TRUONG PAI HQOC Y HA NOI

HUONG DAN
CAP NHAT HO SO CAN BO VIEN CHUC
TREN HE THONG QUAN LY NHAN SU’

(Danh cho Can bg¢ vién chuc)



Giéi thigu

Phan mém Quan Iy can bo vién chicc Trudng Dai hoc Y Ha Noi 1a phan mém
quan Iy hd so can bo vién chirc, ngudi lao dong cua Trudng Pai hoc Y Ha Noi.

Pia chi ding nhap cua phan mém: https://nhansu.hmu.edu.vn

Khi ding nhap vao phan mém céan bo vién chic c6 quyén xem thdng tin cé
nhan, in mau biéu ly lich 2C, tra ciru thdng tin thu nhap va cap nhat mot sb thdng tin
(néu thong tin c6 bién dong / thay d6i / chua chinh xéc).

Thoi gian cap nhat thdng tin vao hé thdng s& theo lich trinh va théng béo cua
phong Té chtc can bo.

Cac thong tin can bo vién chire, nguoi lao dong c6 thé cap nhat trén hé thdng
gom: Thong tin chung; Chieng thuc; Lién hé; Théng tin khac; Pang-Poan thé;
Gia dinh va Nghién ctru khoa hec.

Pé xem va cap nhat cac thong tin, cac ban thuc hién cac bwéc sau:

1. Pang nhap

Ban truy cap vao hé thdng tai dia chi: https://nhansu.hmu.edu.vn, hé thong s&
hién thi giao dién ding nhap nhu sau:

- Céch 1: Pang nhap hé thong bang ma can bé va mat khau

& C & nhansuhmu.eduvn/admin/login.aspx B a sx ® # » e :

" || DAL HOC ¥ HA NOI PHAN MEM QUAN LY NHAN SU

Nhap Ma can bd

Ping nhap he thé’ngy_‘
Nhap Mat khau

Biing nhap ]

Quén mét khdu
Béng nhap béng email HMU.EDU.VN

THONG TINHO TRO

Néu Ban I&n d3u ding nhdp hé thdng hodc quén mét khdu hay
chon QUEN MAT KHAU dé khdi tao lai mét khdu qua email

Téi liéu hwrdmg dan
Email: hotrogins@hmu.edu vn

Dién thoai: 024.38523798 (s6 may 1&: 3149)

Néu ban quén mat khau, ban bAm chon nit Quén mat khau:


https://nhansu.hmu.edu.vn/
https://nhansu.hmu.edu.vn/

bang nhap hé théng

Tén dang nhép

M3 cén bd

Mat khau

Mat khau

Péng nhap

Quén mét khau

Péng nhdp bing email HMU_EDU VN

xuét hién man hinh:

Quén mat khau

email: tencanbo@hmu.edu.vn 1

]2

Ban nhap dia chi email ctia minh mang thuong hiéu cta Truong Pai hoc Y Ha
Noi (tencanbo@hmu.edu.vn) va chon “Giri email”, hé théng s& guri théng tin hudng
dan dat lai mat khau méi vao email caa ban .

Ban can kiém tra email va bAm vao lién két mau xanh dé dat lai mat khau mai.

Théng bao tu HMU NHAN SU, Hap thu d&n x B 2
HMU NHAN SU =hotrogins@hmu.edu.vn= 09:38 (0 phiit trudc) Yy 4w Tralai
taitdi -

Xin chao c6 ma s6 can bd trong hé théng Quan Iy nhan s cia Trrdng Dai hoc Y Ha MNai.

Ban nhéan dwoc thir nay do ban cé yéu cdu khdi tao lai mét khau,

Hay bam vao lién két https://nhansu.hmu.edu.vnivn/quenmatkhau.aspx?email=thanhbinh@hmu.edu.vn&r=
D8F4EA40D01B55483EA2ATIC589F 0ASA va dbi mat khdu mai

Méu khang phai ban yéu cau dat lai mat khau hay bé qua thwr nay

Néu cén hd tro hiy lién hé véi Phong Céng nghé Théng tin & Truyén théng - Trwdmg Dai hoc Y Ha Nbi
Dién thoai: 024.38523798 (s6 may 18 3149).

Email: hotrogins@hmu.edu.vn .

Tran trong cam on.

Quan tri hé théng

xuét hién man hinh:


mailto:tencanbo@hmu.edu.vn

Quén mat khau

M3t kh3u mai

Mat khau 1

Nhap lai mat khau

[=x 2

Nhap lai mat khau méi 2 1an va bAm “Luwu lai” dé luu lai mat khau méi.
Néu ban ding nhap thanh cong, hé théng s& hién thi giao dién cho ngudi ding

nhu sau:

4 0w poc vk it PHAN MEM QUAN LY NHAN sur
# «a 4 B = -

Trangchd Hosoca Luong uyéndung Diotso

& Danh sich hb st cin b / Phong Céng nghé thing tin va Truyin théng / Théng tin chung [

]

Thongtinchung ~  Chuyénmén-  BingDointhé

Gia dinh Bicdng tic Qua trinh odng tac Wigm nhigm

H0 5o ¢d nhin dang duoc md 38 c3p nhat, vui 16ng c3p nhit théng tin o3 nhin 32 phdng 18 chiic cin b3 xét duyét

Théngtin chung

Mardso(’)

M3 can bd (%)

M3 can bd Bon vicdp 3
Hol")

Hovatén

Ngay sinh (%)

Gigi tinh

Tén go khac

Noi sinh x&

Noi sinh Huyén

Noi sinh Tinh

Qué quanxa

Qué quan Huyén

Qué quén Tinh

Phéng ban

Déntéc

Tén gido

Thanh phan xuit thin
Qudc tich

Loai cdn b bién ché ()

Hang(")

Hosogée  Trachuluong  Dién bifn lvong
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- Cach 2: Pang nhap hé théng bang email can bé (tencanbo@hmu.edu.vn)
&« = C & nhansu.hmu.edu.vn/admin/login.aspx B aQ W ® # M e H

5 oa1 HOC ¥ HA NI PHAN MEM QUAN LY NHAN Su

Pang nhap hé théng
Tén dang nhap

‘ M cén bd
Mat khau

| Mt khéu

Bing nhip

THONG TIN HO TRO

Méu Ban I4n ddu ddng nhap hé thdng hodc guén méat khiu hiy
chon QUEN MAT KHAU dé khdi tao lai mét khau qua email

Tai liéu hwéng dan
Email: hotrogins@hmu.edu.vn

Dién thoai: 024.38523798 (s6 méy 1é: 3149)

xuat hién man hinh:

G Dang nhap bang Google

Dang nhap

Tiép tuc t6i hmu.edu.vn

Ban quén dia chi email?

DE tiép tuc, Google sé chia sé tén, dia chi email, tiy
chon ngdn ngir va anh hd so cGa ban voi hmu.edu.vn.
Trudc khi ban st dung trng dung nay, vui long xem
chinh sach quyén riéng tu va diéu khoan dich vu cta
hmu.edu.vn.

Ban nhap mail ciia minh (tencanbo@hmu.edu.vn) va bam nat Tiép theo




G Dang nhap bang Google

Chon tai khoan

C6 hai Tai khoan Google hién tai cho
1 @hmu.edu.vn. Ban mudn str dung tai
khoan nao?

(® Taikhodn Google ca nhan
Tai khoan ban dé& tao véi Google

Tim hiéu thém

Ban chon Tai khoan Google Workspace

G Dang nhap bang Google

Chao mung
@ -@hmu.edu.vn

[(] Hién thi mat khau

DE tiép tuc, Google sé chia sé tén, dia chi email, tuy
chon ngén ngir va anh ho so cua ban véi hmu.edu.vn.
Trudce khi ban st dung (rng dung nay, vui long xem
chinh sach quyén riéng tu va diéu khoan dich vu cta
hmu.edu.vn.

Ban nhap mdt khadu email caa minh va bam nat Tiép theo dé dang nhap vao
hé thong.



2. Cap nhat thong tin hd so

Sau khi dang nhap vao hé thong, ban thuc hién cap nhat cac thong tin nhu sau:
2.1. Cap nhat Thong tin chung:

Trong phan Théng tin chung ban cap nhat cac thng tin sau: Thong tin chung;
Ching thuec; Lién hé va Thong tin khac (Cac muc dwoc danh ddu mau Do)

Th6ng tin chung ~
| -
Chirc vu

Thai gian lam viéc

Viéc
_'

2.1.1. Cap nhdgt Thong tin chung:
Ban duoc phép cap nhat cac thong tin duoc danh diu mau d6, sau d6 bam n(t
Ghi lai dé luu thong tin.

Théng tin chung

ME RS0 (") | M3z

Mickassr) |

WM& cdnbé Bonvicdp 2 | Nbdp M5 cin b6 donvi clp 3

Dém | Vn [ wnre) | N |

[ Nowin
Hovatén | Nguyénvan [

[ —

[ Nam

Phéngtan | —Phang Cing ngh thing n va Truyénthing

Losicinbibifnchi() | Vién chde (HELVOGTH) v

Hangl) | Hangv K2

=




2.1.2. Cap nhdt thong tin Chung thuc:
Ban bam chon muc Théng tin chung -> chon Chikng thuc:

Théng tin chung ~| Chuyén mén~ Dang-Doan thé Gia dinh Bi cong téc Qua trinh céng tac Kiém nhiém Dao tao bdi dubng Nghién ctru khoa hoc~

-

Théng tin chung

Lién hé

Chire vu

Thai gian lam viéc
Viéc

Théng tin khac

xuét hién man hinh:
Chimg thuc

Danhséch || Nhaplai |

Ban cap nhat cac thong tin dugc danh diu mau do, sau d6 bam nat Ghi lai dé
luu thong tin.
2.1.3. Cdp nhdt théng tin Lién h¢:

Ban bam chon muc Théng tin chung -> chon Lién hé:

Théng tin chung ~| Chuyén mén~ Dang-Doan thé Gia dinh Di cong tac Qua trinh cong tac Kiém nhiém Dao tao bdi dudng Nghién ctru khoa hoc~

-

Théng tin chung
Churng thuc

Chire vu

Thai gian lam viéc
Viéc

Thong tin khac

-

XUat hién man hinh:



Danh séch H Nhap lai ‘

Ban cap nhat cac thong tin duoc danh diu mau do, sau d6 bam nit Ghi lai dé
luu thong tin.
2.1.4. Cdp nhdt Théng tin khéc:

Ban bam chon muc Théng tin chung -> chon Thong tin khac:

Théngtinchung ~| Chuyénménw  Dang-Doanthé  Giadinh  Dicongtic ~ Quatrnhcdngtic  Kiémnhiém  Daotaobdidudng  Nghién ctu khoa hocw

Thong tin chung
Chirng thuc

Lién hé

Chire vu

Théi gian lam viéc
Viéc

_v

XUat hién man hinh:

-

Danh sach ‘ Nhap lai ‘

Ban cap nhat cac thong tin duoc danh diu mau do, sau d6 bam nit Ghi lai dé
luu thong tin.



2.2. Cdp nhdt thong tin Pdng - Podn thé-
Ban bam chon muc Pang-Poan thé

AThéng tin chung vA Chuyén mén~ Dang-Doan thé Gia dinh Di cong tac Qua trinh cdng tac Kiém nhiém Dao tao béi dudng Nghién ctru khoa hoc~

Théng tin chung
Chirng thuc

Lién hé

Chirc vu

Thoi gian lam viéc
Viéc

Théng tin khac

-

XUat hién man hinh:

Danhséch | Nhép li

Ban cap nhat cac thong tin dugc danh diu mau do, sau d6 bam nat Ghi lai dé

luu thong tin.

2.3. Cdp nhdt thong tin Gia dinh:

Ban bam chon muc Gia dinh

TThongtinchung - | Chugénmon=  Sang Do ié Bicongtéc  Quitinhcongtéc  Kiémnhiém  Daotaobdiduong  Nohiénciukhoahoce  Hsogéc  Traciuluong  Didn bién luong

Théng tin chung
Chirng thuc

Lién hé

Chirc vu

Thoi gian lam viéc
Viée

Théng tin khac

xuét hién man hinh:



Quan hé gia dinh Fhem ma

STT Ho va tén Nam sinh Quan hé Chirc vu Co quan cong tac :::)J

1 Binh | 1957 B Lam ruéng. ‘17 Chirc néng ~ |
2 Nguyét 1961 Me Lam ruéng, ‘ 2 Chirc nang ~

3 Nga 1987 Vo Kinh doanh tu do ‘ 3 Chirc nang

4 2012 Con dé Con nhé ’47 Chtrc nang v

5 1984 Em Nhan vién kinh doanh, \ T Chirc nang +

6 1987 Em Ki sur cuc xtic tién ‘ 6 Chirc nang

a. Néu ban muén thay d6i thong tin (Chinh siza hoac X6a bé), ban bAm chon
nat Chirc ning
+ Ban muén x06a thdng tin, ban chon nit Chire niing -> chon Xda

Quan hé gia dinh Thém méi
Sap
STT Ho va tén Nam sinh  Quanhé  Chirc vy Co quan cong tic  xép
1 Binh 1957 Bé Lam ruéng, 1 [ Chire néng ~
Chinh sira
2 Nguyét 1961 Me Lam ruéng, 2 i
3 1987 Vo Kinh doanh tu do 3 Chirc nang «
4 2012 Con dé Con nhd | 4 Chirc ndng ~
5 1984 Em Nhén vién kinh doanh, 5 Chirc nang «

Xuat hién thong béo:

nhansu.hmu.edu.vn says

Ban c6 chic chan mudn x6a khdng?

Ban chon OK dé xé4c nhan x6a thong tin.
+ Ban muén chinh stra théng tin, ban chon nit Chike néng -> chon Chinh sira

10



Quan hé gia dinh

STT  Hovatén Nam sinh  Quanhé  Chircvy Co quan cong tac :g:

1 s | 1957 BS Lam ruang [

2 | [Nguyet 1961 Me Lam wong [ |

3 1987 | Vo Kinh doanh tu do | | E | V‘Wéngv‘

2012 Con d@é Con nhd 4 1 ‘ Chirc nang ~ ‘
1984 Em Nhan vién kinh doanh [ 5 | |Chicnang~|

xuat hién man hinh:

-~

Chinh sira quan hé gia dinh

Ban cap nhat cac thong tin duoc danh diu mau do, sau d6 bam nit Ghi lai dé
luu thong tin.
b. Néu ban muén bd sung thdng tin, ban bdm chon nit Thém méi

Quan hé gia dinh
STT  Hovatén Nam sinh ~ Quan hé Chirc vu Co quan cong tac
1 P sinh 1957 B6 Lam ruéng

Sép

xep

1
(2 [cnicnang-)
3 -Nga 1987 Vo Kinh doanh tr do IZ‘ | \W\
4 _ - SR [— | E | | Chrc nang ~ |
s D e Em Nhén vign kinh doanh NI E | Chirc nang |
s P s Em K su cve xic én S s ==

11



xuét hién man hinh:

chinh sira quan hé gia dinh

Ban nhat cac thong tin duoc danh dau mau do, sau d6 bam ndt Ghi lai dé luu
théng tin.
2.4 Cdp nhdgt théng tin Nghién ciru khoa hec

Ban bam chon muc Nghién ciru khoa hec

'maﬁg tinchung v~  Chuyénmén~  Dang-Doanthé  Giadinh  Dicongtac  Quatrinhcdngtac  Kiémnhiém  Daotaobdidubng | Nghiénciukhoahocw | Hésogdc  Trachuluong  Dién bién luong

Théng tin chung

Churng thuc

Lién he

Chuevu

Thai gian lam viéc
Viéc
Théng tin khac

a. Cap nhdt Cong trinh:
Ban chon muc Nghién ciru khoa hec -> chon Cong trinh

Nghién ctru khoa hoc~
Nghién ctru

Sang ché

Hb so gidi thiéu

12



ban chon Thém méi:

Cac cdng trinh da céng b

STT  Tén céng trinh Loai an pham Co quan xuat ban Nam va s6 xuat ban File dinh kém

1 Cong trinh A Bai bao Tap chi Khoa hoc cong nghé 2010 Chtrc nang ~ \

xuét hién man hinh:

Thém méi cong trinh

Ban nhat cac thong tin dugc danh ddu mau do, sau d6 bam nat Ghi lai dé luu
thong tin.
b. Cap nhdt Nghién crzu:

Ban chon muc Nghién ciru khoa hec -> chon Nghién ciru

Nghién ctru khoa hoc~
Céng trinh i
Sang ché
Hé so gicithigu

13



ban chon Thém méi:

Danh sach nghién ciru |

STT  Tén nghién ctru Loai Theoi gian Cap quan ly Chirc danh File dinh kem

XUat hién man hinh:

Thém méi nghién ciru

Ban nhat cac thong tin dugc danh ddu mau do, sau d6 bam nat Ghi lai dé luu
thong tin.

¢. Cdp nhgt Sang ché:

Ban chon muc Nghién ciru khoa hoc -> chon Sang ché

Nghién ctru khoa hoc~

=

Céng trinh
Nghién ciru

Hb so gioi thidu

~_

14



ban chon Thém méi:

Danh sach bang phat minh, sang ché

STT  Tén sang ché Chi bang déc quyén Tac gia Sé don Sé trang File dinh kém

xuét hién man hinh:

Thém méi sang ché

Ban nhat cac thong tin dugc danh dau mau do, sau d6 bam nat Ghi lai dé luu
théng tin.

d. Cdp nhdt Hé s gidi thiéu:

Ban chon muc Nghién ciu khoa hoc -> chon Hé so giéi thiéu

Nghién ctru khoa hoc~

B

Céng trinh
Nghién ctru
Sang ché

[ oswgeiti |

xuét hién man hinh:

15



aLDanh séch o S0 cén b/ Phiong Cong nghé thong tnva Truyen thong / Ho sogthizu=>

IC3p nhat hd so gidi thiéu, Tiéng viét trudc, tiéng anh sau, tham khao Nap hé so mdu

— M QR code link dén hé so
sl R B - tiéng viét, da dé nét dé in trén

B I U =X, X2 @ == Ewa EEE=EE | B P EBEODESO=@® name card
S - Format - Font — S = v A @g k]|

ElSource W [0 & & | B ©E W o o | E

HoO sa tiéng Viét NGUYEN VAN A E E

L
4
— Ma QR code link dén h so
ElSource | O & & | B B . o 08 gk [[E | % - o @ © ol B [E] o o Py, tiéng anh, 40 d6 nét dé in trén
B I Us®eX x> @ =i ElwwEE==E|vn BAEP BODESIOS @ name card
=) Formst B9\ Font ol Si.F A-A- @ R(3 7|
Hb sd tiéng Anh Assoc. Prof. Ha Quang Thuy [=] [w]
i
-
i

(TP | u lai dé co thé truy cap théng tin theo dudng dén tiéng viét duong dén tiéng anh va tao ra ma QRCODE

Théng tin lam Namecard: B1: Bam nap théng tin, c6 thé sira hodc thém, B2: bdm tao Namecard, bam phai chon save images as... dé luu

NGUYEN VAN A

Trudng Phong

@ 0975752999

o Phbng Cong nghé théng tin va Truyén théng

TRUGNG BAIHOCY HA NOI

NANG NIU MAI NHA CHUNG

NANG NIU MAI NHA CHUNG

http://hmu_edu.vn/wn/

01034 nguyen-van-mac.html
Dia chi:01 Ton That Tung - Ha N6 DT: (+84-24) 38523798  Email: daihocyhn@hmu.edu.vn
@ anhnn@hmu.edu.vn
www.hmu.edu.vn

- Pé nhap hd so, ban chon nit Nap hd so' miu. Trong phan Ho so tiéng Viét 1a
thong tin tiéng Viét cua ban co trén hé thong. Trong phan ho so tiéng Anh, ban can
cap nhat théng tin tiéng Anh trong viing soan thao cua Ho so tiéng Anh.

- Ban chon nit Ghi lai dé luu thong tin va tao M QRCode ho so tiéng Viét va
hé so tiéng Anh cua ban.

- Pé tao NameCard theo mau, ban bam chon nat Nap théng tin, hoic ban nhap
thong tin vao ving danh dau mau do, sau d6 bam chon nit Tao namecard

16



3. Ping xuit

Dé ding xuit khoi hé thong, ban bam chon vao anh dai dién & goc trén bén phai

man hinh va chon “Ping xuit”

1Théng tin ca nhan
[aiThay anh dai dién

(#BDang xuat

THONG TIN HO TRQ KY THUAT
KS. Lé Thi Thanh Binh - Phong Cong nghé thong tin va Truyén thong
bién thoai: 0914801027

Email: thanhbinh@hmu.edu.vn
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