TONG LIEN POAN LAO PONG VIET NAM
CONG POAN GIAO DUC VIET NAM

HUONG DAN SU DUNG PHAN
MEM '
QUAN LY POAN VIEN TRUC TUYEN

Ha Noi — 2015




MUC LUC

1. GHOTTRICU vttt st nbe e b e 3
1.1, MUCQICH: e 3
1.2, Pham Vi AP dUNGZ: ...ooiiiiiiie e 3
1.3. Lo trinh thure hi€n: ....ccooiiiiiii e 3
1.4. Céc chirc nang chinh cia Phan MEM: .........covvveveevreeeeeeseeeeeeeeesesee s, 4
1.5, MO SO TUU Fiovneieeeieeeeeee ettt 4

2. Hudng dan st dung phan MEM ........c.evevevieeereseesieeeeeesssses s sessessssessessessessenenes 4
2.1. DANG NhAP PHAN M. ...t 4
2.2. Hudng dan st dung cac chirc ning ctia phan mém...........cccoceveveeeeveeereeennns 6

3. Thong tin HEN h€:.....oiiiiiiiii s 19



1. Giéi thiéu
1.1. Muc dich:

— Phan mém quan 1y doan vién truc tuyén dung dé quan 1y doan vién cho
cac cap cong doan trong nganh Gido duc; giam thiéu cong vin bao cdo 2
chiéu giita cong doan cap trén véi cac don vi truc thudc; gop phan dam bao
do tin cay cua s6 liéu bao céo.

— Phan mém giup cac cap cong doan trong nganh Gido duc quan 1y, theo
ddi va cap nhat dién bién ting, giam doan vién (khi gia nhap cong doan,
chuyén sinh hoat hodc nghi cong tac). ..

— Phan mém ciing giup cac cong doan cip trén truc tiép co s va Cong
doan Gido duc Viét Nam trong vi¢c téng hop s6 liéu, tra ctru, tim kiém va cap
nhat théng tin vé tinh hinh phat trién doan vién tai cac CDCS thudc tham
quyén quan ly.

— Phén mém phén quyén dén timg CDCS, quan ly dén ting CDBP, t6 CD
va tung doan vién; dugc phép xem, stra, x6a... dam bao tinh cap nhat kip thoi

va an toan cta ho so quan 1y doan vién.
1.2. Pham vi ap dung:
Quan 1y trong toan nganh, cy thé:
— Khdi truc thude:
+ Cong doan PH Qubc gia, PH Vung, CD CQ B6 GD&PT
+ Cong doan céc truong dai hoc, cao déng va don v1 truc thudc
— Khéi phéi hop chi dao: Cong doan Gigo duc tinh, thanh phd
1.3. L¢ trinh thuc hién:

— Giai doan 2013: nghién ctru va tim hiéu xay dung co s¢ dir li€u
cua phan mém.

— Giai doan 2014: Hoan thién, nghiém thu dua vao Uing dung thir
nghiém trong hé théng cac CDCS truc thudc va téng két rat kinh nghiém.

— Giai doan 2015: Ung dung trong toan nganh.



1.4. Cdc chikc ning chinh ciia phian mém:
— Chirc nang khai béo co ciu to chiic
— Chtic nang quan ly doan vién
— Chirc ning thong ké, béo cao

— Chtrc nang theo doi truy cap

1.5. Mt s6 lwu y:

— Dé sir dung hiéu qua tinh ning cia phan mém, yéu cau ding
nhap day du, chinh xac thong tin dir liéu ciia can bd, nha gido va ngudi lao
dong cua don vi theo yéu cau.

— Viéc sir dung phan mém quan 1y doan vién truc tuyén 14 bat budc
d6i véi CPCS cac don vi truc thudc Cong doan Gido duc Viét Nam. Hang
nam c6 danh gid, theo doi, khen thuong va ky luat; xay dung thanh tiéu chi
x¢t thi dua cho cac don vi.

2. Hwéng din sit dung phan mém
2.1. Pding nhdp phin mém:
* Budce 1: Truy cap vao website cua Cong doan Gido duc Viét Nam,

lga chon thu myc “Quan 1y doan vién cong doan”

# Cong doan giao duc Viet Mam %

€ i @ congdoangdvn.org.vnjinde cspxrdef=433 & || [0 - sweet-page Pl & A =

(8] véo nhigunhat || Getting Started (5] Latest Headines [LJ| Suggested Sites {_ tweb Slice Gallery
T ngay Nha gigo viet Nam

5 Tin hoat d8ng CBGD YN Tin b CBGD c4c Tinh/ TP
ONJHOATIOONS Tin bi¥ céc truing BH, OB va cac doin vi bru'c thusc Tin hoat déng khac

DAt AT e =

GBng van & vigc Bao cdn Chng tc Tuyén aida
Cong doan nam 2014
Thude tinh wén ban| Tai file v&

* TRANG LANH PAO

Cong doan Trwomg Bai hec Can Tho ban giao 02 » Céing doan trremg Bai hac Ding Thap 18 chirc
nha cong vy cho nganh gido dyc Hau Giang va Bac Hol thi tim hiéu kién thirc phap lust Cong dodn
Lieu R A 14n 2, nam 2014

E?" Cg nhu E?Uhvz @ !B'"‘ :”a » Cing daan nganh Gido duc B4 Ria - Ving Tau -

dng doan nganh Gido duc Hau hE 1o tu sa nha cong v cho Trrdmg THPT A
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quy @ hi — tir thign cida minh, Tre tich cuc hudng tng Ngay phép ludt o o)
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CHUYEN BE Céng t: , Qi Céing tac T8 chirc - Kigm tra Guang nha gido —__| W” Y
Danh sich cic don v » DANH SACH CAC BIOIN V| DANG KY THI BUA 5
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* Budc 2: Qua trinh dang nhap bat dau
- Mbi don vi s& diang nhédp theo tai khoan va password do hé thng

cung cap

HE THONG QUAN LY POAN VIEN

DANG NHAP HE THONG

vdhmhanoi

Diéng nhap

— O cira s tiép theo cho phép khai bao thong tin lién hé cua don vi

= Co cdu td chirc
CBCS Vién Pai hoc Mé& HN
A Quan Iy doan vién
Thong tin lién hé CDCS Vién Dai hoc M& HN

@ Thing ké bao cao

& Thong fin lién hé

A& HO tro ki thuat o
Bia chi Nhap dia chi
ER 96i mét khdu N _
Bign thoai: Nhap dién thoai
© Theo déi truy cap . e
Dién thoai le (néu co): Nhap dién thoai

G+ Dang xuat il:
Email: Nhap email

Can b chuyén trach: NRAp cén bo

Dién thoai can bd chuyén

) Nhap dién thoai
trach:

Email can bé chuyén trach:

Nhap email

Noi dung khac:

Lwru théng tin

NGi dung chuyén trach




“Luu thong tin” sau khi khai bao day du. Néu can chinh stra hodc thay
d6i thong tin, lya chon thu muc “Théng tin lién hé” bén tay trai cta phan
mém dé chinh sira cap nhat thong tin ctia don vi. Trong trudng hop don vi co
tir 2 can b chuyén trach trd 1én, cac thong tin lién quan dén can bo chuyén
trach thtr 2 nhap vao “Noi dung khac™.

“Pdi mat khau” sau khi hoan thanh ding nhap va khai bao thong tin dé
dam bao sy bao mat va xac dinh nguoi co thé truy cap vao h¢ théng quan ly

doan vién cua don vi.

# Trang chi A Trang chd

= Cocau tdchic

THAY BOI MAT KHAU

21 Quan iy doan vién

@ Thong ké bao céo Tai khoan vdhmhanoi
& Thong fin lién hé Mat khau cii
/& HO tro Ki thuat Mat khdu méi

pq x. - z ~
Zo SlEldEL Nhap lai mat khiu méi

® Theo déi truy cap

C+ Bing xuét

2.2. Hwong ddan sw dung cdc chirc nang cia phan mém

2.2.1. Chikc ning khai bdo co ciu té chirc:
< Poi véi cong doan co 56

* Budc 1: Mo giao dién trang chi ciia phan mém. Tur giao dién nay,
chon menu “Co cdu to chic”. O day, phan mém da hién thi mic dinh 2
nhanh phan cip dé Iya chon dé 1a “To cong doan” va “Cong doan bo
phan”.



#& Trang chid A Trangchi

T6 chirc céng doan:

1 Quan |"y' doan vién cpCs wén Bai hﬂc Mé& HN

@ Thong ké bao cao
CDCS Vién Pai hoc M& HN
[ =]

& Théng tinlién hé

) - To Céng Poan
/& HO tro KT thuat C6ng doan bé phan

E® ©06i mat khau

© Theo déi truy cap

(» Dang xuat

* Budc 2: Khai bao cac to chirc ciia CBCS
— Pé khai bao cac “td cong doan” truc thuoc CDCS, chon “t cong doan”

sau do chon “Thém/giam t6 chuc”

# Trang chi

T6 chire cong doan: ThémiGiam b chire
CDCS Vién Dai hoc Mé HN

CDCS Vién Dai hoe Mé HN

s TH Cong Doan
Cdng doan bd phgp




+ Cilra s6 méi sé xuét hién, tai day bat diu khai bao tén cac to cong
doan truc thuoc CBCS cua don vi.

HE THONG QUAN LY DOAN VIEN

# Trang chil # Trangchil = T chic céing dosn

= o chuth chie
To chwe edng doan
& Quin Iy dodn vign

L
& Thing ké béo céo Tento chive T8 cing dodn 1

--- Chon guy mi -

R e (e
& HE trorKithudt " . .
Cdng doan oo &

e Ciéng doan oo s thénh vién
& Bhimétkhay Céing doan b phén
& 3p thude cong dosn bd phén

& chive Quy md Chire niing

9 DEH.1 T4 céng dodn n

O Béng bt _

STT

Q@ Theo déitruy cép

TOIHIGG  1uil WU VUL .« BU Wil W VULLE UUGL Wiyy W U ol v v uyd 18
“T6 cong doan 17

+ Tai muc “Quy mo”: chon “To cong doan”

Luwu y: Can khai bao day du quy mé vi ndi dung nay lién quan dén
cong tac thong ké sb liéu ¢ chirc ning théng ké bao cao

+ Két thuc viéc khai bao co ciu to chic, nhan nat “Luu”.

+ Twong tu nhu vay, nhip toan bo tén cac to cong doan tryc thudc
CPCS, phan mém s& thong bao qua trinh khai bao thanh céng va & phan cira
sO bén dudi s& xuat hién tén cac to cong doan di nhap bao gdm cac ndi dung:
mi t6 chirc, tén to chirc, quy mo, chirc nang.

HE THONG QUAN LY BOAN VIEN

# Trang chi & Trang chil - Th chie cong dodn

= Co chutd chire

Té chure cong doan Thém méitd chive thinh céng!
& Quan Iy doan vién e

—_—i e
L Mkl EED Téntd chive

A Théng tin ién hé

Quy mé -~ Chon quy md - M
# Hitrg Kithuat
B2 0i mat khau
Q© Theo déitruy cép STT Wi td chive Ténté chive Ouy mé Chive néng

G Déng xudt 1 DEH 1 Th efing dodn R nn
[~ |
[ x|
]

T chng dodn 1 T céng doan

Th cfing dodn 2 Th ciing dosn

Th cing dodn 3 Th ciing dosn




Lwu y: Phan chirc nang gom c6 2 nut cong cu 1a “xo6a” va “sua”. Hai

cong cu nay s€ dugc str dung khi giai thé, tdich nhap hoac doi tén td6 cong doan

nao do thi st dung dé cap nhat khai bao lai.

- Tuong tu, dé khai bao céc “cong doan bd phan” truc thudec CDCS,

chon “cong doan b phan” sau do

chon “Thém/giam t6 chtrc” va thyc hién

cac thao tac giong nhu khai bao “t6 cong doan”.

A& Trang chil

Té chire cong doan:
CDCS Vién Dai hoc Mo HN

€BCS Vién Dai hoc M& HN

T6 Céng Doan
Cdng doan bd ph3

ThémiGiam 1 chirc

HE THONG QUAN LY DOAN VIEN

# Trang chil - T chire ehing dodn

Té chirc cong doan

Ténto chive Céng dodn bi phén 1

Chng doén bl phin

= Chon quy 3 ---

Ouymé

Chire ning

an

9 chire Quy mé

HE THONG QUAN LY BOAN VIEN

#& Trang chil = T chio obng doén

T4 chirc cong doan

Ouy mo e Chign oy M8 —ee M
Chike ning
E
[« |
[« |
[« |

Luwu y: Tai phan khai b4do “cong doan b phan”, vi con ton tai cac “td

cong doan” tryc thude cac “cong doan bd phan”. Nén can phai khai bado thém

cac to cong doan tryc thudc cong doan bd phan theo cac budc minh hoa sau:

M Trangchd

Té chire cong doan:
CDCS Vién DPai hoc M& HN

CBCS Vién Bai hoc M& HN

Cong doan bd phan

A& Trang chd

Té chirc céng doan:
CDCS Vién Dai hoc M& HN

CBCS Vién Dai hoc M& HN - Céng doan bd phin

Cdng doan bd phan 1
Céng doan bd phan 2




A& Trang chd

T4 chirc céng doan: ThémiGiam 1 chire
CDCS Vién Dai hoc M& HN

CDPCS Vién Dai hoc M& HN - Céng doan bd phin

To chirc cong doan

Tén 6 chire

Quy mé [ ol

-— Chon quy mé —

Céng doan co s&
Cong doan co s& thanh vién
Cdng doan bé phan
Hiénthi| 10 | dongm Té cdng doan thudc cdng doan bd phan Tim kidm:
TO cong doan

STT M3 té chire - Tén té chire Quy mé Chirc ning
1 MHN.2.4. Céng doan bé phan 2 Céng doan bd phan n

Trang 1/1 Truéic - Tiép

% DO6i v6i cong doan cap trén truec tiép co sé
* Budc 1: Mo giao dién trang chii ciia phan mém. Tl giao dién nay,
chon menu “Co ciu t chic”. O day, phén mém d3 hién thi mic dinh 2 nhanh
phan cép dé lya chon d6 13 “CPCS cac don vi thanh vién” va “CDCS cac don
vi1 truc thude”.

HE THONG QUAN LY DOANMN VIEN

#& Trang chil M Trang chi

= Co cautd chic

Ta chive cong doan:
A Qudn I Fodn vign Céng doan Bai hoc Qubc Gia Ha Méi

Thing k& ban can

]

Cong doan Bai hoc Ouoc Gia Ha Hoi

A Thong tin li&n he

CECS chc don vithéanh vidn
A HE tror Kthust CECE cac don vitres thudc
B2 B4 mat khiu
@ Theo ddi truy céap
G Bdng xudt

10



* Budc 2:  Khai béo cac to chirc ctia CD cap trén truc tiép co so

Cac t6 chiic ciia CD cip trén truc tiép co so ¢ day 1a cac CDCS truc
thudc. Lya chon mdt trong 2 nhanh ma don vi quan ly, sau d6 chon
“Thém/giam t6 chuc”

HE THONG QUAN LY BOAN VIEN

A Trang chi

Td chive cong doan:

Céng doan Bai hoc Gudc Gia Ha Nai
Céng doan Bai hoo Gudc Gia Ha Héi

CEBCE cac don vi thanh vién

BICS céc don v trus thuds

+ Ctra sb méi s& xudt hién, tai day bét dau khai bao tén cac CBCS truc thudce

cua don vi.

HE THONG QUAN LY DOAN VIEN

# Trang chi #& Trangchil = T8 chive cing dodn
= Cochuth chic

T6 chire cong doan
& QuEn 1y dodn vitn

- T -
& Thing ké héo céo Tento chire CBCS Khoa Ludt

L Thingtin lién hé Ouy mé

-
& HB triy ithudt

B3 Bii mét khdu

[ Céing doan co =i v

- Chan quy md -—-

g Qi
Cfing doan bd phan

STT Mitd chive Té c?ng dor%ln thude cing doan bl phin Lae owmé Chike ning
© Then dfi truy cap To cdng dodn
1 QeDVIT. COCS cée don vitrue thudc : n n
G Bing it
2 AGOYTT CECS Truting BH Khoa hoc X8 hii v Mhén vin Ciing doan oo 0 n

+ Két thuc viéc khai bao co cau to chirc, nhan nut “Luu”.

11



+ Sau khi khai bao toan bd cac CPCS tryc thudc don vi quan 1y, & phan
ctra s0 bén dudi s& xuat hién tén cac CDCS di nhap bao gém cac ndi dung:

ma to chirc, tén td chirc, quy mo, chirc nang.

* Budc 3: Cép tai khoan cho cac CDCS truc thudéc Cb cép trén truc

ti€p co sO

— Sau khi khai bao xong co cAu to chuc caa don vi, cac CD c:?ip trén truc
tiép co s& can thong bao cho bo phan Hb trg k¥ thuat ciia Cong doan Gido
duc Viét Nam dé duoc cr?ip tai khoan va password cho cac CBCS dugc quyén
dang nhap va sir dung phan mém quan 1y doan vién.

— Céc thao tac ding nhap va khai bao co cdu t6 chirc cua cac CDCS truc
thudc cac CD cép trén truc tiép co so dugc thuc hién gidng nhu d6i véi cac
CBDCS truc thudc Cong doan Giao duc Viét Nam nhu da hudng dan & trén.

2.2.2. Chirc nang quan ly doan vién

2.2.2.1. Dang ky thong tin can b, nha gido, ngwoi lao dong va doan
Vién ciia toan don vi

* Buoc 1: Tu giao dién trang chu cua phan mém, chon menu “Quan ly

doan vién”, sau d6 chon “Pang kv maoi”.
9 v

HE THONG QUAN LY POAN VIEN

# Trang chd & Trang chil
= Co cdutdchike
4 Quiniy doan vién CDCS Vién Dai hoc Mé HN
& Thng ké bao cdo
. o €BCS Vién Bai hoc M& HN
& Théng tinlién hé
A HO tro ki thuat T6 Cong Boan
Cdng doan bd phan
BE 94 mat khdu -

@ Theo déi truy cép

C Ding xudt

12



* Bugc 4:  Bit dau qua trinh ding ky thong tin theo mau. Sau d6 nhan

nut “Luu ho so” va “In ho so”(néu can in).

= Co cAutd chic
& Qudn Iy dodn vign déng

& Thilng k& béo céo

L Thng tin lién hé M3 ¢a nhan
E =, =
& HEtro Kt Hovatén
B2 B6i mét khau
Gigd tinh *

© Theo ddi truy cép
Cr NG xudt

Hoe van

Trinh @& chinh tri

Bon vi sinh heat CB*

CECE Truing BH Gubc t& £ M

10410

)
)

HE THONG QUAN LY BOAN VIEN

# Trang chil A& Trang chil = Khai béo théng tin cén b, nhé gido, ngu lao dong

Bang ky théng tin can bg, nha giao, ngwéi lao

Hgiy sinh '

Dintgec * Kinh t|
Ponvi quanly *

Trinh @& chuyén mén* | iy nhan t|

Chive vy Ting

Luu y: Nhitng truong c6 dau

koo

1a nhirng truong bat bude cd thong tin,

néu khong c6 khong thé “Luu ho so”. Poan vién c6 nhiéu chirc vu cong doan,

vi du 1a uy vién BCH Cong doan Gido duc Viét Nam, chic vu nay ghi vao

phan “Ghi cha”.

Trong truong hop can bd, nha giao, nguoi lao dong chua phai 1a doan

vién thi bo trong ndi dung “Ngay vao CP”, ndi dung “Pon vi sinh hoat CD”

e 9

chon

trong danh sach lya chon.

13



* Budce 5:

Sau khi “Luu ho so0”, s€ xuat hién ctra s6 thong bao viéc

dang ky thanh cong vé thong tin can bo vira dang ky va c6 xuat hién thém nodi

dung “M3 ca nhan”. M4 nay s& do phan mém ty cung cdp, duoc sir dung khi

can bd, nha gido, nguoi lao dong hay doan vién chuyén dén hoic chuyén di
don vi khac trong hé thong CDGDVN. Tai don vi dén, chi can nhap ma dé

truy nhap lai toan bo thong tin can bd, doan vién dé6 ma khong can phai go lai

thong tin.

#& Trang chil
= Cocdutd chic
A cudn Iy dodn vien

& Thing ke béo céo

& Hétro Kthust
B2 Dbimét khiu
Q@ Theo dditruy cép

O Dng it

HE THONG QUAN LY DOAN VIEN

PR M ¢i nhin DVDEBH.3.2.
& Théng tin Ién hé - Click 3% chan &

4 Trang chil = Khai béo théng tin cén b, nha gido, nouwdi lao dang

Bﬁang ky théng tin can bg, nha giao, nguei lao T
déng

Ho vatén ' [ w{i Thi Lan l Hgay sinh * 121997

Gidi tinh * Mam e M Din toc * Kinh t|
Bon vi sinh hoat CB * - t| Bon vi quin Iy * Phing hénk chink

Hoc van 1040 t| Trinh @& chuyén mén* | Can ding t|
Trinh d§ chinh tri - t| Chive vy Ting

2.2.2.2. Xem danh sach lao déng, doan vién va tim kiém, tong hop s
liéu

* Bu6e 1: Tur giao dién trang chu cua phin mém, quay trd lai chon

menu “Quan 1y doan vién”, sau d6 chon “Xem DS doan vién” dé xem

toan bo danh sach doan vién cua don vi.

HE THONG QUAN LY DOAN VIEN

# Trang chd

= Cocdu té chirc
‘& Thong ké bao cdo
& Thong tin lién né
# HB tro K thust
88 Do mat khau

© Theo ddi truy cap

G Bing xuat

 Trang chi

Té chire céng doan: Pangkymdi  Chuyén cong tc dén
CDCS Vién Bai hoc M& HN

€BCS Vién Bai hoc M& HN

T Cong Doan
Cang doan bd phan

14



— Luu ¥: Pé xem danh sach doan vién chi tiét dén timg cong doan bod
phan hay to cong doan, tuy theo Iya chon, kich vao nut “td cong doan” hodc

“cong doan bo phan” va chon “xem danh sach”.

* Buge 2: Sau khi lya chon “xem DS doan vién”, s& xuét hién cura s6
moi voi toan bo thong tin ciia doan vién va cac cong tim kiém, tong hop
s6 liéu doan vién cong doan theo cac tiéu chi: trang thai, nhém chirc vu,
chtic vu, gidi tinh, tén doan vién tai bat ky thoi diém hay mot khoang
thoi gian nao d6 va dugc sip xép theo ho tén hodc theo don vi sinh
hoat.

* Budc 3: Bén canh d6, phan mém ciing hd tro 2 chirc ning “in danh

sach” va “xuat excel” khi chiing ta muon in hodc luu git trén may tinh.

HE THONG QUAN LY DOAN VIEN

# Trang chi A Trang chi > Danh sach doan vién

= Cocautdchirc
CDCS Vién Dai hoc M& HN
A Quan Iy doan vién ) R .
DANH SACH BOAN VIEN

W Théng ké bdo cdo

& Thong tin lién hé

Trang théi:  Thtca— Nhémchic vu: | Thtca Chicvu: | Thted-—— - & In danh sich
# Hétro kT thudt
- Gii tinh:  Thtca— = Ti ngay: Tir nga Dén ngay: Bén nga m
BE Boi mat khau
Ho tén:
@ Theo dbi truy cap -
G Bing xudt Tétca. « Boan vién dang cong tac Dean vién bi giam + Sp xéptheo ho tén Sép xép theo don vi
Trinh d§ Chirc vy
Gisi  Hoc Chuyén Céng Chinh Ngay vio
STT  Hovatén Ngay sinh  tinh  van mén Chinh trj doan Dang quyén Bon vi sinh hoat cb Chirc néng
1 Can Bo Vm 01/01/1990 Nam 10/10 Cir - - CBCS Vién Dai hoo Mo HN 26/12/2014 m
nhan

* Budc 4: Tuong tu nhu vay, dé xem danh sach lao dong cua don vi, tu
giao dién trang chu cia phan mém, quay trd lai chon menu “Quan 1y
doan vién”, sau do6 chon “Xem DS lao dong” dé xem toan bo danh sach

lao dong ctuia don vi.
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2.2.2.3. Thay doi thong tin ciia cdn b, nha gido, nguwoi lao dong va

doan vién

— Khi c6 sy thay ddi thong tin ca nhan cua lao dong hay doan vién, chon

danh sach lao dong hoac danh sach doan vién va kich vao tén cua ngudi mudn

thay doi théng tin ca nhan, mot ctra s6 dang ky thong tin ca nhan s& hién ra

cho phép chinh sira. Két thiic qua trinh chinh stra chon “Luu hd so0”.

— Khi lao dong hay doan vién chuyén di hodc nghi viéc (giam khac),

chon danh sach lao dong hoac danh sach doan vién va kich vao nut “chuyén

di”, mot ctra s6 moi hién ra, khi do chi khai bao thong tin thoi gian chuyén va

Iy do chuyén tai muc “ngay chuyén di” va “trang thai di”. Sau d6 chon “Luu

ho so”.

HE THONG QUAN LY DOAN VIEN

# Trang chi
= Coclutdchire
2 Quan Iy doan vién
& Théng ké bdo cao
& Théng tin ién he
& Hbtro Ki thuat

28 B6i mat khiu

@ Theo ddi truy cap

G Bang xudt

= Cocautdchic
2 Quan Iy doan vién
@ Théng ké bao cao
& Théng tin ién hé
A& HBE tro ki thuat

BE B3 mat khdu

® Theo dbi truy cap

G Pang xuat

& Trang chd > Danh sach doan vién

CHCS Vién Dai hoc M& HN

Trang thai: | __ Titca Nhém chive v
Gigitinh: | ___ Titca T ngay:
Ho tén: hap tén doan vién
Tatca e Bean vién dang céng tac
Gigi ch Chuyén
STT  Hovatén Ngay sinh  tinh  van  mén
1 Cén B Vm 01/01/1990 Nam  10/10 Cir
nhan
Chuyén di
Ma Boan Vién DVMHN.1.
Ho va tén Can BéVm
Gidi tinh Nam [
Don vi sinh hoat MHN
Hoe vén 10110
Trinh dé chinh i
Chirc vy chinh quyén
Ngay véo dang
Ngay chuyén dén 06/12/2014
Ngay chuyén di 08/06/2015

Trinh d&

——Tatca —-

Boan vién bi gidm.

DANH SACH BOAN VIEN

Dén ngay:

Chise vy
Chinh
Pang quyén
Ngay sinh
Dan téc

Bon vi quan Iy

Trinh d5 chuyén mon

Chire vy déng

Chirc vu céng dodn

Ngay vao CD

Trang thai dén

Trang thai di

Chirc vy:

e Sap xéptheohotén.

—— Titca——

Bom vi sinh hoat

CBCS Vién Dai hoc M& HN

01/01/1990

Kinh

Khoa Toan

----- Chon chirc vu

06/12/2014

Phat trién moi

Chuyen di

& In danh sach

Sap xép theo don vi.

Ngay vao

ce

Chirc néng

26/1212014 [xi |

[#Click @& chon anh

16



— Khi lao dong, doan vién chuyén dén tir don vi khac trong hé théng
CPGDVN d4 sir dung phan mém, yéu cu ca nhan d6 cung cip ma c4 nhan
ctia ho trong phdn mém quan 1y doan vién, sau d6 chon menu “Quan 1y doan
vién”, chon “Chuyén cong tic dén” va nhap ma c4 nhan vao dé tim kiém 1ay
thong tin, tiép d6 chinh cac thong tin ¢ nhan néu c6 su thay d6i va “Luu hd

s0” ma khong can dang ky lai.

Chuyén can bé, nha gidao, ngudi lac déna dén

ik o nhan [ | @

phan quyén ddi véi cac cap cong
doan, cu thé nhu sau:

- Boi v6i CDCS:
+ Pugc quyén thém/giam, sira chita thong tin can bd, nha gido,
nguoi lao dong va doan vién cong doan cua don vi.
+ Puoc quyén xem, tong hop danh sach, tra ctru theo cac tiéu chi
ddi v&i can bd, nha gido, nguoi lao dong va doan vién cong doan
cua toan bg don vi hoac theo ting don vi cong doan ho dang sinh
hoat.

- Pbi v6i CP cap trén truc tiép co so:
+ Khoéng duoc quyén thém/giam, sira chira thong tin can bo, nha
gido, nguoi lao dong va doan vién cong doan cua cac CDCS truc
thuoc.
+ Puoc quyén xem, tong hop danh sach, tra ctru theo céc tiéu chi
ddi v6i can bd, nha gido, nguoi lao dong va doan vién cong doan
cua toan by cac CBCS truc thudc hodc theo tung don vi cong
doan ho dang sinh hoat.
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2.2.3. Chikc ning théng ké, bdo cdo:

* Budce 1: Tu giao dién trang chu ciia phan mém, chon menu “Thong ké

bao cao”.

* Budc 2: Chon muc “Thong ké so lugng”, s€ co cac so licu tong quat

cua don vi, bao gom:

- SO lugng can bg, nha gido, ngudi lao dong

- SO lugng doan vién

- S6 luong can bo, nha gido, nguoi lao dong tham gia dong BHXH tai

don vi

* Budc 3: Lap bdo cao phat trién doan vién. O day chi can lua chon

khoang thoi gian muon bao cdo va chon nat “In bao cdo thong ké”,

phan mém s& chiét xuat toan b so6 licu cua don vi theo mau cua

CDGDVN.

# Trang chi

= Cochutd chix
& CuEn Iy dodn vién
L Théno tin ign hé
A Hb tro ki thudt

E2 Db mét khdu

3 Theo dditruy cép

> Bing xudt

Té chire cong doan:  CDCS VIEN DAI HOC MO'HN

©BCS VIEN DAI HOC MO HN

BAO CAO TINH HINH PHAT TRIEN BOAN VIEN, THANH LAP CBCS

Tie ngay Dén ngay

In bio cio théng k&

8 Théng ké sb Irgng

i
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* Luu y: Chire nang nay khong chi gitip lay béo cdo sb lidu thong ké cua toan bd
CbCS, ma co thé thong ké s6 liéu dén ting t6 cong doan va cong doan bo phan, chi can
chon don vi can 1ay s6 liéu va 1am céc thao tac nhu d3 huéng dan & trén.

2.2.4. Chirc nang theo doi truy cap:

Chtrc nang nay s& gitip cac cap CD theo ddi viéc dang nhap va cap nhat
thong tin cta cac don vi truc tiép quan 1y dé theo ddi, d6n ddc, nhic nhé gitp
cho cong tac luu trit, theo ddi cap nhat tinh hinh phat trién doan vién va thanh
1ap CPCS dugc chinh xac va kip thoi nhat.

HE THONG QUAN LY DOAN VIEN

@& Trang chd  Trangchd > Quan Iy truy cap

i= Co cdu 10 chirc

QUAN LY TRUY CAP

L Quén I doan vién

& Thing ké bdo co Hiénthi 10+ dongméitrang Tim ki
& Thong tin lién hé Té chire Taikhodn * Dién thoai Email Théi gian truy cdp gn nhit

F 18 tro ki thudt 1 vdhmhanoi 0733872605 congdoan.sotiengiang@moet. edu. 08/06/2015 14:14:12

B2 i mat kndu Trang 111 — - Tiép
© Theo déi truy cap

(» Dang xuat

3. Thong tin lién hé:

Moi thdng tin trao do1, y kién dong gdp cho phan mém xin giri vé Ban
T chirc Cong doan Gido duc Viét Nam:

Dia chi: S6 2 Trinh Hoai Duc, Ha Nbi

Dién thoai: 04.38230016 / 0979388066

Email: bantochuc@congdoangdvn.org.vn
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