SO GD-DT HAI PHONG CONG HOA XA HOQI CHU NGHIA VIET NAM

TRUONG THPT NGUYEN KHUYEN Déoc lap - Tw do - Hanh phic
S6: 03/HD-THPTNK Vinh Bao, ngay 20 thang 3 ndm 2023
HUONG DAN

CAN BO, CONG CHU'C, VIEN CHU'C BO SUNG THONG TIN
Trén hé thong https://haiphong.qlcb.vn

Thue hién Cong vin s6 505/SGDDT-TCCB ngay 09 thang 3 nam 2023 cua
S& Gido duc va Dao tao Hai Phong vé viée tiép tuc ra soat, cAp nhat CSDL,
CBCCVC ctia thanh phé dé thyc hién dong by vé CSDL qubc gia; Cong van sb
452/SNV-CCVC ngay 07/3/2023 cua S& Noi vu vé viéc tiép tuc ra soét, cip nhat
co s dir liéu, can b0, cong chirc, vién chie (CSDL, CBCCVC) cta thanh phd dé
thye hién ddng bd vé CSDL quéc gia. Dé chuin hoa dit liéu dam bao “Pung — Pu -
Sach — Séng” trude khi thuc hién két ndi, chia s¢ dir liu véi CSDLQG vé
CBCCVC theo yéu ciu cia B Noi vu; Cin ¢l vao Thong béo sé 10/TB-THPTNK
ngdy 17 thang 3 nam 2023 vé viée tiép tuc ra soat cip nhat co so dit liéu, cdn bo
vién chirc trong nha trudong. Truong THPT Nguyén Khuyén huéng dan cén bo,
vién chtrc bd sung thong tin véi nhiig ndi dung cu thé nhu sau:

L. THOT GIAN HOAN THANH

T4t ca cén bo, gido vién, nhan vién ch dong ra sodt, kiém tra, bd sung thong
tin trén hé thdng http://haiphong.qleb.vn tir ngdy 20 thang 3 nim 2023 dén 17 gio
00 phut ngay 24 thang 3 nam 2023. Cham nhét, 17 gio 00 phut ngay 24 thang 3
nam 2023 can b0, gido vién, nhan vién trong truong phai hoan thanh. Day lam
nhiém vu chinh tri quan trong lién quan dén co s dir lidu cia qudc gia va thanh
phé, dong thoi 1a quyén loi cia mdi ca nhan, néu khong thuc hién ding thoi gian

trén can b, gido vién, nhan vién tu chiu trach nhiém.
II. CAC BUOC TIEN HANH RA ROAT
1. BUOC 1: PANG NHAP VAO HE THONG HAIPHONG.QLCB.VN
a) Mo trinh  duyét Web (Google Chrome, Cée Céc,.. ) Go
https://haiphong.qlcb.vn trén thanh dia chi ctia trinh duyét
b) Chon BON VI/TAI KHOAN/MAT KHAU => Chon PANG NHAP
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* Chu y: Néu truong hop quén MAT KHAU CBCCVC Chon niit QUEN
MAT KHAU sau d6 Nhap céac théng tin DPON VI (Truong THPT Nguyén
Khuyén)/TEN TAI KHOAN/MA XAC THUC =>Nhdy nit LAY LAI MAT KHAU.
H¢ théng s& cép lai Mat khiu mdi va giri vao dia chi Gmail da ddng ki trén hé
thdng.

2. BUOC 2: BO SUNG, SUA CHUA THONG TIN

a) Nhén vao nit XUAT KHAU dé xuét ra EXCEL bang thdng ké cdc muc
con thiéu, sai thong tin c4 nhan.

Trudng hop néu CBCCVC khéng xuét dwoe bang
XUATKHAUHOSOCBCCVC Cic ddng chi ¢6 thé xem trén Bing théng ké
dwgce giri dinh kéem

b) Nhén vao dong thong bao Dé nghi cian b nhan vién b6 sung ly lich néu
c6 thay d6i/ bd sung. Han bd sung dén 31/12/2023 dé thuc hién viéc B sung
nhiing thong tin con thiéu, stra chita thong tin sai sét ctia 13 danh muc
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¢) Nhan SU'A d& khai bdo cac thong tin duoc yéu cu thay dbi/bd sung.
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d) Sau khi da khai bao xong, nhén LUU d¢ phin mém luu lai c4c thong tin
da dugc cap nhit, bd sung.
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d) Khi da hoan thanh tat
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ai

GUL T

an

thay ddi nira, nh

b

r

co gi

N

9

I3

N

an Siia, phan
i CBTC duy

CBNV nhd,

eu

o

o

n

i

C

A

®)

)

ANy

Q

oY)

N

S

2

~a

> s
=
. = Q
i

8

S

S

=

- W
\ 0]

uy

s

Lu

ét

a dwoc niva triv kh

?

thé su

€ khong

LS

anh/chi

)

2 hién thi canh bdo
wch

by
A

meém sé
ho

i

9

t

dc

e S

. .
- .

\»» s
w@ . .

=

-

ky

iy Heds il

i

.

G

Khdng dugx bé sury

=
&
o o
—
.
p—
°
174]
“<Q
=
o0
- m
-
. w

a trinh sira chira, b

trong qu

uy

u

1

c

e

40 vién

i

G

¥

bo,
b

ac

-C
GV tu trich xuat ho

5

cua ¢

EXCEL (CB,

ang

ra ba

I3

xuat

ich

tr

¢ da duoc
i dinh kém). Trong d

ang gui

k
\

ang thong

4o vién xem b
¢ xem trong b

i

2

0

n

z
d

0

2

a

2

7
*A

thiéu phai stra chita, b6 sung

A

+ O duoc boi mau do |

\

ac con

i sai hoa

b
hua chinh

> tin

thon

P
a

on

A

o 2 cOt T

h (t

13

iéu chin

\
A

ai

¢ can ph

4

Xal

in ¢

t

la thong

N

N\

mau vang

+0

= H
s g
2 2
R=ge)
=S8
Qo
=
on
& =
Lm =
p— Imw
z £
S o
= m
—
3 £
h =
= B
g <
= s
S ©
o
<O zm
SO
o -
5 o0
5.5
~
<8
)
= o
xw AO
w +
‘B0



- Céc d/c kiém tra lai tinh chinh x4dc cua céc théng tin & 12 danh muc : Thong
tin c4c nhan, Qud trinh giang day, cong tac, Luong phu cép, ... néu co sai sot phai
diéu chinh lai cho dung va chiu trach nhiém vé tinh chinh xac vé nhirng ndi dung
ma minh da diéu chinh

- Trong qua trinh thuc hién niéu nhiing thong tin ndo chua rd cac d/c lién hé voi
ddng chi Nguyén Thi Ngoan dé duoc giai dap.

1L TO CHU'C THUC HIEN

1. Tt ca can bd, gido vién, nhan vién chu dong thuc hién ty ra sodt, kiém tra,
bd sung thong tin ¢4 nhan ctia minh theo huéng dan & phan II. Trong qua trinh ra
sodt, kiém tra, bd sung thong tin ¢6 vudng méc gi, lién hé truc tiép v6i dong chi Vii
Qudc Manh va ddng chi Nguyén Thi Ngoan.

2. Giao cho ddng chi Vi Quéc Manh gitp Hiéu truéng vé viée hd trg cén by,
gido vién, nhan vién vé ky thuat va xtr Iy thong tin trén hé thdng.

3. Giao cho ddng chi Nguyén Thi Ngoan cung cdp nhitng thong tin can thiét
lién quan t&i hd so ca nhan cla can bo, gido vién, nhan vién.

4. Hiéu truong truc tiép chi dao viée trién khai thuc hién ra soét, kiém tra, bd
sung thong tin can bo, gido vién, nhan vién. Pong thoi nghe bao céo, téng hop két
qua thuc hién ra soat cua nha trudong vé S¢ Gido duc va Pao tao cham nhét 11 gio
00 phuat ngay 25 thang 3 nam 2023.

Hiéu truong truong THPT Nguyén Khuyén yéu cdu can bd, gido vién, nhan
vién nha trudong thuc hién nghiém tic huéng din nay. Trong qua trinh thyc hién ¢6
vuéng mic gi bdo cdo truc tiép Hiéu truong nha truong./.

Noi nhin:

- S6. GD&DT Hai Phong;
- BGH, céc doan thé;

- Cée T6 truong CM;

- bang Website;

- Luu: VT.

Pham Huy Hung




