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1. CAC THAO TAC CHUNG
1.1. Piing nhap hé thong

Tén dang nhap bang tai khoan ciia nguoi dung theo 1 trong 3 cach sau:
- Nhép Tai khoan 1a Ma can bo CCVC.

- Nhap Tai khoan 1a Email cua can bo.

- Nhép Tai khoan 1a CMND/CCCD.

- Mat khau dang nhap mac dinh: Vnpt#123

BUOC THAO TAC

1 Mé trinh duyét web: Chrome, Céc Coc,...

Vao dia chi website phan mém cong chirc, vién chirc:

https://binhdinh.vnerp.vn/

—
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- Nhap Tai khoan da cung cap cho can bg cong chirc, vién chirc
3 - Nhap mat khau cua nguoi dung

- Nhap ma xac thyc trén hé théng

Kich chon Bang nhéap
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https://binhdinh.vnerp.vn/

1.2. Ping xuit hé thong

BUGC THAO TAC
Kich vao tén nguodi dung goc phai man hinh
B omm| P mm| B omm
2 Kich chon ding xuat
1.3. Tuy chinh ca nhan
1.3.1. P6i mat khau
BUOC THAO TAC
1 Kich vao tén nguoi dung goc phai man hinh
Dz
2 Kich chon tuy chinh ca nhan
3 | Doi mét khau
Thay doi tuy chinh ¢i nhin
Thai Thanh Thao
4 | - Nhap mat khau cii

- Nhap mat khau méi
- Nhap lai mat khau méi dé xac nhan

- Kich chon D61 mat khau dé hoan thanh viéc d61 mat khau moi
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Hé théng

Miat khau cii
Mat khau mdoi

Xdac nhan mat khau mdi

Béi mat khiu Hy

1.3.2. Thém hinh anh vio ho so hoiic xo4 hinh anh khéi ho so

BUOC THAO TAC

Kich vao tén nguoi dung goc phai man hinh

‘
Elemn

‘ﬁ‘ [; C DT ¢
S ooz =

Do nghi vide Don xac nhén lam thém gié N on ving mat - Cé nhan
ooz -

2 Kich chon tuy chinh c4 nhan

Kich chon vao cai may anh
Hinh cay but goc trai 1a thém anh
Hinh bén phai 1a xo4 anh

3 ,_ 8

- Kich chon cay but dé thém anh
- Chi duong dan noi luu anh dé dua anh 1én ho so
- Kich chon luu

Thay d&i tuy chinh ¢a nhan

4 Thai Thanh Thao

=

24 mat khiu
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2. HUONG DAN SU DUNG CHU'C NANG PHAN MEM THEO TUNG VAI TRO
CUA NGUOI DUNG

2.1. Can bo Céng chirc, Vién chirc

2.1.1. Cac chirc nang ciia Can by Coéng chirc, Vién chirc trén menu trang chi

M0 ta: Trang chi ding dé xem dif liéu tong quan dashboard gin véi ting c4 nhan.

BUOC THAO TAC

Menu trang chu

Hé sor ca nhan Yéu cAu cla ti . Yéu cAu phé duyst Thai gian lam viec
(Xac nhan) u 1 = 0 o Thei gian: 0000 - 00:00

2

®

Théng tin nghi phép Théng tin chdm céng Théng tin lwong

Céan bo Cong chirc, Vién chitc mudn thye hién chirc nang nao thi kich
chon churc nang tuong ing trén menu

2.1.2. Danh ba
M@ ta: Chirc ning cho phép tim kiém théng co ban cia CBCCVC theo cép dugc
nhin dit liéu. Ludi hién thi man hinh Danh ba CBCCVC.

Chirc nang:
- Xem danh sach CBCCVC trén lu6i.
- Tim kiém CBCCVC theo céc tiéu chi tim kiém:

- Loc nhanh theo cay t6 chire (1): Khi chon Pon vi/ b phan/ phong ban twong
ung h¢ thong tra vé danh saich CBCCVC tuong tng.

- Loc nhanh theo theo tiéu chi (2): tén can by, ma can bg, s6 dién thoai, email...



BUOC

THAO TAC

Ludi hién thi man hinh Danh ba CBCCVC

Danh ba can b CCVCG

i o [E

18071808 ¢ > 38

4 Don vi/ Phang ban

TO THANH DAY BINH THANH HUA
0910000030 0910000034

UBND tinh ABE / UBND huyén A/XE True Thuong UBND tinh ABC § UBIND huyén A1 X3 Thach Ban

NGUYEN TUYET LOC
oo

© 1 UBND huyén A8 Hop Thanh

TO THAI LUU T THANH HANH
0810000040 091000004
UBND finh ABC / UBND huyén A/ & Quang Thanh UBND finh ABC § 56 aldo duc diu

Tim kiém CBCCVC theo cac tiéu chi

Danh ba can b CCVC

2.1.3. HO so can Cong chire, Vién chirc tw Khai

Mo ta: Thuc hién hd tro can bd tu cap nhat cac thong tin ciia minh

BUOC

THAO TAC

Kich chon menu Quan 1y ho so

Culny kéanmbiisin  Oudnyybuchs  Ddnngdcinbd  Daowobbimutmg  Hby

HO so can bd tu khai

Kich chon stra

Nhap day di thong tin dé dong b 1én hé thfing quan ly can b§ Coéng
chire, vién chirc B¢ N§i vu theo hudng dan gom:

1. Thong tin cong vié¢c/ca nhan

2. Trinh @0 hoc van




BUOC THAO TAC

3. Lwong va phu cép

4. Qua trinh cong tac

5. Thong tin Bang

6. Thong tin ca nhan khac

[ .~ I

“Trda Thi Tuyét Lg

v 1610511990

Théng tin lién hé
Eman vumngniS@gmat eom
Dibog oatarszens

v thesi chng ty

e ma

Luu thong tin cd nhéan da tu khai

Trde Thi Tuyde L

= 181051990

JBND finh Binh B

vesm @

Losiphy cbo

e B et B4

= Hisbio
=

5 g non

2.1.4. In hd so ca nhan can by CCVC

BUOC THAO TAC

Trong muc ho so ca nhan cta can bo -> kich chon in
SO muon in

Hé so can bg CCVC / BDhdemo02 - Nguyén Dinh Thu

@ -
Emom

—
H s0 CBCCVC

Tiép nhan CBCCVC In~

Hb so cén bb tir khai .
So yéu Iy lich (Mau HS02-VC/BNV)

So'yéu I lich (MU 2C-TCTW/98)

Quén Iy hd so cén b tu knai
Hb 5o sikc knde cd nhan

. . L lich cén b, céng chirc (Mau 1a-BNV/2007)
Thong tin can by CCVC

S0 yéu j lich cén b, céng chirc (MAu 2a-BNVI2007) g

]
ze

Quan hé gia dinh e iop déng
L P Tiéu si tom tat (Mau 3a-BNV/2007)
Qua trinh ¢dng téc

Phiéu bd sung 1§ lich cin bd, cong chirc(M3u 4a-BNV)

Bottiém ching

Véin béing chimg chi khéc Théng tin cdng viéc/cd nhan  Trinh @ hocvén  Luongvaphucép  Quérinh cngtdc  Théng tin Bang

» Hb 50 Théi viéc, Gidn doan

—
Ml 520 higm

Thaéng tin ¢4 nhén khac

-> chon loai ho

0 ¢ > @

m

Xac nhan

04

hy cip

“Trinh d6 chuyén mon Hova tén(] L lich cén b céng chirc vién chire méu 26 BTCTW Loai cdn ba(*)
eyt 8 g lich cén bd cbng chirc vién chire miu 2aBTCTW S
B3 dring chirc danh nghé ng Nguyen Egnh o ; Céng chire
P Soryéu i leh (MAu 2-BNVI2008)
\img ehi hanh nghé . e (e e BRVE )
i e s Tén goikh Phiéu b sung I lich mu MEu 20TCTW Ngéy sinh(*)
ué trinh khen thiréng Jeuno e manEg £ 1o
Phiéu bd sung I lich vién chirc(MAu HS03-VC/BNY) 01/12/1985
Qud trinh kY ludt it
onftac S ¥éu lich 2C - Hop nhét
Théng tin tiém chiing Don vi cang tic
UBND tir

Noubi ding va thiét 140

Chon in & dang Pdf hoac Word




BUOC

THAO TAC

Hb 50 CBCCVC Ho so can bg CCVC

Tiép nhdn CBCCVC
Hb so can b t khai
Quan I hé sor cdn bé tw khai

Ho so sirc khée cé nhan

Théng tin can bé CCVC

/ BDhdemoQ2 - Nguyén Dinh Thu

/ So yéu Iy lich 2C - Hop nhét
|w

Quan hé gia dinh

Qué trinh eng tac

Trinh @ chuyén mén

B0 dwding chirc danh ngné ng.

Ghirng chi hanh nghé

Qud trinh knen thirémg

Qué trinh k¥ luat

Théng tin tiém chiing

ot fiém ching

Van bang chimg chi khac

¥ H6 50 Théi viéc, Gidn doan
Hop ddng lao ddng
Phy lyc Hop déng lao dong

Quan Iy Dang vién

Co quan quén I cén bo. céng chitc. vién chire: UBND tinh Binh Dinh

Co quan, don vi st dung cén bd, cdng chire, vién chize: Don vi demo cho & Néi vu S& TTTT

SO YEU LY LICH
1) Ho v tén khai sinh (viét chit in hoa): NGUYEN DINH THU'  Giéi tinh: Nt
2) Tén goi khic
3) Sinh ngdy: 01 thing 12 nim 1983
4) Noi sinh: 123 Tran Phu, Tran Pht, Quy Nhon, Binh Dinh
3) Qué quén: Phudng Nhon Pha, Thinh phd Quy Nhon, Tinh Binh Dinh

6) Dén téc: Kinh
7) Tén gido: Phit gido

2.2. Can b 1am cong tac quan ly Can by Cong chire, Vién chire

2.2.1. Quan 1y ho so

Mo ta: Thuc hién hd tro can bo CCVC tu cap nhat cac thong tin ciia minh. Cap
nhat, diéu chinh thong tin chua dung cua can bd CCVC, phé duyét thong tin ho so tu

khai cua can b CCVC.

2.2.1.1. Tao hé so cdin bé Cong chikc vién chirc

BUOC

THAO TAC

Trén man hinh trang chinh, chon phan hé Quan 1y h so can bd

222 Tangchd  Canhbdo  Danhba  Quan iy hdso

Quan Iy chdm céng  Quan I rong

Bién déng cinbd  Quan If bao hiém  Quan Iy ngdy nghi -

Q  Timkiém

Trang chid

=

Danh ba

Quan Iy képk‘r\ai 1ai san @
© O

Quan Iy ngay nghi Co céu td chirc

O)

Canh bao

Quan I hd sor Quan K chdm cdng

Quan Iy bao hiém

Chon tao ho so can bo




BUOC THAO TAC

=== Trang chid Canh bdo Danh ba Quan by hd sor Quan Iy chim cb

e E T HS so can bd CCWVC

Tiep nhan CBCCWC H
HO sor can bd twr khai Tao
Quan Iy hd sor cédn bd twr Khai

HO sor siPc khoe cd nhan & Don vi/ Phong ban

Théng tin can bd CCVC Tim kigém...
CGuan hé gia dinh [=FBon vi demo cho SO MG vu S TTTT
Cua trinh cong tac Phang dema 1
Trinh & chuyé&n mon Phang dema 3
Bdi dudng chirc danh nahé& ng. .. Phang dema 2

Chirng chi hanh nghé

Nhép day du cac trudng thong tin cua can bd Cong chire, Vién chirc

Kich chon, lvu ->kich chon xac nhan

Ounfjhrong  Béndéngcanbd  Oudn b bio hém  Qudn  ngay nghi 4 o . B Hguydn Binh Th

2.2.1.2. Stra hé so cdn bé Cong chire vién chirc

BUOC THAO TAC

Trén man hinh trang chinh, chon phan hé Quan 1y ho so cén b
Trangchii Canhbao Danhba Quanlyhéso Quanlychdm cong Quanlylrong Biéndongcanbd Quan ly bao hiém  Quan ly ngdy nghi +

Q  Timkiém..

1 H (O ) B s a

Trang chi Canh bao Danh ba Quan Iy hé 5o Quan Iy chdm cong Quan Iy luong

Quan Iy ké’k‘hai 13i san @ D?
O®

Bién déng can bd Qudn If bao hiém Quan Iy ngay nghi Co cau1é ehirc Quan Iy yéu ciu

Tim chon ho so can b Cong chirc, vién chirc mudn stra

Chon sutra thong tin




BUOC THAO TAC

— 3 aer can b GOV DhdemoC v
R3¢ can bé CCVC / BDhdemo02 - Nguyen Binh Thu
— 0
Tiep nhan CHCCVC i

Tao

In = Hinh déng =
W 5o cin b 1y knai

1w < >

H s sirc khde cé ahan

xic andn
Théng tin cin b COVC . Thing ti bid _ _ _
Guan hé gia dinh [ crecis L T-.ru].]g | @) prituioen | Hop abng B Deonien [~ L.
Qud frinn céng téc
Trinn G chuyén mén Mo vitéal") i
Bl duiimg chire danh nghd ng

Nguyén Binh Thr

BOhde Cang chirc
Tén gol khdc o tinhi’ Nasy siahi’)
NI 01121985
Qution kit
Thiing tin tiém chiing Bon vi cing ticl)
. UBND tinh Binh Binh / Bon vi dema cho S& N&i vu S& TTTT
Vin bing ching enl nde Thogtn cing vidc/canhdn | Trich Gabocwén  Luonguapwcip  OuaWinhcingtic  ThonginBang  Thing in canhin khic i dimg va i

Kich chon, luu

Nouyén Birh Trhu

it e g s
N ~ 01/12/188 2]
nh Binh / Bon vi demo ch & Néi vu $4 TTTT
Trinh d¢ chuyén mon (Tir trung cép tror 1én)
TS odn by wabm o 180
1 o Tin

B dga mia Ngh it e o

2.2.1.3. Phé duyét thong tin ho so tw khai ciia cin by CCVC
BUOC

THAO TAC

Trén man hinh trang chinh, chon phan hé Canh bao

Trang chi Canh bao Quan Iy hé sor Quan Iy chdm céng Quan Iy luong

Quan Iy ké khai ta

Quan Iy bao hiém Quan by ngay nghi Co cu té chirc QUAN Iy yéu ciu

Céu hinh chung

Tuyén dung

Banh gia can bd ‘Bao tao bdi dwrdng

Quy hoach cén bd

Kich chon muc Téng sb (H6 so nhan sy tu khai)

long so

Hé sor nhan syt khai

Ché phé duyét: 2
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BUOC THAO TAC

Truong hop 1: doc va duyét tirng hd so -> Kich chon mét hd so

Théng tin cdnh bao / Xac nhan hé so nhan sy ty khai Tim. e
In~ Himngong v XuitdFliéy  =Timkémningcao Y CAcbgloc - S Nnomtheo - s Véutich + 122 ¢ >
# Bon vi/ Phong ban #() Séhieu Tencinbd  Bomvi/Phong ban = Chicvu  NgachChicdanh  Ngdy  GiGi Emal Bién Trang théi th
. ceve sinh tinh thoai tin
Timkiém EDhﬂsmn Nguy&n Thi Anh UBND finh Binh Sinh /Don vi demo cho S3  Chua dc ainh 01.001 - Chuyénvien  01/12/1998 NG ruongnx@gmailc 034759512 Chdxéc nhan
-Bon videmo cho SO Ngi v SETTTT 01 NGi vu S& TTTT/ Phéng demo 1 ¢80 cdp om 4
Phang demo & 2() BDH10  NowénQubc  UBNDfinh Binh Binh /Bonvidemo cho S3 Trudngban  01.002-Chuyénvién 2010411891 Ni truongnx11@gmai 091413998 Cher xc nhén
Hai NGi vu 6 TTTT/ Phong demo 2 Hang | eninn Leom 8

Phang demo 1
Phang demo 3

Phang demo 2

Trudng hop 2: duyét nhiéu ho so -> Kich chon mét ho so

Thang tin canh bao / Xac nhan ho so nhan sv tw khai

In~ Hanhdbng ~ ulté¥ity  FTmkiémningcao YCacbdloc =  SNhbmineo = o Yu thich v 1212 €

3 2 & Don vi/ Phang ban 55"'5' Tencinbd  Dom vi Phing ban ~ Chiécvy  NgachiChirc danh
- cove

Néu dong ¥ xac nhan luu hd so -> Kich chon Xac nhan
Néu khong dong ¥ x4c nhan tra lai cho can bo khai lai thi kich chon tir
chdi

BDhdemo01 - Nguyén Thi Anh o 12 P ban:
URND B S 5 e ch 55 i v S5 TTTT / Fhing s 1

) Uik

= # Mplydevctuing s Loseind)  Loleng  McNChodann T
1 30032022 T 5 prarT— ‘

=

. ¥ Tenocie Tengiy e  Slmnoh  Lowshvce BT Pheciotion ki Conmnen

& P cho i ? Tk e .

2.2.2. Bién dong nhan sy
2.2.2.1. Luén chuyén diéu djng

M&b ta: Cho phép chuyén vién quan 1y thyc hién diéu dong can bd trong danh
sach don vi quan ly, hodc ngoai don vi nhung co6 trong phan mém

BUOC THAO TAC

1 Trén man hinh trang chinh, chon phan hé canh bao
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BUOC

THAO TAC

S22 Trangchi Canhbio Danhba Quanljhdsc Quanljchdmeéng Quanljlrong Biéndongcinbd Quanly bdohiém Quanly ngaynghi =+

Q | Timkiém

") 22 q -8@

Trang chi Canh bo ba Quén Ij hé so Quén I chém céng Quan Iy lrong

| i
[ ] Quén I§ ke knai tai san ®)
a2 Bl = (=

Bién dong can bd Quan Iy bao hiém Quan Iy ngay nghi Co céu td chirc Quan Iy yéu ciu

Kich chon vao muc luan chuyén diéu dong (ca nhan hodc hang loat)

Kich chon Chon “Tao” va thuc hién nhap dﬁy du céc thong tin trén danh
sach cac ban ghi luan chuyén, di¢u dong

Luan chuyén - Diéu dong i ¢
Cimia nkimndog cao | TCichokc = ENRGmieo = | kY mich = M s

88 nhiém 4 Do v|I Phéng ban #(0 CinbCCVC  Dom viPhong ban cii Do viPhing ban méi Chicwy  Chircve  Sbauyét Nobybit Trar
] mén aon ohue bl

Kidem mhiém

" 10 BOHDEMOT T

ol u E d 0 NG aT dema cho S Nés v

Bidt phii . Phing doma Phing dema 2

Kich chon Iwu dé Luu lai théng tin Luan chuyén — Diéu dong can bd. Ban
ghi sau khi “Luu” s€ ¢ trang thai “Soan thao”

e Luéin chuyén - Digu dong / Moi

ibu Sing

Thao tac Diéu dong kém tiép nhan

Néu cén bd nay duoc chuyén dén 1am viéc truc tiép tai don vi phong ban
trén ban ghi luan chuyén thi Click chon [Diéu dong kém ti€p nhan]

Bl Tumoi Cimbdo Domby Culnmbso uin§onoiey Cuelweg i Glepcinb Cumibbndm  Cunk ey +

Théng tin can by CCVC
Canbi CCUC

Bom viPhog ben

Thong tin luan chuyén - didu dgng

Losi i

Thao tac Diéu dong

Trong truong hop don vi/ phong ban méi, khong phai 1a don vi tiép nhan
tryc tiép kich chon [Piéu dong]. X4c nhan Diéu dong

-12-




BUOC THAO TAC

§E Tengchi Cihbdo Danhbe  Ouinffhbso Quinkjchdmcing Cuinljhromg  BiénGéngcinbd  Cudnfjbdohém  Cudnlfngiyngh  +

Théng tin can bé CCVC

BDN - Nguyin Phuong Nar 9 chwed

Thong tin luan chuyen diéu dong

Losi dibu ad0g Trong b4 thing (hiéntaf) v

Thao tac tiép nhan

Trén ludi hién thi danh sach can bd duoc Luan chuyén — Piéu dong, chon
ban ghi ¢ trang thai “Cho ti€p nhan”

Néu don vi/ phong ban trén ban ghi diéu dong la don vi dén 1am viéc truc
tiép, kich [Tiép nhan can bo]

Théng tin luan ehuyén - didu déng

2.2.2.2. B6 nhi¢m, Kiém nhi¢gm, Mién nhi¢m, Biét phdi

M@ ta: Cho phep thyuc hién bd nhiém chirc vu 1anh dao. Thuc hién bd nhiém can
bd thude cAp quyén quan 1y, thuc hién didu dong, s& thyc hién thay d6i cac thong tin
nhu: Pon vi/ phong ban, Chuc vu.

BUOC THAO TAC

Trén man hinh trang chinh, chon phan hé canh bao

Q | [Tim kiém

1 O B = q 2
Trang chii Canh bio Danh ba Quan Iy hé so Quan If chm cdng Quan If lrong
P 5
@ Quan Iy ké khai tai san
Bién dng cén b Quin Iy bao hiém Quan I ngay nghi Co chutd ehirc Quan Iy yéu ciu
7 A A A A
2 Kich chon yéu cau can thuc hién
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BUOC

THAO TAC

ke chyla 3be B30 Luan chuyén - Diéu ddng

Hing loat

aéanign & Bon vi 1 Phang ban
Kiém i
Wikn i
aiét pnii

adngess ¥ Cicbdloc = | Zhhom theo = e Véuihich = 202 ¢ ¥

10 eon-howrkn U Chésnvin phing Oy ban
Phugng Ham Vi demo cho 55 NG v 5§ o ot i cin, Gidm 3¢ 55
TP Primgssmat T ity o

e ——

Thong tin cén bg CCVC
én b3 CCVE

Bom viPhing ban cib

Thong tin bé nhigm

Lol b4 ahkém

Bom vyPang ban mét

i vy min

Thim gias =

hi e

Cuin K chém ¢

= Chire vy il
- $5 quyit dinh
- Ny quyd dinn -

Binh ke e i - @inn kom quydt @nn
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