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1 GIOI THIEU PHAN MEM TiNH CONG HRAD

1.1 So d6 1am viéc v6i phan mém HRAD

CONG VIEN KHOI TAO CONG VIEC HANG NGAY CONG VIEC CUOIKY, CUOI NAM
Tao b lich 1am viéc Tao ky tinh cong Quin Iy nhan vién Tinh cong
-Tao ngay lich “Thém nhan vién. c -Tao béang tinh cong
~Kiém tra, chinh stra o tinh »- Tao ky(thang) tinh con nhat thong tin nh;"lrji/pién -Nflan HP h cm}g fu dong ,
cua ngdy phi hop vGi ludt qui theé u}i,dinh gﬁa con tg ca iélm viégc mi chim ’ “Cip nh’a ! thl P?ep, ngh} #
dinh va chinh séch lao dong quict ety K hé ' -Xem bdo céo kiém tra néu
clia cong ty cong, nhom con nghi van thi quay lai xdc
nhan _
- Sao chép ra so khai bao
ngoai
Danh muc ky hiéu chim cdng Tham sb tinh cong Tai dit liéu chdm cdng

Chiét xuat bdo cdo

-Tao danh muc cac ca lam L, £
: ’ -Chinh stra cac tham so

viée, cac loai nghi. tinh oo trone phin mém -Két ndi may chdm cong -Bing chim cong
- Cai dit gio 1am viée cho ca, i gvdi C(fnp : “Tai dir liu -Bang lam viée thém gio
qui tac cham thé trong tung ca P hop gy -Tong hop nghi trong nam
Khai béo td chire Import dir liéu tir Excel Truy vén gio' chAm cong
A ST -Nguoi dung import dit Ngudi ding c6 thé xem
cI;ihrz:lhgr?ﬁ {0 chirc phong ban, liéu nhan vién ban diu tir thoi gian chim cong ciia
Excel vao phan mém nhan vién

1.2 Mé phan mém HRAD.
Sau khi cai dat, biéu tuong phdn mém cham cong HRAD xuét hién trén Desktop. Nguoi
sir dung c6 thé khoi dong HRAD bang cach Click vao biéu tuong nay.

Main hinh dang nhap mo ra, ngudi dung nhap username, password va click lwu mat khau

dé 1an sau khong phai nhap lai, click Pang nhap hoic nhan Enter dé vao phan mém:

Bang nhap ﬁ
Tai khodn HEE Ding nhip
Mét khﬁu (LIl
;
Luu mat khau
Cosddirlién  |fashy | Thiét 13p
Ngon ngir | VI = ‘

Céng ty TNHH céng nghé Hoa Son
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Giao dién chinh cua phan mém:

() HRAD
Phanhé Tuychon Ciasd lam viéc Trg gitp

<

[E8an lam viec | P

Quan ly chdm céng(4)

Mdy chdm Tra cfu gi¢ Tinh cdng Phan cong

cong chdm cong  tr may ca
Bdo cdo(7)
Bdo cdo  Bang ké gid Bdo cdo cap Bang ké lam Phiéu chdm  Bdo cdo Bdo cdo
ch@m céng chdm coéng gidvao -ra thémgid congcd... sudtan nghi phép
Cai dat(4)
BG lich Ky hiéu Ky tinh céng Tham s6
ch@m céng tinh céng

1.3 Y nghia hinh anh va phim tit trong phin mém HRAD

Phim tit dp dung tai man hinh chirng tiv
1 ] Thém méi chiing tir trong giao dién nhap li¢u Ctrl + N
Thém méi
2 o Chen thém chig tir méi trong giao dién nhap licu ¢ vitri| Ctrl +1
Chén dang
——— | dang chon
3 A Chinh stra chirng tir dang chon trong giao dién nhép li¢u Ctrl + M
Sira
4 4, Hoan thao tac voi ching tir dang: Thém mai, Chen, Chinh | Ctrl + Z
Thay mdi , .
stra, Tim ki€m.
5 x Xoa chung tir dang chon. Ctrl + D
Xda
6 W Nap méi lai danh séch. F5
Map lai




7* 'Q;.
Tim kigm...

Nhap diéu kién truy van dir liéu.

Cul+F

8* !

Thure thi..

Thuec thi xuat két qua truy van.

Ctrl + X

=l

Luru

Luu chung tu.

Ctrl + S

10 5]

Dang dau

Xem chtng tir dAu tién.

11 ]

Dangtnr..

Xem ching tir lién trudc.

12 [

Dang sau

Xem ching tir lién sau.

13 (1]

Dang cudi

Xem chung tir cudi cung.

14

Xem lugc sir ndi dung da thao tac.

15

Sao chép ndi dung cua dong phia trén nd.

Crt+ K

Ghi chii: hai thao tac 7 va 8 phdi luén thuwc thi cing nhau méi tim kiém dwoc thong tin

chung tu.

2 QUAN LY NHAN VIEN

Muc dich:
tinh cong.

2.1

Khai bao thong tin nhan vién.

Duwong dan: Module Quan 1y nhan vién >> Danh myc nhéan vién

Buédc
|
1. Nhan nut Thém mdi
dé thém dong méi
hoac Ctrl+N.

. Nhap ho tén
nhan vién, bd
phan, ma chidm
cOng, ngay vao
lam, ...

1=

Luru

5

3.Nhin nat dé

luu lai

Chup man hinh

Quan ly cong vi¢e luu trir thong tin danh sach nhan vién phuc vu cho cong viéc

[ HRaD =l
Hosd Dichuyén Chicndng Phanhé Tiychon Ciasélam Trg gitip
EAN 1= s SO~ I : IR A .4 = & & 2] 4 3 Bl # ® 8 &
©  Lw  Thémmdi Chéndéng Sfa  Quayls  Xéa  Saochép Naplai Truyvdn Thuchié Dangdau Dongtn. Déngsau Déng cudi Kétlién hé Kéting.. DSIMK Tydéng Hudng din
(7% Dar mic mhinitn ===
=* N L Tén @3y 0U Giithh  Ngaysnh | Bophan | Chicvy MiCC  sGthé |Calam [HEukic Ngdyvaolsm Ngaythoiviec Ngdyddng BH  Ngdykhaibdo ~
+-Van pheng 1801004  H3 Xuin Trudng Nam  12/06/1960 Bao v& Céng nhan 411 7471422 21/02/2018  00/00/0000 01/08/2018  01/02/2018
+-Nghi viéc 1805028  H3 Thi My Linh NI 16/10/1998 Chuyén2  Cdng nhén 21 9723022HC1 28/05/2018 00/00/0000 01/10/2018 00/00/0000 |
- Khdl Sanudt 1805030 Nguyén Thi Ding NI 17/05/1988 Chuydn1  Céng nhén £ 30HCL 28f0s/2018  27/11/2018  00/00j000D  00/00/0000 |
;:,’Fd‘e" 1805081 Ta Anh Tin Nam 11/11/1982 DEnmsy  Congnhan 83 9671754HCL 28/05/2018  00/00/0000  01/08/2018  00/00/0000 |
Chuyen 1 1805086 Ha Thi Huy@n NF 10/07/1979 Vésnh  Cong nhan 95 9684320HC 25/05/2018  00/00/0000  01/12/2018  00/00/0000
Gt 1807093 Vi Thi Thanh NF 20/01/1991 ChuyEn4  Cong nhan 281 7435489HCL 31/07/2018  00/00/0000  00/00/0000  Q0/00/0000
Chuyen 2 1809050 BUi Thi Thu Thuy NI 01/08/1974 BED Té truding 502 §722081HCL 06/09/2018  00/00/0000  00/O0/O00D  01/09/2018
Chuyén 3 1809060  Don Vén Ding Nam  04/01/1962 Bio v& Céng nhan 405 9723002 02/05/2018  00/00/0000 00/00/0000 01/05/2018
Chuyén 4 1809061  Nguyén Quang Toan Nam  10/10/1961 Bao v@ Cbng nhan 406 9671732 12/07/2018 00/00/0000 00/00/0000 01/07/2018
Chuyen 5 Téng: 22 o
chuyén 6 - = R
Thing ké
vin phong xuong = | Chitiét |k lam wéc | Luan chuyé b6 phan | Hop dong | B30 hiém | nhin thin | QT hoc tap | céc knéa BT | ngoai ngit | k7 nang khéc
Chuyén ding M3 V2 1805081 Hiu ez 7] 56 thé: 9671754 M chdm cong:
Dién mdy Hovitan: T Anh Tan et Nam My chim céng:
Hoan thanh .
Kho i sinh: Ngdy sinhz 11/11/1982 Phan quy&n:
I Phong ban:  Dign may Céng nhan Chm céng may: G
Mau hhom loa: BHXH 28/05/2018 Khing tih cong: [ Lutong 5P:
Long Thutdng trd: Ngay thdi vigc: 00/00/0000
g;w Bia chillén hé: Ngay déng BH: 01/08/2018
Thiivu S3CMND: 131478729 |Ngay cip: | 00/00/0000 |Nei cap: Nganh nghi:
Vé sinh Tinh trang hén nhn: S5 con: WST: Cp bic chuyén mén:
YiE |||oan toc: Téin gido: Quac tich: iém manh:
;:ﬂ“‘(z” || e TOD: QuE quin: iém yéu:
5, ||henh tosn: Ngan hing: STK: Tih cich:
4 Maychizhbl  E Cosddifligu: Clgudi ding: HRE Ngay lam viec |16/02/2019 0~ | &Y @) Internet 3T vén hd trg: 0903 222 603

Céng ty TNHH céng nghé Hoa Son
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2.2 Nhdp danh sach nhdn vién tir Excel.
Trude khi d6 danh sach nhan vién tir Excel, nguoi dung phai khai bdo danh muc b phan,
danh muc churc vu trong muc Cai dit & man hinh chinh ciia module Quan 1y nhén vién.
Trén cira s6 danh Do ——

Hasa Dichuyén

muc nhan vién,

- F0 Woaysh | Bophen | Chicw MICC S5t | Calam [UNC Modyvaolom Ngay torvée Nigay ding BH gay khalbs -
D lm 12/06/1960 ové  Cingmhan 41 7471422 /022016 000KOI0D 010828 01022018
Y 16/10/1998 ChuyEn2  Cing nhin 21 sr2anmct 052016 00/OO/OO0D  OI/10/2018  OD/O0/0000
CA LD NI 17/05/1988 Chuyin 1 Cing nhin 0 30HcH 052016 2126 00/00/0000  ON/ON/00)
T fm ujge2 Damiy  Cing nhin 83 9671754HC1 28/05/2018  00/00/0000 01/08/2018  00/00/0000.
WD 10/07/1979 Viseh  Cing nhén 95 9664320HC 25/052018  O0jonjonoy  ONAE0IS  0W/0N/0000
MO 20foiissy Chaiind  Clngohn 281 74389HCI 3oz/zme  oujoujouo  D0/DO0BD  DOONON0
NT oijoR/isTs B Téwwing 50 s7zzseLCE O6/08/2018  OO/o/oNOD  00/00/0N00  DL/0B/2018
moeyoii9 Bovi  cleguhn 405 s7zae2 o2/u5/2018  o0/o/oNo)  00/00/0000  DL/0S/2018
bm o096 BovE  ingohn 406 s67iTa2 12/072018  ojonjono0 00000000 GL/07/2018

a*
- Vin phéng
Hghivibe:

M6 menu Tuy
chon >> Nhap dir
liéu tir excel.

FEEEEAEEE

i ] '

1. Xuét file excel mau

i g5t thing b duyét fn | Hop ding | Bao hiém | Wrdn than | QT hec 1ap | Céc knda BT | Wgos ngi |y ndng khc
S E— 1 7175 8 cham cBog: El
M I3 . A 3t ki chifog i Gotoh: e aram
bang cach click chudt o e M o e = fonna
13 Phing ban:  Bién may Chiic v Cdng mhdn him cing méy: [) Ca:
hai vao ving ban h fmm el mmmsaeol oo
o i c
p g g guchiﬁ Bia chi ken ha: | MNgdy dang BH: 01/08/2018
~ . Thétvu SGCMND: 131478720 Mgl clp: | 00/00/0000 | Net cp:| Niginh ngh:
thong tln DS \ V dang Vi sith Tih trang hén nhén: 55 con: MsT: Cép bic chuyin mén:
‘ér:yam Din thc: Ton gio: | Quéc tch: | Bim manh:
z z pro T ahi: ‘ato0: Qui quth: oy
trong. Chon Xuat Chuyin® Thah todn: Higin héng: | B | Tih cich:

Excel dé tao file mau.

o i h = =10

Flle mﬁu dﬁ Xuﬁt C(') 3o Dichurén Chicndna Phinbé Tiychon CGifa sl vibc Troaie.

LS B K B B b S
thé dung dé do dit liéu

lo @ E
déng BH_ Ngay khai ba »

, ;\ * V”::'ﬂ\fmn fos/z018 o1jozfa018
cac lan sau. oa e BT T (] ogoios  coonon |
P, [ T @a [GATh Memam | sigen | Owew W& site TRbing  GRE- :‘ﬁg:: mmm—
.. . i v iy O thém diing o [ /o000 00/00/0000
2. NglIO’l dllng COpy [Tén dBy 81 mmnw 0110972018
Gidi tinh /0000 017052018
A . A A N Ngéy sinh o Woveoon  aueriaote
thong tin nhan vién t e ,
M8 CC
file excel quéan ly cua o T
Higu hrc
phong nhan sy vao o ke I
oty ding 4
file mau theo cac cot char—
|

twong trng. Chu y cac

cOt mau do 1a bat

16/02/2019 U~

budc phai co6 dit liéu.
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Layout  Formulas

65 - £ | nfnpss v
i A B c D E F [ [ ¢ L '} N [\ e a R[]
1 MY Ténday ol |Goitinn| gay sinn | Baphan | Chicwy G the | Ca lam|Hizu bac|igay vo lam| Ngay tha wec| Mgy ding BH | Nzy khai bo| Trn cang vezy Lurong 5P Knéng onh ¢
2 1801004 |H3 Xudn Tnting Namf 12/06/1960 | Bao vE Céng nhan 411{ 7471422 Y 21/02/2018 01/08/2018 | 01/02/2018 Y

]7 1805028 |Ha Thi My Lnh Nif{ 16/10/1998 | ChuyEn 2 |Ciing nhén 1{9723022|HC1 Y 28/05/2018 01/10/2018 Y

4 1805039 [Nguyén Thi Bang Ni#|17/05/1988 | ChuyEn 1 | Céng nhan 30| 30{HCL Y 28/05/2018 | 27/11/2018 Y

E 1805081  [Ta Anh Tan Nam| 11/11/1982 [Dién mdy |Céing nhan 83{ 9671754{HC1 Y 28/05/2018 01/08/2018 Y

1] 1805086 [Ha Thi HuyEn Nir{ 10/07/1979|vé snh Céng nhan 1 Y 25/05/2018 01/12/2018 Y

; 1807093 |Vl Thi Thanh Nir{ 20/01/1991 | ChuyEn 4 | Ciing nhén 281 7435489[HC1 Y 31/07/2018 Y

P (I | 0/08/ 1974 B0 [T truéng 1 ¥ | n/ogpang 01/09/2018 ¥

!r 1809060 _ [Boan Van Ding Namf 04/01/1962 | Bao vE Cing nhan 40 2300 Y 02/052018 01/052018 Y

|E 1809061 _ [Nguyén Quang Toan Nam| 10/10/1961 |Bao v& Cing nhan 406[ 9671732 Y 12/07/2018 01/07/2018 Y

|17 1809062  |LE Van Chign Nam|04/07/1960 |Bao v [T@ truting 407{ 9671752 Y 1311012017 01/10/2017 Y

|; 1809063  [LE Thitin NiF| 26/04/1979 | Bép Cing nhan 106| 106{HC1 Y 15/09/2018 01/03/2018 Y

|; 1809064 [Ta Thi Thai Ni|01/10/1972 | Bép Cing nhan 404 2718776[{HC1 Y 15/09/2018 01/03/2018 Y

|; 1809065 |Pham Thi Thuy Huidng | 22/11/1973 |Bép Cing nhan 42 Y 15/09/2018 01/03/2018 Y

|ET 1810006 _ [Béo Vén Tam Nam(03/02/1978 | Bao vE Cing nhan 413{ 9671753 Y 1311012017 01/08/2018 | 01/10/2017 Y

|E 1810007 _ [Nguyén Vin Ninh Namf13/10/1964 | Bao vE Cing nhan 414) 5613031 Y 1311012017 01/10/2017 Y

|; 1811012  [Béo ThiVinh Nif{12/12/1963 | Vé snh Cing nhan 452 452{HC1 Y 01/01/2018 01/08/2018 Y

|57 1811017 |V Thi Hanh Nif{ 25/10/1988 | Wan phang |Nhan vién HC1 Y 08/11/2018 01/01/2019 Y

9 V1508002 95 Thi Thiy tiz{21/04/1885 van shing [0 T seoBes7HcL | v | 10jog2015 01082018 ¥

£ L\ iang Thi Vin Nif{19/03/1983 | Wan phi £ todn vién 2| OjHC1 Y 19/01/2016 01/08/2018 Y

2 V1703001 [Nguyén Thi Treng | 16/11/188 van phing [ore T 0] 1 owat | v | sumaanr 01082018 ¥

i LV1804001 [Hita Vgt Ha Nam| 13/05/1985|Wan an viés 4 OjHC1 Y 10/04/2018 01/08/2018 Y

7| LV1804002 B Thu Tham 17| 23/12/1993|Van phang |Nbén vien E 0Jct ¥ | 11/04/2018 01/08/2018 ¥

u Téng: 2

= N " N L
» FILE EXCEL IMPORT DANH SACH NHAN VIEN .

Sheetll (©] id

\ \ 7
A A A A
3. Trén phan mém, Nhan
E:\A TanVietTien|_HRAD\LEDVINA-PHUTHO \danhsachnhamven xds
51 3 s Jem: e e
Chon file t6i file mau ot et e 2 G ok ]
M3 Y Tén 6oy i [Gditah  ngaysinh B4 phan | chicw WX Sihé | cakm Cit bang €3¢ Excel
~ s 1~ 1eA 180100¢ H2 in Trséng am 06/12/1360 [ B0 ¥& Ging nhin 01 M @ - [}
da co dir liéu. o T W oot o 2 e B e|rendoas :
* 1805039 Hguyén ThiBéng [} [=] chur@n 1 Cing nhén El 30HCL 5| = D
4 h'{ , « 1605081 TaAth Ti 6 Céng than B e671754HTL H - gy sinh .
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2.3 Khai bdo phong ban

Duwong din: Module Quan 1y nhan vién >> Cai ¢t >> Bo phan, phong ban.

Céng ty TNHH céng nghé Hoa Son
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2.4 Khai bdo chirc vu
Muc dich: Tao chirc vu moi.

Duwong din: Module Quan 1y nhan vién >> Cai dat >> Chiic vu
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3 QUANLY MAY CHAM CONG

- |
Muc dich: Quan 1y thong tin dang ky nhan vién tir may chdm cong thong qua phan mém,

c6 thé chuyén nhan vién tr mdy cham cong nay sang may cham cong khac, x6a nhan vién trén




may cham cong, ...
3.1 Khai bdo mdy chdm céng.
Duwong din: Quan 1y cham cong>>May chdm cong.
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3.2 Tadi diu vin tay trén cdc mdy chim cong
Puwong din: Quan 1y chim cong>>May cham cong.
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3.3 Tdi dit liéu bdm vén tay vé mdy tinh
Duwong dén: Quan 1y chim cong>>Mdy chim cong.
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3.4 Cai dit ngay gio’ 1én mdy chim cong
Duwong dén: Quan 1y chim cong>>Mdy chim cong.
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3.5 Xda dit ligu chém cong trén mdy
Duwong dén: Quan 1y chim cong>>Mdy chim cong.
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cham cong”.
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3.6 Xoa nhdn vién da nghi viéc trén mdy cham cong
Duwong dan: Quan ly cham cong>>Mdy cham cong.
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chd dén khi bao thanh
cong

(Cdch loc nhanh NV nghi viéc: nhan nit “Ldy gio gan nhdt”, nhdn
chuot phai lén cot Last Check Time va chon Scfp xé}? tang, chon User
nao da lau khéng con bam van tay thi nguoi dé sé la NV nghi viéc)

3.7 Chuyén vin tay Nhan vién di cong tdc chi nhdnh
Puwong din: Quan 1y chim cong>>May cham cong.

1. Chon may chdm cong

H8sa Dichuyén Chircndng Phénhé Tiychon CitassBmviéc Tro gidp

hién tai cua NV . T AR TR R -
. , @) Méy cham cong E=5 B =
2. Tal tab Danh sach O Simiy _ Vitimyy On CédiViolle Crimcing| Loakitnd  DechiB/Tenmén G |  Sosen | Tohwmg  Dileumdina |
. e On :VPCALLCENTER m Khang Xp [p(tén min) [+ 4370 6347182060028 Dang kBt 16/05/201919:58 [«] H
Nhén Vlél’l trén thlét Oz [+]cocans Khing XD IP(ténmign) [ 4370 6347182060047 Chuakgtndl  00/00/0000 00:00 [+]
O3 []TanomH Khang X0 IP(tén min) [+ 4370 6347182060004 Chuakitng  16/05/201919:56 [«
. z . CTTrA 4 [clouanz Khing X0 P mén) [ 4370987654321 Chua ket nél 15/05/2019 18:37 =
bl Nhan Vao Hlen 5 j QUANT Khéng Xp IP(tén mn) || 4370 6347182060466 chuakétndl  16/05/2019 20:08 E|
o v O6 [~]ouanso Khang XD D(tén men) [+ 43706347182060289 Chua ket ndi 00/00/0000 00:00 [+]
trén MCC”. = -
Nian wign ding kf van tay | Nap di idu chim cing ti Fie USB | &3 khiin thidt bi
3 Tim d én US erID cﬁa Danh séch nhan vién trong CSDL h nhdn vién trén thiét bi I 5 I
. NV chua tai lén | [ap l2n may @é [P Hser MCC] (User chua tai v2| [Tai v2 may chi| T_Chuyén di | [Xoa trén MCC) [Cap nhat sira ser] [en g gan nht -
NV dl C(/\)n t é c Vé tiCh 0O wmanv Tén NV 0 UserD User Name M NV Tén N Ngdn | SL | RFID thé | Quyén Mitkniu  Last Check Time  UserlD cf
g [ 5000734 Vi Vin Tudn O 1 Nguyenthingocquynh 67 2 . User 1
O ses00 Nauyén Khoa Minh O 2Tramnthiphuongem 50788 H3 Luang Xudn Bich 67 2 . User 2
ChOIl [ soss¢ 6 Quang Quin [y 8000 A£G 67 2 + Supper 123 8000
LS [ soo0782  viTrong Bike 8001 Bui Thi Thanh Ha 5000181 B Thi Thanh Ha 67 2 . User 8001
X , X [ 5000643 L& Hosng Phang [} 8002Nguy?n Th? Thu Hoa 5000057  Nguyén Thi Thu Hoa 67 2 . User 8002
4_ Chon den may Cham [ 000221 Nguyén Thé T [0 so03Nguyn Th? Ngzch? 50450 Nauyén Thi Ngoc NGt 67 2 . User 8003
¢ [ s000566  Pham Thi Hin Hanh O 8004 Nguy?n Th? Thanh Mai 67 2 . User 8004
A 9 . I3 [ 5000372 Pham Ngoc Diing O 8005 Tr?n Th? Xudn Kiu 67 2 . User 8005
Cong cua Chl nhanh_ [ 5000674 3 Hoang An ] s006Ngd Th? Hodng Oanh 67 2 L User 8006
, N [ sooos7s L& Thi Diéu HEn O 8007 Nguy?n Th? Hodng Hoar 67 2 + User 8007
A 4 113 A [ 5000164 Hujnh Hoang Phuong O 8008Lé H2ng Dm Wi 50433 L& Hong Diém Mi 67 2 . User 8008
5. Nhall Ilut Chuyell [0  009V6 Th?HenhHuyn 50774 VG Thi Hanh Huyén 67 2 . User 8009
651 Chon:0 -
*99 \ by 4 \ ] D 43 Chon:1 B
dl va ChG bao thanh I TS5R_GetAlUserDfo ok 2

a0/es201 v | &

cong.
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3.8 Dang ky vin tay tir xa
Duwong dén: Quan 1y chim cong>>Mdy chim cong.

1.Chon may léy VAN tay, | e —————

.
Hosd Dichuyén Chicning Phinhé Tiychon Cira s3kim wiéc Trogiip
o

f . N : a g.net F=mEcE
Nhé{ln m Somy il GG P | G Wytnde  Sosn | fhtaw  Orleumama |
00 pingdecniP [y Knongx® [1 [x]Miy1 192.168.0.201 4370 @ 837174760076 ChvakEtndl  11/04/2018 08:34
, \ 9 [ pingdachiP [»] khinoxe (2 [x|Miv2 m 192.168.0.101 W TASD184860286 Bang kECndl  11/04/2019 07:29
A \ 174 ‘A *A
2.Nhan vao “Diéu khién

thiét bi”, tiép theo chon

—
Hhan vién ding kj win tay | MNap @i §éu chim céng tir Fle USB. B2U khign thidt bl I 3 I
Thng 55 thiét b | cai dat | Trang tha | Bieu ke | chinh sira varkcode |

“Dang ky van tay tu (s ) (i) (Lomaiwe.) (Cmaanas )
’ [Piodn bin Fomeare| [ Ténthtby | [ o ting thiitbi | [ wémuathi |
Xa . [ sosersithétti | [ oeci | [ vesensok | [ Trng thaithitoi )

3.Nhdp UserID moi,
ngon tay dang ky.

| cai dst wgay g | Am thanh | 7in nhén [ Ash séng [ ngay nghi | quén 1 ngues ding| Dang kf vin tay tin@ E

4Nhdn  nat  “Start L e
Enroll”. Trén man hinh el s
may s€ hién man hinh
quét van tay 3 lan cho 3 - : GEEEONE |

nhan vién maéi dang ky.

3.9 Sita thong tin ngwoi ding trén mdy chim céng.
Duwong dén: Quan 1y chim cong>>Mdy chim cong.

14
r A A
1.Chon may cham cong dang
, X N FI - I « B '$" 7 ) G WL . 0_ 0. 8 _ & ¢ é’
cO NV can sua. 26 =
) My chém cong s
: I4 A O samsy VIO On ChEGGViofRa Chimcing | Logikftnd  DachiPjTénmén  Cng |  sisen | Thtmng O lgu mdi vht | .
2' Tal tab Danh SaCh Nhan O [+]VPCALLCENTER ul M KndngX® M PiEnmen) [« 4370 6347182060028 Bang kSt 1605/201919:58 [«] =
A n , ’e . Oz [+lcoaiane F ing @ @ PlEmeEn) o 43706347162060047  ChwakEtod  00/00/0000 0800 (] L
1 ak :TM[)NH M hingx® F  Plténmén) [» 43706347182060004 ChwakEtnd  16/05/201919:56 [o]
vien trén may. Nhan vao ; = :
9 Ok Slauan [ xnéag® F  PlEmen) 4370987654321 Chwakdtndi  15/05/2019 1837 []
05 [slouaw F ning @ @ PlEmeEn) o 4370634716206466  Cwakdtnd  16/05/20192008 (v
“Hién User trén ma"y” O = ouanso M Khingi® @ PiEnmEn) v 43706347182060268 Cha kEtndi 00/00/0000 00:00 [v]
* : SL: 20
Danh sach User trén may s& | [| s mamenens o oesons
Danh sich nhan vién trong CSOL Pty fich nhn vién tren it i
hlén ra WV dhwa ti lén M@yh’iﬂmﬂ'ﬂN@pEnm’cwj User chua ti v&  Tai v& may chi | Chuyén i Hmnenuoqﬁmmumd[u@ngﬂgmm E
¥ . O wmaw Ten v O ven User llame MV Tan v Ngin |SL| RFDthe | Quyin Mitkndu Last CheckTime UserlD ol
N X A ” N O s000734 Vi VE Tu [} 1Mguyenthngocquynh 67 2 o User 1
3. Tlm den User can sua va [ 0800 Mguyén Knoa Minh ] 2Trmnthphuongem  S0788 K3 Luong Xudn Bich 67 2 s 2
[] s0ss8 94 Quang Quin @muu Admin 672 - Supper 123 8000 Tl
[ seo0782 Vi Trong Bc [1001Bui Thi Thanh Ha 5000181 Bl Thi Thanh Ha 67 2 . User 8001
It A
thh Chon, Nhap UserID [ 5000643 L Hoing Phong 1002Nguyen ThiThuHoa 5000057  Nguyén Thi Thu Hoz 67 2 - User 8002
. . [ s000221  Nguyén Thé T a 8003Mguy?n Th? Ng2c N2 50450 Nguyin Thi Ngoc N 67 2 . Usar 8003
yo o [ 5000566 Pham Thi HEn Hanh [0 8004Nguy?n Th? Thanh Mai 672 . User 8004
mo1, UserName moi. D s micies O st 2 e
5000674 B Hoing An [0  8008Hg Th? Hoing Ganh 672 . User 3006
r e
A 4 A A 5 99 [ s000578 L& ThiDidu HEn 00  8007Hguy>n Th? Hodng Hoar 672 . User 3007
4.Nhal’l l’lut Cap nhE_lt Sua . [ 5000164 Hujmh Hoing Phuong Lim [0  8008LEHg DPmMi 50413 L& Hing DEm M 672 . User 008
, O  s000VaTwimhHuyn 50774 VG ThiHanh HuBn 672 . User 3009
\ \ A . r \ 651 Chon:0 -
va cho dén khi bdo thanh e~ 8 - -
5SR_GetalliserInfo ok 2
A
cong 3 & 30052018 5~ 0

3.10 Bdo cdo ving va sudt com trong ngay
Duwong din: Module Quan 1y chdm cong>>Béo cao >>Bdo c4o suat dn
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BAO SUAT AN | Taas

.2 ~ Phong ban: | | Ngay: | 290092018 [
1. Chon bi€éu mau Bdocdo:  |Bing ké bao sult 3n =] e
’
, AL
Ba’o Suat an. Lip bdo cio “IGhi nhd ¥xem trang in [¥| Thurde do Chon File: E] Import Merge
2.Ch01’1“Ng2‘1y”V2‘1 —r:rlrl‘rllrlrlrIrz{rl‘rIrIr“frIrrrlr‘[rrrlrIrsfrlrlrrrqu‘rfrrrﬂrrrrrl‘rslr_' |;
. ] [+ =4
“Bira an”’. E BANG KE BAO SUAT AN 3
x B e TRUA Ngay 29-09-2018 Ey
3' Nhan nut e STT Mi v Hg tén B§ phin Gidr vao Ghi ¢ E
3 1]3001 Pham Thi Bich Hang Accounting 07:33:05 E
- . . - 2| 740 Wauyén Thyy Héng Numg Accountng 072801 E
Ldp bdo cdo e 3316 NguyZa Thi Ga Admin 075501 =
3 4|3352 Lé Hang Phurdc Admin 072801 E
= 53359 Pham Ngge Hai CAD - Technical 072004 E
3 6| 2407 Weuyén Thi Hing CAD - Technical 0735.00 E
29 7] 1885 Trin Ngoc Thai Haa CAD - Technical 0730:03 23
3 2| 805 Lé Thi Hué CAD - Techmical 07:26:02 E
3 91287 Wauyén Thi Yén Linh CAD - Technical 07:29:04 E
3 10| 1482 Bini Thi Mirh Nguyét CAD - Technical 073304 E
f_’ 113233 Leé 'T‘ht Thao CAD - Technical 074600 _'_q'
i 12| 250 Wauyén Thi Hoai Thu CAD - Technical 072100 E
E 13{2113 Lé T Trhn Yén CAD - Technical 073404 E
E 14]3228 Ong Thi Difm Canteen 06:17:02 F
5: 15| 1602 Neguyén Thi Thu Huyén Canteen :5
3 16| 2261 Nauyen Thi Linh Canteen E
3 17| 1667 Wauvén Thi Hoa Ly Canteen E
3 18] 2603 Lé Thi Mai Canteen =
ai 19| 2932 Trin Thi Kim Phugng Canteen :;
E 202042 Phimg Ngoe An Cutting E
e 211507 Nauvén Thiy Hifn Cutting E
3 22| 2339 Nguyén Thi Hing Cutting 07:11:03 E
E 23| 1910 Tguyen Druy Huin Cutting 072104 E
=~ 24| 2238 Neb Van Huvén Cutting 07:13:05 -
3 25 (030 Y3 The T Lan Ctine A0 - ~

BAO NHAN T

Pheng ban: | | | Ngay: | 299092018 |-
VIEN CHUA Biocie:  [Bing e NV s avt S —
BAM VAN TAY Lgp bao cao  |[71Ghinhd [#xem trang in [# Thirgc do Chen File: [ [ import | [ merge
I ST P TY. PR DI IO S DU U I, IEOU T ISV TR I PO IO T, U0 TN IROU L. IO DI DI T O O P T =
, ~ E E
1A A Cad
1. Chon biéu mau K . - . &
N A E BANG KE NHAN VIEN CHUA QUET THE E
173 3 o v E
BANGKENV | |- Ngay 29:09-2018 -
4 STT Mi nv Heg tén B phan Ghi chii E
h t the” 1 s e e - -
chua qu@ c . E 1|1s22 Nguyen T.Lé Tuyét Loan Admin =
- 22349 Pham Hoang Phueng Thanh CAD - Technical E
13 Nodd e 31867 Biang Thi Ngoc Tuyén CAD - Techmical =
2' Chon Ngay 3 4| 2637 D3 Xuan Huy Cutting = E
X , = 5| 3040 L& Nguyén Long Cutting E
3. Nhan nut 3 HES Nguyen Thi Hong Neat Cuting E
HIE 7| 1889 Nguyen Thi Hong Tham Cutting 2
3 HEEE Pham Minh Khoa Injection E
A . - = 91992 Nguyén Ba Mao Injection =
LEID bdo cdo 3 102171 Pham Van Phic Injection E
i 11| 2383 Biang Khic Son Injection Ea
3 12| 1994 Nguyén Quéc Thuin Irjection =
A 13| 1886 WeowvEn Vian Trinh Injection E —
E 14214 Pham Thi Lién Maintenance E
= 152748 Pham Thi Ly Maintenance Fo
3 162315 Nauyen Cao Thang Mainrenance E
3 17 [ 1964 Ddan Thi Loan Packing E
3 18| 1733 Nguyen Thanh Thiry Packing =
": 19| 1620 BE Negge VT Packing :5
3 203135 Vil Thi Pat Plushioy E
3 21|3338 Nguyén Ngoc Difm Phushtoy E
3 22| 1804 Nguyén Van Hicn Phashtoy E
3 23| 1415 Wguyén Thi Hué Phashtoy F
= 24282 Phan Thi Xuin Thay Plushtoy =
3 3% E o

3114 Rin Thy Diem 378
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3.11 Tra ciru dit ligu chim cong
Duwong din: Module Quan 1y chdm cong>>Tra ctru dit liéu chAm cong

\ e .
4. Chon thoi gian
,
A ~ ‘A — ] ES o) & x I 4. & i < » »i
muon xem dit lidu. | | s
Xem di¥ fiéu chdm cing
5 Chon “M ﬁ NV” Thoigan tir: | 01/06/2017 00:00 [] Dén: | 30/06/2017 23:58 [3] M3 NV:NV0031 Ho tén NV: Pham Quang Dai ]
* | Xem Lty Fie
= (13 A 29 e e - - o —
hO ac Ho ten NV STT  MaNV Tén NV Phongban _|M3 chamcong  Gia cham cdng _ Vao/Ra| S5 miy Tén mdy ia chi P [STT miy Nody Bmvidc Xac nhin |
* * 1NV0031  Pham Quang Dai Cong ty TNHH SX- 31 01/06/2017 0728 1 1May 1 192681202 1 04062017 [
A ~ 1°A 2NV0031  Pham Quang Dai Cing ty TNHH SX. 31 01/06/201719:52 1 1My 1 192.168.1.202 1 oyos2007 (7]
muon xem du lleu. Pham Quang Dai Coing ty TRHH SX- 31 01/06/2017 19:52 1 102.168.1.202 1 01/06/2007  [E
* Pham Quang Bai Cong ty TNHH SX. 31 03/06/201707:25 1 192.168.1.202 1 oy0e20:7 [T
113 ’9 R Pham Quang Dal Cng ty TNHH $X- 31 03/06/2017 16:44 1 192.168.1.202 1 03/06/2017 =
6 . Chon Xem de Pham Quang Dai Corig ty TNHH SX- 31 06/06/201707:29 1 1922681202 1 06/06/2007 [T
. #ham Quang D3 Cang ty TNHH SX- 31 06/06/201716:39 1 192.168.1.202 1 oe/0e2017  [F]
~ 1°A Pham Quang Bai Cang ty TNHH SX- 31 12/06/201707:37 1 192.168.1.202 1 12062007 [
Xem du lleu_ 9NVO031  Pham Quang Dal €N ty TNHH SX- 31 12/06/2017 19:03 1 192.168.1.202 1 12/06/2017 1]
. 10NV0031  Pham Quang Dai Cang ty TNHH SX- 31 13/06/201707:35 1 1 1ee07 [
. ” ’ 11NVOD: Pham Quang D31 Cing ty TRHH SX- 31 13/06/201716:35 1 1 13yoe2017  [F
Ghl chu . B an co 120NV0031  Pham Quang Dai Cong ty TNHH SX- 31 17/06/2017 07:15 1 1 706207 [H
. 1380031 Pham Quang Bal Cing ty TNHH SX. 31 17/06/2017 16:35 1 1 17207 [F)
A \ A 14NVO031  Pham Quang Dai Cng ty TNHH SX- 31 19/06/2017 07:4¢ 1 1 1906207 [
the Xem toan bO 15NV0031  Pham Quang Bai Ching ty TNHH SX- 31 19/06{2017 18:53 1 1 19/06/2017 [
: 16NVO Pham Quang B3i Cang ty TNHH SX- 31 22/06/201707:40 1 192.168.1.202 1 206207 [
A A N 17NV0031  Pham Quang 93l Cing ty TNHH SX. 31 22/06/2017 18:06 1 1Méy 1 192.168.1.202 1 20602007 [
nhan Vlen b ang 18NV0031 Pham Quang Dai CBng ty TNHH SX- 31 24/06/2017 07:17 1 1Méy 1 192.168.1.202 1 24/06/2017 &}
19NV0031  Pham Quang Bai Cing ty TNHH SX- 31 24/06/201716:38 1 1Méy 1 192.168.1.202 1 2406207 [T
, A 20NV0031  Pham Quang Bal Cang ty TNHH SX- 31 29/06/2017 07:27 1 1Miy 1 192.168.1.202 1 29060207 [
C ach thuc hlen 1 21NV0031  Pham Quang Dai Chrig ty TNHH SX- 31 29/06/2017 17:56 1 1My 1 192.168.1.202 1 29/06/2017 [T
. . 220V0031 Pham Quang Dai CBng ty TNHH SX- 31 30/06/2017 07:33 1 1Méy 1 192.168.1.202 1 30/06/2017 =
\ 23NV0031  Pham Quang Dai Cng ty TNHH SX- 31 30/06/201716:36 1 1Méy 1 192.168.1.202 1 30/06/207 [T
va 3.

EN o (oo

321 pf
4208 |

4 PANG KY PHAN CONG CA, CHINH SACH UU PAI LAO PONG

4.1 Phédn cong ca lam viéc
Muc dich: Tao bd lich 1am viéc theo ca cho nhan vién trong tuan, thang
Duwong din: Quan 1y chim cong >> Phan cong ca lam viéc

- i W - - i
rJ Hos¢ Dichuyén Chifcnang Taychon
1.Nhgn Thémmdi g4 L o
" - 53 duty 85 phan T ngdy Dén ngay Trang thai Ngudi lap Ngay ghi s8
e 1A ~ DTO718/851  PHAN XUONG 50N DAU 02/07/2018  08/07/2018 B3 ghisd 00/00/0000
taO moi1 lenh phan DTO718/852  PHAN XUONG SON NUOC 0/07/2018  08/07/2018 D3 ghish 00/00/0000
: ° DTO718/854  PHONG CO DIEN 02/07/2018  08/07/2018 B3 ghist Dao Thi Tran Lsn 00/00/0000
DTO718/856  PHONG DAM BAD CHAT LUDNE 02/07/2018  08/07/2018 B3 ghist Dao Thi Tran Lsn 00/00/0000 L
ca. DTO718/872  PHONG DAM BAD CHAT LUDHE 09/07/2018  15/07/2018 B3 ohist Dao Thi Tran Lisn 00/00/0000
R n . DTO718/872  PHONG CO DIEN 0g/07/2018  29/07/2018 B3 ohish Dao Thi Tran Lisn 00/00/0000
2_ Nhap thong tln DT0718/677  PHAN XUONG SON NUOC 09/07/2018 15/07/2018 3 ghisd 00/00/0000
: DTO718/879  PHAN XUUONG SON DAU 0g/o7/2018  15/07/2018 B3 ohish 00/00/0000
d 6 1 tuon Cé\ln DT0718/882  PHONG KE HOACH VAT TU 0gjo7/2018  29/07/2018 B3 ohish Dao Thi Tran Lien 00/00/0000 |
v g DTO718/874  PHONG DAM BAD CHAT LUONE 16j07/2018  22fu7/2018 B3 ohish Dao Thi Tran Lien 00/00/0000 3
DTO718/876  PHAN XUONG SON NUOC 16j07/2018  22fo7/2018 B3 ohish 0/00/0000
phén ca, ngéy DT0718/880  PHAN XUJONG SON DAU 16/07/2018  z2fu7j2018 B ohish 00/00/0000
DT0718/875  PHONG DAM BAO CHAT LUONG B7/2018  29/07/2018 B3 ohish Dao Thi Tran Lien 00/00/0000
A , DTO718/878  PHAN XUUONG SON NUOC B7/2018  29/07/2018 B3 ohish 00/00/0000
tI'OIlg tuan, thang. DTO718/881  PHAN XUONG SON DAU BO7/018 V07/2018 B3 ohish 00/00/0000 4
3.Nhan nut Lap =
' 4 p MENVE] Hoténlét  Tn Kip  |16/07 17/07 18/07 19/07 20/07 21/07 2207 | 4
> [ 1 ™ 15 T T | B
bang. 00341 Nguyen Hoang Anh a s Cl s Cl 1 Do
0301 Buivu B0 4 o @ o a o oo
4 Ch 1‘ 1A 00387 LeVan Canh 0 o o o a o oo
b on ca lam viec w362 LeThiMy  Chi o o @ o da ¢ 0o
A ‘A 0315 VU Hu chin 2 o o o e a w0
ChO l’lhan vien 00346 Le Van cong o0 2 @ o @ @
, , 00382 LwuHoang  De 4 o @ o da o oo
5. Nhén nﬁt Két 00395 Nguyen Khanh Duy ¢ o o a o o oo I
, 2 . | Kl " r
thuc de hoan [ upbing | keetnic ][ mov || vevcusie |
thanh
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Budc
6. Nhan nat In
phiéu dé xem
phiéu Phén cong

ca lam viéc

Chup man hinh

mrl ¥em lai bdo cdo

Tir:24/06 DEn 30/06

PHAN CONG CA LAM VIEC

4.2 Bding ky chinh sdch wu dii xa héi cho thai san, con nhdé, hiéu hi

Muc dich: Ghi nhan hudng chinh sach cho nhéan vién huéng vu dai thai san, con nho.

Duwong din: Quan 1y cham cong >> Diang ky chinh sach vu dai

Bworc

BEar
L d

1. Nhan Témmési

2. Nhép thong tin
nhan vién dang
ky nhan ché do
uu dai, thoi gian
dugc huong.

El

3. Nhan Luu

4, Nhan nat
thic dé
thanh.

Két
hoan

Biing kj wu d3i LD

Chup man hinh

Phéng ban:CT.Rest Phién ban:4
M3 NV Ho va t&n NV chire vy 24/06 25/06 26/06 27/06 28/06 29/06 30/06 Téng
Mon Tue Wed Thu Fri Sat sun
00061 Mguyén Minh Khai A3 A3 A3 A3 Do A3 A3 <]
00062 Pham HB Quang Bat M4 A3 A3 A3 A3 CL DO 6
00063 Lu' Thi Hoang Oanh M4 M4 M4 M4 M4 M4 Do 6
00064 Mguyén Thi Trdc Ly Al Al Al Al Al Al Do 6
00065 Tang My Nhu AZ A2 A2 Do A2 A2 A2 6
00066 Mguyén Viét Ta DO AZ A3 A3 A3 A3 A3 =]
00067 Tran ThiMi Sol A3 A3 A3 Do A3 A3 A3 =]
00068 Mguy&n Thi Nhu Y Do Do A7 Do A7 A7 Do 1.5
00071 Nguyén Van Cung Do M114 M114 M11A Do Do DO 1.5
00075 TRAN QUOC TUAN AlBA Do AlGA AlBA A2 AlGA AlGA 6
00077 MNGUYEN TRUNG HIEU CL CL CL cL Do M4 M4 ]
00078 MGUYEMN THI BICH VAN AT AT Do Do Do Do Do 1
00079 MNGUYEN THI PHUONG T| DO DO DO AT Do AT AT 1.5
Téng s6 ngay lam 59.5

S& luvong bira an

01 |Sang a o o i) o o o 1]

02 |Trua 1 1] 1 1 o 1 1 5

03 |Chiéu 4 6 6 4 6 5 4 35

04 | TGi a o] o] o] o] o] o 1]

Téng s& bita an 40
Phan cdng ca Bm viéc phai gdi d&n bd phan Mhan Su hang tudn.
Ngu'di I3p bigu Tru'dng bé phan Giam déc

Hésd Dichuyén Chicndng Tuy chon

E@ TL@ = B k&) = S ) i < 3 Pl 8 & o

Luu  Thémmd Chéndéng  Sia  Quaylsi  X8a  Saochép Neplsi  Truyvin Thuchi. DingdBu Déngtn. Déngsau Dong cudi DSIMK_ Tudéng Hudng din

siphu [ Nyl Hhan vién Bang ky hwdng chinh sach I TU ngay. pénngay | Ghi chil Trang thai Ngudi p Ngay ghi si |
REG0001/2018 17/08/2018 ELé THI DAL TRANG Giam gid lam cho NV mang thai, con nh 1/Gig z 13/06/2018 z 10/09/2018 B D3 ghisd 18/08/2018 E
REGD002/2018  17/08/2018 [« |LE THIBAL TRANG Nghi thai san 6 Thing [~| 11/09/2018 [-] 10/03/2019 03 ghisd 17/08/2018 [+]
REG0003/2018 19/08/2018 [+]BUL THL TUYET HANG | [+] vo/o0/oo0o [-] 00/00/0000 [+] Méi 00/00/0000 [+]
i vio ddy d& thém déng moi Dién giai Ch& dd hirdng Dan vi

Kham thai
HNghi thai san

4

Giam gid im cho NV mang thai, con nhé

[ st
Gigm gié Bm E1 Gid E
Buac nahi [+]5 [+

Buoc nghi [~]s Thing [~ |

i v

ketthic || mpheu || veucusi
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5 QUANLY TINH CONG

5.1 Ky hiéu chAm cong

DPuwong din: Module Quan 1y chim cong >>Cai dat>>Ky hiéu chim cong

i

Ho sd Dichuyén Chi'cnang Taychon

ey o -

cho phép chim
vao lam, chAm ra
vé cho cac ky
hiéu cua ca lam.

o H
4, Nhan Luu

r - .
A 4 5
1.Nhan nat Thém méi =T =TT - $ [ 4 B M § & :
d;’\ 1 1;\ h e h ] Ky higu Dién giai ky hidu Loai ky higu Gitf bat dau Giit k&t thic Hudng bifa 3n Giff 3n tir Gitf 3n dén  Trir gilfa gi
e tao en tln 1A Ca SX ban ngay Ca dich vu, san xudt |- 09:00 17:00 Trua 12:00 12:30
~ , 1B Ca SX ban dém Ca dich vu, san xudt |- 18:00 02:00 Bém 22:00 22:30
Cong ChO thal’lg. B Bi cdng tic Mghi cd Iurong -
A . . . (s} Cal Ca dich vy, san xudt |- 06:00 14:00 Trua 12:00 12:30
2 . Nhap Gl()’ vao glo’ [or] a2 Ca dich vy, san xudt [« 14:00 22:00 Chigu 18:00 18:30
° c3 Ca3 Ca dich vu, san xudt |- 22:00 06:00 BEm 01:00 01:30
DY n - A o
ra, glo’ com dang Do Ngh!th-eo quy dinh Ngh! CU.UI tudn -
* FC Nahi ddm tang Nghi cd lrang -
/ s FM Nghi phép sinh nd Nghi BHXH -
dd/ yyyy hhml L MNghi phép ndm Nghi ¢4 Iuang -
A -, L LB M Nghi phép cudi Nghi ¢4 Iuang -
3.Thém qui tac Gio PH Nghi I tét Nghi 8 lrang =
X A N 5 Mghi b&nh, chdm con bé&nh Nghi BHXH -
bam van tay vao - un Nghi khéng Irong Nghi knéng lsang [
LY A Cai dit qui tic chdm van tay, quet thé |
ra’ glo ha'n Che Budi ] Di&n giai } Gidd bat dau Gid k&t thic 5§ Qi cdng S8 gid OT Cham vao Rm tir Cham ra v& dén
1A Gid Ca 1A 09:00 17:00 8 08:00 22:00

5.2 B lich
Puwong din: Module Quan 1y chim cong >>Cai dat>> Bo lich

Am lich

Hogt ddng

\ \
A A
Phan mém tao Bﬂ;w Dichuyén Chifc ndng Tay chon
S 1A I B
San bQ llchﬂ tuy N3m lich Dién gii Ngay Tudn thi Ché& dg
‘A N . < 2017 26/08/2018 o 34 Nghi tuEn
nh]en nguo‘l dung 2018 27/08/2018 T2 35 Ngdy thurang
. R ig;ﬁ 28/08/2018 RE] 35 Mgay thurang
a : IA 29/08/2018 T4 35 Ngay thudng
can xcm lal de il vdo ddy € thém dong mi 30/08/2018 TS5 35 Ngiy thurdng
, n , 31/08/2018 Te 35 N3y thurgng
xac nhan dung 01/09/2018 T7 35 Ngdy thurang
¢ 02/09/2018 N 35 Nghi tu3n
\ 2 X A 03/09/2018 T2 36 [NghiEtédt  [-]
Ilgay l’lghl Le Tet 04/09/2018 T3 36
05/09/2018 T4 36 t
06/09/2018 Ts 36 63y Thirang
% 07/09/2018 5 36 iy thuang
h K y Sira 08/0g/2018 T7 36 Ng3y thudng
1. N an nut 09/02/2018 N 36 Nghi tu3n
10/09/2018 T2 37 Nagdy thuang
2 SfIa 06t Ché d6 11/09/2018 T3 37 Nady thuang
. > Y 12/09/2018 T4 37 Ngay thuang
, . 13/09/2018 Ts 37 Ngiy thudng
dung cho ngay 14/09/2018 Te 37 Ngay thurdng
15/09/2018 T7 37 Nagdy thuang
9 X K 16/09/2018 N 37 Nghi tuin
nghl Le Tet 17/09/2018 T2 38 Ngay thurang
18/09/2018 T3 38 Ngdy thudng
19/09/2018 T4 38 Ngay thurdng
H 20/09/2018 Ts 38 Ngdy thurang
A Lur 21/09/2018 6 38 Ngdy thuang
3 ' Nhall u 22/09/2018 T7 38 Ngay thurang
BN = | 23/0sr2018 N 38 Nghi tu3n

16/7/2018
17/7/2018
18/7/2018
19/7/2018
20/7/2018
21/7/2018
22/7/2018
23/7/2018
24/7/2018
25/7/2018
26/7/2018
27/7/2018
28/7/2018
29/7/2018
30/7/2018
1/8/2018
2/8/2018
3/8/2018
4/8/2018
5/8/2018
6/8/2018
7/8/2018
8/8/2018
9/8/2018
10/8/2018
11/8/2018
12/8/2018
13/8/2018
14/8/2018

ONEEEAENONNENENONEENNEONENEREO
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5.3 Thiét 1ap tham sb tinh cong:
Muc dich: Cac thong tin qui tic mic dinh trong coéng viéc tinh cong.

Duwong dén: Module Quan 1y chdm cong >> Cai dit >>Tham sd tinh cong

HRT_ANNUAL_OFFSET_DATE 30/6 Ngay hét han s dung phép nam(dd/mm)
HRT_ANNUAL_PAYROLL_YN N Tinh luang cho ngay phép nam con du’ vao cudi nam
HRT_ATT_TIMEBLOCK 2 S8 phut cach nhau tdi thi€u cta 2 [An chdm céng cla 1
nhan vién
HRT_BREAK_BEFOR_OT 30 S6 phut nghi trudc khi tang ca
HRT_BREAKTIME_CHECK_YN N B3t budc chdm cdng gilra giG(Y/N)
HRT_COEFFICIENT_DO 2.0 Hé s6 cong tang ca ngay nghi cudi tuan
HRT_COEFFICIENT_NIGHT 1.3 Hé s6 lam dém tang thém 30%
HRT_COEFFICIENT_OT 1.5 Hé s6 cong tdng ca ngay thudng
HRT_COEFFICIENT_PH 3.0 Hé s& cong tdng ca ngay nghi 1&

HRT_HOLIDAYS

1/1;10/3(AL);30/

Danh séach cac ngay nghi 1& & VN {dd/mm(AL?);....;....}

4;1/5;2/9
HRT_LATECOME_ALLOW 9999 S6 pht cho phép dén tré (vé sém) téi da
HRT_LATECOME_NOTSUB 5 SG phut dén tré bt dau trir cong
HRT_MAXIMUM_OUTTIME 15 S6 phut ra ngoai t6i da
HRT_MINIMUM_OT1_TIME 60 S8 phut tang ca trudc téi thidu
HRT_MINIMUM_OT2_TIME 0 S8 phut tang ca sau téi thiéu
HRT_NIGHT_FROM_TIME 21:00 Gi§ bat dau tinh gig dém(hh:mi)
HRT_NIGHT_TO_TIME 05:00 Gig két thuc tinh gid dém(hh:mi)
HRT_OVERTIME_AFTER Y Téng ca sau(Y/N)
HRT_OVERTIME_AUTO Y Ty ddng ting ca?(Y/N)
HRT_OVERTIME_BEFOR Y Téng ca trudc(Y/N)
HRT_OVERTIME_BREAK N Téng ca gilta giG(Y/N)
HRT_PAYROLL_ON_PERIOD_DAYS_YN N S8 cong tinh luang theo s6 cdng chudn ctia thang(Y/N)
HRT_SHIFT_HOURS 8 S6 gid cua 1 cong
HRT_WEEKEND_DAYOFF 1 S6 ngay nghi cudi tuan(chon 2, 1.5 hoéc 1)

5.4 Tinh cong

Muc dich: Tinh ra chi tiét gio cong hang ngay cta nhéan vién can cur theo gido cham cong

trén may cham cong duogc tai vé phan mém. Thuc hién tai gid bam van tay trude khi tinh cong.

Duwong din: Module Quan 1y chim cong >> Tinh cong tir may
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=5 B r————————eee i SR

H6 50 Dichuyén Chircnang Tay chon

1 Nhén nut Thém mdi CE__T )

Ma lenh Ngay lap Thang Trang théi
A A r ATTO003/2018  10/07/2018 [+]2018/07
de tao 1 l@l’lh tll’lh ATT0024/2018  28/08/2018 []2018/08 N S8 ndi bé
ATTO030/2018  26/09/2018 [+ |2018/08 = S8 ndi bé
A h th 4 ATT0033/2018  18/10/2018 []2018/10 * S8 ndi b
cong cno thang. Wi v diy o thém ding e
2.Nhép Thang, b
-INhap g, bC
Cni 8t tinh céing nhn van hing ngay |
phén STT }Vi phamFa'( nhén\ M& NV \ Ho tén B3 phan \ M& CC Ngay Thi CalLv Bufi Cathue|[Givao Gidra Gio cong|Gid ngay Gid dém PhOtditid Trirditré G@OT |~
Ty e 1 O o034t Nguyen Hoang Anh PHAN XUONG SON NUOC 43 26/06/2008 T3 1A 1A 1A 06:03  17:53 800 8.00 ) ]
2 O oo3a Nguyen Hoang Anh PHAN XUONG SON NUOC 43 27/06/2018 T4 VvV V ] ]
3 0 O o034t Nguyen Hoang Anh PHAN XUONG SON NUOC 43 28/06/2018 TS 2 @ 2 1346 22:00 800 8.00
z Li'-‘ h:i]g 4 O o034 Nguyen Hoang Anh PHAN XLONG 50N NUOC 43 20/06/2018 Te V.V V
3 Nhan B 5 O oosa1 Nguyen Hoang Anh PHAN XUONG SON NUOC 43 30/06/2008 7V VvV
. s O O oo Nguyen Hoang Anh PHAN XUONG SON NUOC 43 0107/2018 N DO 00
7 O O o034t Nguyen Hoang Anh PHAN XUONG SON NUOC 43 007/2008 T2 C1 € C1 14:03 800 8.00
A ur . A s O O o034 Nguyen Hoang Anh PHAN XUONG SON NUOC 43 03/07/2008 T3 Ol G CL 14:00 800 8.00
de tlnh glo’ Cong_ 9 O O o031 Nguyen Hoang Anh PHAN XUONG SON NUOC 43 04/07/2018 T4 1 Cl Cl 14:04 8.00 8.00
10 00341 Nguyen Hoang Anh PHAN XUONG SON NUOC 43 o0s/07/2018 TS Vv :
u 0O O oo Nguyen Hoang Anh PHAN XUONG SON NUOC 43 0g/07/2008 T6 €1 [ Kihiu 8,00
12 O 00341 Nguyen Hoang Anh PHAN XUONG SON NUOC 43 07j07/2008 T7 V¥
13 0O O oo3a Nguyen Hoang Anh PHAN XUONG SON NUOC 43 os/o7/2018 N Q2 @ Nahi phép ardi ] ] 8.00
4 0O O o034t Nguyen Hoang Anh PHAN XUONG SON NUOC 43 09/07/2008 T2 1B 18 Nghi l tat 400 4.00 4.00
15 0 O o034 Nguyen Hoang Anh PHAN XUONG SON NUOC 43 10/07/2008 T3 1B 1B 400 4.00 4.00
16 O O o031 Nguyen Hoang Anh PHAN XUONG SON NUOC 43 11/07/2008 T4 1B 18 400 4.00 4.00
7 0O O oo Nguyen Hoang Anh PHAN XUONG SON NUOC 43 12/07/2018 TS5 1B 18 1B 1748 0601 800 400 400 4.00
Rl i ] v
[ wpbang || keethae || veucusim |

Chi y: Sau khi tinh cong, loc ngay can do cong va cht ¥ c¢ot vi pham bi
tich 14 thiéu gid vao — ra, 1a nghi lam hay di qua mudn dé xac nhan. Néu
nghi thi sira chon ¢t Ca thyc 1a ky hiéu nghi phép, con thiéu gid bAm van
tay vao ra thi nhap thém trong chirc ning “Nhap gio bam van tay bi thiéu”
sau d6 nhan Lap bang lai.

5.5 Nhdp gio' bam van tay bi thiéu
Duwong din: Module Quan 1y chdm cong>>Tra ctru dit liéu chAm cong

1. Nhin Thém mdi S I T T
. an _— __mr-—h TR Dina diu Déogir
[
~ ‘A = = = = =
2 . Chon nhan Vlen Thoi gan tir: | 01/06/2017 00:00 EI Dén:  30/06/2017 23:59 E] M3 NV: NV0031 Ho tén NV: Pham Quang Dai ‘
) | Xem Lty Fie
A ‘N A
3 . Nhap glo‘ Cham STT M3 NV Tén NV Phongban |3 chimcong  Gidcham cong _ Vao/Ra| SGmay  Tén miy ia chi P [STT miy Nody Bm viéc Xac nhin |
* 1NV0031  Pham Quang Dai Céng ty TNHH SX- 31 01/06/2017 07:28 1 1MEy 1 192.168.1.202 1 01/06/2017
A 2KNV0031 Pham Quang Bai Cng ty TNHH SX- 31 01/06/2017 19:52 1 1My 1 192.168.1.202 1 01/06/2017
Cong 3NV0031 Pham Quang Dai CBng ty TNHH SX- 31 01/06/2017 19:52 1 1May 1 192.168.1.202 1 01/06/2017
4NV0031  Pham Quang Dai Cong ty THHH SX- 31 03/06/2017 07:25 1 1My 1 1921681202 1 03/06/2017
SNV0031  Pham Quang Dai €ang ty TNHH 5X- 31 03/06/2017 1 1 1Mdy 1 192.168.1.202 1 03/06/2017
E 6NV003L Pham Quang dai CBng ty TNHH SX- 31 06/06/2017 0; 1 1My 1 192.168.1.202 1 06/06/2017
, 7NV0031 Pham Quang Dal Cong ty TNHH SX- 31 06/06/2017 1 1 1My 1 192.168.1.202 1 06/06/2017
4 Nh A Luu 8NV003:  Pham Quang Bai Cong ty THHH SX- 31 1200602017 07:37 1 1M 1 1921681202 1 12/06/2007
. an 9NV0D31 Pham Quang Dai CBng ty TNHH SX- 31 12/06/2017 19:03 1 1My 1 192.168.1.202 1 12/06/2017
10NV0031 Pham Quang dai Cong ty TNHH SX- 31 13/06/2017 0 1 1My 1 192.168.1.202 1 13/06/2017
11KV0031 Pham Quang Dal Ching ty TRHH SX- 31 13/06/2017 16:: 1 1My 1 192.168.1.202 1 13/06/2017 =
12NV0031  Pham Quang Bai Cong ty THNHH SX- 31 17/06/2017 0 1 1My 1 1921681202 1 /062007 [
13NV0031 Pham Quang Dai Chng ty TNHH SX- 31 17/06/2017 16:35 1 1My 1 192.168.1.202 1 17/06/2017 =
14NV0031 Pham Quang dai Cong ty TNHH SX- 31 19/06/2017 0; 1 1Méy1 192.168.1.202 1 19/06/2017 ]
15NV0031 Pham Quang Dai CBng ty TNHH SX. 31 19/06/2017 18: 1 1Mdy 1 192.168.1.202 1 19/06/2017 1]
16NV0031 Pham Quang ai Cong ty TRHH SX- 31 22/06/2017 0 1 1Mdy1 192.168.1.202 1 22/06/2017 [
17NV0031  Pham Quang Bai CBing ty THHH SX. 31 22(06/2017 18:06 1 1My 1 1921681202 1 2062007 [
18NV0031 Pham Quang Bai CBng ty TNHH SX- 31 24/06/2017 0 1 1Mdy 1 192.168.1.202 1 24/06/2017 ]
19NV0031L Pham Quang dai Cng ty TNHH SX- 31 24/06/2017 1 1 1Méy 1 192.168.1.202 1 24/06/2017 1l
20NV0031 Pham Quang D21 Cong ty TNHH SX- 31 29/06/2017 07:: 1 IMay 1 192.168.1.202 1 29/06/2017 ]
21NV0031  Pham Quang Dai Coing ty TNHH SX- 31 29/06/201717:56 1 1My 1 1921680202 1 29062017 [
220V0031  Pham Quang Dal €ong ty TNHH SX- 31 30/06/2017 07:33 1 1My 1 192.168.1.202 1 30/06/2017 [l
23NV0031 Pham Quang dai Cong ty TNHH SX- 31 30/06/2017 16:36 1 1My 1 192.168.1.202 1 30/06/2017 1]

Céng ty TNHH coéng nghé Hoa Son 18



PHANMEMCHAMCONG.NET

5.6 Bdo cdao cham cong

DPuong dan: Module Quan 1y cham cong >> Bao cdo >> Bdo cdo cham cong

Bwoc

B0 cao chim eéng

Chup man hinh

1.Chon Thang xem

Xif jbao cdo Phanhé Tuychon Cirasé lam viéc Trd gidp

H = x = = (= A = (0] < [ »i £ 5
b 14 14 ° In bdo cdo Xudt Excel Xudt PDF Save Save As Sira Mail Trang d3u_Trangtr.. Trangsau Trang cudi  ©4i MK Tudéng Hudng din
aO CaO . Théng: [2018/08 26/07/2018 [~] - | 25/08/2018 [+] Nhén vién: Chon s6: 54 ndi bo [=]
> -~ Bigu mdu: [Bang cham cong téng hop [=] Phong ban: PHAN XUONG SON DAU Chon nhém: [BHXH
2.Chon Biéu mdu
: Lp bio c Ghinhg [IXem [ Thuge do Chon File: woo [ 1mport || m
. x 5 bso cio i nhé []Xem trang in (7] Thurdc do = erge
trong cac mau BANG CHAM CONG TONG HQP
N [ et THANG 2018/08
r r A
d0 €Ca0 can xem. S s [ v [ [ [ ® [ [ 2 [ 35 [ 2 [ a5 [Cons|Neti[Cons| ot NowilNg| Nai| G | Tangon tuaomg
STT| MaNV Ho tés & o6 | tinh [khong| béo |phép| tnr | lam — — n — — n "
ot "ES T6 bl R k=) ™ s T6 T | b | ke |raon | dim [Neas]Dom|Ton re| Neay| Dém| Tong| Lia | Phic
Pa) N 1|00183 Nguyen Van Dung b 84 84 5 DO 84 84 84 84 84 82 256 25.6| 24| 310
on Bo p an 04 | 0606 | 0607 | 06:17 0601 | 0603 | 0605 | 0559 | 0603 | 061l
. . L 0 00 18:00 18:00 14:02 18:00 18:00 18:00 18:00 18:01 16:01
\ 5 2[00165 |Dvone Foang Fai P TN ERENE TN =3 X EX T | =
A Al 50 0547 | 0549 0550 | 0549 | 0553 | 058 | 0546
can locdc inra 2 1801 | 1301 1501 | 1501 | 1800 | 1501 | 1600
N 3|00407 Tran Minh Hoang b 84 84 8 DO 84 4 84 84 84 02 260 26.0| 88.0| 88.0 9| 36
59 06:02 06:02 05:58 05:57 05:57 05:57 03:56 05:57 06:01
b L4 L4 00 18:00 18:00 14:01 18:00 18:01 18:00 18:00 18:00 16:00
aO CaO' 400278 Bui Huy Luc b 8 8 DO 84 8 82 84 81 8 206 20.6| 430 43.0| 16| 258
07 07:26 09:00 06:08 06:08 06:06 06:03 06:19 07:34
”\ I 00 15:38 17:01 18:01 14:00 16:00 18:02 18:02 15:34
4 Nhan nut 5[00306 |Neweyn Nt Nam N EEEE NN EEES =3 73.0] 45.0] 240] 729 )
. 41 | osas | osde | 058 05:46 | 0546 | 0546 | 0347 | 056 | 0554
o3 s | s | 100 101 | 1500 | 1sor | 1s02 | 1s00 | 1800
6(00389 Nguyen Van Nho b 84 84 8 DO 84 84 84 84 84 230 23.0 78.0| 78.0| 8 17
00 06:04 06:00 05:55 06:03 06:01 06:01 06:01 05:56
= p ba" D r D 00 18:00 18:01 14:02 18:01 18:01 18:00 18:00 18:01
. A 5.
.Click chut phdi | s . T —
, Xirhybaocao Phinhé Tiychon Cifasdlamviéc Trd giip
\ A
va chon Xuat ‘e % B W B B @ K 4 b M § & &
: : Inbéo o YudtBcel XuBtPDF  Save  SaveAs  Sia  Mal  Treng i Trangir. Trangsau Trengwudi BGiMK Twddng Hudng din
Excel ra File lu-u Thing:  [2018/08 26/07/2018 [«] - | 25/08/2018 [=] Whan vien: Chonsd: (53 ndi b =

Bigu mau: |Bang ting hop gid cng

trén may tinh.

[] Phéng ban: [PHAN XUONG SON DAU Chon nhém: BHXH

Lipbio Go  |[¥]Ghinh¢ [Z]xem trang in Y] Thudc do (@izolFz D Import || Merge Bdng tham sd
BANG TONG HOP GI( CONG
PETROLIMEX THANG 2018/08
S T I T O O 0 T2 e T O I I I Y 3 i Nehi | Netf | Gir | Ting ca thutmg | Téng cac.tudn | Tingcangiy LE| Dit
i Be e s |u|n|ns|o|o|n|s|s|n| 6|0 ﬂ;p e ?::1 [Neiy| Dém | Téag|Neiy| Bém Téng | Neiy) Dém| Thag| Lin | Phit
1000183 [Nguyen Van Dung DO | 84 [ 84 [ 84 |84 [ 84 | 5 [DO| 84 |84 |84 |84 [ 84|82 - s |84 24| 310
2[00165  |Duong Hoang Hai DO | 8 [ 84|84 g4 | ¢ [DO[84 |8 [84|s4]a2 13 15 IEEREX i| 31
3[00407 | Tran Minh Hoang DO | 84 | 84 | 84 |84 | 84 | 8 [ D0 | 84 | 84 | 84 | 84 | 84 | 82 | 260 160 ECREX o 3
400278 [BuiuyLuc DO |84 |8 [s4 |8 |8 DO |84 | 8 |82 |8+ |8 | 8 | 204 06 BTN 16| 259
5[00406 [ Neveyn Nhut Nam DO | 84 [ 84 [ 84 [ 84 | 64 [ 84 [ DO [ 84 |84 |84 | 84 [ 84 | 84 | 253 353 240| 48.0| 249] 720 1| 338
600389 [Nauyen Van Nbo DO | 84 [ 84 |84 |84 [ 84| o |DO| 84 |84 |84 ] 84|88 2] E) R g 17
7[00408  [Lam Thanh Tia DO |84 [ 81 | 84 |84 [ 84 | 8 [DO[ 84 |84 |84 84 |54 |82 [ 260 %0 IEEIREX E3
8[00071 [ Nevyen Duc Toan DO |82 |82 |82 |82 | 7 |8 [Do|s2| s |82 ]s2|s2]|s2]|xn9 159 ECREX 19| 184
9[00171 | Huyoh Van Tuzn DO 9 | 84 | 84 DO | 84 | 84 | 84 9 | 82 | 160 160 ET Y 9|
Bao cdo chim cong = X
Xirlybaocao Phanhé Tiychon Cirasélam viec Trg gitp
iE x = 1=1] =) A = i Ll 0 & &
: Inbdo cdo XutExcel XutPDF  Save Save As Sra Mail  Trang d8u Trangtr.. Trangsau Trang cudi D8iMK  Tuddng Hugng din
Thang:  2018/08 26/07/2018 []- | 25/08/2018 [+] nhan vién: Chon séi: [5G ngi ba [+]
Bigu méu: |Bang chdm céng tich cong [] Phong ban: PHAN XUONG SON DAU Chon nhém: BHXH
" Lpbiocio |ZGhinhd [lXem trangin [¥IThudc do Chon File: [ oo ][ import |[ merge | ng tham s
[[%] BANG CHAM CONG
THANG 2018/08
JON - Hotin 02030405 06|07 o0s|0s|10|1r|12]|13|04|15|16[ 17|18 19| 20|21 |22|23]24]25 C:flg b i \[.:u S\; Ting ca thrdng Tingmclu%n Tiing ca ngiy LE
T5|T6|T7|CN|T2|T3|T4|T5(T6|T7|CN|T2|T3|T4|T5|T6| T7|CN| T2 |T3|T4|T5|T6 | T7 | tim g Irong| dém |Ngav| DEm v| Dém Tong| Dém|Tong|
1{00183 [ Nguyen Van Dung. X | X DO|X XX |X|X|XDOIX|X|X|X|X|X|DOIX |[X|X|X|X]|X]|26 25.6) 34.0|
2(00165 | Duong Hoang Hai X|X|XDO|X|X|X|X|X DO|X X | X X|XDo|X |X|X|X|X 235 23.5| 60.0|
3| 00407 Tran Minh Hoang X|X DO|X [X|[X|X|X|XDO|X|X|X|X|X|X|DO|X |[X|X|X|X]|X]| 260 26.0| 88.0| 88.0|
4(00278 | Bui Huy Luc X|X DO | X X|X|X DO|X |X|X|X|X DO|X |X|X |X|X|X]| 206 20.6| 430 4
500406 |Ngueyn Nhut Nam X|X DO|X [X|X|X|X|XDO|X|X|X|X|X|X|DO|X |X|X|X|X|X]| 253 253 24.0[ 480 240 720/
6{0038% | Nguyen Van Nho XX DO XXX |XDOIX[X|X|X|X|X|DO|X |X|X|X|X 230 23.0| 78.0| 78.0|
7| 00408 Lam Thanh Tin. XX DO(X [X(X|X|[X|XDO|X|X|X|X|X|XDOX |X|X|X|X|X]| 260 26.0| 83.0| 83.0|
{00071 Nguyen Duc Toan XX DO(X [X[(X|X|[X|XDO|X|X|X|X|X|XDOX |X|X|X|X|X]|2H9 25.9| 38.0| 38.0|
9{00171 Huynh Van Tuan XX DO X [ X [X X IDO X|X|X DO X | X |X X |X| 160 16.0| 48.0| 48.0]
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5.7 Phiéu chim cong

Duwong din: Module Quan 1y chdm cong >> Bao cao >> Phiéu chdm cong

Bwoc

1.Chon Thang, nam

Phigu chdm céng ca nhan

Chup man hinh
TR —T———

, , Xir iy bdo cio Phianhé Tiychon Citasé lam vigc Trd gilip
xem bao cdo. = = = @ & e ——
4 x : Inbdo cdo Xudt Excel Xudt PDF Save Save As Sira Mail Trang ddu Trangtr.. Trang sau Trang cufi B&i MK Tuwrdéng Hudng dan
2. ChOIl Bieu mau Thing: 2018/09 26/08/2018 [+ - 25/09/2018 [+ B4 phin: | =
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6 CONG CU TiM KIEM THONG TIN

Muc dich: Tim kiém va loc cac thong tin can thiét theo diéu kién nguoi sir dung.

6.1 Tim kiém

Buéc Chup man hinh
1. Click chudt phai
C Ck chuo p Danh sach nhan vién‘
1€n bang di ligu va MENV | Hovachi¥dém | Ten Tén day du [ Gidithh  Chifc vy Phng ban
ChOIl “Tim kiém”_ MV 0001  Nguyén Vin Anh Nguyén ¥an Anh Nam CN K& todn
) . L. NV 00021 TRAN DUY BA TREN DUY BA Nam NV
2.Chon cOt mudn tim | ||y ggog4 —— - v 7% Tham
. L Tim kiém
A NV 00003 S 3 farm
kle‘m. wv ooats || S8TEm A 17 it Loc nhanh
3.Dbién glé tI'i tim NV gool7 ||| Tim trén cdt: | Tdt ca cic cdt E Nam Lzt e
kiém. NV 00011 fam Cai dit béng
) NV 00018 [ Tim ” Thoat l Nam Kudt Excel
4.Chon “Tim” dé NV 00001 Nam In bing
‘A , MV 00001 LE PHUC CHINH LE PHUC CHINH Mam P
An cot
thuc h1¢n thao tac. NV 00011 NGUYEN THI THANH DIEM NGUYEN THI THANH DIEM  Nif -
MV 00015 MGUYEN DIEN NGUYEN DIEN Mam cn
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6.2 Loc nhanh dir liéu

1. Click chu¢t phai

Danh séach nhan vién ‘

chon “Loc nhanh”. MENV | Hovachddém | Tén Tén day du [ Gigi tinh Chirc vu
NV 00021 Loc dif liéu - - = Nam NV
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ap 12 Ny ooots (i Cai dat bi
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Refresh du 11@11 Céng/thing Xuédt Excel
ban dé\lu C.céng v.tay - In bang

An cot
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6.3 Loc cé diéu kién

Muc dich: Loc cac thong tin theo mdt hoac nhiéu diéu kién phtrc tap.

Duong dén: Chon bang can loc thong tin>> Chon chu¢t phai >>Chon loc nang cao >> Xuit hién
hop thoai nhu hinh.

1 Chon Chuét phél Danh sach nhan vién |
) 3 o MENV | Hovachirdém | Teén Tén day du [GiGitnh  Chicwu Phng ban [ Macc |
chon L()C nang NV 0001 Nguyén Vin Anh Nguyén Vin Anh MNam N K& todn
5 NV 00021 TRAN DUY BA TRAN DUY BA Nam NV
cao’. NV 00004 (R T T -—— - . = 37
A, A NV 00003 | — = = e — - : -
2. Chon c¢0t can loc. W ooors ([C [ Phép so sanh 6@ Tir kiém
|| Loc nhanh
3- Chon phep SO |Tén E”Tmng khoang = E”A:C [ ] |E] Loc néng cao
, A A B R 3 4 Cai déit bang
sanh(diéu kién & v BE —I[=]iv ooo1 e ot
* udt Excel
loc) In béng
° N . An cét
4. Dién gia tri can
loc. m- .
5. Chon “Thyc Thém digu kién | 5
="' 1: Thém cac diéu kién cho viéc loc.

hién ” dé hoan tat

viéc loc. [-]: X6a bd cac dong diéu kién vira thém .

Map lai

: Refresh dit liéu vé trang thai ban dau.

6.4 Ngan doi bang dir li€éu (Freeze Panes)
Muc dich: Chia doi bang dit liéu ra dé nguoi dung vira nhin thdy cot ddi trong dau tién vira
kéo vé xem dit lidu cac cot cudi bang, gidng Freeze Panes trong Excel.
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