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Tai liéu huéng dan sir dung

I. QUY TRINH CHUAN HOA DU LIEU

QUY TRINH CHUAN HOA, CAP NHAT BO SUNG THONG TIN HO SO’ CBCCVC

M ALk
Déng nhap bang acc . JA BATBAUNEPHO SO CBCCVC
s Tim ho so ca nhan
Email céng vu . N
PR . theo ho tén, ngay M) NgwinTubnAh  Ngdysier) BIOMSBS S Quigr) g v Téne
Cén b, cong chire, sinh, qué qudn
vién chirc

NGUYEN TUAN ANK Cing chir 604984 33 Tién Dic, Huyén Himg Ha, Tinh Thai Binh

Ké khai bd sung,
chuén héa
théng tin hd so
X4c thye hd so, danh tinh dé cap
nhap, b6 sung hb sg

Trinh/GUi c&p tham
quyén phé duyét hd so
@ H® sor chér ky h

Quan ly hé so CBCCVC

1. Quan Iy CBCCVC vu TCCB /don vi |:>

§, Ehu l;;Ing/ ;u TCCB sdon vi Phé duyét hd so;

- van ttur bévdon v e
Mo ta quy trinh:
Buéc 1: Dang nhap phan mém chuin héa, bd sung hdé so CBCCVC bang tai khoan email
cong vu (tén dang nhap khong bao gom "@moj.gov.vn")
Buéc 2: CBCCVC nhép thém thong tin ngdy sinh va qué quéan sau d6 bam tiép tuc dé xac
thuc nguoi dung. Chon hd so ¢6 thong tin ngay sinh, quén quan trung khdp véi thong tin
c4 nhan cua minh dé bat dau chuan hoa, cap nhét bd sung thong tin CBCCVC theo yéu ciu
cua BO Noi vu.
Truong hop, khong ¢ hd so nao dwoc hién thi, nghia 1a hd so cua nguoi ding chua cé
trong CSDL hd so CBCCVC ciia B NN&MT thi hé thong s& hién thi thong bao "Khong
tim thdy ho so tring khép voi thong tin cua ngudi dang nhap". Trong truong hop nay,
nguoi dung bam "Tiép tuc" dé hé thong chuyén dén man hinh khai méi thong tin hd so
CBCCVC.
Truong hop hién thi théng bao hd so tring, lién hé v4i thong tin trén thong bao dé duoc hd
tro.
Buéc 3: CBCCVC thyc hién ké khai/bd sung/chuén hoa thong tin hd so bao gdm:
- Thong tin chung
- Qué trinh dao tao bdi dudng
- Qua trinh cong tac

- Pic diém lich st ban than



Tai liéu huéng dan sir dung

- Qua trinh khen thudng/ky luat

- Quan h¢ gia dinh

- Qua trinh luong

- Qua trinh phu cép

- Két qua xép loai chuyén mén CBCCVC

Buéc 4: Sau khi cap nhat day du thong tin hd so, CBCCVC thyc hién giri hd so 1én cap
trén dé kiém tra, xac nhan va phé duyét ho so gui vé BO Noi Vu

- Trudng hop CBCCVC di duoc cip chir ky s thi khi giri ho so, bit budc phai thuc hién
ky xac nhan trudc khi guri.

- Trudng hgp CBCCVC chua dugce cap chir ky s thi xdc nhan rd 13 "Chua duogc cap chir
ky s6" trude khi giri hd so di.

Buée 5: Ho so dugc gl dén cac cap quan 1y hod so cua can bd dé xac nhan, phé duyét
thong tin hd so CBCCVC gom:

- Can bd quan 1y ho so CBCCVC: Thuc hién ky s, xac nhan thong tin hé so CBCCVC
cua CBCCVC trong don vi

- Céan bo ky chinh, phé duyét ho so: Thuc hién ky s6, phé duyét thong tin hé so CBCCVC
- Van thu: Thyuc hién Ky $0, déng con d4u ctia don vi 1én hd so

ILHUONG DAN SU DUNG CHUNG

1. Ping nhip, Piang xuit

1.1. Pang nhap

Dé dang nhap hé thdng, nguoi dung di duoc cap tai khoan AD. Nguoi dung co thé dang
nhép theo cac budc sau:

Budce 1: M6 trinh duyét Chrome hoac Céc cbc trén may tinh, nhdp dia chi phﬁn mém:
https://glns.mae.gov.vn/. Man hinh ding nhap hién thi



https://qlns.mae.gov.vn/

Tai liéu huéng dan sir dung

Pang nhap
|

Buéc 2: Nhap tai khoan tai khoan email cong vu (tén ding nhap khong bao gom

"@moj.gov.vn") = Nhan “Ping nhip”

1.2. Ping xuit

Tai man hinh bét ki trong hé théng, nhin “Dang xuat” trén gdc phai man hinh.

= " Phan mém quan ly cén b, cong chirc, vien chirc Thir 7, ngdy 6/472024

|i] Cap nhit hd sa BAT DAU NHAP HO SO CBCCV(
B Phé duyét hd s Ho v tén khai sinh (') Dinh Thi Thanh Hidn Noay sioh Ntap ngay sinh B Qué quan . Chon Tionanann phd — «  THptyes
Ho tén [ Logicanbd  Ngdy sinh | Qué quin Do vj céng tac chire vy | Trang thii hd s
8 DINH THI THANH HIEN 25121977 x4 VO Thing, Huyén Kidn Xuong, Tinh Thai Binh Nhdn vidn Chua én wét ‘
1900 8666 12
hotrophanmem@sav.gov.vn

+ MO trg ngudn ding



Tai liéu hudng dan str dung

Sau khi dang xudt, hé thong s& tré lai man hinh diang nhép.

2. Huéng dan st dung chung

2.1. Huéng din chon dir liéu danh muc

Phan mém sé st dung danh muc theo danh muc chung cua Bd noi vy, ngudi dung sé phai
chon lai cac danh muc theo danh muc méi.

Nguoi dung c6 thé chon danh muc trong combo bang 2 cach:

Cich 1: Kéo xubng dé chon.

Cich 2: Néu kéo xudng khong thay thi nguoi ding nhép tir khoa tim kiém ngay trén combo,

phan mém s€ hién thi danh muc trung véi tir khoa.
) Xem QTCT - Lwong - Da0 130 -QHGD... @ Lwu () Trinh gl

36 higu () HS_TEST

Hovatén khaisinh (*)  LE THI HAI LE TEST Giof tinn () @Nam ONi O Chuaxéc dinh

Céc tén goi khac Ngay sinh () 09/02/1989 = séceeD () 045872762222 Ngay cép =
Don vicong tac (*) chuyén nhap tir khda muc €an chon | Phong ban ¢ong tac — Ghon phong ban —

—— — Trung tAm Nghién ctru va Chuyén giao cong nghé vién tham

Bonviquanly ho so (*) f— Cuc Chuyén d6i s6 va Théng tin dif liéu tai nguyén méi treéng

e — Phong Chuyén dbi sé
Dén toc f— _ Phong Giao @At, cho thué dét va Chuyén muc aich sir dung a4t Tén gido - Chon tn gido —

Email 6 BHXH S6 thé BHYT

Sau khi thir ca 2 cach ma van khong tim dugc danh muc can chon thi CBCVC hay lién h¢
v6i Vu t6 chire dé yéu cau bd sung danh muc.

2.2. Thém méi dir liéu

Bué6c 1: Nhén nat “Thém” ( ¥+ TeM ) 3¢ them dit liu

Daotaobdidudng  Qua frinh cong tic  Décdémbdnthan  Khen thwdng kj ludt  Quanhégiadinh  Quatrinhwong  Qua trinh phu cdp

Trung tAm Théng tin luu irl va Thur vién 1ai nguyén mitruémg

0 010772015 NnANn vign =) x
qudc gia
0110772013 3010672015 Phong phap ché va quan If hoat déing théng tin Nhan vién B x
Trung 3m Luru trik v Thong tin 13 nguyén mdi tnsbmg - Cuc
01/01/2011 30/06/2013 Nnn vién [~} "3

Budre 2: Tai form thém mai, nhap day du thong tin (cac trudng danh diu (*) 1a thong tin

bat budc nhap) va Pinh kém file.
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Cac trwong c6 déu * yéu cu phai nhap.
Théng tin qua trinh céng tic

Mo cling tée @ Trong nganh () Ngodi nganh
56 quyét dinn Tir ngay () B pénngay (]
Loai quyét dinh (*) — Chon loai quyét dinh — = Logidonvi() - Chen loai don vi — -
() Tén dom vi phéng ban da thay ddi
Bon vi cdng tac () — Chon don vi — = Phéng ban - Chon phong ban -— -
Chirc vy, chirc dann (") Chon chire vu — N
m Kéo & tha file vao diy dé tii file Ién ("jpg, ".png, ".gif,".pdf, ".PDF; téi da 50mb)

QL ©Lleusbong OLuudThém O Béng

Luwu y: Doi véi cdc muc chon combo, nguoi ding cé thé kéo xudng chon hodc goé tir khéa
dé tim kiém ngay trén combo. Néu sau khi tim kiém danh muc van khéng cé, nguoi ding
lién hé véi Vu té chive dé yéu cau bé sung.

Trieong Tir ngdy — Pén ngdy nhdp ngay ddu tién cia thang néu khéng nhé ngay, nhdp
thang 1 ciia ndm néu khéng nhé thang.

Budre 3: Nhan nit “Luu”, “Luu & bong” hoac “Luu & Thém™.

@ X
Cac trudng c6 ddu * yéu cdu phai nhip.
Thong tin qua trinh céng tic
Noi cong tac @® Trong nganh (O Ngoai nganh
S6 quyét ginh Tir ngdy () 020042015 T oénngay 13042016 I
Loai quyét dinh (*) Chuyén cdng tac v Loaidonvi(®) Vin phong
() Tén don vi phéng ban da thay 83i
Bon v| cbng tac (%) e — Hanh chinh téng hop . Phéng ban - Chon phéng ban -—

Chirc vy, chirc danh (") Chuyén vién chinh

m Keéo & thi file vao ddy 6é i file Ién (*jpg, *.png, *.git,".pdf, *.PDF; téi da 50mb)

I @Gl DLluusbéng @ LuvusThém | © Déng

Sau khi thém mai thanh cong, dir liéu méi thém sé hién thj trén danh sach.

Daotao bdicudng  Qud trinh cong tac  DAc®émudnthin  Knenthudng kst  Quannégiadinh  Quatinhiuong  Qud inh phu cp

4 Thém

“"‘iv = e SR S "

Trung t3m Théng tin Iuu trF va Thir vién t3i nguyén md trisong
0O ouorzo1s

Nhdn vién =] x
quéc gia

O 0110712013 30006/2015 Pnang phap ché va quan I hoat ddng théng tin NRn vign =] o
Trung tam Luu trlf va Thong i tai nguyén méi inramg - Cuc

O ouotzom 30008/2013 NRdn vién =] x
Céng nghé théng in

O otow2008 11212010 Trung tm Luru trlF va Dich wu CNTT - Cuc Céing nghé thang tin Nhdn vién =]

0O 1os2000 301212008 Trung tAm théng tin NRdn vién =]

15 " Banghi/trang 1-5/56dnghi &

Budéc 4: BAm nat “Luu” trén cing dé cap nhat qua trinh cong tac vao so yéu 1y lich.
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QUAN LY CAP NHAT HO SO CAN BO, CONG CHUC, VIEN CHUC
SOYEULYUCH CAPNHATHO S0 CBCCVC  CAP NHAT KET QUA XEP LOAI CHUYEN MON CBCCVC  KET QUAKY DUYET

© Xem QTCT - Lwrong - B0 t30 - QHGE... & Trinh g

Cic trurémg cé diu * yéu ciu phal nhip.

Dite
Bit duec cip Gidy chimg nhan quyén
st dung
Bt v mua

Gidy chimg nhan quyén
st dung
Dt sdn xut kinh doanh

Daotaoblidudng  Qua trinh congtac  Dicdémbinindn  Wnenthudng ki ludt  Quanh@giadinh  Qudtinhiuong  Qué irinh phu cdp

4 Thém
] Tir ngdy Dén ngay Bonvi Phang ban Chirc vy
‘Trung tam Théng tin huu triF va Thir vign tai nguyén méi tnramg
O oworzons Nndn vién i x
quéc gia
(m] 010712013 30/06/2015 Pnong phap ché va qudn Iy hoat ddng thdng tin Nndn vién =] ®
“Trung tam Liru triF va Théng tin t3i nguyén méi trrdmg - Cuc
[m] 0101201 30/06/2013 Nndn vién [~] x
C8ng nghé thdng tin
(0 01012009 31122010 Trung tAm Luru trlF va Dich vy CNTT - Cyc Cdng nghé thdng tin Nndn vién [} =
0 1i0ezon 30122008 Trung t4m théng tin Nndn vién =3 x
W L 15 " @anghi/trang 1-5/5banghi &
2.3. Sira dir li¢
e ura dw 1neu
r 2
Buwée 1: Tai danh sach, nhan vao bié ra (I
woc 1: 1a1 danh sach, nhan vao bieu tu(_mg sua
Daota0bdioudng | Qua trinhl cong tac] Bacdémbdntnin  knenmudng kludt  Quannégiadinn  Quawinhiuong  Qua trinh phu clp
4+ Thém
[ ] Tir ngay Bén ngdy Donwvi Phong ban Chirc vy
Trung thm Théng tin I trlk wa This vién tai nguyén mdi trudng
0 01072015 Nnéin vién x
quéc gia
0 0102013 30/06/2015 Phéng phap ché va quan If hoat ddng thong tin Nindn vién e x
Trung tm Luu trik va Thdng tin 1ai nguyén mdi trebng - Cuc
(m] 01/01/2011 30062013 Nhan vién 3 x
©dng nghé thdng tin
0 owouzome 31122010 Trung tam Luu trlf v Dich vu CNTT - Cuc Cong nghé indng tin Nindn vién ™3 x
[ 1062000 3011272008 Trung tam thong tin Nndn vién e x
LS > 15 ¥ Banghi/ rang

1-5/5pdnghi  ©

Budée 2: Nhap day du thong tin can stta = Nhan “Luu”, “Luu & Déng” hodc “Luu &
Thém”

Cac trung cb diu * yéu clu phai nhip.
Théng tin qua trinh céng tic

Nofl cag tac ® Trong nganh (3 Ngoai nganh

$6 quyét dinh 114/0D-CNTT Tirngay () 011072015 B Dénngay oao42024

Lol quydt dinh () Chuyén ngach = Loaidonwii’) Vin phang -
() Tén don vi phong ban da thay déi

Bonvi cdng tac (7) e Trung tam Thong tin I tr va The vién tai nguyén moi truemg quéc gia ~| Phing ban — Chon phang ban — -

Chire vy, chirc ganh (*)  Mhan vién N

m Kéo & thi file vio diy dé tii file lén (*pg, *.png, “.gif,".pdf, * PDF: 8i da 50mb)

IOLuu @Lrugbéng O Luud Théim | © Déng

Buwdc 3: Sau khi stra thanh cong, thong tin dugc sura s€ duoc cap nhat.

Buwéc 4: Bam nat “Luu” trén cing dé cip nhat qué trinh cong tac vao so yéu 1y lich.
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QUAN LY CAP NHAT HO SO CAN BO, CONG CHUC, VIEN CHUC
SOYEULYUCH CAPNHATHO S0 CBCCVC  CAP NHAT KET QUA XEP LOAI CHUYEN MON CBCCVC  KET QUAKY DUYET

© Xem QTCT - Lwrong - B0 t30 - QHGE... & Trinh g

Cic trurémg cé diu * yéu ciu phal nhip.

Dite
Bét duoc cip Gidy chimg nhan quyén
st dung
Bt tv mua Gidy chimg nhan quyén
st dung

Bt s3n xudt kinh doanh

Daotaoblidudng  Qua trinh congtac  Dicdémbinindn  Wnenthudng ki ludt  Quanh@giadinh  Qudtinhiuong  Qué irinh phu cdp

4 Thém
[ ] Tir ngay Dén ngay Bonvi Phang ban Chirc vy
‘Trung tam Théng tin huu triF va Thir vign tai nguyén méi tnramg
[m] 010712015 Nhdn vién =3 x
quéc gia
(m] 010712013 30/06/2015 Pnong phap ché va qudn Iy hoat ddng thdng tin Nndn vién =] ®
Trung tAm Luru triF va Théng tin t3i nguyén méi trromg - Cuc
[m] 0101201 30/06/2013 Nndn vién [~] x
C8ng nghé thdng tin
(0 01012009 31122010 Trung tAm Luru trlF va Dich vy CNTT - Cyc Cdng nghé thdng tin Nndn vién [}
0 1i0ezon 30122008 Trung t4m théng tin Nndn vién =3
15 " @anghi/trang 1-5/5binghi &

2.4. Xoéa dit lidu

Buée 1: Chon dit liéu cin x6a > Nhén nat “Xoa” ( ® *% ) hogc biéu tuong ( %) dé

thuc hién xo6a dir li€u.

Dactaobdidudng  Qua trinh cangtac Dacdémbdnthdn  Khenihudng kjludt  Quanhégiadinh  Quatrinhlwong  Qua trinh phucdp

4 Thim
- Tir ngdy Bén ngdy Bonvi Phong ban [

‘Trung t4m Thong tin ke irlF va Thur vién tal nguyén mél trrgng

0 ovor015 Nhan vién 1= E
quéc gia

0O 0072013 300612015 Phng phap ché va quan 1j hoat ddng Iéng tin Nhan vién =] x
Trung t4m Luu trik va Thdng tin 1ai nguyén mdi trong - Cuc

O otonzon 30062013 Nhan vién <] x
Céing nghé thtng tin

O 0012009 311122010 ‘Trung tm Luu friF va Dich vu CNTT - Cyc Gang nghé thong tin Nnén vién [*] x

0 1062000 301212008 “Trung tm théng tin Nnén vién [~] x

“ o4 » ® 15 " Binghi/trang 1-5/5pdnghi O

Buréic 2: Man hinh hién thi théng bao xac nhan nguoi ding ¢6 muén xoa ban ghi hay khong

- Nhan nat “Tiép tuc” = Sau khi x6a thanh cong, dir liéu dd x6a khong con hién thi trén

danh sach.

Ban cé chac chan mudn xdéa 114/QD-CNTT?

I Tiep tuc Huy lénh xéa

Ngoai ra, nguoi dung chon nut “ Huy lenh x0a ., 44 huy thao tac xda
Buwéc 3: Bam nat “Luu” trén cing dé cap nhat qua trinh cong tic vao so yéu Iy lich.
9
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QUAN LY CAP NHAT HO SO CAN BO, CONG CHUC, VIEN CHUC

SOYEULYUCH CAPNHATHO 8O'CBCCVC  CAPNHAT KET QUA XEP LOAI CHUYEN MON CBCCVC  KET QUAKY DUYET

(& Xem QTCT - Lirong - Daa tao - QHGB... & Trinh g
Cac truomg o6 déu * yéu ciu phai nhip.

Dite
Bl duoc cip Gidy chimg nhan q
sl du
Bt v mua Gidy chimg nhan g
sl dun

Bt san xudt kinh doanh

Daotaoblidudng  Qua trinh congtac  Dicdémbinindn  Wnenthudng ki ludt  Quanh@giadinh  Qudtinhiuong  Qué irinh phu cdp

Trung tm Théng tin uu trF va Thur vién tai nguyén méi truémg
0110722015 Nnan vién
aquéc gia

010712013 30/06/2015 Pnong phap ché va qudn Iy hoat ddng thdng tin Nndn vién

]
=]
Trung t&m Lisu trF v Thing tin tai nguyén mé trsomg - Cuc
O ouotzon 301062013 Nnan vién =] =
Cing ngné 1ndng tin

O  owoizom 31122010 “Trung t3m Liru il vA Dich vy CNTT - Cuc GAng ngné tnéng tin nndn vign

/062000 301272008 Trung tm théng tin Nndn vién

15 " @anghi/trang 1-5/5binghi &

III. CAP NHAT THONG TIN HO SO

1. Bit diu cip nhit hd so (Nguoi diung c6 hd so cii)

Khi ngudi dung dang nhap vao phan mém lan dau, nguoi ding thuc hién lién két hd so
theo cac budce sau:

Buwéc 1: Sau khi dang nhap, phan mém hién thi giao dién lién két hd so. Nguoi dung phai
phap day du thong tin 3 truong: Ho va tén khai sinh, Ngay sinh, Qué quan

[8} cap nhit ho so BAT DAU NHAP HO SO CBCCVC

IHD v tén Khai sinh () | Nguyén Birc Anh MNgay sinh(*) Nhap ngay sinh & Gué quan () | — Chon TINRIRANN pnd — 'I Tiép tug »

!

1800 8666 12
hotrophanmem@sav.gov.vn

+ HS tre ngudn alng

Budre 2: Ngudi dung bim “Tiép tuc”

[8} cap nhat hosa BAT PAU NHAP HO SO CBCCVC

Ho vA 180 khai Sinh (*) | Nguydn Birc Anh Ngay sinh(*) 10/1/1885 B cutouan ) Tinh Ha Nam -

1300 8666 12
hotrophanmem@sav.gov.vn

+ HO tro ngudi ding

Phan mém s& hién thi duy nhat 1 hd so phu hop véi tiéu chi.

BAT DAU NHAP HO SO CBCCVC

Ho va ten khai sinh (*)  Nguy&n Dirc Anh Ngay sinh(*) 10/1/1995 ';'EI Quéquan (*) Tinh Ha Nam - Tiép tuc »
_w_m SRR .I
NGUYEN BUFC ANH 10/01/1995  x& Kha Phong, Huyén Kim Bang, Tinh Ha Nam Chuea lién két

Chi ¥: Néu c6 nhiéu hon 1 hé so phit hop tiéu chi, phan mém sé hién thi théng bdo.
CBCCVC can lién hé véi dong chi HoangVT, Trung tam Céng nghé phan mém va Nén tang

50, hodc nguoi quan ly ho so cua don vi dé dwoc ho tro

10
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BAT PAU NHAP HO SO CBCCVC

Ho va tén khai sinh (') Nguydn Thi Quynh Anh Ngay sinn(*) 4/6/1978 B uequan() Tinh Ha Nam - Tiéptyc»

Thong tin hd so clia ban c6 su triing I&p véi ngudi khac
Vui long lién hé véi B/c HoangVT, Trung tdm Cong nghé
phéan mém va Nén tang sé, hoac ngurdi quan Iy hd so
clia don vi dé duoc hé tro

Dong lai

Budre 3: Truong hop ¢ 1 hd so trén danh sach, Nhan vao biéu tuong ( 4 ) dé thuc hién lién

két hd so > phan mém hién thj thong bao xac nhan > bam “Tiép tuc”

BAT PAU NHAP HO SO CBCCVC

Ho va tén khai sinh (*) Nguy&n Birc Anh Ngay sinh(*) 10/1/1995 BH aue quan (*) Tinh Ha Nam - Tiép tuc »

Ngdy sinh | Qué quan Trang thai ho so’

NGUYEN BIFC ANH 10/01/1995  xa Khd Phong, Huyén Kim Bang, Tinh Ha Nam Chwa lién két

Ban c6 chac chan hd so NGUYEN BUC ANH, sinh ngay
10/01/1995, qué quan Tinh Ha Nam |a cla ban ?

Phan mém hién thi giao dién thong tin ho so ctia ngudi dung. Cac thong tin va qua trinh da

J A A ~ o~ R .
c6 ¢ phan mén cii s€ dugc hién thi san.
QUAN LY CAP NHAT HO SO CAN BO, CONG CHU'C, VIEN CHUC
SOYEULYUCH CAPNHATHO SO CBCCVC  CAPNHATKET QUA XEP LOAI CHUYEN MON CBCCVC  KET QUAKY DUYET  HO SOBAKY DUYET

@ Xem QTCT-Luong - B0 t30 - QHGD... (D Luu (& Trinh gin

Cae trrdng 6 dau * yéu cau phai nhap.

sdnidu ()
Hovaténknaisinh (') NGUYEN BUFC ANH Gidri tinh (") @ Nam O NI (O Chua xac dinh
C4C tén gl knac Ngdy sin () 1wo0119es 3 sécceor) Ngay cip oroerzozz A
Bon vi cong tac ) | B& Tal nguyén va Mél trrong = Phong ban cdng 13c _ Chon phang ban — -
Bonviquin 850 (") | chon donvi — -
Dantgc Kinh « Téngido Khng t6n gido -
S8BT lién hé Email 84 BHXH 86 thé BHYT
Nor sinh: TinnTe () — Chon TinhAihanh phé — = Qudnuyén () — Chon Quan/huyén — = Phuengixa — Chon Phiudng/xd — -
[0 Tén céc don vi hanh chinh co thay d6i
Qué quan:TIn/TP ) Tinh Ha Nam »  QuanMuyén () Huyén Kim Bing »  Phuengxd X4 Knd Phong -
[0) Tén céc don vi hanh chinh cb thay di
Noi & hign nay Xom 11 - Khd Phong - Kim Bang - Ha Nam TinhiTP (*) — Chon Tinhvthanh ph = QuanHuyén () — Chon Quanim > Phudmgixa — Chon Prusomg/s — -
HO khdu thudng trd X6m 11 - Kha Pheng - Kim Bang - Ha Nam TP () — Chon Tinh/thanh ph = QudnHuyén () — Chon Quan/hi »  Phudmg/Xa — Chon Phudng/xE — -

Dao tao bdi duong  Qua trinh céng tac Ddcdidmbdn than  Khen thudng kj UMt Quanhégiadinh  Qud trinh lbong  Qud trinh phy clp

4 Thém
. sSE—— T S SRS Vinkhening e | Himss -I
“ Chuyén mén
Trimg Bai hoc M3 - Bia chiit 14082014 14/0812018 Ky tht Tréc dia - Ban dd Kf s G x
oA Ll 50 ¥ | @dngni/trang 1-1/1pdnghl &

2. Bit dau cip nhat hd so (Nguoi ding méi, khong c¢é hd so cii)

Nguoi dung thuc hién tao ho so theo céac budc sau:
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Tai liéu huéng dan sir dung

Buéc 1: Sau khi dang nhap, phan mém hién thi giao dién lién két ho so. Nguoi dung phai
phap day du thong tin 3 trudng: Ho va tén khai sinh, Ngay sinh, Qué quan

[8} capnhathssa BAT PAU NHAP HO SO CBCCVC

IHL\‘.‘a:C"kIml:\rl ) Nguyén Thanh Kién Mgdy sinh(*) Nhdp ngay sinh| B Qué quan () |~ Chon Tinthanh phd w Tidp tuc »

!

1900 8666 12
hotrophanmem@sav.gov.vn

+ H tror ngudi ding

Buéc 2: Nguoi dung bam “Tiép tuc”

[8} cap nhat he sa BAT PAU NHAP HO SO CBCCVC
HO ¥ 180 kNal SN ) Nguydin Thanh Kién |~m <inn 05051986 8 Quéqudn — Chon TinAnanh phd — ” Tép e I
8 e T —— L
GUYENT! 1 P AL P T
1500 8666 12 NGUYEN THANH KIEN 050051986  xd Phic Tién, Huyén Phi Xuyén, Thanh phd Ha Noi Nhan vign Chua ién két
hotrophanmem@sav.gov.vn

+ Hé try ngudn alng

Buéc 3: Néu khong c6 hd so nao phu hop, phan mém hién thi form théng bao tao hd so

maoi. Bam “Tiép tuc” dé tao ho so.
BAT PAU NHAP HO SO CBCCVC

Hova tén khai sinh (*) Nguyén Thanh Kién Ngaysinh() 05/05/1986  EH Quéquan () Thanh pnd HaNGi ~  Tiéptuc»

Khong tim lhay hd so khop voi thdng tin Nguyén Thanh
Kién, sinh ngay 05/05/1986, qué quan Thanh pho Ha Noi

Ban c6 muén tao hd so méi ?

Phan mém hién thi giao dién cap nhat ho so vo1 ho va tén, ngay sinh ciia nguoi dung.
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Tai liéu hudng dan str dung

QUANLY C .\[‘\H‘\'I'HI‘) SO CAN BQ, CONG CHUGC, VIEN CHUC

SOYEULYLICH CAPNHATHO SO CBCCVC — CAPNHATKET QUAXEP LOAI CHUYEN MON CBCCVC  KET QUAKY DUYET  HO SO DA KY DUYET

) Xem QTCT - Lwong - Ddo 130 - QHGE... ) Luu &) Trinh gin
Cic trrdmg o6 ddu * yéu cu phal nhip.

Hova al sinh Nguy&n Thanh Kién @® Nam O Niy Chusa xac dinh
4 180 gol knac Ngay sinh () 05/05/1986 sé ceep - igay chp

Bon — Chon aon i — P nobng tAC _ cnon pndng ban —

Bon — Chon donvi—
m Dén e — Chon aAn 16c — Kndng tén gido
SOT lign né mal HX) sé1né B
Noi sinh: Tinh/ TP — Chon Tinh/thanh phd — »  QuanHuyén (*) — Chon Quin/uyén — v PhuimgiXa — Chon Phréng/xE —

Tén cac don vi hanh chinh cb thay dé

Qué quan: TianTe - Quan n - Chon Quanihuyén — ~  Prudngxd — Chon Phudng/xl —

h b thay
Nai & hign nay i — Chon Tinhnanhph = Quaniuyén (1) Chon Quanmi s Chon Prudng/d -
40 khéu thudng tnd Chon Tinhthénh ph »  QuanHuyén () Chon Quanii »  Phudng/Xa

3. Cap nhat ho so

3.3. Cap nhat thong tin chung

Ngoai cac thong tin ddng bd tir phan mém cii, CBCCVC can bd sung thong tin cac trudng
con thiéu.

Can b9, cong chuc, vién chirc thuc hién cap nhat thong tin chung cia ban than theo céc
budce sau:

Buwéc 1: Tai menu “Cép nhét ho so”, tab “CAP NHAT HO SO CBCCVC” > Nhiap day
du thong tin cac trudng bat budc va thong tin khac.

Chu y: Chon lai cac danh muc theo danh muc moi cua bo noi vu.

8] Cip nhit ho sc QUAN LY CAP NHAT HO SO CAN BQ, CONG CHT'C, VIEN CHU'C
soYEULYUCH [CAPNHATHO SO CBCCVC| CAPNHAT KET QUA XEP LOAICHUYEN MON CBCCVC  KET QUAKY DUYET  HO SO BA KV DUYET

2 Xem QTCT -Luomg - D30 130 - QHGB... @ Luu (D Trinh gin
]

Cic trremg c6 ddu " yéu ciu phil nhip.
1900 8666 12

hotrophanmem@sav.gov.vn
+ Hé try ngudn alng -
-
—a

NGUYEN BUC ANH Gion tinn ® Nam () Nir Chu

a XAt dink
ol khidc Ngay sinh () 10/01/1885 = S8 ceco ) 07/08/2022 =
ang B0 Tai nguyén va Mdi tremg - Phéngban cing tc ... Chon phong ban

) —Chon don vi—
& Kinh Tén giao Khéing t6n gido
BHXH 1

Noi sinh: Tinh/TP —-Cnon TInvinanh phé — +  QuanHuyén () — Chon Quanmuyén — - Phuwdng/Xa — Chon PRUmgHd —

Tén céc gon vi hanh chinh co thay 86
Qué g Tinn HA Nam «  QuanHuyén ) Huy&n Kim Bdng - PhuonyXa X4 Knd Fhong

Tén céc gon vi hanh chinh cb thay 86

all X6m 11 - Kha Phong - Kim Bang - Ha Nam TinnTR —Chon Tiananannpr = QuanHuyén () —Cnon Quinmi »  PhUdmgxa — Chon Phutmgixd —

HO K X6m 11 - Khd Phang - Kim Bang - Ha Nam Tir Chon Tishtnannpr = G Chon Quin/mi = Phuomgixa Chon Phutmgd

Luwu y: Doi voi cac muc chon combo, nguoi dung co thé kéo xuong chon hodc go tir khoa
deé tim kiem ngay trén combo. Néu sau khi tim kiém danh muc van khong co, nguoi dung

lién hé voi Vu to chuc dé yéu cau bo sung.

13



Tai liéu huéng dan sir dung

) Xem QTCT - Lwong - Dae tao - QHGD... © Lwu © Trinh gl

H& so CBCCVC clia ban khéng dugc phé duyét. BAm vao ddy xem |y do dé hoan thién laj hd so

Sé hiéu (%) HS_TEST

Hovatén khaisinh (*) L& TH| HAI LE TEST Gigitinh () @am QN O Ghua xac dinn

Géc t8n gor knc Nody sinn () 091021989 = séceen () 045872762222 Ngay cdp =
Pon vi €dng tac () chuyén nhap tir khda muc ¢dn chon I Phdng ban ¢dng tac — Chon phong ban — -

—— Trung tam Nghién ctru va Chuyén giao cong nghé vién tham

Bonviquinly ho so (*) Cuc Chuyén ddi 58 va Théng tin dif liéu tai nguyén méi trréng M

e — Phang Chuyén ddi s6
Dén toc — _ Pnéng Giao @At cho thué @t va Chuyén muc dich st dung G4t Ton gido - Chon 16n giao — .

Email S6 BHXH S0 thé BHYT

Cdc truong ngay nhdp ngay dau tién cua thang néu khong nho.
Doi voi Noi sinh va Qué quan, CBCCVC tich chon “Tén cdac don vi hanh chinh co thay
doi” dé cdp nhat thong tin vao mau 2c (néu co) va chon noi sinh, qué quan theo danh muc
moi cua Bo Noi vu.
QUAN LY CAP NHAT HO SO CAN BQ, CONG CHUC, VIEN CHUC

SOYEULYLCH CAP NHATHO SO CBCCVC ~ CAPNHAT KET QUA XEP LOAI CHUYEN MON CBCCVC  KET QUAKY DUYET  HO SO DA KY DUYET

© Xem QTCT-Luong - Do tao - QHGD... () Lwu () Trinh glvi
Cac trirdmg ¢6 ddu ~ yéu cau phai nhap.

. C4c t&n goi khdc Ngay sinh (%) 1000171995 = $6.CCCD () Ngay cAp 0709022

Bon vi cong tac (*)

86 Tai nguyén va Méi truong ~  Phong ban ¢ong t4¢ — Chon phong ban -~ -

Donviquan If hdso () | Ghon don vi — -
Dan tac winh ~  Téngiso Knéng tén i -
Dinh kém file gteng
SBT lién hé Email 56 BHXH 56 thé BHYT
Nei sinh: Tin/TPR (%) Tinh Ha Nam ~  Quan/Huyén (7) Huyén Kim Bang ~  Phudng/xa -
Tén cac don vi hanh chinh co thay déi
Noi sinh ¢ii (*)
Qué quan:Tinh/TP () Tinh Ha Nam v Quan/Huyén (%) Huyén Kim Bang v Phuong/Xa X4 Kna Phong -
Tén cac don vi hanh chinh co thay dbi
Qué quan i (*)
Noi & hién nay X6m 11 - Khd Pheng - Kim Bang - Ha Nam TInN/TP () — Chon Tinhfthanh pt » | QUANHUYEN () — Chon Quan/hi v PUONgiXa —— Chon Phuong/xd — -
Ho khdu thudng trd Xém 11 - Kha Phong - Kim Bang - Ha Nam Tinh/TP (*) —Chon Tinhtnanh pr. = Quan/Huyén (*) —ChonQuan/i = Phuong/Xd - Chon Phudn — -

Buéic 2: Sau khi nhap day du thong tin, BAm nut “Luu” dé luu lai thong tin vira nhap.

QUAN LY CAP NHAT HO SO CAN BQ, CONG CHUC, VIEN CHUC

SOYEULYLCH CAPNHATHO SO'CBCCVC  CAPNHATKET QUA XEP LOAI CHUYEN MON CBCCVC  KET QUAKY DUYET  HO SO DA KY DUYET

(© Xem QTCT - Lwong - Bio t30 - QHGD... © Trinh giri
Cac trwéng c6 déu * yéu cau phai nhap.
1 y Cac tén goi khac Ngay sinh () 10/01/1995 s6CCCD () Ngay cip 07/09/2022 =
Don vi cdng téc (*) |-—-—— Cuc Chuyén ddi s& va Thong tin diF igu tai nguyén mai trreng ~  Phong ban céng tic - chon phong ban — -
) Don viquan Iy hé so (*) | Cuc Chuyén d6i 56 va Thong tin diF 8u tai nguyén mai trdng -
‘ Dén téc Kinh + Tongido Knéng tén giao -
Dinh kem file orong
SBT lién hé Email 56 BHXH $6thé BHYT
Nei sinh: Tinh/TP (%) Tinh Ha Nam v QuanHuyén () Huyén Kim Bang ~  Phudngixd -
() Tén cac don vi hanh chinh c6 thay asi
‘Qué quan:Tinh/TP () Tinh Ha Nam ~  QuanHuyén () Huyén Kim Bang ~  Phueong/Xa X& Kha Phong -
() Tén cac don vi hanh chinh o thay abi
Noi & nién nay X6m 11 - Kha Phong - Kim Bang - Ha Nam Tin/Te () Tinh Ha Nam +  QuanHuyén () Huyén KimBang ~ =~ PhuongXd — Chon Phuong/xd — -
H6 khau thurdng tri X6m 11 - Kha Phong - Kim Bang - Ha Nam Tinh/TP (%) Tinh Ha Nam v QuanHuyén () Huyén KimBang »  Phuong/Xa — Chon Phudng/xd — -

Thanh phan gia dinh xut

than

Nghé nghiép tnrc khi Ngay duoc tuyén dung 13n Gau (*) 01/06/2023
duoc tuyén dung

Ce guan, 1 chitc, NV Trung tam Kiém dinh s&n ph&m cang nghé théng tin

1uyén dung (7) Ngay vao co quan hién dang cong tac (*) i |
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Tai liéu huéng dan sir dung

3.4. Céap nhit qua trinh cong tac
Ngoai dit liéu duoc ddng bo tir phan mém cii, Can bo, cong chirc, vién chirc can:
+ Kiém tra va chon lai cac danh muc theo danh muc cua bo ndi vu.
+ B6 sung thém thong tin cua Loai quyét dinh va Loai don vi dbi véi dir liéu cil.
+ B6 sung thém qua trinh con thiéu tir nim thiéu dén nay (néu co).
3.4.1. Thém quda trinh cong tdac
CBCCVC thuc hi¢n thém qua trinh cong tac theo cac budc sau:
Buwdc 1: Tai form cap nhat hd so can bd, chon tab “Qua trinh cong tac”

Th
—> chon nut ( + Them )

QUAN LY CAP NHAT HO SO CAN BQ, CONG CHUC, VIEN CHUC

SOYEULYLICH CAP NHATHO SO CBCCVC  CAP NHAT KET QUA XEP LOAI CHUYEN MON CBCCVC  KET QUAKY DUYET  HO SO DA KY DUYET

© Xem QTCT- Lwong -Pao tao - QHGD.. @ Luu
Buoc cfp, duoc thué Téng dién tich st dyng Gidy chimg nhdn
quyen sé hiru

Nnha t¥ mua, tw xay Téng dién tich st dung G\a& chirng nhan

quyen S0 hiku
Date

Pat dwoc cap Gidy chirng nhan quyén
st¥ dung
Détty mua Gidy chirng nhan quyén
si¥ dung

DAt sdn xuat Kinh doanh

Diotaobdidudng | Qua trinh cong taq] Picdiémbinthdn  Knenthubng Ky ludt  Quannhégiadinh  Quatrinniwong  Quétrinh phu cAp

@ Trinh g

0111012019 ©én nay Trung tim Chuyén giao cdng nghé & GIS

Vign chikc
O  oto12018 30/09/2019 Trung tim Chuyén giao cdng nghé & GIS: Nhan vién =3
17/05/2017 31122017 Pnéng Ké hoach va Bdo dam chit luon, PNG Trdng phong ;
'q g 'g phong -
Phéng Kiém thiF va hé tro kif thut- Trung t3m céng nghé
0 01012015 16/05/2017 Pho Trurdng phong =]
phan mém va GIS- B3 Tai nguyén mdi truéng

Buwéc 2: Nhap ddy du thong tin cac truong bét bude, dinh kém thém file anh hodc scan

quyét dinh gan nhat=> nhan “Luu” hodc “Luu & Pong” hodc “Luu & Thém”.

Luwu y: Doi voi cac muc chon combo, nguoi dung co thé kéo xuong chon hodac go tir khoa

deé tim kiem ngay trén combo. Neéu sau khi tim kiem danh muc van khong co, nguoi dung

lién hé voi Vu to churc dé yéu cau bo sung.

Trieong Tir ngdy — Pén ngdy nhdp ngay ddu tién cia thang néu khéng nhé ngay, nhdp

thang 1 ciia ndm néu khéng nhé thang.
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Tai liéu huéng dan sir dung

Cac trwéng c6 ddu * yéu cdu phal nhip.
Théng tin qua trinh céng thc

Noi céing tac ® Trong nganh () Ngoi nganh
4 quydt dinh Tir ngay ) @ pénngay 3
(Chon ngay déu tién cia thing néu khéng nh)
Loai quyét dinh (7) - Ghon loai quyét dinh — - Loaidonvir) - Ghon loai don vi - -
[ Tén don vi phéng ban d3 thay d8i
Bon vi cong tac ) ~ Ghon don vi— | Phongban - Ghon phang ban -—-

Chire vy, chive danh (*)

- Chon chirc vy —

m Kéo & thi file vao diy dé tal file lén .

pg, “.gif.".pdf,

‘Do voi cac quyét dinh b nhiém meéi nhat, yéu cau bat budce phai dinh kem file scan/chup cua guyét dinh

Olru ©Lluyusdéng O LuusThém @ Déng

Phan don vi c¢ong tdc, néu don vi ma CBCCVC céng tic trwde dé da thay doi tén, thi tich
vao “Tén don vi phong ban da thay doi” d@é thuc hién nhap tén don vi.

Cac truemg c6 diu * yéu ciu phal nhip.

Théng tin qua trinh cdng tic
Noi céng tac @ Trong nganh ) Ngodi nganh
56 quyét dinh

Tir gy () 2 pénngay A

(Chan ngay déu fién cla thng néu khing nhd)
Loai quyét dinh (1)

- Chon loai quyét dinh --

- Loaidonvi(’) — Chon loai don vi -

Bon vi cong tac Phang ban cong tac

Chire vy cong tac

m Kiéo & thi file vao ddy 6é til file lén (" jpg. “.png. “.gif..pdf. “PDF: t8i da S0mb)

D3i véi cic quyét dinh bé nhiém méi nhat, yéu ciu bit bude phai dinh kém file scanichyp cia quyét dinh

Oles OLwuidong OLluudThém © Bong

Qua trinh sau khi luu, duoc hién thi 1én danh sach

Diotaobbidudng  Qua trinh céngltac  Bicdémbdntnan  Knhenthudng kj ludt  Quan hé gia dinn

Quatinh lkong  Qua trinh phu cdp

4+ Thém
-mw_ S _..
01110/2019 Dén nay Trung tm Chuyén giao cong nghé & GIS Vién chirc
() 01/01/2018 30/09/2019 Trung tAm Chuyén giao céng nghé & GIS Nhan vién i2 x
O 17/05/2017 311212017 Phéng K& hoach va Bdo dam chét luong Phé Trisébng phong =3 3
Phang Kiém thi¥ va hd tre: ki thuat- Trung tam cong nghé
0 01012015 16/05/2017 Pho Triedng phong B x
ph&n mém va GIS- B6 Tai nguyén moi truong

Buwéc 3: BAm nat “Luu” trén cing dé luu qué trinh cong tac vao so yéu 1y lich.
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Tai liéu huéng dan sir dung

QUANLY CAP NHAT HO SO CAN BQ, CONG CHUC, VIEN CHUC

SOYEULYUCH CAP NHATHO SO CBCCVC  CAPNHAT KET QUA XEP LOAI CHUYEN MON CBCCVC  KET QUAKY DUYET — HO SO BAKY DUYET

(© Xem QTCT - Lurong - Dao tao - QHGD... © Trinh gl

Duoc cap, duoc thué Téng dién tich si¥ dung Gidy chimg nhan
quyen s& hiru
Nha tw mua, v xay Tdng dién tich st dung G\a¥ ching nhan
quyen s& hiru
D&
D4t dugc clp Gidy chimg nhan quyén
st dung
DAt tu mua Gidy chirng nhan quyén
st dung

Dat sdn xuat kinh doanh

Paotaobdidudng  Qua trinh congltac  PAcdémbdnthan  Khenthudng kj ludt  Quanhégiadinh  Quatinhlrong  Qua trinh phu cap

4+ Thém
:lm__IIl
01/10/2019 Bén nay Trung tam Chuyén giao céng nghé & GIS Vién chic
(m) 01/01/2018 30/09/2019 Trung tAm Chuyén giao cong nghé & GIS Nh&n vién iz x
O 17/05/2017 31112/2017 Phéng Ké hoach va Bao dam chét Iuvong Phé Trirdng phang =3 3
Phéng Kiém thif va hd tro' Ky thust- Trung tam cong nghé
0O 01012015 16/05/2017 Pné Truéng phong B x

phan mém va GIS- BO Tai nguyén méi trwong

3.4.2. Siwra qud trinh cong tac

Can bo thyc hién sira qua trinh cong tac theo hudng din chung 2.4. Sira dir liéu

3.4.3. Xoa qud trinh cong tic

Can bo thuc hién x6a qua trinh cong tac theo hudng dan chung 2.5. X6a dir liéu

3.5. Cap nhit dao tao bodi dudng
Ngoai dir liéu duoc déng bo theo phﬁn mém cii, Can bo, cong chuc, vién chirc can:
+ Kiém tra va chon lai cac danh muc theo danh muc ciia bo ndi vu.
+ Kiém tra lai thong tin Loai dao tao, Van béng, ching chi.
+ B sung thém diém s cta ngoai ngir; B sung tiéng dan toc (néu cd).
+ B0 sung thém qua trinh con thiéu tir nim thiéu dén nay néu c6 thém vin bang chimg chi
moi.
3.5.1. Thém qud trinh dao tao béi dwong
Can bo, cong chirc, vién chirc thém qué trinh dao tao bdi dudng theo cac bude sau:
Budce 1: Tai form cap nhat hd so can bo, chon tab “Qua trinh dao tao boi dudng”

Thé
—> chon nut ( + 1hem )
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Tai liéu huéng dan sir dung

QUAN LY CAP NHAT HO SO CAN BQ, CONG CHUC, VIEN CHUC

SOYEULYLICH CAP NHATHO SO CBCCVC  CAP NHAT KET QUA XEP LOAI CHUYEN MON CBCCVC  KET QUAKY DUYET  HO SO BA KY DUYET

(© Xem QTCT-Luong - Baotao -QHGD.. @ Luu & Trinh gisi

Buoc cip, dugc thué Téng dién tich str dung Gidy chimg nhin
quyén s hiku
Nha tir mua, tu xay Téng dién tich st dung Gidy chirng nhan
quyen s& hiru
Dit&
DAt drgc cAp Gidy ching nhan quyén
st dung
Dt ty mua Gidy chitng nhan quyén
st dung

DAt san xudt kinh doanh

Dao tao bdi dwéng| Quatinhcongtac Dacdiémbanthan  Khenthudng ky ludt  Quanhggiadinh  Quatinhirong  Qué trinh phu cdp

lm SHmeEee S SERERREEREE mlll

4

Chuyén mén
Bai hoc Tai nguyén va Méi treng Ha Noi 2210412013 22/07/2013 B&i duéng B x
Bai hoc Kinh 1€ quée dén 01/01/2010 01/12/2012 Céng nghé - Thang tin Ci¥ nhan B x
Cao déng Bach Khoa HN 20/07/2005 20/07/2008 Céng nghé thong tin Cir nhan B x
Rl L 50 ¥ |Bénghi/trang 1-3/3bdngnl ©

Budc 2: CBCCVC chon loai dao tao va nhdp thong tin cac truong bét budc dinh kém thém
file anh hodc scan van bang, ching chi & nhan “Luu” hoic “Luu & Péng” hoic “Luu &
Thém”.

Luu y: Déi véi cde muc chon combo, nguoi ding cé thé kéo xuong chon hodc gé tir khéa
dé tim kiém ngay trén combo. Néu sau khi tim kiém danh muc van khéng cé, nguoi ding
lién hé véi Vu té chire dé yéu cau bé sung.

Truong Tir ngay — Pén ngdy nhdp ngdy dau tién cia thang néu khéng nhé ngay, nhdp

thang 1 ciia ndm néu khong nhé thang.

Cac truong ¢6 ddu ~ yéu cau phai nhap.
Théng tin qua trinh dao tac

Loai dao tao @ Chuyén mén O Ly luan chinh tri O Quan Iy nha nude O An ninh quéc phéng O Tin hoc O Ngoai ngtr (O Tiéng dan toc
Tén co & daotao (%)

TiF ngay (%) [ pén ngay = Chuyén nganh dao tao (*) —— Chon chuyén nganh dao tao -— -
(Chon ngdy déu tién cia thdng néu khéng nho)

Hinh thirc d30 ta0 - Chon hinh thirc d&o tao — *  VanDping, TAnhdd () — Ghon trinh 46 dao tao -— -
m Kéo & tha file vao day dé ti file 1én (*jpg, *.png, “.gif.".pdf, *.PDF; t5i da 50mb)

Déi v&i cac van bing, chirng chi méi nhit, yéu ciu bat budc phai dinh kém file scanichup cda van bang, chimng chi

©Lvu @ Llru&béng () Leu& Them @ Béng

Qua trinh sau khi Iuu, duoc hién thj 1én danh sach
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Tai liéu huéng dan sir dung

Dalo tao bdi dwéng  Quatinhcongtac  Bacdiémbanthdn  Whenthudng kyluat  Quanhégiadinh  Quatrinhlvong  Qua trinh phu cip

4 Thém
i e e R
“ Chuyén mén
Bai hoc Tai nguyén va Mai trugng Ha Noi 22/04/2013 22/07/2013 B0i dudng B %x
Bal hoc Kinh 18 quéc dan 01/01/2010 01/12/2012 Céng nghé - Théng tin Ct nhan B x
Cao dang Bach Knoa HN 20/07/2005 20/07/2008 'Cong nghé thong tin Ct¥ nhan B x
e ] 50 ¥ Banghi/trang 1-3/3banghi &

Budce 3: Bam nat “Luu” trén cung dé luu qua trinh dao tao boi dudng vao so yéu ly lich.
QUAN LY CAP NHAT HO SG CAN BQ, CONG CHUC, VIEN CHUC

SOYEULYLCH CAP NHATHO SO CBCCVC  CAPNHAT KET QUA XEP LOAI CHUYEN MON CBCCVC  KET QUAKY DUYET  HO SO DAKY DUYET

© Xem QTCT - Luong - D0 tao - QHGP... © Trinh giFi

Diroc cAp, Auoc thug

Téng dién tich si¥ dung Gidy cnimg nnan
quyen s¢ hiru
Nha tyy mua, tu xdy Téng dién tich st dung Gidy ching nhdn
quyén 6 hifu
DPit&

Dét duoc cip Gidy chimg nhan quyén
sl dung

DAt tw mua Gidy ching nhan quyén
stk dung

Pat sén xuat kinh doanh

Dao tao boi dwéng  Quatrinncongtac  Dac d@émbanthan  Khenthuedng ky ludt  Quanhégiadinh  Quatrinh Ikong  Qud trinh phu cép

4 Thém
I e e o
“ Chuyén mén
‘Bai hoc Tai nguyén va Méi tréng Ha Néi 22/04/2013 22/07/2013 Béi duéng H x
‘Bai hoc Kinh 1 qudc dan 01/01/2010 01/12/2012 Cang nghé - Théng tin Clrnhan B x
Cao dang Bach Knoa HN 20/07/2005 20/07/2008 Cong nghé thong tin ClFnhan ﬁy x
" > 50 ¥ | Béngniftrang

1-3/3banghi ©

3.5.2. Sira qud trinh dao tgo boi dwing

Can bo thyc hién sira qua trinh dao tao bdi dudng theo huéng dan chung 2.4. Sira dir liéu

3.5.3. Xéa qud trinh dao tao boi duwéng

Can bo thuc hién x6a qua trinh dao tao bdi dudng theo huéng dan chung 2.5. Xé6a dir liéu

3.6. Cap nhat Pic diém ban than

Theo thong tu 06/2023/TT-BNV, Can bg, cong chirc, vién chirc can bd sung thém dac diém
lich str ban than.

3.6.1. Thém qud trinh ddc diém bén thin
Pic diém ban than cua can bd duge déng bo theo phﬁn mém cii, néu can bd can thém dic
diém ban than thi thuc hién theo cac budc sau:
Budce 1: Tai form cap nhat hd so can b, chon tab “Dac diém ban than”

=
—> chon nut ( + fhem )
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Tai liéu huéng dan sir dung

QUAN LY CAP NHAT HO SO CAN BQ, CONG CHUC, VIEN CHUC

SOVYEULYLCH CAP NHATHO SO CBCCVC  CAP NHAT KET QUA XEP LOAI CHUYEN MON CBCGVC  KET QUAKY DUYET  HO SO DA KY DUYET

© Xem OTCT-Luong -Dao tao - QHGD... @ Lwu @ Trinh gisi
1inn rang suc Knoe Tot Cnieu cao(cm) 1(71 can nang 53 Nnom mau - Chon nhom mau — -

BI b&t, b ti Bi bat, bi tu (tir ngdy thang nam n3o d&n ngdy thing nadm ndo, & dau?), d3 khai bdo cho ai, nhiing vin & gi?

Nguén thu nhip chinh cia gia dinh hang nam

Tién lrong C4c nguén khac
Nha &
Buroc cép, dugc thué Téng dién tich st dung Gidy ching nhan
quyén 6 hifu
Nna ¥ mua, t xay Téng dién tich st dung Gidy ching nnan
quyen s& hiku
Dite
Pat duoc cip Gidy chiing nhan quyén
St dung
DAt tu mua Gidy chimg nhan quyén
sir dung

D4t sdn xudt kinh doanh

Dactao bdidubng  Quatrinh cong tac | Dac diém ban than I Knen thuéng kj ludt  Quan hé giadinh  Quatrinhluong  Qué trinh phy cip
O] Tim theo Tén td chikc, dia chi tru 5&, céng viéc da lam

u 5 e a2 eniry 5 cong vie &3 am ..I
“

WA Knong co aF ity ©

"

Buwéc 2: Nhap day du thong tin cac trudng bat budce, dinh kém thém file anh hodc scan tai
liéu chirng minh (néu ¢6) = nhin “Luu” hoic “Luu & Pong” hodc “Luu & Thém”.

Luu y: Truong Tir ngay — Pén ngay nhdp ngay dau tién cia thdng néu khéng nhé ngay,
nhdp thang 1 ciia nam néu khéng nhé thdng.

Cac truéng c6 dau * yéu ciu phai nhap.
Théng tin dic diém ban than

Théng tin () Ban than lam viéc cho ché do cii @ Tham gia hodc co quan hé vdi cac td chirc chinh tri, kinh t&, x& héi... & nudc ngoai
Ti¥ ngay () E pénngay =

(Chon ngay dau tién clia thdng néu khong nhé)

Tén td chirc, dia chi tru
s&, cong viéc d& lam

m Kéo & tha file vao day dé tai file 1&n (“.jpg, “.png, ~.gif,".pdf, “.PDF; tbi da 50mb)

©Llru QLwu&béng (O Lueu& Thém @ Déng
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Tai liéu huéng dan sir dung

Qua trinh sau khi luu, duoc hién thi 1én danh sach

Daotaobdidudng QuAtinhcongtac  Dac diém ban than  Khenthudngkjlust  Quanhégiadinh  Quatrinhlrong  Quatrinh phy cip

+ Thém @ Xéa Tim theo Tén tb chikc, dia chi try s&, céng viéc da lam

n e ..I
B x

O 04/04/2017 Hop tac kinh t& Chau A - Thai Binh Dirong

LR ! 15 v 1-1/1pdnghi &

Budée 3: BAm nut “Luu” trén cing dé Iuu qua trinh cong tac vao so yéu 1y lich.

QUAN LY CAP NHAT HO SO CAN BQ, CONG CHUC, VIEN CHUC
SOYEULYLICH CAP NHATHO SO'CBCCVC  CAP NHAT KET QUA XEP LOAI CHUYEN MON CBCCVC  KET QUAKY DUYET  HO SO'DA KY DUYET
(© Xem QTCT - Lwong - Do tao - QHGD... © Trinh giFi
5i bat, bi tu DL DAL, UL LU LU TIgEY U T N0 Ue gy UIEng AN NEY, U UEuE )5 UE KIEL DEY OO aL, TInung VarT ue gy

K
Nguén thu nhip chinh cia gia dinh hing nim

Tién luong Céc ngudn khac
Nha &
Duoc cép, dwgc thué Téng dién tich sk dung Gidy chimg nnan
quyén 6 hifu
Nha tur mua, tu xdy Téng dién tich s dung Gidy chimg nhan
quyen s& hiru
Date
DAt duoc cap Gidy chirng nhan quyén
s dung
DAt ty mua Gidy chirng nhan quy&n
St dung

DAt san xudt Kinh doanh
Daotaobdidudng Quatinhcéngtic  PAc diém ban than  Khenthwdngkjludt  Quanhégiadinh  Quatrinhlvong  Qua trinh phu cap

+ Thém @ Xéa Tim theo Tén t6 chirc, dia chi tru s, cong viéc da lam

nm EE VR e I.I
B x

[ odioarzo17 Hop tc kinh té Chau A - Thai Binh Drong

M4 ] 15 v 1-1/1pdnghi ©

3.6.2. Sira dic diém bdn thin

Can bo thuc hién stra dic diém ban than theo hudng dan chung 2.4. Stra dir liéu

3.6.3. Xoa qud trinh dic diém bén thin

Cén bo thuc hién x6a dic diém ban than theo hudng dan chung 2.5. Xoa dir li¢u

3.7. Céap nhat Khen thuwéng ky luat
Ngoai dir li¢u dugc déng b0 theo phﬁn mém cii. Can bo, cong churc, vién chuc can bd sung:
+ Kiém tra va chon lai cac danh muc theo danh muc cua bo ndi vu.
+ Khen thuéng: B6 sung thém thong tin Co quan quyét dinh, loai khen thuéng va cap khen
thuong (néu thiéu) ddi véi dit lidu cii
+ Ky luat: Bo sung thém thong tin Hanh vi vi pham chinh, Co quan quyét dinh, S6 quyét
dinh, Cap Ky luat dbi voi dir liéu ci.
+ Bo sung thém dir liéu con thiéu tir ndm thiéu dén nay (néu co)

3.7.1. Thém khen thuong ky luat
Cén b9, cong churc, vién chuc thém khen thudng ky luét theo cac budc sau:

Budc 1: Tai form cdp nhat hd so can bd, chon tab “Khen thudéng ky luat”
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Tai liéu huéng dan sir dung

=
—> chon nut ( + 1hem )

QUAN LY CAP NHAT HO SO CAN BQ, CONG CHUC, VIEN CHUC

SOYEULYLICH CAP NHATHO SO CBCCVC  CAP NHAT KET QUA XEP LOAI CHUYEN MON CBCCVC  KET QUAKY DUYET  HO SO'DA KY DUYET

(© Xem QTCT -Luong - Diotao -QHGD.. @ Luu & Trinh gisi

Tién lrong Cac nguon khac
Nha &
Duoc cip, dugc thué Téng dién tich st dung Gidy chimg nhan
quyén s& hitu
Nha t mua, t xay Téng dién tich st dung Gidy chimg nhan
quyen s& hiru
Déte
DAt duoc cap Gidy chirng nhan quyén
s dung
Dét ty mua Gidy chirng nhan quyén
si¥ dung

Dét san xust kinh doannh

Daotaobbidudng Quatinhcéngtac  Dacdiémbinihan| | Khen thwéng Ky luat| Quanhégiadinh  Quatinhivong  Qua trinh phy cip

4 Khen thwréng

[ Gidy khen ciia Cuc trudng 2010 1211172010 B x
[ Gidy khen 2010 01102/2010 B %
o » » |50 ¥|Bangnirtrang 1-2/2pdngni ©

Buéie 2: Chon hinh thirc > Nhap day di thong tin cac truong bat bugc dinh kém thém file
anh hodc scan tai liéu ching minh (néu ¢6) > nhin “Luu” hoic “Luu & Péng” hoic “Luu
& Thém”.

Lueu ¥ Poi véi cde muc chon combo, ngueoi ding cé thé kéo xuong chon hodc gé tir khéa
dé tim kiém ngay trén combo. Néu sau khi tim kiém danh muc van khéng cé, nguoi ding
lién hé véi Vu té chike dé yéu cau bé sung.

Truong Tir ngay — Pén ngdy nhdp ngady dau tién cia thang néu khéng nhé ngay, nhdp
thang 1 ciia nam néu khéng nhé thang.

Cac trirdng c6 dau * yéu cau phai nhap.

Hinn thtze @ Khen thurdng O KY ludt

Mgay quyét dinh = Nam (*) Nhap nim

36 quyét dinh Co quan quyét dinh (%)

Cap khen thudng — Chon cap khen thudng — = Loai(") — Chon loai khen thudng — -
Hinh thirc khen thuéng () —- Chon hinh thire khen thudng — «  Xép loai thi dua(®) -—- Chon danh hiéu -— -

m Kéo & tha file vao day dé tai file 1&n (*.jpg, *.png, *.gif.*.pdf, “~.PDF; téi da 50mb)

O Lwu (O Lwu&Béng () Lwu&Thém € Béng
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Tai liéu huéng dan sir dung

Cac trirong ¢6 dau * yéu cau phai nhap.

Hinn thire (O Khen thudng @ Ky luat
T Ngay (%) EH oénngay i}
(Chon ngay déu tién cda thang néu khdng nhé)
56 quyét dinh (%) Co quan quyét dinh (%)
Cap Ky luat (%) — Chon cap ky lugt — +  Loaiky ludt (*) —— Chon loai kj lut — v
Hinh thirc ky ludt (*) —- Chon hinh thirc ky luat -— ~  Hanh vi vi pham chinh
) )

m Kéo & tha file vao day dé tai file 1én (“.jpg, “.png, *.gif,*.pdf, “.PDF; ti da 50mb)

©Llru ©Leu&bong (O LwudThém © Déng

Qua trinh sau khi Iuu, duoc hién thi 1én danh sach

Daotaobdidudng Quatinhcongtéc DAcdiémbdnthdn  Khen thwdng ky luat  Quanhégiadinh - Quétrinhiueng  Qud tiinh phu cip
4 Thém

lumumw — ..I
“ Khen thwong

[ Gidy khen clia Cuc trudng 1211112010 B x

[J Gidykhen 0110212010 B x

» v (50 7] 8angnistrang 1-2/2p8ngn O

Buwéc 3: BAm nat “Luu” trén cing dé cap nhat khen thudng, ky luat vao so yéu 1y lich.

QUAN LY CAP NHAT HO SO CAN BOQ, CONG CHUC, VIEN CHUC

SOYEULYLICH CAPNHATHO SO CBCCVC ~ CAPNHAT KET QUA XEP LOAI CHUYEN MON CBCCVC  KETQUAKY DUYET  HO SO BA KY DUYET

© Xem QTCT - Liong - Dao tao - QHGB... © Trinh gl

Tien lrong Cac nglisn khac
Nha ¢
Dreoc cip, duroc thué Téng dién tich stk dung Gidy chirng nhn
quyen s hifu
Nha tiy mua, ty xay Téng dién tich st dyng Gidy chimg nhan
quyen s hifu
Date
Pt duoc cip Gidy chirg nhan quyén
st dung
Dt tr mua Gidiy chimg nhén quyén
sir dung

DAt san xudt kinh doanh

Daotgobbidudng Quatrinhcongtac Dacdigmbénthan]  Khen thwéng ky lugt Quanhégiadinh  Quatrinhlvong  Quairinh phu cép

4 Thém

4 Khen thwéng

() Gidy khen cda Cuc tnsng 2010 121112010 B x
[ Gidy khen 2010 0110212010 B x
o« > » |50 7 |Banghi/trang 1-2/2pdnghi O

3.7.2. Swa khen thwong ky ludt

Can bo thuc hién sira khen thudng ky luat theo hudng din chung 2.4. Sira dir liéu

3.7.3. Xoa khen thwong ky ludt
Can bo thyc hién sira khen thudng ky luat theo hudng dan chung 2.5. Xéa dir liéu
3.8. Cap nhat Quan hé gia dinh

Quan h¢ gia dinh cua can b9, cong churc, vién chic dugec dong bod theo phan mém cii.
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Tai liéu huéng dan sir dung

Cén b9, cong churc, vién chirc can:

+ Kiém tra va chon lai cac danh muc theo danh muc ctia bd ndi vu.

+ Tién hanh chuan hoa lai dit liéu theo ting truong.

+ B6 sung thém quan hé phat sinh thém tir ndm thiéu dén nay (néu co)

Thong tin cii da nhdp duoc hién thi lai tai truong Qué quan

Daotaobbidudng  Quatinhcongtac  DAcdiémbAnthan  KhenthungkyIudt  Quan hé giadinh  Quatrinhivong  Quatrinh phu cdp

+ Thém 7 Xéa

“ Ban thin
0 8é Nguyén Thé Diing 1949 Nghi huu =3
(m] Déang Minh Nguyét 1957 Nghi huu B %

Giam déc Trung t8m Cong nghé phan mém va GIS — Cuc CNTT - Bo
O Anh Nguy&n Bac Trung 1978 B x
Tai nguyén va Mdi trueong

Nhan vién Trung tam Ung dung v chuyén giao cong nghé - Cuc

0 vo Ngé Thi Van Anh 1984 B x
CNTT
O Nguyén Trung Nguyen 2014 Con nhé B x
. n
VeIChéng

Chuén hoa lai theo ting trudng

@ Ban than O Vo/chéng

Quan hé banthan (*)  B§ -
Ho va tén () Nguy&n Thé Diing
N&m sinh 1949

Ngay phét sinh quan hé 05/05/1986 | Ngay két thic quan hé  31/12/1999 ;ﬁ

() bamét
QUé quan (*) Hoang Mai, Ha N&i
Mo CLF tri @ Trong nwéc () Nwdc ngoai
Noi & Hoang Mai, Ha Nai
Noi hoc tap
Nghé nghiép Nghi huru

Bon vi cdng tac
Chikc danh
Chirc vu

Thanh vién cac té chirc
chinh tri - x& hdi (trong,
ngoai nurérc)

Lam viéc cho ché do ci,
tien an, tién siF (néu cd)

24




Tai liéu huéng dan sir dung

3.8.1. Thém Quan hé gia dinh
Cén b9, cong chtrc, vién chirc thém quan hé gia dinh theo céc budc sau:
Budce 1: Tai form cap nhat hd so can bo, chon tab “Quan hé gia dinh”

. 4 Thém
—> chon nut ( )
QUAN LY CAP NHAT HO SO CAN BQ, CONG CHUC, VIEN CHUC
SOYEULYLICH  CAP NHATHO SO'CBCCVC ~ CAP NHAT KET QUA XEP LOAI CHUYEN MON CBOCVC  KET QUAKY DUYET  HO SO DA KY DUYET
(© Xem QTCT-Luwong - Pao tao -QHGD... (& Lwu (& Trinh givi
skdung ~

DAt tw mua Gidy chimg nhan guyén
st dung

D4t sdn xudt kinh doann

Daotaobdidudng  Quatinhcongtdc Dicdiémbantnan  Knenthuéngkyludt [Quan hé gia dinh| Quétinhivong  Quatrinn phu cdp

“

Ban thin
O sé Nguy&n Thé Diing 1949 Hoang Mai, Ha N6i Nghi huru =3
0 Béng Minh Nguyét 1957 Nght huru B x

Giam déc Trung tam C8ng nghé phan mém va GIS — Cuc CNTT - Bo
O Anh Nguy&n Bdo Trung 1978 B x
Tai nguyén va M6i truéng

Nnan vién Trung tam (Fng dung va chuyén giao cong nghé - Cuc

0 vo Ngé Thi Van Anh 1984 B x
CNTT
[m} Nguy&n Trung Nguyén 2014 Con nnd B x
“ VgiChéng

Buwéc 2: Nhip day du thong tin cac trudng bat budce, dinh kém thém file anh hodc scan tai

liéu chiing minh (néu co).
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Tai liéu huéng dan sir dung

Cac trwéng c6 ddu * yéu ciu phai nhap.
Théng tin quan hé gia dinh

@® Ban than O Volchéng

Quan h& banthan (*) - Chon quan hé ban than — -

Ho va tén (%)

Nam sinh Nhap nam sinh

Ngay phat sinh quan hé | Ngay két thic quan hé i
() bamiét

Qué quan (*) x3 Phic Tién, huyén Phi Xuyén, Thanh phé Ha Néi

Movi cir tra @ Trong nwéc () Nwdc ngoai

Noi &

Nei hoc tap

Nghé nghiép

Bon vi cdng tac

Chirc danh

ChiFc vu

Thanh vién cac td chirc
chinh tri - x& ndi (trong,
ngoai nurérc)

i lia e i s _m ¥

Buwéc 3: Nhan “Luu” hoic “Luu & Pong” hodc “Luu & Thém”
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Tai liéu huéng dan sir dung

Nam sinh Nhap ndm sinh

Ngay phat sinh quan hé ] Ngay két thic quan hé ]
[ Pamét

Qué quan (%) x& Phuc Tién, huyén Pha Xuyén, Thanh phd Ha Noi

Nei cir tri @ Trong nudc ) Nudc ngoa

Noi &

Noi hoc tap

Nghé nghiép

Bon vi céng tac
Chi¥c danh
ChiFc vu

Thanh vién cac td chirc
chinh tri - x& hai (trong,
ngoai nurdrc)

Lam viéc cho ché doci,
tién an, tien s (neu co)

m Kéo & tha file vao day dé tai file Ién (*.jpg, *.png, *.gif,".pdf, *.PDF; téi da 50mb)

©Llwru ©Lwu&béng (O Lueu& Thém | & Déng

Qua trinh sau khi luu, duoc hién thi 1én danh sach

Budéc 4: BAm nut “Luu” trén cung dé cap nhat quan hé gia dinh vao so yéu Iy lich.

QUAN LY CAP NHAT HO SO CAN BQ, CONG CHU'C, VIEN CHUC

SOYEULYLICH CAP NHATHO SO CBCCVC  CAP NHAT KET QUA XEP LOAI CHUYEN MON CBCCVC  KET QUAKY DUYET  HO SO DA KV DUYET

(© Xem QTCT - Lwong - D40 ta0 - QHGD... & Trinh gl

skdung

Dat ty mua Gify chirng nhan quyén
st dung

DAt san xuat Kinh doanh

Daotaobdidudng Quatinheongtac DacAi@mbanthan  Khenthudngkjludt  Quan hé gia dinh  Quatinhiwong  Qua trinn phu cAp

+ Thém & Xéa

lummm_ = = “gniép ..I

4 Ban thin
O 8 Nguyén Thé Diing 1949 Hoang Mai. Ha Noi Nghi huu B
O Diing Minh Nguyét 1957 Nghi huru B x

Giam déc Trung tam Céng nghé phan mém va GIS — Cyc CNTT - B&
O Anh Nguyén Bdo Trung 1578 B %
Tai nguyén va Méi truong

Nn&n vién Trung tam (¥ng dung va chuyén giao cong nghé - Cuc
[ vo Ng Thi V&n Anh 1984 B %
CNTT

(m] Nguyén Trung Nguyén 2014 Cénnhd B %

3.8.2. Siwra quan hé gia dinh

Cén b thuc hién sira quan hé gia dinh theo hudng dan chung 2.4. Sira dir liéu
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Tai liéu hudng dan str dung

3.8.3. Xoa quan hé gia dinh

Can bo thuc hién x6a quan hé gia dinh theo huéng dan chung 2.5. Xéa dir liéu

3.9. Cap nhat Qua trinh lwong

Ngoai dit liéu duoc dong bo theo phan mém cil. Can bd, cong chire, vién chirc can:

+ Kiém tra va chon lai cac danh muc theo danh muc cua bo ndi vu.

+ Kiém tra lai thong tin néu thiéu Bac luong.

+ B0 sung thém qua trinh con thiéu tir nim con thiéu dén nay néu co thay doi.
3.9.1. Thém qua trinh lwong

Can b, cong chirc, vién chure thém qué trinh luong thyuc hién theo cac budce sau:

Buwdc 1: Tai form cap nhat hd so can bd, chon tab “Qua trinh lvong”

—> chon nut ( + Them )

QUAN LY CAP NHAT HO SO CAN BQ, CONG CHU'C, VIEN CHUC

SOYEULYLCH CAP NHATHO SO CBCCVC  CAPNHAT KET QUA XEP LOAI CHUYEN MON CBCCVC  KET QUAKY DUYET  HO SO DA KY DUYET

© Xem QTCT-Luong -Diotao - QHGD.. @ Lwu  © Trinh gisi

quyen su nuu
Nha tw mua, ty xay Téng dién tich si¥ dung Gidy chimg nhan
quyén s6 hiru
DPit&
D4t duoc cip Giy ching nhan quyén
siF dung
DAt tv mua Gidy chiing nhan quyén
st dung
Dét san xuat kinh doanh
Paotaobdidudng  Quatinhcongtac  Dacdiémbanthan  Knen thudng ky ludt  Quan hégiadinh | Qua trinh lvong | Quatrinh phu cép
e s e ot ——————— —
0O o1/02r2017 Dén nay 13.095 3 333 B %
O 010212015 31/01/2017 13.095 3 3 B x
() o1/02:2012 31/01/2015 132.095 241 B x
() 01/02/2009 31/01/2012 132.095 21 B x
() 0112r2008 31/01/2009 13a.095 21 B %
M4 b 15 ¥ | Ban ghi/trang 1-5/5pAngni O

Buwéc 2: Nhap ddy du thong tin cac trudong bat bude, dinh kém thém file anh hodc scan
Quyét dinh ting lwong gan nhit > nhin “Luu” hodc “Luu & Péng” hodc “Luu & Thém”.
Lueu y: P6i véi cde muc chon combo, nguoi ding cé thé kéo xuong chon hodc gé tir khéa
dé tim kiém ngay trén combo. Néu sau khi tim kiém danh muc van khéng cé, nguoi ding
lién hé véi Vu t6 chire dé yéu cau bé sung.

Trieong Tir ngdy — Pén ngdy nhdp ngay ddu tién cia thang néu khéng nhé ngay, nhdp

thang 1 ciia ndm néu khéng nhé thang.
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Cac truemg c6 diu * yéu cdu phii nhip.
Théng tin qua trinh lrong

55 quyét dinh | Tir ngay () B oénngay ]
(Chon ngdy déu tién cla thang néu khdng nho)

Loal quyét ainh () — Chon loai quyét dinh — -

Cach tinh krong @ Hé 58 O Lrong thoa thuin

Mgach (%) - Chon ngach chirc danh — | Méngachbic

Bac luong (") —— Chon bac rong — - | Heséong

Tién lromg theo i ti vie lam Ngéy ndng rong n sau =

Phén tram udmg 100

1,*.pdf, * PDF; t5i da 50mb)

D8I véi céc quydt djnh ndng lwong méi nhit. yéu cdu bt buge phii dink kem file scan/chyp cla quyét gjnh
©lou  ©Lwuidéng OLuudThém © Béng

Qua trinh sau khi Iuu, duoc hién thi 1én danh sach

Daotaobdidudng Quatinncongtdc DIcAémbdntnan  Khenthudng kjludt  Quannégiadinh  Qua trinh lwong  Qua trinh phu cép

4 Thém
D N
O o1/02/2017 Bén nay 13.095 4 333 B %
0 011022015 31/01/2017 13.095 3 3 B %
O otlozizo12 310012015 132.095 241 B %
0O ot/0o2:2009 3100112012 132.095 21 B %
) 01M2/2008 31/01/2009 132.095 21 B %
LRI > - B4n ghi/ trang 1-5/5bdnghi &

Budére 3: Chon nit “Luu” dé cap nhat qua trinh luong vao so yéu 1y lich

QUAN LY CAP NHAT HO SG CAN BQ, CONG CHUC, VIEN CHUC

SOYEULYLICH CAP NHATHO SO CBCCVC  CAP NHAT KET QUA XEP LOAI CHUYEN MON CBCCVC  KET QUAKY DUYET  HO SO BA KY DUYET

(© Xem QTCT - Luong - P20 tao - QHGB... © Trinh g

quyern s nuu
Nha tir mua, tu xay Téng dién tich st dung Gidy chirng nhan
quyen s& hiru

Dit&

DAt drgc cAp Gidy ching nhan quyén
st dung
Dt ty mua Gidy chitng nhan quyén
st dung

DAt san xudt kinh doanh

Paotaobdidudng Quawinncongtac  Dacdémbdnthan  Knenthudngkyluat Quannhégiadinh  Qua trinh lwong  Qua trinh phu cip

+ Thém

e e e e e
O 01022017 Dén nay 13.095 4 333 B %
0 01022015 3110172017 13.095 3 3 B x
0 01022012 3110172015 132,095 241 B x

0 01022009 3110172012 132,095 21 B x

) 011272008 31/01/2009 132,095 21 B x
L] CC] 15 ¥ | Banghi/trang 1-5/5bangh| &

3.9.2. Swra qud trinh lwong

Can bo thyc hién sira qua trinh luong theo hudng dan chung 2.4. Sira dir liéu

3.9.3. Xoa quad trinh lwong
Can bo thyc hién x6a qua trinh lvong theo hudng din chung 2.5. X6a dir liéu

3.10. Cap nhit Qua trinh phu cip

Ngoai dir li¢u dugc dong bd theo phan mém cii. Can bg, cong chire, vién chure can:
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+ Kiém tra va chon lai cac danh muc theo danh muc cua bo ndi vu.

+ B6 sung thém qua trinh con thiéu tir ndm con thiéu dén nay néu cé thay doi.
3.10.1.Thém qud trinh phu cdp

Can b, cong chtirc, vién chure thém qua trinh phu cép thuc hién theo cac budc sau:

Budce 1: Tai form cap nhat hd so can bo, chon tab “Qua trinh phu cép”

e
>chonnat (F )

QUAN LY CAP NHAT HO SG CAN BOQ, CONG CHUC, VIEN CHUC

SOYEULYLICH CAP NHATHO SO CBCCVC  CAP NHAT KET QUA XEP LOAI CHUYEN MON CBCCVC  KET QUAKY DUYET  HO SO'DA KY DUYET

) Xem QTCT - Luwong - Dao tao - QHGD... © Luu © Trinh gl

Bibat, bitl b1 DaT, DI TU (TU Ngay Tnang nam nao aen ngay Tnang nam nao, O Gaur), O0a KNal Dao CNG al, NNUNg van ae gi7
7
Ngudn thu nhap chinh cua gia dinh hang nam
Tién rong cac ngudn khac
Nha &
Buoe cép, duoc thué Téng dién tich st dung Gidy chirmg nhan
quyén s& hiku
Nnha t¥ mua, tw xay Téng dién tich st dung G\é\( chirng nhan
quyen s& hiru
Date

Pat dwoc cip Gidy chirng nhan quyén
st dung

Déttw mua Gidy chirng nhan quyén
sir dung
D4t sdn xuat kinh doanh

Diotaobdidudng  QuAtinhcongtic  Dic diémbdnthdn  Knenthudng ky ludt  Quannégiadinh  Quatrinnlveng | Qua trinh phu cap

e e e S s S S

0 0tio12015 01/01/2018 Phy cp chize vy 03 Hesd =3

» v (15 Y |Banghistrang 1-1/1bdnghi  ©

Buwéc 2: Nhip diy du thong tin cac trudng bat budce, dinh kém thém file anh hodc scan tai
liéu chirng minh (néu ¢6) = nhan “Luu” hoic “Luu & Péng” hodc “Luu & Thém”.

Luu y: Déi véi cde muc chon combo, ngueoi ding cé thé kéo xuong chon hodc gé tir khéa
dé tim kiém ngay trén combo. Néu sau khi tim kiém danh muc van khéng cé, nguoi ding
lién hé véi Vu té chive dé yéu cau bé sung.

Truong Tir ngay — Pén ngdy nhdp ngdy dau tién cia thang néu khéng nhé ngay, nhdp

thang 1 ciia ndm néu khéng nhé thang.
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Cac trwdmg cé diu * yéu ciu phai nhap.

Théng tin phu cip
S8 quyét dinh
Loai phy cp () —- Chon phu cép — +  Tirngay () E
(Chon ngdy déu tién cia thdng néu khéng nha)
@ Heé s8 () Phén trdm luong (O Sé tién cé dinh
Hé sb Pén ngay |
Ghi chi

m Kéo & tha file vao day dé tai file I&n (“.jpg, “.png, *.gif,.pdf, “.PDF; téi da 50mb)

@Llwru  OLwu&béng O Lwu& Thém @ Déng

Qua trinh sau khi Iuu, duoc hién thi 1én danh sach

Diotaobdidudng Quatinhcongtac DAcAiémbAnihan  Khenthudng kjudt  Quanhégiadinn  Quatinhivong  Qua trinh phu cap

4+ Thém
umu SRS S ..
O 01012015 01/0112018 Phu ¢Ap chirc vu

Mo | 15 Y| Banghi/trang 1-1/1pangn] &

Buée 3: Chon nat “Luu” dé cap nhat qua trinh phu cdp vao so yéu li lich

QUAN LY CAP NHAT HO SO CAN BQ, CONG CHU'C, VIEN CHUC

SOYEULYLICH CAPNHATHO SO'CBCCVC  CAP NHAT KET QUA XEP LOAI CHUYEN MON CBCCVC  KETQUAKY DUYET  HO SO'DAKY DUYET

© Xem QTCT - Lwong - D30 a0 - QHGD... © Trinh giFi

Bibat bitl b1 DAT; b1 UTU(TU Ngay Thang nam nao” aen rigay tnang nam nao, o aaur), da Knal bao cno”al, nhlmg van oe gy

Nguén thu nhap chinh cua gia dinh hang nam

Tién lvong C4c ngudn khac

Nha &
Duroc cip, dioc thué Téng dién tich st dung G\a)( ching nhén
quyen s& hiru
Nh& tw mua, tu xdy Téng dién tich st dung Gidy chimg nhan
quyen s6 hiru
Dite

Dét duoc cap Gidy chirng nhén quy&n
si¥ dung

Dt ty mua Gidy chirng nhan quyén
S dung

DAt sdn xut kinh doanh

Daotaobbidudng Quawinncongtac Bacdiémbanthan  Knenthudngkjudt Quanhégiadinh  QuAtinhltong  Qua trinh phy cap

4+ Thém
e —— e e S
() 01/01/2015 01/01/2018 Phu c4p chic vu

o » » |15 ¥|Banghistang

1-1/1bdnghi ©

3.10.2.Svva qud trinh phu cdp

Can bo thyc hién sira qua trinh phu cap theo hudng dan chung 2.4. Sira dir liéu

3.10.3.X0a qud trinh phu cc’fp

Can bo thyc hién x6a qua trinh phu cip theo hudng dan chung 2.5. Xéa dir liéu
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3.11. Cap nhit két qua xép loai chuyén mén

Trong Thong tu 06/2023/TT-BNV phan khen thuéng c6 thém Xép loai chuyén mon nén
CBCCVC can Panh gia xép loai chuyén mon theo tig nim

Cén bo, cong chtrc, vién chirc tién hanh Cép nhat két qua xép loai chuyén mén theo timg
nam, theo cac budc sau:

Buéc 1: Chon menu “Cap nhat hd so” = chon tab “CAP NHAT KET QUA XEP LOAI
CHUYEN MON CBCCVC”

QUAN LY CAP NHAT HO SO CAN BQ, CONG CHUC, VIEN CHUC

SOYEULYLICH CAPNHAT HO SO CBCCVC Icgp NHAT KET QUA XEP LOAI CHUYEN MON caccvc| KETQUAKY DUYET  HO SO DA KY DUYET

© L

Nam 2023 O Hoan thanh xudt sic nhiémvu @ Hoan thanh 8t nhiém vu Hoan thanh nhigm v/ Hoan thanh nhiém vu nhirng con han ché vé nang luc Kndng hoan thanh nhiém vu Chuaxacdinh %

1900 8666 12 Nam 2022: O Hoan thanh xudt sdcnhiémvu @ Hoan thanh tét nhiém vu Hoan thanh nhiém v/ Hoan thanh nhiém vu nhung con han ché vé nang luc Khéng hoan thanh nhiém vu Chuaxacdanh %X
hotophenmemEisaY.gov. . Hoan thanh xudt sdc nhiém vy @ Hoan thanh tt nhiém vu Hodn thanh nhiém vu/ Hoan thanh nhiém vu nhung cdn han ché vé nang lue Khéng hoan thanh nhiém vy Chuaxacdnh X
+ Hb trg ngud diing 4m 2020, O Hoan thanh xudt sdc nhiém vy @ Hodn thanh t¢ nhiém vy Hodn thanh nhiém vu/ Hoan thanh nhiém vu nhung con han ché vé nang luc Khéng hoan thanh nhiém vu Chuaxacdnh %
Nan Hoan thanh xudt sdc nhiém vu @ Hodn thanh tét nkiém vu Hodn thanh nhiém vu/ Hoan thanh nhiém vy nhung cén han néng luc Khéng hoan thanh nhiém vy Chwa xac dinh x

Nam 2018 (O Hoan thanh xuét sic nhiém vy @ Hodn thanh tét nhiém vu Hodn thanh nhiém vu/ Hoan thanh nhiém vy nhung con han ché vé nang luc Khéng hoan thanh nhiém vy Chua xac dinh x

Nam 2017 O Hoan thanh xuét sic nhiém vu ® Hoan thanh tét nhiém vu Hoan thanh nhiém v/ Hoan thanh nhiém vy nhung con han ché vé nang luc Khéng hoan thanh nhigm vy Chua xac dinh x

Nam Hoan thanh xuét sic nhiém vy @ Hodn thanh (6t nhiém vu Hodn thanh nhiém vu/ Hoan thanh nhiém vu nhung con han ché vé nang luc Khéng hoan thanh nhiém vy Chua xac dinh x

Nam 2015; O Hoan thanh xuét sic nhiém vy @ Hoan thanh (5t nhiém vy Hoan thanh nhiém v/ Hoan thanh nhiém vy nhung con ha ng e Khéng hoan thanh nhiém vy Chua xac dinh ~

Nam 2014: () Hoan thanh xudt sdc nhiém vu @ Hoan thanh t6t nhigm vu Hoan thanh nhiém vu/ Hoan thanh nhiém vu nhung con v& nang luc Khéng hoan thanh nhiém vu Chua xac dinh x

Hoan thanh xudt sac nhiém vu @ Hoan thanh tt nhiém vu Hoan thanh nhiém vu/ Hoan thanh nhiém vu nhirng cdn han ché vé nang luc Khéng hoan thanh nhiém vu Chua xac dinh x

Nam 201 Hoan thanh xudt sic nhiém vu @ Hoan thanh tét nhiém vu Hoan thanh nhiém vu/ Hoan thanh nhiém vu nhung cdn han ché vé nang luc Khéng hoan thanh nhiém vy Chura xac dinh x

Nam 2011: O Hoan thanh xuét sic nhiém vu ® Hodn thanh tét nhiém vu Hoan thanh nhiém vu/ Hoan thanh nhiém vu nhung con han ché vé nang luc Khéng hoan thanh nhiém vu Chua xac dinh x

Nam 201 Hoan thanh xuét sic nhiém vu @ Hoan thanh tt nhiém vu Hoan thanh nhiém vu/ Hoan thanh nhiém vu nhung cdn han ¢ nang luc Khéng hoan thanh nhiém vy Chua xac dinh x

uam 2 Hoan thanh xult sic nhiém vy @ Hodn thanh tét nhiém vu Hoan thanh nhiém v/ Hoan thanh nhiém vu nhung cn han ché vé nang luc Khéng hoan thanh nhiém v Chuaxacanh X

Hoan thanh xuét sic nhiém vy @ Hoan thanh t6t nhiém vu Hoan thanh nhiém v/ Hoan thanh nhiém vu nhung con han ché vé nang luc Khéng hoan thanh nhiém vy Chua xac dinh x

N&m 2007 O Hoan thanh xuét sic nhiém vy @ Hoan thanh (6t nhigm vu Hodn thanh nhiém vu/ Hoan thanh nhiém vy nhung cn han ché vé nang luc Khéng hoan thanh nhiém vy Chwa xéc dinh x

Phan mén hién thi xép loai tir naim 2003 va goi y “Hoan thanh tot nhiém vy”
Buéc 2: Nguoi dung thuc hién danh gia lai va chon biéu twong (%) tai nim twong tng dé

x6a néu nam do khong xép loai hoac chua tham gia cong tac.

QUAN LY CAPNHAT HO SG BQ, CONG CHUC, VIEN CHUC

SOYEULYLICH CAPNHATHOSOCBCCVC — CAP NHAT KET QUA XEP LOAI CHUYEN MON CBCCVC ~ KETQUAKY DUYET  HO SO DA KY DUYET

@ Lwu

Nam 2023 @ Hoan thanh xuat sac nhiém vu O Hoan thanh t6t nhiém vu

Nam 2022 @ Hoan thanh xuét séc nhiém vu O Hoan thanh tét nhiém vu

Nam 2021 () Hoan thanh xudt sac nhiem vy @ Hoan thanh tt nhiém vu

Nam 2020: O Hoan thanh xudt séc nhigm vy @ Hoan thanh tét nhiém vu
Nam 2019: O Hoan thanh xudt s&c nhigm vu @ Hoan thanh tét nhiém vu

N&m 2018: @ Hoan thanh xudt sic nhigm vy QO Hoan thanh tét nhiém vu

Nam 2017 @ Hoan thanh xudt sic nhigm vu O Hoan thanh tét nhiém vy

Nam 2016: ) Hoan thanh xudt sic nhiém vu () Hoan thanh t6t nhiém vu

Nam 2015 () Hoan thanh xuét séc nhiém vu O Hoan thanh tét nhiém vu

Nam 2014: () Hoan thanh xudt sac nhiem vy Q) Hoan thanh tt nhiém vu

Nam 2013: O Hoan thanh xudt séc nhigm vy Q) Hoan thanh tét nhiém vu

Nam 2012 O Hoan thanh xudt s&c nhigm vu © Hoan thanh tét nhiém vu

Nam 2011: O Hoan thanh xudt sic nhigm vy O Hoan thanh tét nhiém vu

N&m 2010° O Hoan thanh xudt sic nhigm vu © Hoan thanh tét nhiém vu
Nam 2009° ) Hoan thanh xuét sic nhiém vu () Hoan thanh t6t nhiém vu
N&m 2008 () Hoan thanh xuat sac nhigm vu () Hoan thanh tét nhiém vu

Nam 2007: () Hoan thanh xudt sac nhiem vy Q) Hoan thanh tt nhiém vu

Bude 4: Chon nit “Luu” dé thuc hién luu lai thong tin xép loai

(O Hoan thanh nhiém vu/ Hoan thanh nhiém vu nhung con han che vé nang luc
(O Hoan thanh nhiém vu/ Hoan thanh nhiém vu nhing con han ché vé nang luc
(O Hoan thanh nhiém vu/ Hoan thanh nhiém vu nhirng con han ché vé nang lec
(O Hoan thanh nhiém v/ Hoan thanh nhiém vu nhing con han ché vé nang lec
(© Hoan thanh nhiém vu/ Hoan thanh nhiém vu nhuing con han ché vé nang luc
(O Hoan thanh nhiém vu/ Hoan thanh nhiém vu nhung con han ché v& nang luc

(O Hoan thanh nhiém v/ Hoan thanh nhiém vu nhung con han ché vé nang luc

O Khong hoan thanh nhiém vu
(O Khdng hoan thanh nhiém vu
(O Khdng hoan thanh nhiém vu
() Khéng hoan thanh nhiém vu
(O Khéng hoan thanh nhiém vu
(O Khéng hoan thanh nhiém vu

() Khéng hoan thanh nhiém vu

O Chua xac dinh
O Chua xéc dinh
Q Chua xac dinh
QO Chwa xac dinh
O Chwa xac dinh
O Chwa xac dinh

O Chua xac dinh

(O Hoan thanh nhiém vu/ Hon thanh nhiém vu nhing con han ché vé nang luc
(O Hoan thanh nhiém vu/ Hoan thanh nhiém vu nhing con han ché vé nang luc
(O Hoan thanh nhiém vu/ Hoan thanh nhiém vu nhirng con han ché vé nang lec
(O Hoan thanh nhiém v/ Hoan thanh nhiém vu nhing con han ché vé nang lec
(© Hoan thanh nhiém vu/ Hoan thanh nhiém vu nhuing con han ché vé nang luc
(O Hoan thanh nhiém v/ Hoan thanh nhiém vu nhuwng con han ché vé nang luc
(© Hoan thanh nhiém v/ Hoan thanh nhiém vu nhung con han ché vé nang luc
(O Hoan thanh nhiém vu/ Hon thanh nhiém vu nhing con han ché vé nang luc
(O Hoan thanh nhiém vu/ Hoan thanh nhiém vy nhirng con han ché vé nang lyc

(© Hoan thanh nhiém vu/ Hoan thanh nhiém vu nhung con han ché vé nang lyc
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() Khéng hon thanh nhiém vu
() Khéng hoén thanh nhiém vu
(O Khdng hoan thanh nhiém vu
() Khéng hoan thanh nhiém vu
(O Khdng hoan thanh nhiém vu
(O Khang hoan thanh nhiém vu
(O Khéng hoan thanh nhiém vu
() Khéng hon thanh nhiém vu
(O Khéng hoan thanh nhiém vu

(O Khdng hoan thanh nhiém vu

O Chua xac dinh
O Chua xéc dinh
Q Chua xac dinh
QO Chwa xac dinh
O Chuwa xac dinh
O Chwa xac dinh
O Chua xac dinh
O Chua xac dinh
Q) Chua xac dinh

Q Chua xac dinh

x x x x x x x x[X]x|x x x x x x X
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QUAN LY CAP NHAT HO 50 CAN BQ, CONG CHUC, VIEN CHUC

SOYEULYLICH ~CAPNHATHO SO CBCCVC  CAP NHAT KET QUA XEP LOAI CHUYEN MON CBCCVC ~ KETQUAKY DUYET  HG SO BAKY DUYET

N&m 2023 @ Hoan thanh xuét s&c nhiém vu O Hoan thanh tét nhiém vu O Hoan thanh nhiém vu/ Hoan thanh nhiém vu nhung con han ché vé nanglvc O Khéng hoan thanh nhigmvu O Chua xac dinh

Nam 2022: @ Hoan thanh xuét sic nhiém vu (O Hoan thanh tét nhiém vu () Hoan thanh nhiém vu/ Hoan thanh nhiém vu nhung cén han ché vé nang luc (O Khéng hoan thanh nhiém vu O Chua xac dinh

Nam 2021° O Hoan thanh xuét séc nhiém vu @ Hoan thanh t6t nhism vu () Hoan thanh nhiém vu/ Hoan thanh nhiém vu nhing con han ché v& nang luc () Khong hean thanh nhigmvu O Chua xac dinh

O Chua xac dinh

N&m 2020 () Hoan thanh xudt séc nhiém vu
Nam 2019° O Hoan thanh xuét s&c nhiém vu
Nam 2018: @ Hoan thanh xuét sic nhiém vu
Nam 2017: @ Hoan thanh xuét sic nhigm vy
Nam 2016: (O Hoan thanh xuét sac nhiém vu
Nam 2015° () Hoan thanh xuét sic nhigm vy

Nam 2014 (O Hoan thanh xuét sic nhiém vu

@ Hoan thanh tt nhiém vu
@ Hoan thanh tt nhiém vu
() Hoan thénh tét nhigm vu
O Hoan thanh tét nhigm vu
(O Hoan thanh tét nhiém vu
(O Hoan thénh tét nhigm vu

() Hoan thénh tét nhigm vu

(O Hoan thanh tt nhiém vu

() Hoan thanh nhiém vu/ Hoan thanh nhiém vu nhung cén han ché vé nang luc
(O Hoan thanh nhiém vu/ Hoan thanh nhiém vu nhung cén han ché vé nang luc
(O Hoan thanh nhiém vu/ Hoan thanh nhiém vu nhung con han ché vé& nang luc
O Hoan thanh nhiém vu/ Hoan thanh nhiém vu nhung can han ché v& nang lyc
() Hoan thanh nhiém vu/ Hoan thanh nhiém vu nhung con han ché vé nang luc
(O Hoan thanh nhiém vyl Hoan thanh nhiém vu nhirng con han ché vé nang luc
(O Hoan thanh nhiém vu/ Hoan thanh nhiém vu nhung con han ché vé& nang luc

(O Hoan thanh nhiém vu/ Hoan thanh nhiém vu nhung cén han ché vé nang luc

(O Khéng hoan thanh nhiém vu
(O Khdng hoan thanh nhiém vu
(O Khdng hoan thanh nhiém vu
(O Khéng hoan thanh nhiém vy
(O Khéng hoan thanh nhiém vu
(O Khéng hoan thanh nhiém vy
(O Khdng hoan thanh nhiém vu

(O Khdng hoan thanh nhiém vy

Q Chua xac dinh
O Chua xac dinh
O Chua xac dinh
O Chua xac dinh
O Chua xac dinh
O Chua xac dinh

(O Chua xac dinh

Nam 2013: O Hoan thanh xuét s&c nhiém vu

Nam 2012° O Hoan thanh xut séc nhiém vu (O Hoan thanh tét nhiém vu (O Hoan thanh nhiém vu/ Hoan thanh nhiém vu nhung cén han ché vé nng lvc (O Khéng hoan thanh nhiém vu O Chua xac dinh

Nam 2011: O Hoan thanh xuét sic nhigm vy O Hoan thanh tét nhigm vu O Hoan thanh nhiém vu/ Hoan thanh nhiém vu nhung con han ché v& nang luc O Khéng hoan thanh nhigm vy O Chua xac dinh

Nam 2010: O Hoan thanh xuét sic nhiém vu O Hoan thanh t6t nhigm vu O Hoan thanh nhiém vu/ Hoan thanh nhiém vu nhung can han ché v& nang luc () Khéng hoan thanh nhiém vu O Chua xac dinh

Nam 2009° () Hoan thanh xuét sic nhigm vu (O Hoan thénh tét nhigm vu (O Hoan thanh nhiém vu/ Hoan thanh nhiém vu nhung con han ché v& nangluc () Khdng hoan thanh nhiémvu O Chua xac dinh

Nam 2008° O Hoan thanh xut séc nhiém vu (O Hoan thanh tét nhiém vu (O Hoan thanh nhiém vu/ Hoan thanh nhiém vu nhung cén han ché vé nng lvc (O Khéng hoan thanh nhiém vu O Chua xac dinh

X X X X X X X X X X X X X X X X x

N&m 2007: (O Hoan thanh xuét séc nhiém vy (O Hoan thanh tét nhigm vu () Hoan thanh nhiém vy/ Hoan thanh nhiém vy nhung con han ché vé nanglyc (O Khéng hoan thanh nhiémvy O Chua xac dinh

4. Xem thong tin so yéu Iy lich
Cén b0, cong chuc, vién chirc xem hd so theo miu Thong tu s6 06/2023/TT-BNV ngay
4/5/2023 cua Bo trudng BO NoOi vy, nhu sau:

Truy cap menu “Cap nhat hd so”> chon tab “SO YEU LY LICH”

QUAN LY CAP NHAT HO SO CAN BQ, CONG CHUC, VIEN CHUC

| SO YEU LY LICH I CAP NHAT HO SO CBCCVC ~ CAP NHAT KET QUA XEP LOAI CHUYEN MON CBCCVC ~ KET QUAKY DUYET  HO SO BAKY DUYET

P = Hdsdcén bd.pdf
a

1800 8666 12

hotrophanmem@sav.gov.vn (Ban hanh kém theo Thong tw s6 06/2023/TT-BNY ngay 4/5/2023 ctia B6 trueimg B6 Noi vi)

+ HG tro nguei ding Co quan quan 1y cin b, cong chirc, vién chire: Bo Tai nguyén va Méi trudng

Co quan, don vi sir dung cin bg, cong chirc, vién chirc: Cuc Chuyén déi s6 va Thong tin dit liéu tdi
nguyén moi truimg

S6 higu: 134

Ma s dinh danh: 038016855542

SO YEU LY LICH

chir in hoa): NGUYEN THANH KIEN
Gidi tinh: Nam
2) Ciic tén goi khic
3) Sinh ngiy: 5 thing 5 nim 1986
4) Noi sinh: xa Phic Tién, huyén Phii Xuyén, thanh phé Ha Noi
5) Qué quén: xa Phiic Tién, huyén Phi Xuyén, thanh phd Ha Noi
6) Dan toc: Kinh
: Khong ton gido
8) S CCCD: 038016855542 Ngdy cp: 06/04/2007 SDT lién hé: ..........
9) S BHXH: 0110075516 S5 the BHYT:

2

Luu y: Noi sinh va Qué qudn sé hién thi theo Noi sinh cii va qué qudn cii (né c6)

5. Trinh giri phé duyét hd so

Can b, cong chtrc, vién chure sau khi hoan thién ho so thuc hién gui phé duyét ho so theo
cac budc sau:

Buéc 1: Truy cap menu “Cap nhat hd so”=> chon tab “CAP NHAT HO SO CBCCVC” >

chon nut “Trinh gui”
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Tai liéu huéng dan sir dung

[8 QUANLY CAPNHAT HO SO CAN BO, CONG CHUC, VIEN CHUC

o SoYEULYLICH [CAP NHATHO SO CBCCVC| CAPNHAT KET QUAXEP LOAI CHUYEN MON CBCCVE  KET QUAKY DUYET  HO SO BA KY DUYET
=

(& Xem QTCT-Luong - Dio t30 - QHGD... ) Luu

(Céc trurémg ¢4 diu * yéu chu phai nhip.

6 nida (*) 134
HO VAN KNI SION (') NGUYEN THANH KIEN i tinn (7) @ MNam ONF (O Ghua xac dinh
-2 CAC 18 gol Kndc Ngay sinn (7} 05051986 8 sécecen ) 038016355442 Ngay cdp osi04r2007
Bon vi céng tac ) - Cuc Chuyén 661 55 va Tnong tin ol b4 131 nguyén md trsong - Phdng ban cBngtAC _ Cion pnéng ban — -
om viquin I né so (7) Cuc Chuyén déi 56 va Thdng tin ol MU tai nguyén mdi tsong -
Dan téc Kinh - Knéng tén gido »
Email 56 BHXH 0110075516 54 thé BHYT
Not sinm: TIn/Te 1) Thanh phd Ha N&i «  Quankuyén () Huyén Pha Xuyén ~  Prudngxa X3 Phixc Tién -
| Tén cac don vi hanh chinh cd thay déi
Qué quan:TinnTe ) Thnh phé Ha NS - QuanHuyén () Huyén Phi Xuyén = Phudngxd X4 Phisc Tidn -
| Tén cac don vi hanh chinh cb thay dbi
Moi & hién nay SN 18 ngéch 28 ngd 195 Minh Khai Tinh/TP (*] Thanh phd Ha N&i > QudnHuyén (7 Quén Hai B Tru ~  Phudng/Xa Phudng Minh Khai -
) kndu thurmg tr SN 18 ngéch 20 ngd 195 Minh Khai Tinh TP (* Thanh phd HANGI v Cudniruyén (* QuanHalBaTr »  PhudmgiXa Phutng Minh Khai -

Phan mén hién thi giao dién xac nhan

) Téichua duoc cdp chi ky 55w Xac nhin thong tin h so (ky $5)

= Ho socén bopdf

(Ban hanh kém theo Thong tie s6 06/2023/TT-BNV ngdy 4/5/2023 ciia Bé truegmg Bo Noi v

Co quan quan 1y ¢an b, cong chire, vién chirc: B3 Tai nguyén vi Mdi truimg

Co quan. don vi sir dung cin bd, cong chire, vién chirc: Cuc Chuyén dbi sb va Thong tin dir lidu thi
nguyén moi truimg

S6 higu: 134

Ma s6 dinh danh: 038016855442

SO YEU LY LICH

1) Ho va tén khai sinh (viét chir in hoa): NGUYEN THANH KIEN
Gidi tinh: Nam

2) Céc tén goi khic: ;

3) Sinh ngdy: 5 thing 5 ndm 1986

4) Noi sinh: xa Phiic Tién, huyén Phi Xuyén, thinh phd Ha Néi
5) Qué quan: x Phiic Tién, huyén Phii Xuyén, thinh phd Ha Noi

6) Din toc: Kinh
7) Tén gido: Khong ton gido

8) S6 CCCD: 038016855442 Ngdy cip: 06/04/2007 SDT lién hé:
9) $6 BHXH: 0110075516 S6 the BHYT:
10) Noi & hién nay: SN 18 ngich 29 ngd 195 Minh Khai, phuong Minh Khai, quin Hai Ba

Trma thinh nhA Ha Nai

Buwére 2: Xac nhan to khai

4
4 A

+ Poi véi lao dong khong c6 ky s, Tich chon vao “Tdi chua dwogc cap chit ky s6”

Xac nhan théng tin hod sor (Khéng ky so
éCh(;)nm'lt(""l i 9 ( g ky so)
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& chura duoc cdp cnl ky 56 | » Xéc nhdn théng tin hé so [Khéng ky 36) |

= Hb sd can b.pdf

(Ban hinh kém theo Thong e s6 06/2023/TT-BNV ngéy 4/5/2023 cria B6 g Bo Noiv)

Co quan quan Iy cin bd, cong chirc, vién chirc: BS Tai nguyén va Méi truimg
Co quan, don vj sir dung cin b, cong chirc, vién chire: Cuc Chuyén di s6 vi Thang tin dit ligu tai
nguyén mdi rémg

S higu: 134

Mi s6 dinh danh: 038016855442

SO YEU LY LICH

1]
1) Ho v tén khai sinh (viét chiY in hoa): NGUYEN THANH KIEN

-2
- Gidi tinh: Nam

2) Cie tén goi khic
3) Sinh ngdy: 5 thing 5 nim 1986
4) Noi sinh: xa Phic Tién, huyén Phi Xuyén, thanh phé Ha Ngi
5) Qué quan: xi Phic Tién, huyén Phii Xuyén, thanh phé Ha Noi

6) Din te: Kinh

7) Tén gido: Khng ton gido

8) 80 CCCD: 038016855442 Ngay cap: 06/04/2007 SDT lién hé:

9) S& BHXH: 0110075516 S thé BHYT:

10) Noi & hién nay: SN 18 ngich 29 ngé 195 Minh Khai, phwing Minh Khai, quin Hai Ba
Trirma thinh nhA Ha Nai

Chon “Tiép tuc” dé giri phé duyét

T8I chua duoc cip chir + Xac nhin théng tin hé so (Khdng ky $6)

=  HO sd can bd.pdf

(Ban hanh kém theo Thong tie s6 06/2023/TT-BNV ngav 4/5/2023 ciia B6 trueomg Bé Noi vu)

Cor quan quin I cin b, céng chirc, vién chirc: B3 Tai nguyén vi Mdi trrimg

Co quan, don vi sir dung cin bd, cong chifrc, vién chifc: Cuc Chuyén di sé vi Théng tin dir lidu i
nguyén moi tnaimg

S6 higu: 134

—w— ]

Xac nhan ban khéng c6 chir ky sé va @ khai du théng
tin trong ho so?

ANH KIEN

2) Céc tén goi khdc: o
3) Sinh ngdy: 5 thing 5 niim 1986
4) Noi sinh: xa Phiic Tién, huyén Phi Xuyén, thanh phé Ha Noi
5) Qué quén: x3 Phiic Tién, huyén Phit Xuyén, thinh phd Ha Noi
6) Dan tc: Kinh
7) Tén gido: Khong ton gido
8) $6 CCCD: 038016855442 Ngiy cip: 06/04/2007 SDT lién hé: ..

z
A

+ Doi voi cong chire, vién chire dwoc cap Ky so

.~ Xac nhin théng tin hé so (Ky s6)

—> Chon ntt ( ) dé thuc hién ky s6 c4 nhan hd so

) Téi chira uoc cdp chi ky s

= Hos0cin bopdf

(Ban hanh kém theo Thong tue 56 06/2023/TT-BNV ngdy 4/5/2023 ctia Bo trneong B6 Noi v

Co quan quan 1y cin bo, cong chire, vién chirc: B3 Tai nguyén va Moi truimg.

Ca quan, don vj sir dung cén bd, cong chire, vién chire: Cuc Chuyén déi sé va Thong tin dir li¢u tai
nguyén mdi truomg

S6 higu: 134

Mi s dinh danh: 038016855442

SO YEU LY LICH

1) Ho va tén khai sinh (viét chir in hoa): NGUYEN THANH KIEN
Gidi tinh: Nam

2) Cée tén goi kh: o
3) Sinh ngiy: 5 thing 5 nim 1986
4) Noi sinh: xa Phiic Tién, huyén Phi Xuyén, thanh phd Ha Noi
5) Qué quin: xa Phuc Tién, huyén Phi Xuyén, thanh phd Ha Noi

6) Dan toc: Kinh

7) Tén gido: Khang ton gido

8) S8 CCCD: 038016855442 Ngiy cép: 06/04/2007 SDT lién hé:

9) S6 BHXH: 0110075516 S6 thé BHYT:

10) Noi & hién nay: SN 18 ngich 29 ngd 195 Minh Khai, phuémg Minh Khai, quin Hai Ba
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Luwru y: CBCCVC can dam bao da bat tool ky s6 va cam usb/ token ky sé ca nhan

4
A

Hién thi chtc ning ky s6

= [VGCA] - KV 56 (43 50 cén bd.pd)

a X

@@""E" @(D‘:’:E C‘ [ chon vitriky

Co guan, cing chir,
ngupén i troomg

b hids: 134

Ma 53 dinh danh: 038016855442

SOYEU LY LICH

NGUYEN
Gidh tinh: Nam

2) Gl én g khc:
3) Sinh nghy: § thing § nim 1986
J | 4) N s x3 Phic Tk, bayée Phis Xy, sl H NGk
) ) Qué ke 3 Phis: Tids, huyén Ph Xuyén, thinh pho Ha Noi
6) Din c: Kioh
7) Tin gido: Khideg g
§) 56 COCD: 038016855442 Ngiy clp: 06142007 SDT lidm b ...
4 the BHYT:
10) Noi @ i nay: SN 18 ngich 29 g5 195 Misk Kha, st Mish Kb, quie Hai B
thinh ph i N

Tramg.

11) Think phin gia dinh xule thi ...

12) Nght nghiép trce ki duage tayén dng: ...

13) Ngdy duoe neyén dung lin gl 02042024

Cor quan, 16 chée, dom v ayém dyeg: 1Ban T6 chie chinh quyén, UBND tinh Thanh Hoa

14) Nghy vio co quan hin dang cog tic: 031042024

15) Ny vio Ding Cheg i Viét Nam ... Noly chinh thix: ..
v i . TNCSHCM, Ciing doin.

e Nighy xult ngh

1%) D g chiah sdch ...

19) Tri o i

20) Trish 86 chuyén min coo bt ...

21) Hoe hien:

22) Daskh hidu nh mat phong ag: Ban Chip hink Clng dodo
23) Chise v hidn 1 BCH Dl TNCS HOM Lide dodn 11 DCTV

Bangtitlp_ 100% O we | [Feewe] © W

Cén bo kéo xudng trang cudi cing > Chon nut “Chon vi tri ky”” > kéo tha dén vi tri dudi

phan Nguoi khai & Chon méu chit ky ciia CBCCVC - chon nut “Ky s6”

2. Chon vi tri ky

Mg

Ny ki e Nt o ... 20,
i i cam don i i X i cia e quan, dow v quin 1§
Khai trén iy i 1hdt cn i, chug chie, vikn ehise
1K, ght ) Ao i) sén, dig g
= THIET Lie kY 58
1. Ko trs chuling thd 83 nguii .

'CUC CON NUGI cerpt @moj gov vn>

3. Kéo tha - danh
dauvitiky |

2 Chon miu chil k- 4.Chon miu

ke ci ukin chiv ky

3. ol thdng 1n il th chi ky

6. Chon nit "Ky
)

L8 : Chra nhip théng tin chil ky 55 e

Bangtaitép . 100% ‘O T | i§' Hodn thinh |@ iy ‘

Nhép ma pin cua token
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Tai liéu huéng dan sir dung

Windows Security =
Smart Card

Please enter your authentication PIM.

Click here for more information

Sau khi nhap ma pin, chir ky dugc hién thi tai vi tri 43 chon, Nhan nut “Hoan thanh” dé

hoan tat qua trinh ky so0 va trinh phé duyét ho so
2 VGCA) - KY 56 (HB 53 cin bi.pdh d

®e» [ 0elHB|C

a "
[ chonvitriky 1 Xac thye

N kb e VY e TG 0 20-...
T8 xin cam o nhitmg i Ndc ahin cia ca quan, dom vf quin 1§
Khai e diy 1 g s hit cin bi, clug chire, vién chie

(K vén, ghi 15 hor iém) 1K rén, dhing i)

Bangtiitéa . 100% IR l§ Hoin thinh I Q

Sau khi trinh phé duyét, CBCCVC s& khong dugc chinh stra ho so
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QUAN LY CAP NHAT HO SO CAN BQ, CONG CHU'C, VIEN CHT'C
SOYEULYUCH CAPNHATHO SO CBCCVC  CAPNHATKET GUA XEP LOAI CHUYEN MON CBCCVC  KET QUAKY DUYET  HO SO BAKY DUYET
) Xem QTCT - Luong - Bao 130 - QHGD...

Cac trudng c6 diu * yéu ciu phai nhiap.

séhigu (") 134

Hovatén knaisnn () | NGUYEN THANH KIEN i tinn ¢ Mam NG Chusa xac dinh

C4c ién goi khic Ngay sinh (*) 00511988 8 séceen ) 038016855442 Ngay ¢dp oeio4z007 @
Bon vicéng Cuc Chuyén 481 58 va Thng fin ol liéu tai nguyén méi tnréng ~  Phong ban cng tc .. Chon phéng ban -
Bon viqudn i hd 50 (*) | J—— Cuc Chuyén ddi s& va Thang tin diF ligu 1ai nguyén md freomg v
Dén tée winn - Téngido Knéng ton gido -

SOT lién né XH 0110075516 6 the BHYT

MNei sinh: TINVTF () Thanh phd Ha NG - Huyén Phi Xuyén >  Prudngixd X4 Phic Tién -
Tén cac dan vi hanh chinh cé thay d&i

Qué quan: T Te (*) Thanh phé Ha NOI *  QuantHuyén () Huyén Phi Xuyén »  PrugngiXd %3 Phic Tién -
Tén cac don vi hanh chinh co thay ddi

Nt & hién nay SN 18 ngach 29 ngd 195 Minh Khai TinhiTP ¢ Thanhphé HANGI =  QuinHuyén (*) QuanHaiBaTiy »  PhutngXa Phurong Minh Khai -

HO KU thudng i SN 18 ngach 29 ng8 195 Minh Khai TP Thanhphd HANGI =  QuanHuyén (') Qudn Hai Ba Tru ~ Phuréng Minh Khai -

6. Xem lich sir trinh/phé duyét hd so
Can b, cong chirc, vién chuc xem lich st phé duyét ho so nhu sau:

Tai menu “Cap nhat ho so”, chon tab “KET QUA KY DUYET”

QUAN LY CAP NHAT HO SO CAN BQ, CONG CHUC, VIEN CHU'C

SOYEULYLICH CAPNHATHO SO CBCCVC — CAP NHAT KET QUA XEP LOAI CHUYEN MON CBCCVE  |KET QUA KY DUYET | HO SO B8R KY DUYET

2 e —— ———————— e M ———

©an bl Nguyén Thanh Kién 4 trinh B4 trinh /0472024 17:34.35

[a} c

Nguyén Thanh Kién (cuccds)
1900 8666 12

hotrophanmem@sav.gov.vn

+ HO tro nguoi dung

7. Xem hd so da ky duyét
Cén b, cong chirc, vién chirc xem ho so di dugc phé duyét (van thu dong ddu) nhu sau:

Tai menu “Cap nhat ho so”, chon tab “KET QUA KY DUYET”

@ QUAN LY CAP NHAT HO SO CAN BQ, CONG CHUC, VIEN CHUC

. SOYEULYLICH CAPNHATHO SO CBCCVC — CAP NHAT KET QUA XEP LOAI CHUYEN MON CBCCVC  KET QUAKY DUYET | HO SO DA KY DUYET
=

Hd s cén b signed.pdf

+ DAt iy MUa: «.....ooeec. M0
Giy chimg nhin quyén sir dung:
- Dilt san xuit kinh doanh:
TO CHUC, DON VI SUDUNG

Ngudi khai i.......thang ndm 20

T6i xin cam doan nhimg l&i Xiic nhiin cia co quan, dom vi quan Iy
khai trén diy 1a diing su thit b, cong chirc, vién chire
(Ky tén, ghi rd ho tén) kaigén, dong dau)
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