DANG CONG SAN VIET NAM

HUONG DAN KHOI TAO
THONG TIN CHI/PANG BO
VA DANH SACH PANG VIEN
THUQC CHI BO

Doi twong sw dung: Cd'p uy (vai tro Thuw ky)

SO TAY PANG VIEN DIEN TU



D I. Pang nhap 7

* Buwdc 1: Nguoi dung truy cap vao trang web:
https://stdv.dukcqtw.dcs.vn/
* Buwdc 2: Tai man hinh dang nhap, nguoi dung thuc hién nhap
thong tin dang nhap:
+ Tai khoan = s6 thé dang vién
+ Mat khau= mat khau cta ngudi dung da dugc cap
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https://stdv.dukcqtw.dcs.vn/

UII. Thém mdéi danh sach Chi/Pang b6 truc thugc Pang b(ﬂ

Buwée 1: Tai thanh menu, nguoi dung click chon menu Co cau t6 chirc
Co 2 cach thém moi Chi/Dang bo:
+ Cdch 1: Nguoi diing thém mét Chi/Ddng bé truc thuéc bang cdach nhan vao nit Thém mdi va nhdp théng tin trén man hinh
théem moi
+ Cdch 2: Nguwoi dimg thém nhiéu Chi/Ddng bé triee thude ciing mot lic bang cach Import danh sach Chi/Pdang bé (Thuong
dung khi khéi tao dit liéu ban dau)
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D Cach 1: Thém méi myt Chi/Ding bd 7

Buwdc 2.1 : Nguoi dung nhan nat Thém méi dé thuc hién thém méi thong tin
Chi/PBang bo truc thudc
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D Cach 1: Thém méi myt Chi/Ding bd 7

Buwdc 3.1: Nguo1 dung nhap cac thong tin trén man hinh thém ma1, sau do
nhan Thém m&i=> Hé théng s& hién thi tén Chi/PBang b0 vira thém md1 & man
hinh Danh sach co cau to chtc
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D Cach 2: Import danh sach Chi/Dang bo 7

Buwdc 2.2: Nguoi dung nhan nut Nhap don vi dé thuc hién import danh sach
cac Chi/PBang bo truc thudc Pang bo.

SO TAY PANG VIEN PIEN TU 6




U Cach 2: Import danh sach Chi/Dang b0 7

Buwdc 3.2: Sau khi nhan vao nat Nhap don vi, ngudt dung chon Tai bi€u mau
de tai bi€u mau nhap don vi vé may
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Cach 2: Import danh sach Chi/Pang bo

B EH - s bieu-mau-csd (13).xlsx - Excel T E -

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

ey M Cut - L e = = - 2 |:|:|)< =2 D AutoSum - A

Calibri 12 A A T== F- EWrapText General - = 4 | Normal Bad €fm O @ Y H

pDEE'CDW' c d' ! Forms d I . |EEI LIJEEl| F e~ sz & Find &

aste ) B I U-~ _ .| My s E=E = =SS Er\-’ler e & Center = $ - O 9 f.n .tfn onditional Format as | Goo MNeutra - nsert Delete Format ort n

- ¥ Format Painter = J e Formatting~ Table - - - - < Clear~ Filter = Select =

Clipboard T Font P Alignment P Number P Styles Cells Editing
K11 M I
A B C D E F G H | ] K
b | | b | | b | - . . | . . .
1 Téncosd Loai co s& Dang Nhom dang bo Loai hinh Dia chi 56 dién thoai Thi? tu hién thi
2 Pang bé Cuc Théng tin dai ngoai Pang bé Ban Ch&p Hanh Co quan Viét Nam 0123456789 1
A . F
Chi b Cuc Phat thanh, truyén hinh

3 |va thong tin dién tl Chi bd Co qguan 115 Trin Duy Huwng 0932332886 2
A
5
6
7
8

o Luwuy khinhap:
1. Nguoi dung bat budc phai nhap cac trudng thong tin: Tén co S0,
Loai co sé Pang, Loai hinh, Nhém dang bo (chi bat budc nhap néu
don vi1 ¢6 loai co s& Dang= Dang bJ)
2. S6 thtr tuy hién thi nho nhat s& duoc sap xép & vi tri dau tién trong
danh sach
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D Cach 2: Import danh sach Chi/Dang bo 7

o Luwuy khinhap:
3. G14 tr1 nhap cua cac truong Loai co s6 Pang, Nhom dang bd, Loai
hinh phai 1a thud¢c mot trong cac gia tri ¢ sheet Danh muc
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Cach 2: Import danh sach Chi/Dang bo 7

Bude 4.2: Nguoi dung thuc hién luu file, quay lai man hinh Co cau t6 chtrc, nhan nut
Nhap don vi=> chon Import

SO TAY PANG VIEN PIEN TU
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Cach 2: Import danh sach Chi/Pang bo

Buéc 5.2: Nguoi dung thyc hién tai file vira nhap=> nhan niit Nhap

SO TAY PANG VIEN PIEN TU
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D Cach 2: Import danh sach Chi/Dang bo 7

Buwdc 6.2: Sau khi nhan Nhap, danh sach Chi/Pang bo sé duoc thém mai thanh cong va xuat
hién & man hinh Co cau t6 chuc

SO TAY PANG VIEN PIEN TU
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III. Thém mai thong tin dang vien vao Chi bo

Bwée 1: Tai man hinh Co cau to chur, nguoi dung nhan chon vao Chi bé muébn

import danh sach dang vién
Co 2 cach thém maoi dang vién vao Chi bg:
+ Cdch 1: Nguoi ding thém méi tirng ddang vién vao Chi bg bang cdch nhdn vao nit Thém mdi va nhdp thong tin trén
man hinh thém méi (Thuong diung khi c6 dang vién méi két nap)
+ Cdch 2: Nguoi diing thém méi nhiéu dang vién cung mét lic bang cdch Import danh sach dang vién(Thuong ding khi
khoi tao dir lieu ban dc”iu)
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Cach 1: Thém m¢i mot dang vien

Chi B6 Vu T6 Chiic Can B

Y7 Luu trif yéu thich

% GUi nhan vin ban

& Ca céu té chiic

= XEp hang z

[% Xu&t thdng ké .
Danh sach Dang vién

Pang vién Cap dy Yau ciu chuyén tdi
[% Nhap Dang vién Q Téng sé: 2
STT Ho tén Tén dang nhap S6 thé Pang Chirc vu Pang Ca sd Dang Thao tac
1 Nguyén Vin A 37654321 Bang vién Chi Bg Wu T8 Chic Can Bé E
2 Mai Anh Chung 92013321 92013321 Bang vién Chi B& Vu T8 Chirc Can Bo E

10 / trang

 Budrc 2.1: Sau khi nhan chon chi bd, ngudi dung kéo xudng muc Danh sach dang
vién.

« Buwde 3.1: Nguoi dung nhan nat Thém mdi, hé thong hién thi man hinh thém méi
dang vién
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Cach 1: Thém m¢i mot dang vien 7

X Thém mdi N3m sinh Mgay vao Bang

* Ho va tén *Tén dang nhap

Mgay vao chinh thic

* M4t khdu @ S8 dign thoai
Qué quan
Email Gidi tinh
s
(® Nam Nt
Mai cu tru
Anh dai dién
+ P
Tai 1én
568 Iy lich S48 thé Bang

* Buwdc 4.1: Nguoi dung thuc hién nhap cac thong tin trén man hinh thém mai. Trong
d6, bat budc nhap cac trudng thong tin: Ho tén, Tén ding nhap, Gidi tinh, Email, S6
thé dang vién. Trong d6 nhap Tén ding nhap = SO thé dang vién

* Buwdéc 5.1: Nguoi dung nhan nit Thém mdi=> DPang vién dugce thém moi sé xuat
hién ¢ danh sach dang vién
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D Cach 1: Thém m¢i mot dang vien 7

« Buwde 6.1: D6i v6i dang vién co chitc vu Bi thu/Pho Bi thu/Thu ky trong Chi bd,
ngudi dung nhan vao tab Cap uy=> nhan Thém méi dé thuc hién thém méi chitc vu
cho dang vién.

Luu y: Néu dang vién khong cé chirc vu thi nguoi ding cé thé bé qua bwdce nay.
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D Cach 1: Thém m¢i mot dang vien 7

* Buwdc 7.1: Nguoi dung chon dang vién vira mdi tao va chon vai tro tuong trng voi
dang vién do, sau d6 nhan Thém md&i=> H¢ thong hién thi dang vién véi vai tro mai
& danh sach cap uy

SO TAY PANG VIEN PIEN TU 17




Cach 2: Import danh sach dang vien

Chi B6 Vu T6 Chiic Can B

Y7 Luu trif yéu thich

% GUi nhan vin ban

& Ca céu té chiic

= XEp hang z

[% Xu&t thdng ké .
Danh sach Dang vién

Pang vién Cap dy Yau ciu chuyén tdi
[% Nhap Dang vién Q Téng sé: 2
STT Ho tén Tén dang nhap S6 thé Pang Chirc vu Pang Ca sd Dang Thao tac
1 Nguyén Vin A 37654321 Bang vién Chi Bg Wu T8 Chic Can Bé E
2 Mai Anh Chung 92013321 92013321 Bang vién Chi B& Vu T8 Chirc Can Bo E

10 / trang

 Budrc 2.2: Sau khi nhan chon chi bd, ngudi dung kéo xudng muc Danh sach dang
vién.

 Buwde 3.2: Nguoi dung nhan nat Nhip dang vién dé thuc hién import danh sach dang
vién vao Chi bo

SO TAY PANG VIEN DPIEN TU 18




D Cach 2: Import danh sach dang vién 7

* Buwdc 4.2 : Sau khi nhan vao nit Nhap dang vién, nguoi dung chon Tai biéu
mau deé tai biéu mau nhap dang vién vé may

SO TAY PANG VIEN PIEN TU
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Cach 2: Import danh sach dang vién

Insert Page Layout Formulas Data Review View Developer Help Q Tell me what you want to do
& EEI:I
= = Insert ~ >~
D % ‘Calibri 112 ~|A A = = E v 22 Wrap Text ‘General - =: Ky ‘_).‘ - ZY p

pasta. 2~ Conditional Formatas call | = 0% ¥ | o Fnda | Ade

aste B I U-+~|"+v|&-~ v = = = €= a= Merae & Center v v 9% 9 (-O.g .08 onditional Format as e ey o in -ins

v o a - = L J $ o Formatting v Tablev Stylesv | H£Format~ ¥ Filter v Select v
Clipboard Y Font Y Alignment Y Number Y Styles Cells Editing Add-ins
313 - ke

A | B , C , D , E , F G H [ J , K , L , M

_ |STT  HovaTén Chirc vu trong Chi bd S&thé Pang SO dién thoai Tén dang nhap Nam sinh  Gidi tinh Email Qué quan Noi cw tri S8 ly lich Ngay vao Dang
n Nguyén Vin A Dang vién 80000000 0123123123 stdvnva 1980 Nam example@thaibinh.gov.vn Viét Nam Viét Nam 000.000.001 31.12.2010

o Luuy khinhap:
1. Nguoi dung bat budc phai nhap cac truong thong tin: Ho va tén, Chirc
vu trong Chi b, tén ding nhap, email, gidi tinh, s6 thé dang vién. Con céc
truong thong tin khac khong bat budc nhap, ¢ thé nhap sau.
2. Tén dang nhap = s6 thé dang vién cua dang vién

SO TAY PANG VIEN PIEN TU 20




D Cach 2: Import danh sach dang vién

o Luuy khinhap:
3. Chure vu trong Chi bg, G161 tinh nguoi dung nhap 1 trong cac chirc vu,
2101 tinh c6 tai sheet Danh muc:

SO TAY PANG VIEN PIEN TU
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D Cach 2: Import danh sach dang vién 7

Bwéc 5.2 : Nguoil dung thuc hién Iuu file, quay lai man hinh Danh sach dang vién,
nhan nat Nhap dang vién=> chon Import

SO TAY PANG VIEN PIEN TU
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D Cach 2: Import danh sach dang vién

Buéc 6.2: Ngudi dung thyc hién tai file vira nhap=> nhan niit Nhap

SO TAY PANG VIEN PIEN TU
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Cach 2: Import danh sach dang vién 7

Buwée 7.2: Sau khi nhan Nhap, danh sach dang vién s& dugc thém méi thanh cong
va xuat hién & man hinh Danh sach dang vién

SO TAY PANG VIEN PIEN TU
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PANG CONG SAN VIET NAM

XIN TRAN TRONG CAM ON
CAC PONG CHI PANG VIEN

PON VI CUNG CAP DICH VU VNPT
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