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HE THONG QUAN LY CAN BQ CONG CHUC
VIEN CHUC

M3 du 4n: VNPT_CCVC_UM_HSNS

I. MO PAU

1.1. Mye dich tai ligu

- Tai liéu nay huéng dan nhap mot hd so cua Céan bo, Cong chic, Vién chic

.2. Pham vi

- Tai liéu nay duoc hudng dan cho Céan bd, Cong chuc, Vién chirc tu cap nhat hd so tu
khai ctia ban than hoac danh cho Céan bo quan ly Ho so can bg, c¢dng chic, vién chirc

nhap liéu hd so cho can b, céng chirc, vién chire (sau day viét tit A CBCCVC).
1.3. Cach sir dung

- Tai liéu bao gdm cac noi dung duogc trinh bay theo trinh tw huéng dan sir dung theo ting
chtic ning, trong d6 bao gom hudng dan chi tiét cach sir dung tirng tac nghiép trong chuc

nang do.

1.4. Cac quy wéc danh may

- Toan bo Tai liéu sir dung phéng chit Times New Roman size 13.
- Cac dau muc str dung font chir Times New Roman size kiéu Bold size 13.
I.5. Tai liéu lién quan

STT Tén Tai ligu Tén file
1. Tai liéu dic ta chi tiét VNPT _CCVC_URD
2. Tai liéu dac ta yéu cau phan mém VNPT _CCVC_SRS

1.6. Giai thich tir ngix va cac chir viét tat

Thuit ngir

Y nghia

CBCCVC

Cén bo cdng chac vién chic
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II. HUONG DAN SU DUNG CHUC NANG NHAP HO SO CBCCVC

1. 1II.1. Nhoém Thong tin co ban

Ho va tén * S0 hiéu CBCCVC * Loai can bo
Pang Thi Phuong Anh CBO001 Vién chirc
Tén goi khac Gidi tinh * Ngay sinh *
Phuong Nam ~ 01/01/1991

Can bd nhap thong tin chung nhu sau:

- Thong tin “Loai can by”: Chon loai can b 1a Cong chirc, Vién chuec,...

- Nhap céc thong tin khéc nhu: Ho va tén, Tén goi khac, Gidi tinh, Ngay sinh
Thong tin “S4 hiéu CBCCVC™: Nhap s6 hiéu can bo cia co quan, don vi st dung
CBCCVC néu ngudi nhap 13 Can bd quan 1y hd so, bé qua néu ngudi nhap 1a Can
b tu khai

Chu ¥: Cac thong tin c6 déu * 14 cac thong tin bat budc nhap

Anh dai dién: Cho phép chon file c6 dinh dang anh, dung luong tdi da 10MB

% Thong tin cong viéc

Théng tin céng viée

Bon vi / Phong ban * Ngach/Churc danh
UBND Tinh / don v thiy test khéng tac déng / Phong QLCL 01.001 - Chuyén vién cao cap
Chire vy Ngay bd nhiém Ngay bd nhiém lai
~ 01/01/2019 (] 02/01/2021
Chirc vy kiém nhiém Chirc vy quy hoach La cBaQL
GV ong duong. Chanh )
(¢ Trudng phéng thuée Vuy va cacté . ) v
Ngudi quan ly Cong viéc chinh dugc giao Céng viéc 1am I&u nhat
~  Quanly hé so CBCCVC Quan Iy hé so lrong

Thong tin “Pon vi /Phong ban”: Chon co quan, don vi st dung gén nhét véi Can
b, Cong chirc, Vién chuc (CBCCVC). Can bo tu khai khong can nhap thong tin
nay

Kiém tra va nhap cac thong tin cong viéc, néu khong tim thdy “Chtrc danh cong
viéc” trong danh sach thi lién hé v6i Can bd vu T6 chire Can bo dé thém Chire
danh cong viéc

Néu c6 thong tin “Chire vu” thi bit budc dién thong tin “Ngay bd nhiém”

Chure vu quy hoach: Co thé chon 1 hodc nhiéu chtrc vu quy hoach

Thong tin “Ngudi quan 1y”: tim kiém ngudi quan 1y theo ma can bo

% Thong tin lién hé
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Théng tin lidn hé
Email * Didéng Bién thoai cong ty

phuonganh@vnpt.vn 0829898999 0243 553.3388

Lién hé khan cap

Chéng: Khéng Doanh Doanh
SDT 0999999999

- Thong tin Email: Pay 14 thong tin bat budc nhap, CBCCVC nhap thong tin Email
cia CBCCVC dé nhan cac thong bao cua hé thdng (khong duoc phép nhap tring
email véi cac hd so khéc)

- Thong tin di dong: Nhép s6 dién thoai di dong gom 10 chit s6

- Nhép céc thong tin lién h¢ khac

% Thong tin chung

Theng tin chung

$6CCCD! Ma sd dinh danh Ngay cip Noi cép
017027351938 ]

80 CMND 9 56 (néu cd) * Ngay cap Noi cap
017898767 27/02/2008 9 CATPHaNgi
Noi sinh

Tin/Thnh Phé * QuanHuyén XaiPhutmg
Ha Ngi Thusing Tin Théng Nnit

Chi tiét nar sinh
Thén Gidp Lang

Qué quin

- Theo hé 5o géc

Gldp Long, Thing NhAt, Thusmg Tin, Ha Tay

- Theo don v hanh chinh hign nay

Tinh/Thanh Pha * QuéanHuyén * Xa/Phuang
Thanh phé Ha NG v | Huyén Thuéng Tin v | Xa Théng Nnét
Bia chi chi tiet

Nha 56 1, Thén Gidp Long

Quéc tich Tén gido * Tén gido

Wigt Nam ~  Kinh ~  Khdng theo ton gido ndo

Noi dang ky ho khau thuong tri

Tinh/Thanh Phé * QuanHuyén * Xa/Phudng
Thanh phé Ha Ngi ~ | Huyén Thutmg Tin ~  XaThéng Nhit
Dia chi chi tiét

Thon Gidp Long

Noi & hign nay

Tinh/Thanh Phé * QuanHuyén Xa/Phutng
Thanh phé Ha Noi ~ | Huyén Thuéng Tin ~ | Xa Théng Nhét
Dia chi chi tiét

Nha 56 1, Thon Gidp Long

Bia chi khac

Khéng oo

Tinh trang han nhén * Thanh phan gia dinh Thanh phan ban than
Ba két han v |Cnéng ~  Vién chirc

-S4 CCCD: Bit budc nhap thong tin sé CCCD, trudng hop chwa lam CCCD gin
chip va khong biét s6 CCCD, CBCCVC c¢6 thé lién hé voi Cong an noi thudng tr
dé 1ay s6 CCCD va nhap 1én hé théng
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Céc truong nhap ngay thang nhu Ngay cip s6 CCCD, ngay cap CMND,... yéu ciu
nhap dinh dang Ngay/Thang/Nam

Thong tin ho chiéu: Trudng hop 14 ho chiéu cong vu s& nhap thong tin vao cac
truong thong tin vé ho chiéu cong vu, truong hop 1 ho chiéu thuong s& nhap
thong tin vao cac truong ho chiéu thudong

Thong tin Qué quan: Chon va nhap thong tin qué quan theo don vi hanh chinh hi¢n
nay

Qué quan theo hd so gbc: Nhap thong tin Qué quan theo hd so gbe cia CBCCVC
Thanh phan gia dinh: Chon thanh phan gia dinh, tham khao cach xac dinh thanh
phan gia dinh nhu sau

+ Thanh phan ¢ nong: C6 ndng 1a 16p vo san & ndng thon, thanh phan nay 1a
nhiing ngudi nong dan ngheo khong cd rudng dat, cong cu san xuét, ho 1a nhirng
ngudi séng chii yéu bang cach di 1am thué hodc & mudn.

+ Thanh phan ban nong: Nhimng ddi twong thudc ting 16p ban ndng 13 nhitng con
ngudi nghéo kho, sng trong ché do cil, thanh phan ban nong c6 cudc sdng tot hon
thanh phan ¢ néng mot chat vi cé6 mot phan nhoé ruéng dat. Tuy nhién nhiing
ngudi thude ting 16p nay ciing phai di 1am thué cho dia cha hodc linh canh dé duy
tri cudc song.

+ Thanh phan trung néng: La nhitng ddi tugng nong dén it bi boc 16t va c6 tai san
riéng dé tu do lao dong dé sinh séng.

+ Thanh phan pht nong (dia chi): La nhitng nguoi c6 rudng dat nhung chi lao
dong mot phan nho va thudng muon nguoi dé cay ciy.

+ Thanh phén cong chirc, vién chire: La nhitng nguoi duoc tuyén dung hodc bd
nhiém vao cac churc danh trong co quan nha Nudec.

+ Thanh phan dan nghéo: La nhiing con ngudi ¢6 xuat than nghéo kho, doi kém.

+ Thanh phan tiéu thuong, thanh phan tiéu chu, thanh phan tu san, thanh phan tiéu
tu san...Pay 1 cac tang 16p nhan dan co cia cai, chuyén budn ban nho 1é.

< Thong tin tuyén dung

Théng tin tuyén dyng

Nahé g
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- Ngay vao co quan, don vi: Bit budc nhap ngay vio co quan, don vi hién dang lam
Viéc ma co con dau.

« Hoc ham dwgc phong

Hoe ham duge phong

Hoe ham Nam phong tang * Chuyén ngant

- Bit budc nhap Nam phong tang, Chuyén nganh khi 6 “Hoc ham” ¢6 dit liéu
% Chirc danh khoa hoc

Chirc danh khoa hgc
Chire danh Nam phong chire danh

Gido su v 2022

- Bit budc nhap “Nim phong chirc danh” néu 6 “Chtrc danh khoa hoc” ¢c6 dit liéu

< Thong tin thué

Thong tin thué

S6 nguei phy thudc

Nhap S6 ngudi phu thudc, ma sé thué ca nhan

% Thoéng tin gia dinh chinh sach

Thong tin gia dinh chinh sach
D6i tugng chinh sach @ Lathwong binh La gia dinh chinh séch La gia dinh ¢ cong véi CM

(EThurong b N

Hang thurang binh Hinh thisc thuong 13t N&m thuomg binh

Bat budc nhap cac thong tin “Hang thuong binh”, “Hinh thirc thuwong tat”, “Nam
thwong binh” khi chon ddi tuong chinh sach 1a “Thuong binh”
< Pai biéu Hoi dong nhan dan

Dai biéu Hoi dong nhan dan

(O) Dai biéu HDND (O) Dbai biéu Québc héi

Tich chon “Pai biéu HDND” hoic “Dai biéu Québc hoi” néu CBCCVC thudc 1 trong
2 nhém trén, bo tréng néu khong thudce ddi tugng trén.

% Thong tin quan nhan
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Théng tin quan di
Ngéy nhép ngo

=

+ Laquannhan Ngay tham gia CM

Quan ham cao nhét Ly do nhép ngd

- o Lydenr

Ngay xuét ng

Néu tich “La quan nhan” thi can nhap bd sung cac thong tin Ngay nhap ngil, Ngay
Xuit ngii va cac thong tin khac (néu cd).

2. 11.2. Nhém Théng tin Lwong, Phu cip, Chic vu

Dién bién romg
#  Ngly duoc huéng = Loai cdn bo Loai lrong NgachiChire danh Bac lrong Hé sb Lwrong théa thuan Ghi chi

Phy cip cd nhan

#  Tenphycip Tir ngay « Dén ngay Loai phy cép He sbITy Ie Phuy cdp tinh BHXH 6 gia han

% Dién bién lwong
Tai vung thong tin “Dién bién lwong”, nhan vao “Thém mot dong” -> hé théng hién
thi man hinh thém dién bién luong sau:
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messir P YNPT
T%: méi: Dién bién lwong x
Loai céan bd * - Ngach/Chtrc danh * -
Loai lrong * Lwrong khodan = Lwong hé s6 Bac luong * -
Noay dur huong™ B Hesétheobac% (e [g.0000

50 mac dinh theo

Th,di gian gi bac dy Tir B - Toi | Ngach/chirc danh) *
kién .
Y . . S PIC thdm nién vuot
Loai diéu chinh lrong Biéu chinh lrong thrdng xuyén ~ Khung (%) 0.0000
Mirc 1y 16 100% - PIC chénh léch bao 0.0000
luru
T& trinh / quyét dinh
Ngay ky t& trinh = Ngay quyét dinh =
St trinh S6 quyét dinh
Nguai quyét dinh Noi quyét dinh
Ghi cha Ghi cha
Van ban quyét dinh % Van ban quyét dinh

- Nhép céc thong tin dién bién luvong

- Chon loai luong Khoan hogc luong hé s6 -> hé thong sé& hién thi cac thong tin
tuong tng yéu cau nhap.
+ Néu chon luong 13 Luong khoan: Can bd nhép thong tin lvong thoa thuan theo
hop dong di ky
+ Néu chon luong 1a Luong hé s6: Can b nhap thong tin hé sb lvong

- Céc truong c6 diu * 13 cac trudng bit budc nhap thong tin

-  Dinh kém van ban quyét dinh theo cac dinh dang pdf, doc, docx, xlIsx,
xls,xIsm,ppt,pptx,png,jpeg,gif. File dinh kém t6i da 10MB

% Phu cap ca nhan

Tai ving thong tin “Phu Cap ca nhan”, nhan vao “Thém mot dong” -> hé théng hién
thi man hinh thém phu cip sau:

10
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Tao mé&i: Phy cip ca nhan

Tén phy cép * Phu c&p thu hut - Loai phy cép * V16 %
Thoi gian hiéu luve 06/03/2022 m - 30/03/2023 m Phuy cap tinh BHXH -
He sb/Ty 18 2 Phu cép toan don vj

Van ban quyét dinh % Van ban quyét dinh
Co gia han v
Ghi chu

- Chon Tén phu cép, hé théng hién thi Loai phu cép tuong Ung

- Nhap Thoi gian hiéu luc cua phu cdp va cac thong tin hé sd, ty 1& twong tng theo
ting phu cap

- Néu tich vao “C6 gia han”: hé thong s& cin ctr vao day dé hién thi canh bao khi
sap hét han

- Dbinh kém van ban quyét dinh theo cac dinh dang pdf, doc, docx, xIsx,
xls,xIsm,ppt,pptx,png.jpeg.gif. File dinh kém t6i da 10MB

3. 11.3. Quan h¢ gia dinh

o Q 8 N
& I Quan hé gia dint

Quan he than nhan
#  MbiQuan he Ho tén than nhan Nam sinh Bia chi noi & B3 mit Cing co quan Ngudi phu thuge

Tai vung thong tin “Quan h¢ nhan than”, nhéan vao “Thém mot dong” => h¢ théng
hién thi man hinh thém méi quan hé nhéan than sau

11
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s P VNPT
Tao méi: Quan hé nhén than
Quan hé than nhan * Cha dé v Ho tén than nhan * Dang Van An
N&m sinh * 1955 Nguoi phu thude O

Cung co quan
Pa mét

Qué quén, nghé

Tap tin dinh kém

Ghi cha

nghiép, chirc danh...

v

Qué quan: Théng Nhét - Thueng Tin - Ha Noi
Nghé nghiép: Lam rudng

% Tap tin dinh kém

Hom nay

Pang tao mai dir liéu...

- Nhap cac thong tin vé nhan than ciia ban than va thong tin nhan than bén

Vo/Chdng

- Néu nhan than 1am cing co quan thi tich chon “Cuing co quan”

- Néu nhan than 1a nguoi phu thudc cua Céan bd thi tich chon “Nguoi phu thudce”

- Néu nhan than da mat thi tich vao “P3 mat”
- Pinh kém theo cac dinh dang pdf, doc, docx, xIsx, xIs,xIsm,ppt,pptx,png,jpeg,gif.
File dinh kém t6i da 10MB

N

4. 11.4. Trinh d§ dao tao, chirng chi, boi duwdng

¢ Thong tin trinh d§ dao tao

12
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Thang tin trinh 43 dao tao

Trinh 34 gido dyc phé théng Hé déo tao gido dyc phd thang

12112 v Chinh quy

Trinh 6§ chuydn mdn cao nhit Hinh thire d&o tao Chuyén nga
E

Nam t6t nghigp L4 co' 56 dio tao nusdc ngodi

Trinh @6 tin hoc cao nht Trinh 6§ quan I§ nha nude

Ky nang mé

e & D

- Nhap thong tin trinh 6 dao tao

- Véi cac thong tin nhu “Co s& dao tao”, CBCCVC khong tim thay co s¢ dao tao
ctia minh thi ¢6 thé lién hé voi CB vu TCCB dé yéu cau bd sung “Co sé dio tao”
dé phuc vu chon co s¢ dao tao ciia minh.

- Véi cac thong tin an mo 13 cac thong tin khong can nhap tai ving dit lidu nay va sé
dugc bo sung & cac man hinh nghiép vu chinh khac.

- Co6 thé chon nhiéu thong tin k§ ning mém

% Trinh d¢ chuyén mén
Luu : Chi nhap thong tin trinh do tir Trung cap trg 1én

Tiinh d¢ chuyén mén (Tir trung cap trér lén)

#  Tirngly a Dén ngay Trinh dd dao tao Chuyén nganh dio tao Nganh do tao

Tai viing thong tin “Trinh d6 chuyén mén”, nhan vao “Thém mot dong” => hé thong
hién thi man hinh thém méi trinh d6 chuyén mon sau:

13
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Nwéc dao tao *

Loai dao tao *

Co s& dao tao *

Trinh d6 dao tao *
Nganh dao tac
Chuyén nganh dao tao

*

Trinh d6 chinh

Ghi chu

Téap tin dinh kém

Guritin - Ghicha

Tao méi: Trinh do chuyén mén (Tir trung cap tro 1én)

Viét Nam

Trong nuéc

Trwong Dai Hoc Cong Nghiép Ha Noi
CU nhan( Bai hoc)

Céng nghé théng tin

An toan théng tin|

v

Ghi chd

% Tap tin dinh kém

Bang tao mai dir liéu...

Thoi gian

Hinh thirc dao tao *
Van bang chiing chi
Tét nghiép loai

Nam tét nghiép

Hom nay

01/2010 m - 08/2014
Chinh quy

Béng Pai hoc

Kha gidi

2014

CBCCVC nhap cac thong tin tai man hinh

Luu y: Trinh d chuyén mon nao dugc tich vao “Trinh do chinh” thi s€ dugc hiéu la

“Trinh d6 chuyén mén cao nhat”. Trong cac ban ghi trinh 6 chuyén mén thi chi dugc
phép dat mot ban ghi dir liéu 1a “Trinh d chinh”.
- Dinh kém theo cac dinh dang pdf, doc, docx, xIsx,xIs,xIsm,ppt,pptx,png,jpeg,gif.

File dinh kém t6i da 10MB

% Ly lun chinh tri

Ly lugn chinh trj

#  Batdau Két thic

Trinh d3 Iy luan chinh tri

Ten co s& dao tgo

Van bang dwge cip

Tai vung thong tin “Ly luan chinh tri”, nhén vao “Thém mot dong” => hé théng hién
thi man hinh thém méi sau:

14
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M@ Ly ludn chinh tri

Thoi gian dao tao
Trinh @3 ly luén chinh
tri *

Tén co s& dao tao *

Ghi cha

File dinh kem

01/2022 [ - 06/2022 [
Trung cip
Truang Cao Dang Céng Déng Lo Cai

Ghi chu...

% File dinh kém

Hinh thirc dao tao Béi dudng e
o Van béng dugc cap Béng tét nghiép trung cp Iy luan chinh tri
Co & dao tao Trudng Cao Déng Cong Déng Lao Cai ¥

CBCCVC nhéap cac thong tin tai man hinh

- CBCCVC nhap “Tén co s dao tao” néu khong tim thay “Co s¢ dao tao” trong
danh sach chon

- DPinh kém theo cac dinh dang pdf, doc, docx, xlsx,xlIs,xIsm,ppt,pptx,png,jpeg,gif.
File dinh kém toi da 10MB

% Quan ly nha nuéc

Quin I nha nuée
#  Bitdiua Két thic

Thém mét dong

Trinh dd quan Iy nha nudre

Tén co s& dao tao Van bing duge cip

Tai vung thong tin “Quén ly nha nudc”, nhan vao “Thém mdt dong” => h¢ thong
hién thi man hinh thém méi sau:

Thei gian dao tao
Trinh d6 quan ly nha
nuwoc *

Tén co sé dao tao *

Ghi cha

File dinh kem

Tao méi: Quan ly nha nwéc

01/2022  [4 -|02/2023 [
Chuyén vién va tuong duong
Truding Cao Dang Céng Déng Lao Cai

Ghi chu...

% File dinh kém

Hinh thirc dao tao Chinh quy >
v Van béng dugc cép Chirng chi quan Iy nha nwéc ngach chuyén vié
Co sé& dao tao Trudng Cao Dang Céng Déng Lao Cai v

CBCCVC nhép céc thong tin tai man hinh

15
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- CBCCVC nhap “Tén co sé diao tao” néu khong tim thdy “Co s¢ dao tao” trong
danh sach chon

- Pinh kém theo cac dinh dang pdf, doc, docx, xlsx,xIs,xIsm,ppt,pptx,png,jpeg,gif.
File dinh kém t5i da 10MB

% Tin hoc

Tin hoe
# Bat diu o Két thic Trinh dd dao tao Tén co s& dao tao Chirng chi duoe cip

Tai vung thong tin “Tin hoc”, nhén vao “Thém mot dong” => h¢ théng hién thi man
hinh thém mai sau:

Tao méi: Tin Hoc x
Thei gian dao tao 052019 [ - 012023 4 Hinh thirc dao tao Chinh quy N

Trinh @6 do tao * Dai hoc - Chrng chf duoc cap Bang Dai hoc

Tén co sé déo tao * Trueng Pai Hoe Céng Nghigp Ha Noi Co s¢ dao tao Trweng Bai Hoc Cong Nghigp Ha Noi v

Ghi chi Ghi chu...

File dinh kém % File dinh kem

CBCCVC nhép céc thong tin tai man hinh

- CBCCVC nhap “Tén co sé dio tao” néu khong tim thiy “Co sé dio tao” trong
danh sach chon

- Dinh kém theo cac dinh dang pdf, doc, docx, xIsx,xls,xlsm,ppt,pptx,png,jpeg,gif.
File dinh kém t6i da 10MB

+ Ngoai ngir

Ngoai ngir
#  Bitdiua Két thiic Ngoai ngir Trinh do dao tao Ten co s& dao tao Chimg chi dugre cip
Thésm mét déng

Tai vung thong tin “Ngoai ngt”’, nhan vao “Thém mot dong” => hé thong hién thi
man hinh thém mai sau:
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P VNPTIT VIEN CHUC M4 dy an: VNPT_CCVC_UM_HSNS
s B YNBT
Tao méi: Ngoai ngir
Thoi gian dao tao 01/2023 m -1 0312023 m Hinh thirc dao tao Bdi dwéng v
Ngoai ngtr * Tiéng Anh v Chuing chf dugc cAp Chuing chi tidng Anh B
Trinh d6 dao tao * B1 (B4c 3) v Diém 10

Tén co sé& dao tao *

Ghi cha

File dinh keém

Truwong Cao Dang Céng Pdng Lao Cai

Ghi ch...

@ File dinh kém

CBCCVC nhéap cac thong tin tai man hinh

- CBCCVC nhap “Tén co s dao tao” néu khong tim thay “Co s¢ dao tao” trong

danh sach

chon

Co s¢ dao tao

Trueng Cao Dang Céng Bdng Lao Cai

- DPinh kém theo cac dinh dang pdf, doc, docx, xlsx,xlIs,xIsm,ppt,pptx,png,jpeg,gif.
File dinh kém t6i da 10MB

< Boi dudng Qudc phong — An ninh

BAi dutrng Quée phong - An ninh
# Bit diu ~

Thém mét dong

Ket thac Tén co s& dao tao

Chimg chi duge cip

Tai ving thong tin “Bdi dudng Qudc phong — An ninh”, nhan vao “Thém mot dong”
=> hé thong hién thi man hinh thém méi sau:

Thoi gian dao tao

Tén co sé dao tao *

Ghi chu

File dinh kem

Tao m&i: Bdi dwéng Quédc phong - An ninh

01/2023 [ -/032023 ™

Trudng Pai Hoc Cong Nghiép Ha Noi

Ghi chu...

% File dinh kem

Chuing chi dugc cap *

Co s dao tao

Gidy chirng chi Quéc phong -An ninh

Truwdng Bai Hoc Cong Nghiép Ha Noi

CBCCVC nhap céc thong tin tai man hinh
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- CBCCVC nhap “Tén co sé diao tao” néu khong tim thdy “Co s¢ dao tao” trong

danh sach chon
- Dinh kém theo céc dinh dang pdf, doc, docx, xlsx,xls,xlsm,ppt,pptx,png,jpeg,gif.
File dinh kém t5i da 10MB

% Tieng dan toc

Tiéng dan toc
# Bit diu

Két thiic Tiéng dan toe Tén co & dao tao

Chimg chi duge cip

Tai vung thong tin “Tiéng dan toc”, nhan vao “Thém mot dong” => h¢ théng hién thi
man hinh thém méi sau:

Thoi gian dao tao
Tiéng dan toc *
Tén co sé dao tao *

Ghi chu

File dinh kém

Tao méi: Tiéng dan toc

v

082022 [ - 032023 [ Hinh thirc dao tao Dao tao tir xa

Tiéng Ba Na v Chtmg chi dwoc cap * Chumg chi hoan thanh khoa hoc tiéng BaNa
Truweng Cao Pang Cong Déng Lai Chau Co s¢ dao tao Truwong Cao Dang Cong Béng Lai Chau
Ghi chti...

% File dinh kém

CBCCVC nhép cac thong tin tai man hinh
- CBCCVC nhap “Tén co sé dio tao” néu khong tim thiy “Co s& dio tao” trong
danh sach chon
- Pinh kém theo cac dinh dang pdf, doc, docx, xlsx,xIs,xIsm,ppt,pptx,png,jpeg,gif.
File dinh kém t6i da 10MB

< Boi dudng chirc danh nghé nghiép/ nghiép vu chuyén nganh

B6i duing chirc danh nghé nghiép! nghi¢p vy chuyén nganh
# Chimg chi duge cipl khéa dio tao Tir ngdy = Dén ngay Cip chimg chi

Teén van bingichimg chi Chirng chi quéc té

Két qua

Tai viing thong tin “Boi dudng chirc danh nghé nghiép/ nghiép vu chuyén nganh”,
nhan vao “Thém mot dong” => hé théng hién thi man hinh thém méi sau:
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s P VNPT

Tao mei: Bbi dwéng chirc danh nghé nghiép/nghiép vu chuyén nganh

Ching chi dugc cép/ Béi dudng chirc danh nghé nghiép hang 3 Thai gian 01/2022  [™- 032023 M

khda dao tao *

Co s6& dao tao Pai hac Cang nghigp Ha Noi Hinh thirc dao tao Béi dueng v
Linh vyrc dao tao * Chdre danh nghé nghiép v Ket qua Gioi

Cép chirng chi O Thei lveng dao tao

Ghi chu Ghi chu

File dinh kém % File dinh kem

Nhap céc thong tin chirc danh nghé nghiép
- Dinh kém theo céc dinh dang pdf, doc, docx, xlsx,xls,xlsm,ppt,pptx,png,jpeg,gif.
File dinh kém t6i da 10MB

% Chirng chi hanh nghé

Chirng chi hanh nghé
#  Tirngdy Bén ngay 6 chimg chi hanh nghé Chimg chi Chuyén nganh dao tao

Tai ving thong tin “Chtng chi hanh nghé”, nhan vao “Thém mot dong” => hé thong
hién thi man hinh thém méi sau:
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Tao mé&i: Chirng chi hanh nghé X
Chiing chi* Chiimg chi hanh nghé du lich Thei gian higu lve 052020 (- 122021 (A

s6 ching chi hanh CCHN-K1 Van bang chuyén mén Chting chi nghiép vu huéng dan du lich

nghé *

Ngay cép 01/01/2022 py|  Cosdaotao Bai Hoc Céng Nghigp Ha NGi

Noi cép chiing chi Dai hoc Céng nghisp Ha Néi M3 ta pham vi hoat

hanh nghé ddng chuyan mén

Chuyén nganh dao tao Huéng dan du lich

Ghi chu Ghi chu

File dinh kem % File dinh kem

CBCCVC nhép cac thong tin vé chig chi hanh nghé (néu c6)
- Dinh kém theo céc dinh dang pdf, doc, docx, xlsx,xls,xlsm,ppt,pptx,png,jpeg,gif.
File dinh kém t6i da 10MB

5. 11.5. Tuyén dung, qua trinh céng tac

% Qua trinh cdng tac

€ V. Tuyén dung, qua trinh cong tac v

Qud trinh cong tic
#  Tirngay Bén ngay Vi tril Chire vy Bom vi cong tac Ly do nghi viee Mirc thu nhap Trong nganh
Thém mét déng

Tai ving thong tin “qua trinh c6ng tac”, nhan vao “Thém mot dong” => hé thong
hién thi man hinh thém méi sau:
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Tao méi: Qua trinh cong tac x
Loai quyét dinh * Biét phai v Thoi gian 03/2023 (- 122023 ™
Bon vi cong tac * 36 Noi vu Ha Noi Vi tri/ Chire vu Chuyén vién
Chtrc danh/ Ngach Ly do nghi viéc

Mtrc thu nhap

Trong nganh

Ghi cha Ghi cha

File dinh kém % File dinh kem

Guitin  Ghich

&
=}

Hom nay

Bang tao mai dir liéu...

Thuc hién nhép céc thong tin qua trinh cong tac cia CBCCVC va thuc hién luu div
liu

Néu cong tac trong cting nganh dang lam viéc thi tich vao “Trong nganh”
- Dinh kém theo cac dinh dang pdf, doc, docx, xIsx,xls,xlsm,ppt,pptx,png,jpeg,gif.
File dinh kém t6i da 10MB

% Qua trinh di nudc ngoai

Qu trinh di nrdc ngoai
# Tirngay = Bén ngay Myc dich Bon vj cir di Bi uroc Ghi chiy

Tai vung thong tin “qua trinh di nude ngoai”, nhan vao “Thém mot dong” => hé
thong hién thi man hinh thém méi sau:
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Tao méi: Qua trinh di nwéc ngoai x
Thai gian 06/03/2023 [4/- 12/03/2023 4 Loai don vi * Don vj trong hé théng Don vi ngoai hé théng
o Bon victr di i v
Muc dich * Di cong tac tai Nga UBND Tinh
Bi nude Lién bang Nga v
Ghi chu
File dinh kem % File dinh kem

- Nhap thong tin qué trinh di nudc ngoai

- Néu chon “Loai don vi” 1a “Pon vi trong hé théng” thi chon “Don vi ctr di” trong
danh sach ctia hé thong

- Néu chon “Loai don vi” 12 “Don vi ngoai h¢ théng” thi nhap thong tin “Pon vi cua
di?

- DPinh kém theo cac dinh dang pdf, doc, docx, xlsx,xlIs,xIsm,ppt,pptx,png,jpeg,gif.
File dinh kém t6i da 10MB

6. I1.6. Khen thudng, ky luat

% Khen thuéng

B VI Khen thuong, ky lugt

Khen thiréng
#  Nam khen thuéng Ngay quyét dinh = b quyét dinh Hinh thire khen thusémng Ngusi ki quyét dinh Noi quyét dinh

Tai viing thong tin “Khen thudng”, nhan vao “Thém mot dong” => hé thong hién thi
man hinh thém mai sau:
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Tao méi: Khen thwong x
Loai khen thudng * Khen thuéng Dang v Nam khen thudng * 2022 v

Cép khen thuéng * Cép co 56 v Ngay quyét dinh 01/10/2022 [

Noi dung khen thuéng  Khen thuéng hoan thanh xuét sic nhiém vy du S6 quyét dinh QD001

Hinh thtre khen Bing khen v Ngudi ki quyét dinh Déng Anh

thudng *

Danh hiéu thi dua * Huan chuong Lao d8ng hang nhét o Noi quyét dinh

Anh hudng dén thi Khen thuéng cao nhat v

gian digu chinh Irong
Da xét didu chinh @

lwong
Ghi chu Ghi cha
Dinh kém quyét dinh % Dinh kém quyét dinh
Gwitin -~ Ghichu [0

Hom nay

Bang tac mai dir liéu...

Nhap thong tin khen thuong, cac ddu * 1a cac théng tin bat buoc nhap
Khi tich vao “Khen thudng cao nhat”: Lira chon hinh thirc khen thuéng cao nhat
Chi dugc phép chon mot hinh thire khen thuéng cao nhat

Khi tich vao “Da xét diéu chinh luong”: Hé thong s& can cir dé thong bao khi ¢ dot
xét diéu chinh luong

- bPinh kém theo cac dinh dang pdf, doc, docx, xlsx,xIs,xIsm,ppt,pptx,png,jpeg,gif.
File dinh kém t6i da 10MB
% Ky luat

Ky luat
#  Ngay quyét djnh ~ $6 quyét djnh Hanh vi vi pham Hinh thre ki lugt Nguri ki quyét djnh Noi quyét dinh

Thém mét dong
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Tai vung thong tin “Ky luat”, nhén vao “Thém mot dong” => hé théng hién thi man

hinh thém méi sau:

Tao méi: Ky luat
Loai ky luat * Ky luat Dang
Cép ky luat * Cép co s&

Hanh vi vi pham * Khéng hoan thanh nhiém vy

Hinh thire ki luat * Khién trach

Anh huéng dén thoi
gian diéu chinh luong

Ghi chd Ghi chd

Binh kém quyét dinh % Binh kem quyét dinh

Gwitin - Ghicha

Dang tao méi di liéu...

Thai gian ()

01/2023  (4/- 012023 4

S6 quyét dinh * Qpo1

Ngudi ki quyét dinh

Noi quyét dinh *

DBang bé TP Ha Noi

Ky luat cao nhat v

Hom nay

Khi tich vao “Ky luat cao nhat”: Lya chon hinh thtic ky luat cao nhat. Chi dugc phép
chon 1 hinh thtc Ky luat 12 hinh thac cao nhat

- Pinh kém theo cac dinh dang pdf, doc, docx, xlsx,xIs,xIsm,ppt,pptx,png,jpeg,gif.

File dinh kém tbi da 10MB
7. 11.7. Két qua danh gia

 Danh gia nhan sw

[ VIl Két qua danh gid, phan loai

Dénh gid nhan sy

# Nim o Két qua danh gia

Thém mét dong
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Tai viing thong tin “Déanh gia nhan sy”, nhan vao “Thém mot dong” => hé thdng hién
thi man hinh thém méi sau:

Tao m&i: Danh gia can bd

N&m * 2022 v Tap tin dinh kém ® Tap tin dinh kém

Két qua dénh gia * Hoan thanh xuat sac nhiém vy v

Can bo nhap két qua danh gia tng nam

- DPinh kém theo cac dinh dang pdf, doc, docx, xlsx,xIs,xIsm,ppt,pptx,png,jpeg,gif.
File dinh kém t6i da 10MB

+ Nhan xét, danh gia cia co quan, don vi quan ly va sir dung can b, cong
chire

Nhap thong tin nhan xét, danh gia ctia co quan, don vi quan ly va sur dung cén bo,
cong chuc

8. IL.8. Thong tin Pang, Poan

% Nhom thong tin Dang
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(& Vil Théng tin Béng, Boa:

Théng tin Bang
 LaBang vign

56 thé Dang

Thong tin két nap dy bi
Nody két nap *

Ngudi gier thigu 1

n

Ho 1én, chirc vy, don vi ngudi gidi thidu thir 1

Nowbi gier thigu 2

Ho tén, chire vy, dom vj ngui gidi thigu thir 2

Thang tin két nap chinh thirc

Noay két nap

Thang tin két nap 1n 2 (néu c)

Ngdy két nap

Nousi gi thigu

Ho tén, chire vy nhimg ngudi gié

Thong tin Bang hign nay
Ngodi chi bd quan Iy

Ngay chuydn aén

Qué trinh sinh hoat Bang
#  Tirngay «

- Néu la dang vién thi tich chon “Dang vién”, hé thong hién thi cho phép nhép cac
thong tin Dang
+ Thuc hién nhap cac thong tin Dang, thong tin két nap du bi, chinh thirc hodc
thong tin két nap 1an 2 (néu co)
+ Nhin vao “Thém mot dong” tai nhom “Qué trinh sinh hoat Pang” dé nhap qua
trinh sinh hoat Bang

Ngay cip the
Tai chi by
m]
Lamgi? O dau
Lém gi7 & dau
Tai chi by
jm]
Tai chi b
]
Ly do gidn doan
i thigu I4n 2
Chi B4 sinh hoat Dang *
Chire vy Bang
]
Dén ngay Chi b¢ sinh hoat Bang

Dang b6 cip thé

Tal Bang bd

Tal Dang bo

Tal Bang b)

Tai Dang by

Chire vy Béng kiém nhigm

Chirc vy Bang Ghi chit

Thai gian

Ghi chu

Bon vi/ Phong ban

Tao m&i: Qua trinh sinh hoat Bang

*

Chi bé sinh hoat Pang

- ™ Chtre vy Bang

Ghi chu

+* Qua trinh sinh hoat Doan
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T

Qud trinh sinh hoat Boan
#  Tirngay « Bén ngay Chi bg sinh hogt Boan

Thém mdt dong

Chirc vy Boan Ghi cha

Tai nhém thong tin “Qud trinh sinh hoat Poan”, CBCCVC chon “Thém mot dong”

dé nhap qua trinh sinh hoat Poan

Tao mé&i: Qua trinh sinh hoat Poan

Chirc vu Boan

Ghi chd Ghi cha

9. IL9.Pic diém lich sir ban than, muc tiéu, sé thich

ﬁ IX. Béc diem lich sir ban than, myc tiéu, s& thich

Dy diém lich sir ban than
Khai r6: bi b, bj t {tir ngay thang ndm nao dén ngdy thang nim ndo, & dau), da khai bao cho ai, nhimg vén dé gi?

- Khai r: bi bét, bj td (tir ngdy thang nim nao dén ngdy thang ndm nao, & ddu), da khai bao cho ai, nhimg vén dé gi?

Ban than co lam viée trong ché do ¢l (co quan, don vi nao, dia diém, chire danh, chirc vy, thoi gian lam vige...)
# Tir ngay - Bén ngay Chirc danh, chirc vy, don vj, dja diém d lam vigc

Thém mét déng

Tham gia hoac c6 quan hé vbi cac 16 chirc chinh tri, kinh té, x3 hoi nao & nrde ngoi (1am gi, th chire nao, dat try 56 & dau...)?
#  Thoigian bt diu = Thoi gian két thic Tén té chirc, dja chi try s&, cong viée 4 lam

Thém mét déng

Cé than nhan (Cha, Me, Vier, Chéng, con, anh chi em rudt) & nudc ngodi (tam gi, dia chi .. J?

Thong tin muc tieu - S& thich

Muc tiéu ¢ nhan

Sé thich

Bidm manh

Diém yéu

Vén dé khac bd sung

Thei gian 08/11/2022 4|~ 04/03/2023 =) Chi bg sinh hoat Boan

Cong Ty VNPT IT

Boan vién v
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CBCCVC nhap thdng tin vé dic diém lich sir ban than, muc tiéu, sé thich caa ban than

- CBCCVC nhan vao “Thém mot dong” tai thong tin “Ban than c¢6 1am viéc trong
ché do cli” dé nhap qua trinh lam viéc trong ché do ct

Tao mé&i: Ban than c6 1am viéc cho ché do cii

Thoi gian £ - ] Chtrc danh, chuc vy, Chtic danh, chirc vy, don vi, dia diém da lam
don vi, dia diém dalam  viéc..
viéc *

|

- CBCCVC nhan vao “Thém mot dong” tai thong tin “Tham gia hoac c6 quan hé
v&i cac to chure chinh tri, kinh té, xa hoi,...& nudc ngoai” dé nhap céc thong tin co
lién quan dén tham gia, c6 quan hé véi t6 chirc chinh tri, kinh té, xa hdi & nudc
ngoai

Tao m&i: Tham gia hodc c6 quan hé véi cac té chirc chinh tri, kinh té, xd hoi ... @ nwéc ngoai

Thoi gian tham gia - | Tén t6 chirc, dia chi try Tén té chrc, dia chi tru s&, cong vigc da lam
s¢, cong viéc da lam *

10. 11.10. Hoan canh kinh té gia dinh

X. Hoan canh kinh 8 gia dinh

Luang

C4e ngudn thu nhdp khac

Nha &

# Loai Téng dién tich sir dyng (m2) Gidy chimg nhan quyén s& hiru
Thé d

Date

# Loai Téng dién tich st dyng (m2) Gidy chimg nhan quyén sé& hiru

Dét san xuét, kinh doanh

CBCCVC nhap c4c thdng tin vé ngudn thu nhap chinh cua gia dinh hang nam
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- CBCCVC chon “Thém mot dong” tai nhém thong tin “Nha 6” dé nhap thong tin

vé nha &

Tao méi: Nha &

Ma ta * Nha tw mua tai dia chi...ndm 2022

Loai * Nha ty mua, ty xay v Gidy ching nhan
quyén s& hiru *

Téng dién tich sir dung | 100

(m2) *

File dinh kém % File dinh kém

CD989999

- CBCCVC chon “Thém mot dong” tai nhom thong tin “Dét ¢” dé nhap thong tin

dat &

Tao méi: Dat &

Mé ta * Pét dwoc co quan cdp tir ngay ...

Loai * Dt dugc cdp - Gidy chirng nhan
quyén s& htvu *

Téng dién tich stk dung | 50

(m2) *

File dinh kém  File dinh kem

Qb098902

- Dinh kém theo cac dinh dang pdf, doc, docx, xIsx,xls,xlsm,ppt,pptx,png,jpeg,gif.

File dinh kém tbi da 10MB
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11. 11.11. Théng tin khac

B X Théng tin khac

Thong tin sirc khoe

Trang thai sic khde Chiéu cao

Tét 160,00

Nhém mau Tinh trang tiém ching
B v

Théng tin kham sirc khoe
# Nam « Tinh trang sirc khoe

Thong tin tiém ching
# Logi Mai tiem ~ Ngay tiem

Thém mét déng

Tham gia té chirc x3 hoi
# Ngay tham gia = Té chirc

Tham gia nghién ciru khoa hoe
# Ngay tham gia = Dé tai Céap dé tai

Can nding

Phan loai sire khde

Vaccin Lo

Bom vj tiém ching

Chircvy Mo ta

Tur céch tham gia Két qua dénh gid

- CBCCVC nhap cac thong tin vé stc khoe
- CBCCVC nhéap thong tin qua trinh kham strc khoe hang ndm: Tai nhém “Thong
tin kham stc khoe”, CBCCVC chon “Thém mot dong” dé nhap thong tin kham

strc khoe cho cac nam

Tao méi: Théng tin kham sirc khée

Nam * 2022

Tinh trang stc khoe * Tét

Ghi cha

File dinh kém % File dinh kem

4 Phén loai strc khée * ~

- Dinh kém theo céc dinh dang pdf, doc, docx, xlsx,xls,xlsm,ppt,pptx,png,jpeg,gif.

File dinh kém ti da 10MB

- CBCCVC nhép thong tin tiém ching: Tai nhom “Thong tin tiém chung”,
CBCCVC chon “Thém mot dong” dé nhap thong tin tiém ching
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Tao méi: Thong tin tiém ching x
Loai* Covide 19 v Mui tiém * Mui 4 v
Ngay tiem * 01/01/2023 = Vaccin astra
Bon vi tiém ching Phuéng Phi Lam L6 1

CBCCVC nhép thong tin tham gia t6 chirc xa hoi: Tai nhém “Tham gia to chirc xa
h61”, CBCCVC chon “Thém mét dong” dé nhap thong tin

Tao méi: Tham gia té chirc xd hoi x
Bon vi/ Phéng ban Ngay tham gia * ™

T4 chirc

Churc vy

M6 ta Mo ta

Tap tin dinh kem & Tap tin dinh kém

Dinh kém theo céc dinh dang pdf, doc, docx, xlsx,xIs,xIsm,ppt,pptx,png,jpeg,gif.
File dinh kém t6i da 10MB

CBCCVC nhép thong tin tham gia nghién ctru khoa hoc: Tai nhém “Tham gia
nghién ctru khoa hoc”, CBCCVC chon “Thém mot dong” dé nhap thong tin
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M3 du 4n: VNPT_CCVC_UM_HSNS

T

Tao méi: Tham gia nghién ctru khoa hoc

Ngay tham gia *

M Détai*

Cép dé tai Tw céch tham gia
Két qua danh gia

File dinh kém

% File dinh kém

Dinh kém theo céc dinh dang pdf, doc, docx, xlsx,xIs,xIsm,ppt,pptx,png,jpeg,gif.
File dinh kém t6i da 10MB
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