HUONG DAN CAI PAT PHAN MEM MAY CHAM CONG
MITA Pro

I. CAI DAT SOL SERVER

Dé cai dat SQL Server (néu may tinh win32 bit thi vao thu muc win32 nguoc lai néu may win64
bit thi vao thu muc win64 dé cai SQL)

O day 1a may win 32 bit nén vao thu muc win32
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S nietwers:

5 iterns

Ta tién hanh cai file SQLEXPR32 trude rdi tiép tuc cai file SQLServer2005 SSMSEE.

Cai dit file SQLEXPR32:

¥ Microsoft SQL Server 2005 Setup %) ¥ Wicrosoft SQL Server 2005 Setup 3] ¥ dhicrosoft SQL Server 2005 Setup 3
End User License Agreement Installing Prerequisites Installing Prerequisites
Install scftware companents required prior to instaling SOL. Installs software componerts required piar ta instaling SOL
Server, Server,
MICROSOFT SOFTWARE LICENSE TERMS -~ SQL Server Component Update wil instal the following carmponerts SQL Server Comporent Update wil install the following companents
required for SQL Server Setup: required for SQL Server Setup:
MICROSOFT SOL SERVER 2005 EXPRESS EDITION SERVICE
PACK 2
-
These license terns are an agreement between Microsoft SGL Native Client IM‘”DED& SQL Native Cient
Microsoft Corporation (or based on where you Microsoft QL Server 2005 Setup Support Flles Microsoft SQL Server 2005 Setup Support Fies
live. on= of its affiliates) and you. Please
read them. They apply to the software naned
above. which includes the media on which you
received it, if any. The terns also apply to any
Microsoft Click Tnstall to continue. The required components were installed successfully
* updates.
* supplements,
% Internet-based services, and
* support services v

¥ i geoepl the hensing tems and condiions

Fiint

Cancel Trsial Concel |

Nhén next Nhién Install Nhén Next

i Microsoft SQL Server 2005 Express Edition Setup 3] 1 Microsoft SQL Server 2005 Express Edition Setup

. Registration Information Feature Selection
» Welcome to the Microsoft SQL The following information wil personaiize vour instalation. Select the pragram Features you want instaled.

Server Installation Wizard

The Heme field must be filed in prior to praceeding. The Company field is optional. click an icon i the fallowing st to change how a feature is nstalled,

Feature description
Instals the SQL Server Database
B X -| Clisrk Compornents Engine, tools for managing relational
Cornectivity Components and ¥ data, and replication,
Software Development Kit

Setup will help you install. modify o remove Microsoft
erver. To conlinue, click Next

Companty:

This Featurs requires 118 MB on your
hard drive. It has 2 of 3 subfeatures
selected. The subfestures require 93
MB on your hard drive.

Installation path

iide advanced configuration options. ci\Program Files\Microsoft SQL Server!,
Disk Cost...

— Cees oo J[ com )

|

Hudng dan str dung phan mém MITA Pro Trang 1



Nhén Next Nhén Next Nhén Next

1% Microsoft SQL Server 2005 Express Edition Setup. E\ 1% Microsoft SQL Server 2005 Express Edition Setup B i Microsoft SQL Server 2005 Express Edition Setup &‘

Authentication Mode

Configuration Options Error and Usage Report Settings
The authentication mode speciies the security used when Configure user and administrator accounts Help Microsaft improve some af the SQL Server 2005 components
connecting to SQL Server. and services,
|

Select the authentication mode ko use for this installation,

Automaticaly send Error reports for SQL Server 2005 to Microsaft of your corporate error;

. " |:| porting server, Error reports include information regarding the condition of SQL Server |
(O} This option enables users without administrator permissions to run a separate 005 when an error occurred, your hardware configuration and other data. Errar reparts ©
instance of the SGL Server Express Database Engine. na ionally include persanal information, which wil not be used by Microsoft, !

O Wixed Mode {Windows Authertication and 5L Server Authentication)

Specify the sa logon password below: Automatically send Eeature Usage data for SQL Server 2005 to Microsoft, Usage data

[ add user to the 561 Server Administrator role [Jinchides anonymaus infarmation about your hardware configuration and how you use our
- software and services,

This aption adds the User wha is running the SQL Server Express installation pragram
| | tothe SQL Server System Administrator role. By default, users on Microsoft Windows
Vista operating system are not members of the SQL Server System Administrator role,

By instaling Microsaft SOL Server 2005, SQL Server and its companents will be configured to
automatically send Fatal service error reports to Microsoft or & Carporats Error Reporting

I | Server, Micrasoft uses error reports to improve SQL Server functionality, and treats &l

information as confidential.

[ <ek [ metz ][ cancel

p [ gk [ mes [ cancel | [ wb | <gack | [_etr ][ Cancel

Nhan Next Nhén Next Nhén Next

1 Microsoft SQL Server 2005 Express Edition Setup 3 P iicrosoft SQL Server 2005 Setup 3 ¥ Wicrosoft SQL Server 2005 Setup 3

Ready to Install Setup Progress Completing Microsoft SQL Server 2005 Setup
Setup is ready o begin installation. The selected companents are being configured Setup has firished configuration of Microsaft SQL Server 2005
a > >
SeRpl g T i gy TS T e e T Refer tthe st ervor logs o Information deserbing any Faure(s) that occurred during
N iyl e e e, T B, U @ et Gt setup, Click Finish to ext the installation wizard.
Product Status SETENEY
(Dusmie Setup finished N . . . |
X To minimize the server surface area of SOL Server 2005, some features and services are
The following components will be installed: 8?—% f‘ei” 5(”‘ :’t Fies ?E” :‘”‘5:5: disabled by default For new instalations, To configure the surface area of SOL Server, use the
L Hative Clier etup firishe
s SOL Server Database Services (50L usS Wriker Setup firished
(Database Services) (301 Server Datahase Services Setup firished B zsenm St M sl B2l
Configuring and Managing SQL Server -~
Express

+  Forimproved manageability and security, SOL
Server 2005 provides more control over the SQL
Server surface area on your system. To minimize
the surface area. the following default
configurations have been applied to your
instance of SOL server.

o TCPIIP connections are disabled

<gack | [ mstal | [ cancel

[y ‘ T Heln

Einish

Nhén Install Nhin Next Nhan finish

Xong file 1.

i Microsoft SQL Server Management Studio Express Setup 3 i Microsoft SQL Server Management Studio Express Setup X 1% Microsoft SQL Server Management Studio Express Setup 3

» Welcome to the Install Wizard for Microsoft License Agreement Registration Information
SQL Server Management Studio Express

Cai file 2: SQLServer2005 _SSMSEE

Please read the following license agreement carefuly, The Following nformation vl personaize yor installation.
Sstup helps you install, modify or remove Misrosoft SQL Server Enter your name and the name of your organization in the fields below.
Management Studio Express. To continue, click Next. MICROSOFT SOFTWARE LICENSE TERMZ ~

MICROSOFT SOQL SERVER 2005 MANAGEMENT STUDIO EXPRESS Hame:

WARNING: This program is protected by copyright law and These license terms are an agreewent between Microsoft
international breaties.

Corporation (or based on where you live, one of its
affiliates] and you. FPlease read them. They apply to
the software named sbove, which includes the media on
which you received it, if any. The terms also apply to
any Microsoft

Compary:

@1 accent the terms in the icense agreement;

(O 1donot accept the terms in the license agreement

T T i

<Back | mext> J[ cancel

Nhén Next Nhén Next Nhén Next
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18 Microsoft SQL Server Management Studio Express Setup X

Feature Selection

Select the program Features you want installed

Click an icon in the follawing list to change how a feature is installed

Feature description

Instals interactive
managemenit kools for running
SQL Server, including SQL
Server Management Studio
Express.

Installstion path

C:\Program Filesiicrosoft SQL Servery

Disk Cost.

( <Back J[ e = ] ( Cancel

i% Microsoft SOL Server Management Studio Express Setup E|

Ready to Install the Program

Setup is ready to begin installation

Click Inskall to begin the installation.

1F you want ko review or change any of your installation settings, dlick Back. Click Cancel ta
ext Setup,

< Back. Install Cancel

Nhan Next
Xong file 2.

1. CAI DAT PHAN MEM

& Microsoft SQL Server Management Studio Express Setup ['X\

> Completing the Microsoft SQL Server
Management Studio Express Setup

Setup has installed Microsoft SOL Server Management Studio
Express successfully, Click Finish to ext,

v

< Back Cancel

Nhén Install

Nhén Finish

Chay file Setup.exe trén dia CD guri kém theo may. Trong truong hop cai phan mém trén Win 7
hay Vista thi nhan phai chudt chon “Run as Administrator” hay giam muc bao mat cua hé thong

window v€ muc thap nhat sau d6 khdi dong lai may tinh r6i méi tién hanh Eﬁt@@

Seup

1% MitaPro2015 - InstallShield Wizard

Welcome to the InstallShield Wizard for
MitaPro2015

The Instalishield(R) Wizard wil install MitaPro2015 on your
computer. To continue, chck Next,

WARNING: This program is protected by copyright law and
international treaties,

| Cancel

Nhén Next

& MitaPro2015 - InstallShield Wizard

Setup Type

Choose the setup type that best suits your needs.
Please select a setup bype,

©Lomplete;
all program features wil be installed. (Requires the most disk.
space.)

() Custom
Choose which program Features you want installed and where they
will be installed, Recommended For advanced users.

[ cpack [ pee= ][ cancel |

Chon Complete -> Next

i MitaPro2015 - InstallShield Wizard!

Customer Information

Flzase enter your information,

User Name:

Organization:

<Back | mWext> ][ Cancel

Nhin Next

1 MitaPro2015 - InstaliShield Wizard

Ready to Install the Program

The wizard is ready to begininstallation.

Click Install ta begin the instalation,

IF you wank o review or change any of your installation settings, dick Back, Click Cancel to
exit the wizard

[ <pak Cancel |

sl |

hay, file

MitaCoSoftware

1% MitaPro2015 - InstallShield Wizard

Destination Folder

Click Mext toinskall to this Folder, of click Change ko install ko & different Fo

&

Install MitaProz015 to:
C:iProgram FilesiMitaCoSaftwareiMitaProz015)

[ <Bak Cancel |

et |

Chon dwong din cai dat, néu

khong thi dé mic dinh

i& MitaPro2015 - InstallShield Wizard

InstallShield Wizard Completed

The InstallShield Wizard has successfully installed MitaProZ015.
Click Finish ta exit the wizard,

[] Launch MitaProz015

« Back. Cancel

Nhén Install

Attach dir liéu vao May tinh.

Nhén Finish

Hudéng dan sir dung phan mém MITA Pro
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£E Connect to Server

Microsoft

SQL Server 2005

Sever vpe:

Databaze Engine

Server name:

Authentication | Windows Authertication v|

User name: THANHMD-03B CO43%Administratar

Passward: | |

Remember password

[ Connect ][ Cancel

] [ Help ] [ Optiong >> ]

Click phai Database — Attach

, Nhin Connect dé vao SQL

W Attach Databases

EE o L — T 5 s - b
3=
Dalabases W allach # et Databases to tach:
MDF File Location Database . Attachds D Stat Messag: == | MOF File Location Database...  Atachds  Owner | Staus | Message
T CiProgon Fles¥iL. () MITACOSOL MITACOSOL THANH.
e =
EE E
¥
=
-
i
=
=
.-
bes
- S
o e = e
, 3
Mot (R B = - = e
Connection = Co  Comsotin A Dato CAProgan Fles\talo.. [
- = e
Server - = — MITACOSGLIog LGF  Log CAPogam Fles\taCo.. ()
. A MitaCos oftrrarcsMitalr o201 Shdata |
it
[© atmlase Filost iy = [t s —
[MITACOSEL |
=
=
e
Fieady r A Ready
Chon dén dir liéu (dir liéu nam trong
h d 5 h,\ A , h;
thu muc data cia phan mém), c6 thé

Nhin Add Nhan OK

chép 2 file dir liéu dé 1 thu muc riéng
cling dugc. Roi Attach lai dit lidu.
- Khi ta cai phan mém xong, chay
phan mém 1én thi s& xuat hién form
dang nhap.

- Khi d6 dir liéu duoc Attach vao
SQL -> chon chd bdi den (d6 1a
may chi dé két ndi dén phan
mém).

- Nhin vao nat tuy chon dé chon dit
phan mém, néu khoéng chon dir licu
mém khong thé dang nhap dugc.

MITTACO

| 8 Chon diF lidu =

MITACO,

- - — - ~Access ® SQL Server
PHAN MEM CHAM CONG
S0OL Server
- - - " Ma ha IT-H57DBaFPET CULNSOLEXPRESS
Tén nguidi ding e :
Té&n dang nhap
pu——

Mat khdu

Tao tai khoin

| Mhd tai khoan dang nhap

® Quan tri ~Nhan vién

Mat khiu

Co s& dir ligu

PITACOSOL

Kigm tra k&t nai | I

C8p rhat

Bing nhip | [ Tiry chon | [ Hiry

-

Do hién tai phan mém chi chay dugc véi CSDL 1a SQL Server nén ban phai chon 1a SQL
Server -> nhdp tén mday chu clia ban -> nhap tén dang nhap va mat khau (néu SQL c6 tao username
dang nhép, con khong tao thi c6 thé bo qua budc nay) — nhap té€n co s¢ dir li¢u -> kiém tra két noi ->
cap nhat.

Khi cau hinh co s¢ dir li¢u xong thi ching ta s€ tién hanh dang nhap vao phan mém.

Hudéng dan sir dung phan mém MITA Pro Trang 4



MITFACO

PHAN MEM CHAM CONG

T&n ngudi ding
Mat khdu

| Mh& tai khoan dang nhap

® Quan tri ~'MNhan vién

Tao tai khodn [ B1&ng nhip ] [ Ty chon ] [ Hiy: ]

Ltc nay mac dinh phan mém s€ khong co tai khoan dé dang nhép, dé tao dugc tai khoan dang
nhap ching ta lam nhu sau: nhan vao muc Tao tai khoan -> tao tai khoan dé dang nhap vao phan mém.

Khi tao xong chung ta tién hanh dang nhdp:
Nhap tén tai Khoan.
Nhip mit khau.

Néu sau nay ching ta mé phan mém 1én va mudn lwu lai tén ngwoi ding va mét khdu thi
check vao 6 Nho tai khodn dang nhap.

Check vao muc Quan tri.
Nhén nut ding nhap.

Khi dang nhap thanh cong thi s& vao dugc giao dién chinh cua phian mém.

absees. Cavonma

Hién tai phan mém cé nhitng phan chinh dwoc chia ra thanh nhitng muc (menu) nhie sau:
- HE THONG -MAY CHAM CONG
- NHAN VIEN - CHAM CONG

- BAO BIEU - TRQ GIUP
* HE THONG: =

mém [Théng tnrtins Soh rhit

8 Thing
Ban Lam Viéc
Chon Dir Ligu
Nhat Ky Sif Dung
Thay D6i Ngudi Diing
Phan Quyén
D3I Mat Khau
Tly Chon
Cai Dt Thoi Gian Tai DI Lidu Ty Bdng
Chay Nén
X6a Dir Ligu Cham Céng
Dif Lidu
+Sa0 Luu DIF Lidu
Phyc Hoi Dif Ligu
Ng6n Nt
+Vietnamese
1-English
+Chinese
1 Japanese

s

“-Korean

B6ng Churang Trinh

Nhén Vien

Chéim Cé M

Ban lam viéc:

['HE Theing | Méy Chim CAng  Mham vien  Chim
:i BanLam viec

Chaon DI Ligu

Mhat Ky SO Dung

Thay D& MNguti Ding

Phan Quyén

BEi Mat Khau

Tuy Chon

5l g

= %%

Cai DAt Thdi Gian Tai DI Ligu Tu B6ng

Chay MNén

¥da D Ligu Chim Cang

DT Ligu 3

Mgfin Mgt >

ST T

TO Trang 5

"chaﬂnd‘l
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So dé qudn Iy: cho phép nguoi dung biét duoc so d6 to chirc cia phan mém.

Théng tin nhén si: cho biét duoc thong tin nhan sy cua ngay hién tai trén phan mém (tong sb
nhan vién, van tay, nhan vién nam, nhan vién nit, s6 nhan vién c6 va ving mit).

Sinh nhdt: chirc ning nay cho phép nguoi quan 1y biét dugc nhitng nhan vién nio c6 sinh nhat
trong ngay hi¢n tai va sinh nhat trong thang.

Chon dir liéu: nhw

phén tay chon lin diu ding nhép d¢é ding nhap vao phan mém.

Chon dii ligu

Access @ SQL Server
S0L Server
May chi IT-H57D89PETCULNSOLEXPRESS
Tén dang nhap
Mét khéu

Co sé dii liéu MITACOSQAL

Kigm tra ket ndi

| Cdp nhat |

Nhat ky sw dung:

Cho phép nguoi quan tri biét dugc nhimng user nao da dang nhap vao phan mém va thyc hién
nhitng thao tac gi vao thoi gian nao.

=
MrTA |

00|

Dy

Thay déi ngwoi ding: cho phép ngudi dung thay d6i 01 tai khoan khac bang cach thoat tai
khodan hién tai va dang nhap bang 01 tai khoan khéc.

Phén_quyén: cho phép ngudi quan tri tao va cap quyén cho nhitng ngudi dung duoc sir dung
nhirng chtrc nang nao cta phan mém.

=\
ITA

Déi mat khdu: gitp ngudi ding c6 thé ddi lai mat khau khi dugc quan tri tao cho 1 user, chirc
nang nay ciing giup cho nguoi dung thay doi lai mat khau khi mat khau bi 195.

Hudng dan str dung phan mém MITA Pro Trang 6



[ Thay d8i mdt khau x|

-

-

MITA -

Mt
Mat

khau cii

khdu méi

Thay

Mhap lai mat khiu méi

dbi mit khiu

Pé thay déi mdt khdau méi: nhap mat khau cii -> nhap mat khau méi -> nhép lai mat khau moi

thém lan nita -> Pdng ¥.

Tay chon: chiic ning cho phép chung ta tao nhitng thong s cho phan mém dung dé tinh luong
va tinh cong cho nhan vién.

F

Tuychon

Hé s6 cham céng | Tinhluthg  Baidién cong ty  Bao hiém - Thal gian | Thang bao

He sdingay

Hé s naay
Cadem

Lam tron:

HE s ngay thirbay

: tinh bing phit

MITACE,

chinhat

3
1
1& 1
3

HE 56 tSngca mitc 1 15
Hé s tang ca mifc 2 18
Hé s téing ca mic 3 z

HE s ting ca mirc4 1

Lamiréncng 2

Lam trdn giés

Dén 15

o6n 30

DEn 45
&
chifsg

chitsg

Lam tron |0
Lamtrén (0,5
Lam tron |0

Lam trén (0,5

[ |

Cai dat thoi gian tdi div lidu tw dong: khac voi phién ban Mitaco5 V2 chi ¢6 2 murc gio, riéng
O phién ban nay nguoi st dung co6 thé cai dugc nhi¢u muce gio, nhung néu muon st dung chiic nang
nay thi phan mém s€ khong duoc tat ma phai thu nho xudng thanh taskbar.

= Thai gian Eai tu’ déng |

Gicr Tai

||:|-;l:

=l (s ] f—cem—]

Xoa dit liéu cham coéng: cho phép nguoi dung cd thé x6a gid cham cong trén phan mém cua
01 nguoi hodac nhi€u nguoi va xda theo ngay.

]

Thao tdc: - X6a toan bg: x6a hét gio chAm cong ctia nhan vién duoc chon trén phan mém.
- Xoa theo ngay: x6a gid chim cong cta nhan vién dugc chon tir ngdy dén ngay.

- Check vao 0 phia trudc ma nhan vién (dang check ¢ 6 nao thi nhan vién d6 duoc

chon) > Xoa.

Diz ligu: cho phép ngudi dung sao luu va khéi phuc lai dit liéu khi can thiét.
Phuc hoi dir liéu

Sao lvu dir liéu

[ Sao luu diF lidu x| [ Phuc héi dii liéu
Sao luu dir liéu MITTACO, Phuc hdi dir liéu
San I o
Chen difliéu [MITACOSQL = - > Chon difliéu FITACOSEL =
Chon file sao luts {-@ Chon file sao luu
O [ eww | [ chonraiu | - - [ Prucha | [ chantie |
Hudng dan sir dung phan mém MITA Pro Trang 7



~ Ngon ngir: ¢ phién ban nay cho phép ching ta dugc sir dung da ngdn ngir (Viét, Anh, Trung
Quoc, Nhat Ban va Han Quoc).

Tdi div liéu:

Tai nhan vién vé may tinh: khi minh dang ky nhan vién trén may cham cong xong, minh c6 thé
tai nhan vién tor may cham cong vé thi nhirng nhan vién s€ c6 trén may tinh khong can phai thém maoi
trén may tinh.

15014 o1 c
[ creontates || sacon |

Thao tdc: Chon may -> check nhan vién dugc chon -> check tai van tay (néu may chdm cong
c6 dung vén tay) -> Duyét tir may cham cong -> (chd khi phan mém duyét xong) tai vé -> chd phan
mém tai xong 13 hoan thanh phan tai nhan vién.

Tai dir liéu chim cong: tai gio ra — gid vao tir may chiam cong vé phan mém

Thao tdc: Check (chon vao may chdm cong can tai) -> (phan lwa chon tai) chon tt ca -> Tai dir liéu.
Tai nhéan vién 1én may chim cong: chirc ning nay cho phép nguoi dung co thé tai thong tin
nhan vién va ddu vén tay (khong c6 gid ra vao) 1én nhimg may cham cong khac.
Vi du: trong cong ty c6 10 may chim cong thi chung ta khong thé cho timg ngudi ding ky hét
10 may, ma chi can dang ky trén 1 may thoi, ro1 dung chirc nang tai nhan vién 1én may cham cong dé
dua nhan vién nay 1én 9 may cham cong con lai thi nhan vién nay c6 thé cham dugc hét trén 10 may.

Hudéng dan sir dung phan mém MITA Pro Trang 8
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Thao tdc: O phan céu tric cong ty chon bd phan -> chon nhén vién can chuyén bang cach
check vao 6 trudc ma nhan vién -> nhan niit chuyén xudng -> (muc ndi dung tai 1én) check chon nguoi
dung, van tay (néu mudn tai 1én van tay), khuon mat (néu mudn tai 1én khudén mit) -> tai 1én may
cham cong.

Khai bdo may cham cong: (chirc ning thém méi va quan 1y thong tin trén may chdm cong)

el
& Wi viyoinci Minvin chinon GBi TOGHE Cex
o :
=
Wiy Chancing _ Thodt Gyt Tih. MITA

R A A T ) Gty T e T

Thao tac:

- Thém méi may chidm cong: nhan nat thém méi -> nhap thong tin ciia may chdm cong vao ->
Luu.

- Chinh stra thong tin ctia may chim cong: trén danh sach may chim cong & muc quan 1y thiét
bi -> chon vao may can stra chita -> sua lai thong tin & muc cai dat chung -> Luu.

- X6a méay chim cong: chon may chim cong can x6a -> nhan nut xda.

- Kiém tra két ndi: xem thong tin trén may cham cong hién co.

- Pang ky may chidm cong: cho phép diang ky may chim coéng voi phan mém dé co thé két ndi
dugc véi may chim cong.

Ddng ky mdy chdm cong:

May cham céng [ray 1 =1
10 may 1
Kigu ket ndi Tcp/P
Bia chi 1P 192.168.1.201
Port 4370
Céng COM 1
T6cdo truyEn 115200
Bia chi web 339haugiang. dyndns.org

KEtnoi trxa  C6

Serial

S& dang ki

Thao téc: chon may chim coéng -> két ndi (néu két ndi thanh cong, s& hién Ién sb serial) ->
nhép s6 dang ky -> dang ky.
Dir liéu chdm céng tie HDD:

Hudng dan str dung phan mém MITA Pro Trang 9



o

Tai nhan vién:

+ Chon thé Tai nhan vién ->

chon tiép thé¢ Nhan vién - >
Chon tép tin nhan vién -> cho
phén mém doc file dir liéu
nhan vién xong -> nhan nut
Luu nhan vién dé luu danh

sach nhan vién vao phan mém.

w6 WTEn WaChnTog Miven Chancog BoBs oK

dARE S @

I

=

Tdi van tay:

+ Chon thé Nhan vién -> chon

tiép thé Van tay -> chon tap

tin van tay -> chd phan mém

doc file dir li¢u van tay xong

mmmmm

-> nhan nat Luu van tay dé

luu van tay cua nhan vién vao

phan mém.

= | o Lyu y: phai tdi nhan vién vé

trude rol moi tai van tay.

s o Vg v

O\
>

sl T»;. ~ Jen

MITA

+ Chon thé Tai dit liéu -> nhén

nat Tai tip tin dit liéu chim
cong -> chd phan mém doc
xong 13 hoan thanh (khi doc dir
liéu phﬁn mém sé& tu dong luu
vao co s¢ dir li¢u).

* NHAN VIEN :

So dé qudn ly:
- Cong ty.

- Khu vue.

o

Nhép thong tin cong ty -> cap nhat

= Thém moi:
Nhan niit thém méi -> nhap thong tin
khu vuc -> cap nhat.

Swra: chon khu vuc can sua -> céap
nhat.

Xoa:

chon khu vuc can xo6a -> cdp
nhat.

Hudng dan str dung phan mém MITA Pro
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- Phong ban.
« Thém_méi: nhan nat thém méi ->
nhép tén phong ban -> chon khu vuc
o chira phong ban -> cp nhat.

Sura: chon khu vuc c6 chtra phong
e 71| ban can stra -> chon phong ban ->
sua thong tin phong ban -> cip nhat.
Xoa: chon khu vyc cé chua phong
. .| ban can x6a -> chon phong ban ->
xoa.

céng Ty

Khu v

M3 Phiong = =
e M3 Cong Ty 15 Khu vt

€8 Triic Céng Ty

= Thém mdi: nhan nut thém madi -> nhép

B tén chtrc vu -> chon khu vuc va phong
Khuvue T | A A A A
| ban can thém -> cap nhat.

[capnnet | [ xoa |

Swra: chon khu vuc va phong ban c6
chtra chic vu -> chon chirc vu can sta
-> cap nhat.
Xoa: chon khu vyc va phong ban co
chira chirc vu -> chon chirc vu can x6a
-> cap nhat.

i Trie Cang Ty

Qudn ly nhan vién :

Tu giao dién chinh cia phan mém -> nhan nat Nhan vién hodc chon menu Nhan Vién chon
Quan Ly Nhan Vién.

A
MITA

0000z

VVVVVVVVVV =5 Sima oty T Vo P oo o

Cho phép chinh sira thong tin clia nhan vién khi tai tir may chdm c6ng vé phan mém.

+ Thém méi (khi khong dang ky nhan vién tir may cham cong, néu da ding ky va tai vé tir may
cham cong thi khong can phai thém mai nhan vién): nhan ntit thém mai -> nhép thong tin ca
nhan cho nhén vién (luu y: & muc hinh anh nén chon anh ¢ dinh dang *.png) -> nhan nat Luu
de€ luu nhan vién do lai.

+ Chinh sira nhdn vién: Chon phong ban c¢6 nhan vién can stra -> chon nhén vién -> chinh sira
lai thong tin nhan vién ->nhan nat Luu.

+ Xda: Chon phong ban c6 nhan vién can x6a -> check vao 6 phia trudc ma nhiing nhan vién
can x0a -> nhan nat Xo6a -> chon Yes.

+ Chuyén phong ban:

Hudng dan str dung phan mém MITA Pro Trang 11
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Chon phong ban c¢6 nhédn vién can
chuyén -> check chon nhiing nhéan
vién -> nhin ndt chuyén phong ban
-> xuét hién hop thoai chuyén phong
ban -> chon phong ban can chuyén
> nh4n nut dong y.

+ Report:
° Danh séch nhan vién (excel): xuat toan by danh sach nhan vién ra File EXCEL.
o Thong tin chi tiét nhan vién (word):

Import nhan vién:

e s MITA

Chtrc ning nay cho phép chung ta c6 thé
dua danh sach nhan vién c6 san cua minh
tir file excel dé dua vao phan mém.
Liry y: danh sach nhan vién trong file
excel cua ching ta phai theo mau ma phan
mém cung cap san, dé xem file mau ->
nhin vao nit xem file mau.
+ Import danh sach nhdn vién vao phan
mém -> nhan nit mé file (chon dén file
excel ctia ban) -> chd phan mém doc xong
danh sach nhdn vién -> nhan nat Luu vao

CSDL.

Khai bdo luong:

1. Lwong co bdn (khai bao luong cho nhan vién): tir giao dién trén phadn mém -> menu Nhén vién

->khai bdo luong -> luong co ban.

a1

MITA

2. Phu cip:

Chon bg phan c6 nhan vién can khai
bao lvong -> chon nhan vién -> nhap
lvong co ban (lwong nay 1a dé tinh
tién bao hiém, néu tién bao hiém tinh
theo tién lwvong hop dong thi nhap
lwong co ban bang lwong hop ddng).
-> nhép luong hop déng -> néu luong
dugc tinh theo lwong hop dong thi
check vao lwong hop dong, nguoc lai
tinh theo san lugng thi check vao san
luong.

Hudng dan str dung phan mém MITA Pro

Trang 12



s Ten sa Tien

+ Thém moi: nhan nit thém moi

-> nhap

thong tin phu cap -> check vao st dung ->

nhan nit lru.
thong tin phu cdp -> nhan nut luu.

nut xoa.

+ Chon phu cadp can chinh stra -> chinh sua lai

+ Xoa phu cap: chon phu cap can xéa -> nhan

3. Phu cdp — tam irng lwong cho nhan vién (cho phép thém phu cip, tam tng lwong, .. cho nhan

vién):

Thao tdc: tir giao dién ctia phan mém -> chon menu Nhan Vién -> khai bao luong -> phu cap —

tam ung luong cho nhén vién.

SEIE

]

6y Crimceng_ hosechumg e

Z* Phucép:

MITA

+ Chon phong ban -> chon nhan
vién -> chon phu cap nhap so

tién -> nhan nat Thém.

+ Xoa: chon nhan vién can x6a
phu cap -> chon phu cap ->

Xoa.

+ Xoa tat ca: chon nhan vién can
x0a phu cap -> xo0a tat ca (xo6a
hét tdt ca phu cap cua nhan

vién do).

SEIE

~* Tam ing luong :
o\

MITA

N snh
7o =]

Vigham [Thitrg

+ Chon phong ban -> chon nhan
vién -> nhdp so tién -> nhap ly

do -> nhan nat Thém.

+ Xoa: chon nhan vién can x6a

ung -> Xoa.

tam Ung luong -> chon tam

+ Xoa tat ca: chon nhan vién can
x6a tam ung luong -> xda tat
cad (x6a hét tat ca tam uUng

lurong cua nhan vién do).

Vi pham :

+ Chon phong ban -> chon nhan

vién -> nhdp vi pham-> nhap

sO tién -> nhan nut Thém.

Xoa.

+ Xoa tat ca: chon nhan vién can
x6a vi pham -> x0a tat ca (x6a
hét tat ca vi pham cta nhan

vién do).

+ Xoa: chon nhan vién can xo6a vi
pham -> chon vi pham ->

Hudng dan str dung phan mém MITA Pro
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* CHAM CONG :

Tao ca lam viéc: menu Cham Cong -> Khai Bdo -> Ca Lam Viéc.

NI

-gnw May Cham Cong  NhnVien ChamCong  BaoBiéu  TroGip -ex
g May 9 ng

sm@8c & o m & 2

MITA

Calam vige |Tangca

Harh chich

k|

ikl

ikl

Bl k]

[e3m0

I

+ Thém mdi: nhan nit Thém Méi -> nhdp thong tin cua ca lam vi¢e (gio giac, di tré, vé
som, tang ca) -> Luu.

Cach khai bao ca lam viéc:

e Nhiap gid vao gio ra cia ca lam viéc (gid nay 1a gio' chinh thire bat dau tinh cong va

két thuc tinh cong).

e Néu ca lam viéc d6 c6 nghi trua thi nhap gio bat dau nghi trua va hét gio nghi trua.

e Khai bao gio xéc dinh ca:

+ Gio bdt ddu vao: 1a gio bit dau cham vao clia nhan vién, vi du gio bt dau tinh cong
l1a 08:00 thi gio bat dau vao s€ 1a trude gio bat dau tinh cong 1a trudc 08:00, co the
bat dau tu lac 06:00. Thi khi chung ta cham cong tir 06:00 trd di thi s€ nhan dugc
gi0 cham, néu khong thi s¢ khong xac dinh.

+ Gio két thiic vao: c6 thé nhap khoang gitra ca, vi du ca lam viéc tir 08:00 -> 17:00
thi nhap gitra ca khoang 11:00.

+ Gio bat dau ra: gio bt du ra sé sau gid két thuc vao 1a 1 tiéng, néu két thuc vao 1a
11:00 thi bat daurala 11:01.

+ Gio két thiic ra: 1 gio sau gio ra két thic tinh cong, néu sau ca d6 co tinh ting ca
thi gio két thiic ra phai khai bao sau gio tang ca, néu khong thi gio cham cong cia
ban s€ khong hiéu ca (khong xac dinh dugc ca).

o Khong co gid ra thi tinh tong (nghia 13 c6 gid vao ma khong c6 gio ra): mic dinh khi
chung ta cham cong thicu gio ra thi phan mém s€ tinh bang 0, nhung néu chung ta nhap
vao tong s6 phut 1a bao nhiéu thi khi cham cong thiéu gio ra thi s€ tu dong tinh cho
chung ta 1a so phut chung ta méi nhap (trr gio di tré néu co).

e Khong ¢ gio vao thi tinh tong (nghia 1a c6 gi0 ra ma khong c6 gio vao): cling glong
nhu khong c6 gio ra, mdc dinh khi ching ta cham cong thiéu gio vao thi phan mém sé
tinh bang 0, nhung néu ching ta nhip vao tong sd phut 1a bao nhiéu thi khi chdm céng
thiéu gio vao thi sé tu dong tinh cho chiing ta la s6 phat chung ta méi nhap (trur gio vé
som néu co).

e Xem ca ndy la ca dém: néu check vao muc nay thi khi 1am ca d6 thi s& hiéu 1a ca dém.

e Tinh bu trir cho ca nay: khi sir dung chirc ning nay khi di 1am tré thi c6 quyén di vé tré
de bu lai cho thoi gian di tre.

e Di tré - Vé sém:

+ Trir gio di tré: néu check vao muc nay thi khi di tré phin mém méi trtr, con khong
check cho du ¢6 di tré thi phan mém ciing khong trir gio.

Hudng dan str dung phan mém MITA Pro Trang 14



+ Trir gior vé sém: néu check vao muc nay thi khi vé sém phan mém méi trir, con khong
check cho du ¢6 vé sém thi phan mém ciing khong trur gio.

+ Cho phép tré, cho phép sém: nhap vao thoi gian (sé phat) dé cho phép di tré va vé sém.

+ Bdt dau tinh di tré tir thoi gian nay: néu check vao muc nay thi khi hét thoi gian cho
phép di tre thi mdi bat dau trir. Vi du: néu 08:00 bat dau tinh cong va cho phép tre 1a 5
phut, khi cham cong ltc 08:06 thi khi tinh cong s€ 1a 1 phut, néu khong check s€ 1a 6
phut.

+ Bat dau tinh vé sém tir thoi gian ndy: néu check vao muc nay thi khi hét thoi gian cho
phép vé som thi méi bat dau trir. Vi du: néu 17:00 1a hét gid tinh cong va cho phép vé
som 1a 5 phut, khi chdm cong vé lac 16:54 thi khi tinh cong s& 13 1 phut, nguoc lai néu
khong check s€ 1a 6 phut.

° Tang Ca:

+ Xem ca nay la tang ca mire (1, 2, 3, 4): khi check vao thi ca 1am viéc d6 sé& hiéu 1a ting
ca theo mirc ma minh da chon.

+ Xem cudi tudn la ting ca mirc (1, 2, 3, 4): khi check vao thi khi lam viéc ca d6 vao
ngay cudi tuan s& hiéu 1a ting ca theo mirc ma minh da chon.

+ Xem ngay ¢ la ting ca mirc (1, 2, 3, 4): khi check vao khi téi ngay 1€ thi ca d6 sé& tinh
tang ca theo mirc ma minh da chon.

+ Tang ca trude gio lam viéc: khi check vao muc nay thi khi chdm cong trude gid lam
viéc, phan mém s& tinh ting ca tiy thudc vao minh khai bao s6 phat. Vi du: nhap vao 6
tang ca trudc gio 1am viéc 30 phut, thi khi chung ta chdm cong trudce gio 1am viéc 30
phut thi phin mém sé tinh ting ca con chim trudc 29 phut thi s& khong tinh ting ca.

+ Tang ca sau gio lam vigc: cung glong nhu tang ca trude gio lam viée, khi check vao
muc nay thi sau gio lam viéc phan meém ciing s¢€ tinh tang ca. Vi du: sau gio lam viéc 1a
17:00, ta khai bao trén phan mém la tang ca sau gio lam viéc 30 phut thi khi ching ta
cham cong lic 17:31 thi phin mém s& tinh ting ca, con chdm cong trudc 17:30 thi s&
khong dugc tinh tang ca.

+ Téng gio lam dat dén: muc ndy cho phép chung ta khi khai bao néu 1am vuot qua thoi
gian bao nhiéu thi s€ tinh tang ca.

+ Tang ca trude gid 1am viée dat dén (sb phut) s& trir di (sb phut).

Tao lich trinh vao ra (chitc nang cho phép phan mém xu ly cach dé hiéu dwoc gio nao vao ra).

Menu cham cong -> khai bao -> lich trinh vao ra.

Thém méi: nhin nat thém mai -> nhép thong tin lich trinh vao ra -> Luu.

+ Chon tir mdy: trén may cham coéng c6 chiic ning di vao, di ra. Khi chung ta di vao hoic
di ra ma c6 chon tir may roi chdm cong thi khi chon chirc ning nay phan mém s& hiéu
gi0 nao vao, gid nao ra.

+ T dong - khong qua dém: khong can phai nhan di vao hodc di ra tir may chim cong,
ma chi can cham trén may cham cong thi phan mém s& tur dong hiéu nhu sau: chdm lan
thir nht phdn mém s& hiéu 1a di vao, chim lan thi 2 phin mém s& hiéu 1a di ra, cr thé
lién tiép vao ra. Chic ning nay khong c6 chirc ning cham cong qua dém.
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+ Theo ID mday: d6i v6i trudng hop nay thi minh s& gan may cham cong nao la di vao, thi
khi chdm cong trén may d6 phan mém sé hiéu 1a vao va nguoc lai. mudn st dung chirc
nang nay thi ban phai c6 2 may chiam cong trd 1én thi méi c6 thé gan duoc 1 may vao
va 1 may ra. Nhitng may chidm cong ndo ma gan sb ID 1, 3, 5, 7, 9 thi phdn mém sé
hiéu la may VAO. ID 2, 4, 6, 8, 10 thi sé hiéu la mdy RA.

+ Tuw déng — Qua dém (24h): chic ning nay thi cach chAm va xt 1y hoan toan tuwong tu
v6i chie ning ty dong khong qua dém, nhung c6 thém 1 tinh ning 13 hiéu dugc ca qua
dém. Vi du: ca 22:00 -> 06:00.

+ Phan theo gio: chirc nang nay hoan toan phy thugc vao myc gio xac dinh ca cua ca lam
viéc. vi du: néu gio xac dinh ca 1a 06:00 -> 11:00 1a khoang vao thi chung ta chim cong
bao nhiéu lan trong khoang nay thi phan mém s& hiéu 13 VAO, nguoc lai tir 11:01 ->
23:59 1a khoéang ra thi cham cong trong khoang nay sé& hiéu 1a RA.

+ Gio dau la vdo, gio cuéi la ra trong 1 ngay: phan ndy danh cho céng ty c6 b phan
ngay lam chi ¢6 1 ca lam viéc duy nhat va khong tinh qua dém. Khi sir dung chirc ning
nay cho nhan vién thi nhan vién ngay hom do chdm céng bao nhiéu lan ctng dugc, tb1
thiéu 2 14n dé phan mém tinh cong, cach tinh cua chirc ning nay la s& liy gid chim
cong dau tién cua ngdy hém do6 1a gio vao, va gid chidm cong cudi ciing ciia ngdy hom
do sé 1a gio ra.

+ Tinh theo gio, lam bao nhiéu tinh bao nhiéu: chirc nang nay cho phep khong tinh cong
ma chi tinh ra duoc gio lam, phan mém sé 14y gid ra trir gid vao dé tinh duogc sb gio.

Tao lich trinh cho ca 1am viéc (tao ca cho bg phdn): menu may chidm cong -> Khai bao ->
Lich trinh cho ca lam viéc.

4.5 .8 =

Thém m&i: nhan nat thém méi -> nhép tén lich trinh -> Luu.

°
° Stra: chon lich trinh can stra ->Luu.
° Xoa: chon lich trinh can xéa -> X6a.
° Chon ca cho lich trinh: chon lich trinh -> chon ca tét ca.
= =| Khi chon ca tt ca -> xuat hién form nhu hinh bén
=8 = -> chon ca lam viéc twong ng theo ngay. Vi du:
g £ thir 2 dén thir 7 lam ca Séng, chiéu va Hanh chinh
thi check vao ca Sang, Chiéu va Hanh chinh va tir
thir hai dén thtr bay, chii nhat khong lam thi dé
m— tréng -> dong ¥.
° X6a ca tat ca: chon lich trinh can x6a ca -> nhén nut x6a ca tét ca.

Sap xép lich trinh cho nhdn vién: chirc ndng nay cho phép chiing ta gan ca cho nhan vién, tai vi
khi nhan vién mdi dang ky va tai vé phan mém thi chi la 1 nhan vién va chua hi€u ca lam viéc, vi the
chung ta phai gan ca cho nhan vién.

Chon menu Cham Cong -> Sap xép lich trinh cho nhan vién.
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Chon bo phan co nhan vién can gan ca -> check vao 6 phia trudc ma nhan vién, check
nhirng nhan vién nao la cung 1 lich trinh (néu nhan vién lam cung lich trinh nhiéu qua, co6 thé dé
chuot tai danh sach nhan vién -> click phai -> chon tat cd) -> Lich trinh vao ra (chon lich trinh dé
phan mém sap xEp gid vao, gio ra) -> Lich trinh 1am viéc (chon lich trinh c6 chira ca lam viéc
cua nhan vién) -> Luu sap xép.

bé bo sap x€p -> check chon nhitng nhan vién can bd sap xép -> Bd sap xep.

Phép nam: khi nhan vién nghi phép nam thi chung ta c6 thé dung churc nang nay dé dang ky
phép ndm cho nhan vién.

Menu Cham Cong ->

5
@
f

L

° Thém phép nam cho nhan vién:

+ Chon phong ban c6 chira nhan vién nghi phép nam -> check chon nhan vién
nghi phép nam -> chon thang -> check chon ngay nghi (néu nghi nira ngay thi
check vao ntra ngay, nghi 1 ngay khong check chon nira ngay) -> Cap Nhat.

. Xoa ngay nghi phép nam cho nhan vién: chon nhéin vién c6 ngay nghi phép nam
can xoa -> Xoa.

° Néu mudn xoa tit ca phép nim cua nhan vién nao d6: chon nhan vién -> Xoéa tat
ca.

Di cong tac: chue nang nay cho phép khai bdo di cong tac cho nhan vién.

— = e Thém di cong tac cho nhan vién: chon phong
R R [ '_" ban -> check chon nhan vién -> chon thang
 frwr ez o: o -> chon ngay -> chon ca lam viéc -> nhap ly
Do [ do -> Cap nhat.
— s 03
o | e BEE emBRRER SR e X6a cong tac cho nhan vién: chon nhéan vién

Cép st X63 Xdatdtca

R e e R -> chon ngay cong tac cua nhan vién -> Xoa.

® X0a tat ca cong tac cho nhan vién: chon nhan
vién -> X0a tat ca.

o« ) >

Khai bdo céc loai nghi va ky hi¢u.

Céc ngay 18: menu Chim Céng -> Khai Bao Cac Loai Nghi va Ky Hiéu -> Céc ngay 1.
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frmThemngayLe: =i

o TR R e Thém moi: nhan nut Thém méi ->

oo nhap thong tin ngay 1€ -> Luu.

Tén Quéc khanh Qubc khanh 02/09/2015

A e Sira thong tin ngay 1&: chon ngay 1é
can sura -> stra thong tin -> Luru.

Ghi chi 0z /05 /2R =

T T e Xo6a: chon ngay Ié can xo6a -> Xoa.

Ky hiéu chim coéng: menu Chidm Coéng -> Khai Bao Cac loai nghi va ky hi¢u -> Ky hi¢u cham

Nhap ky hiéu chdm coéng -> Luu.

B k¥ higu chim céng x|
Ma KHO0007

Bi tré Tr

VE sdm: =m

Bi lam va vE ding gid: =

Tang ca: e+

Thigu gid vao: |

Thigu gid ra =]
Vang:

Chua x&p ca &)
Phép nam: P
Ngay |& L
Cong tac: cT
VE iré Wit
Cudi tudn: |

, . [ )
Céc Loai Vang: menu Cham Cong ->KhatBdo-CacLoatrNghi Va Ky Hi¢u -> Cac Loai Vang.

T x A ra. A - A L A
e P cina. * o Thém mo6i: nhan nit thém moi -> nhap
e s cic b ving S— thong tin loai vang -> Cap nhat.
Mé ta MO T4 WAL Dung
§ hisu » Nira ngay nghi o6 phéy P2 ~ ” ~ . . z . z
. — Mg 4 e Stra thong tin loai vang: chon loai vang ->
Mghi theo ch& & BHXH D1 v ” A . A A
na e auy .. L 4 stra thong tin-> Cap nhat.
NgHi bérh B = * *
Targ & TL = ’ N
meinen v = ]| @ Xoa: chon loai vang can x6a -> Xoa.

Thém gio: khi nhan vién quén cham céng, nhung dé tinh du cong thi ta co thé thém gid trén
phan mém.

Menu Cham Cong -> Thém gid.

I ERE T =1 Chon phong ban ¢ nhan vién can thém gid ->
= — check chon nhan vién -> chon thang -> chon
ngay -> néu mudn thém gid nao thi chon gio
d6 (néu mudn thém gio vao khong thém gio ra
thi chon gio vao va bdé chon gio ra) -> stra gio
S —— ___ cAn thém -> Thuc hién.

Khai bao vang cho nhan vién (cho phép khai bao bao vang nghi ché do cho nhan vién)
Menu Cham Cong -> Khai bao ving cho nhan vién.
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e Khai bao ving cho nhan vién: chon phong ban -> check chon nhan vién -> chon thang
> chon ngay -> chon loai ving -> nhap thong tin -> Luru.

e X6a vang cho nhan vién: chon phong ban -> chon nhén vién -> Xoa.

e Xo6a tat ca loai vang cho nhéan vién: chon phong ban -> chon nhan vién -> Xoa tat ca.

BAO BIEU :

Gi0 cham cong: menu Bao Biéu -> Gid cham cong.

o s Miracosa

Chon phong ban hodc
cong ty -> chon nhéan
I vién riéng 1¢ hoac click
phai trén danh sach
nhan vién chon tit ca
> chon tir ngay dén
ngay -> chon hang doc
hodc hang ngang ->
Céap nhat.

Chon phong ban -> chon nhén
vién -> chon tor ngay dén
ngay -> Xem gio.

Excel

Nhén vién hién hanh (di€m danh nhan vién): menu Bao Biéu -> Nhan vién hién hanh.

Chon ngay -> check Toan bd hodc
=== chi nguoi dung hoac Theo phong
ban -> Cép nhat.
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Tinh cong va in bao bicu:

menu Béo Biéu -> Tinh cong va bao bicu

S
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Chon phong ban hodc
cong ty -> chon nhan
vién -> chon tir ngay
dén ngay -> check
vao c6 tinh luong
(méu mudn  tinh
luong), nhap tinh
cong -> Tinh cong.

Bao biéu: chi tiét
tirng nguoi tung ngay.

Bao biéu: chi tict thoi
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Béo bi¢u: Bang luong ting nhan vién.

Két thic tinh cong va tinh luong.

o<-0d

i Coang ty chuung toai chuyean cung caap cauc loaii mauy
vaén phogng sau :

1 Mauy chaam coéng vaan tay 1 Mauy fioung coang vaén

1 Maly chadm coéang kiedm soaut cola 1 Mauy in bill (dueng keat noai véui mauy
ra vago chaam coéang)

1 Mauy chaam coang khuoan maét 1 Mauy fieam tiean, fiegn soi tiean

1 Mauy chaam coéng thed caim éung 1 Mauy kiedm tra ngoaii ted

"1 Mauy chaam coéng thel giaay "1 Thel calm 6éung, thel t6g, thel Mifare,
1 Mauy tuaan tra bado vead thed mad vaich

") Mauy huyd giady "1 Thel Nhaén Vieén, thel chadm coéng

1 Linh kiedn mauy chaam coang cauc loaii...
5~ Doch vui séla ch66a mauy, thay moic in, ruy baéng chaam
coang taan nai...

RAT HAN HANH BU'QC PHUC VU QUY KHACH HANG
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