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

I. Mét s6 quy dinh chung:
Nguyén tic nhép liéu:

+ Chon font chit: Tat ca dir liéu dugc nhip bing font chit Unicode “Times New
Roman”; ¢6 dau.

+ Thir 'ty nhap liéu cia cac dong dugc nhép tir trén xudng dudi theo tht tu trong
danh sach dé nghi khen thudng.

+ Céch luu tén file dir liéu: Mdi mot to trinh khen thudng cua mot don vi trinh
khen thudng (tinh, thanh phd, bd, ban, nganh, doan thé TW) dugc luu thanh 01 file
dir liéu riéng theo quy dinh dé tién quan 1y va dua 1én Hé thong (cac dit tén twong
tir vi céc file scan cta To trinh ¢ dang pdf): [SS T trinh] [Nam] [Kyhiéu TTr]
[Tinh, b0..].xIs hodac [Sé To trinh] [Nam] [Kyhi€u TTr] [Tinh, bd..].pdf Vi du
1: 19 2019 TTR QUANGBINH.xlIs hoac 19 2019 TTR QUANGBINH.pdf C6
nghia 1a: T trinh s6 19 ndm 2019 cta Hoi dong xét ting danh hiéu TTND-TTUT
tinh Quang Binh dé nghi phong ting danh hiéu TTND-TTUT cho céc ¢4 nhan cia
tinh Quang Binh.

I1. Cac buéc nhap liéu:

1/. STT (Sé thir ty theo danh sach d& nghi khen thuéng): Nhap sé tht tu cua céc
dbi twong (ca nhan, tap thé) duoc dé nghi khen thudng theo dung danh sach trong
T trinh dé nghi khen thudng. (s6 thtr tu ¢6 tach riéng timg Hinh thirc khen, hang
khen).

2/. Cot LUACHONDOITUONG (Lua chon béi tuong dé nghi khen thudng): Noi
dung nhap cot ndy da duoc dinh dang 6 sin chi viée kich chudt vao 6 can nhap,
sau d6 kich chudt vao miii tén bén canh ciia 6 kich chudt dé Iya chon ddi tugng can
nhap. Can ctt To trinh dé nghi khen thudng dé lya chon mét trong cac doi tuong co
san nhu sau:



+ Chon “Ong”, “Ba” d6i v&i ddi tuong khen 1a ca nhan (Vi du: Ong Nguyén Vin
A thi chon 12 “Ong” hodc Ba Nguyén Thi B thi chon 1a “Ba”);

+ Chon “Pdi twong khac” dbi véi cac truong hop khen cho cac dbi tuong thude luc
luong vii trang c¢6 ghi quan ham hoac khen cho cac nha khoa hoc c6 ghi hoc ham,
hoc vi;

3/. Cot DOITUONG (ma quy udc, khong tu nhap): Cot nay ngudi nhap khong
phai nhap va khong duoc sira, dé tu dong may nhay ma theo cot (2). - Truong hop
lya chon ¢cot (2) xong ma cdt (3) khong hién 1€én ma thi kich chudt vao 6 phia trén
cua cung cOt, dua con tro chudt ra goc dudi bén phai ctia 6 kich chudt dén khi 1én
hinh ddu + thi bdm chudt phai va di xudng phia dudi thi ma cua cot 3 s& nhay
twong tng véi it (2) da nhap. - Truong hop khi kéo chudt ¢dt (3) hién 1én dong
chir “#N/A” 1a binh thuong do cdt (2) chua c6 dir li¢u, khi dir li¢u cot (2) duoc
nhap thi ma “#N/A” tir dong nhay sang ma sb. Tuyét ddi khong xo4, stra cot (3) khi
dang nhap, khi nhap xong méi dung 1énh delete tat ca cac dong khong cé dir lidu
nhap.

4/. Cot DOITUONGKHAC (Nhap thong tin cho Déi twong khac): - Ngudi nhap
chi nhap cot (4) trong trudng hop cot (2) chon 1a “Pdi twong khac”, cac trudng hop
con lai cot (2) nhap 1a: “Ong, Ba” thi cot (4) dé trong (khong nhap thong tin dit
lidu).

- Cach nhap:

+ P6i véi Luc luong vii trang ghi rd quan ham cta nguoi duoc khen thudng theo
quyét dinh: Pai tudng, thuong tudng, Pai t4, Pai ty...; (Vi du: Thuong ta Nguyén
Vian Nam thi nhép 1a “Thugng ta”);

+ Péi v6i nhitng ngudi ¢6 hoc ham, hoc vi ghi trong to trinh dé nghi khen thuéng
thi nhap theo hoc ham hoc vi twong ung: Vi du: Gido su, Tién si Nguyén Trong
Cuong thi nhap cot (4) 1a “Giéo su, Tién si”.

5/. Cot HOTEN (Ho va tén cua tap thé/ca nhan dé nghi khen thudng): Lua chon
FONT tiéng Viét c6 ddu va viét hoa theo chuan tiéng Viét. Nhip ho va tén day du
néu 1a c4 nhan. Vi du: Nguyén Van An.



6/. Cot LUACHONCHUCDANH (Lya chon chirc danh ddi v&i c4 nhan 1a Lanh
dao): Cot (6) chi nhap trong trudng hop dbi tugng khen thudng 13 ca nhan. Noi
dung nhap cot ndy da duoc dinh dang c6 san chi viéc kich chudt vao 6 can nhap,
sau d6 kich chudt vao mii tén bén canh cua 6 kich chudt dé lua chon cac chirc
danh can nhap. Can ct to trinh dé nghi khen thudng dé lua chon mot trong cac dbi
trong c6 san nhw sau:

- Chon la: “Nguoi truc ti€p cong tac, lao dong, san xuat va chién dau” doi véi ca
nhan dé nghi khen thudng 1a cong nhan, nong dan hoac nguoi lao dong truc tiép.

- Chon 1a “Lanh dao cap Bo, nganh, tinh va doan thé ¢ trung vong va tuong duong
tré1én” dbi v4i ca nhan dé nghi khen thuong 1a Lanh dao Pang, Nha nudc, Lanh
dao cap tinh (Chu tich, cac Pho Chu tich UBND cép tinh, Hoi dong ND cép tinh;
Bi thu, Pho Bi thu cép tinh) hoac Lanh dao cép bo (BO trudng, thi trudng cac BO,
co quan ngang b, co quan thudc Chinh phu; cap truong va cip phéd cac co quan
cua Pang, Quéc hoi, doan thé chinh trj x héi .... Vi du: Cha tich UBND Tinh, B0
trudng...

- Lva chon “Lanh dao cép Vu, s0, huyén, ban, nganh va tuong duong” ddi voi ca
nhan dé nghi khen thudéng 1a Lanh dao cdp S¢, Vu va tuong duong. Vi du ong
Nguyén Vin A, Giam ddc S¢ Y té, tinh Nam DPinh thi chon 1a: “Lanh dao cép Vu,
S¢ va tuong duong”

- Chon 1 “Cac céap lanh dao khac” d6i vé6i cac ca nhan giit chic vu Lanh dao
khong thudc cac ddi twong néu trén: Giit chitrc vu 1anh dao quan 1y tir cap Truong,
Ph6 Truéng phong trd 1én dbi véi cac co quan HCSN;

- Chon “Doanh nhan” d6i véi Giam doc, Tong Giam doc doi voi cac doanh nghiép,
cong ty ...

7/. Cot CHUCDANH (Chuc danh): Tuong tu nhu cot (3), Cot (7) ngudi nhap
khong phai nhap va khong duoc quyén tu stra, dé ty dong mdy nhay ma theo cot
(6). - Truong hop lya chon cdt (6) xong ma cot (7) khong hi¢n Ién ma thi kich
chudt vao 0 phia trén ctia cung cdt, dua con tro chudt ra goc dudi bén phai cua 6
kich chu6t dén khi hién 1én hinh dau + thi bam chudt phai va di gitt chudt xudng
phia dudi thi ma caa cot (7) s€ nhay tuong ung vt ¢t (6) da nhap. - Truong hop
khi kéo chudt cot (7) hién 1én dong chir “#N/A” 1a binh thuong do c¢dt (6) chua co



dir 1i¢u, khi dir lig¢u cdt (6) dugc nhap thi ma “#N/A” tu dong nhdy sang ma $0.
Tuyét doi khong xoa, stta cot (7) khi dang nhap, khi nhap xong méi dung 1énh
delete tat ca cac dong khong c6 dit 1iéu nhap.

8/. Cot CHUCVU (Déi v6i1 ca nhan 1a Lanh dao thi nhap thong tin dir liéu cho ¢t
nay; Nguoi lao dong truc tiép thi dé trong, khong nhap): Cot (8) chi nhap trong
truong hop dbitugng khen thuong 13 ca nhan c6 chitc vu Lanh dao ma cot (6) lua
chon 1a cac chirc danh lanh dao. Phan nay chi ghi chirc vy tom tat: Vi dy: Ong Lé
Vian Nam, Vién trudng Vién Dugc ligu, BO Y té thi cot (8) nhap la: “Vién trudng”
hay Gidm dde Cong ty A thudce Téng Cong ty Duoc Viét Nam, B0 Y té thi cot (8)
nhap1a Giam dbc Cong ty. Luu ¥ mot sé diém sau:

-Néu 14 Giam dbc Bénh vién thi ghi rd “Giam ddc Bénh vién”
- Néu 14 Giam dbc Trung tam thi ghi 16 “Giam déc Trung tam”
- Néu 1a Giam d6c Cong ty thi ghi 16 “Giam d6c Cong ty”

- P6i voi hiéu truong cac truong thi ghi: Hiéu trudng truong cao dang, Hiéu
trudng Truong Pai hoc...

- Riéng v6i cap Trudng phong, Pho Trudng phong thi chi ghi ngin gon nhu vay.

9/. Cot DIACHI/CHUCDANHCHUCVUDONVICONGTAC (bia chi hodc chuc
danh, chtrc vu cong tac hodac don vi tryc thudc, don vi chu quan):

- Nhap “Dia chi hodc chtrc danh, chirc vu, don vi cong tac” ddi véi ca nhan duoc
khen thuong. Vi du: + Ong Nguyén Vin, Vién trudng Vién Duogc lidu, Bo Y té
Nhap cdt (9) nd1 dung la: Vién truong Vién Duogc li€u, B0 Y té (Cot sb (8) nhap la:
Vu trudéng). + Ba Nguyén Thi B, biéu dudng Khoa Cép cuu, Bénh vién Hiru nghi,
Bo Y té. Nhap cot (9) ndi dung la: Diéu dudng Khoa Cap ciru, Bénh vién Hiru
nghi. Luu y: Déi véi cac Khoa, Phong, Ban thi sau chtic danh van phai dé Khoa,
Phong, Ban. Vi dyu: “Trudng khoa Khoa Cap ciru” thay vi “Truéng khoa Cap ciru”
nhu trude day cac don vi hay ké khai.

10/. Bi voi cac cot sd (10), (12), (14), (16), (18) (Lua chon hinh thtrc khen
thuong, phuong thirc khen thuong, linh vuc hoat dong, tinh chat tang) Tuong tu
nhu cot s6 (2), sd (6), cac cot nay khong can nhap tir ban phim mdy tinh ma ta chi
viéc lya chon cac nodi dung di dugc dinh nghia san béng cach kich chudt vao 6 can



nhap, sau do kich chudt vao miii t€n bén canh cua 6 viura kich chuot dé lya chon
don vi trinh khen theo danh sach cé san. Khong duogc tu ¥ nhap va stra ndi dung
khac. Thao tac nhu cac cot (2) va (6) dé kéo xudng cac dong khac. Luu y: + Cot
(16) can ctr vao thanh tich dugc khen thudng dé lya chon linh vuc hoat dong, kinh
doanh... + Cot (18); Néu 1a Qudc tich Viét Nam thi dé tréng, chi lwa chon khi dbi
tuong dé nghi khen thuong 14 ngudi nude ngoai.

11/. Béi véi cac cot (13), (15), (17), (19) (Khong tu nhap hay stra d6i ndi dung
thong tin dir licu da c6): Tuong tu nhu cot (3), cot (7) nguoi nhap khong phai nhap
va khong duoc quyén tu stra, dé tr dong may nhay mai theo cot lién trudc. -
Trudng hop khong thay hién 1én ma thi kich chudt vao 6 phia trén (c6 hién ma) cia
cung cot va dua con tro chudt ra goc dudi bén phai cua 6 vira kich chudt dén khi
hién 1én hinh d4u + thi bAm chudt phai va di giit chudt xudng phia dudi thi mi cia
cot s& ty nhay twong ng voi dir lidu ciia cot lién phia trude. Trudng hop khi kéo
chuot thay hién 1én dong chit “#N/A” 14 binh thudng do cot lién phia trude chua co
di ligu. Tuyét dbi khong dugc tu v xo04, sua cdt khi dang nhap; chi khi nhap xong
moi dung 1énh delete tat ca cac dong khong co dit liéu nhap.

12/. Cot “THANHTICH” (Thanh tich): Cin cr To trinh dé nghi khen thuéng nhap
phan cau thanh tich trong quyét dinh vao cot ndy. Trong truong hop nay:

- Néu trinh Danh hi¢u Thay thu6c Nhan dan thi cau thanh tich: “Da c6 cong hién
xuat sac trong su nghi¢p bao v¢ va nang cao suc khoe ciia nhan dan”.

- Néu trinh Danh hiéu Thay thuéc Uu ta thi ciu thanh tich: “DPa ¢6 cong hién trong
su nghiép bao v¢ va nang cao suc khde cua nhan dan”.
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