BO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG DPAI HQC VINH Poc 1ap - Tw do - Hanh phuc

, HUONG DAN
Thue hién danh gia, x€p loai hang thang doi véi vién chirc va nguoi lao dong
Trwong Pai hoc Vinh tai cong thong tin can by (canbo.vinhuni.edu.vn)

1. Ty danh gia xép loai c4 nhan

Buwéc 1. Ping nhip cong théng tin cdn bj

- Truy cap theo dudng link https://canbo.vinhuni.edu.vn/, hoic ding nhap cong thong tin
can b tir trang chu https://vinhuni.edu.vn/trang-chu.html va ding nhip bang tai khoan
@vinhuni.edu.vn
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Buéc 2: Tai Trang chii Cong théng tin cdn bj, chon muc Pdnh gid xép logi


https://canbo.vinhuni.edu.vn/
https://vinhuni.edu.vn/trang-chu.html
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BO GIAO DUC VA DAO TAO GIOI THIEU
TRUONG DAI HQC VINH

Cding thong tin cén bd duge xdy dyng theo d& dn Quy hoach Hé thing théng tin tdng thé dugc anh kém theo quyét dinh s6 62/0D-DHV, ngdy 23/01/201

truréng. Mi cén b, gidng vién cia Nha trutng duoc cung c3p mot tai khoan riéng dé truy cap trang thong tin ¢ nhan & trén mang internet

Ua Hidu

Céng thong tin can bo cung c&p cho c&n b Nha trudng cac tién ich, chirc nang nham.

dn I hoc thp

Nhén va daing thong bao i timg c4 nhan;

. Tra cinu thong tin ¢4 nhan
vy gidng day

Cp nhit, b3 sung thong tin ¢4 nhan dugc phan quyén,

3 Luu tr b 5055 hoa

5 eﬁ”""!’ dai Moe tong didm qude gia Ké khai gio gidng day v cac hoat dong chuyén mon nghiép vy
et o duing tucong lac cho tud; oré Ké khal céc hoat dong khoa hoc cong nghé;

Tra ciru thong tin v tién luong, git day, dinh mire lao dong,

— Cung cdp cc bao cao thng ké nhanh cho lanh dao Nha truong

o thy hién: GS.TS. Nguyén Huy Bing K&Uni v
dung: Trutmg D31 hoc viah

Xét tuyén hox

c4c phan hé Quén Iy d2o 130 € thc hién cac nghiép vu: diing téi bai gidng, diém danh, cap nhit diém, béo nghi, day bl

iing ky cap gidy di dutmg.
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Click chudt “Panh gia thang ...” dé chon thang can PGXL
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A Trang chd » Danh gia xeép loai £ Danh gid xep loai thang ca nhan
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Buwéc 3: Lin lwot tién hanh dinh gid, chon mirc xép logi cho cdc tiéu chi cu thé tai cdc
mdu phiéu twong wng véi moi vién chirc va nguwoi lao dong da dwoc quy dinh.

2} CONG THONG TIN CAN BO

A& Trang chd o Danh gid xép loai % Danh gid xep loai thang cd nhan

PHIEU DANH GIA VA XEP LOAI THANG CAN BO HANH CHINH
(Biéu Mau2)

Ho vatén

1. DANH GIA THEO CAC TIEU CHUAN
LLI Dien giai Dénh gia Minh ching
1 Thuyc hién cong tac chuyén man (Don vj tw xay dung b tiéu chi KPI dé cu the hod céc tieu chi khi danh gia) B ~
11 MicA

Hoan thanh 100% nhiém vu, céng viéc cu thé duoc giao dam bao ding tign dd, chat lvong, hiéu qué cao, trong dé it nhat 50% nhiém vu, céng viéc hoan
thanh vugt mic.

12 MicB
Hoan thanh 100% nhiém vu, céng viéc cu thé dugce giao dam bao ding tién do, chat lugng, hidu qua.
13 MicC

Hoan thanh nhiém vu, cng viéc cu thé duge giao khong ding han, hodc ¢ 02 [an khdng hoan thanh k& hoach cong téc dugc giae; hodc 03 Ian sai sét trong
cong tdc.

14 MicD

Tai file minh ching hodc chén link minh chimg cho cac mirc xép loai tai cac tiéu chi (néu
co).

Luu y: riéng minh chiing cho phan “Cic déng gép khdc” la bit bujc do ddy la diéu kign
dé xép loai A).

Buéc 4: Sau khi hoan thanh chon mirc xép logi tit cd cdc tiéu chi, click chudt vao muc
“Pdnh gid két qua xép loai” dé tw dinh gid mirc xép logi thang.



Danh gid ket qua xép loai
Danh gid
Loai B

¥ kign

(N&u c6 vudng mac vé miic xép loai, thay/cd vui long lién hé véi phong TCCB)

Chon luu két qua.

Buoc 5: Chuyén nép phiéu ’ ) )
Sau khi hoan thanh cac bude trén, ket qua danh gia xep loai da duogc hé thong ghi nhén thi
tién hanh chon “Chuyén ndp phi¢u

© Thang bio

Click “Ddng ¥ dé luu lai két qua va chuyén dit liéu dé dugc phé duyét.
Luu ¥: Trude khi duoc cac cip c6 tham quyén phé duyét két qua PGXL, vién chirc, nguoi
lao dong c6 thé click “Thu hoi phiéu” dé diéu chinh qua trinh DGXL tai phiéu c4 nhan cua
minh.

2. Trwéng don vi cap 2,3 tham dinh phiéu va danh gia xép loai vién chirc, nguoi
lao dong trong don vi

2.1. Pbi véi cac don vi cip 2 khong ¢é don vi cAu thanh va cac don vi cap 3

Buwiéc 1. Ping nhdp cong théng tin cdn bj



- Truy cép theo duong link https://canbo.vinhuni.edu.vn/, hodc dang nhap qéng thong tin
can bo tr trang chu https://vinhuni.edu.vn/trang-chu.html va dang nhap bang tai khoan
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Buwéc 2: Tai Trang chii Cong théng tin cdn bj, chon muc Pdnh gid xép loai

Tai muc Panh gia xép loai:

- Chon muc Panh gia xép loai thang tai Pon vi cap 3 (d6i véi cac don vi co don vi
cAu thanh)

- Chon muc Panh gia xép loai thang tai Pon vi cap 2 ddi v6i nhimg don vi khong
c6 don vi cau thanh

@ CONG THONG TIN CAN BO

# Trang cf & Dinhgidxdploai % Banh gid xép loai thang tai Bon vi cip
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A 0(0%) 0(0%) 0(0%)
B 0(0%) 0(0%) 0(0%)
Téng cong (Ty & %) c 0(0%) 0(0%) 0(0%)
] 0(0%) 0(0%) 0(0%)
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Buwéc 3: Lan lwot tién hanh tham dinh két qua tw déanh gid, xép logi cdc tiéu chi cu thé
tai cac mdau phiéu twong wng voi moi vién chirc va nguwoi lao dong trong don vi tai cot
“don vi cap 3” |“don vi cap 2”.

Buwéc 4: Sau khi hoan thanh tham dinh két qua ddnh gid ¢ tit ca cdc tiéu chi, Trwong
don vi xem xét va quyét dinh mirc dinh gid, xép logi thang cho vién chirc, ngwoi lao
dong; click chuét vao muc “Ddnh gid két qua xép loai” dé chon mirc dinh gid mirc xép
logi hodic muc “trd lgi phiéu” néu chwa dong y véi két qua tw dinh gid, xép loai ciia VC,
NLD

Chon “luu lai” dé lvu két qua danh gia, xép loai
Luu y: ddi véi cac truong hop “tra lai phiéu”, sau khi VC, NLD thuc hién tu danh
gia xép loai va giri lai phiéu thi Truong don vi lap lai cac bude da huéng din nhu
trén.
Buwéc 5: Chuyén np phiéu:
Click chon ddi véi nhitng trudng hop da duoc duyét phiéu dé “Ky phiéu va chuyén
1én truong” (461 véi cac don vi cap 2) hodc “Ky phiéu chuyén don vi cap 27 (d6i voi
cac don vi cap 3)
Nhép ma xac nhan da duogc gui vé email c4 nhan Truong don vi:
Click “X4c nhan” dé hoan thanh quy trinh danh xép loai chit lugng vién chirc, nguoi lao
dong cua don vi.

2.2. P6i véi cac don vi cap 2 ¢ cac don vi cau thanh

Dbi vai cac don vi cap 2 c6 cac don vi cau thanh Truéng don vi (cap 2) thuc hién
cac budc tuong tu nhu hudng dan tai muc 2.1; tuy nhién, tai Budc 3. Lan lwot tién hanh
tham dinh két qua tw danh gia, Xép loai cdc tiéu chi cu thé tai cdc mau phiéu twong g voi
méi vién chire va ngueoi lao dong trong don vi tai c6t “don vi cap 37 /“don vi cdp 2 Trudng
don vi (cap 2) sé tién hanh quyét dinh két qua danh gia xép loai thang cua vién chirc, nguoi
lao dong trong don vi theo danh sach da dugc Truong cac don vi cap 3 tham dinh va dé
nghi muc danh gia xép loai.



