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Phan mém Quan 1y hd so can bd, cong chuc, vién chirc

1 Nghiép vu diéu dong
1.1 Piéu dong CBCCVC

Tai giao dién hién thi danh sich trich ngang, Can bd td chirc clia co s
(CBTCCS) c6 thé tich chon cic CBCCVC muén thyc hién diéu dong, sau d6 bim

chon nit “Piéu dong”, nhu hinh bén dudi.

Quan ly ho so
Danh séch trich ngang (0] (0] (0] ! (5] ) (2] (2]
(26 1609 @ P i .
2. Bam vao nut "Nghiép vu"
[Ting st 43 | o 21 ] Ding i MBI Bl [cvear: o | cvato-27 | csaro 2| w2 1S o ma 1t fow2s f oot [ re 3 | 3
o 0w [ G s wose 1] cowovee 2
) R K 2 s ik >
W Oima ~ an a .
en ( 3. Bam chon "Diéu dong' l
Ngay sinh Ngach Bj Tioh ™  Tiéng QLNN Chinh QPAN Chi Loy
Hovatén P 93¢ e VK s hoc o 'm o Phong hinh
N H B daos o Anhs < ui e S vy ¢ =
Ké
Vin
v 29/08/1991  todn 1 OH B TOEIC HOTH
~——., phong
5]
V.
@) 1 € T™HW B Ry
phéng  chi
tidu
Chuyé Vin
0309/1983 V" Thsi ELTS CV °  HOTH
phong

Hinh 1: Piéu dong CBCCVC

Hé thong hién thi thong bdo yéu cau xdc nhan.

Ban c6 chac chan digu déng cdc hd so di chon?

OK ] [ Cancel ]

Hinh 2: Thong bdo yéu cau xdc nhdn diéu déng CBCCVC

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

Néu chon “OK”, hé théng hién thi giao dién dé nhap cic thong tin diéu dong
clia cdc hd so dd chon(néu cic hd so ¢6 mot s6 thong tin didu dong giong nhau thi dién
& day, néu khong thi bam “Ap dung” dé sang budc tiép theo).
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Phan mém Quan 1y hd so can bd, cong chuc, vién chirc

Tao dir liéu mau diéu dong
Théng tin Chi tiét

Don vi chuyén dén

(7 Didu 3dng 3én don v ngoal UBND

1. Dién thong tin dieu
Nd ddng cua cac ho so

$6 quyét dinh
_ 2. Bam dé tiép tuc
Ngay quyét dinh =
Hinh 3: Biéu mdu nhdp thong tin diéu dong CBCCVC
Bam vao day dé thic B isyin bd 50
hién diéu dong
- Trinh Chixc Dang . -
STT Hotén Ngbdysinh Ngoch Bic Phong e Oivi chuyén dén Ngby chuyén S$6 Qb Ngay QO
a0 w vién
Ngé Thi ) ‘
1 wowses S 1 TC N
v phéng
UBND quin
Trung tim Vin héa thé
Naquydn Ké Vin thae
2 29/08/1991  todn 1 OH
phéng
wén
Chon don vi
diéu dong dén

Hinh 4: Chuyén hé so diéu déng CBCCVC

Chon don vi chuyén dén, nhap thong tin ngay chuyén, s6 quyét dinh diéu dong,
ngay diéu dong, sau d6 bAm “Chuyén ho so”.

Ban cd chac chan digu ddng cic hd s nay?

[ OK ] [ Cancel ]

Hinh 5: Xdc nhdn chuyén hé so diéu déng CBCCVC

Hé théng yéu ciu x4c nhan diéu dong. BAm chon “OK” dé thyc hién, hoic bim
chon “Cancel” dé hity bo diéu dong.
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Phan mém Quan 1y ho so can bg, cong churc, vién chiic

1.2 Xic nhéan diéu dong hé so CBCCVC

Sau khi thuc hién nghiép vu diéu dong hd so thanh cong, CBTCCS phai thuc
hién budc “Xéc nhan diéu dong” dé kiém tra lai thong tin va xdc nhan diéu dong hd so
CBCCVC di don vi khac. CBTCCS vao thé Diéu dong, sau d6 chon vao “Danh sich

cho xac nhan”

Kism nhiem @ | Biét phai @
n@® | Tapsu @

Danh sach trich ngang | Diéu dang i&p nhan lai D
Nang lreng thwéng xuyén @I | Nghi heu G

Tw Hop déng @ | Cidihoc @ | DE xudt siva HS

1. Chon thé Pidu dong

Danh sich ché xdc nhin 1 Danh séch ché tiép nhan @) Danh sach a3 diéu déng dén don vi

2. Bam vao danh sach cho xdc nhan

=‘(acnhénlf dong || & X6a diéu dong

Danh sach chd xac nhéan

Bon vi Bon vi chuyén Ngay
hién tai dén chuyén

Danh sich hé so CBCCVC

# TT Ho tén
cho xdce nhédn dieu dong

NGUYEN st UBND huyén
VAN B S Mao Vac

/06/2016 qd 05/06/2016 snv

Hinh 6: Danh sdch cho xdc nhdn diéu dong CBCCVC

Tiép theo CBTCCS tich chon vao cac hd so, ro6i bam vao nit “Xdc nhan diéu
d6ng” dé hoan thanh viéc diéu dong hd so CBCCVC.

Danh séch trich ngang | Biéu déng Tiép nhan lai @) | Kiémnhiém @ | Biat phai @
Mang lrong thwéng xuyén Mghi huu @R | B6 nhiém lai@ | Danhba | Pangvien @ | Tapsu @

T Hep ding @ | Ch dihoc @@ | Dé xuit sira HS @

Danh sach ché xac nhan 1 Danh

Danh sach chd xac nhan

e = A = 4 2 déng dén den vi
2. Bam dé xdc nhan diéu donglJ Sbioailoatia

= Xdcnnan aidu déng | & X3 didu dang

1. Chon céc ho so

1T vi chuyén Ngay 56 quyét Ngay quyét Ce quan
RG] dén chuyén dinh dinh quyét dinh
NGUYEN UBND huyén
5 S& Nii ' 30/06/2016 d 05/06/2016
b VAN B s Méo Vac g i

Hinh 7: Thao tdc xdc nhdn diéu dong CBCCVC
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Phan mém Quan 1y ho so can bg, cong churc, vién chiic

1.3 Tiép nhén diéu dong hdé so CBCCVC

Sau khi duoc don vi khic diéu dong hd so dén don vi CBTCCS quén Iy,
CBTCCS thyc hién viéc tiép nhan diéu dong hd so CBCCVC vé don vi ctia minh tai
Danh sach chd tiép nhan.

A0 Vac (2
Co vac (£)

Quan ly hd so » usND huyen |

Danh sach trich ngang | Bidu déng @@ iép nhan lai @ Kidgm phism i | Hist ohai

Nang Iwong thuréng xuyén @R | Nghi huu €D

Tw Hop déng @ | Cirdi hoc @@ | Bé xubt sira HS @

1. Bam vao thé Pidudong | -0 @

Danh sach ché xac nhén o Danh sach chdé tiép nhian 1 Danh sach d3 didu déng dén don vi

2. Bam vao danh

Danh sach ché tiép nhan sach cho tiép nhan

# e BET Chuyén de.n tip Nga}r 546 t.]uyet Ngay. quyet Cc:qurim ha tae
. dorn vi chuyén dinh dinh quyéet dinh

1 s S& Mai vu 30/06/2016 d 05/06/2016 snv
VAN B i ok d '

Hinh 8: Danh sdch cho xdc nhén diéu dong CBCCVC

Néu hd so bi chuyén nham dén don vi, hodc cdc thong tin sai l¢ch, thi CBTCCS
¢6 thé tir chbi diéu dong dé tra ho so tré lai don vi ban dau bﬁng cdch bAm vao ndt “Tir
chbi” tai danh séch cho tiép nhan

Quan ly hd so » UBND huyen Méo vac (2)

Danh sach trich ngang | Diéu dong @ | Tiép nhan lai @ | Kiém nhigm @ | Biét phai @

Nang lrong theing xuyén @D | Mghi huu @Y | Bénhiémlai@ | Danhba | Dangvien @ | Tapse @
ng@® | Cirdihoc @@ | Bé xudt sira HS @

Tw Hopd

Danh sach ché xac nhén o Danh sach chd tiép nhan Danh sach d3 didu ddng dén dern vi

Danh sach che tiép nhan Chondetinehiondicyidong

L Chuyén dén tir Ngay 56 quyét Ngay quyét .
# H t = Thao t
otk don vi chuyén dinh dinh Bl
1 Eeth S& N&i vu 30/06/2016 d 05/06/2016 ]
VAN B e 9 i I Tir chéi

Hinh 9: Tir choi diéu dong CBCCVC
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Phan mém Quan 1y ho so can bg, cong churc, vién chiic

Pé tiép nhan ho so diéu dong, CBTCCS bam vao nit “Tiép nhan HS” tai danh
sach

Quan ly hd so » UBND huyén Meo Vac (2)

Danh sach trich ngang | Biéu déng @D | Tiépnhan lai @ | Kiémnhiém @ | Biét phai @
Mang lwong thudng xuysn @R | Nghi hvu @D | B nhiém 1ai@ | Danhba | Dangvien @ | Tapsu @

Tw Hop ding @ | Cordihoc @@ | Dé xuit siva HS @

Danh sach chér xac nhan o Danh sach ché tiép nhdn 1 Danh sach d3 didu dédng dén don vi

Danh séch ché tiép nhan Chon @& tiep nhin ho so

4 Heuaiten Chuyén ﬂi?l'l tir Nga':r So6 t.]uyet Ngay- quyéet TG EaE
: dorn vi chuyén dinh dinh
NGUYEN o Tiép nhdn HS
~ S Mdivu 30/06/2016 qd 05/06/2016 .
VAN B I Tir chai

Hinh 10: Xdc nhdn diéu dong CBCCVC

Sau khi bdm Tiép nhan, thi phan mém s& hién thi giao dién tiép nhan hd so

Tiép nhan hd so diéu déng vé don vi i Xde nhan tiép nhan h so

+ Bién ché, hop déng ]
2. Bam dé hoan thanh
Loai hinh bign ch&, HD () | Bién ché& hanh chinh B viéc tiép nhén

Hinh thire tuyén dung (*)  Thi tuyén

Mgay tuyén dung chinh  20/10/2010
thire (%)

Ngay két thic BCHC  08/06/2016

# Ngach, bac, hé so 1. bidu
chinh céac
Hinh thirc hwéng Hurdng Irong 100% B théng tin cho

lworng/ngach (%) phf]. hO‘p

MNgach (%) Chuyén vién - 01003 |Z| # Moach khac
Bac (%) 3 B H/sé: 3.00
Mgay hwéng bac (%) 01/10/2015 1121

* Chirc vu, phong cong téc

Chure vu hign tai (*) Khong chirc vu IZI

Phéng céng tac (*) |Z|

Hinh 11: Biéu mau tiép nhdn diéu déng CBCCVC
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Phan mém Quan 1y ho so can bg, cong churc, vién chiic

1.4 Danh sich da diéu dong CBCCVC

CBTCCS bam chon vao thé “Diéu dong”, sau d6 chon vao “Danh sich da diéu
dong tai don vi”. Tai ddy CBTCCS c6 thé xem duoc danh sach lich st diéu dong.

F.\l-ci'a: -..’.:."; (m @ {3} L 'Ei
am L0} e 0]
L0 L0/ L0
Danh sach chir xac nhin () 1. Chon the "Dicu | S —r——
dong
Lich sir diéu dong ; =
: © 2. Chon Danh sach di dicu
ddng den don v
Tim Excel (trang) i dn
Danh sich lich sir diéu déng Trgng thal hign toi
Chirc
STT  Hovatén s hom vi BReE : -
B : Lhirc . 5 Bion vi hién Phdng v
Bhorn wi Phan chuyén Tir ngay™ ; il - ok
. vy s tai hién tai hign
dén
!.Iil
Trung tam Cdng : Trung tam
UBND
NGUYEHN nghé thing tin ; Céng nghé
1 b 12y
THIKIMTHI  va Truyén thing Saot phl: | ARCTACOR: | i vl
Truyén thing
Van UBND
NGUYEN LIBND huyé
3l Sé Nai w phing huydn 30/06/2016 ot
VANEB =
Siv
Xem = Bang xem 1 dén 2 trong tong s& 2 muc Trwrdrc 1Tidp
20 |z
muc

Hinh 12: Quan Iy diéu dong CBCCVC

2 Nghiép vu thuyén chuyén ngi b

9
A 9

Dé sir dung nghiép vu “Thuyén chuyén nodi bd”, CBTCCS vao Quan 1y hd so,
tai danh sich trich ngang, chon cdc hd so can thuyén chuyén, sau d6 chon vio 0
“Nghiép vu” va chon “Thuyén chuyén ndi by”
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Phan mém Quan 1y ho so can bg, cong churc, vién chiic

* @ 0] [0
L 0V} L0
L] % thi trdin tre tha
(1)) i = A
L] Ber i s nghifp i, ~ 1 + Thé e]]m |r FICUIERTEN | Diang Lm vikc 3. Bam chon .“_\!ghiép i
= ; i e
| e e, Thuyén chuyen ndibe  ppg o
Trang chd mk in THE ' o et
Té chifg v DvEn gidi mau hd se: + H i + Hb o 18
@ Clir & hae
Quan Iy ho s W | Tim G Thdi vide el el dy Exesl (vang) ks Eeman cit
HE s CROCYE 2. Chon cde hé S0 cin W5 chét
thuyen chuyen Bac H§ Trinh  Tibng OQLNM Chinh QPAN
P 11 nhitp Bh r VOTR0 | i Khen thudng s sbs  dés ™ anhe = |inl= =
Tien kil e A K hain i
B Binh by
Biio cda e | 1 MNGUYEN VAN res— o v sver = 3 I BH

01003

Hinh 13: Thuyén chuyén néi bo

Sau khi bam “Thuyén chuyén ndi bd”, phan mém s€ hién thi bi€u mau dé€ nhap cic
thong tin can thiét

Biéu dong, thuyén chuyén ndi bé

STT Hg titn Hgay sinh Chirc wy Phing Mgy cilu',--::n 2 Bén phong *
NGUYEN VAN AN 01404715969 Phang M \Vy 15047201€ Phong Tw Phap bl
Chirg v -
Hinh thirg phin cdng = Endu 3ong theo nhidm vy v]
Hhidm w duerc giao
S4 quydt dinh * ) 12 Hgay ban hanh * 140112

Cor guan ban hanh *

Hinh 14: Biéu mdu nhdp thong tin thuyén chuyén ndi bg

Sau khi nhap céc thong tin day di, CBTCCS bam vao nit luu dé hoan thanh, sau
khi Iru thanh céng, thi hd so sé& ty dong duoc cap nhat vao qud trinh cong tic ding véi
thong tin ma CBTCCS vira nhap.

3 Nghiép vu cir di hoc va tiép nhén lai hd so
3.1 Chirc nang cir di hoc

Dé sir dung chirc ning “Ctr di hoc”, CBTCCS vao phan Quén 1y ho so, sau d6
chon thé “Danh sich trich ngang”, sau dé tich chon céac hd so can duge ctir di hoc.
Chon nut “Nghiép vu”, roi chon vao “Ctr di hoc” nhu hinh sau:
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Phan mém Quan 1y ho so can bg, cong churc, vién chiic

Quan Iy hé so

1. Chon dom v o @ (o] ¢ phii @
L0 ]

U 8, th wdn e thisd
oy
J Blon 5w nghidp o, =

3. Chon nghiép

0] b

Téngsd 3 IR = Ditu ding 4 x g CSATE: 1 TE0 [ Thao
g ohd _ { vuCirdihoc | IESEN I B %
: SRR TR = oy chuyion i o] cowcvee o] cumrore
T8 chire e Didn gids mbus b s+ HA . + Hé 5o 16
Cuan by ha sor F Thil wée
2 ChQ“ Tim d ol (it ey Excel {irang} W dn Lriadn ot
Hi se cBcove | Cdc ho so W Ed chit
T

, ; — Bdc Hé Trnh _  Tiéng CLMN Chinh QPAN Ch
Fobm tra nhdp by [ = Ho 3 B0 | ¢4 Khen thuding $ sbs aus " Anhg : ws £ wy
Tim kidemn w A B budit

[ Birih b
Bado céo v B 1 [ty TR E T —— 3 300 BH BH
01003

Hinh 15: Thao tdc chon ho so dé Cir di hoc

Sau khi x4c nhan dong y ctr cdc ho so nay, phan mém s€ hién thi mdt giao dién
chtra nhitng ho so vira bam cur di hoc

Danh sach hd so dugc chon clr di hoc B Ci di hoc
Chi Nam nha Nam TN Chuyé Hinh
STT| Hotén | Ngaysinh | = C | Phong | —ronep | fam Loai trinh 46 YN Tinh a8 i
vu hoc dw kién nganh thirc
MGUYEN Phéng B B
VAN Ay | 010411969 e
Trwéng dao tao .
Nwéc dao tao (%) B

Khda dao tao
1 Chwerng trinh dao tao -
Mgudn kinh phi B
86 QD cir di hoc
Ngay QB cir di hoc

Co quan QB ci di hoc

Hinh 16: Giao dién Cu di hoc

Tai ddy, mot sb thong tin co ban ciia hd so CBCCVC s& duoc tu dong hién thi,
cdn bd t6 chuc chi cAn nhap thém cic thong tin Ngay cir di hoc, S6 QD, Ngay QP,
Nude BT, Truong DT.
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Phan mém Quan 1y ho so can bg, cong churc, vién chiic

Danh sach hd so duoc chon cir di hoc B Crdihoc | < Quayvé
Chij Nam nh Nam TN Chuyé Hinh
STT | Hoten | Ngaysinh |~ = | Phong | T eR | am Loai trinh d5 Ak Trinh dé o
vu hoc dir kien nganh thirc
NGUYEN Phéng - - s B - B
z f047 2016 2017 Quan Iy | Thac si
VAN Ay | 0110471969 e )

Trwdrng dao tao Triedng CN cor gidi | Ninh Binh
Nwéc dao tao (%) Anh B
Khda dao tao
Chweng trinh dao tao | Churong trinh/dé an cis
Mgudn kinh phi | Kinh phi di an B
S6 QB ci di hoc
Ngay QB ci¥ di hoc

Cor quan QB clr di hoc

Hinh 17: Thao tdc nhdp thong tin cho cdc hé so duwoc cir di hoc

Cian bo t6 chuc ¢6 thé kich vao nit dé hé thong hién thi ra nhitng truong cé
san dé d& dang chon, hodc cén bd c6 thé go truc tiép tén truong vao.

i}

—
-

Sau khi nhap day du cdc thong tin, cdn b t6 chirc kich chon SR qé cur

di hoc.

Hé théng s& thong bdo va dong thoi Danh sich trich ngang
ciing dugc hién thi lai. Tai day khong thé thdy duoc hd so CBCCVC, vi nhitng hd so
do6 da duoc Cur di hoc.
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Phan mém Quan 1y hd so can bd, cong chuc, vién chirc

Quan ly hd so
Danh sach trich ngang t 5 [00) @ (0] (0] (0] (0] (0}
(0] (0] O | Bix (0]

.
[cveamo:o f cvamo-o | csato o] wv-o] 75-¢ [ s o fow o] co-o] v 0| roxnse o | o crn o
»»OH TAnN 0 »+OM NN Khc: 0 | Co s N Xnic: © | QLW CVES: 0 | oL CVE 0

Excel AN | Excel | Pret

Tim
Ngay
\ Tin T | Da i i
987 nooch Boc ™ Tion "™ THO9 o N Chich QPAN Chic Phong ¥ Déng DOI Ghi higu
Hovawén &  sinh ° s a0s hoc  Anh ° i o ° ° o hinh vién twong chi chinh
: B : ¢ ! s ¢ B ¢ ¢ héso
B
Khdng tim thiy déng ndo phd hop
Xem 20 3""‘ Dang xem 0 ¢én 0 trong t8ng s4 0 muc

Hinh 18: Danh sach trich ngang
DPé ¢o thé théy duogc nhiing hd so hién dang dugc Cu di hoc, thi CBTC chon

Cir di hoc (D

vao thé

iam nhism @ | Biét phai @ | Nang lwongt

Ci¥ di hoc (I

Danh séch trich ngang | BDidu dang @) | Tiép
D& xudt sira HS @

Pangvien @ | Tapse@® | Tw Hop ding @

Hinh 19: Thao tac Xem danh sach Cuw di hoc

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

Trung tim CNTT & Truyén thong Pa Ning - http://www.dnict.vn 12




Phan mém Quan 1y ho so can bg, cong churc, vién chiic

[55] [ ©  cihahc @ it (0]

Danh sach ho so dang dugc clr di hoe (Bao tao chuyén mdn)

Tim Excelad | Exoed | Brind
Danh sich cin b cdng chire dang dwge
W | G Mgk Chin | R | Hinds cir di hoe (Bén quan dén chuyén man)
P TT vh W bhing nghidp : 5 Trurdmg, 9 - o
tsh  sinh v " ab  thirc
tn . dip kidn ' an
- .

Elbag tim thiy ding ndo gha hop

Xem | 20 v mue Bang xem 0 3én 0 trong thng 54 0 myc

Danh sa&ch hé so dang dugc clr di hoe (Bbi dwéng nghigp wu)

Tim Excel Al | Excel | Brint n

Ham . ) T .
e | Lol Danh sach can bd cong chire dang dwge
4 Ch Chire ; oy i =
fF T H:: i i “: MHgdy sinh  Phang e nghigp  trinh E m:ﬁr:l “:I_Ih cirdi hge (Bén qoan dén “EhV\'P Vi) Cor
itn ir g & 85 ngan 00 quan
kidn o]
A Chade Hinh
ey i Chuy Vit Cirdi
1 UEN  Mam 230886 COVE w5 T oo o P cooopsHv | 1001
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Hinh 20: Danh sdch cur di hoc

3.2 Chirc ning “Tiép nhan lai”

Chtic nang Tiép nhan lai dugc sir dung dé Tiép nhan lai cdc ho so CBCCVC da
“Thoéi viéc” hodc khong con & don vi nira, nhitng hd so nay phin mém cho phép céu
hinh dé c6 thé tiép nhan lai cdc hd so theo trang thai tity theo nhu cau st dung.

Pé sir dung chirc ning niy, ngay tai giao dién Quén 1y hd so, cdn b to chire

X « . | Tiép nhan lai
bam chon vao thé @
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Phan mém Quan 1y ho so can bg, cong churc, vién chiic

Danh sdch trich ngang f weg @D Tid 4 (0] nbm D i1 pha i@ Mdng hrarng Ehiréong sarpén I @ B4 nhiden 131 @

Tim Excad A || Exced || Prim |
k L H r Tin Tiqug . . g Loai  Béng Bai hi
H b Ngach . Trind GLHN  Chinh OFAN Ch Ph '
Hovatn @ g.!:f!lll. E-FE- BT K dlm-l hge  Anh s u_m- s I:: nu-g hinh  wién negmg chd
. | ] s . b s ] s | o
Chiryn
L. e
PTEST 02 OIB52015 3 508 HDES
Chinh -
ooz

Hinh 21: Thao tdc chon thé Tiép nhan lai

Lic nay giao dién cia phan mém s& hién thi Danh sich yéu cau ti€p nhan lai ho
so va Danh sich cho ti€ép nhén ho so.

Danh sach trich ngang | Biéu dang @@ | Tiépnhanlai @ | Kiémnhiém @ | Biét phai @ | Nang lwong thwéng xuyén @

Mghi hwu @ | Bénhigmlai@ | Danhba | Dangvitn @ | Tapsw@® | TwHopding@ | Dé xudt siraHS @

Danh sach yéu cau tiép nhan lai hé so & Xacnhdn yéu cu 8 XGayéu clu
# Hotén Donvihiéntai Trangthai hése Donvitiép nhan Ngay tiép nhan 56 quyétdinh  Ngay quyét dinh
Danh sach ché tiép nhan lai hé so

Ho Bon vi hién Trang thai hé Bon vi tiép Ngay tiép 56 quyét Ngay quyét Tiép
tén tai 500 nhan nhan dinh dinh nhan

Hinh 22: Giao dién the Tiép nhan lai

3.2.1 Yéu cau tiép nhén lai hé so
3.2.1.1 Thém m&i yéu cau tiép nhén lai

D¢ thém moéi yéu cau ti€p nhan lai ho so, cdn bd t6 chuc chon nit

- - - *
ERCEEEIEEN 16 hop thoai s& hién 1én
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Phan mém Quan 1y ho so can bg, cong churc, vién chiic

Thém mé&i yéu céu tiép nhan lai hd so

Ho va tén hd sor (%) | Mhép ho va tén - |
Bon vi tiép nhan (%) | Chon don vi tiép nhan - |

Ngay tiép nhan (*) e} Sé quyét dinh (%)
Ngay quyét dinh (*) i

Hinh 23: Biéu mdu thém mdi yéu cau tiep nhan lai ho so

Tai day, can bo to chic s& nhap tén hd so CBCCVC va céc thong tin réi bAm

Thém m&i yéu céu tiép nhén lai hd so

Hao va tén hé so () | NGUYEN HOU PHUC * v|
Bon vi tiép nhan (*) | DNICT test x ~|
Mgay tiép nhan () | 02/06/2015 =] Sé quyét dinh (*) | @B tiép nhan

Ngay quyét dinh (*) | 02/06/2015 &3

Hinh 24: Biéu mau thong tin

Sau khi luu thanh c6ng, Danh sich yéu cau tiép nhan lai hd so s& hién thi hd so
vira thém méi, ddng thoi théng bdo “Xir 1y thanh cong”.

Quan ly hd SO » DNICT test (2)

Danh sach trich ngang | Bidu déng @ | Tiép nhan lai @ | Kiémnhiém @ | Biét phai @ | Mang lrong thwirng xuyén @

Mghi hwu @ | Bé nhigm |zl Pectbe | Raee e i | T | Tl sl | AE vbt sira HS @)

| Théng bao |

L X ly thanh cdng! = .
Danh sach yéu cé o

2 Ho tén Do vi hign tai Tre;nag thai Bon VJ tiep Ngaynﬂep 56 t.:|uyet Ngay. quyét

MGUYEM HFU DMICT test dorn vi QE}ltlep 02/06/2015

Cir di hoc DNICT test 02/06/2015

PHUC hanh chinh nhan...

Danh sach cho tiép nhan lai hé so

Ho Bon vi hién Trang thai hé Ben vi tiép Ngay tiép 56 quyét Ngay quyét Tiép

tén tai 50 nhan nhan dinh dinh nhan

Hinh 25: Thém yéu cdu thanh céng
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Phan mém Quan 1y ho so can bg, cong churc, vién chiic

3.2.1.2 X6a yéu cau tiép nhan lai

Tai danh sach yéu cau tiép nhdn lai, can bo to6 chirc tich chon cic yéu cau can

x6a, va chon nut EREENEEED

Danh sach yéu cau tiép nhan lai hé so

& XAcnhdn yéu ciu

+ Thém méi yéu chu W Xda yéu ciu

- 1. Tich chon s Tranlg thai Bon vi tiép 2 Tich chon d& x6a Ngay quyét
: hé so nhan dinh
EN H(FU DNICT test don vi Qb tiép
: ' Cie di h DMICT test 02/06/2015 02/06/2015
~ PHUC hanh chinh e & nhan_

Hinh 26: Danh sdch yéu cau tiép nhén lai
Sau khi xdc nhan dong y x6a, yéu cau tiép nhan lai hd so nay s& duoc x6a khoi
hé thong.
3.2.2 Xdc nhan yéu cau tiép nhdn lai

D¢ xdc nhan yéu cau tiép nhan lai, cdn bo t6 chirc tich chon hd so can x4c nhan,

+ Thém mdi yéu cau W Xda yéu cau

Danh sach yéu cau tiép nhan lai hé so

& XAcnhinyéu ciu

" 1. Tich chon s Mgay tiép So quyét Ngay quyét
s 2 Tich chon @é xac nhan nhan dinh dinh
EN HFU DMICT test don vi Qb tiép
: ' Cie di h DNICT test 02/06/2015 02/06/2015
v PHUC hanh chinh S & nhan..

Hinh 27: Thao tdc Xdc nhan tiép nhdn lai ho so

Cén bd t6 chtrc chon Ok dé x4c nhéan yéu cau.

Ban c6 chac chan xac nhan yéu cAu tiép nhan h so nay?

| oK || Hiyps |

Sau khi xdc nhan thanh céng, mot thong bdo “Xdc nhan yéu cau thanh cong”,
Danh séach yéu clu tiép nhan lai hd so va Danh sdch cho tiép nhan lai hd so & tu dong
duoc tai lai.
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Phan mém Quan 1y ho so can bg, cong churc, vién chiic

Quan ly hd so » DNICT test (2)

Danh sach trich ngang | Didu déng @@ | Tiép nhan lai @ | Kiémnhiém @ | Biét phai @ | Ning lwong thwing xuyén @

Nghi hwu @ | B4 nhiém lgidl Dankhbho | Diceviedh | Tioawdl | Tuleadieadd | HE v jt sia HS @

| Théng bao I

. Xac nhan yéu ciu thanh cdng. o =
Danh sach yéu c3 B Xy aren

# Hotén Donvihiéntai Trang thai hé s Don vitiép nhan = Ngay tiép nhan  Sé quyét dinh | Ngay quyét dinh

Danh sach ch¢ tiép nhan lai hé so

= i . Trang thai Bon vitiép Ngay tiép 56 quyét Ngay quyét o %
# Ho tén Ben vi hién tai R b nhain dinh dinh Tiep nhan

= 4 = Tié
NGUYEN HOU DNICTtestdon 0 sinoc | DNICTtest 020062015 “2UP  oo0612015 i
PHUC vi hanh chinh nhan... nhan HS

Hinh 28: Xdc nhdn yéu cau thanh céng

3.2.3 Tiép nhgn ho so

Pé Tiép nhan hd so, cdn bo to chirc kich chon vao LLELEE trong Danh séch cho
tiép nhan lai ho so

Danh sach cho tiép nhan lai hd so

Trang thai hé Bon vi tié Ngay tié S6 quyét Nga ét z
# Ho tén Do vi hién tai G e Era Heyen S Sl Tiép nhan
. T 507 nhan nhan din .
i 5 & & Tiép nhin
NGUYEI’V HUU DMICT test‘do'n vi hanh Ci¥ i hac DNICT test 02/06/2015 QE}‘nep p nha
PHUC chinh nhan... HS

Hinh 29: Thao tdc Tiép nhdn ho so

Sau khi tich chon, phan mém s& hién thi 1&én biéu mau, cin bo tong hop bam niit
Luu dé Tiép nhan lai ho so
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Phan mém Quan 1y ho so can bg, cong churc, vién chiic

Tiép nhan lai hd so

“ Bién ché, hop déng

Loai hinh bigén ché, HD (%) Bién ché hanh chinh B / Loai hinh khac
Hinh thire tuyén dung (*) Thi tuyén B
Ngay tuyén dung chinh | 22/05/2015 = Mgay két thic BCHC =
thive (%)

Sé quyét dinh

Co quan ra quyét dinh MNgay ban hanh =

W Ngach, bac, hé sb

Hinh thic hwéng Néng Irong thirdng xuyén |Z| # Hinh thifc khac
lwong/ngach (%)
Ngach (%) Chuyén vién Chinh - 01002 |Z| / Ngach khac
Bac () 1 B H/sé: 4.40

Ngay bat ddu (*) | 22/05/2015 =

W Chirc vu, phong cong tac

15 B

Kich d& Tiép nhan lai

Phéng céng tac B Ngay bat dau (Y} | 22/05/20

Chirc vu Khéng chirc vu |Z| Hinh thitc phan céng (*) Diéu

Hinh 30: Biéu mdu thong tin tiép nhdn lai ho so

Phan mém s& hién thi “Tiép nhan lai ho so thanh cong” néu khong gip 15i gi.

Dé kiém tra ho so di tiép nhan lai thanh cong hay chua, can bo tong hop c6 thé
chon thé “Danh sich trich ngang” dé xem.

Quan Iy hd so »

Danh séch trich ngang | Didu déng @ | Tiép nhan lai @ = Kiémnhiém @ | Biét phai @ | Mang lwong thuengxuyén @ | Nghihuu @ | Bénhigmlai @ | Danh ba

Bangvien @ | Tapsv@® | TuHopding@® | Déxudt sia HS @

+ Thém mei Dang lam viéc

SC CTri: 0 | »=TC Tin hoe: 0 | Co £& Tin hoc: 0 | >=BH TAnh: 0 | Co s6 TAnh: 0 | >=BH NN.Khac: 0 | Co =& NN.Khac: 0 | QLNN CVCC: 0 | QLNN CVC: 0 § QLNN CV: 0
Ni=50: 0 | Nam=SE:

Tim- | Excel All H Excel

30<=Tubi<40: 0 | 40<=Tudix50: 0

=50: 0

Print Tnrdre Tiep

Pang  Déi Ghi = Ngay hiéu

Hé Tin Tiéng Loai
Ngay sinh  Ngach B : | Trinh LNN Chinh P-AN = Chi Phd B 5
e o o | s b S R O R e fohl o e FRONG - pinh vién  twong chi  chinh hé
s s * dos s tri & $ wvus s
s : s s . N s * s s s¢ %
Chuyén
NGUYEN HFU vign
PHUC 31/12/1989 Chinh - 440 BCHC 02/06/2015
01002
Xem | 20 B muc Dang xem 1 dén 1 trong t8ng s6 1 muc Trwee Tiép

Hinh 31: Danh sdch trich ngang
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Phin mém Quan ly hd so can bd, cdng chuc, vién chuc
4 Nghiép vu khen thwéng CBCCVC
Dé st dung chiic nang Nghiép vu khen thuong CBCCVC, CBTCCS kich vao
menu Quén 1y hd so, sau d6 chon cdc hd so can khen thudng, va bidm vao Nghiép vu,
chon Khen thudng.

Danh sach trich ngang Biéu déng @I Tiép nhan lai a Kiém nhiém @ Biét phai @ | Nang lwong thwéng xuyén @ Mghi huu @ Bd nhiém lai (0]
Dangvien @ | Tapsv @  TwHopding@® | DA 2. Kk i Nolidp v ]
@ X6a | €8 Nohiepw - (EEEUIELRES |;|
=0idu déng
==BH NN.Khac: 0 | co s NhKkhac: 0 | auun cvec: o [ atnn cve: o [ ann cv: o [ <30: 2 [ 30<=Tubiz40: 0
I EEEE D | o i i hoc
Dién gidi mau hé so:  +Ha| O Théi viéc Hé so d3 higu chinh va ché xéc thyc + Ha so 16i.
W i chét
. 3. Chon Khen thirong | T I
Heé Tin | Tié Loai bDa D56 Ghi
Ngaysinh MNgach Bac ¢ Trnh . © "9 QINN Chinh QP-AN Chic Phong oo and bol !
e o 50 R hoc  Anh ) hinh = vién twgng cha
s s ilE] * tri & $ vus s
. = = = . . = = =
1. Tich chon ho s
Giao
vién
“ tidu
.~ hoc
Fl TRANVAMTIEM  24/11/1986  cao 1 234 BH B B BCSN
cép
1. Tich chon hé so (trinh
dd dai
hoc)
& Chuyén
_ZFNGUYEN HUU vign
E 311211989 1 4.40 BCHC
& PHUC Chinh -
01002

Hinh 32: Thao tdc chon hé so khen thuwdng

Sau khi kich chon Khen thudng, dé giam bot thoi gian nhap thong tin cho
CBTCCS, phan mém sé& hién thi 1 biéu mau dé nhap théng tin cho tat ca hd so vira
chon.
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Phan mém Quan 1y hd so can bd, cong chuc, vién chirc

Tao di¥ liéu mau khen thuéng

Théng tin Chi tiét

Tir ngay 01/01/2013 1. Nhap cac théng tin chung
ve khen thirong cua cac ho

50

ra
18]
(=]

Dén ngay il i

Hinh thirc Bing khen v

Vi da c6 dong gop trong viéc
Ly do

S6 quyét dinh QD 123 2. Kich chon dp dung

Hinh 33: Nhap dir liéu mau khen thuong

Tiép theo, CBTCCS sé& nhdp cic thong tin chi tiét cho timg hd so, ¢ ddy sé& tu
d6ng hién thi cdc thong tin chung dd duoc nhap ¢ biéu mau trude

‘l“.. m
1. Bo sung cac thiag tn néng coa — “/r-]
S max bo 50 can kben tarcag 2z 2. Kichvio & hru kben théeg l yeuaGD  Mgwdij Of

65 e

Hinh 34: Thao tdc nhdp dit liéu khen thuong

Sau khi luu thanh cdng, céc hd so duoc khen thuong sé& tu dong cap nhat thém
cdc qué trinh khen thudng nay.
5 Nghiép vu binh bau CBCCVC

Pé sir dung chtrc ning Nghiép vu Binh bdu, CBTCCS vao danh sich trich
ngang va thuc hién theo cdc bude sau
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Phan mém Quan 1y hd so can bd, cong chuc, vién chirc

Quan ly hé so

Danh sach trich ngang 300 @D @ (0] 0] e ! 0]
(0} (0] 1609 @ @@ (0]

[ Td0g 38 1 | 8- 0 | Ding vitn: cIER R IILLLE] CVCATD: 0 CSaTD. 0 TS0 ™s

>=TC Tin hoc: 1 == Thuyén chuyén ndi b6 Elaaid Rl QLNN CVCC: 0 || QLN CVC: 0

o

(oo coofrc 1] roxnsco | out
QU Cv: 0 | <30: 1 || 30<

Dilngdimdubdso:. +HS Q@Cudihoc i g + Hé so 15i
Z Théi wéc s
- 2. Chon nghi¢p vu
A 2
m W O3 chét Binh bau
© Khen thudng . Hé Tin Tiéng Logi
= Béc - Trinh QLNN Chinh QP.AN Chirc Phong
STT Ho va tén y £ 0C Anh 2 hinh
H ~ daose ~ =~ H ui B vy $ H ~
NGUYEN HOU e Cao Ly
v 1 PHOC 31/12/1990 wén - 1 23 TC TC b Dai BCHC
N 01003 P didn
Xem 20 v 1. Chon cic ho so }wlbog s 1 muc

Hinh 35: Thao tdc binh bau nhiéu hé so

Sau d6 CBTCCS nhap céc thdng tin lién quan va bam luu tuong ty nhu & nghiép
vu Khen thudng
6 Nghiép vu nghi huu

Dé quan 1y viéc nghi huu, CBTCCS bim vao thé Nghi huu tai giao dién phan

alla iy B e doen o (RN T —_—

S

# | R ulin Rarvke, B B Sudn ly hd so

an P ]

L .; - - S
e LY = = 5 s 2. Chon the ==
sk it MNghi s

‘ o @ @ o]

o Hiudn =

3. Bdm Danh

i shch
. caceve | ENIER
W Teang Danh sich b so sip
g - Tier ol o) || ot o e || Emoed vaegn cém han nghi s
& Cwia K hi - Thjs lurong hidn ral
Tt
i Mg wh Gl - Chirc Tén Wa Tt gy nghd
T . nh | MRSYsinh  Phang SHT O CER F i " Inlifgay)
O i -
. s hirimg
i Tiem e e MOt P P Chaspln aring
1 o Ham | JBUAARS m“‘"__r"“ i S0 ko o 1 30 01200 PAANIONE
BB B i - S5t s L] 100%
Clp Teass 8 s 13 Xem 20 &) Bang wem 1 Sbn 1 g Meg i 1 muc = 2

Tin iy B b drypr
i A s B e
hudi exin Sde 1 iy Whi

Hinh 36: Giao dién Quan Iy nghi huu
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Phan mém Quan 1y ho so can bg, cong churc, vién chiic

6.1 Lap danh sach nghi huu

Dé 1ap danh sich nghi huu, CBTCCS chon cic hd so nghi huu, sau d6 bdm vao
nut “Lap danh sach nghi huu”

Danh sach trich ngang | Biéu dong @@  Tiépnhan lai @ | Kigmnhiém @ | Biét phai @ | Nang lwong thweng xuysn @RI | Nghi huu IR
Bé nhiém lai@® | Danhba | Dangvien @ | Tapsu@® | TuHopding@ | Cirdihoc @@ @ Dé xuit ska HS @

Danh sach CBCCVC Danh sach ché duyét nghi hwu o Danh séch ché x Iy nghi huu o Danh sach d4 nghi huvu

i= | ap danh sach nghi huu

Thoi diém nghi huu | »= |z| e= |Z| ﬂ

| Excl (tich chon) ‘ 2. Bém véo Lép danh sach
L

Tim: | Excel (tit ca)

Béc lwong hién tai

Hinh Con
Ho va Gioi s Tén Ma 2 oor Ngay nghi ST
T : . Y th R Thei lai{N
tén tinh L. Chon cic ho so gach ngach i r Hé a2 hieu ailNgay)
3 H hwwéng  Bac b VK diém -
hwéng
. Chuyén Huwéng
NGUYEN Ph
VAN B MNam = 30/01/1958 N,_D:,g vién - 01003  lrong 3 3.00 01/01/2004  28/02/2018 581
A 01003 100%

X Bang xem 1 dén 1 trong téng 56 1 muc .

om |20 [l e e ! T ‘ 1 ‘ Tiép

Hinh 37: Giao dién Quan ly nghi huu

Tiép theo, phan mém s& hién thi giao dién biéu mau dé nhap thong tin nghi huu.
Tai ddy c6 thé bam x6a di cic truong hop du, hodc sau khi dién day du thong tin, thi
bam vao nit “Lap danh séch nghi huu”

Danh sach thuc hién nghi huu

T | govasn | 0 | Ngaysih | Prong | e | Ten Ma
tinh
lA. Cap nhat céc skl
thong tin nghi hwu | - !
NGUYEN Phéng g

i Mam = 30/01/1958 ; - UTO0S . lwong 3 3.00 01/01/2004
VAN B N8i
o ”//—mua 100%
1 T s |
Hinh thie nghi huu * | Hirdng Bao hiém xa hoi B 0a yeu cau
nghi huu
28/02/2018

MNgay nghi huu *

Hinh 38: Biéu mdu nhdp liéu cd thong tin nghi huwu
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Phan mém Quan 1y ho so can bg, cong churc, vién chiic

6.2 Danh sach cho duyét nghi huu

Dé duyét nghi huu, CBTCCS bam vao Danh sach chd duyét nghi huu, hé thong s&
hién thi danh sdch cdc hd so dang chd duyét nghi huu.

Lo [ oo ] (2] [0 o s (TEEED @
(1] ) (5] [0 ] 5]
Bim Danh sich chir duyét nghi b
B —— 15 courbo son i | v Dt v | @ T |
Tim Eacel oy | Doosiich chen) | Dapelfrwng nin
EMe Irermig hie g Thesng tin righi hur
T Hewh G - W Chire  Tim | b L ; "I;'“ . Ghi CM
B tén dinh | RO "M v mgech  mggch L, AR i Himh Mgy nghi U oy b
iy B VK diém
L] thare LT
hustmg
UBND H s
wailo | Frén Clunde Blo Blo.
j Mam J0mAHESE T e i o103 3 360 MU0 . IORIIE 581
M Wy Bt hidm hidm
i wd his b hi
Yem 0 w| muc 1Bang nem 1 dén 1 trang ting b 1 muc

Hinh 39: Danh sdch cho duyét nghi huu

Tai ddy, néu don vi khong c6 tham quyén duyét nghi huu cho hd so CBCCVC thi
s& bam vao céc hd so, sau d6 bam vao nit Chuyén don vi xit ly.

o

L]

v ﬂ Dany sbch chalr durylt nghil ey 1

B a ]2 ]

F 1. Chon cdhe hd sor cin duyét ?m.

L Crarpln dion v xir i

2. Bim vio dé
chuyén dom vi xir 1Y

i Thesagy tin Eghi hisu

Do Ph o B Tia [1EY : 7 Thés | i ;'“ Ghi  Chi
ity ehil - J - s gy
G Wy mgach  ngach 2 Hi A I Hish  legiy nghi L
hisimg B VE  diém
£ -] haire [T
hustmg
UBND H Hirtrms
ks L Ghuyin g oho
1 " Mam  J00UNSSE T g i o103 3 300 A0 FONIIE 581
P Wiy 1060 e ham
el x4 his xh his

Xem | 30 | e Bang nem 1 dén 1 trang eg =b 1 muc

Hinh 40: Chuyén don vi xir ly

Phan mém s€ hién thi biéu mau chuyén don vi xur 1y.
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Phan mém Quan 1y ho so can bg, cong churc, vién chiic

Danh sach chuyén xtr ly

3. Bam chuyén xir ¥
Béc lorng hiéin tai
Lo . ) Hinh "
STT Ho vé tén Mgbysinh.| 2" | 'phiag | MO | TeM | WA | gl : Thei LY
vi i ngach ngach hwomg | Béc HL VK ik
2 hwéng
) :litf Phang Chuyin i
NGUYEN VAN B 30/01/1958 NI W vién - 01003  lwong 3 3.00 010172004
it 01003 100%
Hanh tha nghl' huru I'I-.n,:rl:lu Bao |t||:'|1'| x@ hoi 1' Choﬂ don \-'] n'h'an X Iy

1
Ngay nghi huu 2800272018 / E

Brorn i nhdn o 1y Sd MOl vu ’
2. Nhip ngi dung gin }

Méi dung ||

Hinh 41: Biéu mdu chuyén xir ly

Néu don vi ¢6 tham quyén duyét nghi huu cho hd so thi tién hanh chon céc ho so
roi bdm vao nit Duyét xir 1y.

[ [ o] (o] @ [ 10 ] s (TR @
o & o] 5] o}
g I o oz
Tim 1. Chon che bid sor can duyét }m. ni
s -
g 2-Bamvioduyit | ghl b
b Chire  Tim Ma _':"' =T ; "I::__ Ghi OB
"% v mpech mgech o W b Himh Mgy nghi U oy g
nisteg B VH  diém z
- L] thare Py
hisdesg
ey :m:j iy Chuydn ";::'3 "';:‘1
1 "N e ominsss | MY TR viln- 00003 3 3w TG WOPIE 581
VAN B P Wy 1060 Fudm h=m
" b hide B b
Yam | o0 =] e Biang pém 1 8én 1 trang teg 4 1 mue e
=l NP

Hinh 42: Duyét ho so

Sau khi bAdm duyét, phan mém hién thi biéu mau nhéap thong tin duyét nghi huu,
bao gdm cdc thong tin nhu s6 quyét dinh, co quan quyét dinh, ngay quyét dinh, ...
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Phan mém Quan 1y ho so can bg, cong churc, vién chiic

Danh sach duyét nghi hwu

2. Bam d& duyét

| B Duydit nghi v

Bac lvong hign tai

STT Ho va 1 Hghy sinh | l.hlhap__ca-: !t:mng Tén nghi huu Logi
. 0 wa bk gay sinh tifl can T]ll&t Lo ; H§ Thvi aHim b&
T ac F VK
0 hwromyg
UBHD B Hurérng
NGUYEN VAN B INO1/1958  huyén b 01003  lwong 3 300 01012004
b 100%

Hinh tharc nghi huw * Hirdrig Bao hedm k3 hi Mgdy nghi huu *

24 quydt dinh Ngay quyht dinh

Cor quan quyiit dinh

Hinh 43: Biéu mau duyét ho so

Sau khi nhap cdc thong tin day di, CBTCCS bam vao nit “Duyét nghi huu” dé

duyét yéu cau nghi huu cua ho so

6.3 Danh sach cho xir Iy nghi huu
bé xtr ly nghi huu, CBTCCS bam vao thé Danh sdch cho xtr Iy nghi huu.
L0 L0 @ 2 10 e ! -G-E-ﬁ“ L0
[1] © L0 o Lo}
y ﬂ ach
Tim Exeel ol edi Ent (e ey Exel rasg) Yo
B lromg hida 15 Thedinigg gin mghi b
e o s — - Himh Ch
LL fin Rinh Wty sink ;. Fising Wi ngach  ngach |.I.:'::|:| B VE -:::‘::. ".II-"I Haky mi:‘ .:‘: ”.E!:, 4’}.‘.‘ : I:
iy Ehir [~ e o
. : i Huréreg Hartg
U e 30e1mecs ":’\f‘ nT"a 01003 :’: i 3w ORD/Z00 ::n. 28/0272018
- B hi B b
%o | 20 =| muc Bang xem 1 dén 1 trong idag s 1 muc o ;

Hinh 44: Danh sdch cho xu Iy nghi huu

Chon cédc ho so can xir 1y nghi huu, réi bam vao nit thyc hién nghi huu
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Phan mém Quan 1y ho so can bg, cong churc, vién chiic

Danh séch trich ngang | Biéu dong @ | Tiépnhanlsi @ | Kiémnhiem @ | Biét phai @ | Nang lrong thwing xuyén €I | Nghi hwu EHE B nhiém lai @

n@ | Tipsue @ | Tw ng@ | Cidihoc @ | DExuitsiraHS @

Danhba | Da

Danh sach CBCCVC o Danh sach ché duyét nghi huru o Danh sach ché xi Iy nghi hwu 1 Danh sach da nghi huu

1 Thure hién nghi hueu

Thii diém nghi heu | »= E| z= B mH

2. Bam Thue hign &=
nghi huru

Tim: | Excel (tdt ca) | Excel itich chon) | Excel (frang) | In én
Bac lwong hién tai Théng tin nghi hwu
Hinh Chi
Hova  Gigi L ) Chirc  Tén Ma ; . ox
T Gn  tnn Modysinh Pheng TU T ngaen 0T e | | e ;::: Hinh  Ngaynghi S& Ngay _-% et
" ‘ L E s6 o thirc hea ¥ QP Qb q ¥
1. Chon h6 so can e
X ly nghi huu Chuyén Huwéng Hudng
TNGUYEN o | 30011958 | 19 van- | 01003 | 22 | 3 |30 orou200s 22 aerozants =
VAN B N8i Vu 01003 higm hiém
xd héi x& hdi
Xem | 20 E muc Bang xem 1 dén 1 trong tong s6 1 muc = T‘ =
rroc ep
Hinh 45: Thyc hién nghi huu
Phan mém s€ hién thi giao dién nhdp thdng tin thyuc hién nghi huu.
Danh sach thure hién nghi huu
Chire Tén M i ooy Loa
3 ien a: s i : T 4 g al
STT Ho wi tén Ngay sinh  Dom vj Phixng u1_| agach ngech thirc : Hé Théri didm b
hiromg Bic F VK :
0 hrong
UEND Phin Chuyin Hwrdmg
HGUYEN VAN B V011958 huydn ;-5.. vg wiln - 01003 hromg 3 3 0170172004
g 61003 100%
1 Hinh thadc ngh:' hwu * !';;-;‘Elf‘lg Bao hlE"m 58 hid |- I-Jga?:r' n?ﬂ' hww * 28 2018 H
54 quyt dinh * Mgay quyét dinh *
Cor quan guyt dinh *

Hinh 46: Biéu mau thiee hién nghi hieu

Sau khi nhap thong tin day du, CBTCCS bam vao niit Thuc hién nghi huu dé
hoan thanh viéc thuc hién nghiép vu Nghi huu cho hd so CBCCVC.
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6.4 Danh sach da nghi huvu

Danh sach trich ngang | Diéu ding @8 | Tiépnhan lai @ | Kiémnhigm @ | Biét phai @ | Nang lrong thwéng xuyén @ED | Nghi huu B nhiém lai @
Danhba | Bangvien @ | Tapsw@® | TwHopddng@ | Cidihoc @@ | D xudtsraHS @
Danh sach CBCCVC o Danh sach ché duyét nghi huu o Danh sach ché xi¥ ly nghi hueu o Danh sach da nghi huu
Thevi didm nghi hieu | »= EI <= EI nﬂ
Danh sach da thure hién nghi huu
Tim: ‘ Excel (tt ca) H Excel (tich chon) | Excel (trang) ‘ in 4n
Bac lwong hién tai Théng tin nghi hwu
Hinh Chi
Hova Giei _ Chic Téen  Ma " o
T = 5 Ngay sinh  Phong thirc He z . x % 3 = Ce tiet
tén  tinh paachii ot e il Bam vao de xem thong tin nghi huu s =
¢ cing nhur qua trinh X 1y nghi huu ap
Huwéng Huwéng
Chuyén
NGUYEN Phdng Bao Bao
5 r &n - = / 102/ =
VAN B MNam = 3070171958 Nai VU vién 01003 hidm 3 3.00 01/01/2004 28/02/2018 NH123 snv
01003 L o
%4 hdi *d hdi
Bang xem 1 @én 1 trong tdng s6 1 muc ;
i) 20 EI - 4 BRI Trwérc | 1 Tigp

Hinh 47: Danh sdch da nghi huu

Tai ddy, CBTCCS c6 thé bam vao nit Chi tiét dé xem thong tin nghi huu va qua
trinh xtr 1y nghi huu.

Qua trinh xF Iy nghiép vy nghi huu
Hovitén MNGUYEN VAN B Hgay smh  JW01/1958
Bonv  UBHD huyén phb:ls ban  Phang Moi Vu
Tén ngach  Chuyén vién - 01003 Hinh thiFe nghi huw  Hirdmg Béo hidm xb hii
Hgéy nghl huu 280022018 54 quyét dnh OB NH123
Mgay quydt dinh  30/06/2016 Cer quan quyeét dinh  snv
Hguecri Bon v Born v Ghi Ngay nghi o
STT Hegisy quA 4 W |'I Trang thai e Hinh thirc 92y ng 54 QB Hgdy O quan
giri g nhén chi hiru
ab
UBHD Lép danh .
Hhim hd Huéng Bio
1 30062016 by ach nghi " 2018-02-28
weDNICT T rang hidm x3 hos
huru
x UBHD A i !
: Nhim hd Tharc: hign Huérng Biao QB
2 6201 hiay = 18.02- a0 '
SRtk wo DNIGT Y9 night hirg hifim i hii B0 | iy | [AUERDIE S am
Hhém hd i Thue hid Hudrng Bi o)
) g b : wre hign wéng B
3 30/06/2016 huydn & 2018-02-28 30/06/2016 ]
g DHICT nght huu hidm x3 héi NH123 il

Hinh 48: Thong tin qud trinh xu Iy nghi huu
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Phan mém Quan 1y ho so can bg, cong churc, vién chiic

7 Nghiép vu nang lwong thwong xuyén
Pé str dung nghiép vu ning lwong thudng xuyén, CBTCCS chon vao thé Nang

lvong thuong xuyén.

Danh sach trich ngan Didu déng @D 2i @D am @ 5@ | Ning lrong thwing xuyén GIEE W 0/0/0 )
Bé nhigm lai @ 5 én @ v @ déng @ c @D Bé xuit siva HS @

Danh séch ché nang lvong @)  Danh sach da nang luong

Danh séch CBCCVC 1 Danh séch ché duyét nang lwong @G
<=

i= Lap danh sdch nang lrong

Théi diém nang | ==

Tim ‘ Excel (tat ca) H Excel (tich chon} || Excel (trang) H In &n |
Bac lwong hién tai Bac lwong nang lén
Hinh con
Chii T Ma . .
Ho va tén Ngay sinh  Phang i e“h e , thic e Thei e Thei lai{Ngay)
b ngac ngac hwéng Bac T VK diém Bac e || [T diém .
sé - sé
hwéng nang
. Chuyén Huéng
ik on
NGUYEN VAN B 30/01/1958 | Vg vién - 01003  lwong 3 |3.00 01/01/2004 4 333 01/01/2007 -3468
o vy 01003 100%
Bang xem 1 dén 1 trong tdng s& 1 muc ; .
Treec 1 Tiép

[=] mue

Xem | 20

Hinh 49: Giao dién Nang lwong thuong xuyén

7.1 Lap danh sach nang lrong thuwong xuyén

Pé 1ap danh sich nang luwong thuong xuyén, CBTCCS chon vao Danh sich

CBCCVC, sau d6 bAm chon céc hd so ¢6 nhu cau nang luong thudng xuyén.

Luu y: Cac ho so hién tai ddy 12 cdc hd so sap toi ngy ning luong, cdch ngay
nang lwong 90 ngay (quén tri vién c6 thé thay doi tiy theo dic thii ciia tinh), va chi c6
cdc hd so trong gi6i han ndly méi hién thi dé thuc hién nghiép vu ning luong thudng

xuyén

Nang lwong thiéng xuyén G Ighi huu
Dé xut sira HS @

12 @ n @

Danh sach dd nang lwong

Danh sach CBCCVC 1 Danh sach ché duyét ndng lwong o Danh sach ché néng lwong o

i= Lap danh sach nang lwvong

2. Béam lap danh
sdach nghi hvu

Thvi diém nang | »= B

T
Tim: ‘ Excel (tit ca) | Excel (tich chgn) | Excel (trang) H in &n
Bac lwong hién tai Bac lwong nang lén
Hinh Con
Chi Té M3 e oo
Hovatél 1. Chon cac |Phong e enh ah thirc He Thai He Thei lai(Ngay)
3 ngach  N9ACR | ppéng Bac | ;| VK diém Bac  © VK diém o
= hwéng = néng
g Phén, Chuyén Hudng
NGUYEN VAN B 30/01/1958 i Vi vién - 01003  lwong 3 | 3.00 01/01/2004 4 333 01/01/2007 -3468
01003 100%

Xem | 20 Dang xem 1 dén 1 trong tdng s6 1 muc = | ; ‘ Tié
roc ep

] me

Hinh 50: Lap danh sdch nghi huu
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7.2 Danh sach cho duyét nang lwong thwong xuyén
Cic ho so sau khi Lap danh sich ning lwong s& xut hién & Danh sich chd duyét

nang luong

NS o Wl Cach sich o dupit ndng keomg 1

L Churbn donod gr i

ST - -

Tim Eaced (1l ) Eacel fich chaah Lacel {rang nin
B Irmg higha 1ai Bl Ity ndsg lin
Hink Cin Y]
Chie  Tin W& : R Fon
Hip wi bin Mgy sinh Phing hirc Ther s Thr lgi{igdy) st
vy ngach  mgach . Hy | . L. SR s chi
hisimg e VK didn s VK didm 3 -
o
ustmg niing
LB
huhn P Lyl Herdag
IS - wiln - 3 oy 3 300 QA0 d 333 LT HEa
(o) 100%
Taen | 3 | e Buang wem 1 3n 1 trong iag 38 1 muc

Hinh 51: Danh sdch cho duyét nang lwong

Tai ddy, néu don vi khong c6 thim quyén duyét nang lwong thi chon vao céc hd so,

ro1i bam Chuyén don vi xu 1y

[ 0 QN Dush sich chie doypit sdeg heong 1

_ Duyl ndng komg u Tiir cili

L Charpbn dom ol If

d ]

Tim Eael it ol Exc (bioks DR Bt (aeg nika i Z
2. Bam chuyén
Bl lwong hidn dl‘.'Fl'I VAT ]" g ning thn
S o = Hnh Cén Chi
e i s thirc e Thtel " Thirl o g
BORCH | DORCH | e Bie VH didm B L S 7 ey
wh w
harimy nhng
Chuyin Hurdiig
udn 01003 rong I O3m oUOI20M 4 33D 02T 217
010403 PoI%

Erarg aem 1 &n 1 trong tng S8 1 muc

Hinh 52: Chuyén xit Iy ndng lwong thirong xuyén

Phan mém hién thi giao dién biéu mau nhap thong tin chuyén xir Iy
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Danh sach chuyén xir Iy
B I hbn Ll b liromg nbag én
Hink
e Chire  Tén M5 i - 5 Logi
STT My vt Bl Hipay sink X Phidng : T thiw T Theirl - Thrl :
g Y| TERe RSN hodng | Bl VK dibm B VK dildlm =
! a s
hirimg nhng
EHD
R Chirydn Hurdg
- ¢ £ i e T - - . . e . 3 " 1720
RGUYEN VAN B I 11958 - e Vj i Q1003 krong 3§ 300 02004 4 133 01072007
g 01003 100%
Drom i nhin xdr b * =| 14 dung

Hinh 53: Biéu mdu nhdp théng tin chuyén xir Ly

Sau khi nhap du céc thong tin, bAm vao nit Chuyén xir Iy dé chuyén yéu cau
nang lwong ctia hd so dén don vi ¢6 thim quyén xir 1y.
Néu don vi ¢6 thim quyén duyét nang luong cho hd so, CBTCCS chon cic hd

so, 101 bam Duyét nang luong.

L 0 Ml Dush abch et duyit nlng hrosgy 1

+ Dyl nang keong

- afs

T Excwl (1 ekl Excel fach chon| Enced (reng Fiin

2. Bim duyét
nang leomg

B lireng hign iyl B¢
Hinh Chi
= Chi Tén u ¢ ¥y - ok
et b b R, Abdm ’
% hirirerg
L= ) g
il - M3 heong 3 LY ] R Rg e i) 4 35 [i]] i) &
[0 i) 10
Xam O = | g Bang xem 1 30 1 brong ng 58 1 muc - 2

Hinh 54: Duyét nang luong

Phan mém sé& hién thi giao dién biéu miu nhap thoéng tin ning lwong thudng

xuyén.

Danh sdch duyét nang lrong

2. Bam dé duyét nang lwong

Bt lrerngg nding bin

Bon Chire Téim = - Logi
51T Mg v tdn Mgy sinh Fhing thirc - Thérl Theirl
- w DT Dt iy Bde " VK i Bae ”'_' VK didm ba
2 » hardmg = niing
UBND ] 1. Nhip cac thong tin |__,,yj
HCUYENVANE  suoiiocs  TMHen T T oTITT—Trong 3 300 OLL0M  4 333 8172007
Ml v

01003 100%

Sb quyét dinh Higdy quydt dinh

Co quan quydt dinh

Hinh 55: Biéu mdu nhdp thong tin ndng lwong thirong xuyén
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nut “Nang luong”

Danh séch CBCCVE (@)

Thoi diém nang | »= EI

7.3 Danh sach cho nang lwong thwong xuyén
CBCCVC.

Phan mém Quan 1y ho so can bg, cong churc, vién chiic

Danh sach ché duyét nang lrong o

Sau khi duyét thanh céng, CBTCCS can thyc hién ning lwong cho hd so

Danh sach ché nang lwong 1

[

Danh sach d3 nang lrong

Tai danh sach chd nang lwong, CBTCCS chon céc hd so can nang lwong, réi bim

Excel (14t cd) Ii Excel (tich chon) i‘ Excel(rang) || indn |
Béac lwong hién tai
Hinh
hij Té Mz
Ho va tén Ngay sinh  Phang e . - thirc
3 vu ngach ngach N s
. hwéng Bac
1. Chon céc ho so
== . Phéng Chuyén
BUVENVANE  a00t1sss 19 g
Xem 20 EI muc

1 Néng lreng
Bac leeng nang 1én
Co
Thi 2 Thei S5QD  NgayQP quan
¢ vk giém | Bac| % vk  diém ap | 2
sé S s6 %
hwong nang ¥
Hwéng
vién - 01003  lwong 3 3.00 01/01/2004 4 333 01/01/2007 01/07/2016 SNV =
v 01003 100% UBND123
Pang xem 1 dén 1 trong 16ng 56 1 muc e (M | e
b * A A
Hinh 56: Thyc hién ndang luong
Sau d6 phan mém s€ hién thi giao dién biéu mau ki€ém tra thdong tin nang luong
anh sacn MmLwc en nang Iwnong :"!..':"'Q AN iy |
2, Bim Ning lromg
11 Ho v i o ik i Mol o Tae " th
% ke Pl sk B s i | neweh |mopen f T L Hng
hwimg Bdc |
: ‘ 1. Kiém tra vi didu chinh
UBMD
NGUYENVANB  oqurgss TR FTene
i1 dinh

cic thing tin hep 14
B100 =

03

A
100%

Hgay quydt dinh

Hinh 57: Thiee hién kiém tra thong tin va nang lwong
7.4 Danh sach da nang lwong thwong xuyén

sdch da nang luong thuong xuyén

Dé xem lich sir nang luong thuong xuyén tai don vi, CBTCCS bam vao Danh
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Thoi diém ndng | >= B

[

Phan mém Quan 1y ho so can bg, cong churc, vién chiic

Danh séch CBCCVC @) Danh sdch chér duyét nang lvong @ Danh séch che nang lrong (@) [EREUUEEEEEREU RG]

Danh sach da thwe hién nang lvong

Tim- Excel (tét ca) Excel (tich chon) Excel (trang) In 4n
Bac lwong hién tai Bac lwong nang lén
we| wrn | op | 5
# Ho va tén Ngay sinh  Phong . " - thirc He Thoi He Thei 56 QD Ngay @D  quan o
vi | ngach | ngach ool Bac| : |vk| mém | Bac| % |vk| @ém e
hwéng = ning ~
Phon Phong  Chuyén Hwéng
NGUYEN VAN 30/01/1958 i g Mai vién - 01003  Iwong 3 3.00 01/01/2004 4 333 01/01/2007 01/07/2016 SNV =
N&i Vu UBND123
01003 100%
Dang xem 1 dén 1 trong 16ng s6 1 muc ]
s 20 B 19 9 gtong Trrge | 1 Tiép
N . ~ . A A
Hinh 58: Danh sdch da thuc hién ndang luong

8 Nghiép vu nang lwong truwdc thoi han

st dung hoan toan tuong ty nghi¢p vu Nang luong thuong xuyén

9 Nghiép vu B6 nhiém lai

CBTC Bam vao thé Nang luong trude thoi han dé str dung nghiép vu nay, cdch

st dung hoan toan tuong tu nghi€p vu Nang luong thuong xuyén

CBTC Bam vao thé Nang luong trudc thoi han dé s dung nghiép vu nay, cich
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