HUONG DAN
Thue hién ho so khen thuéng truc tuyén hoat dong he,
cac chwong trinh, chién dich tinh nguyén hé nim 2019
(Kém theo Hudng dan sé 35-HD/TPTN-VP ngay 10/7/2019
cua Ban Thuong vu Thanh Doan)

GIAI POAN 1: THAM PINH THANH TiCH TRUC TUYEN

Bude 1: Nhip hé so trén phin mém

1. Déi véi cdc co sé Poan:

- Bon vi dang nhap vao trang https://tuyenduongtphcm.vn/khenthuong/donvi
Sau do, dang nhap tai khoan va password cua don vi minh

Chuyén trang
Thi dua Khen thudng
(Danh cho don vi)

- Nhap thong tin ctia don vi minh. Sau d6, nhan nat “Luu’:
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a) Khai thanh tich khen thuéng cap Thanh Poan:

- Nhén chon muc “Khen thudng/Cap Thanh Dodn/Hé so cia don vi” (¢ thanh
diéu khién bén trai man hinh). Sau d6 chon “Nam”, “Hinh thirc”, “Noi dung”, “Ngi
dung phu” khen thudng va nhan nut “Loc”
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- Nhan n0t “Tdi tdp tin” dé tai tap tin bién ban hop 1én phan mém. Sau dé, chon
muc “Thém ho so”” d€ nhap ho so khen thudng cho cac tap thé, cé nhan.

- Nhap ddy du cac thanh tich khen thuong. Sau d6 nhan niit “Luu”



Thém ho so
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Chu y: S6 luong tap thé, ca nhan dugc khai thanh tich phai dam bao ty 1& quy
dinh theo phan 3.2.1 cia Hudng dan sé 35-HD/TDTN-VP ngay 10/7/2019. Néu s6
lugng khai thanh tich vuot qua ty 1€ cho phép thi don vi phai tu chon loc lai khi guri hd
so chinh thttc cho Thanh Poan. Sau khi nhap thanh tich cac tap thé ca nhan duoc dé
xudt cac don vi phai clik vao nit don vi duyét thi cac hd so d6 méi dugc Thanh Poan
thay dé tham dinh ho so.

Buéc 2: Viin phong va Ban chi huy cac chién dich thim dinh

1. Viin phong Thanh Poan thdm dinh

- Pi chiéu cac hinh thic khen thuong ma tap thé, ca nhan di duoc trao so véi
tiéu chuan quy dinh tai thong bao, Vin phong s& tham dinh theo 02 muc:

+ DAM BAO TIEU CHUAN

+ Hodc KHONG DAM BAO TIEU CHUAN

2. Cac Ban Chi huy cdc Chién dich tham dinh

- Déi chiéu thanh tich cua tap thé, ca nhan so vdi tiéu chun quy dinh, Ban phuy
trach s& thAm dinh theo 02 mrc:

+PAM BAO THANH TiCH

+ Hoic KHONG PAM BAO THANH TiCH

* Ch( y: Céc Ban chi huy chién dich va Vin phong tham dinh song song va
khong phu thudc két qua cua nhau. Truong hop, cac Ban chi huy chién dich hodc Vin
phong khong dong ¥ ho so nao thi néu 16 1y do trong phan mém dé phan hoi véi co so
Doan.

Buéc 3: Co sé Poan xem két qua phan hdi trén phin mém
- Co s6 Doan dang nhap phan mém, vao muc “Khen thuwéng/Cdp Thanh
Doan/Phan hoi ciia cap Thanh” dé xem két qua tham dinh cua Thanh Poan.



+ Truong hop 1: Hb so khen thuéng dam bao 02 diéu kién “DAM BAO TIEU
CHUAN” va “DAM BAO THANH TICH” thi phan mém phan hoi “DAT” va dé nghi
co s6 PBoan gui ho so 1én Thanh Poan.

+ Trwong hop 2: Ho so khen thuong c6 01 trong 02 diéu kién hodc ca 02 diéu
kién déu khong dam bao thi phan mém phan hoi “KHONG DAT” va néu 1y do dé don
vi bo sung (01 1an duy nhat). Sau khi co s¢ Poan da bd sung thanh tich thi thuc hién
lai budc 2 va bude 3. Néu co so Poan di bd sung lai thanh tich nhung van khéng dam
bao thi phan hoi 1a “KHONG DAT” va khong dugc phép bd sung thanh tich.

Chu y: Thoi gian diéu chinh, bo sung thanh tich tdi da 48 gio sau khi co két qua
tham dinh ciia cdp Thanh. Hét thoi gian nay thi don vi khong duge phép bo sung thanh
tich. Vi vay, sau khi nhdp thanh tich trén phdn mém, don vi phan cong can bo thudong
xuyén theo ddi két qua tham dinh cta cap Thanh dé kip thoi diéu chinh, bo sung thanh
tich theo yéu cau.

GIAI POAN 2: GUI HO SO CHINH THUC ,

- Sau khi ket thic giai doan 1 (k€ ca truong hop bo sung thanh tich — néu c9), co
s¢ Doan thuc hién ho so khen thudng doi véi céc truong hop duge phan mém phéan hoi
‘(BAT”-

- Ho so, thu tuc va noi nhan theo muc 3.2, phén Il cuia Huéng dan s6 35-
HD/TDTN-VP ngay 10/7/2019 cua Ban Thuong vu Thanh Poan.

* Thong tin lién lac:

- Cdc vin dé vé tiéu chuan, quy trinh khen thuong: Pong chi Nguyén Thi Thity
Hang - Cdn bé Vin phong Thanh Podan (SPT: 0903.861.331)

- Cdc van dé ky thudt phan mém: Pong chi Tran Anh Tudn (SPT: 0906.000.263)



