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Phan mém Quan Iy hd so can bo, cdng chic, vién chic va Panh gia két qua lam viéc

1 Piang nhap
Tai trang chu cia phan mém, Céan bo t6 chirc co so (CBTCCS) c6 thé gd tén
dang nhap va mat khau. Sau d6 bam phim Enter dé dang nhap vao phan mém.

# Phan mém quan Iy hd so can bd, céng chirc, vién chirc va Danh gia két qua lam viéc

G& tén dang nhap
va mat khau

w Tin tire & Dang nhép l/
Phén mém quén Ij hd so cén bd, céing chivc, vién chive va Banh gia két qua lam viéc v Tén gang nhap* | cove_sny]
M3t khdu * sssssesssses
1. GIOI THIELI
Phén mém quan Iy hé so cén bd, cing chirc, vién chirc va Banh gia két qua lam viéc 12 giai phap Mhé lai

tong thé drec thit ké va xay dwng ap dung cho khi cor quan Nha nwéc. Qua dd gidp cho cac
co quan Nha nige theo déi qua trinh bién déi thdng tin coa mdi can bd, cong chirc, vién chikc
trong qua trinh cong tac tir khi bt ddu vao co quan cho dén nghi huu. H& théng gidp cac don vi
co thdm quyen quan \y can b cdng chikc, vién chirc quan Iy hd so nhan sy hidu qua, giam chi
phi, théi gian, cdng sirc, thudn tién trong vidc tra clu tim klem hd so can bd cing chive, vién
chirc. Hé thong phan mém cd cac chirc nang phan quyen dén tirng phong. ban, CBCC, CV dwoc
phép xem, stra, xda... dam bao tinh bao mét cia hd so'.

Quén mat khau?

II. CAC NHOM CHUPC NANG CHINH: Quén Tén dang nhap?
1. PHAN HE QUAN LY HO SO CBCC ~ roupy
« Quan Ij té chirc B‘aﬂ”""n'“'tuBan
« Quén Iy hd s CBCC nhap" hoac bam
3 \J 3 tril B 3 r a
* Quan ly qua trinh cdng tac ) phlm Enter dé&

* Quan Iy qua trinh lweng, phu cap

* Quan ly qua trinh dao tao, bdi dwiing
= Quan ly qua trinh khen thwéng, ky ludt
* Quan ly qua trinh bao hiém

* Quan ly qua trinh cdng tac Bang

déng nhap

Hinh 1: Bdng nhdp vao phan mém

Phan mém hién thi giao dién nhu hinh bén duéi.

#A Phan mém quan Iy hé so can bd, céng chire, vién chirc va Danh gia két qua lam viéc

#& Trang chi #& Trang cha

Bénh gia CBCC, VC v . s
e Théng tin ca nhan ST
& Quan Iy hd so
Tén: Sd Mdiwu

B Vi tri vidc lam
Tén dang nhap: ccovc_snv

Q Tim k&m o Mgay dang ky  Thi ba, 07 Thang 6 2011
Ngay truy cap cudi  Thiv ba, 23 Thang 9 2014

= Béo cdo v

= Cép ma thé

Menu chil’c nang

¢ Trao ddi ndi ba

Hinh 2: Giao dién chinh

Giao dién chinh caa phan mém gom 3 phan:
- Bén tréi la menu céc chirc nang;
- O gitra 1a phan hién thi cac noi dung cua tirng chic ning;
- Trén cung bén phai cung cip cac chirc nang co ban cua nguoi dung (sira
thong tin ca nhan, thay d6i mat khau, email hozc thoét khoi phan mém).

CBTCCS c6 thé bdm vao nat thu gon/mé rong menu chie niang nhu hinh duéi.
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# Trang chd & Trang chi
[nl] Panh gia CBCC, VC - . . n
Théng tin ca nhan
&, Quan Iy hé se
Tén: S& Mdiwu
Tén dang nhap: covc_snv

Q Tim = — Ngay dang k:j Thir ba, 07 Thang 6 2011
Ngay truy cap cudi  Thir ba, 23 Thang 9 2014

o Vi tri vidc lam

= Bao cao v

: =] 5 A - A I
B3 Cap méthé Bam vao day dé
thu gon menu

¢ Trao déi néi bd 250
chl’c nang

Hinh 3:  Thu gon menu chiic nang

Sau khi thu gon menu chirc ning, CBTCCS c6 thé ré chudt vao céc biéu tugng,
phan mém hién thi cac chirc ning tuong ting cho phép CBTCCS bam chon thao tac
(nhu hinh bén duai).

A A Trang chi
ot Thana tin Ré chudt vao céc biéu
ar . . r

g tugng de hien thi cac
& menu chl’c nang
- tuong ung
| — | -

Tén dana nhap: covc_snv
o Tim ém j  Thi ba, 07 Thang 6 2011
i Thir ba, 23 Thang 9 2014
= Tim kiém nhanh
= Tim nang cao
o}
NUt md rong/thu
gon menu

Hinh 4: Mo réng/thu gon menu chiic nang
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2 Quan Iy hé 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 hd so CBCC (nhu hinh duéi).

@ A Trang chi
] > -

Trang chu Bam vao day de
hién thi giao dién

\ Quan ly ho so CBCC

&  Quanly hd so
Q
(=

Hinh 5: Chon nhém chite ndng Quan ly hé so

Phan mém hién thi giao dién quan Iy hd so nhu hinh duéi.

& 4 Trangchl > Quan Iy hé sor ~ N . -
Bam vao day de

l hién thi ciy don vi
Quan ly hé so

- 4 Danh sach trich ngang

Q

= + Thémmdi | @ Xoa = Picu dong  [EEW NN E

L
—
3=

Hinh 6:  Chon nhém chitc ndng Qudn Iy hé so

Tuy theo mirc d6 phan cong cong viéc, CBTCCS c6 thé duoc phan quyén quan
Iy hd so don vi minh ¢éng tac hoic cac don vi con & bén dudi.

CBTCCS c6 thé bam vao nit “Hién thi don vi” dé xem cac don vi thuoc pham
vi quan ly ctia minh.

Trong vi du nhu hinh bén dudi, CBTCCS duoc phan quyén quan 1y hd so
CBCC, VC cua S& Noi vu (SNV) va cac don vi su nghiép cia SNV. (O phan cudi tén
don vi déu cd hién thi sé lwgng CBCC, VC cua don vi d6 giap CBTCCS dé theo ddi
va quan ly).
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BA&m vao day dé€ 4n
cay don vi

Bam vao cac nut mii
tén dé md réng, thu
gon cay dan vi

Quan ly hé so »

i & Nai wu (90) e o P ——— e e e
l? . Ban thudc S& NS T2 Danh séch trich ngang | Diéu dong @B | Kiém nhiém @ | Biét phai @ | Nang lwong thuéng xuyén @
i L] Bon vi sy nghigp thuge Sé NGi w (15) Mghi hivu @ | B6 nhiém lai@ | Danhba | Pangvien @ | Tw Hepding@ | Dé xudt sra HS @

4. (L S& Nai w (43)

- |_| Ban lanh dao (5)

- |_ Phéng Cai cach hanh chinh (8) Bang lam viéc |z|

- |_ Phang Can bd, cdng chirc (6)

- | Phong Cang tac thanh nién (2) Téng sd: 43 CVCCETD: 1 csaTe: 2 | Nv: 2

+  Phong Quan 1y Van the: oy 5 2 =D S0 R
=l ORI e ien chel(t) Cor s Tin hoe: 32 | »=BH Tanh: 2 | Co s TAnh: 35 | ==BH NN Khac: 1 QLNN CVC: 9

: & Ti e
: Phang Xay duwng chinh quyén (4 -

Gy EET T R ) e I

- LI Vn phang (12) Tim: Excel || Print Trsee - 2 3 Tigp

I
&

- | Thu hiit, D& &n chwa phan céng (0)

Tin .
L Ngay sinh  Ngach Bac Trinh Tieng QLNN Chinh QP
Hovatén N s+ Y as M amms s s
= o Ké
AN 29/08/1991  toan 1 BH 8  TOEC
Phwong ..
vien

Hinh 7:  Chon nhém chize ndang Qudn Iy ho so

CBTCCS phai bdam chon 01 don vi minh muén quan ly tai thoi diém hién tai.
Khi chon don vi, phan mém s& hién thi danh sach CBCC, VC cuaa don vi (nhu hinh
duai).

Quan Iy hd so » sé 61 vu (43)

* Ll:;_]._sjEll\laQr: :Eu%}cu)S& Noi v (32) Danh sach trich ngang | Biéu ding @ | Kiém nhizm @ | Biét phai @ | Nang lwong thueng xuyén €
E ’I‘-jES};”N";t F‘g;lepthuqc S&r Nai w (15) Mghi hivu @ | B6 nhiém lai@ | Danhba | Pangvien @ | Tw Hepding@ | Dé xudt sra HS @
- |_| Ban lanh dao (5)
- |_ Phéng Cai cach hanh chinh (8) "W X CANGIEIEAY | Dang 1am vige |z|
- |_ Phang Can bd, cdng chirc (6)
- L Phang Cang tac thanh nién (2) CVCCATE: 1 [ CVCAT: 10 csate: 2 [ nv: 2

= E:‘?”g ?,“a: y VaBr! ‘th“”hlfim’ @ TE Khac: 3 | BH CTri: 1 | CC CTri: 10 | TC CTri: 1 | SC CTri: 0 | ==TC Tin hoc: 4
on 0 chuwc - bien che
AL . [. ) Co s Tin hoe: 32 | >=BH TAnh: 2 | Co & TAnh: 35 | >=BH NN Kkhée: 1 [ Corsé nn khae: 1 | ann cvee: 2 [ awneve: 9
- |_| Phang Xay dwng chinh quyén (4} - -
QLN CV! 30==Tudi=40: 10 | 40==Tui<50: 5 Nam>55: 4

- |_| Thanh tra (2}
Tim: Excel || Print Trrée - 2 3 Tiép

- | Thu hiit, D& &n chwa phan céng (0)
- | Van phang (12)

Thong tin thong ké
CBCC cuia ddn vi

L Ngay sinh  Ngach Bac Trinh Tiéng QLNN Chinh QP
Hovatén N s ¢ Y ass M amns ¢ s
- Ké
} AN 29/08/1991  toan 1 BH B  TOELC
Danh sach CBCC B0 vién
cua ddn vi
Ngé Thi Kim Thiy  16/09/1988 Cansy 1 TC THV B

Hinh 8: Hién th; danh sach CBCC ciia don vi

Sau khi d4 chon xong don vi, CBTCCS nén bam chon “An Cay don vi” d¢ hién
thi day du cac cot thdng tin trong bang danh séch CBCC, VC (nhu hinh duéi).
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Quan Iy hd so » s o wu (42 Hién Cay don vi

B \E tab chic nang

Loc danh séch CBCC rmmors

Danh sach trich ngang Bigu ding &m nhiém Biét pha

+ Thém mé 6 Nghiép wu Dang lam viéc

—

Céc nit chifc néing
0] wose s <] o071

Tim- Excel || Print Trwic MM 2 3 Tiép
Ti . Loai bBa Doi
. Ngaysinh Ngach | Bac Tinh " | Tiéng QLNN Chinh QP-AN Chirc ) dal | Tang | wol
Hovatén o : . VK . hoc B Phéng hinh  vién twong
] s ] dos . Anhz s tri % s vu % N . . cha
9 Ké
Nguy&n Vj e Th
SUELA, 29/081991  tozn 1 BH B  TOEIC ' HDTH ,”
Phwong . phdng hut
vien
HD
A . . Van trong
Ngé Thi Kim Thiy  16/09/1988 Cansy 1 TC THVP B ! !
phong  chi
tigu
aalthilicand oz09rrees CVE Th.st ELTS  cv Van o Uz
Lan vién phang hut
UElD RIS 2nareer ST 4 o By B B cv XDCQ  HDTH a7
Trang vién

Hinh 9:  Hién thi day du cac cét théng tin trong danh séch CBCC cuia don vi

Trong muc Quan Iy ho so, CBTCCS c¢6 thé chon tirng tab chirc nang dé xir ly, gom:

- Danh sach trich ngang: hién thi danh sach va thong tin cia CBCC, VC;

- Piéu dong: quan ly danh sach CBCC, VC cho diéu dong;

- Nang luong thudng xuyén: quan ly danh sach cac CBCC, VC sip dén
thoi diém nang luong thuong xuyén;

- Nghi huu: quan ly danh séch CBCC, VC sip dén thoi diém nghi huu;

- B& nhiém lai: quan ly danh sach CBCC, VC sip dén thoi diém bd nhiém
lai cbng tac;

- Danh ba: danh sach gom céc thong tin co ban caa CBCC, VC;

- bang vién: quan 1y danh sach dang vién ctaa don vi;

- Tu Hop dong: quan Iy danh sach ngudi lao dong tu hop dong caa don vi;

- Pé xuat stra HS: quan Iy cac yéu cau chinh sta hd so do CBCC, VC dé
xuat.

2.1.1 Quan ly danh sdch trich ngang hé so CBCC

a. Thém méi hé so CBCC
Tai tab chirc ning “Danh sach trich ngang”, CBTCCS c6 thé bim vao nit
“Thém méi” dé thém méi hé so CBCC (hinh dudi).
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Danh sach trich ngang | Diéu ding @@ | Kiém nhiém @ | Biét phai @ | Nang lwong thwéng xuyén @

Pangvien €) | TwHopding@ | Dé xuit sira HS @

+ Thém mdi & Mghigpwu ~ |EESENTEET IRV -
Téng s6: 43 |- 2 cveeste: 1 [ cveate: 10 [ ovate: 27 | ¢ ﬁ

CCCTri: 10 \ I - ==BH T.Anh: 2 | Co & T.Anh: 35 | ==DH NN.Khac: 1
; = W Aiz40 =50: 8 | Ni=50: 1 | Nam=55: 4

~r ~ A ~
{ Bam vao day de

Thém mdi ho sd

Ti .
Mgay sinh  Ngach Béac VK Trinh hm Tiéng QLNN Chinh Q

Hovatén a oc
. = - - dos : Anh% = tri #

L1

Hinh 10: Chon chitc nang thém méi hé so

Man hinh hién thi giao dién thém méi nhu hinh dudi

jii M o = @

< s | @

Théngtin chung | Bién ché; Chircvu; Ngach, bdc | Trinh 86, 30 tao

Bonvi cing tac (*) S& Thang tin va Truyén théng  ~

Anh thé ' Howatén ()
Giitinh (*) [=]
_______________________ Ngay thang nam sinh (%) ]
36 hiéu céng chirc
M3 56 BHXH M3 56 thué

Déan tde () Kinh Tinh trang hdn nhan (%) |Z|

Bia chi thurérng trd (*)

Nguyén quan (*) Chen tinh thanh... v ‘ | Chon qudn huyén... v H Chon phung ¥a...
Bién thoai di ddng Bién thoai cor quan
Bia chi email Yim
Dangvién (*) =]
Ghi chd

Hinh 11: Giao dién chize ndng thém méi hé so

C4c nit chire ning tai man hinh nay, gdom:

- “Luu va thém méi”: luu hdé so CBCC vao co so 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;
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- “Luwu va cap nhat”: luu hdé so CBCC vao co s& dit liéu. Van hién thi giao dién
man hinh hién tai & CBTCSC c6 thé nhap tiép céc thong tin khac;
- “Quay v&”: quay lai man hinh danh sach hd so CBCC.
Mot sé truong thong tin caa CBCC bat budc phai nhap, khi bAm luu, hé théng
s& kiém tra, va hién thi théng bao céac tredng can phai nhap, nhu hinh bén dudi.

| Thong bao |
#& | A Trangcho Phat hién 16 18i sau:
] & Luuvathémmei | & Luuvadong | B Luuva cip ——% L e e e e T s I
chung"
Théng tin chung Bién ché; Chikcvy; Ngach, bac | Trinh dd, dao tac * Chon gidi tinh trong the "Thdng tin chung”

« Nhap ngay sinh trong thé "Théng tin
P P — - chung”
Benvi cing tac (*) 56 Thing tin va Truyén thing = —
: « Chon tinh trang hén nhin trong the
| "Théng tin chung”
Hova tén (* Gidi tinh (*) « Nhap dia chi thudng trd trong thé "Théng

M o s

7 tin chung"

Naay tha . inh (* = Chon nguyén quan (tinh thanh) trong thé
gay thang nam sinh (*)

"Théng tin chung"
= Chon nguyén quan (quan huyén) trong
o

= 56 higu céng chirc W3 s6 BHXH thé "Théng tin chung"

» Chon nguyén quan (phuéng x&) trong the |

i

"Théng tin chung"

W3 s thué Dén toc (* Kinh
! e () « Chan loai hinh bi&n ch&, HE trong thé
| "Bi&n ché; Chic vu; Ngach, bac”
Tinh trang hén nhan (%) » Chon hinh thifc hueéing lrgng/ngach trong

7| thé "Bién ch&; Chirc vu; Ngach, bac"
7|« Chon ngach trong thé "Bi&n ch&; Churc vu;
| Mgach, bac"
» Chon bac trong thé "Bién ch&; Chirc vu;
v || Chon quén huyén v | Ngach, bac"
v | » Nh3p ngdy hudng bic trong thé "Bién ché;

Bia chithuwérng tri (*

Mguyén quan (*

Chirc vu; Ngach, bac"

Hinh 12: Théng bdo cdc trieong thong tin bet bugc nhdp

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

Bién ché&; Chircvu; Ngach, béc

Loai bién ché, hgp dong

Loai hinh bién ché, HD (*) B
Déi twong déc biét

Béitreng 922 bic BH

(D& an 47,32 cii)

Dditrong 922 bac sau BH
(D& an 393,56 cii)

B i trong thu hit

Ngach, béc, chirc vy

Hinh thirc hwéng B

lwerngingach (*)

Hinh 13: Théng bdo cdc trirong thong tin bat bugc nhdp
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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 thdng tin chi tiét ho so

Quan |y ho so » 56 Théng tin va Truyén théng (43)

Danh sach trich ngang Ty Hop dong @

Bigu ding @ Nang lvong thugng xuyén @ | Mohi huu @ B6 nhiém lai @D Danh ba

Bangvién @)

BéxudtsiraHS @ | Vitriviéclam

e o | = oivors [EETET

BHCTri: 3 E >=DH T.Anh: 1 | Co s& T.Anh: 5 | >=BH NN.Khac 0 | Co s& NM.Khac 0 | QLNN CVCC: 3 | QLNN CVC: 2
QLnn cv: 27 | <30: 5 | 30<=Tudi=20: [ =50: 11 | nit=50: 2 | Nam=55: 4 | >60: 0 |

Bam vao day dé xem

Xem | 28 IZ| mu LA a Tim:
chi tiét ho sg CBCC
i R . Tin  Tiéng ; ; : . = i
g h N h B Trinh QLNN  Chinh Ch . L B B Gh
Ho va tén ysim o Hgach B0y MM hoc  Amn oS gpan SYS pneng 0 Pand Bl !
* ] * dos . N tri vu hinh vien twong cha
- ; Chuyén
Bang Bai Huynh 15/02/1988 vign 1 BH BC-VT  BCHC 47
SNV
Biang Hing Cam Chuyén Thu a3
- g g 22/041980 v 3 Th.st cv BC-XB  BCHC hiit x
Wi vién tham
393 tra

Hinh 14: Chon xem chi tiét hé so CBCC

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

# Trangchi > Quaniyhdse

Théngtin chung | Quatrinh céngtic | Quétrinhlwong | Quatinh d3otao | D& xuitthay d6ihd so

Bam vao day dé
chinh stra ho sd

~ + r ~
Ba&m vao cac tab de

Thang tin chung xem thém cac thong tin

Pdi twong

47

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

Loai bién ché: hop déng

Loai hinh bién ché, HD  Bién ché hanh chinh

Hinh 15: Hién th; chi tiét ho so CBCC

Tai day, CBTCCS c6 thé bim vao céac tab dé xem thém thdng tin qua trinh cong
tac, qué trinh luong, qua trinh dao tao...
Ngoai ra, c6 thé bAm chon nat “Chinh stra hd so” dé chinh stra hd so CBCC.

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

C4c nit chire ning gom:

- “Luu va tiép tuc”: luu thong tin vao co so dit liéu va giir nguyén man hinh dé
cd thé chinh stra tiép cac thong 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

FALRGEI & T5i anh the len Hovatén(*) |Bang Dai Huynh
Gidi tinh (*) Nam |E|
Mgay thang nam sinh (%) 16/02/1988 s} 36 hiéu céng chikc
56 CMND Ngay cip [
Scan CMND £ T3i ban scan CMND 1&n Moi cap IZI
M3 56 BHXH
M3 6 thué Bia chi email

Dan thc (*) Kinh IZ| Tan giao |ZI

Hinh 16: Giao dién chinh siza ho so CBCC

d. X6a ho so CBCC

Tai man hinh hién thi danh sdch CBCC, tich chon vao hd so mudn x6a, sau do
bim chon nat “Xo6a”.
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rérng xuyén () Nghi hueu () Bé nhiém lai () Danh ba Dang vién () Tw Hop cTE:ng ()

Danh sach trich ngang 9|  BAm vao déy dé
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
c:2

CC CTri: 6 § TC CTri SC CTri: 0 § ==TC Tin hoc: 8 § Co s& Tin hoc: 3 | >=BH TAnh: 1 | Co s& T.Anh: 5 | ==BH NN.Khac: 0 | Co =0 NN.Khac: 0 | QLMN CVCC: 3 | QLNN CV/

30<=Tubiz40: 15 | 40==Tudi=50: &

—SENGEnG | Dang lam viée B

Mi=50: 2 | Nam=55: 4 [ =60: 0

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

Tai giao dién man hinh chinh sira hd so CBCC, bam chon tab “Qua trinh bién
ché, hop dong”, hé théng hién thi giao dién nhu hinh bén duéi.

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 lwrc 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 18: Quadn Iy qua trinh bién ché, hop dong

a. Thém méi thong tin bién ché, hop déng

CBTCCS c¢6 thé bim chon nat “Thém méi” dé thém méi théng tin bién ché,
hop dong cho CBCC. Man hinh hién thi cac trudng théng tin can nhap nhu hinh bén
duéi. Sau khi nhap day di thong tin, bam nat “Thém mai”.
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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 5]

Bam vao day dé
Thém mdi qua trinh
bién ché

Hinh 19: Thém méi théng tin bién ché, hop dong

b. Chinh sira thong tin bién ché, hep dong
Tai man hinh hién thi théng tin qua trinh bién ché, hop dong, c6 thé bam chuot
vao nit “Diéu chinh” nhu hinh bén dudi.

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 C

B&m vao day dé Diéu
chinh qua trinh bién
ché

Hinh 20: Chinh sira thdng tin bién ché, hop dong

Sau khi thay d6i cac thdng tin can thiét, bAm chon nat “Diéu chinh” dé luu thong
tin chinh stra vao co so dir liéu.
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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 =]
Mgay két thic Bién ché hanh chinh St quyét dinh 3
) Bién ché siF nghiép
Co quan ra quyét dinh Hop dﬁng 58 CP Mgay 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 21: Lueu théng tin chinh siza cia qua 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 ~ . a N . ic -
' yendung I Bam vao day dé xda tiét
Bién ché hanh chinh B Xét tuyén hodc Phan céng fru B 01/01/2014 01/01/2017 Q
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
v Hop déng 68 CP B 01/01/2013 01/01/2014 Q
Sé quyét dinh 123/QDb Co guan ban hanh SGTT&TT
WVan ban dinh kém Chon tap tin dinh ké

Hinh 22: Xda théng tin bién ché, hop dong

Hé thng hién thi thdng béo yéu cau xac nhan x6a. Bam chon nit “OK” dé xéc
nhan hoic “Cancel” dé hay bo énh xda.
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Ban cd chac chan mudn xda cic bién ché hop ddng d3 chon?

[ OK ] ’ Cancel ]

Hinh 23: Thdng bao xac nhdn x6a thong tin bién ché, hop dong

2.1.3 Qudn ly qua trinh céng tic cia CBCC
Tai giao dién man hinh chinh sta hd so CBCC, bam chon tab “Qua4 trinh cong
tac”, hé thdng hién thi giao dién nhu hinh bén dudi.

Hb so can bd - Nguyén V§ Phuong

Qua trinh céng tac

Théng tin chung | Qua trinh bién ché, hep ding

Qua trinh khen thwdng ky luat Qua trinh bao hiém HGO sor nhan than

D6bi tugng dic biét

D4 4n 922 béc Dai hoc (47.32)

D& an 922 bac sau Pai hoc (393.56)
+| Thu hut

Bé 4n 89

Siéu nhan

Qua trinh céng tac

# Tir ngay Dén ngay
01/04/2014 S Néi v
02/09/2011 23/09/2014

Qua trinh kiém nhiém, biét phai

# Tir ngay Dén ngay Bon vi

Loai di tuong ()

S6 QB bé tri (%)

Don vi

Trung tdm Van hoa thé thao quan Hai Chau

Qua trinh lreng, phu cdp | Qué trinh dao tao, bdi duéng

Qua trinh cdng tac Dang, Boan, doan thé khac

Vén dung

B

1628/QB-UBN Ngay QB bé tri ()

Phong
Van phing

BP Tuyén truyén

Loai hinh Chirc vy Hé sé chirc vu

19/03/2014

Chirc vu

Théng tin khac

=]

Thao tac

Thao tac

Hinh 24: Quan ly qué trinh cbng tac

a. Thém méi thdng tin cdng tac

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

dudi.
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Thém mé&i qua trinh céng tac

Bon vi cong tac (%) S NG vu Phing céng 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 25: Thém mgi théng tin cong tac

Sau khi nhap day du cac truong thong tin, bdm chon nut “Thém méi” dé luu

thong tin cong tac vao co sé dit ligu.

b. Chinh sira 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 duéi.

Qua trinh céng tac

# Tir ngay Pén ngay

01/04/2014 Sé& Ngi vu

Ba&m vao day dé Diéu

v T chinh qué trinh cong tac |,

|

Thao tac

faolphong R Pitu chinh
02/09/2011 23/09/2014 Trung tam Van hda thé thao quan Hai Chau BP Tuyén truyén z|C

Hinh 26:

Chinh sira théng tin cng tac

-17 -




Phan mém Quan Iy hd so can bo, cdng chic, vién chic va Panh gia két qua lam viéc

Diéu chinh qua trinh céng tac

Bon vi céng tac ()
Mgay bat dau (*)
Chirc vu

S6 quyét dinh

Trung tdm Van hoa thé thao

Phang céng tac (*)
Ngay két thiic

Hinh thic phan céng (*)
Co quan ban hanh

Ngay ban hanh

BP Tuyén truyén

23/00/2014 B8

Mién nhiém

Diéu déng theo nhiém vu

Chuyén dbi vi tri ND158

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

Hinh 27: Luwu thong tin chinh siza qua trinh cong tac

Sau khi thay d6i, bAm chon nat “Diéu chinh” dé luu thong tin cong tic vao co s
dix ligu.
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.
Bam vao day
dé xda

Té Datacenter X v v

Qua trinh céng tac

Tich chon théng tin
codng tac mudn xda

Ben vi Phong

Hinh 28: Xoba théng tin cdng tac
Hé thdng hién thi thong bdo yéu cau xéac nhan x6a. CBTCCS c¢6 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 thdng tin kiém nhiém, biét phai. Hé thdng hién thi cac trudng
thong tin dé nhap nhu hinh bén duéi.
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Loai hinh (%)
Mgay bat déu (%)

Chike wy ()

Ceor quan ban hanh

Thém md&i qua trinh kiém nhiém biét phai

Kiém nhi EI

B
Bi&t phai =

Bonvi (%)
Mgay két thic

St quyét dinh

MNgay ban hanh

Ban Thi dua - Khen thwéng v

£

-3

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

Hinh 29: Thém mdgi thong 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¢ dir 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 30: Chinh siza thong tin kiém nhigm, biét phai
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Diéu chinh qua trinh kiém

nhiém biét phai

Loai hinh (*} | Kiém nhi B

Mgay bat dau (*) | [EDEEEE &

St quyét dinh &
Su

21
28

September 2014
Mo Tu We Th Fr
12 3 4 5
g8 9 10 M 12
15 16 JuEl 18 19
22 23 24 25 26
29 30

>
Sa
6
13
20
27

Bonvi () Ban Thi dua - Khen thuréng v
Ngay két thic B
Co quan ban hanh

MNgay ban hanh =]

Bam vao day dé Luu
thong tin chinh sura
qua trinh kiém
nhiém/biét phai

Hinh 31: Lwu thong tin chinh stra qué trinh kiém nhi¢m, biét phai

Sau khi thay doi, bam chon nut “Piéu chinh” dé luu thong tin kiém nhiém, biét

phéi vao co s¢ dir liéu.

f. Xoa thong tin kiém nhiém, biét phai

CBTCCS c6 thé tich chon vao 6 théng tin kiém nhiém, biét phai mudn xo6a, sau

J4

d6 bAm chon nit “Xoéa

» dé xoa.

Qua trinh kiém nhiém, biét phai

Tich chon théng tin kiém
# nhiém, biét phai mudn xda Bon vi

v 01/01/2013 01/01/2014

Co quan ban hanh

Sé Théng tin va Truyén thang

S6 quyét dinh 1234/0B

i

Loai hinh

Kiém nhiém EI v

;:

13

MNgay quyét dinh

Tép tin dinh kém Chon tap tin dinh kém

Bam vao day Hg s6 chirc
dé xéa vy

Hinh 32: Xoba thong tin kiém nhigm, biét phai

Hé thng 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 tab “Qua trinh luwong,
phu cdp”, hé thdng hién thi giao dién nhu hinh bén dudi.

Qua trinh lwong, phu cip duoc chia ra 2 nhém can cr theo quy dinh Bang lwong
cua Nghi dinh 204, Nghi dinh 205.
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Cac chirc nang thém méi, chinh sira, x6a hoan toan twong tu cac phan khac.

H6 so can bd - Nguyén Vi Phwrong & 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 ND 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 trrdc nam 2003 hodc tw nhap theo Bang Ilwong 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 33: Qudn Iy qud trinh heong, phu cdp

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

Hinh thirc hwéng Hwedng Irong HD 100% -
lrerng/ngach (*)

Mgach (%) Chuyén vién ' < Naach 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 34: Chon ma ngach luong

Khi bdm chon nit “Ngach khac”, hé théng hién thi man hinh cho phép
CBTCCS g6 tir khoa dé tim kiém ngach.
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Hinh thire hwéng
lwrorng/ngach (*)

Hwrdng IFong HD 100%

N

[yl

Mgay bat du ()

Hoa sitrung cép

Mgach (*) Chuyén vién E| & Noact
Chon ngach khac =
Bac () Ml
Hoa si

G6 tén ngach
dé tim kiém

m|

Hinh 35: Chon ngach khac

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

Tai giao dién man hinh chinh stra h so CBCC, bam chon tab “Qua4 trinh dao
tao, boi dudng”, hé théng hién thi giao dién nhu hinh bén duéi.

Hb so can bé - Nguyén V§ Phuong

Théng tin chung Qua trinh bién ché, hop dang Qua trinh cdng tac

Qua trinh khen thwéng ky ludt Qua trinh bao hiém Hé s nhan than

Trinh dé hién tai

Trinh d4 chuyén mén  Bai hoc Chuyén nganh daotao  Ké toan
Trinh @& tin hoc B
Tiéng Anh  TOEIC
I. Qua trinh dao tao chuyén mén m
# Tir ndm Pén nam Trinh dé Hinh thirc Loai Chuyén nganh BT Thao tac
2013 Pai hoc Chinh quy Gigi  Kétoan (= [a
IIl. Qua trinh bdi du&ng nghiép vu [+ mem mor | @ s |
# Nam tét nghiép Loai trinh do Trinh dé Loai/Biém Chuyén nganh BT Thao tac
Tin hoc B ﬂ a
Ngoai ngi TOEIC 0.00 Anh ﬂ Q

e C

Qua trinh dao tao, béi duidng

Qua trinh lwong, phu cap Théng tin khac

Qua trinh céing tic Dang, Doan, doan thé khac

Hinh 36: Qudn Iy qud trinh dao tao, boi dwéng ciia CBCC

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

Cac chirc nang Thém mai, Chinh sira, X6a hoan toan twong ty nhu & trén.
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2.1.6 Qudn ly qua trinh khen thwong, ky ludt cia CBCC

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

(1]

€

Hb so can bd - Nguyén V§ Phuong

Qua trinh khe.wthLu-a-;:g-L;r|Luat Qué trinh bao H& so' nhan than : Qua trinh cing tac Dang
Quia trinh khen thuéng & T
# Tir ngay Dén ngay Hinh thirc Ly do S6.QP Co quan QP Ngwéi ky QD Thao tac
Qua 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 chire hang ndm A
Tie Dén Hinh thirc binh bau Két qua binh bau phan Co sé phan loai, Phiéubducia Tylé  Phifubdu  Tylé Thao
ngay ngay phan loai danh gia loai, danh gia binh bau don vi % chu quan % tac

Hinh 37: Quan Iy qua trinh khen thuong, Ky lugt

Cac churc nang Thém mai, Chinh stra, X0a ciing hoan toan tuong ty nhu & trén.
2.1.7 Qudn Iy qud trinh bdo hiém ciia CBCC

Tai giao dién man hinh chinh stra hé so CBCC, bam chon tab “Qua4 trinh bao
hiém”, hé thong hién thi giao dién nhu hinh bén duéi.

€

Ho so can bo - Nguyén V§ Phugng

FRPTT I——

Qua trinh khen thyéng ky luat | Qua trinh bao hiém Hé so nhén than Qua trinh céng tac Dang, oan, doan thé khac

Qua trinh bao hiém x4 hoi + Thém i
Cép béac, chirc vu, chire .. = £ .3
. : ’ L Ph N Id | T t Th
# Tirngay  Bén ngay danh, m:;?] o Cél'l glmldsé"ung e Nguwéi /déng ontHs)n:Hlen t;:o
don vi, dia chi dv dong = e
P Nguyé&n Vi =
01/09/2014  29/10/2014  Chuyén vién VP SNV 2.691.000 0,000 SNV Phuong 282,555 F.

Hinh 38: Quadn Iy qué trinh bao hiém

Cac chtrc nang Thém mdai, Chinh stra, X06a cling hoan toan twong tu nhu ¢ trén.
2.1.8 Qudn Iy hé so nhén thin ciia CBCC

Tai giao dién man hinh chinh sira hd so CBCC, bdm chon tab “H0 so nhéan
than”, hé thong hién thi giao dién nhu hinh bén dudi.
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Phan mém Quan Iy hd so can bo, cdng chic, vién chic va Panh gia két qua lam viéc

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 39: Qudn Iy hé 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 tab “Qua trinh cong
tac Pang, Poan, doan thé khac”, hé thong 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 40: Qudn Iy qud trinh céng tac Pang, Podan, dodn thé khéc
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Phan mém Quan Iy hd so can bo, cdng chic, vién chic va Panh gia két qua lam viéc

Cac churc nang Thém mai, Chinh stra, X06a ciing hoan toan tuong tu nhu & trén.
2.1.10 Qudn ly théong tin khdc ciia CBCC

Tai giao dién man hinh chinh stta hd so CBCC, bdm chon tab “Théng tin khac”,
hé thdng 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

=] =]

Béi tweng hwéng chinh .
o hreng vong chin Viéc 1am 1au nhét

sach
Chiéu cao (cm) Can nang
Sire khoe Mhém mau B

ERIEN

Thwong binh (loai) Hinh thirc thwong tat

S6 sb thong tat Khuyét tat B

Mang lwc s& trrdng |Z| Nang lwe sé trvdng khac

Hinh 41: Quan ly théng tin khac cua 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 thi 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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Phan mém Quan Iy hd so can bo, cdng chic, vién chic va Panh gia két qua lam viéc

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"

cc et 10 [ TecTri 1 ==DH T.Anh: 2 | Co =& T.Anh: 35 | ==BH NN.Khae: 1 [ Co sé Nhkhace: 1 [ aLnn cvee: 2 [ aln

 Thei vige 250 1
| W D3mit ~ . A m
T _ | 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 y tHf’
P . an ~ an rong
Ngé Thi Kim Th 1 ¢ THVP B
I Ngd Thi Kim Thiy diéu dong phéng  chi
tiéu
Trén Thi Hoa Chuyé vV
et 03/09/1983 " 2 Th.si ELTS CV M HoTH
Lan &n phéng

Hinh 42: 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 43: Théng b&o yéu cdu xac nhdn diéu déng 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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Bam vao day dé thuc
hién diéu dong

T

Trinh | Chirc Bang 2 = -
STT Hotén Ngaysinh Ngach Ba Phé Divi chuyén dé Ngay chuyé
o tén gay sin gac ac a5 v ong | L. vi chuyén dén gay chuyén
Ngé Thi | Chon don v ‘
[ s v
1 | Kim 160911988 1 TC =1 \ a
. sw phang
Thiy .
UBND quan Ha Chau
Trung tdm Van hdathé
Mguyén Ké Vs thao quén Hai Chau
2y 29/08/1991 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

iL:}

Chon dan vi
diéu dong dén

56 Qb Ngay Qb

quyén sir dung dat Hai
Chau

Trrérng THCS Kim
Béng

Hinh 44: Chuyén hé so diéu déng CBCC

Chon don vi chuyén dén, nhap thdng tin ngay chuyén, sé quyét dinh diéu dong,

ngay diéu dong, sau d6 baAm “Chuyén hd so”.

Ban c6 chac chan diéu ddng cic hd so nay?

| oK

]’ Cancel ]

Hinh 45: Xac nhdn chuyén hé so diéu déng CBCC

Hé thdng yéu cau xac nhan diéu dong. Bam chon “OK” dé thyuc hién, hoic bam

chon “Cancel” dé huy bo diéu dong.

2.2.2 Quan ly danh sach diéu dpng CBCC

CBTCCS c6 thé bam chon tab “Piéu dong” dé xem:

- Danh sach chd x&c nhan diéu dong;

Lich st diéu dong.

Danh cho tiép nhan diéu dong dén don vi minh;
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Phan mém Quan Iy hd so can bo, cdng chic, vién chic va Panh gia két qua lam viéc

Danh sach trich ngang | BDidu ding €W &m nhiém @ Biét phai (@ ang lwong thwéng xuyén @ ghi hwu @ | Bé nhiém lai @ Danh ba
Pang vién @) | Tw Hopding@ | DA xuit sira HS @

Danh sach ché xac nhan =T TR

# 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

Hinh 46: Quan ly diéu déng CBCC

2.3 Quan ly ning lwong thwong xuyén

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

h sach trich ngang Bigu '?i';:@ ém nhiém (@) Biét phai (i Nang lvong thwéng xuyén@ ghi hru @ B nhigm la (2] Danh ba
i@ Ty Hopding @ it sira HS @
Tim: | Excel | Print Ti 1 2 3 Tiép
Bac lwong hién tai Bac lwong nang l1én
Hinh Con
Cha Té M3 .. or
Ho va tén Ngay sinh Phong e e"h ! ah thirc e Thoi e Thoi  lai(Ngay)
vao o noach NGACH . ong  Bac . VK diém  Bac = VK diém .
hwéng nang
) Nhan Huwéng
. Van . lwrorng
L& Nam 09/08/1963 phong vién 0101 HE 2 1.68 01/01/2009 3 186 01/01/2011 1361
bao v
aove 100%
) Nhan 15T
- . Van R Irorng
Blang Triém 01/01/1965 . vién 010Mm ) 2 1.68 01/01/2009 3 1.86 01/0172011 -1361
phdng L thuréng
bao vé .
xuyén
Phang
N4
Can  Phé  Chuyén lu:]g
Nguyén Thi Thay 21/11/1959 bé, Trwéng vién 01002 thu&ng 4 542 01/09/2011 5 | 5.76 01/09/2014 -22
cing phéng Chinh . 2
; xuyén
chivc

Hinh 47: Qudn ly ndng luong thuong xuyén

Dé 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.
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nh sach trich ngang Diéu déng @D {igm nhiém @) Biét phai @ Nang lrong thwdng xuyén @ Nghi huwu € B m lai @ Danh ba
gviéen @ | TwHopding@ | DéxudtsraHS @
1 Nang lwong thwéng xuyén 2. B&m vao déy g8
thu'c hién nang ludng
Tim: | Excel || Frint Twec [EEMM 2 3 Tiép
Bac lwong hién tai Béac lwong nang lén
Hinh Con
Chi Té Ma y -
Ho va tén Ngay sinh Phéng e e"h “ . thic e Thoi e Thei  lai(Ngay)
Y4 noach NGaCh L wéng  Bac . VK digm  Bac VK diém -
, ~ hwé 5
1. Tich chon CBCC muédn — eI
thuic hien nang lugng " Hudng
Var Iwror
L& Nam 09/08/1963 phz:g vign 0101 ”H?g 2 168 01/01/2008 3 1.86 01012011 1361
bao vé 100%
"
. Nhan -
. . Van . lwrorng
Déng Trigm 01/011965 - vign 01011 ) 2 168 01/01/2009 3 1.86 01012011 1361
phang L. thwéng
bao vé .
xuyén
Phang
"
Can  Phé  Chuyén Iu‘?:ng
Nguy&n Thi Thiy  21/111959  bé,  Trwing  vién 01002 thu_dng 4 542 01/09/2011 & 576 01/09/2014 22
cdng phang Chinh . $
xuyén

chirc

Hinh 48: Ndng lvong thuong xuyén cho CBCC

Hé théng hién thi danh sach cac CBCC da tich chon nang lwong nhu hinh bén

dudi.
1 Nang lrong theo danh sach
Kiém tra lai danh sach trwéc khi nang leng. Néu d4 chic chan, hdy bam vao nit ‘Nang lwong theo danh sach
Tim: ‘ Excel || Print Tred: 1 2 3
Bac lwong hién tai Béc lwong nang lén

Chic | Tén | ma | 'Ioh

Ho va tén Ngay sinh  Phong h h thirc Ha Thei diém Hé Thei

ve  MOACh nOAC | eng Bac ¢ VK ) Bic ¢ VK  diém

SO hwéng sO N

nang
] Nhan Huwéng
. Van . Iwerng

L& Nam 09/08/1963 phing vién 0101 HE 2 1.68 01/01/2009 3 1.86 01/01/2011
biio va
e 100%
. Nhan Nang
- . Van . Iwerng
Déang Triém 01/01/1965 . vién 0101 . 2 1.68 01/01/2009 3 1.86 01/01/2011
phang .. thuwéng
bao vé R

Xuyén

Hinh 49: Danh sach CBCC ndng luwong thuong Xuyén

Sau khi kiém tra ddy du chinh xac théng tin, c6 thé bam chon “Nang luong theo
danh sach” dé thuc hién nang luong.
2.4 Quan Iy bé nhi¢m lai
CBTCCS c6 thé bam chon tab “Bé6 nhiém lai” dé xem danh sach cac CBCC cua
don vi minh sap dén han bo nhiém lai chic vu.
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T

Thiy

Phi

Diém

Thanh

V& Ngoc

Vé Thi Thu

Bang Chi

# Ho va tén

Nguyén Thi

Giei
tinh

Nam

Ngay sinh

21/11/1959

10/10/1963

08/11/1983

20/10/1964

Phoéng

Phang Can
bd, cdng
chirc

Phdng Xay
dwng chinh
quyén

Phang Can

bd, cdng
chirc

Thanh tra

Excel Print

Chirc vu

Phd
Trwéng
phang

Trwéng
phdng

Pha
Trwéng
phdng

Chéanh
thanh tra

Bé nhigm lai @
~r ~ s ~ Ay
Bam vao day dé xuat
danh sach ra file Excel
Hinh . .
Trinh Ngay bd Ngay bé
r”j thirc Chuyén nganh galyi * gay m.
dé nhiém nhiém lai
. aT : em |
Dai - Tal Ké toan 21/08/2009  21/08/2014
hoc chirc
Pai i Kmh‘te c\on.g
; nghiép va giao 01/10/2009 01/10/2014
hoc chirc . N
théng van
Thac | Chinh | Quén tr] nhén 01/11/2009  01/11/2014
si quy lwc
Dai Tai Kinh t& Quan tri
- - : fO7/: JO7/
hac chie inh doanh 06/07/2010  06/07/2015

%]

Con lai
(ngay)

-33

39

286

Hinh 50: Qudan Iy bé nhiém lai chic vu

C6 thé bam chon vao nat “Excel” dé xuat danh sach ra file excel.

2.5 Quan ly nghi huu

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

Tim:
TT Hova
" gﬁ va
- tén
’ Pham
Tén Tai
Nguyén

2 Thi
Thay
Ché

3 | Viet
Son

Gidri
tinh

Dé xudt sira HS

Chirc
Ngay sinh  Phé
gay sin ong w
Phé
Ban I4nh
211091954 oM gim
dao =
doc
Phd
Cé:nbgﬁ Pho
21111959 "% Trsng
cong héin
chire prong
_ Phé
16121956 DN
dao =
doc

Excel Print

Tén
ngach

Chuyén
vién
Chinh

Chuyén
vién
Chinh

Chuyén
vién cao

cap

Ma
ngach

01002

01002

01001

Hinh
thirc
hwéng

MNang
Irerng
trudrc
théi han

MNéang
lwong
thwérng
Xuyén

Chuyén
ngach/ B
nhiém vao
ngach

Nghi hueu @

Bac lwong hién tai

e
Bac © VK
S0
7 644
4 542
2 | 656

Théi diém

hwéng

0111201

01/09/2011

01/03/2013

Ngay nghi
hwu

01/10/2014

01/12/2014

01/01/2017

Con
lai{Ngay)

2 nam
101 ngay

CBCTCS c6 thé bam tich chon cac CBCC dén thoi diém nghi huu,

Hinh 51: Quan ly danh sach nghi hwu

chon nut “Lap danh sach nghi huu”.

-30-

sau d6 bam




Phan mém Quan Iy hd so can bo, cdng chic, vién chic va Panh gia két qua lam viéc

Hé théng hién thi danh sach cac CBCC d4 tich chon nhu hinh bén dudi.

Ngay Qb

1 Chuyén céc hé se trong danh sach sang ngh hu
ar a A ” ”
Bam vao day dé chuyén
o hé sd nghi huu cho CBCC Excel || Prnt
Bac lwong hién tai
Ho . . . ~ Hinh ) . N
: || . ?'c: Noy sinh! | Phang] [ o Te"h ”ah thibe e Thoi ”91” nghi | ﬁf"\ ) Hihthoc
n vu ngac ngaci N x wu al a
tén : ge 92 hwong  Bac sél VK diém 2itgay
hwéng
Nang
Pham Ban Phd Chuyén Iwrorng
1 Tan MNam  21/09/1954  ldnh gidm  vién 01002  trwéc 7 6.44 01/11/2011  01/10/2014 8 B
Tai dao dbc Chinh thér
han Hwdng BAo hiém x4 hoi
Tinh gi&m bién ché
Xem E| muc Bang xem 1 dén 5 trong tdng s6 5 muc

Hinh 52: Lap danh sach CBCC nghi Auu

CBTCCS chon hinh thirc 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 DPang vién

CBTCCS c¢6 thé bam chon tab “Pang vién” dé xem danh sach dang vién cua don

Vi minh, nhu hinh bén dudi.

Bam vao day dé xust
danh sach ra file Excel

Tim: Excel || Print 1 2
Nga Novi Chi , Chi bién thoai
TT  Hova Gisi . ) Chirc  Ngay vao o o A T R jonithsal ‘
# - tinh Ngay sinh  Phong Dan chinh két vu Dan I Dia chi Email
2 thirc nap Bang 9 Doan Nha riéng Di déng
Mguyén 06 Va
Thi Va Thi 53
1| Ni 15111987 o 011172011 011112012 2 ez
Kigu phong ba
Anh Ning
Phéng
103 Khu
Chi b D.
Ban Chung
V6 Ban TCCQ E:DTFE"
2  Cdng Nam  03/12/1971 |&nh déc 19/12/1996 19/1211997 TP DBa 17 Vin 0905026099 chanhvc@danang.gov.vn
Chénh dao Mang, .
. Kudn
tinh Ha
an-en Thanh
Khé,
BN
T
s
Bang Ban Phd nén 9 Trung -
3 Cdng MNam  30/03/1958 l&nh gidm 14/04/1982  14/10/1983 nh\gé 32 CAmLé 05113822085 0914039725
Chic dao dic g 4 -ba
Dién N&n
Ban 2

Tiép

Yl

Hinh 53: Xem danh sdach dang vién

C6 thé bam chon vao nut “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 bAm chon tab “Kiém nhiém” hoic “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.

# Ho va tén

# Ho va té

n

1 Nguyén Vi Phueng

Kiém nhiém @

Ben vi kiEm nhiém

Danh sach CBCCVC dwoc cir dén kiém nhiém

Danh sach CBCCVC cua don vi cir kiém nhiém

Ben vi kiém nhiém

Ban Thi dua - Khen thuéng

Chirc vu kiém nhiém

Ngay bat dau

Chirc vu kiém nhiém

Déi phé

Ngay bét dau

17/09/2014

Ngay két thiic

Ngay két thiic

Hinh 54: Xem danh sach kiém nhi¢m/biét phai

2.8 Thong tin danh ba CBCC

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

Tuong tu nhu cac tab khéc, co thé bAm chon nat “Excel” dé xuat ra file excel.

TT  Hova Gidi
- tén tinh

Mai
1 | Kim N
Anh

Va

2 Tiidu Nam
Anh
Nguyén
Thi

3 . N
Kigu ¥
Anh

Ngay sinh

16/10/1985

19/01/1987

16/11/1987

Phong

Phang
Xay
dwng
chinh
quyén

Phang
Ta
chikc -
Bién
ché

Van
phing

Chirc
vy

Phd
Trwrdng
phong

56 CMND

201482596

201554787

201546142

CMND

Ngay cap

01/04/2008

15/05/2014

24/08/2004

Novi

Thanh
phé
ba
N&ng

Thanh
phé
ba
N&ng

Thanh
phé
ba
N&ng

Excel

Dan
toc

Kinh

Kinh

Kinh

Print

Hén
nhan

Ba
két
hdn

Chura
két
hdn

Chura
Két
hén

Nei sinh

Haa Tho,
Hoa
Vang,

Da Ning

B2 Nang

Bia chi

Phuréng
Thac
Gian,
quan
Thanh
Khé, Ba
Nang

Phwérng
Khué
Trung,
quén
Cam Lé,
thanh
phé Ba
Mang

06 Vd
Thi Séu
Da Ning

Danh ba

Nguyén

H6 khéu

quan

Thanh phé Ba

Quing = a
Nang-Q

TricHuyen Hai o1 0

P

A TETE ne-Phueng
Thac Gian

Thanh phé Ba
N&ng-Quéan

Quang Nam—  Cam

Hwng

Lé-Phwéng
Khué Trung

Thanh phé Ba
N&ng-Quén

Yeén-Huyén Thanh

M§f Hao-

Khé-Phwéng
Tam Thuan

Bién thoai
Nha riéng D
0989887734

3 Quan Iy cAp mi thé

Hinh 55: Xem thong tin danh ba CBCC cua don vi

CBTCCS c6 thé bam chon menu “Cap ma the” dé vao trang quan ly cap mé the.
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# Phan mém quan Iy hé so can bd, cong chirc, vién chire

# Trang chad # Trang chi

Blanh gia CBCC, VC " . . n
b Théng tin ca nhan

&, Quan Iy hé so
Tén: Sd Ndiwu
Tén dang nhap: ceocve s

Q Tim kidm v Mgay dang ky  Thd ba, 07 Thang 6 2011
Ngay truy cap cudi  Thik nam, 25 Thing 9 2014

BER Vitrivigc [am

= Bao cao e

B9 Cép mé ths ] Chon menu cap ma the

¢y Trao déi ndi bd

Hinh 56: Menu cdp mé the

Hé thdng hién thi giao dién nhu hinh bén dudi.

Ii'!'i Cay don vi

1. Bam chon don vi

i 1] Ban thufc 5827 - .
i ] Benvis : T6 chirc » 56 NGivu
i thuge S8,
4 () 8¢ Floi w —_—
- _| Ban lanh dao Danh sach CBCC @ | Chocipmiasé @ | Dicipmisé @
-~ || Phang Cai cach
hanh chinh ~ "
- | Phéng Can ba, . N 2. Bam chon "Danh :
cing chikc Danh sach hé so sach CBCC"
-~ _| Phang Cdng tac
thanh nién
EUD’:’E:S%Suan Iy Tim: | Excel || Print Trwére 2 3 4 5 Tiép
- _| Phong Té chike - - -
] m 3 i Gidi . . § Ma Tén P . c
& Trang cho :;'"1 Hinh thé tinh N9 5'": Ph°"=g f:“: Ma thé e CMNE Ngay Ca'; Sg::
s ! N s

[l anh gia CBCC, VC v

N 10/05/1979 Phong Trwong |EEERNEEE T Chuyén 201383304  03/06/2010  Thanh
& Quan Iy hé so Quan  phang vién phd
1y Van 2a
8 Vitrfvide lam th, N&ng
Iuru tril
Q Tim kiém v
. Bang Nam 01/01/1965 Van 01011 Mhan
B Bdo cio e Triém phang vién
. bao vé
B »Cap ma thé
- Dang N 23/06/1986 Phdng QUERREEEE] 01003 | Chuyén | 201531756 | 10/02/2011
¢ Trao d6i ndi bd Mgoc Cai vign
Thu cach
Trang hanh
chinh

Hinh 57: Giao dién trang qudn Iy cdp méa thé
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Lan lugt bAm chon don vi, sau d6 bam vao tab “Danh sach CBCC” nhu hinh trén

3.1 Giri cAp mi thé

dé hién thi danh sach CBCC cua don vi minh.

Tai man hinh giao dién hién thi danh séch CBCC trong phan quan ly cip ma the,

CBTCCS c6 thé tich chon cac CBCC muébn cip ma the, sau d6 bam nat “Guri cap ma
the” dé guri yéu cau cap ma thé 18n S¢ Noi vu.

Danh sach CBCC @

Danh sach hé so

Gigri
tinh

Mguyén
Thi Té
Loan

Nguyén
Thi
Kidu
Anh

Lé& Nam MNam

Ngay sinh

-
-

02/03/1985

15/11/1987

09/08/1963

[ 1. Tich chon CBCC ]
Excel Print

Phong Chirc

-
-

Van
phdng

Van
phéng

Van
phdng

vu #

Ma thé

-

[

2. Bam chon "Guii
cap ma thé"

Ma Tén

$6 CMND
ngach ngach © .
01004 201482586
01003 Chuyén 201546142
vién
01011 Mhan
vién
bao vé

IS

G

Ngay cép

-

12/06/2000

24/08/2004

Mevi
cips

Thanh
phé
ba
Mang

Thanh
phé
Dba
Mang

Hinh 58: Guti cap ma thé

Luu ¥, ¢6 thé tich chon nhiéu ngudi dé giri cap ma thé cho cac CBCC ciia don vi

minh.

3.2 Xem danh sich chd cip mi thé

CBTCCS ¢6 thé bam vao tab “Chd cap ma s6” dé xem danh séch cho cap méa the

cua don vi minh.
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Cher cip ma s6 @)

B&m vao day dé xem
danh sach chd cap ma the

Tim: Excel || Print T 1 T
Gii Ma Ma Tén . 5
Ho va . Ngay sinh = Phé Chi . 56 CMND  Ngay c3 Nei
hc,: va‘ Hinh the tinh 2 sm‘ ong‘ “’C‘ the ngach ngach o . 2t capA fﬂ .
tén & N = $ wvu % . . N E $ cap #
Nguyén My 02/03/1985 Wan 01004 201482586  12/06/2000  Thanh
Thi Té phéng phé Ba
Loan Nang
Xem | 10 E Dang xem 1 dén 1 trong téng s6 1 muc - 1 B
muc

Hinh 59: Danh sé&ch cho cdp mé thé

3.3 Xem danh sich da cAp ma thé

DPé xem danh sach cac CBCC da duoc cap mé thé cia don vi minh, CBTCCS c6

thé bAm vao tab “Da cap ma sd”.

Danh sach B Daclpmi sb @ B
A ~ A A
Danh sach hd so da cép ma thé Bam vao day de xem 05 COVE
danh sach da cap ma the
Tim: Excel || Print T 1 T
. Gigri L. i i Ma Tén P . o .
an \.'aA Hinh thé tinh Ngay SIIT PhonAg Cherc M thé P S — S0 CMN[AJ Ngay ca[i N?IA
tén % N + F vus N . : + caps
Nguyén Ni 02/031985  Van 01004 201482686 12/06/2000 Thanh
Thi Té phang phé
Loan Ba
Mang
Xem | 10 B Bang xem 1 dén 1 trong tdng s6 1 muc T 1 BB

Hinh 60: Danh sdch da cap ma thé

3.4 1Inthé CBCC
Déi véi cac CBCC d3 duoc cap ma the, CBTCCS ¢ thé vao tab “D3 cap ma s6”,
tich chon CBCC mubn in thé, sau do6 bam nut “In thé CBCC”.
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Danh sach CBCC@ | Checipmisi@ | Dicipmisé@ | Cheinthétir @ | D4 in thé tin®

Danh sach hd so da cdpmathe [ 1-Bam vao day de xem Chuyén inth ts
DS da cap ma the
Trwéc n Tiép

Excel

T Print
2. Tich chon CBCC 3. Bam chon nut "In the
mudh in thé ccver .

= ey sinh - Pha Chi = =d CMND  Ngay c3 Novi
N inh the tinh B 5|n‘ on‘g ulc Ma the * ngach ngach - . e CaE ?’IA
té " = $ wvus$ N N = $ cap®
Nguy&n Ni  02/03/1985 Van 01004 201482586  12/06/2000 Thanh

Thi Té phang phé

Loan ba
Mang

Xem | 10 B Bang xem 1 dén 1 trong tdng s6 1 muc Trwéc n Tié

muc

Hinh 61: Chon chizc nang in thée CBCC

Hé thdng hién thi phdi thé¢ CBCC, CBTCCS c6 thé bim nut “IN” dé in thé.

~

=
% Y UBND THANH PHO PA NANG
\ iy ) SO NOI VU

b4

NGUYEN THI TO LOAN
T04-01.004 0030109

IO VO

[N i Bam vao day dé In the ]

Hinh 62: In the CBCC

Luru y, ¢an chinh sira dinh dang trang in nhw sau.
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@ 222255132122/cbccve v2findexph 7 G | |[B-Google P Y B % & = |~ |[=]

|2 Most Visited @ Getting Started [ ] Suggested Sites | | Web !

Cut Copy Paste
( * \ UBND THANH PHO PA NANG - 100% +
‘ﬂ[ SGNQI VU
0 e B
NGUYEN THI TO LOAN Mew Window N;,u: Private Save Page
R = \ indow

T04-01.004-0030109

il
= O ®
Pript— —Hictary Full Screen
IR T A

/p o

Eé’m vao déy dé? chnh Find Options Add-ons
dang trang in ’

Hinh 63: Chon dinh dang trang in

Chon “Page setup...”, tich chon “Print background”. (bat budc phai chon dé in
duoc hinh nén va in mau).

) Thé Can bd Cong chirc - Mozilla Firefox [=]
g

Close

’ Print.. l lPageSEtgp--- Page 0 4 1 of 1 B H‘ Scale: [ShrinkToFit v”[_, Portrait|__ Landscape

€ Can bd Cong chi http://222.253.132.122/cbeeve_v2/index.phpToption=com_capmath...
1. Bam chon "Page
Setup..."
Page Setup
SG NQI VU Format & Options | Margins & Header/Footer
Format

NGUYEN THI TO LOAN
T04-01.004-0030109

Orientation:

[ :_l Eortraité ) |Landscape
Scale: | 100 % Shrink to fit Page Width

R R T optons

Print Background (colors & images)

2. Tich chon "Print background 3. Bém chon
(colors & images) "OK"
V4
| ok || cance |

Hinh 64: Cdu hinh dinh dang in
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3.5 Guriin thé tir

Mot s6 don vi hoat dong trong Trung tdm hanh chinh TP Pa Néng va mot sb
chuc danh & cac don vi khac dugc in thé tir theo quy dinh cua thanh phé thi CBTCCS
s€ 0 thém chuc nang “Gri in thé tu”.

Chon chtric nang “Guri in thé tir” nhu hinh bén dudi.

Danh sach CBCC Ché cap ma sd Pacipmisi @ Chér in thé ti B4 in thé t

3. Bam chon nut
"Chuyén in theé tor"

Excel

Print

Danh sach hé so da cap méa thé
Tim- !
2. Tich chon CBCC
mudn gui in the tdr _
/ﬂinh the tinh - SIIT N . Mathe $ ngach ngach "
tén N L] F vus N N s s
N Ni

Ma Tén

Phéng Chirc S6 CMND  MNgay chp  Noi
* chps
guyén 02/03/1985 Van 01004 201482586  12/06/2000 Thanh
Thi Té phéng phé
Loan ba
Mang
Xem | 10 E Pang xem 1 dén 1 trong téng s6 1 muc Tvic B Tiéo
muc
Hinh 65: Gui in the ter
3.6 Xem danh sach cho in thé tir
bé xem danh sach cho in thé tir, CBTCCS bam chon tab “Cho in thé tu”.
Danh sach CBCC Chér cap ma sd Bd cap ma sd Cher in thé tir B in thé t
, X s Bam vao day dé xem
Danh sach hé so ché in thé tir . . L.
danh sach chg in the tur
Tim: Excel || Print T 1 T
. Gigi o . ) Ma Tén . . .
an \.'aA Hinh the tinh Ngay smf PhonAg Chu’Ac M the P o — 56 CMN[AJ Ngay ca[i N:}slA
tén 3 . s F wvus . . : s+ caps
Nguyén NF 02031985 Van 01004 Can 201482586 12/06/2000 Thanh
Thi Té phang s phi
Loan Bba
Mang
Xem 10 E Bang xem 1 dén 1 frong téng s6 1 muc 1 B
muc

Hinh 66: Danh sach cho in theé tur
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3.7 Xem danh sach da in thé tir
Pé xem danh sach d3 in thé tir, CBTCCS bam chon tab “P3 in thé tir”.

Danh sach CBCC @ | Checipmisi@ | Dicdpmidsi@® | Cheinthétir@ | Diin thé ting

[ | ~r ~ ~ ~ .
Tim: ‘ Excel || Print Bam vao day dé xem Tirée n Tiép
danh sach da in thé ti
Gigi Ma Tén . .

Ho va . Ngay sinh = Phe Chi . S6 CMND  Ngay ca Novi
,9 va. Hinh the tinh e sm. on.g u’:. Ma the + ngach ngach ° . s ca;: ?I.
tén = a = T vusw a a = v capws
Nguy&n NG 02/03/1985 Vin 01004 Cin 201482586 12/06/2000 Thanh

Thi Té phéng s phéi

Loan ba
Nang

Xem | 10 E| Dang xem 1 dén 1 trong tdng s6 1 muc Trwéc n Tiép

muc

Hinh 67: Danh sdach da in thé tur

4 Tim kiém
4.1 Tim kiém nhanh

CBTCCS c6 thé tim kiém ho so CBCC theo nhiéu tiéu chi khac nhau. Dé thuc
hién tim kiém nhanh, bAm chon menu “Tim kiém nhanh” nhu hinh bén dudi.

A& @A Trang chi > Quan Iy hé so

) :
* Quan ly hé so » sé nsi vu (43)

~ — . ® | Bidtphii @
Chon chifc nang
tim ki€m

Danh sach trich ngang

Tim kiém

Tim kiém nhanh CANGITETRA | Dang lam viec
L LT T g i ieif 1 53 CTri: 0 § ==TC Tin hoc: 4 | Cor s& Tin hoc: 32 | ==BH T.Anh: 2
30<=Tubi<40: 10 | 40<=Tudi<50: 5 Nir=50: 1 | Nam=55: 4

O I I o

Tim: ‘ Excel

Hinh 68: Chon chic nang tim kiém nhanh
Hé thdng hién thi giao dién nhu hinh bén dudi.

-39-



Phan mém Quan Iy hd so can bo, cdng chic, vién chic va Panh gia két qua lam viéc

Tim kiém nhanh TimQ | Nang cao -
Ho va tén
Chirc vu Chon chirc vu
M3 ngach Chon ngach

Bonwvi Chon don vi

Tim: Excel | Print
Ho va Ngay Tén Bac Trinh Tin Tiéng QLNN  Chinh Loai Bbang Chirc Phéng Bon
ttn <« sinh % ngach $¢ Ilwong ¢ d6 % hoc$ anh $ $ tri $ hinh & vién & wvu % $ vi %

Khéng tim thdy dang nao phi hop

Xem 10 E Bang xem 0 dén 0 trong tdng s6 0 muc

Hinh 69: Giao dién trang tim kiém nhanh

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

Két qua tim kiém hién thi theo danh sach bén duéi.

Tim kiém nhanh —

1. Nhap céc tiéu
Hovatén | thanh chi tim kiém

Chirc vu Chon chirc vu

M3 ngach Chon ngach

Bonwi S& Noivu % — —
3. Hién thi ket
qua tim ki€ém
Tim: Excel Print 1
st Ho va Ngay sinh Tén Bac Trinh Tin Tiéng QLNN Chinh Loai Bang Chirc Phéng Bon
tén = ¢ ngach$ Ilwong$ d6 % hoc$ anh % s tri ¢ hinh $ vién & wvwu # $ vi %
1 L& 29/03/1985 Chuyén 2 Trung Tin B Chuyén Bién ché X Van S&
Thanh vién cép hoc vién hanh phang i vu
Hai van chinh
phang
2 Mguyén  17/06/1978 Chuyén 1 Baihoc Bai C Chuyén Socdp  Bién ché S&
Thi vién hoc vién hanh Mai vu
Thanh chinh
Thay
Hinh 70: Hieén th; ket qua tim kiem CBCC
A A A (AT LR A A H A 3 \ N
CBTCCS c0 thé bam chon nat “Excel” dé xuat ra file excel két qua vua tim
kiem.

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 niang in 4n hd tro sin
cua trinh duyét.
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4.2 Tim kiém nang cao

Hé thng hd tro chirc ning tim kiém nang cao rat da dang. CBTCCS c6 thé chon
nhiéu tiéu chi loc, tim kiém khac nhau.

Céc tiéu chi loc, tim kiém duoc phan ra timg tab “Thong tin chung”, “Tuy chon
don vi”, “Qu4 trinh cong tac”, “Qua trinh lwong phu cip”, “Qua trinh dao tao, boi

99 ¢

dudng”, “Thong tin tac”.

CBTCCS c6 thé chon céc tiéu chi tim kiém mong muén ¢ timg tab nhu cac hinh
du6i day.

Tim kiém BUDR EEE——

Théng tin chung

Ho va tén Gici tinh |Z|
S6 higu céng chive

Dan tic Chon dén tdc Tén gido Chon tén gido

Mgay, thang, nam sinh »= |Z| <= |Z| Tudi »= |Z| <= |Z|
S6 CMIND Ngay cip | »= B = B
Nei cép ' Mei sinh
Bia chi thwéng trd Tinh trang hén nhan |Z|
Mguyén quan T . v
H& khau thudng tri |- - v
Dai bidu QH,HEND Blia chi email

Sé dign thoai Di ding

Hinh 71: Chon tiéu chi tim kiém tab “Théng tin chung”
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Tim kiém o T o

Tay chon don vi

Pon vi
Bon vi .| Ban thudc Sé& Néi vu
' ; L] Bern vi sw nghiép thudc S& Néi v
4 [ 56 Naiw
- || | Ban l4dnh dao
- w| | Phang Cai cach hanh chinh
Phang Can bd, cing chic
Phang Céng tac thanh nién
Phang Quan Iy Van thw, lwu tri
Phéng Té chivc - Bién ché
Phang Xay dung chinh quyén
Thanh tra
Thu hit, D& &n chwa phan céng
Van phdng
Loai hinh
Loai hinh bign ché Hanh chinh Cpaonvi & LI :é”h Ch*_‘[”h
St nghigp L S nghiep

Hanh chinh va sw nghiép
Goéi lwong, géi chire vu

||| Hé théng Géi lvong ||| Hé théng géi chirc vu

Gdi lwrong Gdi chirc vu
Hinh 72: Chon tiéu chi tim kiem tab “Tuy chon don vi”
Tim kiém ol — o
Qua trinh lrong, phu cép
Tim kiém theo ma ngach Tim kiém murc twong dwong chia ngach
Mgach chirc danh = |Z|| . Mgach twong dwong = |Z| |Z|
Hoac ngach chike danh = |Z| Q Hodc ngach tweng dwong = |Z| |Z|
Hun luyén vign it
Hoac ngach chirc danh = | | Hoac ngach twong duon =
’ |Z| Hwéng dan vién chinh b ! : : |Z| |Z|
Luong, Hé sb Ther vién vién

Phwong phap vién

Hoa s7

EEE R

Mgay bé nhiém ngach, >

chikc danh Bao tang vién
Kijf sw (Cao dang)
Bac lrong »= . . s
Kiém sodt vién trung cap thi
. trurérng
Hé sd lwong
Dwng phim vién chinh o

N
1

Mgay hwéng bac ol |

[

Thei gian xét ndng lweng =
I3n sau

Hinh 73: Chon tiéu chi tim kiém tab “Qud trinh lrong, phu cdp”’

Sau khi chon cac tiéu chi mong mudn, bam chon nat “Tim” dé hién thi két qua
tim kiém.
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Tuong ty nhu ¢ phan “Tim kiém nhanh”, CBTCCS c6 thé bam chon cac chic
ning xuét file excel hoic in an.
4.3 Thiét lap tim kiém

Trong phan Tim kiém nang cao, c6 thé chon céc cot théng tin mudn hién thi
trong két qua tim kiém nhu sau: BAm chon tab “Thiét 1ap”, tich chon céc cot thong tin
mudn hién thi nhu hinh bén dudi.

Tim kiém o | o

2. Bam ndt "Tim" F

| Danh sach thang tin hién thi Luwu két qua tim kidm v
—| Théng tin chung 1Ehon thcng th

hién thi trong két
qua tim ki€ém

Ho va tén

MNgay sinh
Gigi tinh
34 higu cing chic

Sé CMND

Mgay cip CMND

Hinh 74: Thiét Igp tim kiém

Hé thdng hién thi két qua tim kiém tng véi cac cot thong tin da dugc thiét 1ap ¢
trén (Ho tén va Ngay sinh).

Tim kiém

Théng tin chung

Két qua Hién thi tim kiém vdi céc cbt
thdng tin da thiét 13p (Ho tén
va Ngay sinh)

Tim: Ex P 2.3 4 5 >
Ho va tén //ch‘iysinh s
Bii Thi Thu Linh 16/01/1989
Ché Viét Son 16/12/1956
Duwerng Tric Tién 01/01/1989
Hoang Cdng Nghia 15/02/1986
Huynh Bao Trung 27/06/1984
L& Hoang Phuc 18/11/1987
5 Baocao

Hé théng cung cap nhiéu béo cdo khac nhau. CBTCCS c¢6 thé bAm chon menu
“B4o cao chat lugng CBCC” nhu hinh duéi day.
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& o Trang chd > Tim kiem > Tim nang cao
[atal)

2 Tim kiém » Mang cao

-] Théng tin chung Tuy chon don yi O trinh cRn e

Q J Két qua Chﬂn '(’:huj'(a nang
bao cao

3 | Baccao hién thi

= Bao cao chat lvong, s6
lrong

......... Ngé‘_.rf sinh
--------- Gidi tinh

......... S hidu cong chikc

Hinh 75: Chon menu bao céo chat liong CBCC

Hé thdng hién thi nhu hinh bén duéi.

Chét lwong céng chirc Chét lwgng vién chive Thang ké nhanh Tinh hinh si¥ dung
S& Néi vy Hién thi bao cao f Xudt Excel
B[]0, S& Nai vy

% 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 MG réng xudng 1 cap

M& réng xubng 2 cap
M& réng xubng 3 cap
Hién thi bao céo tat ca td chirc

Hop déng trong chi tiéu
Hop déng 68 CP

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

Hep ding khac Khéng m& rdng loai hinh bién ché E|

Hinh 76: B&o céo chdt lwong CBCC

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

Dé xem bao céo, thuc hién cac bude nhu hinh duéi dy:
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Chét lvgng cing chikc Chit lrgng vién chiic | Théng k& nhanh | Tinh hinh si¥ dung
4. Bam chon
. . - -

hién thi bao cao

Sd No6i vu Hién thi bdo cdo

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

Hop déing khac

Khdng mé réng loai hinh bién ché H

Hinh 77: 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 bao 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 78: Hién thi bao céo chdt lwong cong chiic

Ngoai ra c6 thé bam chon nut “Excel” dé xuit bao céo ra file excel.
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Phan mém Quan Iy hd so can bo, cdng chic, vién chic va Panh gia két qua lam viéc

tr cap huyén tré 1én (BMO1/BNV ban hanh kém theo Théng tw 11/2012/TT-BNV ngay 17/12/2012)

Bam vao day dé xudt bao

Mirc d6 bao cao -
cao ra file excel

Chi béo cao cac don vi dwoc chol

Mé& rong xudng 1 cap

Mé& rong xudng 2 cap Knhéng md réng loai hinh bién ché B
M& rong xudng 3 cap

Hién thi bao céo tat ca t chire

Hién thi ndi dung bao cao

Trong dé Chia theo ngach céng chirc
Téng Téng
s6 s6
Chuyé
bién  céng Dén ”uyen Chuyén Chuyén Can
STT Tén don vi = B . Il . vien .. S . .
’ ché chirc Nib bang téc Tén - vién viénva swva Nhan
dweye  hién vien  thidu gido cip & chinh & twrong trong  vién
giao co s Tf]p TD dwong  dwong Tién Thag
s si
A B 1 2 3 4 5 6 7 8 9 10 1 12 13
1 S& Néi wu 0 37 19 26 0 0 1 10 25 0 1 0 10

Hinh 79: Xudt bao cao ra file excel

Céc bao cao khac hoan toan twong ty, CBTCCS c6 thé bam chon ting loai bao
c4o trong menu nhu hinh bén dudi dé thuc hién cac béo céo.
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