *
= : = = : ; = = = =
Chuyén
vién
P TEST 02 05/05/2015 ) 3 508 HDEB
Chinh -
01002
Chuyén
NGUYEN H(*U vién
- gLy o 1 440 BCHC
01002

Hinh 73:  Thao tdc chon thé Tiép nhén lai

Luc nay giao di¢n ctia phan mém s€ hién thi Danh sach yéu cau tié€p nhan lai ho
so va Danh sach cho tiép nhan ho so.

Danh sach trich ngang | Diéu déng @@ | Tiép nhan lai @ | Kiémnhiém @ | Biét phai@ | Nang lwong thwéng xuyén @

Nghi huu @ | Bénhiémlai@ | Danhba | Pangvien@® | Tapswr @ | TwHopding@ | DéxuitsiraHS @

Danh sach yé.u céu t|ép nhan lai ha sO & X4c nhan yéu cu W X6a véu ciu
# Hotén Donvihiéntai Trang thai hé s Bon vitiép nhan  Ngay tiép nhan 56 quyét dinh = Ngay quyét dinh
Danh sach ché tiép nhan lai hé so

Ho Bon vi hién Trang thai hé Bon vi tiép Ngay tiép Sé quyét Ngay quyét Tiép
tén tai S0 nhan nhan dinh dinh nhan

Hinh 74: Giao dién thé Tiép nhdn lai

2.9.2 Yéu cau tiép nhin lai hé so
2.9.2.1Thém méi yéu cdu tiép nhan lai

bé thém mdi yéu cau tiép nhan lai hd so, can b t0 chuc chon nut

, mot hdp thoai s€ hién Ién
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Thém méi yéu céu tiép nhan lai hé so
Ho va tén hd so (%) MNhap ho va tén -
Bion vi tiép nhan (%) Chon don vi tiép nhan -
MNgay tiép nhan (%) =] S quyét dinh (%)
Ngay quyét dinh (%) i
Hiy bd Luru
Hinh 75: Biéu mau thém mdi yéu cau tiép nhan lgi ho so

Tai day, can bo t6 chirc s& nhap tén hd so CBCCVC va cic thong tin roi bam

Luru
Thém mé&i yéu céu tiép nhan lai hd so
Ho va tén hd so (%) MGUYEN HIFU PHUC x -
Bon vi tiép nhan (%) DNICT test x -
Mgay tiép nhin () | 02/06/2015 = Sé quyét dinh (Y} | QB tiép nhan
Ngay quyét dinh () | 02/06/2015 =]
Hinh 76: Biéu mau thong tin

Sau khi luu thanh cong, Danh sach yéu cu tiép nhan lai ho so sé& hién thi hd so
vira thém méi, ddng thoi thong bao “Xir Iy thanh cong”.

Quan ly hé so » DNICT test (2)

Danh sach trich ngang | Biéu déng @@ | Tiép nhan lai @D | Kiém nhiém @ | Biét phai @ | MNang lveng thwing xuyén @
Nghi hwu @ | B4 nhigm |gisM—lBanb bl At | Tin o | Tl e dtiea LA 4t siva HS @
Thong bao
) . : X(r Iy thanh céng! . .
Danh sach yéu cé W X6a yéu cau
. . . Trang thai Bon vi tiép Ngay tiép S6 quyét Ngay quyét
E Ho t b hién t R
LRt et s Rl hé so nhén nhan dinh dinh
MGUYEN HFU DMICT test don vi Qo tiép
. ' 0 di 06/ 106/
PHUC hanh chinh Cir di hoc DNICT test 02/06/2015 nhan... 02/06/2015
Danh sach cho tiép nhan lai hdé so
Ho Beon vi hién Trang thai hé Bon vi tiép Ngay tiép Sé quyét Ngay quyét Tiép
tén tai 50 nhan nhan dinh dinh nhan
Hinh 77: Thém yéu cau thanh cong
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2.9.2.2X6a yéu cau tiép nhan lai

Tai danh sach yéu cau ti€ép nhan lai, can bd t6 churc tich chon cac yéu cau can

x0a, va chon nut ILEEEREIED

Danh sach yéu cau tiép nhan lai hé so & X&c nhan yéu cAu W Xia yéu clo
. 1. Tich chon ién tai Tr@nhg thai Ben vi tiép 2. Tich chon dé xéa Ngay quyét
) hé so nhan dinh
v PESCHDJU DN':;?EL&:” v Crdihoc  DNICTtest  02/06/2015 fhaatn"ap 02/06/2015
Hinh 78: Danh sach yéu cau tiép nhan lai

Sau khi x4c nhan dong ¥ x6a, yéu cau ti€p nhan lai ho so nay sé dugc xoa khoi

hé théng.

2.9.2.3Xac nhan yéu cau tié'p nhan lai

bé xac nhan yéu cau ti€p nhan lai, can b t6 churc tich chon hd so can xac nhan,

Vél Chon nﬁt M Xac rlhi'_?l‘.ﬂ Tf'élJ I'_'ZﬁIJ

Danh sach yéu cau tiép nhan lai hé so

& X4c nhan yéu ciu

+ Thém maiyeu cau | & Xda yéu cu

o 1. Tich chon I Ngay tiép 56 quyét Ngay quyét
S 2. Tich chon dé xac nhan nhan dinh dinh
EN HUFU DNICT test don vi Qb tiép
c : 0 di {06 {06/
v PHUC s chin Cir di hoc DMICT test 02/06/2015 . 02/06/2015

Hinh 79: Thao tdc Xéc nhan tiép nhdn lai hé so

Cén bg t6 chtrc chon Ok dé xac nhan yéu cau.

Ban c6 chac chan xac nhin véu cau tiép nhan hd so nay?

| oK || Haybe |

Sau khi xac nhan thanh cong, mdt thong bao “Xac nhan yéu cau thanh cong”,
Danh sach yéu cau tiép nhan lai hd so va Danh sach chd tiép nhan lai ho so s& ty dong

duoc tai lai.

Trung tim CNTT & Truyén thong Pa Ning - http://www.dnict.vn 44
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Quan Iy hé so » DNICT test (2)

. . o &4 dong - A lai i is ist phai Ang lvong thudng xuys
Danh sach trich ngang | Biéu ddng Tiép nhan lai Kiém nhigém Biét phai Mang lwreng thwéng xuyén

Nghi hwu @ | B nhiém |g—lBamb e | Danawiie | Tie e | Tl diead | £ 4t siva HS @

| Théng bao '

. Xac nhdn yéu ciu thanh céng. - = —
Danh sach yéu Cé W Xda yéu cau

# Hotén DPonvihiéntai Trang thai hé so  Don vitiép nhan  Ngay tiép nhan  S6 quyét dinh ~ Ngay quyét dinh
Danh sach cho tiép nhan lai ho so

Trang thai  Don vi tiép Ngay tiép 56 quyét Ngay quyét

# Ho tén Ben vi hién tai hé sor nhan nhan dinh dinh Tiép nhan
. ] i & Tié
NGUYEN HOU DNICTtestdon . shoc = DNICTtest 02062015 P U 506015 -
PHUC vi hanh chinh B nhan HS

Hinh 80: Xdc nhdn yéu cau thanh céng

2.9.2.4 Tiép nhén hé so

Dé Tiép nhan ho so, can bo t6 chirc kich chon vao FHIELEE trong Danh sach chd
tiép nhén lai hd so

Danh sach ché tiép nhan lai hé so

Trang thai hé Bon vi tiép Ngay tiép $6 quyét Ngay quyét

# Ho tén Ben vi hién tai <o nhan nhan din Tiép nhan
NGUYEN HFU DNICT test don vi hanh QB tié
1 ) s Ci di hoe DNICT test 02/06/2015 M
PHUC chinh nhan._.

Hinh 81:  Thao tdc Tiép nhdn hé so

Sau khi tich chon, phan mém s€ hién thi 1én biéu mau, can by tong hop bam nut
Luu dé Tiép nhan lai ho so
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Tiép nhan lai ho so

# Bién ché, hop ddng

Loai hinh bién ché, HB (*) | Bién ché hanh chinh B £ Loai hinh khac
Hinh thirc tuyén dung (*) | Thituyén B
Mgay tuyén dung chinh | 22/05/2015 =] Ngay két thic BCHC 2
thive (%) o
S8 quyét dinh
Co quan ra quyét dinh Mgay ban hanh B

# Ngach, bac, hé sé
Hinh thirc hwéng Nang Irong thierdng xuyén B £ Hinh thirc khac
lwrerngingach (%)
Ngach (*) Chuyén vién Chinh - 01002 B & Mgach Khac

Bac () 1 B Hisb: 4.40

Mgay bt ddu (*) | 22/05/2015 =]
W Chirc vu, phong cong tac
Phang céng tac B Mgay bit ddu (*) | 22/05/2015 B2
Chircw | Khéng chic vu B Hinh thirc phan céng (*) | Diéu dAnathen nhidm
Kich @& Tiép nhan lai
Hinh 82: Biéu mau thong tin tiep nhan lai ho so

Phan mém s& hién thi “Tiép nhan lai h6 so thanh cong” néu khong gip 13i gi.

Dé kiém tra hd so da tiép nhan lai thanh cong hay chua, can b té)ng hop cé thé
chon thé “Danh séach trich ngang” dé xem.
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Quan Iy hd so » DNICT test (2)

Danh séch trich ngang | Didu déng @ | Tiépnhan lai @ | Kiémnhiém @ | Biét phai @ | Néng lwong théng xuyén @ | Nghihwu @ | Bé nhiém lai @ | Danhba

Bangvien @ | Tapsw® | TeHopding@ | DéxudtstaHS @

0 | ©ang vién: 0 | Dén tic: 0 cveeate: o | ovesTte: IR X TE Kh

Co s Tin hoe: 0 | ==BH TAnh: 0 | Co s6 TAnh: 0 | >=BH N Khac: 0 [ co sé nnkhac o | i cvee: o | ot ove: o [ ann

BHCTri: 0 § CCCTri 0 § TC CTri 0

Hé Tin | Tié Loai Da D6 Ghi  Ngay hié

o Ngaysinh Ngach Bac © Trnh "9 QLNN Chinh QP-AN Chic Phong o o9 B9 e

Hovatén % N N . 50 R hoc  Anh N hinh  vién tweng chd  chinh hoe

* s s dos s tri & F wus s

s . s s ’ : s s s s 50 %

Chuyén
NGUYEN HFU vign

- 31121989 1 440 BCHC 02/06/2015
PHUC Chinh -
01002

Xem | 20 E| muc Dang xem 1 dén 1 trong tng s6 1 muc — e

Hinh 83: Danh sdach trich ngang

2.10 Nghiép vu khen thwéng CBCCVC

Pé sir dung chirc nang Nghiép vu khen thuong CBCCVC, CBTCCS kich vao
menu Quan ly hd so, sau d6 chon cac hd so can khen thuong, va bam vao Nghiép vu,
chon Khen thuong.

Danh sach trich ngang | Biu déng @ | Tiép nhan lai @ | Kiémnhiém @ | Biét phai @ | Nang lrong thudéng xuyén @ | Nghiheu @ | Bd nhizm lai @

Dangvien@ | Tapsw @ | TwHepding@® | D 2. Kich chon Nehiép vu

=
Bang lam viec |L[
= Bidu déng Foate: 0 | cveate: 1 | ovate: 1 [ csateco BH: 1 TC: 0 | T8 Khée: 1 | BH CTri 0 | cC CTri
Co e TAnh: 0 | >=BH NN.Khéc: 0 || Co =& NN.Khae: 0 | alum cvee: o [ ot cve: o [ atun ey o -2 | 30<=Tudi=40: 0 [ 40
@ Cir di hoc
£ Théi vigc Hé so da higu chinh va chér xdc thuc + Hb sor I6i.

W D chét

— 3. Chon Khen thwéng Trsée l

ik Khen thuéng

w T
W O
-

Q
(2]

T. T.:
" ;_:-:_'g QLNN  Chinh QP-AN Chirc Phong
-

5 & - - ) - -
dos N . ] tri % $ vus ]
s :

Loai Bang Béi  Ghi
hinh  vién twong cha

Trinh

Ngay sinh  Ngach Bac

&
v

L]

- - - Y
> > > >

1. Tich chon hé so

Gido

vign
tidu
. boc
2 TRANVANTIEN  24/11/1986  cao 1 23 BH B B BCSN
cép
1. Tich chon hé so {trinh
a6 dai
hoc)

Chuyén
NGUYEN HCFU vién
31/12/1989 1440 BCHC
PHUC Chinh -

01002

Hinh 84: Thao tac chon hé so khen thuréng
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Phan mém Quan ly hd so can bo ¢ng chirc, vién chirc

Sau khi kich chon Khen thudéng, dé giam bot thoi gian nhap théng tin cho
CBTCCS, phan mém s& hién thi 1 biéu mau dé nhap théng tin cho tat ca hd so vira

chon.
Tao di¥ liéu mau khen thudng
Théng tin Chi tiét
Tir ngay /20 1. Nhép céc théng tin chung
vé khen thiréng cia cac hd
50

Pén ngay 212
Hinh thirc Béang khen v

Vi da cd ddng gop trong viéc
Ly do
56 quyét dinh Qb 123 2. Kich chon dp dung

Hinh 85: Nhdp diz liéu mau khen thuong

Tiép theo, CBTCCS sé& nhap cac thdng tin chi tiét cho ting ho so, & day sé tu
dong hién thi cac thong tin chung da dugc nhap & biéu mau trudc

H - - s ] -
1. Bo sung cac thong tin riéng cua
.. Chie - méi 14 so cén khen theong ; vy ai , —

ST Hotén MNgay sinh ; Phong Tir ngay Ly do 2 Kichvao dé hru khen I‘hlrmg Co quan G Nguwdi ky GB

TRAN cb dong gbp trong viéc
1 | VAN 24/11/1988 01/01/2013 MA22013 Bingkhen Y| 0B 123 01/01/2013 S S Nivy Giam doc

TIEN

NGUYEN dic
2 HbU 1989 (10112013 IN22013 Bingkhen 7| ... Qb 123 020112013 S& So Thong t Giam doc

FHlC

N - z A ~ - A 2
Hinh 86: Thao tac nhap dir liéu khen thuong

Sau khi luu thanh cong, cac hd so duoc khen thuong sé tu dong cap nhat thém

cac qua trinh khen thudng nay.

3 Quan ly dao tao

Pé Quan 1y 16p dao tao, can bo sir dung c6 thé kich vao menu Quan 1y dao tao

va chon QL 16p dao tao nhu hinh
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[l Quan ly dao tao v

Nhu cdu dao tao
# QL l&p dao tao ‘

Bang ky nhu ciu dao tao

Hinh 87: Menu Quan ly lop dao tao

Va phan mém s& hién thi cac thé “Ldp sip mé”, “Lop dang md”, “Lép da két

thic”, “Quan 1y danh sach dang ky”

Lép sap mé

Danh sach cac 1&p hoc sap duoc trién khai

#  Ngay bat dau Ngay két thic Malép  Tén léop

e I

Ndi dung dao tao Nei dao t

Hinh 88: Cac thé chirc nang

3.1 Thé “Lép sip mé” — Lop hoc sip dwoe trién khai
3.1.1 Thém mdi lop hoc

Dé thém méi 16p hoc, can bo t6 chirc kich chon vao thé “Lép dang md™, sau d6

kich chon nut

o e
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Thém mai I&p hoc = Ly
Théng tin l&p hoc
Thdng tin ‘ Nhép tén Iép hoc ‘ Chi tiét
Tén 1&p hoc (%) —
| Nhpumalphoc |
Ma lep hoc (%) —_—
Ngay bét diu (*) = {Nhap ngay bat diu va két thic 1
-—-"F-._
Ngay két thic (*) B
Noi dung dao tao ()
Nhap noi dao tao
Nei dao tao
‘ Chon Loai trinh dg
Loai trinh dé ——— |v|
Nhip s6 ngay dio tao
56 ngay dao tao

Hinh 89: Biéu mau nhdp théng tin 16p hoc

Sau khi nhap day du cac thong tin vé 16p hoc, can bo to chirc bam sang thé Pon
vi ctr can bg tham gia dé moi cac don vi s& cir can bd tham gia 16p hoc

Thém méi 16p hoc & Loy

Bon vi clr can bd tham gia

L | DNICT TEST
i [ ] (e DNICT test
.| Bonvi sir nghiép cap thanh p
||| Hoi @&c thd thanh phd
||| Knhéi Quan, Huyén
||| Khdi 5@, ban, nganh
4| 1n b

Chon loai tb chirc B

# Bon vi Sé lwong M6 ta Xoa

Hinh 90: The don vi cir can bg tham gia

D¢ moi cac don vi tham gia, can bo t6 chirc tich vao cac 6 vuong & cay don vi,
sau do chon loai to chtrc 1a Hanh chinh hay Sy nghié€p hoac khong chon d€ moi ca hai

loai. Sau d6 bam vao nut

Trung tim CNTT & Truyén thong Pa Ning - http://www.dnict.vn 50
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B L |+ HOy bd

Thém mé&i lép hoc

Born vi clr can bd tham gia

S # Bon vi 56 lwgng Mo ta Xoa
\,| DNICT TEST
||| Bonvi s nghiép cip thanh p

>~ []1,] H&i dc tha thanh ph

4- [l L] Kné A,

5 -__“J 4 1. Kich to chirc can med ‘

Hanh chinh
SiF nghiép

Hinh 91: Thao tac chon va moi cac don vi cue can bo tham gia lop hoc

Sau khi bAm Moi don vi thanh cong, thi té€n cac don vi duoc kich chon sé hién
thi thanh mot danh sach nhu hinh duéi, can bd t6 chic nhap sb lugng can bd cua tirng
don vi rdi bam nat =10

Thém méi Iop hoc &

Bon vi clv can bd tham gia

# Bonvi S6 hegng M6 ta Xoa

.\ | DNICT TEST
||| Benvi sw nghiép cap thanh p UBMD huyén = 5
||| Héi @5cthi thanh pho Co Do

-i & | | Kndi Quan, Huyén

: 4‘ W, |HuyénCor B4

G- [0 Bonvitre thude

i~ Wl UBND huyén Co Ba

; ; L] X&Thi trén tryc thudc
€| i [

1. Nhap sb hrong cén
bo

Chon loai td chirc H

Hinh 92: Thém moi lop hoc

Sau khi Luu thanh cong, phén mém s& tu dong tai lai Danh sach cac 16p hoc sép
duoc trién khai, dong thoi thong bao “Xir Iy thanh cong”.
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L&p sap mé &p dang mé& Lép d3 ket thic Quan ly danh sach dang ky

Danh sach cac I6p hoc sap dwoc trién khai [+ memmar | ¢ woip [ mxea
x

) Thdéng bao
Ngay bat Ne o Nei dao
# = ? © Xir Iy thanh céng! Thao tac
dau tao
Hwéng din si dung chic n
03/06/2015  03/06/2015  QLLH ong dan sw dung eile NENg - o 4ung QLLH I = [~ | a |

QL lep hoc

Hinh 93: Danh sdach l6p hoc

3.1.2 Xéa lép hoc

bé xba 16p hoc sap dugc trién khai, ngay tai thé Lop sap md, can b td chuc
kich chon vao cac 6 vudng cua lép can xda, va kich chon vao nut dé xoa di lop

hoc nay
Danh sach cac I6p hoc sap duoc trién khai & ME I6p
N _— . . 2 Kich chon dé x6a
& Ngay bat Nga:rjcket Il'ia Teén lép NGi d:aL . -
1. Kich chon i ' :
Hwéng dan sir dung chikc néng ;
(06, 06/
o ~“T3/06/2015  03/06/2015  QLLH oL 16p hac S dung QLLH wi [EJEAEY

Hinh 94: Thao tac xoa lop hoc

3.1.3 Diéu chinh Iép hoc

Dé diéu chinh thong tin 16p hoc sip md, can bd t6 chirc vao thé Lép sip mo,
sau do kich chon vao nut = tuong tng v6i 16p hoc can diéu chinh.

Lép sap mé L& p dang m& L&p da ket thic Quan ly danh sach dang ky

Danh sach cac 16p hoc sap duoc trién khai [+ memmoi | ¢ woiop | arxoa |

Ngay bt Ngay két ma
déu thiic I&p

Huwéng dan si¥ dung chirc ndng i \E
03/06/2015 03/06/2015 QLLH St dung QLLH I
alL 1é6p hoe S "” 2l

Tén l&p Kich chon dé didu chinh 1ép hoe | Thao tac

Hinh 95:  Thao tdc diéu chinh 16p hoc
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Ngay sau khi kich chon Diéu chinh, thi phan mém s& hién thi biéu mau chira
thong tin cua 16p hoc, can bo t6 chirc c6 thé didu chinh cac thong tin, thay doi Pon vi
cu can bg tham gia va Luu lai

Lépsapmé | Lép dang mo Lép d3 ket thic Quan Iy danh sach dang ky

= Huy bd

i}

Thém méi lép hoc

[+
i
L

Théng tin I¢p hoc | Bon

Théng tin Chi tiét
Tén lap hoc (%) Hwéng dén siF dung chirc ndng QL 16p hoo
Ma lép hoc () QLLH
Ngay bét déu () 03/06/2015 | B3
Ngay két thic () 03/06/2015 | BA
SiF dung QLLH

N&i dung dao tao (%)

Nei dao tao

Loai trinh dé BOi dwriing ngan han B
Trinh dé Kién thiFc, k§ ndng chuyén ng B

S6 ngay dao tao

Hinh 96: Biéu mdu théng tin ciia I6p hoc

3.1.4 Ddang ky can by tham gia lop hoc

bé dang ky can bd di hoc, can bd t6 chtre kich chon vao nut 2

Lépsdpmé | Lépdangmé | Lép da két thic Quan Iy danh sach dang ky
Danh sach cac 16p hoc sdp duoc trién khai + Thém moi
Ngay bét Ngay két Ma - , . .
# dau thiic — Tén lop Kich chon dé dang ko cén bé di hoc %tac

H . d‘f =, d ha_ o
03/06/2015  03/06/2015  QLLH (romg gan s dung enire Nang - g4 gung QLLH nm a
QL l&p hoc

Hinh 97: Thao tac dang ky can bé di hoc
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Mot hop thoai s€ hién 1én nhu sau, can bd s€ chon lai don vi/ td churc, sau d6 co
thé kich chon tén cac hd so CCVC dé dang ky di hoc, hodc co thé kich chon nut vudng

trén cting dé chon tat ca CCVC c6 trong don vi duge chon, sau d6 bam niit F520

Danh sach dang ky

Kich chon dé dang ki tht ca
ot 2 ceve trong don vi dang chon

Ngay sinh Trang thai
: UYEN HONG AN Chon Danh séch chinh hodc Danh |,
s Kich chon vao - sach dir kden
¢ t& chirc/ don vi Kich chon neu dang
| k¥ CCVC nay & hoc \
2 NGUYEN VAN BA phéng 10/05/1957 | Ds chinh
UBMND huyen Cfr Ba
g ﬁﬂ;an’r;h;;r:g”gi‘gm”“ 3 LE MINH CHANH 22/09/1988 | Ds chinh
| Huyén Thdi Lai
“ ||| Huy&n Vinh Thanh . :
jaua.n Binh Thy 4 TRAN PHUG'C CHIEN 20/1111967 | Dschinh
|| Quan Cdi Réng
- || Quéan Ninh Kigu . ]
| Quan O Mon 5 NGUYEN HUNG CHINH 01/011976 | Dschinh
. ||| Qun Thét Nét
- L] Kndi &, ban, nganh .
. B n
6 VO MINH CHINH Trwéng phédng Kich chon dé Luu
T HOAMG KIM C1FOTMEG hii tich TRMD 3121961 D

]
]
]
]
]
]
E

Hinh 98: Dang ky can b di hoc

3.1.5 Xem chi tiét Iép hoc

Pé xem chi tiét thong tin 16p hoc, can bo td chirc ¢6 thé chon thé Lop se“ip mo,

sau d6 kich chon ‘21 twong tmg vé6i 16p hoc dé xem

Théng tin I&p hoc

|. Thdng tin I&p hoc

lIl. Danh sach don vi dwec méi tham gia

Tén I&p hoc: Hwéng dan si¥ dung chic nang QL Iép hoc Ma lop: QLLH
Mgay bét dau: 03/06/2015 Ngay két thuc: 03/06/2015
Néi dung dao tao : Si¥ dung QLLH

Nei dao tao :

Loai trinh do: Béi duéng ngan han Chuyén nganh:

Trinh do: 56 ngay dao tao: 1

Hinh 99:  Chi tiét I6p hoc

3.1.6 M& Iép Iép hoc

bé mé 16p 16p hoc, tai Danh sach cac 16p hoc Sép duoc trién khai, can bo td
chire ¢6 thé kich chon véao cac 16p hoc, sau d6 kich chon vao nut
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Phan mém Quan Iy hd so can bd cdng chic, vién chic

Lép Sép mo L&p dang mé& Lép d4 két thic Quan Iy danh sach dang ky
Danh sap dugec trién khai + Thém moi
1. Kich & chon lép -
- ) vt bia:
# i . Tén lop 2. Kich chon de Mo lop )"_" % Thao tac
/ thic I&p e ta0
03062015 03062015 QL | UOmgdénsidungchienang oo ooy w  [EJEE
4 e e QL 16p hoc -

Hinh 100:  Thao tac mo lop l6p hoc

3.2 Thé “Lép dang mé” — Lép hoc dang dwoe trién khai

Dé quan 1y céac 16p dang dugc trién khai, can b t6 chirc chon thé Lop dang mo,
ph?m mém sé tu dong tai Danh sach cac 16p hoc dang mé

Lép sap mé L&rp dan & Lép d3 két thic Quan Iv danh sach dang ky
Mﬂ\ﬁ Kich chon Lép dang mé

Danh sach cac I&p hoc dang duoc trién khai

@ KétthicIép hoc

Ngay bat Ngay két Th
# Tén lép Malép  Néi dung daotao  Noi dao tao S Soues 1o
: . . dau thac tac
Lép bdi dudng kién thire Sang

Trung tam va
Sang tac kich ban 9 tam Yan

tac kich ban tuyén truyén lvu 1062015 o9 0 ’ héaTP Can  10/06/2015  12/06/2015 |}
. Théng tin lwu ddng
ddng Tho
Hwéng dan s dung chir
Leng fan swdung entre QLLH St dung QLLH null 03/06/2015  03/06/2015 |}
nang QAL 1&'p hoc

Hinh 101:  Theé Lép dang mo

Can bo ¢ thé kich chon =1 dé xem chi tiét thong tin vé 16p hoc

Lép sip méa Lép dang m& | Lép d3 két thic

Quan ly danh sach dang ky

Danh sach cac I&p hoc dang dugc trién khai

’J( Kich chon d& xem chi tiét

# Tén lop Ma lop MNéi dung dao tao
oao
Lét'p bﬁi du‘f’iﬁng I-ci.én ThL}'E Sang Sang téc kich bén TrL{ng tam \:én
tac kich ban tuyén truyén lwu 10-6-2015 . ] . hdéa TP Can 10/06/2015 12/06/2015
. Théng tin Iwu déng
ddng Theo
Hwéng dén siv d b
Heng gan swaung che QLLH S dung QLLH null 03/06/2015  03/06/2015 a
nang QL I&p hoc

Hinh 102:  Xem thong tin lop hoc
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Sau khi chon, théng tin 16p hoc sé& hién thi 1én giao dién phan mém

Théng tin [&p hoc

I. Théng tin l&p hoc

Tén lep hoc:
10/06/2015
Sang tac kich ban Théng tin lwu ddng

Ngay bét dau:
Noi dung dao tao :
Noi dao tao :
Loai trinh dg: Bii dwiéng ng:.fm han

Trinh do:

[I. Danh sach dorn vi dwoc mdi tham gia

Lép bdi dwing kin thire Sang tac kich ban tuyén truyén lwu déng

b
Ma lop: 10-6-2015
Ngay két thic: 12/06/2015
Chuyén nganh:
56 ngay dao tao: 3

S

Hinh 103:

Xem thong tin lop hoc

Dé két thiic 16p hoc, can bo t6 chirc c6 thé kich vao cac 16p hoc can két thic,
sau d6 kich vao niit dé két thic 16p hoc

Danh sach cac Ié&p hoc dang duoc trién khai

L&ép dang me Lép d4 két thic Quan ly danh sach 4z

/m

2. Kich @ Icét thic

Ngay két Thao

- Tén 16 Malép  Noi dung daot
en iop via 1o'p Ol dung dao tao 5T T tac
Lopp-adidutinotidocdidio 0l Séng téc kich ban | g tAmvan
1 1 Kichchenldphoccan |,4465pg | SoMG1AC KCR D héaTP Cin  10/06/2015 = 12/06/2015 |
Icét thie Théng tin lwu déng
Tho
g7 Fiwdmg dan s dung chire QLLH  Si dung QLLH nul 03/06/2015  03/06/2015 [
nang QL l&p hoc
Hinh 104:  Két thiic lop hoc

3.3 Cic chirc niing trong thé “Loép da két thiic”

Tai thé Lop da két thuc hién thi danh sach cac 16p hoc da két thuc
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Lép sap mé Lép dang mé Lérp d4 két thiic Quan Iy danh sach dang k

Danh sach cac I16p hoc da két thuc

8 == 5 'u)rﬁ'l Noi dung dao Nei dao Ngé? béat
l&p tao tao dau
Huwéng dan si¥ dung chirc nang QL

. QLLH  SiF dung QLLH null 03/06/2015
I&p hoc

Ngay két
thiic

03/06/2015

Thao
tac

=

Hinh 105:  Danh sdch I6p hoc da két thiic

3.4 Cac chirc nang trong thé “Quain ly danh sach diang ky”

Trong trudng hop 16p hoc bat dau nhung mot sd can bd duge dang ky tham gia
16p hoc khong tham gia duoc, can bo t6 chirc co thé sir dung chirc ning Quan 1y danh
sach ding ky dé quan 1y hodc x6a nhitng CCVC dé, bang cach kich vao thé “Quan Iy

danh sach dang ky”

L&ép sdp mé L&p dang mé Lérp @5 két thic Quan Iy danh sach dang ky

Thoéng tin hoc vién caa 1&p hoc

— Chon Iép - - EI

Stt Ho va tén Chirc vu Ngay sinh

Khéng cé hoc vién nao theo didu kign

Trang thai

B

Hinh 106:  Giao dién thé Quan ly danh sach dang ky

Sau d6 chon 16p va chon don vi

Lép sdp mé Lép dang mé Lép d4 két thiic Quan ly danh sach dang ky

Théng tin hoc vién cua I&p hc

Chon don wi

N

Stt Ho va tén Chirc vu Ngay sinh Trang thai
Khéng cd hoc vién nao theo didu kign
Hinh 107:  Thao tdc chon I6p va chon don vi
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Sau khi chon 16p va don vi, phﬁn mém sé& hién thi danh sach cac hoc vién ding
véi 16p @6

Ldp sap md Lép dang md Lép d3 két thiic Quan Iy danh sach dang ky
Théng tin hoc vién cua I&p hoc
Hwréng dén sl dung chirc nai EI UBND huyén C&r D6 H
Stt Ho va tén Chirc vu Ngay sinh Trang thai
1 NGUYEN HONG AN 03/11/1988 Tham gia chinh
2 MNGUYEN VAN BA Trwéng phéng 10/05/1957 Tham gia chinh
3 LE MINH CHANH 22/09/1988 Tham gia chinh

Hinh 108:  Danh sach hoc vién

Tai day, can bd to chirc c6 thé x6a di hoc vién bang céach kich chon vao 6 vuong
sau do kich chon

Lép sap mo Lép dang mé Lop da ket thiic Quan ly danh sach dang ky

W XAz hocvién

Hwéng dén siF dung chirc na Kich chon de x6a | E|

hoc vién

Stt Chirc vu Ngay sinh Trang thai
1 7 N 03/11/1938 Tham gia chinh
2 TGUYEN VAN BA Trwérng phang 10/05/1957 Tham gia chinh
% LE MINH CHANH 22/09/1988 Tham gia chinh

Hinh 109:  Thao tac xoa hoc vién
4 Tim Kiém
4.1 Tim Kiém nhanh

CBTCCS c6 thé tim kiém hd so CBCC theo nhiéu tiéu chi khac nhau. Dé thuc
hién tim kiém nhanh, bAm chon menu “Tim kiém nhanh” nhu hinh bén dudi.
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# A Trangchid > Quan Iy h so

(ud :
* Quan |‘j’ hd so' » s& N&i vu (43)

~ - ; ® | Bitphii @
Chon chuic nang
tim ki€m

&5 Naohiépvu ~ |EESELTVEETRYT

==TC Tin hoc: 4 | Co s& Tin hoc: 32

Hinh 110:  Chon chite nang tim kiém nhanh

Danh sach trich ngang

Tim kiém

Tim nang cao

=
Q
| Tim kiém nhanh
=
&

Hé thdng hién thi giao dién nhu hinh bén dudi.

Ho va tén

Chirc vu | Chon chire vu... |

M& ngach | Chon ngach... |

Bonwvi | Chon don .. |

St Ho va Ngay Tén Bac Trinh Tin Tiéng QLNN  Chinh Loai Bang Chirc Phong Bon
tétn &« sinh % ngach # lwong § d6 % hoc$ anh % s tr $ hinh & vien $ wvw $ s vi ®

Khéing tim thay dang nao phii hop

Xem | 10 B Bang xem 0 dén 0 trong tng 56 0 muc < | »

muc

Hinh 111:  Giao di¢én trang tim kiém nhanh

Nhap cac tiéu chi tim kiém (ho va tén, chirc vu, ma ngach, don vi), sau d6 bam
chon nat “Tim” dé thuc hién tim kiém.

Két qua tim kiém hién thi theo danh sach bén duéi.
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Phan mém Quan ly hd so can bo ¢ng chirc, vién chirc

Tim kiém nhanh Tma N Nang cao —
1. Nhap céc tiéu
Ho va tén thanh chi tim kl’e“m
Chtrc vy Chon chirc v 2. Eam PUt
Tim
M4 ngach Chon ngach
Bonvi S N vu % — —
3. Hién thi két
qua tim kiém
Tim: Excel | Print
St Ho va Ngay sinh | Tén Bac Trinh Tin Tiéng QLNN Chinh Loai Dbang Chirc Phong Don
tén ¢ ngach ¢ Ilwong ¢ d6 % hoc$ anh $ s i $ hinh & vién $ wvu @ s vi
1 Lé 29/03/1985  Chuyén 2 Trung Tin B Chuyén Bién ché X Van S&
Thanh vién cép hoc vién hanh phdng Mai vu
Hai van chinh
phéng
2 Mguyén  17/06/1978 Chuyén 1 Baihoc  Bai C Chuyén So cép Bién ché Sér
Thi vién hoc vién hanh i vu
Thanh chinh
Thiy

Hinh 112:  Hién th; két qua tim kiém CBCC

CBTCCS c¢6 thé bam chon nut “Excel” dé xuat ra file excel két qua vira tim
kiém.
Ngoai ra, CBTCCS ciing c6 thé bAm chon nut “Print” dé in két qua tim kiém.,
Hé thong hién thi danh sach nhu bén dudi cho phép chon chirc nang in an hd tro sin
cua trinh duyét.
4.2 Tim kiém nang cao
Hé thong hd tro chitc ning tim kiém nang cao rat da dang. CBTCCS ¢6 thé chon
nhiéu tiéu chi loc, tim kiém khac nhau.
Cac tiéu chi loc, tim kiém dwoc phan ra ting thé “Thong tin chung”, “Tty chon
don vi”, “Qua trinh cong tac”, “Qud trinh lwong phu cap”, “Qua trinh dao tao, boi

dudng”, “Thong tin tac”.

CBTCCS c6 thé chon céc tiéu chi tim kiém mong muén & tirng thé nhu cac hinh
dudi day.
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Tim kiém

Théng tin chung

Ho va tén
S6 higu céng chire

Dan tic Chon dén téc

Mgay, thang, nam sinh == |Z| <= |Z|

S6 CMND
Nei cép
Bia chi thwéng trd
Mguyén quan
Hd khau thuéng tri
Dai bigu QH,HEND

Si dién thoai

Gidi tinh |Z|

Tén gido Chon tdn gido
Tudi == |Z| < |Z|
Mgay cip = |Z| <

|i|

Mei sinh

Tinh trang hén nhan |Z|
Blia chi email
Di déng

Hinh 113:  Chon tiéu chi tim kiém thé “Théng tin chung”

Tim kiém
Tuy chon don vi
Pon vi
Bon i .| Ban thudc S& Nai vy
' ; || Bon vi s nghiép thuiic S& Nai wu
4- ]l 56 Noi wu
- Ban l&nh dao
- || Phang Cai cach hanh chinh
Phéng Can bd, céng chirc
Phdng Céng tac thanh nién
Phéng Quan Iy Van thw, lwu tri
Phéng Té chivc - Bién ché
Phéng Xay dwng chinh quyén
Thanh tra
Thu hit, D& &n chira phan céng
Van phdng
Loai hinh
Loai hinh bién ché Hanh chinh
Sw nghiép

Hanh chinh va sw nghiép
Goi lvong, goi chirc vu

Géi lrong L Hé théng Géi lvong

Cép don vi |\ Hanh chinh
L] Sw nghiép
Géi chire v L] Hé théng gdi chirc w

Hinh 114:  Chon tiéu chi tim kiém thé “Tuy chon don vi”
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Tim kiém ol

Quaé trinh lrong, phu cép

Tim kiém theo ma ngach Tim kiém mtrc twong dwong cha ngach

Hoac ngach chirc danh = |Z| Q Hoac ngach trong dwong = |Z|

A
Hoac ngach chike danh = |Z| Hodc ngach tweng dwong = |Z|

Huwéng dén vién chinh

Mgach chirc danh

Mgach twong dwong = |Z|

E =]

W
n

MNgay hwéng bac =7

[

Lwong, Heé sé Thur vién vién
Phweng phap vién
Ngay bé nhiém ngach, »= |Z| Hoa sf
chirc danh Bao tang vién
Ky s (Cao dang)
Béc lwong >= |Z| i ;
Kiém soat vien trung cap thi
Hé s lvong | == E| tréng
|z| Duwng phim vién chinh i

A%
i

Théi gian xét ndng lwong

1an sau

Hinh 115:  Chon tiéu chi tim kiém thé “Qud trinh lwong, phu cdp”
Sau khi chon cac tiéu chi mong mudn, bdm chon nit “Tim” dé hién thi két qua
tim kiém.
Tuong ty nhu ¢ phan “Tim kiém nhanh”, CBTCCS c6 thé bam chon cac chirc
nang xuat file excel hoic in an.
4.3 Thiét 1ap tim kiém

Trong phan Tim kiém nang cao, c6 thé chon céc cot thdng tin mudn hién thi
trong két qua tim kiém nhu sau: Bam chon thé “Thiét 1ap™, tich chon céc cot thong tin
muén hién thi nhu hinh bén duéi.

Tim kiém ma | —tim ahenn

2. Bam ndt "Tim" F

—| Danh sach théng tin hin thi Lwu két qua tim kiém v
1. Chon théng tin
hién thij trong két

qua tim ki€ém

—| Théng tin chung

Ho va tén

MNgay sinh

Gidi tinh

34 higu cing chic
S8 CMND

Mgay cip CMND

Hinh 116:  Thiét Igp tim kiém
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Hé thdng hién thi két qua tim kiém ng véi cac cot thong tin da dugc thiét 1ap o
trén (Ho tén va Ngay sinh).

Tim kiém
Thdéng tin chung
Két qua Hién thi tim kiém vdi cac cot
thdng tin da thiét [ap (Ho tén
- - va Ngay sinh)
Tim: Ex Prin 2 3 4 5 »

Ho va tén ~  Ngay sinh s
Bui 16/01/1989
Ché 16/12/1956
Dwong 01/01/1989
Hoang 15/02/1986
Huyn 27/06/1984
Lé 18/11/1987

Hinh 117:  Két qud tim kiém

4.4 Xuat két qua tim kiém theo miu excel

1 can b t6 chirc muon xuat cac thong tin tim ki€ém nang cao theo mot mau c6
Kh b6 to chi t cac thong tin tim k th 5t

san, chirc nang “Tai mau excel” s€ dap ting nhu cau nay, can b td chic cd thé kich
chon menu Tim nang cao

Q, Tim kiém v
Tim kiém nhanh

» Tim nang cao

Hinh 118:  Menu Tim ndng cao

Sau d6 chon thé Thiét lap, va kich chon “Mau xuit excel”

Tim kiém PN I

Thiét 15
1. Kich chon thé Thiét lap ‘
+| Danh sach thing tin hién thi

Danh dach cac mu tim kiém

Lwu két qua tim kidm 2. Kich chon Man w
xuat excel

MAau xudt Excel ~
@ Khéng sir dung mau
Chon Té&n méu Nguwé&i tao Ngay tao Hang dé dir ligu
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Hinh 119:  Giao dién thé Thiét lgp

9 - = ==
Can bo to churc kich vao nut , sau d6 kich vao nat =2 va kich vao

Chon tép tin, sau khi chon tép tin xong, can bo t6 chirc kich vao nut

Lwu két qua tim kiém
Mau xudt Excel

@ Khéng sir dung méu

n/é[ 2. Kich &2 thém ‘
d

Chon file dinh kém Duy&L | DS_CBCC.xls

man mai

{ 1. Kich chon thém

[Hiy]

5. Kich & Luu mau

3. Kichvao d__é chon
thp tin man

Chon Tén mau | 4 Kich dé tai mau Ngay tao Hang dé div lidu

Hinh 120:  Cdc budc Thém méi mét mau xudt Excel

Vi du ndi dung tap tin excel mau dé tai 1én.

A B C D
1
2
3 SO'NOI VU
a
5
6
7
8
9
10
11

E F G H |

DANH SACH CAN BQ CONG CHU'C VIEN CHUC

Hinh 121:  Mét mau xudt excel mau

Sau khi Iuru mau thanh cong, Danh sach mau s& tai lai.

Lwu két qua tim kiém
Mau xudt Excel

@ Khéng st dung méu

W

Thém mau méi

Chon Tén méu Nguwéi tao Ngay tao Hang dé dip ligu
DS_CBCC.Xs Nhém h tro 04/06/2015 AT B B [ [ |
Hinh 122:  Mdu da dwoc thém thanh céng
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Tai ddy, can bo to chirc can Luu ¥ cot Hang d6 dir liéu trong danh sach, Nhu &
hinh vi du tai 1én & trén thi cac tiéu dé mau, théng tin mau duoc dién sin tir cac dong
1,2,3. Vay dé phan mém c6 thé xuit dir liéu ra dung va khdp voi vi tri trong tap tin
excel, thi cac bo td chirc can thao tic chon Hang do dit liéu va luu lai dé sau nay tién

su dung.

Luwu két qua tim kiém
M3u xudt Excel

® Khéng st dung mau

Danh dach cdc miu tim kiém

1. Chon Hang d6 dif iéu phi
hop véi man d3 tai 1én

2. Luu lai Hang 46 |

Chon Tén méu Nguwéi tao Ngay tao Hir liéu
A19
DS CBCC.xls Nhém hé tro 04/06/2015 A1 B B El
Hinh 123:  Thiét ldp Hang do dir liéu cho mau xuat Excel

Sau day xin vi du mot truong hop, tim kiém céc hd so thuéc UBND Quén Ninh
Kiéu va sir dung mau DS _CBCC.

Tim kiém
Tuy chon don vi
Pon vi
Bonvi
i
Loai hinh

||| Kndi S&, ban, n ;
_JKhﬁiQua‘n, Huyé 1. Chc_}n UBND q‘lli‘lth]I]h Kieu ]

; Mg OuénW
i MU an Minh Kigu

L] Benvitrecthude
|| Cac Phuing trigc thude
|| Quén Binh Thiy
|\.| Quén Cai Rang
|\ Quan O Mén
|\ Quan Thét Nt
L] Huyén C& B4
||| Huyén Théi Lai
||| Huyén Phang Bign
\,.] Huyén Vinh Thanh

||| Bonvi sw nghiép cap thanh phé

||| Hdi d&c tha thanh phd
||| DNICT TEST

Hinh 124:  Buwdrc 1 chon T6 chirc
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Tim kiém » Nang cao

Thong tin chung | Ty chon don vi Qua trinh bién che, hop dong Qua trinh cdng tac Qua trinh kiém nhiém, biét

Qua trinh 3o tao, bdi dwéng | Thong tin khac | Thiétlap | Két qua

Danh sach théng tin hién thi

Danh dach cac mau tim kiém

Lwu ket qua tim kiém v
MAu xudt Excel v
PR = . S
Khén Thém miu méi

2. Chon mu
Nguwéi tao Ngay tao Hang dé dir ligu

Nhém hé tro: 04/06/2015 AS |Z| E m

DS_CBCCuxis

Hinh 125:  Buéc 2 chon mau tir thé thiét ldp va tim

Tim kiém » Nang cao

Théng tin chung Tuy chon dorn vi Qud trinh bién ché, hop ding Qua trinh cdng tac Qua trinh kiém nhiém, biét phai Qué trinh lvong, phu cip

Qua trinh dao tao, bdi dutng Théng tin khac Thiét lap Két qua

Excel || Print Trwée nz 3 45 .8 Tiép

Xudit theo mAu

. A ) ) ” . 2 " : Bon vi
H‘t‘) va Ngay si 4. Kich vao dé xuét dit iéu . Trjnh‘ Tin . Tiéng R QLNN‘ C!unh‘ E.'!fng N Chuc V!:I ) Ptmng. B
tén & theo miu &3 tai lén ngs do & hoc$ Anh % + tri $ wvién $  hiéntai $ congtacs a
CHU 17/06/1963 MNam Chuyén 9 Baihoc B A Trung * Phang Giao  UBMND
vién - cép duc - Bao
01003 tao
DUONG  25M12/1971  Nam Thanhtra 1 Bahoc A B Chuyén Socip X Phdng UBMND
vién vién Thanh tra
DUONG | 12/07/1963 Nir Chuyén 9 Baihoc  Tin B Trung X Phdng Van  UBND
vién hoc cap hda va
van Théng tin
phang
DUFONG  07/07/1970 MNam Chuyén 5} Thac st B B Chuyén Caocdp X Ch tich Lénh dao UBND
vién vién UBND UBND
Chinh chinh

2 4

Hinh 126:  Hién thi két qua
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c D E F G H J K
UBND TINH TIEN GIANG DANH SACH CAN BO CONG CHUC VIEN CHUC
SO NQIVY
Ngay sinh Gidi tinh Ténngach Biclwong | Trinh 4§ Tin hoc Tiéng Anh  [QLNN Chinh t1
17/10/1970 Nir Chuyén vién ] Bai hoc A B Chuyén vién Trung ¢
B 20/04/1967 Nam Eién tric sw 8 Bai hoc A B Chuyén vién
17/12/1960 Nam Chuyén vién 9 Pai hoc A B Chuyén vién chinh Trung ¢
11/11/1980 Nik Chuyén vién 2 Bai hoc Trung ¢
19/03/198% Nam Chuyén vién 1 Cao ding A E
22/06/1960 Nit Can sy 12 Dai hoc A B Trung ¢
31/12/1972 Nie Nhan vign phuc v 9
08/06/1978 Nam Chuyén vién 2 Bai hoc B B
04/07/1975 Ni Chuyén vién 3 Bai hoc A B Chuyén vién Trung ¢
'H 04/04/1985 Nip Nhin vién phuc vu 1 Bai hoc A B
07/07/1977 Nit Chuyén vién 4 Blai hoc A B
07/02/1976 Nit Ké toan vién 4 Dai hoc Tin hoc vin phong B Chuyén vién Trung ¢
30/01/1971 Nam Chuyén vién 4 Thac si A B Cao cip
26/03/1989 | Nik Chuyén vign - 01003 1 Bai hoe B B
09/10/1983 Nik Chuyén vin 1 Pai hoc A A Chuyén vién
18/11/1937 Nam Can sy 12 Trung cap A Trung ¢
28/11/1960 Nit Chuyén vién 3 Dai hoc A B Chuyén vién Trung ¢
NG 13/11/1360  |Nam K3 thudt vién - 13026 12 Bai hoo B
06/11/1983 Nam Chuyén vién 1 Dai hoc Dai hoc B
23/08/1936 Nam Chuyén vién 9 Dai hoc A B Chuyén vién chinh Cao c:ip
19/03/1965 Nir Thanh tra vién chinh 3 Blai hoc A B Chuyén vién chinh Cao cip
17/01/1980 Nit Chuyén vién 2 Dai hoc A B Chuyén vién
10/02/1992 Nam Chuyén vién 1 Pai hoc A C
I 15/08/1935 Nam Chuyén vién 9 BPai hoc Chuyén vien Cao cap
19/01/1971 Nam Nhén vign ki thuit 10 Trung cip B B
N 24/11/197% Nir Chuyén vién 3 Bai hoc Tnmngc
01/04/1971 Jam Chinrdn vidn o Blaih A B Chansén vidn Can can

Hinh 127:  Noi dung tdp tin excel duoc xudt theo mau

Luu y: Cén bo td churc can chon ding Hang dd dir liéu, nhu trong vi du da chon
hang d6 dir liéu 13 A5, nén khi xuét tap tin excel cac dit lidu s& bat dau tir dong AS.
5 Baocao
5.1 Bao cio chit lwgng, s0 lwgng

Hé théng cung cap nhiéu béo cao khac nhau. CBTCCS c¢6 thé bam chon menu
“Bao cao chat lugng CBCC” nhu hinh duéi day.
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& o Trang chd > Tim kigm > Tim nang cao

E

Tim kiém » nang cac

Théng tin chung | Toy chon dognyi |_Qua trinh cdng tac
Chon chl’c nang
bao cao

Q J Két qua

Bao cao

[

hién thi

Bao cao chat lwong, sd
lrong

[0

0

......... Ngé‘_.l.f sinh
......... Giéi tinh

......... 24 hiéu céng chirc

Hinh 128:  Chon menu béo céo chdt lwong CBCC

Hé thdng hién thi nhu hinh bén duéi.

Chat lwerng cing chive Chat lrorng vién chive Thang ké nhanh Tinh hinh si¥ dung

S& NGi vu Hién thi béo céo

- [0 86 Nagi v
% Béo cao sé lgng, chét lwong cong chire tir cdp huyén tré 1&n (BMO1/BNV
ban hanh kém theo Théng tw 11/2012/TT-BNV ngay 17/12/2012)

Loai hinh bién ché, hop ddng Mikc d6 bao céo
Bon vi tw hop ding Chi bao cao cac don vi droc chorji
Bién ché hanh chinh M@ rong xudng 1 cép

Hop déng trong chi tiéu M rng xuong 2 cap

Hop déng 68 CP M& réng xubng 3 cap

Hién thi bao céo tat ca to chirc

Hop cTSng Thu hit, B& &n nhan lyc cao

Hep ding khac Khéng mé rong loai hinh bién ché E|

Hinh 129:  Bdo céo chdt lirong CBCC

C6 thé chon céc thé bao cao “Chat luong cdng chirc”, “Chat luong vién chuc”,
“Théng ké nhanh”, “Tinh hinh str dung” dé xem céc loai bao cao khac nhau.

Dé xem bao céo, thuc hién cac bude nhu hinh duéi day:
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Chét Iwregrng cdng chive Chat lweng vién chic héng k& nhanh nh hinh sir dung

4. Bam chon
hién thi bao céo

Sé& Noi vu Hién thi bdo céo

W% Bao cao sb lwgng, chét lwgng céng chire tir cép huyén r& 1én (BMO1/BNV
ban hanh kém theo Thong tw 11/2012/TT-BNV ngay 17/12/2012)

-~ [[]11]) Ban thudc S& Ngi v
o [ d S& Nai

1. Chon don vi
thue hién bao céo Loai hinh bién ché, hop ddng Mikc d6 béo cao

Born vi tw hop dng

| Bién ché hanh chinh

3. E:h?n m'ch ] Chi béo céo cac don vi droc chorjis
d6 bao cao M& rong xudng 1 cap

M@ rong xudng 2 cap

Hop déing trong chi tiéu
L ea . Mé& rong xudng 3 ca
2. Chon loai bién v| Hep dbng 68 CP orongmongs e
P " pn . . Hién thi bao cao tat ca t6 chirc
ché, hgp dong | Hop déng Thu hiit, D& an nhan lyc cao

Hep dong khac Khéng mé rong loai hinh bién ché H

Hinh 130:  Cdc buéc xem béo céo chdt lwong cong churc

CBTCCS c¢6 thé bam chon don vi, loai hinh bién ché, hop dong va mic d6 béo
c4o; sau d6 bam chon nut “Hién thi bao cao” dé xem bao cao.

Hé thdng hién thi bdo cao nhu hinh bén duéi

- [1.,] Ban thudc S& Néi vu

- W] S Nai wy % Bao cao sé luong,

Loai hinh bién ché, hop ddng

Bon vi tw hop dﬁng
| Bién ché hanh chinh
Hop déng trong chi tidu
| Hop déng 68 CP
| Hop ddng Thu hit, D& 4n nhan lyc cao

Hop déng khac

Hién thi ndi dung bao cao

Trong do Chia theo ngach céng chirc
T8 T4
?ng i:ng Chuyén mén
= 5o Chuyén
N ; bién  céng Dan L. Chuyén Chuyén Can
51T Tén don vi = 3 N N . vién .. . ) .
. ché chirc Niv bang toc Ton a0 vién viénva  swva Nhan
dwec  hién vién | thidu gido 40 8 chinh & twong tireng  vién
L . F cap )
giao co 50 8 1z dwong  dwong Tién Thac Dai Cao Trung
si si hoc déng cép
A B 1 2 3 4 5 6 i 8 9 10 11 12 13 14 15 16
1 S6 Ndi vy 0 37 19 26 0 0 1 10 25 0 1 0 10 24 1 1

Hinh 131:  Hién th; b4o céo chdt lirong cong chirc

Ngoai ra c6 thé bam chon nut “Excel” dé xuit bao céo ra file excel.
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tr cép huyén tré 1én (BMO1/BNV ban hanh kém theo Théng tw 11/2012/TT-BNV ngay 17/12/2012)

B&m vao day d€ xuét béo

MUrc d6 bao cao .
cao ra file excel

*
M@ rong xudng 1 cap

M@ rong xudng 2 cap Khéng mé rong loai hinh bién ché B
M@ rong xudng 3 cap

Hién thi bao céo tat ca td chirc

Hién thi néi dung béo cao

Trong do Chia theo ngach cong chirc
Téng Téng
s6 s6
Chuyé
. . bién  céng Dan ”uyen Chuyén Chuyén Can
STT Tén don vi B N = I\ . vien . R = =
: che chirc Nip bang toc Tén - vién vién va swva Nhan
dwge  hién vién  thiéu gido cip & chinh & twong twong  vién
giao  co S0 T{Jp L} dwong  dwong Tién | Thag
si si
A B 1 2 3 4 5 6 T 8 9 10 1 12 13
1 S& Noi vu 0 37 19 26 0 0 1 10 25 0 1 0 10

Hinh 132:  Xudt bao céo ra file excel
Cac bao cio khac hoan toan tuong tu, CBTCCS c6 thé bam chon ting loai bao
c4o trong menu nhu hinh bén dudi dé thuc hién cac béo céo.
5.2 Bao cdo ting giam bién ché

Pé sir dung chiic niang Bio cio ting giam bién ché, CBTCCS kich chon vao
menu BC ting giam bién ché nhu hinh duéi

& Bao cao ~
Bao cao chat lwrong, s6 lrong

Bao cao phwing xa

BC Mga

Bao cao dao bdi dwéng

» BC tang giam bién ché {

Hinh 133:  Menu bdo cdo

Béo cao tang giam bién ché dugc chia ra lam hai loai, d6 1a bién ché cong chirc
va bién che vién chirc
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5.2.1 Bién ché cong chirc

CBTCCS chon thé Bién ché cong chirc

Bién ché cdng chirc Bién ché vién chic

% Bao c&o bién ché cong chirc trong co quan hanh chinh

£ [] /1] Tinh Tién Giang

Théri diém thiét lap Mirc dd bao cao

M rong xudng 1 cap
Mé& rong xubng 2 cép
Chon gi&i tinh E| M@ réing xubng 3 cdp
Hién thi bao cao tat ca t6 chire

Gidi tinh

Hién thi ndi dung bao cao

Hinh 134:  Giao dién bdo cdo ting giam bién ché cong chirc

CBTCCS c¢6 thé chon don vi thuc hién bao céo, thoi diém thiét lap, gidi tinh,
mirc d6 bao céo va bam vao nat Hién thi bao céo

Bién ché céng chire Bi&n ché vién chirc —
5_Kich chon dé Hien thi
bado cdo

W Bdo cao bién ché cong chire trong co quan hanh chinh

—

f-[]1,] Tinh Tién Giang 2. Chon théi diém thit lap

ém thiét lap Mirc dd bao céo

béo cdo M& rong xubng 1 cap
M& réng xubng 2 cap
M& réing xubng 3 cap
Hién thi bao cdo tét ca 1 chic

Gidi tinh

Chon gigi tinh E|

4. Chon mikc &b bao cdo

3. Chon giéi tinh

Hién thi ndi dung bao cao

Hinh 135:  Cdc budc thiét ldp théng tin bdo cdo

Khi két qua xut hién, CBTCCS c6 thé bam nat Xuit Excel dé tai két qua bao
c4o vé may tinh.
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Thanh phd C&n Thy

Kich chon & xuft
Excel

i Khéi Qudn, Huyén
. & | Qudn Binh Thiy
E o P pe C e
Quén O Mén Thai diem thist 15 Mirc 36 béc cio
Quén Ninh Kidu
Quén Thét Nét
Huyén C&r B

% Bao cao bién ché cong chiFc trong co quan ha

12015 (=] Chi bdo cao cac don vi dwoc chon

Huyén Théi Lai giot tinh ring xudng 2 cap
Huyén Vinh Thanh . . .
Huyén Phong Bidn Nam M& rong xuong 3 cap
Khéi 53, ban, nganh Hién thi bén céo tat cd th chivc

Hign thi néi dung bdo cao

Tang, giam giira ké hoach bién
Bién che giac ndm 2015 Cé m3t dén 04/06/2015 Ké hoach bién ché nim 2016 ché n3m 2016 so véi BC duge
giao n3m 2015

Tén
oo Bién = Bién Bién  Bién Bién = Bién Bién  Bién
quan ché ché ché ché ché ché ché ché
STT Tén don vi Quyédt cing  céng Hop cing cdng Hop edng edng Hop cing cdng Hop
dinh o chirc chirc dang o chirc chirc dong o chirc = chirc dong o chikc chirc dong
g Tén éng éng Téng
thanh - theo  theo theo ND - theo  theo theo NEY - theo  theo theo NBY - theo  theo theo NEY
50 . . o . . 50 . . s0 . .
lap chire chirc E8/2000 chirc chire 68/2000 chire chire E8/2000 chirc chire 62/2000
wu danh /NB-CP vy danh /NB-CP v danh /NB-CP vy danh /NB-CP
lanh  chuyén I&nh  chuyén Idnh  chuyén Iinh  chuyén
dac  mén dac  mén dac  mén dac  mén
A B 1 2 3 4 5 6 T 8 3 10 L 12 13 14 15 16 7
1 Quén Binh Thiy - 0 - - o 44 2 22 1 0 - - o 0 - - 0
1.1 UBND quén Binh Thiy - 0 - - o 44 21 22 1 0 - - o o - - o

Hinh 136:  Két qud bdo cdo va xudt excel

5.2.2 Bién ché vién chirc

CBTCCS c¢6 thé chon thé Bién ché vién chirc

—
Kuat Excel

PR . . A, i . . ) .
AL # Bao cao bién ché cong chire trong don vi st nghiép
Khai Quan, Huyén = < =
4 Bon vi si¥ nghiép cp thanh phé . .

: \w Trrdng Dai hoc Ki thudt - Céng nghé Thixi diem thiet 14p Mirc d5 bao co

P E . -
. Ban Quan Iy Dy an B4u tw xdy dyng Thanh 04/06/2015 = Chi bao céo cac don vi dwoc chon|
by

| phd N o WM& rng xudng 1 cép
G \w Trrérng Cao dang Gidi tinh L. s

' Ban Quan Iy dw an du tr xdy dung siv dun ) M@ rgng xuang 2 cap

nguén vén h& tro phat tri€n chinh thive, thanh phé Chon gigi tinh B WM& réng xudng 3 cép

(4 Trsmg Can dling Nghd Hién thi bao cao tét ca td chirc i
) Trwéng Cao ding Y t&
'l Trwding Cao dlng Kinh & - Kjj thudt
\w Trung tdm Xictién Bdu tv - Throng mai - |
lich
) Qui Blu tr phat trién thanh phé
\ul B¥ai Phat thanh va Truy&n hinh thanh phd
i ViEn Kinh t€ - X3 héi TP
‘i Ban Quan Iy dy dn DAu tw xdy dung 2, thar
phé '
4 | n | 3

Hign thi ndi dung bao céo

Hinh 137:  Giao dién bdo cdo tang giam bién ché vién chirc

Sau d6 cling lam tuong tu cac budc nhu Bién ché cong chirc
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. . PR .
= Bign che vién chirc

2. Chon thi diém - Kich chon dé Hién thi

bao cao

Khéi 5&, ban, nganh

P | W Bao cao bién ché cdng chikc trong don vi s nghiép
Khai Quén, Huyén = = o

i Don vi s nghiép cép thanh phd ) 3
R nghé \thict 13p Mirc & bao céo
1. Chon don vi thurc j
hién bao cdo wng Thanh 5 = Chi bao cdo cac don vi i
P - o WM& rong xudng 1 cép
i Trréng Cac dang Gidi tinh L. . .
 Ban Qun I di an @by te xBy dung siF dun : M@ rong xugng 2 cap
nguén vén h& tro phat tri€n chinh thive, thanh phé Chon gigi tinh B Miv ring xufing 3 cip
Trsing Can ding Nghd i€n thi bdo cao tét cd tb chirc pe
) Trwéng Cao ding Y t&
'l Trwding Cao dlng Kinh & - Kjj thudt
¢ \w Trung tdm Xictién Bdu tv - Throng mai - |
lich s
! 7w Quf Bhu tr phét tridn thanh phé ‘ 3. Chon gidi tinh I
\ul B¥ai Phat thanh va Truy&n hinh thanh phd
i ViEn Kinh t€ - X3 héi TP
- Ban Quan Ij dy an BAu tw xdy dyng 2, thar
pho
4 1 3

Hi€n thi néi dung bao céo

Hinh 138:  Cdc bude thiét ldp théng tin bdo cdo

CBTCCS c¢6 thé chon don vi thyc hién béo céo, thoi diém thiét lap, gidi tinh,
mirc d6 bao cao va bam vao nut Hién thi béo cdo

chirc | BiSn ché vién chire
Thanh phé Cin Tho

- ¥ndl 54, ban, ngann
Bndil Guidn, Hupgn
= Somvisy nghito ofp e pnd . .
|- ! i Trrtmig £l oo K] Bt - Coing ngng Théi digm thigt lip
:.«_mmyxmwnxmmw P -
- [l Trirtmg C:20 ting Cédn Thor R
- [l B Cnsdin 1 iy i i e 3y gy 4 iy il i o g o Mé& réng xufng 1 cip
|| pretiriin enin e, Barn pd Gidi tinh
- W T ca0
'.«_-nmmxg Nam |z| Mé& réng xufing 3 cip
- 2] Truomg Cao adng K - K] ewsdt Hidn thi bao céo tit o3 1 chive +
- [ \d Trung £2m Xoc B0 £du b - Throng mal - Du lich
1]l ] S prut ik B pnd
- [ | 281 P TN 1 T ik S pnd
1 Wi O 8- AP TR
- [ (o BiEn Gl I oy & S W ey g 2, i pnd
4 mn | »

. LR
Mo réng xudng 2 cap

Hign thi néi dung bao cac

Ké hoach bién ché nim Téng. gism giira ke hoach

Tén Co Bién ché giao nam 25 Comat dén 040612015 e bién ché nim 2046 so vai
cO AU nh BC dugc giao nim 2015
quan  quan phi
¢ i ¢ ¥ ci - = H - = H = = H = - H
g [EDELIT &.uyet Iy‘cap hoat Bién = Bién ?p Bién Bién ?p Bién = Bién ?p Bién Bién ?p
dmh | fren ddng Tong ché | ché dong ong ché ché dong Tong ché  ché Cood Tong ché | ché il
G| (L " =B ) cor e = ) gor e = o - e e = - e
ap | tidp h.g b | N h.g hoe NB . L hoe D . - b 1B
chwc chwc I3 chwc chwc &8 chirc chwo e chirc chwc e
A =] 1 2 3 4 3 [ T 8 ] 10 H 12 13 14 13 16 17 18 19
Treémg Bai hoc Ky thudt - Céng | — - - ] ] ] 4] -] ] i} 3 ] ] [] ] ] ] [] ]
nghé
2 | Ban Qudn Iy Dy an Biu tv xdy | - - - 0 0 0 0 31 0 28 3 0 0 0 0 0 0 0 0
ding Thanh phé
3 Trrémg Cao ding - - - 0 [/} 0 1] ] o 58 2 o 0 o o (] 0 o a
4 Trurdmg - - - ] o ] o 3z o 3 1 o Q o /] (] il ] Q
5 Trrcmg - - - 0 (] 0 o 44 o 38 [} (] il o o o il (] il
8 | Trung tim Xic tidn B3u tr - - - - Q ] 0 0 2 0 2 0 0 Q o 0 0 0 0 0

Therong mai - Du lich
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Hinh 139:  Két quda bdo cdo

Khi két qua xuit hién, CBTCCS c6 thé bam nut Xuét Excel dé tai két qua bao
c4o vé may tinh.

Kich chon &2 xudt

Excel
Kl 55, b, ngrn # Bao cao bién ché cing chirc trong dbee—m—
Kndl Qugn, Hupa
- Bomi sy nghilep cp fann phd

MiFc 38 bao cio

=] Chibéo céo ccdon vi duroc dike
3

I~ [ i Trwtmg Bl hoc K] Tuat - Cong nghe

- ¥ (s B30 Qi3 1 DF 2 Sk F 3y ymg Thamn pnd

- [\ Trrong C20 aing

- [ i B Q3 1 oy 30 1 e 3y g i aung ngude win iy

et indn cn T, T pd Gidi tinh
¥ o Trutmg C20 tling Ngnd
" luad Trustmg C20 aling ¥ 14 Cn Thr Nam IZI

! \wl Trung) t2m X0c n Sdu b - Trwromg mal - Du lich
e Cur] B oy piudt iriin o pind

W | B8 PR Bz & Tiupdin i iy i
W K - XA TR

W | 530 Oudn If Oy 30 S8 trcdy g 2, e pnd

1] Trirdmg C20 iting Kinh 88 - K] it

] Il | 3
Hi&n thi néi dung béo cdo
. . Ting, giam gitra ké hoach
. . . Ké hoach bién ché . -
Tén  Co Bién ché giso nim 2015 Comit dén 040672015 Sleaze ZEI:EH ehs nam bign ché nam 206 50 véi
oo qua_n Kinh BC diwoc giao nam 2043
quan  quan o
st Tén don vi ?,u)‘:t IY_HF hoat Bién = Bién d:’_:#l: Bién Bién d:':#l: Bign = Bién ﬂ:’?l: Bign Bién ﬂ?p
in trén .’ s n s ong s n s ‘ong s s n ‘ong s s s iy
i Ti h h T h h Ti h h i h h
lap tigp - . . NB ° . . NB . . . ND . . . NB
chirc chikc 68 chirc chikc - chirc chirc 53 chirc chirc 68
A B 1 2 3 4 5 & 7 8 g 10 | 12 13 14 15 16 17 18 18
Treémg Bai hoc Kif thudt - Céng | — - - 1] [} /] 1] T3 1] ri:] 3 1] 1] [} [i] 1] 0 [} (1]
nghé
2 Ban Quan ty Dy &n Bdu tr xdy | — - - L} [ 0 0 3 [} 28 3 [ L} o [} [ L} [ L}
drng Thanh phé
3 | Treémg Cao ding - - - L} [} 0 [1} ] [1} 58 z ] 0 ] [} ] 0 ] 0
4 Trémg Cao ding Nghd - - - 0 0 0 0 vl 0 a1 1 0 0 [} 0 0 0 0 0
5 Trwémg Cao ding Y t& = = = 0 [+} 0 0 44 0 8 [} 0 0 o 0 ] 0 ] 0
& | Trung tim Xic tidn Biu tw - - - - 0 ] 0 0 z 0 z 0 0 0 o 0 0 0 0 0

Tharerngg mai - Du lich

Hinh 140:  Xudt excel

5.3 Bao cao dao tao bdi dudng can bd cong chire

Dé st dung chire ning bao cdo dao tao bdi dudng can bd cong chirc, CBTCCS
kich chon vao menu Béo c4o dao tao bdi dudng
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& Bao cao w

Bao cdo chat lwong, 6
lurong

Bao cao phuwéng x3
BC Ngach/HELE(Tuyén dung
» Bdo cdo dao tao bdi dudng ‘

BC ting giam bién ché

Hinh 141:  Menu bdo cdo dao tao béi duong

Phan mém s¢€ hién thi

1 £ = a - - - - - - - -~ -
1 E-Judd Knoi 55, ban, nganh # Bao cao dao tao bdi dwérng can bd cdng chirc

Bean BBAH va HBND thanh phd
(y ban nhén dan thanh phd
'w Ban Dén thc
. Ban An toén giao théng thanh pha
i BAL céc Khu Ché xufit va Ciing
||| nghigp
-\ Thanh tra thanh phé
S Noivu =

] »

Theri gian

Tir 04/06/2015  dén 04/06/2015

< : 1 |

Hién thi ndi dung théng k&

Hinh 142:  Giao dién Bdo cdo dao tao boi duwong can bg cong churc

CBTCCS ¢6 thé chon don vi, va chon thoi gian sau do nhan vao nat Hién thi.
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| Ko 58, ban, rgaon
ot Qs Faarsn
Bm vl 3 rghin cip b g

4o céo 6 tao bdi dubng can b cing chive

Tl ow0s2015 04052015
Ly hubn chinh 1 Guinly nha nurse: Bé1 durng ngdn han
Kidn K
. ing | Mower
™ 61 trong . ) ov . Lo M ung [ B s
cir c: | Tung e [ S | o Chupn  Cin | TEn | The B Cso | Tung S0 B am | O e o 8 e .
nhin  cfp cip op chinh | vién s o o hoc | ging | cip cip  ning as0. = o s
= chugn  quin ' =
B i o
e
ca | Clothnrempns o o o o a a a a a a o o a a a o o a a a a o a o
3\‘ 4o s 8 womg awomg 0 0 I ] a o o o a a ] I a a a I I a o a o ] a ]
7 Q’_‘T | clprupmauong Swng 0 0 0 [ ] ) [ a [ 0 ] ] ] [ [ [ [ L] 0
0 Cip prong e wang [ [ [ [ a [ [ [ a a [ [ a a a [ [ a 0 a 0 [ a [
*Y | ouomg
Crupdnuitn cao cip 0 0 0 0 a o [ 0 0 [ 0 0 0 [ o [ o 0 o
ca | Cranvencan 0 0 0 0 0 a a o 0 0 0 0 0 0 0 0 0 0 o 0 o 0 a 0
2 ;iff" Chuenvisn ) ) ) o a a a a ) ) o ) a a a ) o a a a a o a [
3
M| Caner 0 0 0 [} ] ] ] ] 9 ] [} 0 9 9 9 9 [} a a a a [} a [}
Cong entc Ep s - - - - - - - - - - - - - - - - - - - - - - - -
3 Cang e trang ngulin gy roen - - - - - - - - - - - - - - - - - - - - - - - -
Clpwammd o o o o a a a a a a o o a a a o o a a a a o a o
a1
. oy | Clpgunnue o o o o 0 a a a a a o o a a a o o a a a a o a o
=en0
cipd 0 0 0 0 0 o o o 0 0 0 0 0 0 0 0 o 0 o 0 o o 0 o
cace | CaDochentscn o o o o a a [ a o 0 a a a 0 o [ o a o
4| pmg e et 0 0 0 0 0 o o o 0 0 0 0 0 0 0 0 o 0 o 0 o o 0 o
. Noing nguti ot g g o 0 0 0 0 9 ] o ] 0 0 0 0 0 0 0 0 0 9 ] 0 ] 0 a 0
iz
cong 0 0 0 0 0 o o o 0 0 0 0 0 0 0 0 o 0 o 0 o o 0 o

Hinh 143:  Két qud bdo cdo
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