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Thoi gian

CHUONG TRINH TAP HUAN PHAN MEM MISA QLCB
(2 ngay) -

N¢i dung

Ghi chi

07h30 — 8h00

Tiép don hoc vién va phat tai liéu

08h00 — 8h15

Khai mac tap huén
— Dai dién S6/Ban/Nganh phét biéu
— Pai dién MISA phit biéu

08h15 — 8h45

Gi6i thiéu tbng quan phan mém MISA QLCB
— Van ban quy dinh

—  Dbi tugng st dung

—  Gidi thiéu cac nghiép vu cua MISA QLCB

8h45 - 09h30

Hudng dan cc bude bét dau sir dung MISA QLCB

—  Ping nhép va dbi mat khau

—  Gidi thiéu giao dién phan mém

—  Khai bao va thiét 14p cac thong tin ban du

—  Phén quyén quan Iy danh muc ding chung gifta cac don vi

9h30 - 09h45

Nghi gidi lao

9h45 - 11h00

Huéng dan sir dung nghiép vu Quan 1y hd so
— Luu trii ho so trén phan mém

14h00 - 15h00

Huéng dan st dung nghiép vu Quan ly ho so (tiép)

- Bd sung 1y lich can bd

—  Tra ciru, tim kiém thong tin hd so

— Lap béo cdo can bd va giri cho don vi chu quan, co quan ndi vu
—  Téng hop bao céo tir don vi cap dudi

15h00 -15h15

Nghi giai lao

a

et
Thoi gian

15h15 - 17h00

Thuc hanh nhap hd so trén phdn mém

No¢i dung

Ghi chua

08h15 — 09h00

Huéng dan sir dung nghiép vu Nang luong, Phu cép

Lap danh sach cn bd nang luong, phu cip

Cép nhat quyét dinh nang luong, phu c4p vao hd so can bd
— In béo céo théng ké két qua ning lwong, phu cép theo TT 08
Thuc hanh trén phan mém

09h00 — 09h45

Huéng dan sir dung nghiép vu Pidu chuyén cén bd (Piéu dong, luan
chuyén)

Lap danh sach c4n bd diéu dong, luan chuyén

Tiép nhén cén bo duoc didu chuyén dén don. vi

Tiép nhan lai can bo sau khi hét thoi han didu chuyén

Thuye hanh trén phan mém

09h45 — 10h00

Nghi giai lao

10h00 — 10h30

Hudng dan sir dung nghiép vu Quan ly nghi huu
— Lép danh sach va in théng bao nghi huu

— In danh sach can bg nghi huu
—  Thuc hanh trén phan mém e

~— In quyét dinh nghi huu va cap nhat quyét dinh nghi huulén hdso |
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10h30 - 11h15

Hudng dan st dung nghiép vu Quén ly hop dong
—  Lép hop ddng khi méi tiép nhén can bd

—  Cap nhét va sira d5i hop dong

—  Tra ctru, tim kiém théng tin hop dong

| = Chéam dat hop ddng khi c6 can bd didu chuyén, nghi viéc

—  Thuc hanh trén phin mém

14h00 — 14h45

Hudng dan str dung nghiép vu Panh gia, xép loai

— Lap dot danh gia

—  Ghi nhén két qua danh gia

— Inbao cao théng ké két qua danh gié,xép loai can bo
Thyc hanh trén phdn mém

14h45 - 15h30

Hudng dan st dung nghiép vu Pao tao, bdi dudng

—  Lap danh sach c4c khoa dao tao, bdi dudng

— Cap nhat két qua sau dao tao bdi dudng

— In danh sach can bd dang tham gia dio tao, bdi dudng
—  Thyc hanh trén phin mém

15h30 — 15h45

Nighi giai lao

15h45-16h30

Huéng dan sir dung cac nghiép vu ning cao

—  Gui email/SMS

— Trbn van ban

—  Thiét lap nhéc viéc (ning lvong, nghi huu, sinh nhét,...)
Thuc hanh trén phin mém

16h30 — 17h00

Bé mac tap huan
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