A. DOIVOICAC DON V| SAP NHAP (Sap nhap vao don vij khac, c6 don vi khac sap nhap

vao)

1. Kiém tra tinh hinh CBNV sau sap nhap

a.
Nghi hwu

) misaolcB  sansivemisa

Kiém tra sb lwong nhan vién: Dang lam viéc, Pang céng tac nwéc ngoai, Nghi viéc,
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b. Véi tirng trang thai lam viéc cia CBNV, Kiém tra cac hoé so bi trung. Néu cé thi xéa hd

so trung
) misacies  sendivemsa 8OO0 @
Danh séch hé s¢ + Thim CBNV B v
S sd
Trang héi | Bang lm vids
Loai cén by Shhigucan.. Howhtén Giditinh  Nody sinh Chic v Chwiic danh Phang ban
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SHCBO52 Ha Van Chug... 175012802 Dang lam viéc
SHCBAOS Nguyén Hiu ... 175012804 Biéu chuyén...
SHCBO054 Nguyén Van ... 175012804 Bang lam viéc
SHCBAOG Nguyén Minh... 175012805 Biéu chuyén...
SHCBOS5 Nguyén Qua... 175012805 Dang lam viéc
TEST_TVHU... Trugng Van ... 175012807 Pang lam viéc
SHCBOS7 Nguyén Duc ... 175012807 Bang lam viéc




2. X ly hd so CBNV Théi viéc/Nghi hwu sau sap nhap: Thém Qua trinh céng tac Théi viéc
theo quyét dinh nghi viéc ctia CBNV.
a. Budc 1: M& hé so CBNV, chon Qua trinh cdng tac/Thém Qua trinh cong tac trong don

€ msaoLcs  sondivmisa e PE o @
& Sifa Can b nhan vién Wy | & -
1. Thang lin chung 2. Qui trinh giang day, céng tac S
| 2. Qua trinh cdng tac (@ Théng tin cong viéc hign tai hién thi theo qud trinh cong tic gén nhat
3. Luang, phy cép Chac vy Ngay bé nhigmiphé chudn
4. Trinh 8, d50 ta0, béi dut B
Ngay b3 nhigm/Phé chudn nhigm ky iép theo Chic danh
5. Kinen thutng, ky hut
5]
6. D3c diém lich sif ban tha...
Vi i vide lam Chile vy/Chile danh kidm nhigm
7. Thing tin khac »
8. Két qua dénh gia, phan losi Chide vy duge quy hepch Phong ban
9. Hap 8éng ~
Luang, phu 10. HQ chiu céng vu
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3. Ludng, phy cap
4. Trinh d§, d3o tao, bdi dudng
5. Khen thudng, ky luat

6. Dic diém lich sif ban than, quan hé gia dinh

TE 7. Thong tin khac
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b. Buwéc 2: Nhap thong tin quyét dinh Nghi hwu/Thai viéc. Khuyén khich st dung MISA
AVA dé& nhap nhanh théng tin quyét dinh

THEM QUA TRINH CONG TAC TAIDON V| | Nhép nhanh quyét dinh bing MISA AVA

Théng tin quyét dinh @ Vuilong nhap Loai quyét dinh dé hién thi ddy du théng tin 18n mat sé bao cao.

Loai quyét dinh Quyét dinh vé viéc
Thoi viée v :|
Sé quyét dinh Ngay quyét dinh
&
Ngudi ra quyét dinh Ban vi cong tac
S& noi vu MISA ~

Thong tin cong viéc

Trang thai lam viéc * Loai can bd *
Nghi viéc v Vién chirc ~
Chuic vu Chuic danh
Vi tri viéc lam Chuic vu/Chic danh kiém nhigém
Ly do nghi viéc Phong ban Loai ddn vi *

Huy bo Nhan ban




THEM QUA TRINH CONG TAC TAIDON VI | Nhép nhanh quyét dinh bang MISA AVA

Théng tin quyét dinh @ Vui long nhap Loai quyét dinh dé hién thi ddy du théng tin 18n mét s6 béo cao.

Loai quyét dinh Quyét dinh vé viéc
Nghi huu w
S6 quyét dinh Ngay quyét dinh
&
Ngudi ra quyét dinh Ban vi cong tac
S& noi vu MISA ~

Thong tin cong viéc

Trang thai lam viéc * Loai can bd *
Nghi huu v Vién chirc ~
Chiic vu Chic danh
Vi tri viéc lam Chuic vu/Chic danh kiém nhigém
Hinh thiic nghi huu Phéng ban Loai ddn vi *

Huy bo Nhan ban

3. B6 sung cac CBNV chwa cé trong danh séach:
a. Bwdc 1: Tai Danh sach hé so, chon Tién ich/Nhap khau ho so
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b. Bwéc 2: Chon Tuy chon théng tin nhap khau

Chon tép nguén

@ C6 thé chon nhiéu tép nguén ciing mét lic.

i Chon tép nguén...

Tén tép

c. Bwdc 3: Nhan Pong y

TUY CHON THONG TIN NHAP KHAU

Lua chon thong tin

Tho

ng tin chung
Théng tin ca nhan
.4 Loaican bo

S6 hiéu can bd

-84 Ho va tén

Tén goi khéc
@ Gidi tinh

Ngay, thang, nam sinh

Mé dinh danh CBCCVC

Ma hé sd
Don viquan ly hd sg CBCCVC
Don vi st dung CBCCVC
Thoeng tin ndi sinh

Théng tin qué quan

Xac nhan va nhap khau

Két qua nhap khau

[3 Tuy chon théng tin nhap khau

Tinh trang

Thu gon ¥

@ Huay bé « Dong y




d. Bwdc 5: Khai bao thong tin CBNV can thém hé so vao file excel vira tai xubng

80 |

e. Budc 6: Nhan Chon tép ngudn/Chon file excel da dién thong tin/Nhan Tiép tuc

Chon tép nguén Xac nhan va nhap khau Két qua nhap khau

@ Co thé chon nhiéu tép nguén ciing mét liic.

Bm Chon tép nguén... I [& Tuy chon théng tin nhap khau

- s

Tén tép Tinh trang

Khéng c6 dif liéu dé hién thi.



Cancel Open Files
® Frere Name Location
[ NhapkhauTuyChon_300720... Downloads
{3 Home
[ Desktop

[2) Documents
¥ Downloads
J1 Music

(&) Pictures

Open files read-only

Chon tép nguén Xac nhan va nhap khau
@ Ca thé chon nhiéu tép nguén ciing mét liic.
B Chon tép nguén...

Tén tép

NhapKhauTuyChon_30072025_0342.xls

o 2N

Size Type Accessed
449,5kB Spreadsheet 15:59

Custom Files ~

Ket qua nhap khau
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[& Tuy chon théng tin nhap khau

Tinh trang
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f. Bwdc 7: Nhan Thwe hién dé thém hd so hop & vao phan mém

Chon t&p ngudn

Tong s6 hd sd 1

Hop 1€ 1

Dif liéu thay ddi 0
0

Khéng hdp 1&

4. Ra soat email CBNV

Xac nhan va nhap khau K&t qua nhap khau

a. Budc 1: Chon Thiét 1ap/Quan ly ngwi ding

Thiét l1ap hé théng
Tuy chon
Phan cap danh muc

Sap nhap don vi

Quan ly ngudi ding

Vai trd quyén han

Nhat ky hé thong

e P®0@

Pang lam viec v

Tiénich
Ban vi truc thudc
o mat tai khoan Ki

Két noi

Cap nhat tai nguyén



b. Bwdc 2: Ra soat thong tin email tai cét Email

c. Budc 3: V&i cac CBNV bi sai email, tich chon CBNV dé, chon Tuy chon/Stra

STT

10

O msaalcs  sonsiwmsa

STT  Téndin,

1123

2 1234

3 admin

4  CBOOS
5 CBOOG
6 CBOO
7 cc-o0

8 dkrang@yopm

9 HCDO03

0 MSsol

Tang 0: 51

Tén dang nhap

123
1234
admin
CB005
CBO06
CBO10
CC-001
dktrang
HCO003

MSO01

anhip | Email

Inhtrang @alch.vn
minhnpk1987@gmail.com
demogicb@yopmad.com
ngocl23@gmail.com

Jethinga

emaisa3n@gmail.com

nnquynh@gmail.com

S5 higu can by
Ho v tén
Nasy sinh
56 CMND

Inhtrang.1@glcb.vn

THONGTINCHUNG ~ VAITRO  QUYEN TRUY CAP DULIEU

oTDD 58 hidu cén bé
cB0134
iy
032919141 SHCBAD
CB005
0985636256 CHOOB
c8010
0905001001 cc-001
0325632522 ditrang@yop.
HCoo3
01645296130 SHCB306
a7 di dgng
Email cd quan

Email

Ho vit tén

L& Nguyén Huyén Trang
MNguyén Van Ly

Trén Van Thing

L& Anh Nggc

Nguyén Thi Ha

L& Anh Ngoc

Trén Thi Héng

Duidng Kiéu Trang
Nguyén Hai Chiu

Nguyén Thi Nhu Quinh

Chie vy Chile danh

Vain ha - xa hai

Mhan vige

Bi thy Tai chinh - ké todn

Tu phdp - hd tich
Bi tht Tu phap - h tic
Van th

Mhan vién

Tu phdp - hd tich

Can sy

/ Sla

minhnpk1997@gmail.com

demoglcb@yopmail.com

ngoc123@gmail.com

lethingan@gmail.com

nvyen@gmial.com

tranhong@gmail.com

@yopm...

dktrang@yopmail.com

emai543l1@gmail.com

nnguynh@gmail.com

*N Xuat khau

@ Nap

0329191411

0985636256

0905001001

0325632522

01645296130

e POo@

Trang thii

Dang lam vige

Ca chu t8 chiie Ming cép bao mat tai khodn  Ki

Té Todn - Tin

Phong T6 chic h.

Phong Cang chi,

S8 i vu MISA

Phong Té chilc h

Sédsngmrang 10 ¢ 1410

nvly
SHCBAO14
CBO005
CB006
CBO10

CC-001

dktrang@yop...

HCO003

SHCB306
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d. Bwéc 4: Chinh stra thong tin email dung cia CBNV

SUA THONG TIN NGUGI DUNG
Ho va tén S6 hiéu can bd
Lé Anh Ngoc CB010
Chuic vu Chuc danh
Van thu
Phong ban Email *
nvyen(@gmial.com
@ Huay bo « Péngy

5. Kich hoat lai tai khoan cho CBNV sau sap nhap
a. Buwdc 1: Tich chon toan bé CBNV, chon Kich hoat tai khoan

[J Chon vaitrs

STT  Téndingnhip Email

1123 Inhirang @alcb.vn
2 1234 minhnpk1987@gmail com
3 admin demoglcb@yopmail.com
4 CBOOS ngoci23@gmail.com
5 CBOOB lethingan@gmail.com
6 CBOWO nvyen(@gmial.com
7 cc-00 tranhong@gmail.com
& dktrang@yopm..  dktrang@yopmail.com
9 HCoo3 emais43l@gmail.com
10 Mso1 nnquynh@gmail.com

032619141

0985636256

0905001001
0325632522

01645296130

S8 hiéu can bg

€B0134
nvly
SHCBAO
CBOOS
CBOOE
cBO10
cc-001
dktrang@yop.
HCoo3
SHCB306

Ho va tin Chite vy Chiie danh
L& Nuyén Huyén Trang Vi hoa - xa hai
Nguyn Vén Ly Nhan vién

Tran Van Thang Bi thu Tai chinh - k& toan
L& Anh Ngoc Tu phap - h tich
Nguy&n Thi Ha Bi thu Tu phap - hd tich
Le Anh Ngoc Van thy'

Tran Thi Hong Nhan vign

Dudng Kiéu Trang
Nguyén Hai Chau Tu phap - h tich
Nguyén Thi Nhu Quynh Cén sy

b. Budc 2: Hé thdng sé tu dong glri email dén email ngudi dung.

Cd cu té chic

Té Todn - Tin

Phang Té chic h...

Phéng Cong chd...

S ndi vu MISA

Phéng Té chue h...

Trangthai  Pang lam vige  ~

Nang cip bao mat tai khoan

K



c. Budc 3: Tich chon toan bé CBNV, vao Tuy chon/Xuat khau dé xuat khau danh sach

thong tin nguai dung dé gui cho CBNV

a

OO0 O000O0

sTT

oW

@

Tén déng nhip

Email

S

atén Chile vy
Iva

| +B Xudt khiu
: .

123 Inhtrang I@glcb.vn & Nap
1234 minhnpk1997 @gmail com nly
admin demoglchb@yopmail.com 032919141 SHCBAO14
CBO00S ngoc123@gmail.com CBOOS
CBOOG lethingani@gmail.com 0985636256 CBOOS
CB010 nvyen{@gmial.com CBO10
cC-o001 tranhong@gmail.com cc-om

il.com 03256325! 9@y
HC003 emai543N@gmail.com HCOo03
Mso1 0 SHCB206

Nguyén Huyén Trang
Haguysn Vn Ly
Trén Van Thing Bithu
L& Anh Ngoc
Mguyén Thi Ha Bi thu
L& Anh Ngoc
Tran Thj Hong
Duidng Kigu Trang
Mguyén Hai Chau
Nguyén Thj Nhu Quimh

Chic danh

Wan héa - x3 hgi
Nhén vién

Tai chinh - ké toan
Tt phép - hé tich
Tu phép - h tich
Van thu'

MNhan vién

Tu phép - hg tich

Can sy

Cd cdu t chiic

Té Toan - Tin

Phéng Té chc h..

Phong Céng chl...

S ni vy MISA

Phang Té chilc h...

Trangthsl | Bang lamviec

Nang cdp bao mit tai khoan

Ki



B. DOIVOI CAC DON VI KHONG SAP NHAP (Chi thay ddi thong tin dja ban hanh chinh)
1. Kiém tra tinh hinh CBNV sau sap nhap

a. Kiém tra s6 lwgng nhan vién: Dang lam viéc, Pang coéng tac nuwéc ngoai, Nghi viéc,

Nghi hwu

B misaocs  sansivemisa

Bidn vi 1B

Toiquinlj  Mhdewige

%in chao Pham Khanh Huyén

o@

S48 ngi vy MISA

D) Chuidng trinh tdng hop s ligu CBNY thube phing ban duge phin quyén dd lisu

Thiéng ké theo Iy Iudin chinh trj

35

2. Ra soat email CBNV

o Bang sm viée Bang céng the nusc ng Mgni viec Mg uu Endu chuyén di
LR
BT 50 & o o B 5 & 29
&
Cd ciu cén bg nhin vién Théng ké 56 lugng bién ché thyc 1
&0
50
a0
® Cang chire EYl
® Vignchic 13 0
® Lao aing hop Siag 4
canba 2 20

2024 2025

Bifin chi duc giao I Bién ch hign co

Thiéng ké theo trinh 89 chuyén mén cae nhit

35

a. Buwdc 1: Chon Thiét 1ap/Quan ly ngwéi dung

Thiét 1ap hé théng

Tuy chon

Quan ly ngudi ding

Phan cap danh muc

Sap nhap don vi

Vai trd quyén han

Nhéat ky hé thong

Tiénich o
Pang lam viec v
Ban vi truc thudc
o 1o mat tai khoan
Ket noi

Cap nhat tai nguyén

Poo@@

Ki



b. Bwdc 2: Ra soat thong tin email tai cét Email

c. Budc 3: V&i cac CBNV bi sai email, tich chon CBNV dé, chon Tuy chon/Stra

STT

10

O msaalcs  sonsiwmsa

STT  Téndingnhdp

1123

2 1234

3 admin

4  CBOOS
5 CBOOG
6 CBOO
7 cc-o0

8 dkrang@yopm
9 HC003

0 MSsol

Tang 0: 51

Ho va tén
Nady sinh
56 CMND

Tén dang nhap

123
1234
admin
CBO005
CB006
CBO010

CC-001

dktrang@yopm...

HCO003

MSO01

Email

Inhtrang @alch.vn
minhnpk1987@gmail.com
demogicb@yopmad.com
ngocl23@gmail.com

Jethinga

emaisa3n@gmail.com

nnquynh@gmail.com

S5 higu can by

THONGTINCHUNG ~ VAITRO  QUYEN TRUY CAP DULIEU

) 56 higu cdn bd
€B0134
vly
03291914M SHCBADM
C€B00S
0885636256 CBO0&
cBow
0905001001 cc-001
0325632522 dKtrang@yop.
HCoO03
01645296130 SHCB30&
BT di dgng
Email co quan

Email

Inhtrang.1@glcb.vn

Ho vi tén

L& Nguyén Huyén Trang
MNguyén Van Ly

Trén Van Thing

L& Anh Nggc

Nguyén Thi Ha

L& Anh Ngoc

Trén Thi Héng

Duidng Kiéu Trang
Nguyén Hai Chiu

Nguyén Thi Nhu Quinh

Che vy Chuie danh

Vain ha - xa hai
Mhan vige
Bi thy
Tu phdp - hd tich
Bi tht Tu phap - h tic
Vain th

Mhan vién

Tu phdp - hd tich

Can sy

/ Sla

minhnpk1997@gmail.com

demoglcb@yopmail.com

ngoc123@gmail.com

lethingan@gmail.com

nvyen@gmial.com

tranhong@gmail.com

dktrang@yopmail.com

emai543l1@gmail.com

nnguynh@gmail.com

*N Xuat khau

@ Nap

0329191411

0985636256

0905001001

0325632522

01645296130

Tai chinh - ké todn

e POo@

Trang thii

Cd clu té chic

Té Todn - Tin

Phong T6 chic h.

Phong Cang chi,

S8 i vu MISA

Phong Té chilc h

Sédsngmrang 10 ¢ 1410

nvly
SHCBAO14
CBO005
CB006
CBO10

CC-001

Dang lam vige

dktrang@yop...

HCO003

SHCB306

Ming cép bdo mittaikhodn  Ki
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d. Bwéc 4: Chinh stra thong tin email dung cia CBNV

-
SUA THONG TIN NGUGI DUNG
s .. d paa . -
Ho va tén SO hiéu can bd
Lé Anh Ngoc CB010
. .
Chuic vu Chuc danh
Van thu
- il ®
Phong ban Email
nvyen@gmial.com
@ Huy bo
[ 8 a4
’ s > . ~
3. Kich hoat lai tai khoan cho CBNV sau sap nhap
7 , \ ~ - . >
a. Buwdc 1: Tich chon toan bd CBNV, chon Kich hoat tai khoan
wn. Trangthai  Pang lam vige  ~
STT  Téndingnhip  Email BTDD Séhiducinbd  Howatén Chiic vu Chite danh Cd cuté chic Néng cdp bao mittaikhoin K
1 123 Inhtrang l@qleb.vn CBO134 L& Nguyén Huyén Trang Vén héa - x& hai Té Todn - Tin
2 1234 minhnpk1997@gmail.com nvly NguyBn ViEn Ly Nhan vién
3 admin demoglcb@yopmail.com 032919141 SHCEAO14 Tran Van Thang Bi thu Tai chinh - k&toan  Phong T8 chuc h...
4 CBOOS ngocl23@gmail.com €B00S L& Anh Ngec Tu phap - h tich
5  CBOOG lethingan@gmail.com 0985636256 CBO0E Nguy&n Thi Ha Bi thu Tu phap - h tich
§ CBOWO nvyen@gmial.com CBO10 L& Anh Ngoc Van thy
7 CC-001 tranhong@gmail.com 0905001001 CcC-00m Tran Thi Hang Nhan vién Phong Cong ch...
8 dkirang@yopm..  dktrang@yopmail.com 0325632522 dktrang@yop. Ducng Kiéu Trang
9 HCoo3 emais43l@gmail.com HC003 Nguyén Hai Chau Tu phap - h tich S ndi vu MISA
10 Mso1 nnquynh@gmail.com 01645296130 SHCB306 Nguyén Thi Nhu Quynh Cén sy Phéng T4 chue ...

b. Budc 2: Hé thdng sé tu dong glri email dén email ngudi dung.

c. Budc 3: Tich chon toan bé CBNV, vao Tuy chon/Xuat khau dé xuat khau danh sach

thong tin nguai dung dé gui cho CBNV

o

O 000000000

STT  Téndingnhip

"

Email =
I =+ Xudt khdu

& Nap

demoqlcb@yopmail.com 032919141

lethingan(@gmail.com 0985636256

il.com 0325632522

1 123 Inhtrang i@qleb.vn

2 1234 minhnpk1987 @gmail.com
3 admin

4 CBOOS ngoc123@gmail com

5 CB0O&

6 CBOI0 nvyen@gmial.com

7 CcCc-o0 tranhong@gmail.com

8 P

9 Hcoo3 emai543N@gmail.com
10 Msol

nnquynh@gmail.com 01645296130

nvly
SHCBAO14
CBO0S

CBOO&

CBO10
CcC-001
dktrang@yop...
HCO03
SHCB206

I vatén Chic vu Chic danh

Nguyén Huyén Trang Van héa - x3 héi
Mguyén Van Ly Nhan vién
Trén Van Thing Bi thu Tai chinh - ké todn
L& Anh Ngoc Tuf phap - hé tich
Mguyén Thi Ha Bithu Tu phép - hé tich
L& Anh Ngoc Van thu
Tran Thi Hong Mhan vién

Dudng Kigu Trang
Mguyén Hai Chau Tu phép - h tich
Mguyén Thj Nhu Quinh Can sy

Cd ciuté chic

Té Todn - Tin

Phéng Té chie b...

Phang Céng chd...

S8 ndi vy MISA

Phang Té chic h...

Trang thdl  Bang lam vigc

Ning cép bao mét tai khoan

Ki
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