UBND THI XA THUAN AN CONG HOA XA HOI CHU NGHIA VIET NAM
PHONG GIAO DUC VA DAO TAO Dée ldp - Tw do - Hanh phic
%J(d /PGDDT-TCCB Thun An, ngay 09 thang 01 ncim 2018

V/v hudng din thue hign chuong (rinh
quan ly nhin sy nganh gido duc va dao
tao (PMIS) qua mang internel

Kinh gui:
- Hiéu trudng céc truong MN-MG cong ldp truce thudce;
- Hiéu trudng cée truong tiéu hoce, trung hoc so so trye thude.

Ciin ¢t chi dao ctia BO Gido duc va Dao tao ve vige xdy dung co so dit licu
va thue hién chuong trinh quan ly nhan sy nganh gido duc va dao tao (PMIS);

Cin cir Cong viin s6 2438/BGDDT-NGCBQLGD ngay 24/4/2012 cua B0
Gido dyc va Dao tao vé viée dinh ky bao cdo ddi ngli nha gido va can b quan ly co
sO gido dyc va gai co so dir licu PMIS;

Cin ¢t K& hoach 6 967/KH-BGDDT ngay 29/10/2014 ctia B Gido dyce va
Ddo tao vé viée (dp huin phin mém PMIS qua mang

Cin ¢t vin ban so 72/SGDP'T-TCCB ngay 16/01/2015 cta S& Gido duc va
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Dao tao tinh Binh Duong vé viée hudng dan thue hién chuong trinh quan ly nhin
surnganh gido duc va dao tao (PMIS) qua mang internet,

Phong Gido duc va Ddo tgo thi x& Thudn An hudng dan cae don vi thye hién
chuong trinh PMIS qua mang internet nhu sau:

1. Phiin cong ngwoi (hye hién

M&i don vi phai phan cong hai nguoi phy trach nhu sau: Hi¢u trudng chiu
(rdch nhi¢m qudn 1y, chi dao cong tdc ndy, phai 1 ngudi bidt su clung Lhuongj (rinh

va khai thic co so dif ligu (CSDL) dé theo i, kiém tra; MOt nguoi [Il,lb icp plul

(dch thue hién chuong trinh va CSDL, yéu ciu phdi 1a cong chie, vién chire ¢o
. f‘\ r " A ’ 'A ’ ] Al g 7 ’ ’ ’
(inh than (rach nhiém cao, ¢ kicn thae vé tin hoe va dam bao tinh chinh xédc trong
cong, vige.

Hicu truong cie don vi ¢d (rdeh nhi¢m don dbe vice thue hién, kiém tra,

gidm sat chiit che vige st dung chuong rinh va khai (hae CSDL, dong, thoi phai
bidt st dung chirong trinh va khai thic CSDIL dé phye vu cho ¢ong tae quan ly mdt

cich ¢o hu,u (Juil.

2. Cai diply siv dung chwong (rinh

a) ‘I'ai licu hudng dan st dyng, thye hién chuong trinh

Cae don vi i tai licu hudng din st dung, thyre hign chuong trinh tai dja chi
website http://awwav.medialire.com/lolder/vikghidozd2ys,



b) Déi véi chuong trinh

Vira qua, nganh gido dyc va dao tao thi x& Thugn An da thp hudn, hudng dan
cho cac don vi thyc hién viée cdp nhjt CSDL PMIS qua mang internet vio céc
nam hoc 2014-2015, 2015-2016,.., da cung cp tai khoan cho cdc don vj ciing nhu
hudng dan cy thé cach. st dung va khai thac chuong trinh, Cée don vn chi can chay
chuong trinh PMIS onlme va diing nhap bing tai khoan da cung cip dé thye hign
chuong trinh tryc llep qua mang internet, ¢dp nhap CSDL tryc t1ep viao may server
dic tai S¢ GDDT, khdng cén cai dit chuorng;, trinh PMIS, Do do6, (r ngay
01/01/2018, tt ca cac don vi phdi thyc hién vi¢c cip nhit CSDL chuong trinh

PMIS qua mang.

Céac don vi tai thu muc chay chuong trinh PMIS online tai dia chi wcbs:l(,
hitp://www.mediafire.com/folder/9megvaikdk7qly (phién ban ndy da nhip duge 50
chimg minh nhén dan 12 chit sb).

¢) Tai mdi don vi phai dam bao it nhilt ¢6 01 mdy tinh duge cai dijt va dang
st dung chuong trinh PMIS offline dé phuc vu cho viée luu trit CSDL PMIS, khai

thac, stt dung CSDL PMIS nhdm phyc vu céc cong tae khac tai don vi.

d) Pam bao viéc bao quan an toan va tinh bio mit CSDL theo quy dinh:

Ngudi quan 1y, chi dgo va ngudi st dung chuong trinh PMIS phai chiu trdch
nhiém v& tinh bao mét, an toan CSDL va chuong (rinh.

¢) Thuong xuyén kiém tra CSDL PMIS online, cip nhit CSDL, thit chinh
xéc nhim g bude chudn hoa hé théng CSDL toan nganh.

3. B4 sung co sé dit licu dbi v0| cie ehng chire, vién chive, nhin vién hop
1 A
dong maéi vao nganh hojce moi leyul tir tinh khéice dén

- Hudng din cdc cong chir, vzcn chire, nhéin vién mai hop ddng (bao gom

cit hop ddng c6 thoi han), moi tuyén dung hoiic chuyén tr lmh khdc, nganh khdic
dén phdi thue hign “phidu k& khai thdng tin nhin su™ theo mau quy dinh cta B

Gido duc va Ddo tao,

- Nhiip mai co sé dit ligu vio chuong trinh quin ly PMIS.

- Lip danh sach béo cdo ting so vai CSDL hign ¢ (lhco mau).

- Péi v6i nhitng ngudi méi tuyén dung nhung di co hnp ddng Iam vife (rong
nganh pido dyc va ddo tgo Binh Duong trong niim hoc trude d6 (¢ quyét dinh hep
dong ciia 86 Gido clut, v Dao tao hodic coa UBND hu_yc,n thi x&, thanh plm) (hi
khong phai nhiip méi ma co s6 dir 1igu phai dugce ohuyun sang 10 don vi edng tic
efi. Do do, cac don vi phai niim 13 ltm;, (rudmg hop dé bio cdo S¢ Gido dye va Do
(go, Phong Gido dye vi Do o chuyén CSDI, cta cong chiie, vién chire ndy v
don vi minh.

4, Cip nhit CSDL i vm ¢Ong chire, vién chnve thuyén Lhuycn trong
tinh, nghi hua, nghi vide, Lhuyul di nei khie



IKhi c6 cong chire, vién chire thuyén chuyén cong tde gifia cac don vi trong
tinh (tit ca cac cip hoc) thi viée xtr ly co so div ligu cia cdng chire, vién chire nay
duge thuc hién nhu sau;
ac don vi

true thude Phong thi Phong Gido dyc va Dao tao thyce hién.

- Dbi véi truong hop cong chire, vién chiic thuyén chuym gitta cic don vj
trye thude SO, thuyén chuyén gitia cac huyén, thi xa, thanh phé trong tinh thi S&
Gido duc va Pao tao thuc hién,

- Dbi voi tr uong hop con;@ chire, vién chire nghi huu, nghi viée, chuycn chng
tac di noi khic (chuycn ra ngodi tinh hodc chuy(,n nganh khac) thi don vi thuc hién

theo cac nghiép vu tuong Ung.

Pl

- Cach thuce hién nhu sau:

Vao menu “3. Nghiép vu”, chon “Thuyén chuyén can bd”, tiép theo ta chon
muc nghidp vy tuong tmg (“Chuyén ndi bd” hoiic “Chuyén di noi khac” hogc
“Nghi huu™ hofic “Nghi viée”), chon don vi dangj cOng tc, chon (&n ¢d nhin cin |
chuyén, chon ng,ay chuyén, ly do chuyén, don vi chuyén dén (néu thuyén chuyén
trong tinh), cudi cing 1a chon “Thyc hién”.

5. Cip nhit co so div ligu

- Kidm tra CSDL v 36 luong ¢ong chire, vién chae, nhin vién cho dong véi
bang luong hién 1gi cta don vi: Khi ¢o tinh trang thira, thiu s6 ngurdi so vai bicn
ché hién ¢o thi lip danh sach theo mau va edip nhat CSDL nhu mye 3 va muc 4 néu
trén dé dam bdo chinh xdc ¢a ve O lugng fan nhitng thong tin cia Wimg ¢ nhin
trong todn don vi.

- Cip nhit chinh xde todn bd co s di li¢u va sao Tuu dinh ky theo (img quy.

- Nhiéu thong tin ctia ¢d nhan di nhdp trude dé nhung dén thoi diém bdo cio
c6 sir thay doi (hi phai cap nhat lai (diéu chinh, bd sung) cho ddy du, chinh xéc.

Vi tinh ¢chéit quan (rong clia chuong trinh qudn Iy cong chire, vién chie va
nhin vién nganh gido dyc v dio go (PMIS), ddy [d chuong trinh quan ly, hou gily
val tra clru thdng (in cta cdng chire, vién chire va nhén vién todn nganh nén thong
tin ¢d nhin phai dam bao duge L‘I]) nhét day du, kip thoi va chinh xde, dang theo

bidn ¢hé hicn cb cia don vi tai mdi thoi didm bao edo.
* Quy dinh vi thoi p pian cip nhit co sé div licu PMIS:

- Pir ngdy 1501 dén ngay 15402 hing nim: Cde don vi tién hanh ¢ip nh.a[
CSIN, (,Im 04 trang thong tin chinh cta timg ¢d nhan lmng:, chuong (rinh, bao gdm
ed anh cta e nhin (1. 'Thong tin ¢ nhing 2. Tuyén dung — Dodn - Ding; 3, 'Trinh
dd chuyén maon; 4. Thong tin luong, phy cip).
T 1602 dén npdy 31/3 hang niim: Cie don vi Gén hanh ¢dp nhit CSDI,
cho 18 qua trinh con lai caa Qg cd nhin ¢d trong chuong teinh (Qua (rinh hrdng
[oromg, Qua (rinh ¢ong tae, Qua trinh ddo o, Quan hé gia dinh, ...).



Luu y: Trong ndi dung vé qué trinh “Quan hé gia dinh” can dicu chinh “Loai
quan hé” cho chinh xac, ding theo moi quan hé v6i cd nhan vi chuong trinh da bd
sung, thay d6i ma quan hé gia dinh so voi chuong trinh trudge ddy nén cd mot 6

“Loai quan h¢” khong con chinh xdc.
6. Sao luu co so dit lidu
- Sao luu dinh ky hang quy vao thing cubi quy (wu khong thoi han),
- Dix liéu duoc sao luu phai dugc luu gili & nhiéu noi khédc nhau nhu:
+ Phan ving trén may vi tinh khac phén ving hé thdng (trén 6 cing -
khac 6 dia C);
+ Bia CD, DVD, USDB, & cung di dong, ...
+ May tinh khéc, . ..

- D1t lidu phai duge luu gify theo ciy thu muc nhu sau:

LUU CSDL_PMIS_(TEN_DON_VI) .....
L Nam 2012 ...
——— Nam_2013 ..,
.— Nam_ 2014
Q1 2014
Q2 2014
(3 2014
Q4 2014
. Nam 2015
__ Q1 2015
Q2 2015
Q3 2015
Q4 2015
. Nam ...

- Céch thye hign sao luu CSDL: Ping nhip vio chuong trinh PMIS online,
4 A LTE I A v B . Y x A
chon mue “S. Cong cy”, chon “I'rich chon théng tin don vi”, chon dudng din dén
noi chia thu mue sao luu.,
7. Bito cho co' so dii L
g L -K r ' ’ ’ fY \ \ ’ A A a
a) Thoi diém bio cio: Bao cdo djnh ky hang quy L ngdy 15 dén ngay 20
k) r A‘ 4 r
ctia thang cudoi hiang quy.
A v A t
b) Ho so bdo cio: Gom co
‘4 r h] L e "t [ A it }\ I ’
- Viin biin bao cto: Ghi ¥ nhiing ndi dung ¢6 thay ddi so vdi lan bdo cdo
(rurde (e xae nhin cta Higu trudng), '

4



- Danh sich lanh dao va ean b phy trach chwong trinh PMIS: Cac don
vi phdi gui danh sach nhitng ngudi duge phan cong chiju trach nhiém, phu mch
thyc hig¢n chuong trinh vé Phong Gido duc va Dao tao (bd phdn TCCB) theo mau;

DANH SACH CAN BQ PHU TRACH PMIS NAM ........

Pon vii v

. ia dyia S . $6 nam

'tinh do [Dién thoai| Dign thogi I -

Tinhoe : coquan | diding Fmail | tham gia
- I ok PMIS

Chirc vy/] Trinh d§
STT| Hovatén | Chic | chuyén
danh mon

Can b linh dao chiu trach nhi¢m chi dgo thue hién chuong trinh

Can b, gido vién phy trach trye lle thye iucn chuong (rinh

FIEU TRUONG
L4 bt L4 A ' - r ’ . Ll
- Danh sach CC, VC, NV lmg,/gmm cin xir Iy trong CSDL: Cic don v|
lip danh sich bdo cdo lang, g:,mm vé Phong Giao duc va Dio tao g_,om 02 loai:
Cdng chire, vién chire, nhéan vién hep ddng g,mm chn x& ly dif lidu gdm thuyén

ohuyt,n di, Lhuym di sang nganh khac, nghi vige, nghi huu, bj ky ludit buge thoi
vide, théi hop ddng ..; wn;:, chire, vu,n chire, nhin vién hop déng fing chn xi ly

Y

div liéu gdm thuyén chuyén dén, tuydn maéi, hop ddng méi,..... (theo miu):

DANI SACH 'I'I‘N(;, GIAM CAN XU LY TRONG CSDL
DON Vi oo
- 'I'dng bicn ehé bio ciho quy trede: ..., ngudi

A € Aq.ra - wor
= Tong bicn chd hign co: ... ngtrdn.

Do vi

dung vong the | Chile Nedy | e Mdn Ly o Npity Ghi el

ST Ho vitcn friedve khi thng/ | donh | CM ging/idm | ling/pinm
sinh ddo tyo 2

sut Kl pigm

V| Phin ldng




STT Ho vi tén

Pon vi
Ngdy | Tr.dg Mon Ly do Nty Ghi ch

dang cong tac { Chiic
CM dio tao | ting/giam Hing/gidm

trurdie ki ting/ | danh | gk

sau khi giam

Y/ Phin giam

1

02

HIEU TRUONG

. Céc phu luc bo cdo trong chwong trinh PMIS (Menu “4. Bio ¢ido” —*Bio

c¢do tong hop”)

STT | Tén phuy lue

'Iiéu dé bio cdomdi dung bdo cdo

I | Phy lyc ¢!

gL A ~ A qra - A A v ~ [ ’
héng ké s6 liu phat trién chit lugng can bo, vién chire

2| Phy lyc 02

Thdng ke hién trang gido vién thira thicu

3 ] Phuluc 03

13y A ~ A 4 - Iy 4 . .
Phdng k& két qua danh gid, x¢p logi ¢a

n bo, vién chic

4 | Phy lue 04

, " - ) “n - i o
1340 cho danh sdch vién ehire duge tuyen dung theo nitm

S | Phylye 05

Bao cdo danh sach vién chie

6| Phy lye 06
Phy tye 08

1| Phy lye 1O
b1 Phylfye 12

12 | Phy lye 14

L4 # t< k4 LY A
7 [ Phulue 07 [Bao cdo k&t qud e hign ning

O 1 Phy lye (09

- ' A A A .
B0 cho sO lugng, chill lrgng vién chire

A K ' Lo r L2l - A s
bic lwomg doi vai ean b, vicn chire

, ’ A 4 on A gn A A + A A
Bio cdo k&t qua thye hign ehé d§ phy cip thim nicn vyt khung doi
vai cdn bo, cong chie...

. , A ) YA
Bao cao chilt lugng dang vién
L A A r PO ’ v
Fhéng ké can bo vicn chire theo chire danh

- ’ . o 5 A
a0 cao dy et quy luong v pho cdp

Thong, tin tinh hinh ddi ngdl

G




STT | Tén phu lyc Tiéu dé bdo cao/ndi dung bio cao

13 | Phy luc 15a |Danh sach can bg, cong chitre, vién chive dang tham gia cice khoa., ..

14 { Phy lyc 15b  {Danh sdch cin b, cdng chire dang tham gia cde khoa boi dudng...

15 | Phy lye 17 [Cac sdng kién kinh nghiém

16 | Phylyc 26 [Bang tdng hop luong

17 | Phuluc 27  [Thong k& s6 cin b, gido vién nghi vige

18 Phu fuc 29 Dz_mh sdch can bd, gido vién nghi vige

19 J’hu iuu 30 Danh saoh ¢dn bo vién (.hus, ¢0 sai SO tmngD ho so dmn (tr

20 Phu luu ?1 Bio cio sd Iugm;D, ulmt ]u(mg, vicn c,hm,

AA A A - ' P r

L) Mt sO vin dé cin fra y khi bio cdo

- Cac don vi plmn ciip nhdt CSDL, ki€m tra tinh chinh xdc cua cic bao cio
(6 licu trong bao cdo phai dang véi s6 thue (& cha don vi tai thoi diém bio cdo).
Hi¢u trudng don vi phai ky (Cn, dong ddu, ghi 16 ho én trong cic bao cdo khi g
vé co quan ci 1[) trén.

- Céc phuy lue €6 s6 1igu “Khong xdce dinh” ma 1dn hon 0 (khong) thi i clin phai
ki¢m tra, cdp nhit lai théng tin ca nhin vé “Cong viée dugce giao”, “Cong vige hién
nay”, “Phin c¢dng giang day Nhi¢m vy (Mon day)”.

- (tae bio cdo cdn gori:
- Cie trromg, guri todn bo bio cédo cie phy lue cho Phong Gido due va Dao
HIN

4 Phong Gido LIUL v Ddo 1o 10ng: hop thong tin cde 181, cie s licu khong
chinh xic va cae dé xulit (néu ¢d) gai vé 8¢ kém theo bio cdo,

d) Luuy
] 3 '3 3 ~ x ’ ’ ’ [ ] ]

- Don vi ndo bio cio chim ¢ hofic bdo ¢ido (heo ding thoi gian quy dinh
nhung co s& dit Hicu khong ¢d edp nhiit hojic efip nhdt khong chinh xéic (hdng tin thi
xem nhu chua bio cdo.

- +n A Y ~ ' ~ oA ’ K r b

- Vide thye hién chuong trinh PMIS 16 mdt trong nhitng tiéu chi d& xét thi
dua cadi niim et don vy,

A r 3’ o A A Al 11 r \ y ~ "
HO so bio cao g trye Hép vE Phong Gido duc va Do tgo (bd phin
TCCR),

Teén diy 18 mot sd ndi dung hadng din thye hidn vi bio cdo t,huon;:, trinh
quan ly nhin sy nganh gino duce v ddo tho (PMIS), Phong Gido (|Ub vit Do l‘,m dé
nghj Hico tradmg cie don v thye hign nghiém tae viin ban hudng din nay dé hoian




chinh co so dit liéu ctia nganh va timg bude tin hoc hoa cong tac quan ly trong

nganh gido dyc va dao tao./.
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