Huéng dan sir dung phan mén FTA 2.2

1.Hé Théng ,
1.1Tham s6 hé thong

Céu hinh tham s hé thdng 1a chirc ning giup ban khai bao cic tham sé ban dau
cua h¢ thong, dac biét 1a tham s6 ki€u may bén trong tham s6 h¢ thong. dé truy cap
chtrc nang nay cac ban chon muc h¢ thong -> Tham s6 hé thong.

i i e S Aen i

Hethdng | Danhmuc Quanljchimcéng Maychdmcong Baocao Céngcu  Trogiup  Thoat
Tham =d hé théng am
e e e e ; mr-,_
Taikhoan dang nhdp  » @ e

Ciiu hinh CSDL fhaibdoca  Lichtnhea B phan Nhan vién Danh sich Déng ky Bang kY U Gla digm Eau cdo
nhan vién vang mat danh
Thoat
) % Line 01 Théng 0172017 |4 Neaybdtdau 01 & Hiloc [# Tho#t
® .{G Merchandiser
=2 &; Finance

-6, Admin/HR &}, Bang cong [} Bimutn [i7) va sam 45 Lam then [E) ving ma1 [%] vao @ =] B0 can knic
r go |. 3 - x

B ‘?ﬁ Line 02 C3u hinh hé théng DI
-, Warch
oG, e ME NV muon eom TGN anipen  Congim | Ghichd

- digy Cutting

;; ga |(; W, Tendonvi ,
B, Line 04 7] Hén i nhn vian d nohi vi

&, Line 03

o4 Lrets \ ‘/
& 8 nets Kigu may Realand T TStichcing Lécéng - 1

el &a Finishing
B % Im/Ex Nouing loc iy 3 Nguing xda 99999

&£, IT/ERP

& A;; Sample

=3 .;a Production Mgr 1) Cap nhit [& Thost
£ m., ac

= AQ Machenic

E 5; Cleanr

e .Q; Taskforce
&£, sop
-fig, Line 07

FTA Team: 380 nhan vién

Tai form céu hinh hé théng bao gém cac tham so:

1. Tén don vi: la tén don vi — cong ty su dung phan mém. day 1a tham s s&
hién thi 1én cac bao cdo cham cong vé sau nay.

2. Hién thi nhén vién da nghi viéc: khi chon tinh ning nay, cac nhan vién c6
tham sb ngay két thiic 1am viéc trong thong tin nhan vién nhé hon thoi gian
hién tai s& van duoc hién thi trén cay nhan sy vao cac bao cdo. Néu khong
chon tinh ning nay, cic nhan vién co thoi gian ngay két thuc 1am viéc (Ngay
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ra trong thong tin nhan vién) nho hon mdc 23 gid 59 phit ngay cudi cung
trong thang hién tai s& dugc an khoi cdy nhan vién va cac bao cao vé sau.

3. Kleu may: la hang may chdm cong ma don vi dang su dung, déy la tham sd
can duoc cau hinh chinh xac dé phan mém co thé két ndi duge voéi may
cham cong. Néu chua chic chan hién tai minh dang st dyng may cham cong
ctia hang ndo, cic ban c6 thé lién hé truc tiép don vi cung cép thiét bi dé co
thé khai bao chinh xac.

4. TS tinh cdng: 1a tham sd quyét dinh céc tinh cong 1am viéc cia cong nhan
vién trén cc bdo cao chim cong vé sau. néu cac ban chon tron cong, phan
mém s& 1am tron di 1én bang hé s6 cong trong ca lam viéc ma nhan vién do
1am néu nhén vién d6 ¢ lam viéc bt chip nhéan vién d6 c6 vé som hoic di
mudn (vd: ca lam viéc quy dinh 1a du 480 phut duoc tinh 1 cong, nhan vién
chi can 1am nhiéu hon 1 phut 12 duoc tinh 1 cong), néu ban chon 1¢ cong thi
phan mém s& tinh theo cong thirc gio lam duoc / gio 1am tiéu chun nhan véi
hé sb cong cua ca lam viéc (vd: ca lam viéc quy dinh 1a da 480 phut thi dugc
tinh 1 cong, nhan vién di lam duoc 240 phut thi s6 cong dugce tinh cho nhan
vién 1a 0.5 cong).

5. Nguwong loc: day 1a tham sb giup phdn mém loc ra cic gid chim cong gan
nhau ctia nhan vién trong nguéng loc nay. vd: tham sé nguéng loc dit 1a 5
toan bd cac gid chdm cong trong vong 5 phit cia nhan vién tinh tir gid chdm
cong gan nhat sé& bi loai bo (nhan vién chdm cong vao lam viée lic 8 gid 0
phut 30 gidy, dé chic chan 1a da cham cong thanh cong, nhan vién nay cham
cong thém lan nita lac 8 gio 1 phut, phan mém sé& loai 1an chdm cong luc 8
gio 1 phut va chi giit lai 1an cham cong lac 8 gid 0 phit 30 gidy dé tinh gio
lam).

6. Ngudng xéa: cic may chdm cong déu co bo nhd ban ghi céng ctia nhan vién
trén may, tuy timg thiét bi ma sé& c6 dung luong bd nhé khac nhau. Mdi lan
cham cong ctia nhan vién may chim cong s& luu lai thanh 1 ban ghi (tuy
may) va khi dung lugng ban ghi vugt qua s6 luong toi da ma thiét bj co thé
Iuru trix thi thiét bi s& bao “Bo nhd bi day (tuy may) va nhan vién khong thé
thue hién chidm cong dugc nita (mot s6 hang may s€ xoa ban ghi ci nhat di
va de 1én ban ghi maé1). Tham s6 ngudng xda nay s€ tu dong xo6a cac ban ghi
chdm cong ( sau khi d tai toan bo dit liéu chim céng vé phan mém) cia
nhan vién trén may cham cong néu nhu s6 ban ghi trén may cham cong vuot
qua nguong cho phép nay.

1.2 Tai khoan dang nhap.
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1.2.1 Quan Iv quveén st dun

Chure nang quan Iy phan quyén 13 chtrc ning gitip ban c6 thé phan quyén sir dung
cac tinh nang trén phan mém, khai bao nay s& 1am co so dé ban dinh nghia quyén
st dung bén trong tai khoan dang nhap khi ban thém md&i hoac chinh sura (vd:
quyén admin c6 thé duogc sir dung tt ca cac tinh ning, quyén user chi duoc sur
dung vai tinh ning va bd phan ma ban phan quyén). Dé truy cap vao chirc ning nay
ban chon menu H¢ théng -> Tai khoan dang nhap -> Quan ly quyén su dung.
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Line 01: 37 nhan vién
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Vung 1 1a danh sach cac quyén da duoc khai bao trén phan mém

Tén quyén: 13 tén quyén sir dung.

Chure nang: 1a danh sach cach chirc nang duoc phép/khong dugc phép st
dung.

4. Bo phan: 1a danh sach cac bd phan ma quyén nay dugc phép quan ly.

bl

e Détao quyén moi, ban bam vao nit “Thém m(’n , dién tén quyén mudn thém
moi, tiép theo ban nhin vao tab “Chirc nang”, chon cac chirc ning ma quyén
nay co thé duoc st dung trén phan mém (co thé xem, stra dit liéu, xoa dit
liéu), sau d6 chon sang tab “Bo phan quan 1y dé chon cac bd phan ma
quyén nay dugc phép quan 1y. Sau khi khai bao xong, cac ban bam “Luu” dé
thém quyén mai.
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e D¢ chinh stra quyén da duogc dang ky trude do, ban chon tén quyén trén danh
sach can sua (trong vung 1) sau do tién hanh stra cac thong tin can thiét ro
bam “Luu” dé€ Iuu lai cac chinh stra.

1.2.2 Quan ly tai khodan dang nhap

Quan 1y tai khoan dang nhap 1a chirc ning gitip ban c6 thé quan 1y cac tai khoan
dang nhap vao phan mém, ddy la chtrc ning khong bét budc phai khai bao khi sir
dung vi mic dinh phan mém s& bo qua yéu cau ding nhap phan mém néu nhu
khong c6 it nhat nhat 1 tai khoan ding nhap khai bao trudc d6. Pé sir dung chirc
ning ndy trén menu ban chon Hé théng -> Tai khoan ding nhap -> Quan Iy tai
khoan dang nhap.
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Line 01: 37 nhan vién

Tai form quan ly tai khoan dang nhap phﬁn mém s& liét ké cho ban cac tai khoan
da duoc khai bao trude do:

5 L. , I:}[—jThem )
e D¢ tao moi tai khoan dang nhap ban nhat vao ntt “Thém” . Tai
form thong tin tai khoan dang nhép, ban tién hanh khai béo:
e Ho vatén (2): 1a ho va tén cia nguoi sir dung tai khoan dang nhap
nay.
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e Tén ding nhap (3): 1a tén dang nhap dé nguoi dung sir dung dé dang
nhap vao phan mém.

e Quyén (4): 1a quyén han ma nguoi dung nay duge phép sir dung trén
phan mém (d3 khai béo trudc d6 & myc Quan 1y phin quyén).

e Mat khau (5): 1a mat khau dang nhap dé dang nhap vao phan mém.

sau khi khai bio xong, nhan luu dé thém méi tai khoan dang nhép.

e Dé chinh st cac thong tin trong mot tai khoan da dugc khai bao trude do,

cac ban chon tai khoan mudn sira trén danh sach tai khoan dang nhap (1),
e | S .

nhan nut “Sua” . Tai form thong tin tai khodn dang nhap ban
tién hanh chinh sira cac thong tin mudn chinh stra réi bAm luu dé luu lai
thong tin ban vura chinh sura.

e Dé x0a tai khoan dang nhap khoi h¢ théng ban chon tai khoan mudn xda trén

@ ¥oa

danh sach tai khoan, nhan nuat “Xoéa” dé xoa tai khoan da

chon.

2.Danh muc
2.1 Ca lam viéc

Chtrc nang quan ly ca lam vi¢c 1a chirc nang 1iét ké — quan 1y céc ca lam vi¢c
duoc khai bao trén hé théng, tai day ban co thé thém méi — chinh stra cc ca lam
viéc theo thyc t& chdm cong tai cong ty ban. Noi ki hon vé ca lam viéc, ca 1am
viée 14 cac tham sd khai béo cach tinh gio, thoi gian lam viéc tiéu chuan dé phan
mém c6 thé dua vao cac tham sb di duge khai bao nay tinh ra thoi gian lam viéc
ctia nhan vién. dé truy cap vao chirc ning nay, trén menu hé théng ban chon Danh
muc -> Ca lam viéc.
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FTA Team: 380 nhan vién

Giao dién quan 1y ca lam viéc
Tai day lién ké danh sach cac ca lam viéc da duoc khai bao.

Thém mdi ca lam viée

EjThém

bé thém madi ca lam viéc, ban nhat nat
Form thong tin ca lam viéc hién ra:

dé thém moi ca lam viéc.
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Ca lam viéc

Ténca

Vit tat HC

Khai bdo chung | Tham sé tinh gid khac |

Kigu tinh gid

[ Ca qua dém

Bigm danh d3u tién va cufi cing

Thdi gian lam viéc
Bat diu lam visc
Bat d&u vao ca
Bat d&u ra v

Bat d&u nghi gitia ca

Thong sd tinh gid
Lam thém t&i thifu trudc ca
Lam thém t&i thifu sau ca
Cho phép di mudn
Cho phép V& sdm
Blan vi lam tron

Hé =& cong
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K&t thic 1am vigc
FEt thiic vao ca
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Kt thic nghi gitia ca

1700
12:00
23:00
13:00

[ Tinh I&m thém tnidc ca

[¥] Tinh 13m thém sau ca

A 4k 4k
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[¥] Trithdi gian di mudn vao théi gian lam

|%f| Trlthdi gian v& s6m vao thdi gian [am

=1 - - - - Y
|| ¥héng c&n chém cing vao ca

[] Khéng cén cham céng ra v&

Thdi gian lam viéc: 430 phit
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e Tén ca: la tén ca lam viéc.

e Vieét tat: 1a ky tu viéc tat cua ca lam viéc nay, té€n viét tat nay s€ hién thi Ién
trén cac bao cdo cham cong vé sau nay.
e Kiéu tinh gio: 1a cach dé phan mém lay cac gio cham cong cua nhan vién dé

tinh cong bao gom:

e Piém danh dau tién va diém danh cudi cung: phan mém s€ lay lan
cham cong dau tién trong ca 1am viéc va 1an cham cong cudi cing cua

ca 1am viéc dé chim cong, cac gid chdm cong ¢ giita s& bo qua (vd:

nhan vién cc’)‘4 151} chim péng trong ca lam viéc la 8:30, 12:00, 14:30
va 18:00, phan mém s¢€ lay gio dau tién 1a 8:30 va cuoi cung 1a 18:30

dé tinh gid va bo qua — khong xét dén cac gio cham cong ¢ gitia la

12:00 va 14:30).
e Vio dau tién va ra cudi cung: néu chon kiéu tinh gio nay, phan mem

s& lay gio cham cong vao dau tién trong ca lam viéc va gio vao cudi
cung trong ca lam viéc dé thuc hién tinh g10 lam viéc cho nhan vién

lam ca nay (gi¢ cham cong vao/ra dugc xac dinh bang tham so6 “Kiéu
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xac dinh ra vao” trong thong tin lich trinh lam viéc) va bo qua cac gio
cham cong khac. Vd: nhan vién c6 5 lan chim cong trong ca lam viéc
nay gdm 8:00 vao, 11:00 ra, 13:00 vao, 18:00 ra va 18:05 vao, phan
mém s& 14y thoi gian vao dau tién 1a 8:00 va ra cudi cung lac 18:00 dé
tinh gio 1am viéc va bo qua — khong sét dén cac gid 1am viée khac 1a
11:00, 13:00 va 18:05.
e Tit ci cac cip vao ra: néu chon kiéu tinh gio ndy no sé lay cac cap
vao ra gﬁn nhau nhét dé tién hanh tinh gi0 lam viéc cho nhén vién lam
ca ndy. lay vi du: nhan vién c6 5 1an cham cong gom 8:00 vao, 11:00
ra, 13:00 vao, 18:00 ra va 18:05 vao, phan mém sé lay cac cap 8:00 —
11:00, 13:00 — 18:00 dé tinh gio va bo qua lan chan cong lac 18:05.
Ca qua dém: 13 tham s6 nhim dinh nghia cho phan mém biét dugc ca lam
viéc ndy c6 thé 1am qua mée 23:59 (Iam qua dém dén hom sau) sang ngay
1am viéc ké tiép hém sau.
Bit diu lam viéc: 1a mdc bat dau 1am viée trong ca 1am viée nay ctia nhan
vién.
Két thic 1am viéc: 1a mdc két thac 1am viée trong ca lam viéc ndy ctia nhan
vién.
Bit diu vao ca va két thiic vao ca: day 1a 2 moc thoi gian gitip phdn mém
x4c dinh ca lam viéc cta nhan vién, néu nhan vién chim cong vao lam viéc
trong khoang thoi gian ndy thi phin mém sé& hiéu 1a nhan vién nay hom do
lam viéc & ca ndy (s xét thém ca tham sb bat dau ra va két thic ra). C6 thé
hiéu ndm na day 1a khoang thoi gian chim cong vao ca ctia nhan vién. VD:
ban c6 ca lam viéc hanh chinh bat dau lam viéc lac 8:00, ban c6 thé dién
tham s bat dau vao nho hon mdc 8:00 ra xa mét chuat 13 6:00 (dé nhan vién
dén sém van c6 thé chim cong vao lam viéc dugc) va tham s6 két thuc vao
16n hon mdc 8:00 ra xa mot chat 1a 10:00, nhan vién chim cong vao trong
khoang thoi gian 6:00 dén 10:00 thi phan mém hiéu 1a dang di 1am viéc ¢ ca
hanh chinh.
Bit dau ra vé va két thiic ra vé: twong ty nhu 2 mdc trén, day 1a khoang
thoi gian ma nhan vién chidm cong c6 thé chdm cong két thuc lam viéc. Luu
¥ mot chit 1a mdc két thic ra vé nén dé lon hon mde két thuc lam viée dé
khi nhan vién & lai 1am thém thi phan mém van c6 thé tinh duoc thoi gian
lam vi€c cua nhan vién.
Bit diu nghi giira ca va két thic nghi giira ca: day la khoang thoi gian
nghi giira ca lam viéc ctia nhan vién, phin mém sé trir thoi gian nghi gitra ca
nay vao thoi gian 1am. VD: ca hanh chinh bat dau lam viéc luc 8:00 va két
thic lac 17:00, tong thoi gian trong ca 13 9 tiéng, néu dat thoi gian nghi tir
12:00 dén 13:00 thi phan mém s& trir khoang thoi gian nghi 1 tiéng vao thoi
gian 1am va thoi gian 1am tiéu chuan cia ca nay 14 8 tiéng (480 phiit).
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Lam thém tdi thiéu trwée ca: lam thém trudce ca lam viéc 1 khoang thoi
gian ma nhan vién chdm cong vao truéc mdc thoi gian bat ddu lam. Lam
thém tdi thiéu trude ca 1a sd phat 1am thém tbi thiéu trudce ca 1am viée dé
phan mém c6 thé tinh ting ca trude gio 1am viéc cho nhan vién. Pay 1a tham
sO lam t6i thiéu, néu s6 phat lam thém trude ca nhé hon tham sé nay thi s&
khong duoc tinh.

Tinh lam thém tdi thiéu trwée ca: néu tich chon chire ning nay, phin mém
s& tinh thoi gian 1am l1am thém trudc ca, néu khong khong chon thi phan
mém sé& khong tinh thoi gian 1am thém trude ca.

Lam thém toi thiéu sau ca: tuong tu nhu lam thém trudc ca, 1am thém sau
ca 1a khoang thoi gian lam viéc sau mébc két thiic 1am viéc cta ca. Lam thém
t6i thiéu sau ca 1a s6 phut 1am thém t6i thiéu ma nhan vién phai dat duoc dé
phan mém bt dau tinh lam thém.Vd: ban 1am thém ti thiéu sau ca 1a 10
phut nhung trén khai bao ca nay, tham sb 1am thém tdi thiéu sau ca 1a 15
phut thi 1an lam thém nay khéng duoc tinh 1am thém.

Tinh lam thém sau ca: gio lam thém sau ca chi dugc tinh khi ban chon
chire ning nay, néu khong chon thi phin mém sé& boé qua khong tinh gio 1am
thém sau ca lam viéc cuia nhan vién.

Cho phép di muén: 13 s6 phit cho phép di mudn khi nhan vién vao lam
viéc.

Trir thoi gian di mudn vao thoi gian 1am: Néu chon tinh nang nay thi phan
mém sé& trir thoi gian di muodn vao tong thoi gian nhan vién lam duoc trong
ngay, néu khong chon phan mém sé& khong trir thoi gian di mudn vao tong
thoi gian lam viéc trong ngay (vd: nhan vién di mudn 5 phut, tong thoi gian
lam viéc 13 480 phut, néu chon tinh ning nay thi thdi gian 1am viée cliia nhan
vién nay 1a 475 phat, néu khong thi van 1a 480 phut).

Cho phép vé sé'm va trir thoi gian vé sém vao thoi gian 1am: tuong tu
nhu cho phép di mudn va tir thoi gian di mudn vao thoi gian lam.

Pon vi lam tron: 1a don vi 1am tron thoi gian 1am cta nhan vién, tham s6
nay duoc tinh dya trén cong thire: thoi gian lam = (phut 1am thyc té / don vi
1am tron) * don vi lam tron. 1dy vi du: néu don vi lam tron 13 5 phut thi cir
mbi block 5 phut thi phan mém dém 1 1an, néu nguoi dung 1am duoc 4 phit
thi tinh thanh 0 phit, néu 1am 6 phut thi tinh 5 phat, néu lam 9 pht thi tinh 5
phut, néu 1am 11 pht thi tinh 13 10 phat. Dé don gian thi mic dinh ban co
thé dat1a 1.

Khong cin chim vao ca: néu thyc té cong viéc cta cong ty ban chi can
cham cong ra vé ma khong can chim cong vao ca, ban ¢ thé st dung tinh
nang nay. Neu nhan vién di 1am ca ndy ma khong c6 gio chAm cong vao thi
phan mém van sé tinh gio 1am viéc cho nhan vién binh thuong dwa vao thoi
gian ra ciia nhan vién.

Khong can chiam ra ca: tuong tu nhu khong can cham vao ca.
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e Hé s6 cong: day 1a tham sb quan trong ban can luu y. Hé sé cong 1 hé sb
ma phan mém s& tinh cho nhan vién khi di 1am & ca nay, hé sd cong dugc
tinh theo cong thire: (thoi gian lam thyc té/ thoi gian lam tiéu chudn) * hé sb
cong. VD: néu hé s6 cong 1a 1 va thoi gian lam tiéu chuan 14 480 phut (8
tiéng) thi cir du 480 phut thi phan mém sé& tinh cho nhan vién lam dugc 1
cong, néu chua du thi phan mém s& xét dén tham sé “TS tinh cong”
trong Tham s6 hé thong.

Ca lam vigc : =
Ténca Hanh chinh fGray ntr e Bigm danh d3u tién va cudi ciing -
Vigt 5t HC [ ca qua dém

[ Khai bao chung | Tham s& tinh gid khac |
Tham =4 tinh gid qua dém

[T Tach thdi gian |am ngay va lam dém

Moudng noay 0600 = Mguiging dém  23:00 2
[ Ehéng tinh di mudn 5@ phdt nghi trudc kchi I&m thém 0 =
[] Khéng tinh w& sdém [¥] Uu g8 vdo ca [] La ca lam thém
[ B thdi gian lam thém vae thdi gian [&m ¥ Uu daira ve

Ghi chi

Théi gian I&m vidc: 480 phit ol il ¥da [= Thost

e Tham sétinh gio qua dém: ddi véi cac cong ty co chinh sach tra lwong theo
khung gid 1am ngay riéng va khung gid 1am dém riéng thi c6 thé st dung
tinh ndng nay, tinh nang nay s€ giup ban chia thoi gian lam viéc ra ngay va
dém (2 cot lam viéc ngdy va dém trong bio cdo chim cong vé sau), cac gio
lam viéc trong ngudng ngay s€ duogc tinh la gid lam vi¢c ngay, néu khong thi
nguoc lai. néu khong sir dung chic ning nay thi mic dinh cac gio 1am
viéc s€ dwgce tinh 1a lam ngay.

e Khéng tinh di mudn: phan mém sé khong xét di mudn néu kich chon chirc
nang nay.

e Khong tinh vé sém: twong ty nhu khong tinh di muon.
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e Bu thoi gian lam thém la thoi gian lam: néu str dung tinh ning nay, phan
mém sé& ty dong trir thoi gian lam thém dé bu vao thoi gian 1am bi thiéu cua
nhan vién (do di mudn hoic vé sém) dé dam bao du cong cho nhan vién.

e S6 phiit nghi trudc khi lam thém: day 1a sé phat nghi truée khi lam thém
sau ca, phan mém s& khong tinh 1am thém vao thoi gian nghi nay. VD: méc
két thiic ca 14 17:00 va tham s6 nay dat 1a 15 thi phan mém sé tinh lam thém
bat dau tir 17:15.

e U'u dii vao ca: dbi voi nhitng nhan vién duoc ding ky vu dii (cho phép vé
som hodc cho phép di mudn) thi néu str dung tinh ning nay thi nhitg nhan
vién duoc ding ky s& duoc phép wu dai dau ca. VD: nhan vién duoc ding ky
wu dai thai san (cho phép di mudn 30 phat) thi néu di 1am viéc & ca ndy va
chirc nang nay dugc chon thi trong khoang thoi gian 30 phut sau gio vao lam
viéc thi nhan vién khong bi tinh 1a di lam muon (bat chap thoi gian cho phép
di mudn la bao nhiéu), néu khong chon thi phﬁn mém s& xét di mudn binh
thuong.

e U dii ra vé: twong tuy nhu vu dii vao ca.

e La calam thém: néu sir dung tinh ning nay thi toan bo thoi gian lam viée &
gid 1am chinh s& dugc chuyén thanh thoi gian lam thém va cong lam s&
chuyén véo0.

Stra thong tin ca.

D¢ stra lai cac thong tin ca lam vi¢c, ban chon ca lam viéc can sua trén danh sach
. , B s . . g

ca lam viéc, nhan nut , Tal form ca lam viéc ban ti€n hanh stra cac

thong s6 can stra sau d6 bam “Luu” dé luu lai thong tin ma ban vira chinh stra.

2.2 Quan lv lich trinh lam viéc

Lich trinh 1am viéc 1a chic nang khai bdo (nhdém) cac ca [am viéc ma nhan vién
c6 thé 1am trong mot ngay dé phan mém co thé tim ca lam viéc ma nhan vién 1am
trong ngay (vd: ban c6 4 ca lam viéc gom HC, Cal, Ca2, Ca3 va c6 2 ddi tugng
lam viéc khac nhau 1a nhan vién van phong chi lam ca hanh chinh cong nhan lam
viéc khong ¢ dinh & Cal, Ca2, Ca3, ban s& phai khai bao 2 lich trinh khac nhau la
lich trinh s6 dau tién s& nhom ca HC vao lich trinh nay va lich trinh thir 2 nhém cac
ca Cal, Ca2, Ca3 vao lich trinh con lai). Dé truy cdp chirc ning ndy, trén menu ban
chon Danh muc -> Lich trinh lam viéc.
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/& Phan mém chim cong tu dong FTA 22 || — —

Hethéng | Danhmuc | Quénljchimcéng My chimcong Bdocée Céngecu Trogiup  Thoat

Browmes ] &@ & ® ® ® @ & @

My cham B& phénsphéng ban Lich trish ca B3 phan Mhinvisn  Danhsach Dilg Byl Gid digm Béo oéo
cong nhéin vign véng mét darh
Nhin vién

Ly do véng mit = - ‘
..... R: Vu dai aj-rhem @’S'h @] *éa Eme‘ E:b Thodt

Dan tée

Tén lich trinh Vit tht Ghi chi

Chire vy !
Lam hanh chinh HC

% Line 02
-6, Warehouse
b& Cutting
----- & Line 03
-8, Line 04
-, Line 05

£, Line 05
----- &g, Fiishing
a‘ﬂ Im/Ex
----- &g, T/ERP

£Q sample
-, Production Mg
5& ac
----- & Machenic
5& Cleanr
-6, Taskforce

£, Sop
----- & Line 07

-Q

FTA Team: 380 nhan vign

Tai Form quan 1y lich trinh lam viéc, phén mém s& 1iét ké cac lich trinh da duoc
khai bao trudc d6 nhu hinh bén trén.

Thém moi lich trinh lam viéc

/‘1 ~ r.. . \ \ A /{ amém /‘7\ A r.. M \
Dé thém moi lich trinh 1am viéc ban nhan dé thém méi lich trinh
lam viéc. Form lich trinh ca hién ra gom cac thong tin sau:
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Lich trinh ca —- |@
Tenlichtrinh | BN LIRthea Vit tat HC
Kéuxdc dinh - ¥en ké trang théi - Ghi chi &
A/ Thit trong tuan
T2 iE T4 T5 B i N
b HE HC HC HC HC HC HC

Ca lam viéc ma nhéan vién ¢o thé lam viéc
¢ thir 4 hang tuan

&'\ Chi tigt ca B Lo il Xoa [# Thoat

Tén lich trinh: 1a tén cuda lich trinh lam viéc ma ban dinh khai bao.

Viét tit: 1a tén viét tit cua lich trinh 1am viéc nay.

Kiéu xac dinh: 13 kiéu x4c dinh trang ra/vao khi chAm céng ctia nhan vién,
kiéu xac dinh nay gom 2 kiéu xac dinh trang thai ra/vao gdm:

e Xen ké trang thai: néu chon kiéu xac dinh nay thi phan mém mic
dinh s& tinh cac lan chim cong 1é trong ca lam viéc 14 vao, chin 1a ra.
Vd: 1an thir 1 (16) cham cong ctia nhan vién trong ca lam viéc 1a vao,
lan thr 2 (chin) 12 ra, 1an thir 3 (18) 1a vao. . ...

e Trang thai theo may: néu chon kiéu x4c dinh nay thi trang thai ra vao
ctia cac 1an chidm cong trong ca lam vi¢c s€ duoc tinh theo trang thai
ma may thu thap dugc (trang thai ndy phy thudc vao tham sé “Trang
thai” trong muc théng tin khai bao may chim cong).

Danh sach ca lam viéc: myc nay ta s€ nhom cac ca [am viéc ma nhan vién
c6 thé 1am theo tig ngay trong tudn dé nhan vién c6 thé lam. Vd: vin
phong ban tir thir 2 dén thi 6 1am ca hanh chinh (HC) binh thuong va thir 7
1am chi 1am ca hanh chinh thi 7 (HC7), ban s& dinh nghia tir thtr 2 dén thir 6
1a 1am ca HC va thr 7 1am HC7 va d6i tuong cong nhén tir thir 2 dén chu
nhat c6 thé 1am cal, ca2 hodc ca 3 thi ban chon cal, ca2 va ca3 cho mdi
ngay trong tuan. Pé nhoém ca 1am viéc theo tir th trong tuan, ban nhan vao

elCht&ea | 48 nhom cac ca lam viéc lai:
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| Chitiét ca trong lich trinh =

Thdi 2 |' 7 Cal

Thi 3 | ¥ Ca2

Thii 4 || Hanh chinh

Thi 5 7] Ca 3

Thi 6

Thai 7

\ tich chon cac ca co thé
: lam theo timg thnt
Chon thit trong tudn

|} B6ng ¥ [# Thoat

Sau khi d3 khai bao xong c4c thong tin bén trén, ban nhan = BM4 | 3¢ thém méi

lich trinh ma ban vira khai bao.
Chinh stra thong tin lich trinh ca lam viéc

Pé chinh sta thong tin lich trinh lam viéc da dugc khai bao trude do, ban chon lich

Efsaa

trinh ma ban can chinh stra trén danh sach lich trinh, bam sau do tién

hanh stra cac thong tin lich trinh ma ban mudn stra sau d6 bam Bl dé uu

lai cac thong tin ma ban vura chinh stra.

2.3 Quain ly khai bao b6 phan phong ban

Quan 1y bo phan — phong ban la chirc nang quan 1y cac bd phan — phong ban da
dugc khai bao trude do, tai day ban co thé thém — sira — x6a cic bd phan — phong
ban ma ban mudn. n6i thém vé ¥ nghia cua viéc khai bao bo phén — phong bén trén
phan mém, viéc khai bao cac bo phén — phong ban 1én phan mém s€ giup ban gom
nhom cac nhan vién lai voi nhau dé dé dang cho viéc quan 1y va xuat bio cdo chim
cong vé sau. dé str dung chirc nang nay, trén menu ban vao Danh muc -> B9 phan —
phong ban
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[T Phiin mm chim céng te déng FTA 2.2

—

D - e—

- T

Hé théng

Calam viec

Lich trinh lam viéc

B4 phan - phong ban

Nhan vién

Ly doving mat

3 Uu dsi
& 5; Din téc
.go Chirc vy

Danh muc | Quan by chdm céng My chim céng  Bdo cao

® @

Lichtrinh ca B8 phan

Céngecy Trogup  Thodt

» ® & O

Nhén vién Danh sach Bang ky Bang ky uu
nhén vién vang mat

®& @

G\E dlem Bao cao

nghém [ st

1] 26 Ema [ ozt

-4, T8 2A - Phin xaidng Céing ngh|
- &4, T628 - Phan g cng ngh
&g, Phing KT thidt ké

6, T8 1A - Phan xudng Céing ngH{=
o4, T 4- Phin aing X i NL
&g, Phang Bao v

&g, Té 5- Phin aing Cong nghé)
&8, T8 5- Phén aing i i NL
&g, T § - Phin xidng Cong nghé|
&8, Phytrch PX Xl NL
&g, Phéng Té chic

&8, T8 3A - Phénsaidng Céng ngh|
& £, T8 Hanh chinh

&8, T8 18 - Phénaidng céng ngh
o £, T62- Phan wuidng X NL
w8, Cokhi-Cétgot

g, Phéng KT cd dign

b4, T8 38 - Phanxiang céng ngh| |

Tén céng ty

Phéng KHSX

T8 4 - Phan xudng Céng nghé
T6 Van chuyén

Ta KCS

T& 3B - Phén xuidng céng ngh&
Té 2A - Phén xidng Céng nghé
Té 2B - Phn xidng céng ngh&
Phéng KT thigt k&

T8 1A - Phan xiding Céng nghé
Té 4 - Phian xidng X7 i NL
Phéng Bdo vé

Té 5 - Phan xudng Céng ngh&
Té 5 - Phan xudng X0 I NL

T8 6 - Phan xudng Céng nghé
Phu trach PX Xty NL

Phéng T# chilc

T& 3A - Phén xuidng Céng nghé
Té Hanh chirh

Té 1B - Phan xidng céng ngh&
T4 2 - Phan xudng X7 If NL

Cd khi - Cat got

Phing KT cd dign

Cd khi - Ban quén déc

Phu trach PX Céng nghé

&8, Cokhi - Ban quin déc Co ki - Nausi I
(c2] ‘5; Phy tréch PX Céng nghé T8 Lixe
g i Nau Caikhi - Nausi |
(3-&, Cakhi-Ngudi Il
e B Té 1 - Phénsaiéing X0 L
i S T4 Giao Hing
Té cd dién
*Q Phéng Tai vu

Tén céing ty: 1341 nhan vién

e D¢ thém méi b phan — phong ban: ban chon ddi tugng cha ma bo phan do
nam ¢ bén trong (vd: bd phén ké toan nam trong cong ty A thi chon cong ty
A, néu bd phan ké todn nam trong bo phan van phong thi ta chon b phan

EjThém

dé thém madi bd phan vira khai

van phong) trén danh sach phong ban, nhan , form thong tin

hién ra, dién tén bo phan rdi bAm = B
bao.
e Deé chinh stra tén phong ban: ban chon phong ban mudn chinh stra, bam

Efsaa

va dién tén by phan mudn chinh stra r61 bam luu dé luu lai.

2.4 Quan lv nhan vién

Quan 1y nhan vién 1 chirc ning gitip ban quan 1y cac nhan vién trén hé thng, tai
day ban co thé thém — stra — x0a céc thong tin cua nhan vién nhu anh, ho tén, $6
ID, dia chi.... Bé truy cap vao chirc nang nay, trén menu ban chon Danh muc ->
Nhan vién. Tai form quan Iy nhan vién nhu bén dudi, phan mém sé liét ké cac nhan
vién da dugc khai bao trude do trén hé thong.
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& Phan mem cham cong tu dong FIA 2.2 -y - A =

Hethéng | Danhmuc | Quénljchémcéng Maychimcéng Béocdo Céngeu Trogip  Thoat

H ® B ® @ &

Lich trinh 13m viéc

Mayehn B3 phin - phang ben Whithcs B Wenwn  Dabech  Bold  Gkmigw  G3dén B0 céo ) L o
cding [ Nhanuien nhan vién véng mat dai _ Danh séch nhén vién da duge khai bao
= A; t—: Ly do ving mat
i g '_jThém E,’saa @] Xa Erod E Thoit
2 R e
‘2? Chievu M3 nhan vién Hotén Bd phén Chtic wu Sa1D Giditinh Bia chi Naay véo Noay nghi viéc Ngay sinh
e :; T E— KG 00001 Tren ThiXiém  Line Ol N vién i _ |m/v/z000 01/01/2020 01/01/2000
r ey KG 00077 MaThiThuong  Merchandser  Nan vian |7 _ loer0/2m16 01/01/2030 24/02/1985
; 5& Cutting KG 00033 Nguyen Thi Luong Merchandlser Nhén vign .93 /02006 01/01/2030 24/02/1985
&g o3 KG 00093 G ] R N vién E) | _ |mnoame 01/01/2030 24/01985
5.4, e e KG 00152 Tren ThiHos,  Finance Nnéin vién 152 |o1102018 01/01/2030 24/02/1985
£, Lne 05 KG 0322 Nguyen Thi Tuyet | Finance N vién » _ 04/10/2016 01/01/2030 24/00/1985
i Bg, ne 08 KG 00076 Pham ThiBich  Admin/HR Nréin vien % ne 01/01/2030 24001985
1, Fishing KG 00095 HongThilan  Admn/HR N vién o5 017102016 01/01/2020 /021985
i, I/ KG 00096 CanThiTher  Admn/HR N vien % |o1072018 01/01/2030 24/00/1385
g, ERP KG 0258 TanThiHeng  Admin/HR Nrén vién 28 lo1/10/2016 01/01/2030 24/012/1985
‘ ‘5 ?T‘; . KG 00264 Nauyen Ngoc Ha | Admin/HR [N vign |84 _ |10ame 01/01/2030 24/02/1385
al 2: Q'; LR KG 0027 Pham Thi Thu Tra... Admin/HR Nnén vién P2 /102016 010172030 24/021985
e KG 00663 Nauyen Thi Than... | Admin/HR N vién 668 |oe102m6 01/01/2030 24021885
-8 oar KG 00004 NowenThiHe e 01 K vign 4 |o1/10/2016 01/01/2030 24/02/1985
1B, Tasdoce KG 00005 Nauyen Thi Hue | Line 01 Nrin vién 5 |ov10r20me 01/01/2030 24/00/1385
0 &g s KG 00008 Ta Thi Tha Phuang | Line 01 Nnén vién 3 /102016 01/01/2020 24/00/1985
g, Line 07 KG 00007 Nawyen Thi Hoa  Line 01 Nnéin vién 7 01102016 01/01/2030 24/02/1985
KG 00008 Tren ThiMinh  Line 01 Nréin vien 8 |o1072018 01/01/2030 24/00/1985
KG 00010 Do Thi Yen Line 01 N vén 0 01102016 01/01/2020 24/02/1985
KG 00011 Nauyen Thi Ninh | Line 01 N vign [11 | |mnoz2ms 01/01/2030 24/001385
KG 00012 Nauyen Thi Harh  Line 01 N vién [12 | i 11072016 01/01/2020 /0211985 I
- KG 00013 Phiam Thi Mung | Line 01 Hin vign ) 01102016 01/01/2030 24/00/1385 I

FTA Team: 380 nhén vién

Thém mad1 nhan vién

: . @gmem .
bé thém md1 mdt nhan vién, ban nhan o dé bat dau thém madi nhan
vién. Tai cura sO thong tin nhan vién bao géom cac thong tin:
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Théng tin nhan vién L s "

M3 NV 25
Ho vatén
Bd phan Line 01 -
v Chidc vu -
Kigu lam Lam hanh chinh -
561D 25 = Giditinh  Nam -
+ - [¥] Bude tinh lam thém

Théng tin cd ban | Théng tin khac :

Blia chi
Mgay vao 01/01/2000 = 56 DB
Nggyra 01/01/2030 - Email
Mgay Sinh  01/01/2000 o 56 CMT
D&n toc - Tén gido
N
o' Tao mdi B4 Luiu i Hoa [= Theat

Tai day ban can nhap cac thong tin chinh (cac thong tin khac khong bat budc phai
nhap) sau:

e Mai nhén vién: 13 mi cta nhan vién trong cong ty, mi nay co thé 14 sé hodc chit va
khong dugc trung véi nhan vién khéac trong cong ty va ma nay do ban tu quy dinh
khong theo quy luat nao ca.

e Ho va tén: 1a ho va tén ctia nhan vién.

e B0 phan: 1a bo phan ma nhan vién d6 & bén trong.

e Kiéu lam: 13 lich trinh ma nhén vién d6 lam viéc (da duogc khai bdo trong Quan ly
lich trinh lam viéc).

e S6ID: 13 s6 ID ciia nhéan vién trén may chidm cong, day 13 sb bat budc phai trung
khép véi s6 ID ciia nhan vién trén may chiam cong (trong qua trinh diing ky nhan
vién 1én may chdm cong).
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e Duogc tinh lam thém: néu nhan vién nay dugc tinh lam thém thi ban tich chon
tinh nang nay, néu khong tich chon thi phan mém s€ bo qua khong tinh lam thém
cho nhén vién nay khi tién hanh tinh toan thoi gian lam viéc.

sau khi khai bdo cac théng tin nhan vién xong, ban nhan = ®** | 4& thém méi

nhan vién ma ban vira khai bao.

Chinh stra thong tin nhan vién

D¢ chinh stra thong tin nhan vién, ban chon nhan vién muon chinh sau dé bam

E{saa

sau d6 chinh stra lai cac thong tin ban muon chinh stra sau d6 bam
luu dé luu lai thong tin nhan vién ban vira maéi chinh stra.

Xo6a nhan vién
Pé xda nhan vién, ban chon nhan vién mudn x6a (kéo chuot dé chon nhiéu nhan
, , Xba ,

vién mudn x6a) sau d6 bam dé x6a nhan vién da chon.

14

N /4 Val * N ~ g
Xuat danh sach nhan vién da dugc dang
ky
dé xuét excel nhan vién da duoc dang ky trude do, ban chon ddi tuong mudn xuit

Excel

danh sach trén cdy nhan sy (phia tay phai) sau d6 bam dé xuit ra file

excel danh sach nhan vién ban vira chon.
2.5 Quan lv Iy do vang mat

Ly do ving mat 1a chirc nang giup ban khai bao cac ly do Vang mat, cac ly do nay
s& duoc sir dung dé dang ky vang mit cho nhan vién trén phan mém néu ban muébn
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quan ly. D€ st dung chirc nang nay, trén menu ban vao Danh myc -> Ly do vang

mat.

|& Phiin mém chim céng tu déng FTA 2.2

r o 4

R

Héthéng | Danhmuc | Quan I chim céng

Ca l3m viec
@ Lich trinh l3m viéc

May chan 86 phin - phéng b
i 5 phn - phéng ban

Nhan vién

May chém céng  Bao céo

® @

Lichtrinh ca B8 phan

Céngecy  Trogup  Thost
Nhan vign Darh séch Bangky Bang kyl]u G.a mem Bac cdo
nhén vién vang mat

_Danh sach Iy do viing mét di dugc khai bio

e A davingmat

Uu dai

Dan toc

EEEE

Chic vy

aThém

B s

i e Eocel

[ meat

/

£ Une 02
1B, Warshouss

£ Line 05

5& Finishing

£ /e

1 1T/ERP
£, sample

18, Production Mgr
8 oc

1B, Macheric

5& Cleanr

5& Taskforce

£ sop

1 Line 07

-[a

Tén
Om
Con &m
G déingéy
Thai san
Conbd
Nghi phép
Nghi &
Nghi vi&c khéng ludng
Nghi vigc 6 ludng
Bihoc
Bi hoc nudc ngoai
Bihop
Bi céing téc
Ché d6 phu nhan
Lao déng nahia vu
Naay nghi
Nahi v ke ludt
Mudn cé phép
Sdm cé phép

Tén viét tat

CBPM

e = B ey par g e e =y
o

H& s6 ngay Thuding

H& =6 ngay nghi Ghi chi

FTA Team: 380 nhan vién

Pé thém méi cac Iy do ving mit: ban nhan

thong tin sau:

EjThém

dé thém moi cac Iy do
vang mat. Tai form nhap thong tin khai bdo 1y do vang mat, ban ti€n hanh dién céc
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s Ly do vang mit [ =1 |_ﬂh
Tén y do Bi céng tac
Vigt t&t E
H5 noay thudng 1.0 =
HS ngay nghi 0.0 =
Loai wang mat Caca -
Ghi chi
) Luiu i ¥oa [# Thodt

e Ténly do: laténly do Véng mat.

e Viét tit: 1a ky tur viét tit dai dién cho 1y do Vang mit nay. Tén viét tit ndy s& 1a cac
ky tur hién thi trén cac bao cao chdm cong vé sau nay.

e HS ngay thwong: 1a h¢ so cong duoc tinh ¢ ngay lam viéc thuong trong tuan
(khac chi nhat), day 1a sé cong ma nhén vién duoc cong vao tong cong néu nhan
vién dugc dang ky ¢ ca lam viéc ma ngay lam viéc dugc quan tri vién dang ky
nghi cho nhan vién.

e HS ngay nghi: tuong ty HS ngay thuong, chi khac 1a n6 dugc ap dung cho ngay
chu nhat.

e Loai ving mit: 13 tham s dinh nghia kiéu ving mat. Hién tai phan mém hd trg 3
loai Véng mat la:

e Ci ca: dinh nghia day 1a kiéu vang mit ca ca ca lam viéc, khi ding ky kiéu
vang mat ndy chi dugc xét dén khi nhan vién khong di lam viéc trong ngay
dang ky ving mat.

e Nira ca dau: dinh nghia nhan vién dugc dang ky Véng mat chi ntra ca lam
viéc ddu tién (tinh tir ca mdc vao ca dén mdc bat dau nghi trong ca lam
vi€c). Neu dugc ding ky nghi bang 1y do Vang madt co loai vang madt nay,
phan mém sé& khong xét di muodn cho nhan vién (di mudn = 0).

e Nira ca cudi: twong tu nira ca dau, chi khac 13 4p dung & nira ca sau cia ca
lam viéc (tinh tir mbc két thiic nghi giita ca dén mdc két thiic lam) va phan
mém sé& khong xét vé sém cho nhén vién.

B Luiu

Sau khi nhap cac thong tin trén, ban bam dé thém méi 1y do nghi ban

vua khai bao.
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Pé sir thong tin 1y do ving mit: trén danh sach 1y do vang mat, ban chon 1y do
, , : EfS . .
vang mat ban muon chinh stra sau d6 ban bam , tai form thong tin ly

B Luiu

do vang mat ban ti€n hanh stra cac thong tin can stra sau d6 bam de luu

lai thong tin ban vira chinh sura.

2.6 Quan ly chire vu
Churec nang nay cho phép ban khai bao chirc vu cho toan by nhéan vién ctia cong ty, xi
nghi¢p, nha xudng,... Nhdm phan biét ra nhan vién cap cao va nhan vién cap thap. bé

st dung chirc nang nay vao Danh muc -> Chitic vu
3 phan mm enim cong v aona 71 22 N = eS|

nlychimeéng Méychdmcéng Biocio Céngeu Trogiup  Thodt

@ @ Da@m @ B

Lichtrnh ca B3 phan Nhan vién Banglky  Banghyuu Gid digm
mat dai danh

>

nhan vién véng

an vien
byud;Ting mat By [ sie i %= (F== @ oot [ ™oa

Chite vy

Tén chic v

T Q

FTATeam: Onhén vign

EjThém
chirc vu can thém vao réi bam luu dé luu lai

I 22

bé thém méi chire vu: Bam vao Thém , tal form hién 1én ta dién tén

Y Luiu

Téndantdc Giam Do
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Dé chinh stra hoac xd6a chirc vu: ta chon chirc vu can stra hodc x6a ro6i bam Sura

Efsaa @’ Xéa

hodc X¢ nhu hinh
0oac Aoa u nin
T Phin mém chém céng tu déng FTA [
Hethéng Danhmuc  Quinljchimcéng Méychdmcéng Bdocio Céngeu Trogitip  Thodt
® & & ® ® @ @
May cham Tai dil iéu Khai bio ca Lichtrnh ca B& phan Nhan vién Danh sach Elﬁﬂg Ky Bang ly Gid) digm Béo cdo
céng 1 2 nhén vién ving mit da darh
&g FTATeam
EjThém B«:ei 9 T B e
Tén chic vy

3 Giam D5c

-&

3.Gio diem danh

Gid diém danh 13 chic niang gitp ban quan 1y cic gio chAm cong cua nhan vién
trong cong ty, cac gio chim cong nay 1a dang dir liéu dau vao (chua qua tinh toan)
duoc tai vé tir may chAm cong hodc do nguoi quan tri phadn mém thém vao. é str
dung chtrc ning nay ban trén menu ban chon Quan 1y chdm cong -> Gio diém danh
hodc shotcut trén thanh cong cu.
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[ Phan mém chim céng tu déng FTA 2 B B (T |
Héthéng Danhmuc Quinlychimcong Maychimecong Biocée Céngew Trogup  Theat
® & " ® & &
Mgy cham Tai dif ligu Khai bdo ca Lichtrinh ca B ph@Nhan vign Danh séch Bang kgmkiw Gid digm Béo cao
cong nhan vién vingma{ 3 Jai danh
=g, FTA Team S
-8 Line 01 Tungy 0V/122016 1 pEnngay 09012017 (3 ¥ Loc | 0 Ecel &1 Them £ X6a B Thodt
G-, Merchandiser
&, Fnance & NV T Hotén B3 phan T D Neay [ Thaigan Baudoc Trang tha B
; Admin/HR KG 00084 Tran Van Nam Fiishing u 01/12/2016 710 AM My 1 Vio |
Line 02 KG 00367 Nauyen Van Giang Stop 367 01/12/2016 710 AM May 1 Vao
Worhieps: KG 00320 Nauyen Thi Thoa ac 330 01122008 710 AM May 1 Vao
Cutting KG 00075 Tran Thi Tham Sample 75 01/12/2016 7:10 AM Mey 1 Vio
t:: gj @ KG 00313 Do Tri Gam Line 05 |33 01122016 [7:10Am My 1 Vao
T KG 00046 Pham Thi Tuyet Line 03 |4 01/12/2016 710 AM My 1 Vao
e KG 00255 Pham Thi Cam Line 02 255 0112/2006 710AM Méy 1 Vao
— KG 00211 |Krong Thi Th Ha Line 02 211 01/12/2016 7100 My 1 Vao
/B KG 00061 Pham Thi Dung Line 02 61 01/12/2016 710 AM My 1 Vao
IT/ERP KG 00213 Pham Thi Thuy. Stop 213 01/12/2016 711 AM My 1 Vao
Sample KG 00091 Nauyen Thi Hai oc 91 01/12/2006 711 AM My 1 Vao
Production Mar KG 00228 Pham Thi Vi Line 05 |228 01/12/2016 711 AM My 1 Vao
ac » KGOS Nauyen Thi Huong,, | Line 06 1257 01/12/2016 [711am My 1 Vao
Macheric KG 00345 Fham Thi Ha Line 06 245 01/12/2018 711 AM May 1 Vao
48, Clearr KG 00311 Pham Thi Harh Line 05 an 01/12/2016 711 AM Méy 1 Vao
:::'nm KG 00353 | Nguyen T Tham Line 06 353 01/12/2016 7110 My 1 Vao
- KG 00251 Nauyen Thi Dien Line 02 251 01/12/2016 [711am My 1 Vao
KG 00100 Nauyen Km Tuan Sample 100 01/12/2016 711 AM My 1 Vao
KG 00343 Pham Thi Xiem Line 06 a3 01/12/2006 711 AM My 1 Vao
K5 00280 | Tang Van Bien Fiishing 280 011272016 [712m My 1 Vi
KG 00040 Do Thi Huong Sen Line 07 0 01/12/2016 712 AM My 1 Vao
K5 00052 | Nguyen Thi Hen. Line 02 |52 011272016 [7:12.Am May 1 Vao i
= Q KG (0354 Tran Thi loan Line 07 Jo4 014 116 712 AW May 1 Van i¥:

FTA Team: 380 nhan vign

1. Chon dbi tuong mudn xem dit liéu trén cay nhan su.
2. Chon khoang ngay ma ban mu6n xem.
3. Nhan loc dé loc dir liéu.

Tai day ban c6 thé xem hodc xuat ra file excel gio cham cong cua doi tuong ma
ban da chon.

Thém m&i ban ghi cham con

Pé thém gid chdm cong (do nhan vién quén chidm cong phai thém bang tay trén
phan mém) ban chon do61 tuong mudn thém trén cay nhan su (c6 thé 1a b phan
hoac nhan vién) sau d6 bam nut “Thém”
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Giés diém danh =

Biditidng:  Tran ThiXiém

Mgay 05/01/2017 |2 Thiigian  {7:35:08 PM |2

Ly

Trangthai Vao - Bau doc  May 1 -

A Luiu [# Thoat

Tai form nhap li¢u nhu bén trén gom co:

e Ngay: 1a ngay ban thém gio cham cong.

e Thoi gian: 1a thoi gian chim cong ban mudn thém.

e Trang théi: 1 dinh nghia gio chim cong nay 1a vao hay ra.
e Dau doc: 12 ddu doc ma nhan vién d6 cham.

X6a ban ghi cham cong

D¢ xo6a ban ghi cham cong ban lam theo cac budc sau:
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[ Phin mem chim céng tu Gong FIA 2 B B o] e
Hethéng Danhmuc Quinlychdmcéng Miychdmcéng Bdecie Céngey Trogiup  Thest
® & H® ® &
Méychdn  Tasidilés  Krsibsocs  Lshtihcs B6 ph@Nhén vén  Danhsich Bingly  Dangkyjuu Gid digm Béo c3
séng nhdn vign wéng mit danh m
= dag, FTA Tsam
£, Line 01 Tungsy OV122016 B panngy 09012017 (& ¥ Los @ Bxcel 51 Thém % 3 Thost
£§, Merchandiser
6 WA Y Ho tén B phan D Ty Thél gian BEu dos Trang thai B
KG 00034 Tran Van Nam Firishing N 01/12/2016 710 AM My 1 Vo 1
KG 00367 Nguyen Van Giang Stop %7 01/12/2016 710 AM My 1 Vae
KG 00330 Nguyen Thi Thoa ac 30 01/12/2016 7:10AM My 1 Vao
KG 00075 Tran Thi Tham. Sample 75 01/12/2016 710AM My 1 Vao
KG 00313 Do Thi Gam Line 05 13 01/12/2016 710 AM My 1 Vao
@ KG 00045 Pham Thi Tuyet Line 03 45 01/12/2016 710 AM My 1 Vae
KG 00255 Pham Thi Cam Line 02 255 01/12/2016 710 AM My 1 Vao
Cr-8, Frishing KG 00211 Khong Thi Thu Ha Line 02 |2n D1/12/2016 710 AM My 1 Vo
o g.; Im/Bx KG DDDBT Pham Thi Dung Line 02 &1 01/12/2016 710 AM | May 1 Vao
is-Bg, IT/ERE KG 00213 Pham Thi Thy, Stop 213 01/12/2016 711 AW My 1 Vao
i % Sample KG DDDS1 Nouyen Thi Hai oo 91 01/12/2016 711 AM My 1 Vao
-6, Production Mgr KG D0228 Pham Thi Vi Line 05 1228 D1/12/2016 711 AM [may 1 Vao
E ﬁ ac b KGODST Nouyen Thi Husng., 05 1257 01/12/2016 711 AM | may 1 Vao
k “‘ﬁ Macheric KG D035 Pham Thi Ha \ 245 01/12/2018 711 AM | May 1 Vo
» % e KG 00311 Pham Thi Harh Line 05 @ 311 01/12/2016 711 AM My 1 Vao
(] a‘ Taskforce = T == =
-4Q Som KG D0353 Nouyen Thi Tham Line 06 |asa D1/12/2016 711 AM [ May 1 Vao
-8, L 017 KG 00251 Nouyen Thi Disn Line 02 251 01/12/2016 711 AM | May 1 Vao
KG 0100 Nauyen Kim Tusn Sample 100 01/12/2016 711 AW My 1 Vao
KG D343 Pham Thi Xiem Line 06 3 01/12/2016 711 AM My 1 Vao
KG 00280 Tanq Van Bien Firishing 1280 D1/12/2016 712 AM [may 1 Vao
KG 004D Do Thi Huong Sen Line 07 a0 01/12/2016 7:12 AM | may 1 Vao
KG DDD52 Nauyen Thi Hisn Line 02 |52 0171272016 712 AW [ may 1 Vao v
= ©‘ KG 00354 JTran Thi lnan Ling 07 o4 0141 116 712 AN May 1 Van i¥e

FTA Team: 380 nhan vién

Chon dbi tuong mudn loc dit liéu.
Chon khoang ngay loc dir ligu.
Chon ban ghi chdm cong mudn xéa.
Bam “X06a” dé xoa dir liéu.

b=

4. Dang ky ca lam viéc

Pang ky ca lam viéc 1a mot tinh ndng phu trong viéc cham cong cho nhan vién,
chtrc nang nay gitp cho quan tri vién co6 thé dang ky tryc tiép ca lam viéc cua nhan
vién trong ngay ma khong can xét dén lich trinh 1am viéc ctia nhan vién hay noi

cac khac, phan mém s& khong tim ca 1am viéc theo lich trinh da dugc dang ky

trude d6 ma dua vao ca ma ngudi quan tri dang ky cho nhan vién trén phan mém.
Viéc sir dung chirc nang nay 1a khong thuong xuyén va né chi phdi sir dung dén
khi phdn mém tim sai ca 1am viéc ciia nhan vién (thuwong chi c6 thé xay ra véi lich
trinh c6 gid 1am chong chéo nhau). Pé st dung chirc ning nay ban vao menu Quéan
Iy cham cong -> Pang ky ca lam viéc sau d6 thyuc hién theo cac bude sau:
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[ Prin mem cham cong TG FTASER T Lo | ol

Hethdng Danhmuc Quinljchimcéng Maychimcdng Baocse Céngcu Trogiip  Thost

@ @ . @ @ @ @ Dausacll caida cfang

May cham Taidiléy  Khaibdoca  Lihtihea B4 phan Nhan vién Danh séch 9an Dl Gia diém Bao cio

cing nhan vign dai darh

£, Line 01 - | Ngay Ma NV | Ho tén Ca dang ky -
& KG 0000T: Tran Thi Xiém - 05/01/2017 KG 00001 Tran Thi Xiém cal
£ G 00004: Nauyen Thi He 06/01/2017 KG 00001 Tran Thi Xiém cal
£ KG 00005: Nauyen Thi Hue 07/02017 KG 00001 Tran Thi Xiém cal
£ KG 00006: Ta Thi Thu Phuong 08/01/2017 KG D001 | Tran Thi Xim cal
R 09/01/2017 KG 00001 Tran Thi Xiém Cal
4 000, Jre Thr Wik El 01/01/2017 KG DDDD4 Nauyen Thi He Cal
£ KG00010: Do Thi Yen i
- 02/01/2017 KG 00004 Nauyen Thi He cal
£ KG00011: Nauyen Thi Ninh
& 6 00012 Nauyen Th Horks 03/01/2017 KG 00004 Nauyen Thi He Cal £
& K5 00013 Pham Th Nhung 04/01/2017 KG 00004 Nauyen Thi He cal
£ KG 00074: Do Thi Sao 05/01/2017 KG D004 Nauyen Thi He Cal
£ ¥G 00015 Ninh Thi Ngoc 4 06/0122017 KG 00004 Nauyen Thi He cal
£ KG 00016: Do Thi Mai 0702017 KG 00004 | Nauyen Thi He cal |
£ KG 00017: Nauyen Thi Guyen i \ 08/01/2017 ) KG 00004 Nawen i ] cal |
£ KG00021: Tran Thi Hoai 1 09/01/2017 g KG 00004 Mauyen Thige Cal &
£ G 00022 Nguysn Thi Diep N . o
R 3 Tn vigt Tongsy 01012017 B A v Hovaten B4 phan Chic vu i
& KG 00057: Ninh Tharh Tra & HC . TR Tran TH Xiém Line 01 Nhan vién I
£ KG 00065: Nguyen Thi Nga T T Dén ngay 8- =l
. 7] 1 » [ Nauyen Thi He Line 01 Nhén vign A
s 0.0, JrayThi o I c Nauyen Thi Hue Line 01 Nh&n vien
£ KG 00105: Nauyen Thi Nga =1 ! - —
£ KG 00106: Nauysn Thi Xayen (] E3 fip dung >3 Ta Thi Thu Phuong Line 01 Nh?n m?n
& K5 00132 Nouyen Thi Hong Xem Nauyen Thi Hoa Line 01 Nhan vién
£ G O00155: La Thi Mai L Tran Thi Mirh Line 01 Nhén vién

m méi

£ KG 00159: Tran Thi Phudidng Do Thi Yen Line 01 Nhan vién
£ KG 00160: Tran Thi Van Thodt [ |G 00011 Nguyen Thi Ninh Line 01 Nhan vién
MRS Lt [ |KG 00012 Nguyen Thi Harh Lins 01 Nhan vign -

Line 01: 37 nhidn vién

1. Chon ddi twong mudn ding ky (c6 thé 1a phong ban, nhan vién hodc ca cong
ty).

2. Chon ca muén ding ky.

3. Chon khoang ngay muon dang ky.

4. Chon nhén vién mu6n dang ky.

5. Bam “Ap dung” d¢€ cap nhat lai dang ky ca moi.

5. Khai bao may cham cong

Khai bao may cham cong 1 chirc nang giap ban khai bao cac may chdm cong 1én
phan mém, dya vao cac khai bao c6 san nay phan mém s& két ndi va tai cac dit lidu
cham cong — nhan dang vé sau nay. Dé str dung chirc nang nay trén menu phan
mém ban vao May cham cong -> Khai bao may cham cong hodc shotcut trén thanh
cong cu.
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3 Phin iem i cong wdeng Fre 228 N A -1 e |

Héthéng Danhmuyc  Quanlj chim cong | May chimcong | Baocso Céngeu Trogiup  Thodt

- | Khaibso may chim cong : 7_
@ @ Quén I dif liu may chdm céng @ @ @

Méy cham Tai dif lidu Khai bdo ca Tai dit liéu chdm céng Danh sach Béng kj Béing ky i Gid digm Bdo cdo
céng ribién vién viing mat EEY darh
-8, FTA Team A

&g Lne 01 | Ejmsm [ s il % S caubin B Thodt
& KG 00001 Tran Thi Xiém
- & KGO00D4: Nouyen Thi H Tén IP/Domain Port
KG 00005: Nauyen Thi H
KG 00006: Ta Thi Thu Pt
KG 00007: Nguyen Thi H =
KG 00008: Tran Thi Minh
KG 00010: Do Thi Yen
KG 00011 Nuyen Thi N
KG 00012: Nauyen Thi H
KG 00013: Pham Thi Nnc—|
KG 00014: Do Thi Sa0
KG 00015: Nink Thi Ngoc
KG 00016 Do Thi Mai
KG 00017: Nuyen Thi Q
KG 00021 Tran Thi Hoai
KG 00022: Nguyen Thi D
KG 00027: Vi Thi Nhung
KG 00057 Ninh Thanh T
KG 00065 Nauyen Thi N
KG 00080: Tran Thi Sm
KG 00105 Nauyen Thi N
KG 00106: Nguyen Thi X
KG 00132: Nguyen Thi H
KG 00155 La Thi Mai

KO3 001RG: Tram Thi Phin

3 May 1 192.168.111.248 5500
May 2 192.168.111.249 5500

_[m B B B B B B

<

-a

Line 01: 37 nhan vién

Thém mo1 may cham cong

Tuy theo cau hinh ban d3 khai béo trong Cau hinh tham sb hé théng muc kiéu may
ma s€ co cac cach thém mai khach nhau.

Thém méi may cham cong hang zkTeco
(Ronald jack, wise eye, mita...) va
Realand.

Tai form quan 1y may cham cong nhu hinh trén, ban lam theo cac budc sau:
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T Phin mém chim cong ty déng FTA22 -

Y Nl RN

Hethéng Danhmuc  Quanljchdmcéng Maychimcéng Bdocdo Céngeu Trogiip  Thodt

® & ® ® @ @
Wéy cham Tai dii ligu Khai bdo ca Lich trinh ca Nhan vign Danh sach Déing ky Bang ki iy Gid diém Bdo cdo
céng nhn vien véng mat dai dar
=&, FTA Team =
E-8g Line 01 aThém [ s il #e= & cauhinn B Thoat
& KGODOOT Tran Thi

""" £ G 00004 Nowyen” Tén 1P /Domain Por
""" £ 1G00005 Nouyen') ) = sy 1 192.168.111.248 5500

------ & KG 0DDOG: Ta Thi T My 2

...... £ KG 00007 Nouyen 1= Théng tin thiét bi

=] §

£ G 00008: Tran Thi
------ £ KG00D10: Do ThiY|

£ KGDDDTT: Nguyen” IP/ Domain
------ £ KG00D12: Nguyen”

£ G 00013: Pham Th—!
------ £ KG00014: Do Thi S

£ KG 00015: Ninh Thi Entsicus  01/01/2010 00:00:00
------ £ KGOODD16: Do Thi W

£ KGO0017: Nguyen”

Tén thigt bi |

Trang thai Ludn vao -

Port 5500

------ £ KG00021: Tran Thi B L i X2 [E Thoit

£ KG 00022 Nguyen ™
...... £ KG 00027 VuThiN
£ KG 000S7: Ninh The
...... £ KG 0DDE5: Nguyen ™

£ KG 0DDS0: Tran Thi
------ £ KG 0D105: Nguyen
£ KGOD106: Nguyen ™

------ £ KG00132: Nguysn
£ KGOD155: LaThiM

...... LK DR Tram Thi
+ . r

-[Q

@

Line 01: 37 nhan vién

1. Bam “Thém moi” dé tién hanh thém thong tin két ndi may chdm cong.
2. Tai form nhap li€u ti€n hanh dién c4c thong tin sau:

e Tén thiét bi: 1a tén dai dién cho may chim cong s€ duoc hién thi trén

cac bao cdo vé sau (go tuy y).

e [P/domain: 13 IP hodc tén mién dé két ndi véi may chdm cong.

e Trang théi: 13 trang thai ciia cdc ban ghi chdm cong trén may nay &
day ban s& c¢6 3 sy lya chon, tuy nhién can phai noi thém day 1a trang
thai dau vao va trang thai chAm cong cubi cung hién thi 1én cac bao
c4o con phu thudc vao tham s6”Kiéu xac dinh” trong muc Quan 1y

lich trinh lam viéc.

e [uon vao: cac lan cham cong cua nhan vién trén may nay la

luon vao.

e [uon ra: cic lan cham cong cua nhan vién trén may nay la ra.
e Theo may: trang thai cham cong s& theo phim bam dugc dinh

nghia san.

76226217. Port: 1 cong két ndi dén may cham cong, mic dinh dong
may ctia zkTeco san xuat (thwong hiéu Ronald jack va mot vai thuong
hiéu khac) 1a 4370 va ctia Realand 1a 5500.

76226218. Lan tai cudi: 1a moc thoi gian tai dit liéu trén may, tham sb
nay ban c6 thé dé mic dinh khi thém méi.

2. Nhéan “Luu” dé thém méi thiét bi.
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Thém méi may cham cdng hing Virdi

Tai form quan Iy mdy cham cong, ban lam theo céc budce sau:

Phn mém chim cang tu dong F

Héthéng Danhmuc Quénlychimcdng Maychdmcdéng Baocdo Céngcu Trogiup  Thodt

2L 8 B MHE B & & 6 G

Méy chém Tai i lidu Khaibdoca  Lichtinhca Nhin vign Danh séch Bfngky  Dingkiuu Gib diém Bio cdo
cong rhén vién véng mat i darh
&g FTATeam

-4 Line 01 aThém E,"/saa @ Xba & Cautinh B Thodt
6 £, Merchandiser
-4, Finance

D Trang théi VR
A »  Vangheng 1 Luén v
Line 02

Warehouse

[ A‘ -
G-, Cutting Théng tin thiét bi =]

-6 Line 03 @
Fr iy ne Ot IDthidt bi 1 2
-, Line 05

3, Line 06 Tén thigt bj Van phang

: Finishing
-8, Im/Ex
-8, IT/ERP

:'l--d’% Sample Luii Thodt
-4, Production Mar
-8 ac \

Trang thai Luén vao -

g, Machenic
[ d’% Cleanr

-, Taskforce
&£, Stop
-, Line 07

FTA Team: 380 nhan vién

1. Bam “Thém moi” dé tién hanh thém thong tin két ndi may chdm cong.
2. Tai form nhap li¢u ti€n hanh dién céc thong tin sau:
e Tén thiét bi: 1a tén dai dién cho may chim cong s€ duogc hién thi trén
cac bao cdo vé sau (g0 tuy y).
e ID: Ia ID cua may cham cong (dugc cai ddt ¢ trén may tu trudc).

e Trang thai: tugng tu nhu bén trén.
2. Nhan “Luu” dé thém moi thiét bi.

Thém md1 may cham cong cua hang
Suprema

, , Thém
Tai form quan ly mdy cham cong, ban bam 55
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Tim kiém thiét bi =

Buwérc 1: Chon phireng thire tim kiém

- TeRAR
IP el (| |BEPL/BEW/BLNXPASS/XPASS
@ UDP 1471

Trd lai Tigp = Thodt Hudng dan

Tai ddy ban c6 2 sy ly chon dé tim kiém thiét b :

e TCP/IP: tim kiém theo dai IP duoc dinqh nghia san. Tai day ban chon TCP/IP,
dién IP bat dé,u va IP ké:[ thic, chon ki€ém may ma ban s& tim.
e UDP: Tim ki€ém céc thiét bi trong mang LAN.

Tiép theo nhan “Tiép” dé sang budc tiép theo.
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Tim kifm thi&t bi

Buwdre 2: Chinh sira céu hinh két ndi

D Kigu may P Port Théng tin ket ndi

DHCF Sidung @ Khéng s dung
|F address

Gateway

Subnet

Port 0
Server

Server port 0

Cap nhat

Trd lai Tigp = Thodt Hudng dan

Tai day phan mém s¢ li¢t ké ra cac thiét b1t ma phan mém tim kiém dugc, ban co
thé chon cac thiét bi muon chinh stra lai cau hinh mang hodc nhan “Ti€p” dén sang
budc tiép theo.
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Tim ki€m thiét bj
7] Kiguméy ID IP Loai Part
b [V HPass 544653653 192.168.0.1 1471
Thém
Trd lai ¥ong Thodt Huéng dan

Ban chon thiét bi mudn thém, sau d6 nhan “Thém” dé thém thiét bj vao phan mém.

6. Quan 1y dir liéu may chim cong

Quan ly dir liéu may cham cong 1a chirc ning giup ban quan 1y cac dir liéu cua
nhan vién cho may chdm cong nhur van tay, the cam ung, khu6én mat..
c6 thé 1y cac dir liéu nay 1én phan mém va chuyén sang cic may chim cong khac
(vd: 14y van tay & mot may va chuyén van tay d6 1én cac may con lai). Bé st dung
chtrc ning ndy, trén menu ban chon May chidm chéng -> Quan 1y dit liéu chdm

cong.

Tai day s€ co 2 tab c6 chirc nang khac nhau:
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Quan ly dir icu nhan dang trén
may cham cong

Tab nay s& c6 chirc ning giup ban quan 1y cac thong tin nhan dang trén may chim
cong.

[ ehn mem chsm cong t dong FTAE2 = L hen N B e

Héthdng Danhmuc Quénljchémcéng Maychimcéng Baocse Céngeu Trogiip  Thost

® & 6 @ & ® ®B ® © & @

WMy chim Tai di ligu Khaibdoca  Lichtriheca B¢ phan Nhan vign Danh séch Bingky  Dangkyuu Gid digm Bo cdo
cong nhan vién vang mat dai darh
Bg, tre 01 - |[Ten IF 3] Nhan vién trénmay | Nhdn wién trén phian mém |
; K& DODO1: Tran Thi Xiém XPass | 192.168.0.1 544653653

£ K5 DDDO4: Nauyen Thi He

$ o Duyét NV Luiu véo CSOL X5a [C] Gap nhat lai nhan vién dé o6
£ iguyen Thi Hue
~§ Eg ﬁgﬁgi ;ﬂ u T:: :"”“’"9 il D T T The Nady v Ny
& lguyen Thi Hoa I » 4 0 s 01/01/2000 31/12/2030
i Mi = =
£ KG 00008: Tran Thi Minh IE {4 0 b 01/01/1970 01/01/1970

£ KG0DD10: Do Thi Yen

£ KG 00011: Nauyen Thi hih
£ KG 00012 Nguyen Thi Hanh
£ KG DDD13: Pham Thi Nhung

£ KG D0D14: Do Thi Sao
£ KG D0D15: Ninh Thi Ngoc
£ KG DOO16: Do Thi Mai

£ KG DDO17: Nauyen Thi Quyen
£ KG 00021 Tran Thi Hoai
£ KG 00022 Nauyen Thi Diep

£ KG D0027: Vu Thi Nhung

£ KG D0057. Ninh Thanh Tra

£ KG DODS5: Nguyen Thi Naa

£ KG DDO8O: Tran Thi Sim

£ KG D0105: Nguyen Thi Nga'

£ KG DO0106: Nauyen Thi Xuyen

£ KG D132 Nguyen Thi Hong Xiem
£ KG 0D155; La Thi Mai

£ KG D0153: Tran Thi Phudgng

£ _KG DI1RD: Tran Thi Van_
< [ m »

FTA Team: 280 nhan vién

e Vung 1: 12 danh sach cic may chdm cong ma ban di khai bao.
e Vung 2: l1a danh sach cac nhan vién da dugc dang ky trén may cham cong.

Tai day ban chon may chim céng mudn xem dit liéu & ving 1, sau d6 nhan “Duyét
NV~ dé lay danh sach nhan vién dang c6 trén may cham cong. Sau khi danh séch
nhan vién dugc tai vé - (nhu hinh bén trén tai vung 2) ban c6 thé 1ay dir liéu dang ky
d6 vé luu 1én phan mém (dé chuyén xudng may khac) hoic x6a di néu mudn.

e D¢ luwu dir liéu 1én may tinh: ban chon nhimng nhéan vién mudn luu vao phan
mém (check box & dau moéi dong) sau d6 nhan “Luu vao CSDL” @€ luu nhan
vién 1én may tinh. Chu y ¢6 thém tuy chon “Céap nhéat lai nhan vién da c6”
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néu cac nhan vién ban d3 luwu trude d6 ban da luu rdi thi néu khong mudn
cap nhat lai thong tin da luu tur trude thi khong phai chon tuy chon nay.

e Dé x6a nhén vién trén may cham céng: ban chon nhitng nhan vién mudn
x6a sau d6 nhan “Xo6a” dé x6a nhitng nhan vién di chon trén may chdm
cong.

Quan ly dir lieu nhan dang
trén phan mém

Tab nay c6 chirc nang gitip ban quan 1y cac dir liéu nhan vién cho may cham cong
trén phan mém, tai day ban co thé chuyén dit liéu da luu nay xuéng may cham
cong.

T Pran mém chim cong i dong FTA 22 - Ve Bes N T a8

Hethéng Danhmuc  Quénljchimcéng Maychémeéng Baocdo Céngcu Trogiop  Thoat

® & 6 @ & p ® & @ & @

Méychim  Tadiléu  Knaibioca  Lchtihea  B3phén Nhinvién  Danhsdch Bingky  Bingkyiu G dém o
céng hén vin véng mét i darh
g, FTA Team Tén P D Non vién trén méy | Nnan vién trén phén mem |
g, Line 01 XPass | 192.16B.0.1 544653653
o g I\F"emha"d'w Lam mi Téi suing méy X8 | C8p nhat lai nh&n vién d5 c6
(2] inance
w "3‘1" PR W] ma NV Ho t&n D S8 van tay The Guanti 7
- i T KG 00001 Tran Thi Xém 1 0 7220447 0 =
WA, Wsnie [ kG 0077 Mai Thi Thuong 77 0 NA
J t E:t'r{i IE Nauyen Thi Luong 5% lo s
; % o | k0w Doan Thi Tuc 99 o [na
i &, re 05 [ kG 00152 Tran Thi Hoa. 152 lo WA
E 5,,& Line 06 [ |KG 00322 Nauyen Thi Tuyet 32 0 N/A
1525, Frishing [ |KG o076 Pham Thi Bich 7 [] NA
-4, m/ex @ [ | kG 00035 Hoang Thi Lan %% 0 A
8 {N. IT/ERP @ s Cao Thi Thiet 9% @ lo [nra
& 8§, Sample [0 kG o258 Tran Thi Hang 250 0 [rwa
AR i M T |G o264 Nauyen Ngoc Ha 264 [] N/A
i AL Pham Thi ThuTrang | 279 0 N/A
i }E gzz:rem: [ |KG 00668 Nauyen Thi Thanh Nhan | 663 0 [
Gi-Bg, Taidarcs 1 kG oo Nauyen Thi He: 4 o | 445665 0
-8, Sop ] kG 00005 Nauyen Thi Hue 5 0 A
6§, e 07 [ |KG 0000 Ta Thi Thu Phuong 3 0 N/A
[ |KG 00007 Nauyen Thi Hoa 7 lo N/A
[ | kG 00008 Tran Thi Minh 8 0 WA
[ | kG 00010 Do Thi Yen 10 lo s
[ |k 0001 Nauyen Thi Ninh 1 0 WA
- Q B |kG ooz Nauyen Thi Hanh 2 lo N/A .

FTA Team: 380 nhan vién

e Vung I: 1 ddi twong ma ban mudn tai xudng, ddi tugng nay co thé 1a phong
ban hoac nhan vién.

e Vung 2: 12 noi chon may cham cong sé& tai dir liéu xudng.

e Vung 3: 14 noi chon danh sach cic nhan vién mudn tai xudng.
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Tai day ban chon dbi tuong mudn loc ra cac nhan vién trong vung 1 sau do bam
“Lam moi” dé lay danh sach nhan vién, chon thiét bi s& tai xudng & vung 2, tiép
theo chon cac nhan vién sé tai xuong trong ving 3 va nhin “Tai xubng may” dé tai
thong tin nhan vién xudng may chdm cong.

e Chi y: tuy chon “Cap nhat lai nhan vién da c6” la tuy chon trong khi tai dur
liéu xudng may cham cong, néu chon tuy chon nay, phan mém s& cp nhat
lai thong tin méi 1én may cham cong, néu khéng thi no sé bé qua khong tai
1én may néu trén may di co.

Ngoai viéc tai théng tin nhan vién xudéng may chim cong, tai tab nay ban c6 thé
x0a cac thong tin nhan dang khac nhu van tay, thé cam ung.. . dé x0a thong tin
nhén dang nhan vién ban chon nhan vién mubn x6a & ving 2 sau d6 bam “Xoa” dé
x0a dir li€u cac thong tin nhan vién ban da chon.

7. Tai dir liéu may cham cong

Chtrc nang “Tai dit liéu cham cong” 1a chirc nang giup ban tai cac ban ghi cham cong dugc
Iuu trén may chdm cong xudng phan mém dé tinh toan thoi gian lam viéc cho nhan vién.
Binh thuong sau khi nhan vién chdm cong, may chiam cong s& tién hanh luu lai thoi gian
cham cong ciing nhu s6 ID ciia tng nhén vién vao by nh¢ trén may va dé co thé tinh toan
thoi gian lam viéce cling nhu xudt cac bao cao cham cong ta can sir dung chirc ndng nay dé
tai dir liGu cham cong tir trén may xudéng phan mém. Pé tai dir liéu chim cong tir may
xubng phan mém FTA céc ban lam theo cac budc sau:

& Phin mZm chdm céng tu déng FTA 2.3 o= ||
Héthéng Danhmuc  Quan bj chsm cong
@ &
My cham Tai o ligu Kai bao ca Gigdigm  Bao cdo
céng darih
A KG DOD15: Ninh Thi Ngoc ~
£ KG 0O0D16: Do Thi Mai
£ KG 00D17: Nguyen Thi Q
£ KG 0OO021: Tran Thi H Tén dau g 1D nhan vien Thai g Trang tha =
-+ f KG D0022: Nguyen Thi D) = r = —— = = T —
g e || Hom e Ban ghi cHaiii’€on'e cuia nhan viéll trén may da tai ve
2ss 5583 WS7072016 580 A va
& TR R Y XPass 5583 07/07/2016 5:40 AM Vo
£ KG DDOG5: Nouyen Thi N| =
A KG 00DSD: Tran Thi Sim | HPass 5484 / 07/07/2016 5:40 AM Vao
‘& KG DO105: Nouyen Thi N XPass 4225 07/07/2016 5:40 AM Vao
£ KG 00106: Nguyen Thi X [xPass 5582 07/07/2016 5:41 AM Vo 1
-~ & KG 00132: Nguyen Thi H KPass 1951 07/07,2016 542 AM Vao

£ G 00155: La Thi Mai XPass 537 07/07/2016 5:42 AM Vao
£ KG 0015%: Tran Thi Phu XFass 537 07/07/2016 5:42 AM Vo
£ G DO180: Tran Thi Van XPass 4775 07/07/2016 5:47 AM Vao
;=00 L Nguyendl XPass 4775 07/07/2016 5:47 AM Vao
. W O [T e e XPass 5625 07/07/2016 5:48 AM Vao
e e XPass 5625 07/07/2016 5:48 AM Vo
£ KG 00176: Hoang Thi Th
B i 0 m i XPass 4777 07/07/2016 5:43 AM Vo
‘£ KG D183 Nouyen Thi M XPass 2224 07/07/2016 5:50 AM Vo
£ KG 00188: Tran Thanh + XPass 6643 07/07/2016 5:51 AM Vao
£ KG 00208: Tran Thi Thar XPass 4300 07/07/2016 5:58 AM Vo
£ KG D0225: Tang Thi Kim XPass 4000 07/07/2016 5:54 AM Vo
£ G 00290: Nguyen Thi D XPass 4000 |o7/07/2016 5:52 AM Vao

- £ KG 00285: Le Thi Huong XPass 2000 07/07/2016 554 AM vao

s XPass 1589 07/07/2016 5:54 AM Vo

p—————— i XPass 1588 07/07/2016 5:54 AM Vao A

FTA Team: 380 nhan visn
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1. Tai menu phan mém ban vao May cham cong -> Téi dit licu cham cong hoac shotcut “Tai
dir ligu” trén thanh cong cu.
2. Bam “Tai dir li¢u” dé tai dir li¢u tor cham cong trén may.

Dt ligu chdm cong trén may chim cong s€ duoc phan mém tu dong két ndi va tai vé phan
mém, cic may chdm cong khong thé két ndi hodc 16i khong tai vé duoc s& duoc phan mém
hién thong bao dé ngudi quan tri d& dang xtr 1y.

e Chuy: tuy chon “Tai lai ban ghi ci” giup ban tai lai cac ban ghi cham cong da duogc tai tur
trudc. Binh thuong m01 1an phan mém dit liéu vé hoan tat phan mém s& danh dau moc tai
dir liéu (muc 1an tai cudi trong Khai bao may chdm cong), cac 1an chdm cong sau mbc nay
s& duoc phan mém l4y vé ba bo qua cac ban ghi chAm cong trude do. Khi chon tiy chon
nay, phan mém s& lay toan b ban ghi dang duoc luu trén may cham cong védé luu vé
phan mém.

Dbi v6i mot vai miu may chdm cong co cong USB dé export cac ban ghi chdm cong ra mot
tap tin (file) luu ra thé nhg USB, trong form nay ban c6 thé nhdp vao nat “Tép tin” va lam
theo cac budc sau dé nhap tép tin duoc luu tir thé nhé USB:

MNhap file tir USE @ =

File td man- May 1
Bwidng d3n Dunest

I =} Thdi gian @ Trang thai

MhaE Thoat

1. Chon may cham cong da xuét file ra.
2. bam “Duyét” dé duyét dén file cham cong da xuat ra.
3. Nhan “Nhap” d€ nhap vao phan mém.

8. Xuat bao cao cham cong
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http://fitime.info/khai-bao-may-cham-cong/

Xuat bao cao chdm cong 1a cong doan thuong s& phai lam cta nhan vién quan tri.
Pay 1a noi gitp ban tong hop cac dir liéu da khai béo va thu thip duoc tir may
cham cong (nhan vién chdm cong) dé xuit ra cac bao cdo cham cong trong thang.
Pé sir dung chirc ning ndy ban vao menu “Bio c40” hodc shotcut “Béo cdo” trén
thanh cong cy, sau d6 lam theo cac budc sau dé co thé xut ra cac bao céo cham
cong:

| Phin mém d hzmcu;.ing A

Héthéng  Danh muc Quanlychamco May chimcéng  Bédocdo Céngew Trogiup  Thof
‘F- @& ® ®

e & o4O

May cham Tai di}heu Khm bdo ca Lich s ] BE{ phan Nhan vién Danh sach Bang ky Béng ky Ly Gid diém Bdo céo
céng nhan VI‘ véng mét dai darh
SBg, FTA Team -
56, Une 01 | Théng 112016 |5 Nasybdtdsu 01 1o | B loc [ Thoit @
@ .33,} Merchandiser (
iz [#]] Bang eong [ e V& sém Limthém B vensma [#]]vaora B0 céo khdc
j‘J & s = MENV | Tenshinvin Ngdy L Givie | Gom Bimign  Vesm "o | 1= Cénglm  Ghicha
-5, Lne 13 KGOODDT |Tian ThiXém 011172016 |13 | | 0 [} [] o o
B ot @ KGODDDT | Trdn Thi Xém 021172016 | T4 HC 716 PM 616 0 0 0 0
@ ,,,‘ Line 05 KGODOO! | Trén Thi Xém 031172016 |T5 HC TI3TAM  |716PM D 0 430 136 1
: KGODOD! | Trdn Thi Xém 041172016 | T6 HC 726AM  |718PM D [} 430 128 1
KGODDD! | Tedn Thi Xém 05/11/2016 | T7 He 727AM  |717PM D [} 480 137 1
: KGODOD!  Trén Thi Xém 061172016 CN He 725AM  518PM D 0 480 18 1
B '5_’03 i KGO | Tran Thi X&m 0FTIANE | T2 HC 724 AN 7PN D 0 480 137 1
@ ‘*ﬁ':h Sl KG 00001 Tran Thi Xém 08/11/2016 | T3 HC 723AM 619FM O [ 420 7 1
J ?‘; g'gd”m” b KGO00OT | Tein ThiXim 0941172016 | T4 HC 721AM  [717PM |0 0 420 137 1
g Machsic KGODOD! | Trdn Thi Xém 10/11/2016 |15 HC T2ZAM  |552PM D 0 430 52 1
-5, Cerr KGODODT | Trdn Thi Xém 1112006 |T6 He 721 AM 0 0 0 0 0
B, Teskiores KGODDDT | Trdn Thi Xém 12112006 |17 [} 0 0 0 0
&£ siop KGODODT  Trdn Thi Xém 13/11/2016 N 0 0 0 [ 0
-8, Line 07 KGODOD! | Trdn Thi Xém 14/11/2016 | T2 HC TA9AM  |533PM D [ 430 ) 1
£ KG 0004D: Do Thi Huon KGODOO! | Trén Thi Xém 151172016 | T3 HC T20AM  |550PM D 0 430 50 g
-~ & KGDODS: Luu Thi Hon KG 00001 Tign Thi Xém 16/11/2016 T4 HC 7:22 AM 5:31 PM 0 [ 480 31 1
- & KGOO117: Nauyen Thi § KGODODT | Tedn ThiXém 171172006 | T5 [He 720AM  |530PM D 0 180 |30 B
S =T R e T, KGODDDT | Trén Thi Xém 181172016 [he 721AM  |528PM 0 0 50 E) B a
ol = < -m s | 4— Trang dif licu xem trudc

Line 01: 37 rhan vign

Vao chirc nang bao cao.

Chon dbi twong muén loc dir liéu chdm cong trong ving 2. Ddi tuong ndy c6

thé 1a toan bd cong ty, mot by phan hoac mdt nhan vién don 1¢.

3. Chon ngay bat dau xuat bao céo, thoi gian nay s& 1a thang xuat bao cdo va
ngay bat dau xuét bao céo. Tai day ban s& chon thang ma ban mudn xuat dir
liéu (vd: thang 6 ndm 2017) va ngay bat diu ban mudn xuat dir liéu (vd:
ngay mung 1), phan mém sé& tinh toan v xuét ra dir liéu trong mot thang tinh
tir ngay bat ddu va thang nam da duoc chon. VD: ban chon thang 13 thang 6
nam 2017 va ngay bat dau 1a ngdy 5, phan mém sé tinh todn va xuit bao cdo
tir ngay 5 thang 6 nam 2017 dén ngay 4 thang 7 ndm 2017 (quay vong du 1
thang tinh tir ngay bat dau)

4. Bam “Loc” dé phan mém tinh toan va hién thi trudc cac dit liéu da tinh toan
duoc.

5. Chon cac mau bao cdo dang file excel ban mudn sau dé luu lai.

N —
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5 e anenimesngtysors FRZTT T IR T T i

Héthong Danhmue Quénlychdmeéng Maychdmcong Baocso Congey Trogiop  Theat

® O 6 8 ¢ B Bt i

C(“l?ck vaodang;mau,bao,cao.ban ml(f@n

. cham Téidiléu  Khaibsoca  Lichtinhoca b= il it 2 LML
nién vién Ving mét
r i
=8 & FTA Team B
&g Line 01 Théng 11/2016 2 Ngaybat daulff 01 Hloc [= Thodt
£, Merchandiser
£, Finance
B3, Admin/HR Bing céing [ 8imusn V& sdm [E) véngmat [&]]vzera Bio cdo khic
&g, ne 02 - —
2R Washois Danh sach di mugn vé s6m — =
&g cting 3 W& NV By imsadie e thiéing Thi LG Gid vio Gidrs | Bimugn V& sdm ‘?.;Ia" | mé'f"n Conglam | Ghichd i
g ire 3 KG 00001 Téng hep di muén vE sém 6 T3 lo ] 2 [} 0 |
£g e KGO0DD1 | Trén Thi Xem |HC 716PM 1616 0 ] 0 0 1
£ Lne 05 KG 000D | Tin Thi Xiém |03/11/2 |He |737AM 7I6FM 0 [] 1480 136 1 4
&g, Line 06 KGOODDT | Tidn ThiXém | 04/11/2016 HE |7.26AM 7A8RM 0 ] 430 138 1
£, Frishing KG00DD1 | Ten Thi Xém |osr11/2m6_|T7 HC 727 A PN [0 [] 480 |137 1
3 Im/Ex = | = & |
é il oo wmxen  Chont ’mau’ baoicao muon‘ Xuat Fexcel z I :
o KG 000D | Tidn Thi Xém |67m1s2018 77PM [] 420 |137 1
&g, Sanvle KG 00001 Trn Thi Xém e/menE T3 [ne 723 AM £13PM 'u 0 480 79 1
&g, Production Mgr e 1
g K3 00001 | Tedn ThiXém |osrr120t8 T2 [HC 721 AM 77PN | o 480 137 11
£ Macheric KG 00001 | Tidn Thi Xém |10m2m8 (TS |HC 7.23AM 552FM |0 ] 480 52 1
A, Cleare KG00DD1 | Trén Thi Xiém |1mems (e HC |721Am lo [] [ 0 0
8@, Taskdorcs KGO0DDT | Tidn Thi Xém 12A11/2016 | T7 lo ] (] [} 0
£ stop KGO0D01  Tran ThiXiém 13/11/2016  CN Q 0 2 2 0
£, Line 07 KG 00001 | Trén Thi Xiém 141172006 | T2 |HC 719 AM 533PM |0 0 480 <) 1
£ KG 00040: Do Thi Huong KG 000D | Tidn Thi Xém | 15/11/2006 | T3 |HC |7.21AM 550PM |0 ] 480 50 1
& KG 00055: Luu Thi Hong KG 00001 Tran Thi Xigm 16/11/2016 | T4 HC 7:22 AM 5:31 PM lo 0 430 7n 1
& KGOO117:Nouyen Thi T KGOODD1  Trén ThiXém TFA1E | T5 |HC TWAM  (BPM |0 [] 80 n 1
£ K3 O001R8 Novwen ThiH T = = T T iz - T » 1
‘ il e il KGO0DD!  Trin ThiXém 18/11/2016 | TE |HC 7.21 AM 529FM |0 ] 480 x 1 e
= -l T | « (A o

Line 01: 37 nhan vién

Chon mau bao cao can xuat

i @ Save Az g1
= L~ S - Fa
&\ v [m Desicop ~ [ 43 [ Search Desitop P

Organize + Mew folder B - (7]

Chon dudng dan luu file excel :

“r Favorites | Libraries i

BE Desktop I sl System Folder

m

m

Computer
ystem Folder

Network GO tén file muon lvu |

| Systern Folder

File narme:| Bao cdc di muén thang 6 nam 2017 -
Save as type: | Excel file (*.uls) A A -
Nhan de luu-file ]

“~ Hide Folders N‘[ Save i [ Cancel ] I

T — — — = = = =—— ¥
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Chon noi luu file excel bao cao

e Chi y: khi xem trude dir liéu, dé ting hiéu nang cua phan mém, FTA s&
khong hlen thi hét dir liéu xem trude trén phan mém ma s€ phan trang ra dé
khong bi t6n nhiéu thoi gian hién thi dir liéu khong can thiét. Neu muon xem
tlep cac dir licu truc tlep trén phan mém ban chon céc trang tlep theo & phia
bén dudi dé xem céac dit liéu tiép theo.

e Meo: dé xem chi tiét thoi gian lam, ban c6 thé nhan dtp chudt vao dong ban

muon xem chi tiét.

T&: ngay 04/11/2016

el

Tran Thi Xi&m - Ma: KG 00001 - B phan: Line 01

Tér ca Hanh chinh Vao ca 02:00 Raca 17:00
Lamngay 08:00 Lam dém 00:.00 Téng 08:00
Bimuin O W& sdm 0 Conglam 1
LTnogy (0218 LTdém  00:00 Tang LT 0218
Ghichi |

Gid cham cdng

STT Thdi gian Trang thai
1 726 AM Wao
2 718 PM Ra

9. Nhap nhan vién tir excel

Nhap nhén vién tir excel 1a chttc nang giup ban thém madi hodc chinh stra cac

thong tin nhan vién trén phan mém tir mot file excel danh sach nhan vién. Diéu
kién tién quyét dén st dung tinh nang nay la ban phai khai bao it nhat 1 lich trinh
1am viéc trén phan mém. Dé sir dung chirc ning nay, trén trinh don ban chon
“Cong cu” -> “Nhap nhan vién tur excel”.
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http://fitime.info/quan-ly-lich-trinh-lam-viec/
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[® Phan mEm chim céng tu dong FIA 22|

Héthéng Danhmuc  Qudnlychimcéng Maychdmcdng  Bao cao

® & & 6 &

Méymd’\am Tai dil igu Khai bdo ca Lich trinh ca B& phan
céing

Trogiip  Thodt
Nhap nhén vién tir Excel
Y

L

by 2

Qg kej U
aai

Gid diém
danh

Darh sach
nhan vién

Bang ky
ving mét

Nhan vién

Bao céo

£+-£, Congty TNHH ABC Viét Nam
&, Line D1
-8, Merchandiser
8§, Fnance
&g, Admin/HR

)

&g, Line 02

Théng 01/2017 141 Ngaybstd

e

)| Bang céng

01 [ Hloc [ Thoat

mudn Ve sém 55 Lam them B véngmat

Bao cdo khic

[#]veora

-6, Warshouse
£, Cutting
&g, Line 03
Line D4
Line 05
Line 0§
Finishing
m/Bx
IT/ERP
Sample
Production Mgr
oo
Macheric
£Q, Clearr
£, Taskforcs

£ sop
g Line 07

M NV

Tén nhan vién

Ngay Tha Cs Gia vao

Gid ra

Bimun VB sém T”fa‘rﬁia” L&mthém | Cénaldm Ghichii

-[a

Céng ty TNHH ABC Viét Nam: 387 nhén vin

Pau tién ban can phai c6 mdt file excel chua danh sach nhan vién ban muén
thém vao (hoac stra thong tin), file excel nay ban co thé tuy chinh céc cot va dong
khac nhau (dinh dang thtr ty ¢t khong cd dinh) nhu can chu v 1a hang s6 1 1a tén
cot va cac dong sau 1a thong tin nhan vién twong Gng véi cot d6 va phai co it nhat 4
cOt co ban 13 ma nhan vién, ho va tén, ID chidm cong va bd phan. Vi du dudi day la
1 file thong tin nhan vién gém céc ¢6t ma nhan vién, sdID chidm cong, ho va tén,
bo phan va mdgt thong khac 1a qué quan, cac c¢dt thong tin khac ban co thé tu thém

vao.
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Cac thong tin cua nhan vién twong Ung voi cot
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Sau do vao chirc nang nhap nhan vién tir excel va lam theo cac budce sau:

Nhap nhan vién tir file excel
Bam duyet
Eiiting dan Dyt
Tii Dén
Trd lai Tiép = Thoat Huiding dan

Bim “Duyét” dé duyét dén file excel ma ban mudn nhap di licu.
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File name: Danh sach nhan vien.xls - Eﬁ‘-ﬁ'ﬁﬂ%}; v]

L Open ][ concad ||

Nhan open d€ m¢ file vira chon.
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Thing 0172017 12 Neaybdtdau 01 B | mEiee Ll @ Thes
Nhap nhan vién tir file excel
Baéng cing Bao cdo khac
o G
KG 00001 Tran||| Budng dén  C\Users\ “Desktop'.Danh sach nhan vienxds Duyst i} 0
KGODOOT | Tran 525 124
(kG 00001 | Tren Ti Bén 525 [121
KGODOOT | Tranl afii iy i 535 123
] KG 00001 .TIEII: Ho vatén Ho va Tén - I 595 .{}
kG 00001 | Tran Hophan B3 phan i [525 [122
| kG 00007 [Trart 1) chiem oot D e | 265 [16
KG 00001 'qu i-F Qué quan Blia chi >l 595 o
KGODOOT | Tran M3 NV [525 127
KGODDOT | Tran| ot 2.k, l2s . [128
K 00001 Tran %ﬂc i BOI ‘Elnh dlf heu 0
GIUI tlnh -
ac tru’on gan | licu trong file excel-,. mng Ung-v 0r1 thon g tm
M vao
kG 00001 jm TTE7T720T7 77 T ﬁggi'?nh nhanu\qen 0 lo
KGODDOT  Tran TH Xém 15/01/2017  CN 55 dién thoai 0 0 0
KGODOOT | Tran Thi Xiém 16/01/2017 | T2 = 0 0 0
|KGO0DOT | Tran Thi Xém [170172017 |73 Dén tdc 0 0 lo

Sau d6 ban chon céc truong théng tin & muc dén twong Gng voi tén cot dir lidu
trong file excel, tai day ban can phai chon toi thiéu 4 truong 1a “Ma NV”, “Ho va

Té

“Tép>" dé dén budc tiép theo.

n”, “Bo phan” va “ID” c¢on cac thong tin khac c6 thé bé qua. Sau d6 ban nhan

Mhap nhan vién tir file excel

| M3 MY Ho va tén | Bé phan | Chidic vu |15 | Gidi tinh | Hia
[ 3 WD Nguy'en T&n Didng IT 1949 Thanh phd Ca Mau
NWD2 Ludng Thi Lai K& toan 1550 Thanh phd Thai Mal
1| I} 3
Trd lai Tiép = Thoét Hudng dan
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Budc nay ban sé€ ki€ém tra trudc thong tin nhan vién ban s€ nhap vao phan mém,
sau do ban nhan “Ti€p” dé sang budc ti€p theo hodc nhan tré lai dé chinh stra
thong tin budc trude.

Nhap nhan vién tir file excel =
Kigilsm HC - [| Cap nhét théng tin NV d3 co Cap nhat
Mhan vién Ma Trang thai
Trd lai ¥ong Thoat Huiding dan

Tai budc nay ban chon kiéu 1am ma nhiing nhan vién nay s€ lam (c6 thé chinh stra
lai sau tai muc Bang ky lich trinh lam viéc) sau d6 bam cap nhat dé nhap thong tin
nhan vién vao phan mém.

Chi y: tuy chon “Cép nhét lai nhan vién dé c6” s€ gitp ban cap nhat lai nhimg
thong tin da co tir trudc (ma nhan vién da co trén phan mém), néu khong dung tuy
chon nay phan mém s& bo qua cac ma nhéan vién di c6 trén phan mém.
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Mhap nhan vién tir file excel

Kigu lam HC - [] C&p nhét théng tin NV 448 o6 Cap nhat
) Nhan vién Ma | Trang thai
3 MouyEn Tan Ding NVD1 P& thé&m nh&n vign
Ludng Thi Lai NWO2 B3 thém nhan vién
Trd lai

Xong

Thod#t Hudng dan

Bam “Xong” dé dong chirc nang nhap nhan vién tir excel lai.

Line 01

Merchandiser

Théng

é_|, Bang céng

01/2017 |44 Noaybdtddu 01 |2 Bl Loc

E:/ Bi mudn . V& sdmi

[= Thoat

&= Lam them

E}‘ Vang mist

||| Vaora

Cutting
Line 03
Line 04
Line 05
Line 06
&a Finishing
Im/Ex

Sample
Production Mgr
&g, GC

Machenic
Cleanr
Taskforce

Stop

Line 07

T

& NVO1: NguyZn Tan Diing

=g, KE todn T
oo £ NVO02Z: Ludng Thi Léi

- (a

£ =

Ma NV Tén nhén vién Nady

Ca Gid vao Gid ra

Bl muén

Céng ty TNHH ABC Vigt Nam: 389 nhan vién

S

Két qua.
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Trén day 1a toan bo cac chirc nang gitp ban co thé sir dung thanh thao phan mém
cham cong cta chung t6i. Con mdt vai chirc nang nang cao ban c6 thé tim hiéu
thém. ( khuyén cao khong nén chinh sira vao nhitng phan ma minh khéng biét, c6
thé dan dén tinh trang 16i phan mém hoic mat di liéu)

Co van dé gi can duogc giai dap cac ban co thé goi dén sb dich vu hd tro ky thuat
024.6656.8855 dé duoc trg giup. Chiing t6i san sang giai dap moi thic mac ma
cac ban gdp phai.
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