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l. GIOI THIEU CHUNG

1. Tinh ning phan mém

Phan mém Quan ly ho so can bo, cong 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 ciru 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 b trong don vi.

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

e Tra ciu thdng tin: Cho phép tra ctru thdng tin can bd. Ngoai ra ¢ thé phan hoi
néu thong tin can bo ¢ sai sét hoidc can bé sung.

e Theo dbi thong tin ciaa c& nhan: Cho phép xem thong tin cta chinh minh dé ra
soat, kiém tra cac thong tin 1a chinh xac hay chua. Ngoai ra con c6 thé gui phan
anh, b6 sung thdng tin caia ca nhan cho bo phan phu trach cua don vi.

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

Phan mém co lién két tai khoan vai Hé thong Guri nhan va Xt Iy 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 duoc tich hop tir hé théng IDOC.

Truong hop can bo (user dang nhap) chuyén cong tac tir don vi nay sang don vi khac
(don vi dén van nam trong hé théng IDOC) thi céc thdng tin trong PM QLCB sé& duoc
chuyén theo tai khoan nay. Nguoi quan ly thdng tin can bo tai don vi mai 6 thé khai
thac va bo sung thdng tin (qua trinh cdng tac, qua trinh hoc tap) cho can bo mai dugc
chuyén dén don vi minh.
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I1. PANG NHAP - PANG XUAT HE THONG

1. Pang nhap truc tiép trén hé théng

Khi truy cap truc tiép vao hé thong, man hinh dang nhap s& xuat hién nhu sau:

DANG NHAP HE THONG

Bang nhap

Sau khi dang nhap thanh cdng man hinh géc phai s& xuét hién biéu twong dang xuat
tuong tu nhu sau:
2. Ping nhap tir hé thong IDOC

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

Z' QUAN LY CANBO

3. Thay doi thong tin tai khoan

Vi tai khoan da duoc lién két vai hé théng tai khoan caa IDOC nén toan bo thao tac thay
d6i s& duoc thuc hi¢n tai IDOC.

4. Piang xuat khéi hé thong

Tuong tu dang nhap, khi can ding xuét thi bdm chudt vao biéu tuong IEd bén goc 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.

Trang 3/11



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

I11. QUAN LY LUONG CAN BO

1. Quan ly lrong - bién ché - phu cap chirc vu cia can b

Cho phép tai khoan c6 thé quan Iy theo d&i va cap nhat cac thdng tin vé luong, bién ché,
phu c4p caa cén bo

1.1. Danh sach tiét lwong — bién ché - phu cdp ciia can b

Dé thyc hién chirc ning nay ta chon menu Quan Iy lwong = Tra ciru thong tin, man
hinh giao dién twong tu nhu sau xuat hién:

QUAN LY LUONG - BIEN CHE - PHU CAP CUA CAN BO

Tl khoa: So dd t6 chirc Phan trang:
Esepbaithariag - 20 - Q, Tim kiém
STT Hovatén Chirc vu Gigi tinh Nam sinh

[s)

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 Sau khi chon xong thi bam nGt Tim kiém dé tim théng tin can bo

Sau khi danh sach két qua tim kiém xudt hién, kich chen vao tén cia can bé can cap
nhdt thdng tin, man hinh xudt hién twong tw nhw sau:

CAP NHAT BANG LUONG - BIEN CHE - PHU CAP

HO VA TEN:
Bang ludng Bién ché Phu cap
1. Bang luong
© Thém mdi
STT Maé ngach Loai Thdi gian Bac Hé s& Vugt Hiéntai Trudc Ghicha
huéng khung han
1 B, o nunitii : £ ; = =

Chiing ta c6 3 myc chinh bao gom:

e Ban lwong: hién thi danh sach cac mirc lwong da huong cua can b, muc lwong
hién tai, thoi gian huong,...
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e Bién ché: Hién thi thoi gian tuyén dung, bién ché, hop dong caa can bo
e Phu cap: Hién thj danh sach céc phu cap caa can b
1.2. Cdp nhdt bang lwong ciia can bé
Tai muc Bang lwong, dé thuc hién thém méi ta bam nGt © Thém mdi | dé chinh sta
tirng dong trong danh séch ta bam nit (£, dé x6a mot dong ta bam nat @ tai dong do.
a. Thém mgi

Tai muc Béang lwong, dé thuc hién thém méi dong ta bAm nat @ Thém mdi man hinh
giao dién twong tu nhu sau xuét hién:

1. Bang luong
Ngach - Bac - Hé s6 luang:

Ngach: Loai: Bac Hésa:

o EE
el - -

Thai gian hudgng:  Vuogt khung:
Sl | (%)
Hién tai Trudc han

Ghi chu:

Capnhat  Thoi

Nhéap cac thong tin tuong tng bao gom: Ngach, Loai, Bac luong, khi d6 hé s6 s& tu
dong duogc dién theo loai va bac da quy dinh.

Ngoai ra véi trudng hop can bd da dat bac cao nhat cua ngach nay réi thi s& hién thi 6
nhap liéu Vwgt khung.

Nhap thoi gian bat dau huong lwong theo bac nay cua can bo tai 6 Thoi gian hwéng

Tai 6 Hién tai, néu check chon thi xac dinh day 1a bac luong hién tai can bo dang hudng
(tinh tir thoi gian bat ¢au huong o trén)

Tai & Truéc han, néu can bo duoc xét nang lwong trude han thi check vao 6 nay

Tai 6 Ghi chi ta nhap sé quyét dinh tang lwong hodc cac théng tin khéc co lién quan
dén viéc tang lwong cua can bo

Trang 5/11



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

Sau khi nhap xong ta kiém tra lai cac thdng tin va bam nat Cap nhat dé hoan thanh thao
tac.

b. Chinh swa lwong cdan bo

Tai muc Bang lwong, dé chinh stra tirng dong trong danh séach ta bam nut (£, giao dién
tuong tu nhu sau xuat hién:

1. Bang luong
Ngach - Bac - Hé 58 luong:

Ngach: Loai: Bac  Hésd:

Thai gian hudng:  Vugt khung:
ey M (%)
Hién tai Trudc han

Ghi chu:

Capnhat  Théi

Chinh stra cac thong phi hop va bam nit Cap nhat dé hoan thanh thao tac (cic 6 tuong
tu nhu muc a).

c. X0a trong danh sach bang lwong

Tai muc Béang lwong, dé x6a dong trong danh sach ta badm nat @, khi d6 man hinh xac
nhan x6a xuat hién, ta bAm nat Pong y x6a dé hoan thanh thao tac.

Xac nhan

Ban c6 mudn x6a méau tin nay

Pong y x6a Khong x6a

Trang 6/11



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

1.2. Cdp nhdt thoi gian bién ché - hop déng cia can bg

Tai muc Bién ché, ta nhap cac thdng tin vé ngay tuyén dung, ngay hop dong hoic ngay
vao bién ché caa can bo. Truong hop chua xac dinh thi dé tréng. Giao dién nhap liéu
tuong tu nhu sau:

Bang lugng Bién ché Phu cép
2.Bién ché
Ngay tuyén dung: Ngay hop déng: Ngay vao bién ché:
& = &
Capnhat  Théi

1.3. Cdp nhdt phu cdp cia can bg

Tai muc Phu cip, giao dién nhap liéu tuong tu nhu sau:

CAP NHAT BANG LUGNG - BIEN CHE - PHU CAP

HO VA TEN:

Bang lucng Bién ché Phu cép
3.Phucap
© Thém mdi
STT Tén phu cap Hésd Ngay bat dau Hién tai #
1 i Sl ~ Q)

a. Thém mai
Tai muc Phu cap, dé thuc hién them méi dong ta badm nat © Thém mdi man hinh giao
dién twong tu nhu sau xuét hién:

Tén phu cdp:
Ngay bat dau: Hé sé:

Hién tai:

Capnhat  Théi
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Nhap Tén phu cap, Ngay bat dau dugc hudng va Hé sé cua phu cap. Ddi véi truong
hop dang hudng thi check chon vao 6 Hién tai

Sau khi nhap théng tin xong ta bam nit Cap nhat dé hoan thanh thao tac

b. Sira phy cap

Tai muc Phu cap, dé chinh sira timng dong trong danh sach ta bam nat (£, giao dién
tuong tu nhu sau xuat hién:

Tén phu cdp:
Ngay bat dau: Hé s&:

Hién tai:

Capnhat  Théi

Chinh stra cac thong phi hop va bam nit Cap nhat dé hoan thanh thao tac (cic 6 tuong
tu nhu muc a)

c. X6a phu cap

Tai muc Phu cap, dé x6a dong trong danh sach ta bdm nat @, khi d6 man hinh xac nhan
x0a xuat hién, ta bam nit Pong y x6a dé hoan thanh thao tac.

Xac nhan

Ban c6 mudn x6a méau tin nay

Pong y x6a Khong x6a
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2. Dw bao — Tong hop lwong cia can bd trong don vi
2.1. Tong hep danh sach can bé chudn bi ning lwong

Dé mé chirc ning nay ta bAm chon menu Quan Iy lwong = Du béo - tong hep =
Tong hep danh sach can b chuén bi nang lwong, man hinh giao dién twong tu nhu
sau xuét hiéen:

DANH SACH CAN BO CHUAN Bl NANG LUONG

T khoa: Sg do t8 chic Phan trang:
20 v Q Tim kiém  [# Xuat excel
Ngach, béc, hé s& luong dang huéng Pt nang luong
S Ho va tén Fet Ngay tuyén Ble? Ngay théng Ngach o Trudc thai S? thalng
dung ch€  nam huéng lucng, loai i & 56 N han Dot | Det da hugng
R . lurang khung
lwang céng chiic
1 Wi Ll | e B aumaiaiing Chiiges Bz =3 e T S eiings o al K @

HanaR

a. Theo dbi dién tién lwong ciia can bé

Dé theo ddi dién tién luong cta can bo ta bAm nit @, man hinh giao dién tuong tu
nhu sau xuét hién:

THEO DOI DIEN BIEN LUGONG CAN BO

HQ VA TEN:

STT Ngach Loai Théi gian Béc Hé sé Vugt Pang Trudc Ghi chu
khung huéng han

b. Xudt danh sach ra excel

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

bim nit [£) Xuat excel

2.2. Bdng theo doi lwong can bj

DPé md chirc nang nay ta bAm chon menu Quan Iy lwong = Dw béo - tong hop =
Bing theo ddi hrong can b, man hinh giao dién twong ty nhu sau xuat hién:
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THEO DOI LUGNG CAN BO

Tir khoa: Sa dd t8 chic: Phén trang:
20 - Q Tim kiém  [F) Xuat excel
Ngach, bac, hé 56 lugng dang hudng Dgt néng luong
o Ho v 1 N <in :"gfy gien  Nogdy Ngach Truée S5 théng
0 va ten am sin| uyen 4 F A
0 p L ch& thangf nam Il.r.o'n:_:j, Béc 456 VUGt thai han Dot Dot @8 hudng
ung hudng loai céng  luong khung

luang chifc

a. Theo ddi dién tién lwong ciia can bg

Pé theo ddi dién tién lwong cuia can bo ta bdm nut ©, man hinh giao dién twong tir
nhu sau xudt hién (twong tu nhu muc 2.1):

THEO DOI DIEN BIEN LUONG CAN BO

HO VA TEN:

STT Ngach Loai Thai gian Béc Hé sd Vugt Pang Tru'dc Ghi chua
khung huéng han

b. Xudt danh sach ra excel

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

bim nut [£] Xuat excel

2.3. Tra ciru lwong theo niam

Pé ma chirc nang nay ta bam chon menu Quan ly lwong = Dw béo - tong hop = Tra
ciru lwong, man hinh giao dién twong ty nhu sau Xuat hién:

TRA CUU LUGNG THEO NAM

Tir khoa: Mam: So d8 18 chitc: Phén trang:

m w - 20 - QTimki€m  [F) Xudt excel
5& thang da hudng tinh dén ngay ow x

Ngach, bac, hé s& lrang dang huwdng Dot ndng lvong
- Fa -z Mgach - o P
Ngay t B v ths 93 Trudc thd 56'th
STT Ho va tén Namsinh 0 VSN TER Noaything L Bse L Vwet g B
ung e nim hudng . Hé sd n Potl Dot ll a ng
loai cing  luong khung
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e Tir khoa: Nhap tir khda tim kiém dé tra ciru lwong cta can bo
e Nim: Nhap niam can tra ctu, thoi diém tra ciru s& tinh tir trudc ngay 1/1 ctia nim
tra ctru
a. Theo dbi dién tién lwong cua can bg

Dé theo ddi dién tién luong ctia can bo ta bAm nit @, man hinh giao dién tuong tu
nhu sau xuét hién (twong ty nhu muc 2.1):

THEO DOI DIEN BIEN LUONG CAN BO

HO VA TEN:

STT Ngach Loai Thai gian Béc Hé sd Vuot Pang Tru'dc Ghi chua
khung huéng han

s

b. Xudt danh sach ra excel

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

bim nut [£] Xuat excel

Trang 11/11



