BAN THI DPUA - KHEN THUONG THANH PHO

HUONG DAN CACH NHAP DU LIEU FILE EXCEL
HE THONG QUAN LY HO SO KHEN THUONG PIEN TU

(http://www.vpdt-btdkt.tphcm.gov.vn)

|. Mt s6 quy dinh chung:

1. Hé théng quan 1y hd so khen thwéng dién tir (sau day goi 1a “Hé
thong”): La H¢ thong sir dung dé nhap, xtr Iy hd so khen thuong dién tur va luu
trir toan bg thong tin cua cac doi tuong duoc dé nghi Chu tich Uy ban nhan dan
thanh phd, Chi tich nude va Thi tuéng Chinh phu ra quyét dinh khen thudng.

2. Nguyén tic nhap liéu:

+ Chon font chir: Tat ca dit lidu dugce nhip bang font chir Unicode “Times
New Roman”, c6 dau.

+ Tht ty nhap liéu cua cac dong dugc nhap tir trén xubng dudi theo thir tu
trong danh sach dé nghi khen thuéng.

+ Céch luu tén file dit liéu: Mdi mdt td trinh khen thudng ctia mot don vi
trinh khen thuong (quan, huyén, s, ban, nganh, doan thé, ban dang, Tong cong
ty, Cong ty) dugc luu thanh 01 file dir liéu riéng theo quy dinh dé tién quan 1y va
dua 1én Hé thong (cac dat tén twong tu véi cac file scan cua To trinh & dang
pdf):

[S6 To trinh] [Nam] [Kyhiéu TTr] [don vi].xIs
hodc [SO To trinh] [Nam] [Kyhiéu TTr] [don vi].pdf

Vidu 1: 19 2017_TTR_SNV.xls hoac 19 2017 _TTR_SNV.pdf

Co6 nghia la: To trinh s6 19 nam 2017 cua S& Noi vu dé nghi khen cho céc
tap thé va ca nhan cta S& Noi vu.

Il. Cac buwéc nhap liéu:
1/. STT (Sb thir tu theo danh sach dé nghi khen thuéng):

Nhép s thtr tu cia cac dbi tuong (ca nhan, tap thé) duoc dé nghi khen
thudng theo dung danh sach trong T¢ trinh dé nghi khen thuéng. (so thir tuw cé
tach riéng tirng Hinh thirc khen, hang khen).

2/. Cot Danh xung (Lua chon Danh xung cia tip thé, c4 nhan dé nghi khen
thudng):

No6i dung nhap cot nay da dugc dinh dang co san chi viéc kich chudt vao
0 can nhap, sau do6 kich chudt vao miii tén bén canh cta 6 kich chudt dé lua chon
doi tuong can nhap.

Can cu To trinh dé nghi khen thuong dé lua chon mot trong cac ddi tuong
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c6 san nhu sau:
+ Chon “Tép thé”: dbi v6i d6i tuong khen 1a tap thé (Vi du: Truong Tiéu
hoc Hong Ha hay Uy ban nhan dan quéan 1);

+ Chon “Ong”, “Ba” ddi véi dbi twong khen 14 ca nhan (Vi du: Ong
Nguyén Van A thi chon la “C)ng” hoac Ba Nguyén Thi B thi chon 13 “Ba”);

+ Chon “Gia dinh ong” hoac “Gia dinh ba” hoic “Gia dinh 6ng ba”
dbi voi khen thuong cho gia dinh. Can clr vao to trinh dé nghi khen thuéng dé
lua chon: (Vi du: Danh sach dé nghi khen thuong 1a Gia dinh 6ng Hoang Van
Thiéu thi cot (2) nhap 14 “Gia dinh 6ng” hay néu danh sach ghi 13 “Gia dinh ong
ba Nguyén Vin A - Nguyén Thi B” thi ¢t (2) nhap 1a “Gia dinh 6ng ba”).

+ Chon “Pdi twong khac” ddi véi cac truong hop khen cho cac dbi tuong
thudc luc lugng vii trang c6 ghi quan ham hodc khen cho cac nha khoa hoc c6
ghi hoc ham, hoc vi; d6i twong khen 1a: nghé nhén, nghé si, thay thudc, thay giao
Nhan dan, Uu ta, cac em hoc sinh ... thi khong lya chon “Ong”, “ba” ma lua
chon 13 “Péi tuong khac” va sau do tiép tuc nhap cot (4).

3/. Cot MADANHXUNG (ma quy uodc, khong tu nhap):

Cot ndy ngudi nhap khong phai nhap va khong duoc sira, dé tu dong may
nhay ma theo cot (2).

- Truong hop lua chon cdt (2) xong ma cdt (3) khong hién 1én ma thi kich
chudt vao 0 phia trén cta cung cot, dua con tré chudt ra goc dudi bén phai cua 6
kich chudt dén khi 1én hinh dau + thi bam chudt phai va di xudng phia duéi thi
ma cua cot 3 s€ nhay tuong trng vao1 ¢t (2) da nhap.

- Truong hop khi kéo chudt cot (3) hién 1én dong chir “#N/A” 1a binh
thuong do cot (2) chua c6 dir lidu, khi dir liu cot (2) dugc nhap thi ma “#N/A”
tu dong nhdy sang ma s0. Tuyét doi khong xo4d, sua cot (3) khi dang nhép, khi
nhdp xong mo1 dung 1€nh delete tat ca cac dong khong c6 dit liéu nhap.

4/. Cot DANH XUNG KHAC (Nhap thong tin cho Déi twong khéc):

- Nguoi nhép chi nhap cot (4) trong truong hop cot (2) chon 13 “Ddi tuong
khac”, cac truong hop con lai cot (2) nhap la: “Ong, Ba, Gia dinh 6ng, Gia dinh
ba, Gia dinh 6ng ba va Tap thé” thi cot (4) dé trong (khdng nhip thong tin dir
liéu).

- Céach nhap:

+ Pdi v6i Luc lugng vil trang ghi rd quan ham cta nguoi duge khen
thuong theo quyét dinh: Pai tuéng, thuong tudng, Pai ta, Pai uy...; (Vi du:
Thuong ta Nguyén Vin Nam thi nhap 13 “Thuong ta”);

+ Ddi véi nhirng nguoi ¢6 hoc ham, hoc vi ghi trong to trinh dé nghi khen
thuong thi nhap theo hoc ham hoc vi tuong ung: Vi du: Giao su, Tién si Nguyén
Trong Cudng thi nhap cot (4) 1a “Giao su, Tién si”.



+ Pbi véi cac “nghé nhan, nghé si, thﬁy thudc, thﬁy gido Nhan dan, Uu ti
”” thi nhap la: “Ngh¢ nhan Nhan dan, Nghé nhan uu ti, Nghé s Nhan dan, Ngh¢
siUuta..”

+ D01 véi hoc sinh: nhap 1a “Em”.
+ D061 vo1 van dong vién: nhap 1a “Van dong vién”.

5/. Cot Ho tén/ Tén don vi dé nghi khen thwéng (Ho va tén cua tap thé/ca nhan
deé nghi khen thudng):

Lwa chon FONT tiéng Viét ¢6 ddu va viét hoa theo chuan tiéng Viét.
- Nhap ho va tén day da néu 1a c4 nhan. Vi du: Nguyén Van An.

- Nhép phén tén riéng cua tap thé dugc khen thudng néu 1a tap thé.
Vi du:

+ Tén d6i twong dugc khen trong danh sach 1a: “Khoa Tai chinh Ngan
hang, Truong Pai hoc Kinh t&” thi ¢ot (5) chi nhap tén 1a: “Khoa Tai chinh Ngan
hang”

+ Tén db6i tugng duoc khen trong danh sach 13: “Phong Gido duc va Pao
tao, Uy ban nhan dan quan 17 thi ¢t (5) chi nhap tén la: “Phong Giao duc va
Pao tao”

6/. Cot Dbi twong (Lua chon doi trong ddi véi ca nhan):

Cot (6) chi nhép trong truong hop d6i twong khen thuong 1a ca nhan.
NO1 dung nhap cdt nay da dugc dinh dang c6 san chi viéc kich chudt vao 6 can
nhap, sau do6 kich chuot vao miii t€n bén canh cua 6 kich chuot dé lwa chon céc
chtrc danh can nhép.

Can ctr to trinh dé nghi khen thudong dé lua chon mét trong cac doi tuong
c0O san nhu sau:

- Chon 1a “Lanh dao cip B0, nganh, tinh va doan thé & trung wong va
tuong duong tré 1én” dbi voi ca nhan dé nghi khen thuong 1a Lanh dao Pang,
Nha nudce, Lanh dao cép tinh (Chu tich, cac Pho Chu tich UBND cép tinh, Ho1
dong ND cap tinh; Bi thu, Pho Bi thu cép tinh) hodc Lanh dao cip bo (Bo
trudng, thtr truong cac Bo, co quan ngang bd, co quan thudc Chinh phi; cip
truong va cap pho cac co quan ctia Pang, Qudc hoi, doan thé chinh tri xa hoi ...
Vi du: Chu tich UBND thanh phd Ho Chi Minh, Phé Chu tich Hoi dong nhan
dan thanh phd H6 Chi Minbh...

- Luva chon “Lanh dao cép Vu, quan, huyén, s&, ban, nganh va tuong
duong” d6i véi ca nhan dé nghi khen thuong 1a Lanh dao cap So, Vu va tuong
duong. Vi du: 6ng Nguyén Vin A, Giam déc So Cong thuong, ...

- Chon “Lanh dao cic don vi san xuét kinh doanh” ddi v&i Giam ddc,
Tong Giam ddc ddi v6i cac doanh nghiép, cong ty,...

- Chon la “Cac cép 1anh dao khac” d6i voi cac ca nhan gilr chtrc vu Lanh
dao khong thudc cac ddi twong néu trén, gitt chirc vu lanh dao quan 1y tir cap
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Trudng, Phé Trudng phong trd 1én dbi véi cac co quan Hanh chinh sy nghiép.

- Chon la: “Nguoi truc tiép cong tac, lao dong, san xuét va chién dau” doi
v6i ca nhan dé nghi khen thudng 1a ngudi lao dong truc ti€p.

- Chon 1a: “Néng dan” d6i véi ca nhan d& nghi khen thuéng 1a ndng dan.

- Chon la: “Céng nhan” ddi voi ca nhan dé nghi khen thudng 1a cong
nhan.

- Chon la: “Churc sac ton giao” ddi véi ca nhan dé nghi khen thuéng 1a
chtrc sac ton gido.

- Chon la: “Nguoi nudc ngoai” ddi v6i ca nhan dé nghi khen thudng 1a
ngudi nudc ngoai.

- Chon 1a: “Pdi tuong khac” d6i voi ca nhan dé nghi khen thuong khéng
thudc cac doi tuong néu trén.
7/. Cot MADOITUONG (D6i tuong):

Tuong ty nhu cot (3), Cot (7) ngudi nhap khong phai nhap va khong dugce
quyén tu stra, dé ty dong may nhay ma theo cot (6).

- Truong hop lua chon cdt (6) xong ma cdt (7) khong hién 1én ma thi kich
chuot vao 0 phia trén ctia cung cdt, dua con tro chudt ra goc dudi bén phai cua 6
kich chudt dén khi hién 1én hinh ddu + thi bAdm chudt phai va di gitr chudt xudng
phia dudi thi ma ctia cot (7) s€ nhay tuong ung véi cot (6) d& nhap.

- Truong hop khi kéo chudt cot (7) hién 1€n dong chit “#N/A” 1a binh
thuong do cot (6) chua c6 dir lidu, khi dir liu cot (6) dugc nhap thi ma “#N/A”
tu dong nhay sang ma sd. Tuyét dbi khong xo4, sira cot (7) khi dang nhép, khi
nhap xong méi dung 1énh delete tat ca cac dong khong co dit liéu nhap.

8/. Cot Chire vu (D6i véi cd nhan 13 Lanh dao thi nhip thong tin di lidu cho cot
nay, Tap thé va Ngudi lao dong truc tiép thi dé trong, khong nhép):

Cot (8) chi nhap trong trudng hop d6i twong khen thudng 1a ca nhan c6
chtrc vu Lanh dao ma ¢t (6) lya chon la cac chitc danh lanh dao. Phan nay chi
ghi chtrc vy tom tat:

Vi du: Ong Lé Van A, Giam dbc S¢ Cong Thuong thi cot nhap 1a: “Giam
doc S6” hay Giam doc Cong ty A thudc tong Cong ty B, S¢ Céng Thuong thi
coOt (8) nhap la Giam doc Cong ty.

Luu y mot s6 diém sau

- P6i v6i hiéu trudong cac trudng thi ghi: Hiéu trudng trudng tiéu hoc,
Hi¢u truéng truong THCS, Hi¢u trudng truong cao dang... Giam doc Trung tam
hodc Gidm doéc nha van hoa..., Chu tich Hoi ndng dan thanh phd, Chu tich
UBND huyén, Chu tich UBND tinh... riéng v61 cap Truong phong, Pho Trudng
phong thi chi ghi ngan gon nhu vay.



9/. Cot Pia chi hoac chire danh, chwre vu cong tac hoac don vi true thuoc, don
vi chi quan (Dia chi hoac chirc danh, chirc vu cong tac hoac don vi truc thudc,
don vi chu quan):

- Nhdp “Dia chi hogc churc danh, chuc vu, don vi cong tac” doi véi cd
nhdn duoc khen thuong.

Vi du:

+ Ong Nguyén Vian A, Cha tich Uy ban nhan dan quén 5

Nhép cot (9) ndi dung 1a: Chu tich Uy ban nhan dan quan 5 (Cot s (8)
nhap 1a: Chu tich).

+ Ba Nguyén Thi B, Cu ngu tai sb 28, duong s 4, Xa Nhuan Dirc, huyén
Cu Chi, thanh pho H6 Chi Minh

Nhéap cot (9) ndi dung la: Cu ngu tai s6 28, duong s6 4, X4 Nhuan Duec,
huyén Ca Chi

+ Ba Lé Thi C, Gio vién truong tiéu hoc Lé Ngoc Han, quan 1

Nhap cot (9) nodi dung 1a: Gido vién trudng tiéu hoc Lé Ngoc Han, quén 1
(Cot s0 (8) bo trong).

- Nhdp “Pon vi truc thudc, don vi chu quan” doi véi tdp thé.

Vi du: Phong T6 chue Bién ché, S& Noi vu

Nhap cot (9) ndi dung 1a: S& Noi vu; cot s6 (5) 1a: Phong T chire Bién ché.

* Luu y: Truong hop ddi twong khen 1a cac don vi thudc cac cum, khoi
thi dua thudc thanh pho, khong c6 don vi trwc thudc hay chii quan thi cot
s0 (9) dé trong.

Vi du: khen thudng cho “S¢ COng Thuong” thi cot sé (5) nhap 1a: So
CoOng Thuong; cot so (9) bo trong.

10/. Cot “Don vi chu quan, quan Iy”:

Pon vi cha quan, quan 1y 13 cac don vi thude cic cum, khdi thi dua
thudc thanh pho, quan 1y dbi véi doi twong. Doi voi dbi tugng khong co don vi
chu quan hay tryc thudc thi don vi chii quan, quan 1y 13 quin, huyén déi tuong
dang cu trtt hay dong trén dia ban.

Truong hop néu ddi tuong khen thuéng do don vi chu quan, quan ly dé
nghi khen thudng thi cot (10) dé€ trong.

Vi du:

+ S& Noi vu dé nghi khen thudng thanh tich hang nam cho Vin phong S&
Noi vu thi cot (10) dé trong.

+ Bao Sai Gon Giai phong dé nghi khen thuong cho Ong B§ Minh
Hoang, Chanh Van phong So Gido duc va Bao tao vé thanh tich xuat sac trong
cong tac to chirc, xay dung va phat trién Giai thudng Vo Truong Toan.

Chon c6t (10): S6 Giao duc va bao tao.



11/. Di voi cace cot s6 (12), (14), (18), (20), (22), (24), (26), (28) (Lua chon hinh
thuc khen thudng, phuong thirc khen thudng, linh vuc hoat dong, tinh chit tang)

Tuong tu nhu cdt sd (2), sd (6), cac cot nay khong can nhap tir ban phim
may tinh ma ta chi viéc lua chon cac ndi dung da dugc dinh nghia sin bang cach
kich chudt vao 6 can nhép, sau do6 kich chudt vao miii tén bén canh cua 6 vua
kich chuot dé Iwa chon don vi trinh khen theo danh sach c6 san. Khong duoc tur
y nhap va stra ndi dung khéc.

Thao tac nhu cac cdt (2) va (6) dé kéo xubng cac dong khac.

Luuy:

+ Cot (24): Néu 1a Qudc tich Viét Nam thi dé trong, chi lwa chon khi d6i
tuong dé nghi khen thudng 1a ngudi nudc ngoai.

+ Cot (26) can ctr vao thanh tich dugc khen thudng dé lya chon linh vuc
hoat dong, kinh doanh...

12/. Dbi yc’ri cac cot (13), (15), (19), (21), (23), (25), (27), (29) (Khdéng tu nhap
hay stra d6i ndi dung thong tin dit liéu di cd):

Tuong tu nhu ¢t (3), cot (7) ngudi nhdp khong phai nhap va khong dugce
quyén tu stra, dé tr dong mdy nhay ma theo cdt lién trudc.

- Trudong hop khong thay hién 1én ma thi kich chudt vao 6 phia trén (co
hién ma) cua cung cot va dua con tro chudt ra goc dudi bén phai ctua 6 vura kich
chudt dén khi hién lén hinh ddu + thi bAm chudt phai va di giit chudt xudng phia
dudi thi ma cia cot s€ tu nhay tuong tng voi dir liéu cua cdt lién phia trudc.

Truong hop khi kéo chudt thdy hién 1én dong chir “#N/A” 1a binh thudng
do cot lién phia trudc chua co dir liu. Tuyét do1 khong dugce tu y xo4, stra cot
khi dang nhap; chi khi nhap xong méi dung Iénh delete tat ca cac dong khong co
dir liéu nhap.

13/. Cot “Pon vi trinh khen”:

Cot (16), (17) Ngudi nhap dé trong khong phai nhap, dé tu dong may lay

theo tai khoan don vi da duoc cap.

14/. Cot “Thanh tich” (Thanh tich):

Can ct To trinh dé nghi khen thuéng nhap phan ciu thanh tich trong
quyét dinh vao cot nay.



* Luuy:

- Str dung trinh duyét Chrome la trinh duyét chinh thitc cho Hé thong.

- Tat ca cac cdt c6 tinh chat lya chon di dwoc dinh dang theo danh sach dé
nguwoi nhip liéu lwa chgn, nguwdi nhip liéu khong chu dong go thém ngoai
danh sach da co.

- Moi thong tin lién hé vui 1ong giri vé email: ptchc.btdkt@gtphcm.gov.vn
hoic so dién thoai:028.38.227.401 dé Bo phan Quan tri hd trg, hwong din
true tiép.

- Pdi voi cac file (tap tin) dinh kém nhw bién ban hop hdi dong, xdc nhin
thueé, moi truwong... dé nghi scan va dé & dang pdf (do phan giii 200dpi tuy
mirc do sic nét cia van ban) va dat tén theo quy tac tén ¢ phan .

- P6i v6i bao cao thanh tich cé thé sir dung file (tdp tin) Microsoft Word
(*.doc) dé dinh kém lén Hé thong (c6 thé noi thanh 1 file theo ding danh
sach dé nghi khen thwéng hoic tich tirng file dinh kém cho tirng ca
nhan/tip thé). Lwu y: Co6 thé dé nguyén dinh dang .doc hoiic nén thanh file
dang .rar, .zip dé thuin tién cho viéc dwa dir liéu 1én H¢ thong.
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