UBND THANH PHO HAI PHONG CONG HOA XA HQI CHU NGHIA VIET NAM
SO GIAO DUC VA PAO TAO Déc 1ap — Tw do — Hanh phiic

S6:313 /SGDPT-GDTX&PH Hai Phong, ngay 30 thang 01 nam 2024

VIV trién khai quan ly thong tin TT
Hoc tap cong dong trén hé thong
CSDL Giao duc va bao tao

Kinh giri: Phong Gido duc va bao tao quan/huyén

Thuc hién Quyét dinh s6 1062/QD-SGDDT ngay 19/6/2023 cta S¢ Gido duc
va Do tao ban hanh ban hanh Quy ché quan 1y, van hanh va sir dung Hé théng co s
dir liéu nganh gido duc va dao tao thanh phd Hai Phong;

S& GDPT trién khai quan ly thdng tin Trung tdm hoc tip cong dong trén hé
thong CSDL Gio duc va Pao tao (GDDT) cu thé nhu sau:

1. Phong GDPBT truy cap tai khoan cac trung tdm hoc tap cong dong va cap
nhat thng tin trung tdm, giam déc, pho giam doc trung tdm (hwdng dan truy cdp
Va cdp nhdt thong tin trung tam theo huwdng déan giri k&m cbng véin ndy), hoan thanh
trude 17h00 ngay 29/02/2024.

2. Tai khoan truy cip cua trung tdm hoc tap cong ddng do truong Phong
GDDT quan/huyén tryc tiép quan Iy (hodc ban giao bang van ban cho cd nhdn phu
trach theo phan cong).

Trong qua trinh thuc hién c6 vuéng mic, dé nghi lién hé S6 GDPT (qua
Phong Gido duc thuong xuyén va Pai hoc, 56 dién thoai: 09360013 79) dé dugc hd
tro kip thoi.

Tran trong./.

KT. GIAM POC
Noi nhin: PHO GIAM POC
- Nhu trén; =~
- Ban Chi dao CBS So GDDT;
- Luu: VT, P.GDTX&DH.
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HUONG DAN
QUAN LY THONG TIN TRUNG TAM HQC TAP CONG PONG
Buéce 1: Bang nhap vao dia chi : https://csdl.haiphong.edu.vn/
Bude 2: Chon Quan ly GDTX

DANH CHO NHA TRUONG

Quan Iy M3m Non Quan Iy Tiéu Hoc

e Quan Iy GDTX

DANH CHO NHA QUAN LY

o Quan Ij Phong GD&BT o Quan Iy 5& GDSHT

Buwoéc 3:

DANG NHAP HE THONG
Quan ly cap Trwong

TAI KHOAN CUA BAN

2
Mat khau 2]
THONG TIN BON VI
Gido duc thurdng xuyén
Chon trizong v
nhap ma xac nhan D7 V DY (@2

Luu théng tin dang nhap? Quén mat khau?

QUAN LY GDTX

Tai khodn dang nhap go: admin
Mat khau mic dinh: 123456789
Thong tin don vi:
(1) Gido duc thudng xuyén: Bé mic dinh
(2) Chon phong: B6 qua
(3) Chon truong: Kich vao va chon tén Trung tim
(4) Nhap ma xac nhan: Nhap ma bén canh dting chit HOA va chir thuong


https://csdl.haiphong.edu.vn/
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[BAN NHAN DAN THANH PHO HAI PHONG TT Ngoai nglk SCET (3100005140)
[ S& DI¥ LIEU NGANH GIAO DUC VA DAO TAO THANH PHO RN e et m e Nl s EE L)
TT Ngoai ngiF Scots English Australia Hai Phong (3100005142)
TT Ngoai ngl Shelton (3100005143)
TT Ngoai ngi¥ Smart Future (3100005144)
TT Ngoai nglr Smart Start (3100005145)
TT Ngoai ngiF Start Up (3100005146)
TT Ngoai ngiF Sunflower (3100005147)
TT Ngoai nglr Sunflower Kids (3100005148)
TT Ngoai ngl Sunrise (3100005149}
TT Ngoai ngi¥ T A (3100005150)
TT Ngoai ngiF Tessa (3100005151)
TT Ngoai ngi Tién Thanh (3100005152)
TT Ngoai ngi Tiéng Trung 24G (3100005153)
TT Ngoai ngi¥ tiéng Trung Toan Dién (3100005154)
TT Ngoai ng¥ Toan Léc (3100005155)
TT Ngoai ngi¥ Tony Pham (3100005156)
TT Ngoai nglf Tué Anh (3100005157)
TT Ngoai ngl¥ Thanh Binh (3100005158)
TT Ngoai nglf The lelts Academy (3100005159)
TT Ngoai nglf The Sun (3100005160)
TT Ngoai ngi¥ Trac Viét (3100005161)
TT Naoai nait Tri TAm (31000051621 b

| v

nhap mé xac nhan D7 VDY o

Lwu théng tin dang nhap? Quén mat khdu?

QUAN LY GDTX

Buwéc 4: thay doi mat khau va dién thong tin ngudi quan tri hé théng cua don vi

Do6i mat khau

Mat khau cii (*) | Mat khau cil
Mat khdu m&i (*) | Mat khau mé
Nhap lai mat khau méi (*) Nhdp lai mat khau mé
Ho va tén (%) Nhép ho tén
Chirc vu/ Phong ban Nhap Chirc vu/ Phong ban
Email (%) Nhdp Ema
Sé dién thoai di déng Nhdp sd dién thoai di ddng

Céap nhat

Lueu y: Quy tic khi nhép div liéu trén H¢ thong CSDL

- Tén riéng (ciia co sé gido duc va ciia nhan sw...): viét Hoa chit cdi dau ciia moi
tir (Vd: Chu Vin An; Tran Vin Tudn...);

- Thong nhdt sir dung bang md unicode (dung san), kiéu gé Telex theo Unikey
trong qud trinh nhdp liéu (hodc trén file excel dé up 1én hé thong)

- Tudn thii quy tdc chinh ta, khéng sir dung nhiéu hon 1 ddu cdch ngan cdch giiia
cdc ky tw; khong tuy tién viet HOA.
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A. KHAI BAO HO SO TRUNG TAM

1. Huéng din khai bao hd so TT (Goi chung 1 Trudong)

ao »
nT
CossGOMN  [1]  MN Hoa Hing TW Diga thopi 9] Kidm djnh CLGO (ty .gid) 116]
Ma Ginhdanh  [2] 01000306 Fax [10] Kiém dinh CLGD (D.gid ngodi) [17] Clpad3
Email 1] mnhea Ihanciedy Nam d.gid dgt KDCL (18] 2017-2018
igu trwomg (4] Website [12] Thanh kiém tra ndm hoc  [19]
utreimg 5] Chubn Q.gie mée 46 [13] . Khuvye [20] D4
lachi  [6]  tudng iy tubng cao ddng su pham trung Nam dénh gl [13.1) . Chinh séch ving  [21]
D4 ngh| cbng nhgn  [13.2) . Visng dc bt KK [22]
Quintuydn (7] Quén Ding Da - chuin quéc gia
Vituyén [14) Tradmg quéc v [23)
Phuomg/Xs (8] Phudng Thinh Quang
Kinh tuyén [15) Co chi bo Dang  [24]

a. Cap nhit thong tin hd so truwong:

Hién tai, hé thong da cap nhat nhitng thong tin co ban cho timg don vi nha trudng.

Nha truong phai kiém tra lai thong tin cta truong, nhap va lya chon bd sung thém
cac thong tin tai 2 Tab: Thong tin chung va Thong tin khac nhu: Thong tin cua

SPT, s6 Fax, Email, website,...lya chon thong tin tuong Gmg vé khu vuc, chinh
sach vung,.. va cac thong tin khac.

Cac bwoc thue hién:

Bwéc 1: Tai phin mém [Quén ly gido duc MN/TH/THCS/THPT/GDTX] kich
chon danh muc 1.Trwong hoc/ 1.1 Ho so truong.

Buwére 2: Cap nhat Thong tin chung:

Tén trwong: Kiém tra tén truong phai khép véi tén duoc ghi trén gidy quyét
dinh thanh 13p truong.

Loai hinh, Loai trwong: Kiém tra thong tin phai khp véi thong tin dugc
ghi trén gidy quyét dinh thanh 1ap truong.

Huyén, xa: Chon huyén, xa theo vi tri cua truong.

Pién thoai: Nhap sb dién thoai cta nha trudng.

Email: Nhap thong tin email nha truong hop 1€. Thong tin email nay lién
quan dén viéc cung cip tai khoan va mat khau, vi vay can phai khai bao
chinh xéc.

Website: Nhap thong tin website ctia nha truong.

Khu vue: Chon khu vuc cua truong.

Chinh s&ch viing: Chon chinh sach ving cta truong (néu co).
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o Thoéng tin ving dac biét kh6 khan, c6 chi by Pang, c¢6 sir dung may tinh
cho day hoc, ¢6 Kkhai thac internet cho day hoc, ¢6 ngudn nuée sach,
....: Tich chon néu truong co.

« Thong tin dat chuan qudc gia va thong tin trudomg dat kiém dinh chat
lwong: Do don vi cip quan 1y (PGD, SGD) cap nhét cho don vi trudng truc
thuoc.

o Kinh tuyén, Vi myén: toa dd vi tri don vi truong

o Kinh tuyén, Vi myén: toa dd vi tri don vi truong

***C4ch thic 1ay thong tin Toa do
Cach 1: Lay toa do tir Google maps
Budc 1: Truy cap vao trang: http://google.com/maps, Nhap tén don vi vao 6 tim

kiém va nhap tim.

Budc 2: Sau khi dia chi d3 hién dung trén ban do, nhip chot phai vao vi tri s&
hién thi thong tin toa do, nhan chudt vao sé tu dong copy toa do

CANMOANGMINMPHAT
Tram y & x& Thanh Uét Th Hodng Minb Fhst | Ching Vinh Xukn
USNO x& Trianh Lidt e b i

Ton nha CT2 01CT3
Buu D44 Dgt Kimn 2 R CTA Y L
HHIA Linh

Cég An X3 Thanh LMt

- “3EShine ‘ o ' ™
L 9 Van Phang Céng 9 “'”“39 e 9 o !6 b
]
]
a

CT4A1
P 0 81
. 9 Mo a
‘\ o e
'  ToaBic Rc Toa nha Ramnbow
nyAr.'\° "cuw(a . h Dam

V‘ny., L 99701

D20 thd Cha Van An u

Tap Hoa €O 4 Ch P
Mam N n.ernwm o °ccvmcny CongChPhe
jon Linh Tién Ty - o
Trudng milen non OCnmuno Q ”
e Tradiog T ° von 402 00 20 »e v CYMAm Noo Hoa  Toa Nam Rice
Tam thii déng cia b Thanh Lide 9 o Trang Nouyén -I;'. Linh Bam
T B4 danh [
onaun o f 2096253, 10582009 tq‘
P, N \ Dutng di tir déy Teuang Mam Noj
(_\ (@) (ﬂ) (2) % Thaye Nghibm Viét-
\— e — Dutng 41 101 ddy
[0 T Lo Gingd Goods Cnasd -
o : Déytagi? o s rndu
RAO T PHAT
5 Tim kiém 1an cdn 9 ks 9
a 1e Long Quan
© 9B 61, Hoing Mak Ha NG Vit am o i s sh 9 Q@ £ tonpem ||
Lt Dich Yy 02 W
A  Tamtadéngoia v : ».m.qnn:' {osperen Yy EhEH f Thém dja iém b thiu “lezf-;ay
- nam linb dam
&
« XR6CV3 Hodng Mal, Hi NOL Viét Nam # Thim dodeh Aghip o2 ben Merooy TRt VITIU | Gising
9 T T i Bao cao sy cd dir igu 9 480G - Link Db ® )
f MN Medis Gous ~ia- ... DO khodng cach 9 +
D Thémnhin > Arya - Eton Kho, Ngh 37720 — - Tru Tidu -
.' e T
20 943145 108 §19880 .
& Dé xubt chinh sl ‘ ' g v - il e



http://google.com/maps

6

Cach 2: Déi voi truong hop khong tim thiy tén trudng, nha truong thue hién
tim trén My location/Hién thi vi tri ctia ban.

Q@ Google Maps x 4+ 7 = o Y
&« C @ google.com/mag 34 4 e lz].‘ 2 % a»0&;:
. i i : . st . ks plaing s a4 che oy D3 cho phép truy cdp thdng tin wi trf %
= - oy . ANBONGHUY@® . 5 e )o ;
= @ & - RcCuahinguphoa ) Y{Nhahing & D& inmang ) 9 -
— P T = a E't‘:x”h.;»e;-sv‘;rer.-a‘-. cho tharg G
oz = . THINH LIET § p. tin vi trf cla ben 3 oa
P THANY ouAdt 3 ‘.h\ji\olrh \iEh e s,- O :,_8‘",1.:7;':.'.'.’ googlecom S A
D AP VAN e 8 p Jy chp th .
e a g SaihaeFarh ¢ BN X
LinkeTién Ty Z > f i > HA
Q%o Q 0 o O [
N A ng Ve XOM
=) | NS0 KN LAN
Q e A uan
O Q 9 XOM:8
8 @8 N e
8
Bénh |
b Qm:? Jong € Q var bcD a
a L)
J o a DIEN
D4l héa thin hoar NG QUAN
LANG T iy 9 ;
(=] A Thidae
6 . huyén Thanh T f
3 €
5 € R4
: Q5 %
& N
< O
) e 3
Q x§
2 Lon VAN UYEN
VIET HONG 3
N2 o] DAY LAN . o
e o Moy +
a o : =
- / B ruongss el THON MOT
o YEN KIEN Q © vNGEUGle . sono } aEEm

Céch 3: D6i voi trudng hop khong tim thay tén truong ciing nhu may tinh khong

ho tro viée léy v1 tri hién tai, thi thuc hién tim Uy ban nhan dan xa/phuong sau do
tim vi trf truong trén ban dd va nhan chudt phai ldy toa d6 nhu huéng dan cach 1.
*** Thong tin khac: Nhitng thong tin khac nhu c¢6 sir dung may tinh cho day hoc,
co khai thac Internet cho day hoc, co nguén nude sach, ...Tich chon néu truong co.
*** Thong tin két ndi Internet Nha truomg Chon tab III. . Thong tin két ndi
Internet, Nhap day du thong tin két ndi Internet bao gom: C6 Internet, Loai két
ndi, toc do internet, chit luong tai 1én, chét luong tai Xuéng... Céac chi sb tiéu chi

dugc can ctr trén hgp dong két ndi Internet véi nha mang.

1. Théng tin chung . Théng tin khac l il Thong tin két ndi internet | V. Théng tin két ndi ha ting, irng dyng CNTT day va hoc tryre tuyén
Céinternet [37]) 4 v Dbtrd [42] 284 ms
Logikétndi [38) Cip quang v 50 lugng Modem  [43] 1
Toc df internet  [39] 50 Mbps 50 lvgng Router  [44]) 1
Chét lwong tai lén  [40] 35.71 Mbps Nha cung cap internet  [45] Vel
Chiit lugng thi xudng  [41] 40 76 Mbgps

*** Thong tin két ndi ha ting, ing dung CNTT day va hoc trwe tuyén Chon
tab IV. Thong tin két ndi ha tang, ing dung CNTT day va hoc truc
tuyén, Nhap diy du thong tin vé két ndi ha tang, ing dung CNTT day va hoc truc
tuyén bao gom: s6 lugng phong may tinh, sé lwong may tinh, s6 lugng thiét bi hd
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tro hoc sinh khuyét tat, sd luong gido vién thanh thao cong nghé cho viéc giang

day...

BY i Hsotweny O @ #
L Thong tin chung Il Théng tin khac 1. Thong tin két ndi internet IV. Thong tin két ndi hg tang, tmg dyng CNTT day va hoc tryc tuyén
86 lugng phéng may tinh  (48) $6 lwong Lb| htro ho sinh khuyét tat  [50) 10
84 lugng may tinh cho quanly  [47] 3 Tén tbi htrg hoc sinh khuyét tit  [51)
May dé ban [47.1] 2 May xach  [47.2) C6 sir dyng phan mém h.tro hoc sinh khuyét tit  [52) [
ta
May tinh bang [47.3) yonn thogl [47 4] Tén phan mém h.tro hoc sinh khuyét tat  [54)
S0 wong may tinh cho giang day [48] & 86 lwgng nhan vién IT  [53]
May dé ban [48.1) & May xach  [48.2) 86 lugng gido vién thanh thao cong nghé cho viee  [54] 15
tay giang day
May tinh bang [48.3) Dién thoal [48.4) Tén nén tang LMS  [88]  Scnoology
86 lwong may tinh cho hoc tip  [49] 60 Tén nén ting day hoc online  [56]  Zoom
Miy 6é ban [49.1] &0 May xach  [49.2) Tén nén tang quan ly thiétbj [67] ONE Te
ta
May tinh bang [49.3] YOM thogi [49.4) Tén phian mém an ninh mang  [58]  RougeScanner

Buére 3: Kich nit [Cap nhat] dé luu lai.

Luu y: Nhing truong thong tin ¢6 [...] mau do 1 nhiing truong thong tin bat budc,
nguoi ding phai nhap liéu day di.

2. Huémg dan khai bao thong tin co sé khac (goi chung la diém truong)

Chtrc nang nay hd tro don vi nha trudng cip nhat thong tin diém trudng phu (néu
cod).

MG Sl Ty Tan i iy Bhinding chch S g chink (km) D tich jma) Bign theai

# 1 thcshiennam? THCS Hidn Mam 2 1

Cac budce thuc hién:

Buéce 1: Tai dong Danh siach diém truwong phu, kich nit [Thém méi diém
truong|.

Buwéc 2: Nhip thong tin cua diém truong gdm: ma diém truong, tén diém trudng,

quan/huyén cta diém truong,...

=l €O SO DI LIEU NGANH GIAD DUC VA BAD TAD ¢ 0O x

Hb sor diém trirdmg chi tiét Cap nhat

[ | cs2 e

Tén diém trwomg @

M3 diém trurdmg

Hoa Phurong 2

Bia chi G
Khodng cdch dén tredng chinh (km): @ | o
Quan/Huyeén: [51 | Quén Ba Dinh v

Bién thoai 6]
Phurong tién c6 thé di lai

Dién tich (m2): ] 1000
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« - Ma diém truong: Nhap mi diém truong viét lién khong dau.

- Tén diém truwong: Nhap day du tén diém trudong phu.

- Pia chi: Nhap day du thong tin dia chi diém truong phu.

- Khoang cich dén diém trwong chinh: Nhap sé khoang cach tinh tir diém

truong chinh dén diém trudng phu (don vi tinh 13 km).

- Pién thoai: Nhép s6 dién thoai ctua diém truong phu.

- Phuong tién cé thé di lai: Liét ké cac phuong tién c6 thé di lai.
« - Dién tich: Nhap s6 dién tich diém trudng phu v6i don vi tinh 1a m2.
Buwéc 3: Kich nit [Cap nhat] dé hoan thanh.
3. Huéng din xéa thong tin co sé
Buéc 1: Tai Danh sach diém truwong phu, tich 6 vudng trudce tén diém truong can
xoa.
Buwéc 2: Kich nit [X6a diém truong];

Daans s didm Bemg phi ﬂm Theim rinH g st

Hiadng cach dn tredmg chind fkm) Deén tich jmd)

Eo e 1 caz Hoa Frirong 2
7 a

£ 53 Hoo ap

A3 s Hod Phusgsg 1

Buée 3: Hé thong thong bao “Ban c¢6 muodn xéa” kich [OK] dé dong ¥.

Luru y: Dé x6a diém truong can dam bao cac yéu cau sau:

+ Khong c6 hoc sinh nao thudc diém truong can xda. Néu co thi quan tri vién phai
stra lai thong tin tai muc 4.1.1 Quan ly ho so hoc sinh.

+ Khong ¢6 16p hoc nao thudc diém trudng can xda. Néu c6 thi quan trj vién phai
stra lai 16p hoc tai muc 2.1.1 Quén 1y ho so 16p hoc.

+ Néu truong di 1ay bao cdo sb liéu thi phai xo6a sb liéu, sau d6 x6a diém truong va
thuc hién 14y lai s6 liéu bao cao.
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B. KHAI BAO HO SO NHAN SU
1. Hwéng din khai bao truc tiép ho so nhin sw
Chirc ning nay hd tro trung tdm nhap truc tiép hd so cua tung nhan sy vao hé
thong.
DPéi voi TT Hoe tap cong déng, can nhap li¢u dﬁy du thong tin cua cuia Giam ddc,
Phé Giam ddc trung tAm.
Cac budc thuc hién:
Buéc 1: Tai phan mém Quan ly gido duc Mam non/Tiéu hoc/
THCS/THPT/GDTX, kich vao danh muc 3. Nhan su/ 3.1. Ho so nhan su/ 3.1.1.
Quin 1y ho so nhén su.
Budre 2: Kich nit [Thém méi] dé thém hd so nhan su.
Buwde 3: Nhap thong tin cia nhan sy bao gém: Thong tin ca nhan; Vi tri viéc lam,
TCCD; Phu cép; Pao tao, boi dudng; Panh gia, phan loai.
Cach nhap cac thong tin nhw sau:
a. Thong tin ca nhan:

B9 CO'SO DU LIEU NGANH GIAD DUC VA DAO TAO

> BCI EIT3

Hotén [1] = ©ang Thi Thiy Dantoc  [8] Kinh
Ngay sinh  [2] | 12/01/1999 i Tongido  [8]  Khéng
Gigitinh  [3] | NG v Qué quan  [10] | Tiny Gia Lai v | Huyén DAk Boa
Trang thai CB  [4] | Bang lam viéc v X&H Neng
5 Latuyén moi [@1] [

M dinh danh: 0103043840 atuyén moi [4.1] Laboanvien [ [ LaPangvién [12] [

CMTNDITCC  [5] | 3106202018

$050 BHXH [13]
Email  [6]

Diénthoai [7] 0345623825

1. Vi tri viéc lam, TCCD Il. Phu cdp 1ll. Dao tao, bdi dwing IV. Banh gid, phan loai

Luwu y: Cac thong tin c6 mau d6 trong [...] bat budc phai nhap.

- Ho tén: Nhap day da ho tén theo thong tin ghi trong gidy khai sinh.

- Ngay sinh: Nhap theo ngay sinh ghi trong gidy khai sinh.

- Gidi tinh: Chon mot trong hai gia tri Nam hoac Ni.

- Trang thai CB: Chon trang thai can bd tuong ung vdi thong tin giao vién dang
cong tac hodc chuyén trudng, hodc nghi huu. Mic dinh 1a dang lam viéc. Dbi voi
nhan sy c6 trang thai l1a chuyén dén, da chuyén di, da diéu dong, da nghi huu, da
biét phai, thoi viéc bat budc nhap thong tin ngay chuyén dén, chuyén di, diéu dong,

nghi huu, biét phai va thoi viéc.
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2% ©O'SO DU LIEU NGANH GIAO DUC VA BAO TAD

¢ o x

Hotén [1] ©Déng Thi Thiy Déntoc  [8] | Kinh v
Ngay sinh  [2] 12/01/1999 ® Tongido  [3] Khong
Giditinh  [3] NG M Qué quin  [10] | Tinn Gia Lai v | Huyén Dk Doa
Trang thai CB 4] | Chuyén dén| v XE H Neng v | Khuphg, thén xém
M dinh danh- 0103043840 Ngay chuyén dén [4.1] Lapoanvién 1] [ Labangvien [12] [

CMTNDTCC  [5] 3106202012
S6sOBHXH [13]
Email  [6]

Piénthoai [7] 0345623825

L. Vi trf viéc lam, TCCD Il. Phu cép 1ll. Dao tao, bdi dwéng IV. Danh gid, phan loai

- La tuyén méi: Tich chon néu nhén sy 1 gido vién tuyén méi.

- CMTND/TCC: Nhap theo gidy ching minh nhan dan hodc thé cin cudc duoc
cip gan nhat.

- Email: Nhép dia chi email, lwu ¥ email phai dang dinh dang va duy nht.

- Pién thoai: Nhap so dién loai, luu y nhap dit liéu kiéu sd.

- S6 s6 BHXH: Nhap theo S6 s6 bao hiém x4 hoi chinh.

- Dan tdc: Chon dan toc theo thong tin ghi trong gidy khai sinh. Mic dinh 1 dan
toc Kinh.

- T6n giao: Chon Ton gido dang theo. Gia tri mac dinh l1a “Khoéng theo ton giao
nao

- Qué quan: Cho phép cap nhat tudn ty tor Tinh/Thanh phd, Quan/Huyén,
Phuong/Xa, dia chi. Sau khi chon Tinh/Thanh phé thi Quan/Huyén thudc Tinh s€
hién thi twong tmg.

- La doan vién, 13 dang vién: Tich chon néu co.

b. Vi tri viéc 1am, TCCD (Tiéu chuin chirc danh)

L. Vi tri viéc 1am, TCCD Il. Phy cdp 1ll. Bao tao, bdi dwdng IV. Banh gid, phan loai
Vi tri vigc lam  [14] | Gido vién v Chon tét ca v Nhiém vu kiém nhiém [20] | Ch( nhiém I6p
Mon day [144]  Tidng Anh - S.tiét thuc day trén tudn  [21]

Mon day kiém nhiém [14.2] Chon v S.tiét thirc k.nhiém trén tudn  [22]

Churomg trinh day NN [14.3] | 10 nam . D4 tap hudn day KN séng (HIV, SKSS..) [23] [] Day HSKT hoc hoanhap [24] [
Nhém chire vy [15] cron v Th.gia CT b.dwéng T.xuyén [25] [

Hinh thikc hop Gbng  [16]  Vign chire/Céng chisc HOLV khéng xac dinh thiihan | v Ngach/Hang  [26] | Gido vién tidu hoc hang Il

Ngay tuyén aung  [17] Masb [27] | V070329
Co quan tuyén dung  [18] €6 CC bdi dwéng TCCD  [28] [
Nghé nghiép khi dwoc tuyén dung  [19]

- Vi tri viéc lam: Chon loai vi tri phu trach ctia can bo, giao vién.
- Nhom chire vu: Hién thi theo loai vi tri viéc d4 chon trén.
- Hinh thirc hop dong: Chon loai hinh thirc hop dong da ky két voi don vi cong

tac co tham gia dong bao hiém.
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- Ngay tuyén dung, co quan tuyén dung: Ghi ngdy dau tién va don vi c6 tham gia
dong bao hiém x4 hoi.
c. Phu cép

1. Vi tri viéc lam, TCCD Il. Phu ¢dp 1Il. Dao tao, bdi dwéng IV. Bdnh gid, phén loai
MiFc phy cdp thu hit nghé (%) [20] Béc lwong [34]  Bic3 -
Mtrc phu cap tham nién (%) [30] Phan tram virot khung (%) [35]
Mtrc phu cdp wu dai nghé (%) [31]1 | 35.00 Hésblwong [36] 250
Mirc phu cap chirc vy linh dao (%) [32] Ngay hwémg  [37]

D.bién gtrinh lwong  [331 + | chitiét

- Mitc phu cdp thu hit nghé (%): Nhap % phu cép thu hut cta can bo.

- Mitc phu cip thim nién (%): Nhap % phu cp tham nién.

- Mitc phu cap wu dii nghé (%): Nhap % phu cap vu dai nghé.

- Miire phu cép chire vu linh dao (%): Nhap % phu cap chic vu lanh dao.
- Bac lwong: Chon bac luong can bo dang duoc huong.

d. Pao tao, boi dudng

1. Vi tri viéc lam, TCCD II. Phu cép 1ll. Bao tao, boi dwing IV. Bdnh gid, phan loai

KQ B.dwémng t.xuyén [38] Chua danh gia - Ngoai ngi¥ chinh  [45] | Tiéng Anh v Chuyén nganh chinh  [52] | Su pham Tiéng Anh v
Tdocmonnvu [39 Caodéng - T.do D.tao N.NgF  [46] | Bai hoc v Trinh @& chinh  [53] | Cao dang A
TA6LLCT [40] | Chon v Nhém C.Chi N.Ngie [47] | Chimg chi quéc té v Coskdaotao [54] | Cosé dféo tzo v
T.A6 quan Iy GD [41] Chon v Logi C.Chi N.NgiF  [48] | B v Chuyén nganh khdc  [55] | Chuyén nganh khéc v
Th.gia BD nghiép vu QLGD[42] D3 hoan thanh v Didm N.Ngix [49] | 750.00 =+ | chitiét Trinh d6 khdc  [56] v
Th.gia BD CBQL/GV c6t can[43] Chon v Khung N.Lwe N.Ngi¢  [50] | Béc 3 v G.vién c6 c.chi iéng d.toc t.sé  [57] | chon -

Th.gia BD thay sach [44] Chon v Tddtinnoc 511 Chon v Qud trinh B.tz0 B.dwéng (Mau  [58] + | chitiét

)

- Két qua boi dudng thwong xuyén: Chon két qua bdi dudng cao nhét trong danh
séch hién thi.

- Trinh @) chuyén mén nghiép vu: Chon trinh d6 chuyén mén cao nhat trong
danh sach hién thi.

- Trinh d9 Iy luan chinh tri: Chon trinh d6 1y luan cao nhat.

- Trinh d§ quan Iy gido duc: Chon trinh d6 quan 1y gido duc cao nhat.

- Ngoai ngir: Chon tén ngoai ngt chinh trong danh sich va trinh d6 ngoai nglt
tuong duong, diém ngoai ngir twong Gmg véi trinh do ¢6 diém. Doi voi can bd ¢o 2
ngoai ngtr tr¢ 1€n thi nhip thém thong tin ngoai ngir va trinh do vao bang qua trinh.
- Trinh d9 tin hoc: Chon trinh do tin hoc cao nhat.

- Chuyén nganh chinh: Chon chuyén nganh dao tao cao nhat.

- Trinh dd chinh: Chon trinh d0 chinh cao nhat.

e. Panh gia, phan loai
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1. Vi tri viéc lam, TCCD II. Phu cdp Il Do tao, bdi dwéng IV. Danh gid, phan loai
Banh gia vién chixc/ cong chirc [59] Hoan thanh tét . Gido vién day gibi  [61] | Cép tnrong| v Knenthwéng [63] + | chi tidt
B.gid chuan NN CBAL/GV [601 + | Chitiét Gido vién chi nhiém gidi [62] | chon v Ky ludt [64] + | chnitiét

Danh hi¢u phong tang  [65]

- Panh gia vién chirc: Chon muc do danh gid vién chirc.

- Panh gia chuin NN CBQL/GV: Bit budc phai chon két qua danh gia cua timg
tiéu chi.

+ Dbi voi gido vién yéu cau nhap du 15 tiéu chi danh gia, Hiéu truong nhap du 18
tiéu chi danh gia, Pho hiéu truong chi can chon nhimng tiéu chi (trong sb 18 tiéu
chi) pht hop v6i nhiém vu duoc phan cong dé danh gia.

+ Pbi voi hidu trudng, phién ban trudng s& nhap két qua Ty danh gia. Két qua danh
gia ctia cap trén s& dugc thyc hién trén phién ban Phong/Sé.

- Gio vién day gi6i: Chon cip cao nhat va ctia nim hién tai.

- Khen thuéng: Can ctr theo Quyét dinh hinh thirc cao nhat, nim khen thudng.
Buéc 4: Kich n(t [Ghi] dé hoan tat.

2. Huéng din khai bao ho so nhén su tir Excel

Chtrc ning nay hd tro nha truong nhap nhanh ho so nhan su tir file Excel.

Cac budc thuc hién:

Buéc 1: Tai phan mém Quén ly gido duc MN/TH/THCS/THPT/GDTX, kich
vao danh muc 3.Nhén su/ 3.1. Hd so' nhan su/ 3.1.1. Nhiap hd so nhan su tir

Excel.
Buwdre 2: Kich nat [Tai file mau] dé tai file Excel mau vé may.
3% 3.1.2. Nnaphé sonhin syt Excel (3 @ Su dly G v - &

= 1. Huong dén bét macro trén file excel m&u ( B&t bugc)
2. Cac cat tigu 6& méu 46 1a bat bude
= 3. Kndng thay ddi, thém, xba cdc ot frong file mu

Chen tép | Khéng co tép nao duoc chon Chon cét & import | Chon tAt ca

Khang ca ban ghi nao!

Dinh dang file Excel theo yéu cau sau:
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STT|  MA nhin sw Ho tén ﬁ:ﬁ' Negiy sinh | Trang thii CB| - B "t]:]:ll’ tme | vrNpTee Email Pién thoai
T

1 Neuyén Vin Ach Nam 26/05/1986|Chuyén dén |01/09/2021 111111111 neuvenvananh@emzi com 0912345

2 Neuyén Thi Binh Nit 26/03/1987|Dang lam viee |01/09/2021 111111112 neuventhibish@emai com 09123453

3 Neuyén Vin Cuong Nam 25/08/1988|Dang lam viée |01/09/2021 111111113 nswenvancuons@emailcom  [091234Smox

4 L& Ngoc Huyen 1 Nit 18/10/1996 Bang lam viec  |01/09/2021 111111114 0912345x%x
4

5 PHAM NGOC ANH Nam 15061987 |Panglimvisc  |01/09/2021 111111115 09123453xx
5 |

6 L Tuin Anh Nam 12001994  |Danglimviie  |01/09/2021 111111116 09123453
6 |

7 Pham Huyén Digu Nir 01/10/1991 Bang lam vigc 01/09/2021 111111117 09123455
7

8 Trigu Quang Birc Nam 31/08/1997 Bang lam viec  |01/09/2021 111111118 0912345xxx

Trén file mau Excel, gdm céc truong thong tin co ban lién quan dén nhan su, ngudi
dung xem qua cach nhap dir liéu tai ting cot da khai bao mau.

- Nhép diy du thong tin: dic biét nhimg cot c6 mau do (thong tin bat budc phai
nhép)

- Mot s6 thong tin lién quan dén danh muc nhu: Gi6i tinh, Trang thai CB, Dan
toc, Ton giao, Tinh, Huyén, Xa: Can nhap chinh xac theo cac thong tin danh muc
da khai bdo tai cac sheet (GIOI TINH, TRANG THAI CB, DAN TOC,
TON_GIAOQO, TINH).

- Phong chii: Times new Roman ctia bang Unicode dung san....

Luu y: Khai bdo chinh x4c thong tin nhan sy va khong co su trung 1dp gitra cac
nhan su.

Buéc 3: Kich n(it [Chon tép] dé chon file Excel trén may tinh.

Budce 4: Kich nat [Tai 1én].

Bwde 5: Kich nat [Cap nhat] va xac nhan nhap danh sach.

B 312, Nhp danh sich nhan sy tirexcel [ @ N ady di . s

« 1. Hudng dén bét macro trén file excel méu ( Bat busc)

+ 2 Céc eft tidu d& mau dd 13 bit bude
3 Khang thay abi, thém, x6a céc cot trong file m
Chun tép Khnng 4 t&p nao ducc chon Tal (=00 Chon cét dé import | Chon tit ca Al Cép nhat
_ | Tinh/Thanh | _ o
Ngay sinh Ngay nhap | cyurprec ign thogi B0 || o e || ST LN | ARSI (D
trang théi = qué quan) ‘qué qudn)
qué quén)
Nguyén Can
1 Vin Nam | 26051986 CTVEN pimgiz021 4111111 nguyenvananh@gmail com 09123450 Kinh | Knng | AR s ven Thay X Lac Hung 0 1 o0
A dén Binh quin
Iy
Nguyén Bang . . Tinh Hoa PR, - Giao
2 Thi NE 260031987  lam 01/09/2021 111111112 nguyenthibinh@gmail.com 091234500 Kinh | Khang oot Huyén Yén Thiy Xa Lac Hung 0 1 e
Binh viéc
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Hé théng thong bao nhap danh sach nhan sy thanh cong, dé kiém tra lai danh sach
nhan sy vira nhdp nguoi dung chon to1 muc 3.1.1. Quaén ly ho so nhan su.
Néu thong bao hién thi mau do voi ndi dung: Ldi, Nha truong kich nat [Bang két

qua nhap liéu] dé xem noi dung nhap 16i.

B® 3.1.2. Nhap danh sach nhan syt excel 3 @

+ 1. Hugng dn bat macro trén flle excel méu ( Bat budc)
+ 2 Céc cst tidu d& mAu dé Ia bt busc

+ 3. Khong thay d8i. thém, x6a cac cot trong file m3u

A Taiflemdu | Tai file mdu kem dif lidu 5

m Khéng cé tép nao duoc chon Chon bt ¢ import  Chon tit ca

v Cép nhat Bang két qua nhép lié |

Tinh/Théanh
phé_(Theo
qué quin)

QuénHuyén_(Theo | XalPhwing_(Theo

Ngay nhdp | cyrnpree
qué quan) qué quan)

trang thai

IHHH 5

Nauyén Chuyén Tinh Hoa g: '
1 Van Nam  26/05/1986 n g 01/09/2021 111111111 nguyenvananh@gmail.com 0912345:00c  Kinh  Khéng N Huyén Yén Thy Xa Lac Hung 0 1
Anh dén Binh quan
Iy

3. Huéng dén sira ho so nhan sy

Chtrc ning nay hd tro nha trudng chinh sira, bd sung thong tin hd so cho gido vién
Cac budc thuc hién

Buéc 1: Tai phan mém Quan ly gido duc Mam non/Tiéu hoc/THCS /THPT
IGDTX, kich vao danh muc 3. Nhan sw/ Ho so nhan su/ Ho so can b, gido vién/

Quan ly ho so nhan sy

P

Buwére 2: Tich vao bi€u tuong hinh cai but trudce tén nhan su can sura

TR TR = I
Ma dinh danh: Ho tén: Céphoc:  CApTHCS

ummmmw

o 7 [E5 0103047840  MNguyénDircAnh 260341987 Nam B4 chuyén di Kinh 0366225635 Gido vién Vién chisc/Cang chirc HBLV khong & ~

2 0O 7 5 0103073189 PHAMNGQCANH 15/06/1987  Nam Bang lam viéc Kinh 0909117885 Cén bg quan iy Pho higu truéng Vién chisc/Céing chirc HBLV xéc dinh
3 0 7 E5 0103102184 L& TunAnh 12009/1984  Nam Bang lam viéc Kinh 0977253561 | Cénbd quin Higu truemg Vién chisc/Céng chirc HBLV khoing &
4 al 7 ES 0103041882  Pham Huyén Diéu 0110/1991 Nl Dang 1am viéc Kinh 0392169288 | Can bd quan Iy Phé hiéu treding Vién chirc/Cang chirc HOLV khéng x4
5 O E5 0103063078 Tréu Quang Birc 310811997 Nam Dang I3m viée Knh 0941335444 Nnén vién Nnén vién bio méu VIEn chise/Céng chirc HBLV khong xd
6 0O 7 [ES 0103039790  Mguyén Ba Diing 010311870 Nam Bang lam viéc Kinh 0966490304 Gido vién Vién chisc/Cang chirc HBLV khong 5
70 7 55 0103081344 Nguyén Thi Thiy Duong 010611983 NG Bang lam viéc Kinh 0944424503 Gido vién Vién chisc/Céing chirc HBLV xée dinh
s O 7 E5 | 0103105511 Thiy Duong 240511903 NG DA nghl huru Kinh 0944424503 Cénbd quin Higu trueng Vién chisc/Céng chirc HBLV khoing &
9 o 7 E5 0102901658  Nguyén Thi Hoa 01/01/1970  Nam Dang 1am viéc Kinh Gido vién Hop dbng lao déng trén 1 ndm
10 O 7 E7 0103066374  V&nTétHda 190141986  Nam Dang 1am viéc Kinh Nhén vién Nhan vién bao vé Hop déng theo nghi dinh 68

Buwéc 3: Nhap lai dit liéu can thay d6i trong hd so
Buwéc 4: Kich nat [ghi] dé luu lai dit liéu
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=l €O SO DI LIEU NGANH GIAD DUC VA BAO TAD ¢ O x

Hotén [1] | Séng Thi Thiy Dantoc (8] Kinh
Ngay sinh  [2] | 12/01/1000 [65) Tongiao (9] | Khéng
Giitinh  [3] | NG v Qué quan  [10] Tiny Gia Lai v | Huyén Dak Doa
Trang thdi CB  [4] Bang lam viéc v X&H Neng v | Khu pho, thén xom ..
5 - Latuyénméi (4.1 [J
M dinh danh: 0103043840 atuyén moi [4.1] Laboanvien [ ] Lapingvién (121 [

CMTNDTCC  [5] | 3106202018
$6sOBHXH [13]
Email  [6]

Diénthoai [7] 0345623825

1. Vi tri viéc lam, TCCD Il. Phu c4p 1ll. Dao tao, bdi dwing IV. Banh gid, phan loai

4. Hwéng din xéa ho so nhan su

Chtrc ning nay hd tro nha trudng x6a hd so nhan sy

Bwéc 1: Tai phan mém Quan 1y gido duc Mam non/Tiéu
hoc/THCS/THPT/GDTX, kich vao danh muc 3. Nhén su/ 3.1. H6 so nhan su/
3.1.1. Quan Iy ho so nhan sy

Buwéc 2: Tich vao 6 vudng trudc tén nhan su cin xoa

M& dinh danh: Nhdp ma dinh da Ho tén: | NRip ho tén nhén SiF Cap hoc: Cap THCS
umm s mm
.o/ 0103047840 Nguyen Birc Anh 26/03/1987 B3 tmryen di Kinh 0366225635 Gido vién
E 0103073199 PHAM NGOC ANH 15/06/1987 Nam Dang ldm viéc Kinh 0909117986 Cdn bd quan Iy Pho hiéu trrdng
3 (] ya B 0103102184 L& Tudn Anh 12/09/1994 Nam B4 chuyén di Kinh 0977253561 Can bd quan Iy Hiéu trudng
4 O ra [E:,3“ 0103041882 Pham Huyén Diéu 01/10/1991 NG Dang ldm viéc Kinh 0392169288 Cdn bd quan Iy Pho hiéu trrdng
5 a rd @ 0103063079 Triéu Quang Dirc 31/08/1997 Nam Dang ldm viéc Kinh 0941335444 Nhan vién Nhan vién bdo mau

Buéc 3: Kich nat [X0a gido vién]
Giao dién xac nhan x6a nhan sy hién thi, tich 6 [Téi da doc va dﬁng y x0a nhan

su].

{ NAM HOC 2021-2022) Nhan swF s& bi x6a cac thong tin lién guan sau:

« Dianh gid chudn nghé nghiép
« Qg trinh ngoai ngl

« Qua frinh dién bién lrong

» Qua trinh dao tao boi dudng
« Qua trinh cing tac

= Khen thudng, ky luat

« Mdn day kiém nhiém

LLFU ¥: NHAN SUF Bl XOA SE KHONG KHOI PHUC BUPO'C DIF LIEU
T6i da doc va dong ¥ x6a nhan sir.

o @

Bong Thirc hién Xda
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Buwéc 4: Kich nit [Thue hién xéa] dé x6a nhén su.

5. Xac thue, dong bd sé dinh danh ca nhan nhén su

M ta: Chirc ning nay hd tro nha trudng thuc hién xéac thyc, dong bo sé dinh danh
c4 nhan cta nhan sy dang 1am viéc tai truong véi co so dir liéu qubc gia vé dan cu
Cac budc thuc hién nhu sau:

Bwéc 1: Tai phan mém [Quan 1y gido duc ...], gido vién chon muc 3. Nhén su/
Quin 1y ho so nhén su/ Xac thue, dong bd sé dinh danh ca nhén ciia nhéan sy
v6i CSDLQG vé Dén cu

Buwéc 2: Kich nit [Xac thwe véi CSDLQG vé Dan cu]

B 30,5 X thyc, Sbag 04 36 ok donih i mib ¢ whin sy w4 CSOLOG vé D o D s gl 7 e CSOLOG v Din o m e
YCquI“W 165 Dinh dash thanh cOng | 135 DisA danh Mhdng thisd cdog : 29 Chd sl thyc Snh danh OKNQ“\QDMMM 0 Chura gun Sieh dast nCanll‘l-klﬁu( )
Tegng Dbl Soh dase. Tkl o M) Seh desh ) GORDTE Mo NN

Ma B dah
g GOROT

L et dant THONG TN THUIONG TR
CMNOICCTD | b i Wit :
e

« Néu xac thyc thanh cong: Ho so nhan su duoc tich diu xanh trang thai “Da

xéc thuc va S6 dinh danh bén Cong an tra vé khop véi sé ngudi ding khai

bao”
.
=]
Wosn (1] | Experg Thd Thy L Dednvidn 1] La Buing vidn  [12]
Mgdy sinh 2] ® 54 s BHAH [13]
Gitnh |3 W
Ll Thing tin b khdu, qué quin
Tigngthii CB M) Pang e v ) ihdu thusdmg o [14]
Sk g B GOLE L il e [4.9]
o L4 CMNDVCCED 5]
B b e 54 4 Shdinhdanhca 8]
nhén Quéguin  [15] 1 0, Lol
Email [7]
Hiuhe Bl i2a T | MiH Kang
Bignthopl [ odetcas
Dinijc (M Keh
Téagibs [ Kndeg

Néu xac thue khong thanh cong: Ho so nhan su khong ¢ thong bao; Cac thong
tin Ho tén, Ngay sinh, Giéi tinh vAn m& cho ngudi dung sira.
Luuy:

o Céc trang thai xac thuec, déng bo vo1 CSDLQG vé Dan Cu bao gém:
+ Pinh danh thanh cong: ho so da dugc xéc thyuc thanh cong véi bén CSDLQG vé
Dan Cu
+ Dinh danh khéng thanh cong: hd so khong dugc xéac thuc
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+ Cho xac thuc dinh danh: trang thai cho dé hé théng thuc hién déng b6 ho so

+ Khong du diéu kién dinh danh: nhiing ho so thiéu thong tin Thudng trii (tinh,
huyén, x&) hoic S6 CMND/CCCD s& c6 trang thai ndy

+ Chua giri dinh danh: trang thai mac dinh véi nhiing ho so du diéu kién dong bod
+ Can guri lai xac thyc: truong hop di dinh danh thanh cong, c6 su thay doi vé

thong tin xac thyc thi hd so s& chuyén vé trang thai nay

B9 245 Xae thee, ddng 5 80 Eah demh ch nhie cis rhia sy vl CSOLAG vé Dk cu X Buyc vk CHOLO0 ol O Cur m 213
Tang o6 nhim sy 165 Dish dand thanh cdeg 1 135 Dink denh khdng thanh cong © 75 Chor kac e ish dash 1 0 Khdng B Gebw hige b danh < & Chum gid Seh danh < 0 Chn g gl sae thpe 1 1
Trgng it dioh darde  Tin ol o WA dph danh B GOADT Ho e
Yite A "
RN Ticca = $6 b denk THONG TI6 THUONG TR
B | She | o Co oy | CNDICCCD | o o Mhai
> o QudaHupin
7’ e AN thiw
7/ Sumh thieh c
] 7/ N O G KNI Bl (O

- Truong hop thay doi thong tin nhan sy, hé théng bao: “Thong tin Ho tén, Ngay
sinh, Gi6i tinh, Ho khau thuong tra Tinh/Thanh Phé - Quan/Huyén - Phuong/Xa
hodc S6 CMND/CCCD di bj thay doi so voi thong tin xac thue dir liéu cia
CSDLQG vé Déan Cu.. Pé nghi nha trudng dong bo xac thuc dir liéu voi CSDLQG
vé Dan Cu.”. Nha trudng cap nhat day du, chinh xac thong tin nhan s va thyuc hién

xac thuc, déng bo.

['-:-,-' o, Nl it G B, 2 il ceeng) ) TRy Tl P - e - PRcden 000 faat 54 CMNIVCCCD) 200 1 Sty O 55 v B W e B O ok 0 £S0LO0 wih D l
£l gl i st 8 b8 b Mo ol I v CSDLGG vl Ddin G
Hasn 1] Mgerdn Mk bdag Lk Bodn vidn  [11] Li Béang wién (12
h 3
R ! B SEsd ERUCH [13]
G il I
Trng il B [4] | puang shem wob - (o
LA rydn mis [41)
S4CMNDCLED |
24 sk dank cb o]
whin ooyt [V5] e, oo e
Email  [7]
o theal 5
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