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Hu’O’ng dan nhap thong tin doan vién vao File
Bang tong hop phuc vy Chu’O’ng trinh
“Che tét cong doan nam 2024”



Huwéng dan tai File Bang tong hop
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- Cac don vi tai file tong hop nhap thong tin doan vién tai duong
link sau: (An Ctrl + Click chudt vao lick dé tu dong mao drive hodc
copy link de dan Ién trinh duyét)

https://drive.gooqle.com/drive/folders/10e54KP195ducwsjgA325Y gXv0
WXKSE-k?usp=drive link



https://drive.google.com/drive/folders/10e54KP195ducwsjgA325YgXv0WXkSE-k?usp=drive_link
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- Céac don vi tai file tong hop theo cac budc sau:

1. Chon t&p can tai.

2. An chudt trai vao dau 3 cham cudi tép hién ra bang hoi thoai.
3. Chon “Tai xuéng” dé nhan tép vé may.

Thuc hién véi cac tép khac giong nhu hinh anh minh hoa.
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Huong d?iQ nhap thong tin doan vién vao File
Bing tong hop phuc vu Chwong trinh
“Cho tet cong doan nam 2024”
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Bwéc 2. Nhap thong tin doan Vién
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5 PL4 Bang t6ng hogp test 1 - Excel

Nhép chinh xac thong tin
theo yéu cau tai cac cot

File Home  Insert Formulas  Data Review  View  Developer  Help

H11 v fr | '0906547898 ~ . . n e A
TN ) E F . . | J ) thong tin tur cot 1 to1 cot
1 | TONG LIEN DPOAN LAO DONG VIET NAM 9. Chua y; kh()ng viéet tat
2 LIEN DPOAN LAO DONG TINH/ CONG DPOAN NGANH/ CONG POAN TONG CONG TY L., 0, n e
5 o DANH SACH - Po1 véi cac cot 5,6,8 viét
4| Doan vién cong doan dé nghi ho trg tham gia "Chwong trinh "Chg Tét Cong doan nam 2/ 2 ) , , 2.
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' E Cée-¢ot thohg tin b True TIPS
7] 8 ac oo g du s6. Truong hop viét s6
189 can ghi du va dung A X ~ A A 2 3
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Bwéc 2. Nhap thong tin doan Vién
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ng doan aé nghi hé trg tham gia " Chwong trinh "Chg Tét Cong doan nam 2024" qua san giao dich thwong mai dién tw

(Kém theo Cong van s6 /TLD-QHLD ngay  thang  nam 2023)
TT | HOQ CHULOT | TEN EMAIL TINH/THANH PHO | QUAN/HUYEN | PHUONG/XA | SO NHA + TEN DPUONG | CONG TY
1 2 3 4 9 10 11 12 13
- = < P ~
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8 ra'salih ok |
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OT | TEN | TINW/THANHPHO | QUAN/HUYEN | PHUONG/XA | SO NHA + TENDPUONG | CONG TY/PON VILAM VIEC | DIA CHI CONG TY/PON V
4 10 11 12 13 14 15
NH |[HUGNG |HA NOI Q.HAIBA TRUNG |P. NGUYEN DU |32 HANG MA CONG TY ONG THEP PGV 32 Phan Ké, Bao Pai, Luc Nam, E
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] QUYET AN GIANG = Clh A 4 than
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- Nhap chinh xac dia chi theo
tht tu phan cap duoc chia
tai cac cot 10, 11, 12.

- Céach nhap nhu sau:

% Pua con tré dén 6 nhap dir
liéu tuong tng.

% Tai 0 da chon xuét hién mii
tén phia goc phai.

% Click vao miii tén sé& xuat
hién danh sach tén don vi
hanh chinh tuwong tng.

VD Nhap thong tin Nguyén
Vin Quyét dia chi o X3
Binh Chanh, Huyén Chéau
Thanh, Tinh An Giang
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DANH SACH

a "Chwong trinh "Chg Tét Cong doan nam 2024" qua san giao dich thwong mai dién ti

bng van s6 /TLD-QHLD ngay thang  nam 2023)
'HULOT | TEN | TINH/THANHPHO | QUAN/HUYEN | PHUONG/XA | SONHA + TENDPUONG | CONG TY/PON VILAM VIEC | DIA CHI CONG TY/PQ
3 4 10 11 12 13 14 15
ITHANH |[HUGNG |HA NOI Q.HAIBA TRUNG |P.NGUYENDU |32 HANG MA CONG TY ONG THEP PGV 32 Phan Ké, Bao Dai. Luc Nz
VAN QUYET |HOA BINH H.PA BAC X. DPOAN KET
VAN QUYET |AN GIANG H.CHAU PHU v
THI TRAN CAI DAU A
THI TRAN VINH THANH TR
X. BINH LONG
X. BINH MY
X. BINH PHU
X. BINH THUY
X. DAO HUU CANH v
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- Cach nhap nhu sau:

% Pua con tré dén 6 nhap dir
liéu tuong tng

% Tai 6 di chon xuét hién
miii tén phia goc phai

% Click vao miii tén s& xuat
hién danh sach tén don vi
hanh chinh tuong tng

% Cac cot 11, 12 lam tuong
tu cot 11.

VD Nhap thong tin Nguyén
Van Quyét dia chi & X& Binh
Chanh, Huyén Chau Thanh,
Tinh An Giang
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N Alignment N Number N Styles Cells Editing deas Sensitivity
10 Bo Kenh Tay, Binh Chanh, Chau Phu, An Giang
| J K L M N 0
ND PHUCLUC 4
H/ C
DANH SACH

\a "Chwong trinh "Cho Tét Cong doan nam 2024" qua san giao dich thwong mai dién ti

big van so /TLD-QHLD ngay  thang  nidm 2023)
'N | TINH/THANHPHO | QUAN/HUYEN | PHUONG/XA | SONHA + TENDUONG | CONG TY/DON VILAM VIEC | DIA CHI CONG TY/DON VI LAM VIEC
; 10 11 12 13 14 15
NG HANQI QHAIBA TRUNG |P.NGUYENDU |32 HANG MA CONG TY ONG THEP PGV 32 Phan K&, Bao ai, Luc Nam, Bic Giang
T |HOA BINH HDABAC X. DOANKET
T |AN GIANG HCHAUPHU  [X.BINHCHANH |7NAM CAY CONG TY CP ABC 10 Bo Kénh Tay, Binh Chénh, Chau Pht, An Giang
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- Cach nhap nhw sau:

% Sau khi nhap cac cot
10-12 s€ nhap cot 13.
ChGi y chi nhip sb
nha va tén duong (chi
tiét xem vi du)

VD: Nhap thong tin Nguyén Vian Quyét dia chi nha s6 7 Pudng Nam Cay, X& Binh Chanh,
Huyén Chau Thanh, Tinh An Giang, ghi dung theo mau d3 hudng dan trén man hinh
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N Alignment ¥ Number IS Styles Cells Editing deas Sensitivity
10 Bo Kenh Tay, Binh Chanh, Chau Phd, An Giang
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DANH SACH
a "Chwong trinh "Chg Tét Cong doan nam 2024" qua san giao dich thwong mai dién tir
big van so /TLD-QHLD ngay  thang  nam 2023)

N | TINH/THANHPHO | QUAN/HUYEN | PHUONG/XA | SONHA + TENDUONG | CONG TY/DON VILAM VIEC | DIA CHI CONG TY/DON VI LAM VIEC

: 10 11 12 13 14 15

NG |HANOI QHAIBA TRUNG |P.NGUYENDU |32 HANG MA CONG TY ONG THEP PGV 32 Phan K&, Bao Dai, Luc Nam, Bic Giang

'T |HOA BINH H.PA BAC X. POANKET

T ANGIANG H.CHAU PHU X. BINH CHANH |7 NAM CAY CONG TY CP ABC 10 Bo Kénh Tay, Binh Chanh, Chau Pht, An Giang

VD Nhap thong tin Nguyén Van Quyét dia chi nha s6 7 Puong Nam Cay, X4 Binh

<«

{3}

0!@,'

- Cach nhap nhw sau:

“ Nhap cac cot 13-14.
Nhap cot 14 chi vy
ghi tén theo dung tén
doanh nghiép ghi tai
dang ky cua Doanh
nghiép (chi tiét xem
Vi du)

Chanh, Huyén Chau Thanh, Tinh An Giang, lam viéc tai Céng ty CP ABC, dia chi cbng

ty tai s6 10 duong Bo Kénh Tay ghi dung theo mau di hudng dan trén man hinh.



Bwd'c 3. Tao mat khau bao vé trang tinh 5
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;i ij = - Céch tao mat khau

24 15 - nhw sau:
Cong nhan eet1 (+) ¢ 5 A A
—aTE : 1. Pua tro chudt xuong

.J ~ y . 7 /= \
bén dudi goc trai man
hinh tai sheet dang
nhap va click chudt

1 2 3 | 4 8 9 10 11 12 13 . .

1 |BUI THI THANH |HUONG 0979555000 |bui.thanh-huongl @abe.com.vn _ |HA NOI Q.HAI BA TRUNG |P. NGUYEN DU |32 HANG MA CONG TY & h 23

2 |NGUYEN [VA? Insert... 6547898  |abc@gmail.com HCM Q.BINH THANH |P. 06 p al

3 =

: i 2. Chon Protect Sheet

: 3. Nhap mat m4, an OK
&2 View Code y N A

120 ;‘ ;rote:t Sheet... 2 4' Sau dO h1¢n ra th

L i S, hoi thoai nhu hinh vé

- Hide 2 7 A . ~

ij Unhide... de XaC nhan lal ma,

15

Select All Sheets
Cong nha. cucee o

: nhap lai M4t khau va
an OK.
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s | TT HOQ cHiTLAT | TEN [ sdninanc | EMAIL TINH/THANH PHO | QUAN/
9 | 1 2 || Protect Sheet ? X F 9 10 o
10| 1 |BUI THI o z o inh-huongl@abc.com.vn  |HA NOI Q.HAIBA
Tl 2 [NouyEN |[vAl SEswordiovnpotecthicet rmail.com HCM QBINH T
ol 3 | =
13 ! ;1 Protect worksheet and contents of locked cells
14
15 6 Allow all users of this worksheet to:
16| 7 M4 Selectlockedcells PN
17 s 2| Select unlocked cells
T :l Format cells
18 9 :l Format columns
19 10 Format rows
20 1 b § :’ Insert columns
21 12 % Insert rows
Insert hyperlinks
22 ! 13 Delete columns
23| 14 [ | Delete rows M
24| 15 A L
g | TT HO CHITLOT | TEN SO DI AONG | EMAIL TINH/
9 1 2 9
10 1 |BUI THI 5 . 5 inh-huongl@abc.com.vn HA NO
= ~I<~-x. Password to unprotect sheet: =
11| 2 [NGUYEN [VAl g zmail.com HCM
12| 3 : :
Confirm Password ? X
3 4
14 ) Reenter password to proceed.
15| 6 4
16| 7 ‘
17 8 Caution: If you lose or forget the password, it cannot be recovered. It |
18 9 is advisable to keep a list of passwords and their corresponding ‘
19 10 workbook and sheet names in a safe place. (Remember that ‘
asswords are case-sensitive.
20| 11 P ) |
=
22 13 L
23 14 I D Delete rows i
24| 15 |

Cancel
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Céach tao mat khau nhw
Sau.

Pua tré chudt xuong
bén dudi goc trai man
hinh tai sheet dang nhap
va click chudt phai.
Chon Protect Sheet
Nhap mat ma, an OK
Sau do6 hién ra hop hoi
thoai nhu hinh v& dé xéac
nhan lai ma, nhap lai
Mat khau va an OK.
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s | TT HOQ cHiTLAT | TEN [ sdninanc | EMAIL TINH/THANH PHO | QUAN/
9 1 2 | Protect Sheet ? x § 9 10 1
10| 1 |BUI THI o z o inh-huongl@abc.com.vn  |HA NOI Q.HAI BA
Tl 2 [NouyEN |[vAl SEswordiovnpotecthicet rmail.com HCM QBINH T
ol 3 | =
i : Protect worksheet and contents of locked cells
14| 5
15 6 Allow all users of this worksheet to:
16| 7 [ selectiocked cells PN
17 s |[] select unlocked cells
|l ] Format cells
18 9 ‘:l Format columns
19 10 \:] Format rows
20 1 b § \:’ Insert columns
21 12 ljlnsert rows
‘:l Insert hyperlinks
22 13 ’:l Delete columns
23| 14 |L_] Delete rows M
24 15 L |
g | TT HO CHITLOT | TEN SO DI HONG | EMAIL TINH/
9 1 2 9
10 1 |BUI THI 5 i 5 inh-huongl@abc.com.vn HA NO
= ~I~-x. Password to unprotect sheet: »
11 2 [NGUYEN [VAl e zmail.com HCM
12| 3 e T o ]
Confirm Password ? X
13 4
14 5 Reenter password to proceed.
15| 6 4
16 7
17 8 Caution: If you lose or forget the password, it cannot be recovered. It
18 9 is advisable to keep a list of passwords and their corresponding
19 10 workbook and sheet names in a safe place. (Remember that
asswords are case-sensitive.

20| 11 P )
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22 13

S —

23 14 ' D Delete rows i
24 15
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Cancel
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- Céch tao mat khau nhw sau:

1. Pua tro chudt xudng bén
dudi goc trai man hinh tai
sheet dang nhap va click
chudt phai

2. Chon Protect Sheet

Nhap mat ma, an OK

4. Sau d6 hién ra hop hoi thoai
nhu hinh v& dé x4c nhan lai
m4, nhap lai M4t khau va an
OK.

5. Mat khau giri kém email vé
email cia Ban Quan hé Lao
dong Tong Lién doan
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Buwdc 4. Gwri vé Ban Quan hé Lao dong {1}
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- C4c don vi dit tén File tdng hop cia e e
don vi minh theo cu phép: ALy PLAB2 donvi v U P SearchPl4 82 don.
<Tén d()’n Y1> Béng téng hOp PL4 A Name ’ Date modified
S A > I X |2 3 Quick access
VD Flle tong? hOp gua An Glang SC Ia B Deskto 34 An Giang Bang téng hop PL4 14/12/2023 16:28
An Giang Bang tong hop PL4 nhu B‘N”'p 8 5 PL4 Bang t6ng hop 14/12/2023 14:10
hinh vé - |

- Moi thac mac vé File tong hop xin lién hé d/c Lé Thanh Trung Chuyén vién
Ban Quan hé Lao dong — Tong lién doan, dién thoai: 0942.537.419.

- Pé nghi cac don vi tong hop lai dit liéu va giri lai Ban Quan hé Lao dong —
Tong Lién doan qua dia chi email: guanhelaodongtld@gmail.com trudc
29/12/2023.
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