HUONG DAN SU DUNG CONG THONG TIN CAN BO

(http://canbo.vinhuni.edu.vn)

Cdng thong tin can bd 13 phan mém nam trong Hé théng théng tin téng thé cla
Trudng Dai hoc Vinh, cung cip cho can bd Nha trudng cac tién ich, chirc ndng nham muc
dich ndng cao hiéu qua cong tac quan ly can bo ctia Nha trudng cling nhu cong tac giang
day, nghién cttu khoa hoc clia mdi cén bd, gidng vién. Cu thé:

- Tra cltu théng tin cd nhan; cap nhat mdt s6 théong tin cd nhan dugc phan quyén
cap nhat.

- Thuc hién ké khai gio giang day, gio hoat dong khoa hoc va lao dong chuyén mén
khac.

- Tra cu thdng tin vé bang lvong, qua trinh nang luvong, qua trinh déng bao hiém

xa hoi.

I. PANG NHAP HE THONG

1.1. DANG NHAP

Budc 1: Truy cap dia chi Cong théng tin can bd: http://canbo.vinhuni.edu.vn

Budc 2: BDang nhap vao hé théng bang tai khoan ké khai gio.

Tai khodn d3 duoc Trung tdm CNTT cap cho mdi can b6 clia Nha trudng.
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1.2. LAY LAl MAT KHAU

Khi quén mat khau, can bd cé thé nhan lai mat khau qua email d3 d&ng ky véi hé
thdng bang cach s dung chirc ndng Quén mdt khdu.

Dé dang ky dia chi email v&i hé thdng, trong |an dau tién d&ng nhap, can bo can
cap nhat mot sb théng tin cd nhan, trong d6 c6 muc Email.

Budc 1: BAm nut Quén mat khau trén giao dién dang nhap

Budc 2: Nhap dia chi email tuong tng véi tai khoan d3 dang ky vai hé thdng.

Budc 3: Dang nhap vao Email & trén dé nhan mat khau tam thoi. S dung mat khau
dé dé dang nhap vao hé théng.

Budc 4: Sau khi dang nhap vao hé théng, can thuc hién déi mat khau dé dam bao

tinh bdo mat.

Quén mat khau

Email

LAY LAI MAT KHAU

Dang nhap

TRUONG DAI HOC VINH
CONG THONG TIN CAN BO

Hinh 2: Giao dién chirc ndng Quén mat khau

2. CAC CHU'C NANG CUA CONG THONG TIN CAN BO

2.1. NHOM CHU'C NANG HO SO CA NHAN

Nhém chic ndng nay bao gdm cac chitc ndng lién hoan dén Ho so ca nhan: Cdp
nhdt théng tin cd nhdn; Cdp nhat quan hé gia dinh; Cdp nhdt qud trinh dao tao; Cap nhat

qud trinh céng tdc; Cép nhdt théng tin ngoai ngi¥; Lich st chirc vu v H6 so sb hda.

2.1.1. Cap nhat théng tin ca nhan

Chirc ndng nay giup cdn bod co thé tra ciru va cap nhat cac thong tin ca nhan. Can

bd ¢ thé cip nhat nhitng trudng théng tin dwoc phép chinh stra. Néu can dinh chinh



cac trudng thong tin khéng duoc phép chinh stra, can bd can chl dong lién hé véi phong
T6 chirc can bd dé duoc xtr ly.

Cdc budc cdp nhat théng tin cd nhén:

Budc 1: Chon chitc n3ng Cap nhdt théng tin cd nhén trong menu HO SO CA NHAN

Budrc 2: Tra clru va cap nhat cac thdng tin cd nhan con thiéu hodc chua chinh xac.
Giao dién thoéng tin ca nhan duoc chia thanh cac nhém thdng tin. Nhom thong tin co
ban, théng tin cdng tac, trinh d6 chuyén mdn, thdng tin hop dong, théng tin toan thé va
thong tin khac.

O nhém théng tin co bdn, cac truong thong tin Dan tdc, ton gido, noi sinh, qué
qudn, hd khau, ché & hién nay va trong phan Théng tin khdc, cac truong théng tin: sb
CMND, s6 dinh danh c4 nhan, s6 ho chiéu, sb dién thoai, Email 1a nhitng truong théng
tin can bd co thé cap nhat.

Buwdc 3: BA&m nut Cap nhat ¢ng véi mbi nhém théng tin dé cap nhat cac théng tin

trong nhom ay.

Hinh 3: Cap nhat thong tin ca nhan
Luu y: Can b6 can cap nhat thong tin Email dé cé thé 1ay lai mat khau theo hudng
dan & muc 1.2.
2.1.2. Cap nhat quan hé gia dinh

Chirc nang gilip can bd cap nhat cac mbi quan hé gia dinh.
Budc 1: Chon chitc ning Cap nhdt Quan hé gia dinh trong menu HO SO CA NHAN
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Budc 2: BAm nut Thém dé thém mdi mot mbi quan hé gia dinh.

Budc 3: Nhap céc théng tin vao form theo hudng dan va bam nut Ghi lai.

Thém bén ghi x
Ho tén Quan hé
BG dé
Nam sinh Gidi tinh
Nam

Nghe nghiép Noi cong tac

Noi & Quéc gia

Anh

Ghi chi

Hinh 4: Giao dién thém mdi mot quan hé gia dinh

Luuy:

- Mubdn stra thong tin mdt ban ghi d3 luu, chon dong can stra trén ludi (dong duaoc
chon bi d6i sang nén xanh) va bam nut Stra. Sau khi chinh sra, bAm nut Ghi lai dé cap
nhat.

- Muén xéa mét ban ghi d3 luu, chon dong can xda trén ludi (dong dwoc chon bi

d6i sang nén xanh) va bam nut Xda.

2.1.3. Cap nhat qua trinh dao tao

Chlrc ndng gilp can bd cap nhat qud trinh dao tao cla ban than.

Budc 1: Chon chitc n3ng Cap nhdt Qud trinh déo tao trong menu HO SO CA NHAN

Budc 2: BAm nut Thém dé thém mdi mot qud trinh dao tao.

Budc 3: Nhap cac thdng tin vao form theo hudng dan

Luu y: DEé gtri 1én minh ch*ng vé qué trinh dao tao, trudc hét can bd can scan minh
chirng (bang cap/chirng chi), lvu vao trong may tinh. D& tai 1én file minh ching 1én, bdm
nut Chon tép va chon dudng dan dén file minh ching.

Budc 4: BAm nut Ghi lai.
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DEN ngay
Trang thai D4 hoan thanh Y
Tén co s& dao tao Tiéng Viét Tiéng Ant

Qudc gia Anh v

Tén nganh

(chwong trinh) Tiéng Viet

Thudc loai v
Hinh thirc dao tao Khong di hoc v

S0 quyét dinh

Minh chiing G | Tailentép & Chontép

Ngay quyét dinh dd/mm/yyyy

Ghi cha

Hinh 5: Giao dién thém mdi mot quan hé gia dinh

2.1.4. Hd so s6 héa
Hb so'sb héa |a mot chirc ndng hd tro can bo luu tri?, quan ly cac file sé hda clia cd
nhan. Hé théng sé& tao san cho can bdé modt sb thy muc méc dinh dé luu trit céc file s

hoa. Can bd cd thé chli ddng tao mai, ddi tén hodc xda cac thu muc.

S0 HOA HO SO

Omemthumye  Z06itén [T ;—‘

sTT Tén thy muc Ghi chi Ngay tao Nubi tao Ngdy sira cudi Kich thudc
B8 46 soci hin Luulilich, gidy khai sinh, 07/11/201807:45:18 1678 07/11/2018 07:45:18

2 B8 vinbing Luu cdc van béng tt nghiép 07/11/201807:47:32 1678 07/11/2018 07:47:32

3 B ching chi Luu céc loai chimg chi 07/11/2018 07:49:27 1678 07/11/2018 07:49:27

4 B8 quyétdinh Luy céc loai quyét dinh 07/11/201807:49:50 1678 07/11/2018 07:49:50
B Khen thuing Luu céc gidy to khen thudng 07/11/201807:51:42 1678 07/11/2018 07:51:42

Hinh 6: Giao dién cay thu muc ho so s6 hoa
* Cdc buoc tao thu muc:

Budc 1: Chon chitc ndng Hé so' sé hda trong menu HO SO CA NHAN

Budc 2: Méc dinh hé thdng tao sén 5 thu muc cho can bd. Néu cé nhu cau tao thém
thu muc khac, BAm nut Thém thuw muc.

Budc 3: Nhap tén thu muc (tdi thiéu 6 ky tu) va ghi chd. BAm nut Thém dé tao thuc

muc.



Tén thu muc:

Tén thu muc
* D dai t6i thiéu 6 ky tu
Ghi chu:

Hinh 7: Giao dién tao mdi thu muc
Luuy:
- Bé d8i tén / Xéa thu muc dd tao, thuc hién cdc budc:

Budc 1: Kich chudt vao dong cé tén thuy muc mudn doi tén / xoa.
Budc 2: - Néu mudn xda thu muc, bAm nut Xéa, hé thong yéu cau xac nhan dong
y x0a thu muc da chon.
- Néu mubn ddi tén thu muc, bAm nut Déi tén, nhap tén thu muc mdi va

bam nut Cap nhét.

* Cdc budc dua file hé so sb6 héa Ién hé thbng:

File hd so sb hoa phai dugc chira trong moét thu muc, vi vay, dé dua file hd so lén
hé théng, can chon thuc muc dé chira file.

Budc 1: Kich dup chudt vao thu muc mudn chira file.

Bwdrc 2: BA&m nut Thém hd so, nhap tén hd so va bam nut Chon tép dé chon
dudng dan tdi file hd so.

Luu y: Hé théng chi cho phép tai Ién nhitng file hé so dinh dang word, excel,
image, rar, zip va kich thudc file khong vuot qua 15 MB

* Cdc budc déi tén / xoa / téi xubng hé so' sb héa:

Buwdc 1: Kich chon file muén thuc hién ddi tén / xda / tai xubng.

Budrc 2: - Néu mubn ddi tén hod so, bAm nut Bdi tén, nhap tén mdi cla hd so va

bam but Cap nhét.



- Néu mubdn xda hd so, bAm nut Xda, hé théng yéu cau xac nhan dong y
x6a ho so d3 chon.

- Néu mudn tai file hd so vé may tinh, bAm nut Tai xubng.

Tén ho so:

[ en o so

Chon tép:

| Chon tép | Khdng c6 tép nao dugc chon

jord, excel, powerpoint, pdf, image, rar, Zip

* Kich thuéc nhd hon 15mb
£

Hinh 8: Giao dién thém mai ho so sé hoa

Céc chirc nang Cdp nhat qud trinh céng tdc, Cap nhat thong tin ngoai ngi, Lich st
chirc vu can bd dugc quyén tra ciru thong tin, néu cé sai sét, can thdng tin cho phong

T6 chirc can bo dé dinh chinh.
2.2. NHOM CHUC NANG KE KHAI GIO DAY

2.2.1. Ké khai gio giang day

Cdc budc thuc hién ké khai gio giang day:

Budc 1: Vao menu Ké khai gio day

Budc 2: Chon phan hé can thuc hién ké khai: Dai hoc chinh quy, Vira lam vira hoc,
Pao tao tw xa, Truong THPT Chuyén, Truong THSP;

Hinh 9 mo ta giao dién chirc nang Ké khai gid dai hoc chinh quy

€ sorirunaar . (32) CONG THONG TIN CAN B3

KE KHAI GIO DAY CHINH QUY

omén @ -[(ﬁmt - Nam hoe:
sTr Ten nhoen 10p boc phla sish 56 tin chi 55 1 theo Mung CT Hoc ky Tid TR i THRK i BTIX Thisi glam Xie nhin
1 Co 59 vdn héa Vit Nam(117).02 82 3 VNS 8435 0 1] 04/09/2817 - 15102017
! G.-"n 2 (= 0 hoa VISt Nas m 3 Jvis 8438 o L] 18/09/2917 - 191, 7
= 3 hé blah vin hgc nghé thult trén bio chi(117)_3 5 1 sioy0 55 0 0 0972817 - 171272017
o
4 PODH N vin 14, THPPDH Nl waa(1 1701 TH1 o) 3 18130000 30 0 290972917 - T2N1272017
&
PPDH NG vin I8, THPPDH Ngl vda(117)_01_TH3 0 3 15/30)/0 £ ° 25/09/2917 - 1711272017
o PPOH Ngir vin 18, THRODH Mg van(117).02_TH? 3 15703000 3 0 25/00/2917 - 127272017
7 o 2 2406 0 0 200022918
] 7 latmh(217)_02 “ : SO/0Y/10 0 0 12/02/2918 - 20/052018

© TONGLOP:8 O TONG Gi0: 353.20

Hinh 9: Giao dién ké khai gio Dai hoc chinh quy
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Buwdc 3: Can bo can duing ndm hoc can ké khai, va cé thé xem lai dit liéu d3 ké khai
theo tirng nam hoc.

Budc 4: BAm nut Thém dé thuc hién ké khai, giao dién hién ra nhu hinh 10.

€ oo (S2) CONG THONG TIN CAN BD

° - N b
(s Hoe k.
= J Khoarvig:
At bl gy Ll L
o e o b 1y thuyét: 0 Thye haoh: 0 B tip 0
s KE kb ch tét gidmg day (Dot 1) T nghy: B oinngiy B o
(09t2) T ngiy: & oinogiy = Thivie
(o013 Tangiy & omopr & e
Gl chie
EXIET3

Hinh 10: Giao dién ké khai gio giang day
Tai giao dién nay, can bd thuc hién:

- Chon hoc ky, don vi va I8p hoc phan d3 giang day.
- SO tiét quy doi va thoi gian gidng day s& dugc hién thi twong ng.
- Cap nhat chi tiét b tiét day tirng tuan trong mdi dot bang cdch bam vao nut Chon

tiét tvong ing vai mdi dot, giao dién xuat hién nhu hinh 11:

ThinTiét m T2 T3 T4 TS5 T6 T7 T8 T9 TIO TI1 T2 TI3 T4

[Chon]
Thi 2
Thi 3
Thir 4
Thi 5
Thit 6
Thir 7
Cha nhat

Hinh 11: Cap nhat sb tiét trong tuan

- Tai giao dién nay, néu mdi tuan day nhiéu thi thi cdn bé bdm ndt Thém thu va
tich chon vao cac tiét twong (rng da thuc hién gidng day trong ngay. Sau dé bam nut Ghi.

Budrc 5: BAm nut Cap nhat dé luu thdng tin vira ké khai.

Néu can bo dugc phan cong gidng day nhiéu I8p, nhiéu phan hé, thi can thuc hién

13p lai cac budc & trén cho dén khi ké khai day dd tat cd cac I8p. Cac thao tac thuc hién
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ké khai gio & cadc hé GDTX, DTTX, Trudng THPT Chuyén, trudng THSP, hudng dan - phan

bién d6 &n luan van, cling thuc hién tuong tw nhu hé PHCQ d3 mo td & trén.

2.2.2. Ké khai hoat ddng chuyén mén

Cdc budc thuc hién ké khai hoat déng chuyén mén:
Budc 1: Vao menu Ké khai gio' day
Budc 2: Chon chirc nang Hoat déng chuyén mén nghiép vu khdc, giao dién chirc

nang nhu hinh 12:

(=2) CONG THONG TIN CAN BO

Hinh 12: Giao dién ké khai hoat ddng chuyén mon, nghiép vu

Budc 3: Can bd can dung ndm hoc can ké khai, va cé thé xem lai dit liéu d3 ké khai
theo tirng nam hoc.

Budc 4: BAm nut Thém dé thuc hién ké khai, giao dién hién ra nhu hinh 13.

(=2) CONG THONG TIN CAN B

Hinh 13: Thuc hién ké khai hoat dong chuyén mon, nghiép vu

Tai giao dién nay, can bd thuc hién:

- Chon hoc ky va loai hoat dong chuyén mdn nghiép vu.

9



- Bién cac thong tin vao cac trudng: Noi dung, dia diém, don vi té chire, ghi chu.

- Gid tri s6 tiét quy d6i duoc theo quy dinh cla Nha trudng.

Budc 5: Kiém tra cac thong tin vira ké khai va bAm C3p nhét.

Thuc hién 13p lai cac budc trén d6i véi mdi hoat ddng chuyén mén nghiép vu can

ké khai.
2.3. NHOM CHUC NANG HOAT PONG KHOA HOC CONG NGHE

2.3.1. Ké khai Cong trinh khoa hoc d3 céng bb

Buoc 1: Vao menu Hoat dong KHCN
Burdc 2: Chon chirc ndng Ké khai cac cdng trinh khoa hoc d3 cong bb, giao dién hién

thi nhu hinh 14.

KE KHAIKET QUA WGHIEN CUU DA CONG B0

T tap hi/MXB/Noi cip Nim  Uin  Mish ching W  cB [ Phlabdl  Xie
it Me  WODH  NOKH WP
wmg  cong KHIHTOT
g bin

@ TONG KET QUA NGHIEN CUV: 7 © TONG GIO NCKM: 172000  © TONG GIO CONG NMAN: 1420 .00
Hinh 14: Giao dién ké khai cdng trinh khoa hoc d3 céng bd

Buwdc 3: BAm nut Thém dé thuc hién ké khai, giao dién hién ra nhu hinh 15.

€ ionkminun. . (2) CONG THONG TIN CAN B

A vang B K qud NC K

KE KA KET QUA NGHIEN CUU BA CONG BG

o

Tén sin phim

He va tén tae gl

Tén typ chirNXE/Nel cdp.

6 b 1SS (vt b xxxxcna): Nim xudt bl Uit ket

Logi sda phim: proves v Dingtli mink ching. Givon 189 | Kvieg €6 1  ch
Tinh gi% NCKH cho nlim hoc: .| Phinloyi cing binh tish gib NCKH:

5 Lo gik Ding & 6 €5 bidt, chayéa san: Wé 86 duo: tiak:
$5 g6 NCKH tuoag ¥ng E $4 g5 NOKH due tinh

Ghi e

Hinh 15: Thuc hién ké khai céng trinh khoa hoc d3 cong bb
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Tai giao dién nay, can bd thuc hién:

- Nhap cac théng tin theo yéu cau: Tén sén phdm, tdc gid, tén tap chi/NXB, logi sén
phém, sé tdc gid...

- Gid tri S6 giy NCKH twong (rng sé duac tinh theo quy dinh cla Nha trudng.

- B4m nut chon tép va chon dén file minh chirng dé tai Ién

- Chon hoc ky va loai hoat dong chuyén mén nghiép vu.

Budc 5: Kiém tra cac thong tin vira ké khai va bAm C3p nhéat.

2.3.2. Ké khai Hoat ddng Seminar

Budc 1: Vao menu Hoat dong KHCN.
Budc 2: Chon chirc nang Ké khai hoat dong Seminar.

Budc 3: BAm nut Thém dé thuc hién ké khai, giao dién hién ra nhu hinh 16.

Hinh 16: Giao dién ké khai hoat ddng Seminar

Tai giao dién nay, can bj thuc hién:

- Chon hoc ky, loai hoat dong td chirc hoat dong Seminar

- Nhap cac théng tin: Tén bdo cdo, ngay bdo cdo, nguoi bdo cdo...

- Gia tri S6 gid NCKH tuong trng s& duac tinh theo quy dinh clia Nha trudng.
- B4m nut chon tép va chon dén file minh chirng dé tai 1én.

Burdc 4: Kiém tra cac thong tin va bAm nut Cap nhét.

2.3.3. Ké khai dé tai / du an

Buoc 1: Vao menu Hoat dong KHCN.
11



Budc 2: Chon chirc nang Ké khai dé tai / du an.

Budc 3: BAm nut Thém dé thuc hién ké khai, giao dién hién ra nhu hinh 17.

M3 dé tai

Co quan chi tr d2 tai

Ca quan ti trg kinh phi:

Tis thing Dén thing: Nam nghigm thu
Vai trd: e .| Cipquinly: - . Sithinhvién:

4 i NCKH tong iy e S8 gits NCKH duoc tinh Tinh cho ndm

Hinh 17: Giao dién ké khai dé tai / duv an

Tai giao dién nay, can bd thuc hién:

- Nhap cac thong tin: Tén dé tai / du an, m3 dé tai, co quan chu tri, co quan tai tro
kinh phi, thai gian thuc hién, ndm nghiém thu, , vai tri, cAp quan ly, ghi chd...

- Gid tri S6 gid NCKH twong trng sé duac tinh theo quy dinh cla Nha trudng.

Burdc 4: Kiém tra cac thong tin va bAm nut Cap nhét.

2.3.4. Ké khai Sach, gido trinh

Budc 1: Vao menu Hoat dong KHCN.
Budc 2: Chon chirc nang Ké khai Sach, giao trinh.

Budc 3: BAm nut Thém dé thuc hién ké khai, giao dién hién ra nhu hinh 18.
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Tén san phier

HO va 1én tic gii:
Nha xudl ban
Hdm xuit bén: Diing tal minh chimg

Tinh giar NCKH cho s hec B2 . Phia logi cang trisk tinh gid NCKH:
$6 tac gli: 1 Valtro:

56 gio NCXH twang img

$5 910 NCKH dvac tinh

Ghi ch:

Hinh 18: Giao dién ké khai Sach / gido trinh

Tai giao dién nay, can bd thuc hién:

- Nhap cac théng tin: Tén sdn pham, ho va tén tac gid, nha xuit ban, ndm xuat ban,
sb tac gia.

- Lwa chon phan loai cdng trinh, vai trd va nam tinh gio NCKH.

- Gid tri S6 giy NCKH twong (rng sé duac tinh theo quy dinh cla Nha trudng.

- B4m nut chon tép va chon dén file minh chitng dé tai lén.

Budc 4: Kiém tra cac thong tin va bAm nut Cap nhét.

2.4. CHUC NANG TRA CUU THONG TIN

Churc ndng tra cru théng tin giip can bod cé thé tra clru cac thong tin vé:

- Bang luong

- Qua trinh luvong va qua trinh dong BHXH

- Tham nién giang day

Cdc budc dé thyrc hién tra ctru théng tin:

Budc 1: Vao menu Tra clru thong tin

Budc 2: Chon céc ndi dung can tra cltu tuong Ung, bao gdm: Tra cru bang lvong

hang thang, Xem qua trinh lvong, Xem lich st nang lvong, Xem lich st nang tham nién.
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A Trang chi B Tia ciiu thong tin D Tra ciu tdng hop
v TRACUU Hiéath: 20 v déng

Tra cdu lich st chie v

v THONG TIN TIEN LUONG

01 0 01/07/20 07/20
Béng lwong hang thing

2014 L] 7 60 01/07,2013 0170772014
Xem qua trinh luong

12/31/2015 7 3 50 01/07/2014 01/07/2015
Xem lich sif ning krong

¢ 01/01/2017 8 3 60 01/07/2015 01/07/2016

Xem lich sir nang tham nién

06/30/2018 J 0 30 01/0472017 01/04/2018

Trén day 1a hudng dan str dung mot sé chirc ndng chinh cla Céng thdng tin cdn bé.

Xin théng bao dé cac quy thay co biét va st dung.
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