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Phan mém Qudan 1y hé so cdn bé,cong chirc, vién chite, nguoi lao dong (OSM)

l. GIOI THIEU CHUNG

1. Tinh niing phan mém

Phan mém Quan ly hd so can bd, cdng chuc, vién chic, ngudi lao dong (OSM) cho phép
don vi nhap, tra ctu va thng ké thdng tin toan bo can bo trong don vi. Phién ban hién
tai cho phép thuc hién cac tinh nang sau:

e Quan ly can bg: Cho phép cap nhat, quan ly va tra cieu théng tin ctia can b trong
don vi (theo mau 2C)

e Quy hoach can bd: Cho phép cap nhat, quan ly va thong ké thong tin quy hoach
cua can bo.

e Quan Iy lwong: Tinh ning cho phép nhap va quan 1y lwong, phu cap chic vy cua
can bo trong don vi.

e Quan ly nghi phép: Tinh niang dung dé quan Iy nghi phép, tra ctru danh sach
nghi phép cua can bo trong don vi.

e Tra ciru thong tin: Cho phép tra ctru thong tin can bo. Ngoai ra co thé phan hoi
néu thdng tin can bo co sai s6t hoic can bo sung.

e Theo dbi théng tin ciia c& nhan: Cho phép xem thong tin cta chinh minh dé ra
soat, kiém tra cac thong tin 1a chinh xac hay chwa. Ngoai ra con c6 thé giri phan
anh, bo sung thdng tin cta ca nhan cho bo phan phu trach cia don vi.

2. Lién két véi Heé thong Giri nhan va Xir Iy viin ban (IDOC)

Phan mém c6 lién két tai khoan vai Hé thong Gui nhan va Xt 1y van ban (IDOC). Toan
bo tai khoan va hé thong cay thu muc (bao gom cac don vi va phong ban trong don vi)
dé dugc tich hop tir hé thdng IDOC.

Truong hop can bo (user dang nhap) chuyén céng tac tir don vi nay sang don vi khac
(don vi dén van nam trong hé thong IDOC) thi céc thong tin trong phan mém sé& dugc
chuyén theo tai khoan nay. Nguoi quan ly théng tin can bo tai don vi mai 6 thé khai
thac va bo sung thdng tin (qua trinh cong tac, qua trinh hoc tap) cho can bd méi dugc
chuyén dén don vi minh.

I1. PANG NHAP - PANG XUAT HE THONG

1. Ping nhip truc tiép trén hé théng

Khi truy cap truc tiép vao hé thong, man hinh dang nhap sé xuat hién nhu sau:
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DANG NHAP HE THONG

Bang nhap

Sau khi dang nhap thanh céng man hinh géc phai s& xuét hién biéu tuong dang xuat
tuong tu nhu sau:
2. Pang nhap tir h¢ théng IDOC

Tai danh sach menu chinh caa hé théng IDOC, bam nat chon menu QUAN LY CAN
BO (nhu trong hinh). Khi d6 ngudi st dung sé dugc chuyén téi giao dién ciia phan mém.

Z' QUAN LY CANBO

3. Thay doi thong tin tai khoan

Vi tai khoan da duoc lién két véi hé théng tai khoan caa IDOC nén toan bo thao tac thay
doi s& dugc thyc hién tai IDOC.

4. Piang xuat khéi hé thong

Tuong tu dang nhap, khi can ding xuét thi bdm chudt vao biéu tuong IEd bén gdc phai
man hinh giao dién.

Hé thong sé& tu dong thuc hién cac thao tac dang xuét tai khoan ra khoi hé thong. Khi
can thyuc hién cac chirc nang thi can dang nhap lai theo budc & trén.

111. TRA CUU THONG TIN CAN BO

1. Tra ctru thong tin

Cho phép tai khoan c6 thé tra ctu trong danh sach can bo cia don vi va xem chi tiét
thong tin caa can bo
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Phan mém Qudan 1y hé so cdn bé,cong chirc, vién chite, nguoi lao dong (OSM)

1.1. Danh sach tra ciru

Pé thyc hién chirc ning nay can dang nhap bang tai tra ciru thdng tin, sau dé chon menu
Tra ctru thong tin can bo =» Tra cau thong tin, man hinh giao dién twong tu nhu sau
xuat hién:

TRA CU'U THONG TIN CAN BO

Tir khoa: So dd 16 chi Phan trang:
20 ~ QTimkiém [ Xust danh sich
Tim ki€m theo chi tiét:
Ho tén: Trinh @& chuyén mén: Chuyén nganh: Chirc wu: Hién thi;
Vui 1éng chon - An cot khen thudng/ky lust
6 B mau tin duge fim thay
STT Ngay va
Ho v tén Nimsinh  Qué quan fa,y Y% Trinh dg CM Chite vu S8 trudng céng téc
)

e Tir khoa: Nhap vao tir khoa can tim kém.

e So d6 to chirc: Chon phong ban trong don vi can tim kiém.

e Ho tén: Tim theo ho tén

e Trinh d9 chuyén mon: Tim kiém theo trinh do chuy@&n mén cta can bo
e Chuyén nganh: Tim theo chuyén nganh cua can bo

e Chwrc vu: Tim theo chirc vu

e Hién thi: Cho phép hién thi hodc an cot khen thuong ky luat cua cén bo.
e Sau khi chon xong thi bam nGt Tim kiém dé tim théng tin can bo

1.2. Xem chi tiét théng tin can bé

Sau khi Danh sach két qua tim kiém xuat hién, kich chon vao tén cua cén bo can tra
ctru théng tin, man hinh Chi tiét théng tin can b xuat hién twong ty nhu sau:

CHI TIET THONG TIN CAN BO

HO VA TEN:
Xem danh séch phandnh  Thém phin nh (LT TR S

Théng tin chung Théng tin chi tigt Qué trinh dao tao Qué trinh céng tac Khen thudng - ky luat Quan hé gia dinh Luong & Phu cdp Nohi phép Déanh gia cdn bd Ké khai tai san Quy hoach

1. Théng tin chung

Ho vé tén Nam sinh Gidi tinh Mo sinh

Chuing ta c6 cac myc chinh bao gom:

e Théng tin chung: Hién thi théng tin chung cua can bd nhu hinh anh, ho tén, nim
sinh, giai tinh,...
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Théng tin chi tiét: Hién thi mot sé théng tin khac cua can bo nhu tén goi khac,
ngay vao Dang, chiéu cao, can ning, nhém mau,...

Qua trinh dao tao: hién thi danh sach qua trinh dao tao cia can b nhu noi dao
tao, vin bang, hinh thirc ddo tao, ...

Qua trinh cong tac: Hién thi danh sach qua trinh cong tac cua can bd, bao gdom
ca qua trinh lam viéc trong nudc va nudc ngoai

Khen thuwéng — Ky luat: Hién thi danh sach céc khen thuong va danh sach ky
luat (néu cd) cua can b

Lwong & Phu cap: Hién thi danh sach lwong, mirc lvong hién tai, danh sach
phu cap (néu c6) cua can bd

Nghi phép: Hién thi danh sach nghi phép trong nim cta cén bo.

Panh gia can bd: Hién danh sach danh gia — xép loai cén bo.

K& khai tai san: Hién thi danh sach ké khai tai san caa can bo.

Quy hoach: Hién thi danh sach chirc danh quy hoach con hiéu luc cta can bo.
Lich sir: Hién thi danh sach tai khoan da thuc hién khai thac thong tin hoic cap
nhat théng tin caa can bo.

Xuadt thdng tin can bg theo mdu

Tai giao dién chi tiét théng tin can bo ta bAm chon ndt In miu 2C (Eihmau2c) Man
hinh luu trit tap tin hién thi, ta tiép tuc chon vi tri can luu trén may tinh rdi bam nit

Save.

1.3. Phdn anh vé thong tin can bg

Trong giao dién chi tiét théng tin cia mot can bo, ta c6 thé phan anh vé théng tin can bo
(néu co sai sot)

a. Danh sach phan anh

Tai giao dién Chi tiét thong tin can b, bim nit EEARRUENIEIENN man hinh giao

dién twong tu nhu sau xuét hién:

DANH SACH CAC PHAN ANH VE THONG TIN CAN BO

HO VA TEN:

Thém phan &nh  Trg vé

STT

1

Nguai giri Ngay cdp Phéan anh tai phdn muc N&i dung phan énh XL
nhat

sy el a S e BRI < ?3_-3'5r; i s O
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C6 thé bam vao tirng dong trong danh sach phan anh dé xem chi tiét phan anh, giao dién
chi tiét phan 4nh twong ty nhu sau:

DANH SACH CAC PHAN ANH VE THONG TIN CAN BO

HO VA TEN:

Thém phan dnh  Trd vE

Phan anh tai phan muc*: Ngurdi gri*:

Fpatiy e el

Tinh trang xur ly:

MN&i dung phan énh*:

File dinh kém (néu co):

b. Thém phan anh

Tai giao dién Chi tiét thong tin can b, bAm vao nt dé thém phan anh,
giao dién twong tu nhu sau xuét hién:

Phan &nh tai phdn muc™

Théng tin chung -

MGi dung phan anh*;

File dinh kém (néu cé):

Chon tép | Khdng co tép nao dugc chon

Théi va khéng luu

Cap nhat

Nhap vao Théng tin phan anh, dinh kém va tai 1én tép dinh kém néu co, sau d6 bam
nGt Cap nhat dé hoan thanh thao tac.

2. Danh sach trich ngang can by CVVC trong don vi

Pé ma giao dién, ta chon menu Tra ciru thong tin can by =» Danh sach trich ngang
can bd CVVC trong don vi, man hinh giao dién twong tu nhu sau xuét hién:
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TRA CUU LY LICH TRICH NGANG CUA CAN BO
Tt khoa: Sa dt 14 chifc: Phan trang:
- QTimkim @D Xudt excel

B . ) . Trinh 43 Ngay thang nam
- . Gigi  Dan  Ton  Nimvao - 7
sTT Ho va tén Nimsinh : 9 R Qué quin Chuyén . Chifc vy
tinh  téc  gido  biénché Hoc vin mén LLChinhtri Ngoaingr  VéoDang  Chinh thirc

C6 thé xuat danh sach thong ké ra file excel dé sao luu va chinh sira sau nay bang cach

T, 12 Xuét excel

3. C4c thong ké — phan tich
3.1. Théng ké trinh dp can bé theo don vi

Pé mo chirc nang nay ta bAm chon menu Tra ciru thong tin can bd = Thong ké —
phan tich = Thong ké trinh @9 can bd theo don vi, man hinh giao dién twong tu nhu
sau xuét hiéen:

THONG KE TRINH PO CAN BO THEO PON V|

Tur khoa: So dd té chic: Phan trang:

e v 20 v Q Tim kiém  [§) Xu4t excel

Trinh d6 vén
Trong d6 Trinh d6 chuyén mén T Trin
héa
s o Téng
STT Don vi/Phong ban .
=0 Can Chuyén Céan Trén ®Dai Cao Trung Sag

N THCS THPT

bd vién sy DH hoc ding cip cap

1 Sea il 3 = 5 o - " o

C6 thé xuat danh sach thong ké ra file excel dé sao luu va chinh stra sau nay bang céach

bim nut [£] Xu4at excel

3.2. Phan tich chdt lweng can bé theo trinh dé chuyén mon

Pé ma chire nang nay ta bam chon menu Tra ciru thong tin can bé = Théong ké —
phan tich = Phan tich chat lwgng can bd theo trinh d6 chuyén mén, man hinh giao
dién twong tu nhu sau xuét hién:
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PHAN TiCH CHAT LUONG THEO TRINH 0O CHUYEN MON

Tir khoa: So dd t6 chic Phan trang:

FhyesaRs - 20 v Q Tim kiém [ Xuét excel

L Téng Tiénsy Thac sy Pai hoc  Caodidng Trung cap Khac
STT Pon vi/Phong ban ~
S SL % SL % SL % SL % SL % SL %

C6 thé xuat danh sach thong ké ra file excel dé sao Iuu va chinh sira sau nay bang cach

bAm nut [£] Xuat excel

3.3. Phan tich chdt lweng can bé theo trinh dg |y lugn chinh tri

Pé mad chiic ning nay ta bam chon menu Tra ciu thong tin can bd = Thong ké —
phan tich = Phan tich chat lwgng can bé theo trinh @ Iy luan chinh tri, man hinh
giao dién twong tu nhu sau xuét hién:

PHAN TICH CHAT LUONG THEO TRINH DO LY LUAN CHINH TRI

Tir khoa: So dd 4 chic: Phén trang:

S - 20 v Q Tim kiem [ Xuét excel

Cir nhén cao - - S c& Khi

T . rung cap cap ac

STT Don vi/Phéng ban ong cap
s6

SL % SL % SL % SL %

C6 thé xuat danh sach thong ké ra file excel dé sao Iuu va chinh sira sau nay bang cach

bim nut [£] Xuat excel

3.4. Phan tich chdt Iweng can bé theo trinh dé qudn 1y nha nwéc

Pé mad chiic ning nay ta bam chon menu Tra ciu thong tin can by = Thong ké —
phan tich =& Phan tich chat lwgng can b theo trinh dd quan Iy nha nwéc, man hinh
giao dién twong tu nhu sau xuét hién:
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PHAN TICH CHAT LUGNG THEO TRINH PO QUAN LY NHA NUGC

Tl khoa: Sg do t§ chirc: Phén trang:

WP mpaeisn v 20 v Q. Timkim  [3] Xu&t excel

Chuyén vién cao Chuyén vién o B
Téng o . Chuyén vién Khac
STT Bon vi/Phong ban cap chinh

s6
SL % SL % SL % SL %

C6 thé xuat danh sach théng ké ra file excel dé sao Iuu va chinh sira sau nay bang cach

bAm nut [£] Xuat excel

3.5. Phan tich chdt lweng cén bé theo ngach

Pé md chiic ning nay ta bam chon menu Tra ciu thong tin can by = Thong ké —
phan tich = Phan tich chat lweng can b theo ngach, man hinh giao dién tuong tu
nhu sau xuat hién:

PHAN TICH CHAT LUONG THEO NGACH

Ti khoa: Sg do 6 chic: Phéan trang:
SR - 20 - Q Tim kiém [# Xuat excel
Téng CVCCvaTD  CVCvaTd CVvaTD Con lai
STT Bon vi/Phong ban ~
=0 SL % SL % SL % SL %
1 Pty

C6 thé xuat danh sach thong ké ra file excel dé sao Iuu va chinh sira sau nay bang cach

bim nit [£] Xuat excel

3.6. Phan tich chdt lwgng cén b theo dé tudi, gidi tinh, dan téc, dang vién

DPé mé chic ning nay ta bam chon menu Tra ciu thong tin can by = Thong ké —
phan tich = Phan tich chit lwong cén b theo theo dd tudi, giéi tinh, dan toc, dang
vién, man hinh giao dién tuong tu nhu sau xuat hién:
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PHAN TICH CHAT LUONG THEO PO TUOI, GIGI TINH, DAN TOC, DANG VIEN

Tir khoa: So do 16 chic: Phéan trang:
sy M 20 M Q Tim kiém  [Z] Xuét excel
Dén tdc it
Chia theo 5 tusi Phuni oot
Téng ngudi
STT Pon vi/Phéng ban

s6 Dugi30 Tir31-40 Tu41-50 Tor51-60
SL % SL %

SL % SL % SL % SL %

C6 thé xuat danh sach thong ké ra file excel dé sao luu va chinh sira sau nay bang céach

bim nut [£] Xu4at excel

3.7. Phan tich chdt lweng c&n b theo trinh dp tin hoc - ngoai ng

Pé mo chirc nang nay ta bAm chon menu Tra ciu thong tin can by = Théong ké —
phan tich = Phan tich chat lweng can b theo theo dd tudi, giéi tinh, dan toc, dang
vién, man hinh giao dién twong ty nhu sau xuét hién:

PHAN TiCH CHAT LUGNG THEO TRINH PO TIN HOC, NGOAI NGU

Tit khéa: Sa dd té chie: Phén trang:
ERnR R v 20 v Q Tim ki€m [ Xuat excel
Tin hoc Mgoai ngir
. Téng . .
STT Bon vi/Phéng ban ~ A B C CN Khéc A B C CN Khéac
5§

C6 thé xuat danh sach thong ké ra file excel dé sao Iuu va chinh sira sau nay bang cach

bim niit [£] Xuat excel
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