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l. GIOI THIEU CHUNG

1. Tinh ning phan mém

Phan mém Quan Iy hd so can bd, cdng chic, vién chie, ngudi lao dong (OSM) cho phép
don vi nhap, tra ctru 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 b: Cho phép cap nhat, quan ly va tra ciru thong tin ctia can bo trong
don vi (theo mau 2C)

e Quy hoach can b§: Cho phép cap nhat, quan ly va thong ké thong tin quy hoach
cua can bo.
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e Quan ly lwong: Tinh ning cho phép nhap va quan 1y lwong, phu cip chic vy cua
can bo trong don vi.

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

e Tra ciu thdng tin: Cho phép tra ctru théng tin can bo. Ngoai ra co thé phan hoi
néu thdng tin can bo c6 sai s6t hodc can bo sung.

e Theo dbi thong tin ciia 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, bo sung thdng tin ctia ca nhan cho b phan phu trach cua don vi.

2. Lién két véi Heé thdng Giri nhan va Xir 1y viin ban (IDOC)

PM QLCB c6 lién két tai khoan véi Hé théng Giri nhan va Xir Iy vin ban (IDOC). Toan
bo tai khoan va hé thdng cdy thu muc (bao gom cac don vi va phong ban trong don vi)
dé dugc tich hop tir hé thong 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 cac thdng tin trong PM QLCB s& duoc
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 bo mai dugc
chuyén dén don vi minh.

I1. PANG NHAP —- PANG XUAT HE THONG

1. Piing nh4p truc tiép trén hé thong

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

DANG NHAP HE THONG

Bang nhap

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

Tai danh sach menu chinh caa hé théng IDOC, bam nat chon menu QUAN LY CAN
BO (nhu trong hinh). Khi d6 ngudi sir dung s& duoc chuyén tai giao dién caa PM QLCB.

Z' QUAN LY CAN BO

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. Ping xuit khéi hé thong

Tuong ty dang nhap, khi can dang xuét thi bam chudt vao biéu tuong IE4 bén goc phai
man hinh giao dién.

Hé thng sé& tu dong thuc hién cac thao tac ding xuét tai khoan ra khoi hé thdng. Khi
can thuc hién cac chirc ning thi can ding nhap lai theo budc & trén.

I11. KIEM TRA - QUAN LY THONG TIN CA NHAN

1. Hién thi, kiém tra thong tin ca nhan

Sau khi dang nhap thanh cong vao PM QLCB (theo 1 trong 2 cach & trén). Tai thanh
menu caa hé thong bam chon Quan Iy théng tin c& nhan/Théng tin c& nhan. Man
hinh giao dién s& xuat hién mot trong 2 trudng hop sau:

a. Truong hop chwa c6 théng tin can bd: man hinh s& hién thi nhu sau, ta chi can
thong bao cho bo phan lién quan dé nhap théng tin (theo mau 2C):

“Rattiéc, don vi cita dong chi chwa sir dung PHAN MEM, hodc bg phdn phu tréch chwea
nhdp vao théng tin cia dong chi”

b. Trwong hop di nhap thong tin: man hinh sé& hién thi nhu sau:
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CHI TIET HO SO CA NHAN CUA BAN

HO VA TEN:

Dudi déy g chi tiét hb sa cd nhdn cla ddng chi trén hé théng. néu cd sai st hodc céin bd sung gi vui ldng bdm nut Phdn dnh/B6 sung théng tin & bén

dutdi. Théng tin phan dnh cia ding chi sé dudc cf

n tdi b6 phén phu tréch qudn ly théng tin cdn b cda don vi xi ly. Ddng chi ¢é thé theo dai tinh

trang xu' ly cia cdc phan dnh n

Phan &nh/B& sung thém théng tin

Théng tin chung Théng tin chi tiét Qua trinh dao tao Qua trinh céng tac Khen thudng - ky luit Quan hé gia dinh
Ludng & Phu cdp Nghi phép Banh gia can bé Ké khai tai san Quy hoach

11. Quy hoach

e Théng tin chung: Hién thi cac thong tin chung nhu hinh anh, ho tén, nim sinh,
giai tinh,... cta can bo

e Thong tin chi tiét: Hién thi cac thdng tin khac ngoai théng tin chung cua can b
nhu tén goi khac, nghé nghiép, nhém mau,...

e Qua trinh dao tao: Hién thi danh sach qua trinh dao tao caa can bo

e Qua trinh cong tac: Hién thi danh sach qué trinh cong tac caa can bo bao gom
cong tac trong nudc va nudc ngoai (néu co)

e Khen thuéng — ky luat: hién thi danh sach khen thuong va danh sach ky luat
(néu co) cua can bo

e Quan hé gia dinh: hién thi danh sach cac mdi quan hé gia dinh ctia can b

e Lwong & phu cip: Bao gom danh sach dién tién luong, mac huong, thoi gian
huong va phu cap (néu cd) cia can bo.

e Nghi phép: Hién thi danh séch nghi phép trong nam cua cé nhan.

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

o K& khai tai san: Hién thi danh sach ké khai tai san caa ca nhan.

e Quy hoach: Hién thi danh séch céc chtc danh quy hoach bao gdm céc quy
hoach con hiéu luc va hét hiéu luc.

2. Thong tin nghi phép

Cho phép c4 nhén theo ddi va dang ky nghi phép. Dé thuc hién chic ning nay, ta mo
menu Quan ly théng tin ca nhan/Théng tin nghi phép. Man hinh giao dién tuong tu
nhu sau hién ra:

Trang 4/7



Phan mém Qudan ly hé so can bg,cong chiic, vién chire, nguoi lao dong (OSM)

THONG TIN NGHi PHEP

HO VA TEN:W,

Tif khoa: Phan trang:
20 - Q Tim kiém @ Ping ky phép

Khéng tim thay dif liéu

Bam n(t Pang ky phép néu ¢ nhu cau dang ky nghi phép

DPing ky nghi phép

THONG TIN NGHi PHEP

o va Ten: AERRTS

Hova tén: * Tl ngay: * Dén ngay: ©
AR - -

58 ngay nghi: =

ik

MGi dung:

Cap nhat  Théi

e Tai Tirngay: Chon ngay bat dau nghi

e Pén ngay: Nhap ngay két thic ky nghi phép

e S6 ngay nghi: Nhap s ngay nghi phép (Pén ngay — Tir ngay — cac ngay nghi
trong ky nghi phep)

e Noi dung: Nhap noi dung nghi phép

Sau khi nhap day du cac thong tin thi bAm nat Cap nhat dé hoan thanh thao tac. Thong
tin nghi phép s& duoc gui dén bo phan lién quan dé quan Iy.
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Ngoai ra sau khi dang ky phép ta co thé theo ddi trang thai di xac nhan hay chua. Co
thé stra thong tin dang ky phép hoac x6a théng tin néu nhap sai (truong hop phép chua
duoc X&c nhan)

THONG TIN NGHi PHEP

Ho vA TEN: iSRRI SR

Tir khoa: Phan trang:
20 v QTim kifm @ Bing ky phép
STT Ngay dang ky Tir ngay Pénngay Songay N&idung Xac nhén Action

| e R SRR 0 ONR Guey <0

3. Phan anh, bo sung théng tin ca nhan (néu co sai sot)

Sau khi kiém tra théng tin caa 7 muc trén, néu nhan thay c6 sai s6t hoic can bd sung
thdng tin bam nat phan anh, bé sung thém thong tin hoic cé thé chon menu Quan ly
thong tin ca nhan/Phan anh cia ban dé mé giao dién Phan anh bb sung thong tin, khi
bam n{t giao dién sé& twong ty nhu sau:

DANH SACH CAC PHAN ANH VE THONG TIN CAN BO

HO VA TEN:

Dudi day la chi tiét cdc phan dnh/ddnh gid lién quan cda dbng chi trén hé théng, néu cd sai st hogce céin b8 sung gi vui léng bdm nut
Thém mdi phdn dnh. Théng tin phan dnh cla dang chi sé dugc chuyén tdi bé phdn phu trach quan ly théng tin cdn bé cda don vi xit ly.
Bbng chi cé thé theo déi tinh trang xi ly cia cdc phdn dnh nay.

STT  Nguaitao Ngay cap Phan anh tai phan Néi dung phan anh XL #
nhat muc

i s e S e rease | O | (£

e Bam n(t Thém méi ) phan anh dé nhap théng tin phan anh

e BAm nut Tré vé (BEES) dé tro vé giao dién thong tin can bo

e Bam biéu twong Sira (#) hoac Xoéa (@) dé thuc hién thao tac stra hodc x6a phan
anh trong danh sach cac phan anh.
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Thém méi phan anh théng tin cad nhan

Phdn anh tai phan muc*:

Thong tin chung

N@i dung phan anh™

File dinh kém (néu ca):

Khéng cé tép nao dudc chon

Cap nhat  Thoi va khéng luu

e Tai Phan muc: nhap ndi dung phan anh tai 1 trong 7 muc ¢ trén

e Tai N§i dung phan &nh: nhap vao noi dung can phan anh hay bé sung
e File dinh kém: c6 thé gui thém file dinh kém cho phan anh

e Sau khi nhap xong bam nit Céap nhat

Sau khi cdp nhdt thi ngi dung phan anh cua ban sé dwroc guei dén bé phdn phy trach cdp
nhdt thong tin can bé ciia dom vi dé xir ly, ching ta c6 thé theo dbi trang thai xi Iy tai
danh sach phan anh nay.
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