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HUONG DAN CAP NHAT DU LIEU CAN BQ CONG CHU'C, VIEN CHUC

1. Dang nhap
- Pang nhédp bang s6 CCCD hoic s6 CMND ca nhan c6 mat khau 1a (SoCCCD + @aA).

Vi du: Nhuyén Van A ¢6 s6 CCCD 1a 002098007667 thi mat khau dang nhap 1a
002098007667 @aA

- Nhép ma xéc thuc va Tich vao “T6i da doc va dong y”

Théng tin hé tro hé théng
Tai khoan la s6 CCCD hoac sé

PHAN MEM QUAN LY CAN BO CCVC CMND.
Mat khau a: S6 CCCD + ky tu dac
biét Ia “@aA”
. § Vi du: M6t CBCCVC c6 CCCD:
S0 CCCD hoac CMND 03818501123 == thi c6 mat khau la:
012345678910 03818501123@aA
. Néu cap nhat mat khau mai van
Mat khau khéng Bang nhap duroc xin méi lién
012345678910@aA @ he; vc’ri_cén’bé ho tro dé duwrgc hurdng
dan. Xin cam onl
Xac thwe khong phai Ia ngwoi may Xem hwéng din dap nhat Hé So

@ Tai da doc va déng y voi Diéu khoan va chinh sach sie dung cia g dung CCVC

Quén mét khdu?
2. Truy cap chirc ning tu khai thong tin

Bam vao Tab “Ty khai thong tin” trén thanh menu hodc bim vao Menu “Ty khai thong tin” &
menu bén trai.

BODANTOCVATONGIAO g

P Tt B, Tirkhaithongtin @B Tign ich tw ddr
PHAN MEM QUAN LY CAN BO CCVC B g [ 2] ng

Tu khai thong tin A / Théng tin tiy khai / Théng tin cla t6i

¥ KIEN CUA CAN BO QUAN LY HO SO ¥ KIEN CUA LANH DA BON V| THONG BAO DANH CHO BAN!

Chua cé y kién ndo | Chwa cé y kién néo ! Ban duoc phép tu khai thong tin |

Ban c6 thé cdp nhat thang tin hé so.

Bitddu khai thong tin

Trang thai hd so hién tai ciia ban

[ omoim i |

3. Bam “Bit dau khai thong tin”



% covethongkedantocyn/tu-khai-thong-tin

o o § b

@ Microsoft O

* & w0V

(9 Al Bookmar

B+ Tv khai inting tin

ch twr dng HDSD Nndp e

¥ KIEN COA CAN BO QUAN LY HO SO

Chia o y kién nio !

¥ KIEN CUA LANH DAO DON V|

Chua 6  kidn ndo !

THONG BAO DANH CHO BAN |

Ban duoc phép tu khai thdng tin |

Phan mém sé& chuyén qua giao dién tu cap nhat théng tin ca nhan.

4. Cap nhat thong tin ca nhan
4.1. Thong tin chung CCVC

VC: DEV

A / Qudn Iy hd so CBCCVC / Thém mGi thang tin chung Cl DE

Théng tin chung CCVC Théng tin Dang, Doan

Hoan canh kinh t& gia dinh WPghl viéc, gian doan lao ddng

Knen thudng, ky luat
Bdohiémxd hdi  Théng tin khac

(*): Céc thong tin bt bude phéi nhap

Ho va tén khai sinh *
DEV CODE

Sinh ngay * Thang

Chon anh msi

Théng tin don vi

Co quan quan Iy CBCCVC *
B¢ Dén tdc va Tén gido

Corquan, don vi st dung CBCCVC *
Van phang BS

Déi twong(Logi hé so) *

02-Céng chirc

Noi sinh
Tinh/Thanh phé =

Tuyén Quang Béng Van
- Bia chi chi tiét

Sang Ma Sao

Tuyén dung, cng tac

X&/Phwong/Thi trén

Théng tin Irong

Théng tin phu cip

B Luu théng tin

Trinh d6, G40 tao Quan hé gia dinh Danh gia, x&p loai Déc @iém lich s ban than

Hb so: DEV CODE

Gigi tinh =
1-Nam -
Tén goi khic

- Ngusi nhap

6 higu CBCCVC (co quan quan 1)

DEV-CODE-CV

5 higu CBCCVC (don vi st dyng)

DEV-CODE-CV

Nhép day du cac thong tin co ban ctia can bd CCVC 16i bam nut “Luru thong tin”

4 / Quan Iy hd s CBCCVC / Thém mai thdng tin chung CBCCVC: DEV CODE

Hoan canh kinh t& gia dinh Nghi viéc, gian doan lao dong

Khen thudng, ki ludt  Tuyén dung, cong tac

Bao hiém x4 hoi Théng tin khac

() : Cac théng tin bét budc phai nhap

Ho va tén khai sinh *
DEV CODE

Sinh ngay * Ngay Thng

18 +| Jos
| chen anh

Théng tin don vi

Théng tin luong

Théng tin phu cép

B Luu théng tin

Trinh @6, daotao  Quanhégiadinh  Banh gia. xép loa

Hé sor DEV CODE

Gidi tinh =
1-Nam
Teén goi khic

- Noui nhap

CHU Y: O phén thong tin chung CCVC c6 cac truong thong tin bt budc nhap theo yéu cau
trong cong van thong bdo, dé€ nghi can bd cap nhat day du.

4.2. Tuyén dung, cong tac

Nhap thong tin Qua trinh cong tac: Lya chon Tab “Tuyén dung, cong tac”



- Lya chon menu “Qua trinh cong tac” & menu bén trai

€ + G = covcthongkedantocn/tu-khai-thang-tinjcong-tac/listtrongnuoc

L - I = I T

[ AN Bookmarks

s @ Quinlybiocc M Gmail @ YouTube 9 Maps (@ Micrasoh Office On

& Ty knal thong tin

Théngtinchung CCVC  Théng tn Bidng, Boan  Knen thurdmg, & Iust

Tnéngtniwong  Théngtnphycdp  Trinndé, ddotao, bdiaudng  Quan né gia dinn

» G trinh & ude

Banh gi4, xép loai Dac Aibm, muc by, s& thich Hoan canh kinh 1 inh Nahi viée, gidn doan 1ao ong Bao hiém xa hoi Théng tin knac
) : Céc thong tin bt budc phai nhap Hé sor HDSD Nhip liéu LT TH Bang lim vidc |
ST TUFNGAY ‘DEN NGAY V| TRICHUAC VU DON V] CONG TAC LY DO NGHI VIEC MUC THUN NHAP TRONG NGANH

Thém mét ding 3

- Pé thém mot dong thong tin méi hdy Bam nit “Thém mot dong”

(*): Cac théng tin bt buéc phai nhap

Hé so: HDSD Nhap liéu Trang thai:

Loai don vi * Tirngay * Bén ngay *
| Lura chon +| | oommryvy & DDIMMAYYYY 5
Bomn vi céng tac © Vi trifChirc vy Chirc danh/Ngach
| Lua chon don vi - | La ehon -
Ly do nghi viéc Mirc thu nhap

Ly do dirng cbng viéc.. P Chi duoc nhap cac ky tw s Trong nganh
Ghi chi Dinh kém file

Ghi chi

[X) Chon file dinh kém

Nhap day du cac truong thong tin rdi bAm nut “Luu thong tin”

4.3. Thong tin lwong
- Lua chon Tab “Thong tin luong”

€« 3 € =N oo /tu-khai-thong-tin/luang/list

u B @ 0D :

[ 4l Bookmarks

i Apos @ Quinljbiocic M Gral 8 VouTube @ Maps @ Mi

Tién ich

= T knai théng tin # 1 Qudn lj b s

ing tin qud trinh leong clia NR&D i

Théng tin chung CCVC  Théngtin Bang, Bodn  Khen thudng, ki ludt  Tuyén dung, cdag tac

Théng tin phu cAp Trinh 35, G40 130, bdi dudng Quan hé gia dinh Danh gia, xép loai
Dac diém, muc tiéy, s& thich  Hean canh kinh 1€ gia dinh Nghl viéc, gian doan lac dong  BMEm X hai  Théng tin khac

(°): Cac thibng tin bit buge phii nhip

Hé so: HDSD Nhdp ligu LCTETEY Bang lim vie |

STT  NGAY BUOC HUONG BAT BAU TP NGAY BEN NGAY NGACH CHU'C DANH % HUONG BAC LUONG

2

HE SO LUONG LOAI CAN BO LOAI LUONG

- Pé thém mot dong thong tin méi hdy Bam nat “Thém mot dong”



(") : Cée théng tin bét buge phai nhap Hé so: HDSD Nhap liéu

Bugc nang luong tréc han

Loai hé so~ Ngach chirc danh *
[ 01-canbs | | wachon -
Bac luong * Nody duge hudng
‘ Lua chon . ‘ DDMMAYYY &
Bit dau tr ngay * Dén ngay ~

DDMMYYYY & DDMMAYYYY &

Phu cép tham nién virot khung (%) Ngay hueémg phu cép TNVK

Khéng cho phép nhap ky tu DDMMAYYYY [

Phy cip chénh léch Ngay xét néng lvong lin sau

Knéng cho phép nhp ky t DD/MMAYYYY [
T trinh/ quyét dinh
Ngay ky t& trinh Ngay quyét dinh

DDMMYYYY ] DDMMAYYYY ]

56 quyétdinh Ngusi quyét dinh

Ghi chit Dinh ke file van ban/quyét dinh

Nhip ghi chi

Nhép day du cac truong thong tin rdi bAm nut “Luu thong tin”

4.4. Trinh d9, dao tao, bdi dudng

Trang thaiz [0

Loai lwong

Lwong khoan Luong hé sé

Hé s6 theo béc % (H& s6 mac dinh theo Ngach/chikc danh) *

Khoing cho phép nhap ky tu

Loai diéu chinh lwong *

| Lva chon -

Phén tram hwéng (Mirc ty 1§)

Khoing cho phép nhap ky tu
Brne
Khng cho phép nhap ky tu

6t trinh

Noi quyét dinh

[ Chon file dinh kem

Nhap thong tin Trinh d§ hoc van: Lya chon Tab “Trinh dd, dao tao, boi dudng”

- Luwa chon menu “Chuyén mon” & menu bén trai
! C y

€« ¢ =

tu-khai-thong-tin/trinh-doych

O vouTuse Q Msps @ Microssh Offce Ol

pr @ Quinljbiocss M Gmail

T B B O W

[ All Boakmarks

X Ty knai théng tin # / Qudn i hd 5o CBCCVC / Théng tin trinh 46 chuyén mdn cila: HOSD Nhap 12

5 Trinh 48 hoc vin

Théngtinchung CCVC  Théngtn Didng, Bodn  Knentnudng, kj udt  Tuyén dung, céng tic

B3c Giém, muc tidu, s& thicn

DAnN gid, xép loai Hodn cAnn kinh 1€ gia dinh Nghi viéc, gidn doan 130 6ong

» L huéin chinh

("} Cac thang tin bt bugc phai nhap
» QLNN - Nghigp vi CN

2 Qubc phing an ninh

» Ngoai nglr - Tiéng dén téc.

STT TUNGAY BENNGAY CO'SO'BAOTAD

(EETle— 3

CHUYEN NGANHDAOTAD VAN BANG BUQC CAP

» Tinhoc

» Quia trinh &0 tao bl dudng

Théng tin omg

‘Théng tin phu cip Quan né gia dinn
B0 nidm x4 ndi Théng tin
Hé so- HDSD Nhap ligu (TPTU Bang lim wiéc |

-]

HINHTHUCBAOTAO  TRINHDOBAOTAO  QUOCGIABAOTAO  XEPLOAITOT NGHIEP

- Pé thém mot dong thong tin méi hdy Bam nit “Thém mot dong”

(*) : Cac thang tin bt buge phai nhap Hé so: HDSD Nhép liéu

Quéc gia dao tao * Tir ngay * Bén ngay

| ViétNam +| | oomwrvey & DDMMAYYYY

Hinh thivc déo tao ™ Co s& ddo tac

Loai dao tao *

- | Lya chon - |

Van bang, chimng chi dwec cdp

‘: Lua chon - ‘ ‘ Lua chon

Trinh 4§ dao tao Xép loai tét nghiép

Nganh dao tao

‘ Lwa chon - | ‘ Lwa chon

- ‘ | Lwa chon -

Nam t5t nghiép * Chuyén nganh dao tac*

Vi du: 2017 Lya chon

La trinh do chinh

Ghi chil Binh kém file

Ghi cht..
[¥ Chen file dinh kém




Nhap day di cac truong thong tin réi bAm nut “Luu thong tin”

Nhép thong tin Ngoai ngit - Tiéng dan tdc: Lua chon Tab “Trinh do, dao tao, boi dudng’

- Lya chon menu “Ngoai ngit - Tiéng dan toc” & menu bén trai

© = covcthongkedantocyn/tu-khai-thong-tinrinh-do/ngoaingutiengdantoc/list f B B O B

O VouTube @ Mops @ Micros

phikn s QuAN LY Cin BY ccve
= Ty knai méng tin & / Quan o CBCCVC ng tir ngoai n ) da ah

» Tiinh @8 hoc vn

Théng tinchung CCVC  Thong tin Bang, Boan  Khen thwdng, ky ludt  Tuyéndung.céngtac  Théngtinlvong  Thong tin phy cip Quan hé gia dinh

» Chuyén mén
v DAnngid, xépioal  DACMAM, MUC BAU SHINICh  HoAn cAnn kinh 18 gia gian  NgNiviéc. gidn doan a0 adng  Baoném xENdi  TnAng tin Kndc

» Ljluan chinh o
") : Cac thang tin bat buge phai nhap Ha so: HDSD Nhip liéu Trang thi:
» QLNN - Nghigp vy CN 1

% Qudc phing an ninh o e — o nm
» Ngoai nglr - Tiéng dén 1éc.
* Tnhee ST TUPNGAY DEN NGAY CHUYEN NGANH DAO TAO €O SOBAOTAD VAN BANG DUQIC CAP TRINH DO NGOAI NG DIEM 5O
2

» Quia trinh ddo tac bdi dudng 3

Dé thém mot dong thong tin méi hay Bam nat “Thém mot dong”

() : Cac théng tin bét bude phai nhap Hé so: HDSD Nhap liéu Trang thai:
Tir ngay * Pén ngay *

DDMMAYYYY - DDMMIYYYY i
Chuyén nganh dao tao * Co s& dao tao

Lwra chon - Lwa chon A
Tén co s dao tao Van bang, chizng chi dwoe cap

Lura chon -
Trinh d ngoai ngik * Didm sé *

Lwra chon - Vi du: 8 hodc 8.5
Ghi chi Binh kém file

Ghi chd..

[¥] Chon file dinh kém

B Luu théng tin

Nhap day du cac truong thong tin rdi bdm niit “Luu thong tin”

4.5. Danh gia, xép loai
- Luya chon Tab “DPénh gia, xép loai”

€« ¢ = khai-thong-tin/danh. p-loaifiist w B =0 L

H Apps @ Quinfbiocic M Gmal DB VouTube @ Maps @ Microsoh Ofice O, 3 Al Bookmarts

& Tur khai thong tin @

Théng tin chung CCVC ~ Théng tin Bdng, Boan  Khenthudng, ki ludt  Tuydndung, congtdc  Thongtinlwong  Théngtinphucdp  Trinhd9, daotao, bdicudng  Quan hé gia dinh

4c aiém, myc tidu, SYMmicn  Hoan cAnhkinn i ga dion  Ngni viéc, gidn doanlao ang B n#mxANdi  Thongin kndc

("2 Cac thong tin bit bugc phai nhap H6 sor HDSD Nhip iiéu Trang théi:

ST NAMBANHGIA THONG TIN KET QUA BANH GIA XEP LOAI COQUAN (NGUTOT) CO THAM QUYEN DANH GIA

[EEE e

- Dé thém mot dong thong tin méi hay Bam nit “Thém mot dong”



() : Cac théng tin bat bugc phai nhap Hb so: HDSD Nhip liéu Trang thai:

Nam danh gia ~ Co quan (ngwéi) c6 tham quyén danh gia = Két qué danh gia xép logi
Chi duroe nhap cac ky tu 6 00 - Chura xéc dinh -

Dinh kem file lién quan

[7) Chon file dinh kem

2

Nhap day di cac truong thong tin rdi bAm nat “Luu thong tin’
4.6. Hoan canh kinh té gia dinh
Nhap thong tin Nguén thu nhap: Lva chon Tab “Hoan canh kinh té gia dinh”

- Lya chon menu “Ngudn thu nhdp” ¢ menu bén trai

* & B O & B

[ A0 Backmarks

€ @ % covcthongkedantocyn/tu-khai-thong-tin/thu-nhap/create

Hagp @ Quinlybsccio M Gmal I8 VouTube § Mops (@ Microsoft Ofice Ond

UY BAN DAN TO

PHAN MEM QUAN LY CAN BO cCVe

o s HOSO Nndp 1 S Lo s ] Doroin |

= Tu khai théng tin

Théng tin chung CCVC Théng tin Bdng. Boan  Khen thudmng, ky ludt Tuyéndung cngtdc  Thangtinlseng  Théngtinphucdp  Trinh d0. dac tao, bl duling  Quan hé gia dinh
» Tiisinvé nha & N N .
Danhgid, xéploai  Dac dim, muc tiéu, s& thich Nghiviéc, gidndoanlaoddng  BaohiémxEndi  Thang tin khic
» Taisinvd aty n
2 [) : Céc théng tin bit budc phal nhip Hé so: HDSD Nhdp ligu Trang thaiz
Thu nhip lwong * 1 Cic nguén thu nhip khic

Bt sén xudt. kinh doanh Binh kém file lign quan

) Chon file dinh kem

B Luu thing tin

Nhap day du cac truong thong tin rdi bdm nit “Luu thong tin”



