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Phan mém Quan 1y h6 so cdn by, cong chirc, vién chuc

1 Tim kiém nhanh

Cén bd t6 chirc ctia co s¢ (CBTCCS) c6 thé tim kiém ho so CBCCVC theo nhiéu
tiéu chi khac nhau. Dé thuc hién tim kiém nhanh, bAm chon menu “Tim kiém nhanh”
nhu hinh bén dudi.
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Tim: ‘ Excel ‘

Hinh 1: Chon chitc ndng tim kiém nhanh

Hé théng hién thi giao dién nhu hinh bén dudi.

Ho va tén

Chirc vu | Chon chike vu... |

M3 ngach | Chon ngach... |

Bonvi | Chon don vi.... |

Ho va Ngay Tén Bac Trinh Tin Tiéng QLNN Chinh Loai bang Chirc Phéng Bon

tén « sinh & ngach $ lwong $ d6 & hoc$ anh 2 s tri %+ hinh ¢ vien $ wvu 2 : vi ®

Stt
Khéng tim thdy dang nao phi hop

¥em | 10 B Bang xem 0 dén 0 trong t6ng s6 0 muc |

muc

Hinh 2: Giao dién trang tim kiém nhanh

Nhap céc tiéu chi tim kiém (ho va tén, chuc vy, ma ngach, don vi), sau dé6 bam
chon nat “Tim” dé thuc hién tim kiém.

Két qua tim kiém hién thi theo danh sach bén dudi.
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Phan mém Quan 1y hd so cdn b, cong chiic, vién chic

1. Nhap céc tiéu
Hovatén | tha chi tim kiém

3. Hién thi két

qua tim kiém

Hinh 3: Hién thi két qua tim kiém CBCCVC

CBTCCS c6 thé bam chon niit “Excel” dé xuét ra file excel két qua vira tim
kiém.

Ngoai ra, CBTCCS ciing ¢ thé bam chon nit “Print” dé in két qua tim kiém.
Hé thong hién thi danh sich nhu bén duéi cho phép chon chic ning in 4n hd tro sén
cua trinh duyét.

2 Tim kiém nang cao

Hé théng hd tro chie niang tim kiém nang cao rat da dang. CBTCCS c6 thé chon
nhiéu tiéu chi loc, tim kiém khdc nhau.

bh) (13

Cic tiéu chi loc, tim kiém dwoc phan ra timg thé “Thong tin chung”, “Tiy chon
don vi”, “Quad trinh cong tac”, “Qud trinh lvong phu cép”, “Qua trinh dao tao, boi
dudng”, “Thong tin khic”.

CBTCCS c6 thé chon cdc tiéu chi tim kiém mong mudn ¢ ting thé nhu cic hinh
dudi day.
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Phan mém Quan 1y ho so can b, cong chirc, vién chiic

Tim kiém » Nang cao

Théng tin chung

Két qua

Ho va tén

S6 higu céng chic
Dan tdc

Mgay, thang, nam sinh
S8 CMND

Novi cé‘p

Bia chi thwérng tri
Nguyén quan

Ha khau thwirng tri
Bai bidu QH.HOND

sé dién thoai

Tuy chon don vi

Qua trinh cdng tac

Qua trinh lwerng, phu cap

‘ Chon dan téc ..

=] <[]

‘ Chon don vi

Qua trinh dao tao, bi dwéing

Gidi tinh

]

Thing tin khac

Thiét 1ap

Téei g0 | Chon tn gido

Tudi e |Z|
Mgay cép == |ZI
Mot sinh

Tinh trang hdn nhan

‘ Tinh/Thanh X || Quan/Huyén i I—| Phuéng/Xa = |
‘ Tinh/Thanh v —| GQuan/Huyén ; !—| Phwénglxa v |
Blia chi email
Di dang

Hinh 4: Chon tiéu chi tim kiém thé “Thong tin chung”

Tim kiém » MNang cao

Thang tin chung
Qua trinh d3o tao, bdi dirdng

Kétqua
Bon vi

Bon v

Loai hinh

Loai hinh bién ché

Tiy chon don vi

Qua trinh bién ché, hop dong

Thang tin khac

_ Khéi S8 ban ngénh

]2 S& Ngivu

[l 58 N vy

i~ [ . Ban thude S& Néi w

L[] .| Bon vi s nghi&p true thube
| .| S& Théng tin v Truyén théng
ldd Khéi quén, huyén, thanh thi

Hanh chinh

Su nghiép

Hanh chinh va sy nghiép
Géi Hai ngodi bign ché
Gbi Hai trong bién ché
Phurérng x3

Cong doan, Dif an

Sur nghiép (tw d3m bao)
Goi Hai d3c thi

Qua frinh khen thirdng, ki luat

Qua trinh cong tac

Qua trinh bao niém

Qua frinh kiém nhiém, biét phai

. Hanh chinh

Cap don vi
3 | Khéi Hgi

[L]4] Sv nghigp

Qua trinh Irerng, phu cap

Qua trinh céng tac B3ng, Boan, doan thé khac

. Mgoai UBND finh

Thietlap

Hinh 5: Chon tiéu chi tim kiém thé

“Tuy chon don vi”
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Phan mém Quan 1y ho so can b, cong chirc, vién chiic

Tim kiém » na Ng cao . imQ |  —Tim nhanh
Théng tin chung Ty chon don vi Qua trinh cdng tac Qua trinh lreng, phu cap Qua trinh dao tao, boi duing Théng tin khac Thiet lap
Tim kiém theo ma ngach Tim kiém mtc twong dwong cla ngach
Mgach chic danh = IZH Ng - Mgach tueng drong =

Hoac ngach chirc danh = IZI a Hoac ngach twong dwong = IZI

b winin B
Hoac ngach chirc danh = |Z| Ll Hoac ngach twong dwong = |Z|

Huwéng din vign chinh

Lwong, Hé sb Thu vién vién
Phueong phap vién

= =] [

Mgay bd nhigm ngach, = Hoas]

chirc danh |Z| Bao tang vién
K§j sw (Cao dang)
Bac lwong == |Z| . ) P
Kiém soat vién trung cap thi
Hé sé lreng »= IZI bnkong
Duwng phim vign chinh -
MNgay hwéng bac >= |Z| ~= ]
Theri gian %€t ndng lwrong == |ZI ==
14n sau

Hinh 6: Chon tiéu chi tim kiém thé “Qud trinh luong, phu cdp”

Sau khi chon céc ti€éu chi mong mudn, bam chon ndt “Tim” dé hién thi két qua
tim kiém.

Tuong ty nhu & phan “Tim kiém nhanh”, CBTCCS c6 thé bam chon cdc chirc
ning xuét file excel hodc in an.
2.1 Thiét lap tim kiém

Trong phan Tim kiém ndng cao, c¢6 thé chon cédc cot théng tin mudn hién thi
trong két qua tim kiém nhu sau: BAm chon thé “Thiét 1ap”, tich chon céc cot thong tin
mubn hién thi nhu hinh bén duéi.

Tim kiém | Tmy | —Tim nhan
2. B&m niit "Tim"
T 1. Chon théng tin
_ higén thi trong ket
ok qua tim kiém
Higdy sant

Hinh 7: Thiét ldp tim kiém

Hé thng hién thi két qua tim kiém @ng véi cdc cot thong tin da duoc thiét 1ap &
trén (Ho tén va Ngay sinh).
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Phan mém Quan 1y hd so cdn b, cong chiic, vién chic

Tim Kiém » Nang cao

Théng tin chung Tay chon don vi Qu

Két qua Hién thi tim kiém vdi cac cét
thdéng tin da thiét 1ap (Ho tén
= = va Ngay sinh)
m: Exce

T— /

~  Ngay sinh

L1

Bui 16/01/1989
Ché 16/12/1956
Dwong 01/01/1989
Hoang 15/02/1986
Huynh 27/06/1984
Leé 18/11/1987

Hinh 8: Két qud tim kiém
2.2 Xuit két qua tim kiém theo miu excel

Khi can bd td chitc mudn xuat cac thong tin tim kiém nang cao theo mot mau co
san, chirc nang “Tai mau excel” s€ dap rng nhu cau nay, can b td chiic co6 thé kich
chon menu Tim nang cao

Q. Tim kiém v
Tim kiém nhanh

» Tim nang cao

Hinh 9: Menu Tim ndng cao

Sau d6 chon thé Thiét lap, va kich chon “Mau xudt excel”

Tim kiém » Nang cao

1. Kich chon thé Thiét lap ‘
“-[#] Danh séch théng tin hién thi

Danh déch cdc méu tim kiém

Lwru két qua tim kiém 2. Kich chen Mau ~
xuat excel

Mau xuét Excel v
® Khéng st dung mau
Chon Tén mau Ngwi tao Ngay tao Hang dé dir ligu

Hinh 10: Giao dién thé Thiét ldp

” x = e =
Can b t6 chuc kich vao nut , sau do kich vao nut "= va kich vao
Chon tép tin, sau khi chon tép tin xong, can bd t6 chuc kich vao nut
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Phan mém Quan 1y ho so can b, cong chirc, vién chiic

Luwru két qua tim kiém W

M3u xudt Excel v

1. Kich chon thém
mau moi

3. Kich dé Lru miu

@ Khéng sir dung méu

H’J 2. Kich & thém ]
8 |

Chon file dinh kém

Thém méu méi

DS_CBCC.xis

3. Kich vao dé chon ‘

[Hay] tap tin mau

Chon Ténmiu | 4 Kich dé tai mau Ngay tao Hang dé dir lidu

Hinh 11: Cdc buéc Thém méi mét madu xudt Excel

Vi du ndi dung tap tin excel mau dé tai lén.

A B & D E F G H 1 ] K L
1
2 DANH SACH CAN BO CONG CHIFC VIEN CHIFC
3
4
5
6
7
a2
9
10
11
Hinh 12: Mot mdu xudt excel mau
Sau khi lvu mau thanh cong, Danh sdch mau sé€ tai lai.
Luu két qua tim kiém v
MA3u xust Excel v
@ Khéng s¥ dung mau
Chon  Tén méu Ngwei tao Ngay tao Hang dé dir liéu
DS CBCC.xs Nham hé tro 04/06/2015 A1 BE

Hinh 13: Mau da dwoc thém thanh cong

Tai déy, cén bo to chirc can Luu y cot Hang d6 dir liéu trong danh sich, Nhu &
hinh vi du tai 1én & trén thi cdc tiéu d& mau, thong tin mau duoc dién sin tir cic dong
1,2,3. Vay dé phan mém c6 thé xuat dit liéu ra ding va khdp voi vi tri trong tap tin
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Phan mém Quan 1y ho so can b, cong chirc, vién chiic

excel, thi cdc bd to chtic can thao tic chon Hang do dir liéu va luu lai dé sau nay tién

st dung.
Danh dach cac mau tim kiém Al
| Al12
Luu két qua tim kiém Al3 i
MA&u xudt Excel A
Vau xudt Ex v
au xuat Exce : Al5
@ Khéng si¥ dung mau L "Chon I—?mg;do dir—.].l@}l phil | A16 2 LWL@.HM‘% @ |
hop véi mau d3 tai lén A7 dir lién
Chon Tén méu Ngwi tao Ngay tao i Hir ligu
Al9

DS CBCC.xs Nhém hd tror 04/06/2015 | a1 j

Hinh 14: Thiét lgp Hang dé dir liéu cho mau xudt Excel

Sau ddy 12 vi du mot truong hop, tim kiém cac hd so st dung mau DS_CBCC.

Budc 1: Nhap, chon céc tiéu chi can thiét.

Tim kiém » Nang cac

Théng tin chung | Tiy chon den vi Qua trinh bién ché, hop dong Qua trinh cdng tac Qua trinh kiém nhiém, biét

Qua trinh dao tao, bdi duing Thing tin khac Thiét lap KEt qua

“[¥ Danh séch thong tin hién thi
Danh dach cac mau tim kiém
Luru két qua tim kiém v

M3u xudt Excel v

gz 5
- Thém mau méi

2. Chon méu

Chol Ngwoi tao Ngay tao Hang dé dir ligu

Wt DS CBCC xis Nhém hé tro 04/06/2015 A5 BE i |

Hinh 15: Buéc 2 chon mdu tir thé thiét lap va tim
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Phan mém Quan 1y ho so can b, cong chirc, vién chiic

Tim kiém» Néng cao I
Thing tin chung | Ty chon donwi Qué trinh bign ché, hop déng Qua trinh céng tac Qua trinh kiém nhiém, biét phai Qua trinh lwong, phu cap
Qua trinh dao tao, bdi dwing | Théng tin khac | Thiétlap | Két qua

Tim: udt theo mAu Trwée 2| 3| &5
Ho va Ngay si 4. Kich vio a8 xubt die fiu Trinh Tin Tiéng QLNN Chinh Dang Chirc vu Phong
tén & theo min &3 tai lén ngs dé % hocs Anh % s i ¥ vién ¥ hiéntai $ coéngtacs
CHU 17/06/1963 MNam Chuyén 9 Baihoc B A Trung X Phdng Giao
vién - cép duc - Bao
01003 tao
DUCNG  25/12/1971  Nam Thanhtra 1 Baihoc A B Chuyén Socdp X Phang
vién vién Thanh tra
DUCNG | 12/07/1963 | Nir Chuyén o Daihoc  Tin B Trung X Phang Van
vién hoc cép hada va
van Thang tin
phong
DUONG  07/07/1970 Nam Chuyén 3 Thacsi B B Chuyén Caocap X Chu tich Lanh dao
vién vién UBND UBND
Chinh chinh
N R .1 A ”
Hinh 16: Hién thi ket qua
)L [ [ [F] E ¥ (] H ]
]

H DuapiH SACH CAM B0 CONG CHURS VEM CHUC

3

]

5 Sn |Revaskr O tinh Tinnzach Bés loong | Trish 85 Tin s Tung Ask [QLNN

=k hore] it {Charyte veim b e e A B Charyén i

T [woEN B Kot trise ww O [Bphe A E Chayin min

# 3 [TRAX N Chanvte vim [l B et A B Charvén vin chenh

g & |RO il Chanvin vibm 2 D ha

105 [TRix Nam [Charyts veim 1 Cas ding A E

18 [PHRAM i G su 12 D hes A B

127 [PHANM Nir Whisn vabe phe v W

Bt L am i v : . B B

149 [ 3 [Churvs vaim 3 B A E Chnyin vin

15 13 _|BOAN i e vk pihwasc v [ Das he< A B

18 11 [NOUVEN Nir Charvim vain 0 Behec A B

17 12 [woUvEN i I n B Tmhoe visphing _|B Charyén ven

wl¥ TRAN Nam Chanvin viin I Thes ol A B

18 18 [HUTH B Churybn voim - 03005 [ D e 0] B

20 15 [PHAM Nir Chunvim viin f Baehec A A Chavin uin

21 16 [HUYSH N =g 12 T £ip A

2 17 [VANTH i Chancie veim B R A i in 1dn

11 [thva Nam K thull vién - 13058 12 Behet B

2419 |LE Ham Churchn ot i D b |Baiho B o

IR T Nam Chunvim viin W Brhec A B Chanvin win chnh

2| huckin = i Thanh tra wikn chink § |!:\lh|-c A B Chearvdn wdn chanh

iz ks it [Churie vaim A [Benee A E Chenvén vidn.

Hinh 17: Noi dung tdp tin excel duoc xudt theo mau

Luu y: Céan bd td chirc can chon ding Hang dd dit liéu, nhu trong vi du da chon
hang d6 dir liéu 1a A5, nén khi xuét tap tin excel cdc dit lidu s& bat dau tir dong AS.
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