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1.1. Giéi thigu

Perfect HRM 2012 1a phan mém quan tri ngudn nhan lec danh cho doanh nghiép vira va

nho dugc phat trién boi Cong ty TNHH MTV phan mém Hoan Hao. Phan mém dugc xay
dung va phét trién tir thang 07/2011 trén nén tang Phan mém quan ly Kho caa cong ty.

1.2. Kha nang ing dung
- Phan mém danh cho doanh nghiép vira va nhé c6 quy mé khoang 500 nhan vién.
- Doanh nghiép tong hop dir liéu chdm cong va tinh lvong tir ngdy 1 dén ngay cudi thang.

- Khong danh cho doanh nghiép chdm cong va tinh lwvong theo doanh sd, theo san pham.

1.3. Danh sach chirc nang

Bang sau md ta chi tiét cac chuc nang caa Phan mém quan ly nhan sy - Perfect HRM
2012 phién ban 1.6.0.1

STT CHUC NANG MO TA

A. Danh muc chwong trinh

1 | Danh myc nhéan sy - Quan 1y danh sach cac thong tin lién quan dén (ng vién,
nhan vién nhu: chire vy, hoc van, ngoai ngi, tin hoc, tén giao,

dan toc, quan hé gia dinh, bang cap, chuyén mon,..

2 | Danh muc chiam cong - Quan ly danh sé&ch ca lam viéc
- Bang ky hiéu chim cong
- Danh séch thiét bi méay chim cong

- Danh sach ngay nghi, ngay I&

3 | Danh myc tinh luvong - Xay dung hé théng thang bang luong

- Danh muc phu cép lwong

CONG TY PHAN MEM HOAN HAO 9



www.perfect.com.vn

Perfect HRM 2012 VV1.6.0.1

4 | Ti€u chi danh gia

- Quan ly nhom tiéu chi

- Quan ly tiéu chi danh gia cho tting nhdm tiéu chi

B. Ho so nhan sw

1 | Tuyén dung nhan sy

- Tao dot tuyén dung méi.
- Quan ly danh sach ung vién theo dot.
- Cham diém, phong van va danh gia tng vién.

- Tuyén dung ¢ng vién vao vi tri phu hop.

2 Ho so nhan su

- Thiét 1ap va quan 1y co cau to chirc, md hinh cdng ty.

- Quan ly danh s&ch nhan vién, trang thai lam viéc, céc thdng
tin c& nhan cua nhéan vién (ma nhan vién, ho tén, ngay sinh,
noi sinh, dia chi,...), hién dang cong tac tai phong ban, to
nhom nao, céc thong tin vé luong, bao hiém y té, bao hiém x&

hoi, méi quan hé gia dinh, nguoi phu thudc,...

3 | Quatrinh lam viéc

- Quan ly va theo ddi qua trinh cong tac, khen thudng, ky
luat, dao tao, danh gia, thay doi chuc vu, thay déi lwong,

ngung viéc, don xin nghi phép, xac nhan gio cong,...
- Xem theo tirng nhén vién hoac xem theo mot khoan

thoi gian.

4 | Hop ddng lao dong

- Tao va in hop ddng bao gdbm: hop dong xac dinh thai han,
hop dong khong xac dinh thai han, hgp dong thir viéc, hop

ddng hoc viéc.
- Quan ly danh sach hgp dong lam viéc da ky véi nhan vién.

- Théng béo danh sach hop dong sip hét han dé lap hop dong

moi.

5 | Bao hiém x& hoi

- Thiét 1ap to khai tham gia bao hiém xa hoi theo mau A01-

CONG TY PHAN MEM HOAN HAO
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TS

- Theo doi danh sach nhan vién dang tham gia BHXH, chua
tham gia BHXH hoac tam ngung tham gia BHXH

- Thiét 1ap bao céo cho co quan bao hiém khi c¢é phat sinh
nghiép vu theo cac mau: 02a-TBH, 03a-TBH, 03b-TBH,
D02-TS, C66a-HD, C67a-HD, C68a-HD, C69a-HD.

C. Cham cong

1 | Bangxépca

- Thiét 1ap lich trinh 1am viéc cua nhan vién

- Phét sinh tr d6ng vao bang xép ca thang ddi véi truong hop

lam ca c6 dinh.

2 | Két ndi may cham cong

- Phan mém Perfect HRM 2012 tuong thich vai cac may
cham cong sau: Ronald Jack X628/X628C, Ronald Jack
K300/S300, Ronald Jack 9900, 3000T/4000T, ZK
U160/U160C, 5000A/5000AP, ABRIVISION Iscan 01.

- Hb tro két ndi voi may cham cong qua mang LAN.

3 | Bang chdm cong vao ra

- Theo d6i gio vao, gio ra cia nhan vién.
- Cap nhat dir lidu tir may chim cong.

- Guri bang chdm cong vao/ra qua dia chi email cho nhan

vién.

4 | Bang chim cong thang

- Cham theo ky hiéu chim cdng hozc chdm theo gid cong.

5 | Bang chdm cong ting ca thang

- Cham cong tang ca theo gio.

6 | Tong hop ngay cong

- Téng hop ngay cong, két xuat béo cao theo céc tiéu chi:
ngay cdng thuc té, cong tac, nghi ché do, nghi phép nam, nghi
bu, nghi cé ly do, nghi khéng ly do, téng ngay cdng, s6 phat
di tr&, vé sém, tong gio 1am, ting ca ngay thuong, ngay 18,

ngay chi nhat, s6 gid 1am viéc riéng, sb gio 1am dém.

- Ty dong nhan hé s6 doi véi gio tang ca theo ngay thudng,

CONG TY PHAN MEM HOAN HAO
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ngay I&, ngay chu nhat.

D. Tinh lwong

1 | Thiét 1ap murc lwong tdi thiéu,

dinh muc tinh luvong

- Thay d6i mirc lwong t6i thiéu theo ving (chi nhéanh).

- Thiét 1ap cac dinh muc tinh luong: %BHXH, %BHYT,
%BHTN, % phi cong doan, muc thu nhap chiu thué, tién chi

cho nguoi phu thudc, biéu thué suat thu nhap ca nhan,. ..

2 | Béang tinh luong thang

- Tinh luong ty dong theo dit liéu cham cong va cac dinh muc

duoc thiét 1ap.
- In bang lwong, phiéu luong.

- Gui phiéu luong qua mail.

3 | Bang tinh luong tdng ca thang

- Tinh luong ting ca ty dong theo dit lidéu cham cong.

4 | Bang thanh toan tién luong

thang.

- Hd tro thanh toan 1 1an hoic chia 1am nhiéu dot thanh toan

theo % sé tién thuc lanh.

- Biéu d thong ké tinh hinh chi tra luong.

5 | Bang ghi no tién luong

- Ghi ng luong sang thang sau.

E. Théng ké

1 | Biéu d6 thong ké tinh hinh nhan

su

- Théng ké tinh hinh nhan s theo cac tiéu chi: do tudi, gisi
tinh, ty 1& s6 lao dong, chirc danh, trinh d6, ngoai ngi, tin

hoc, tinh trang hon nhén, tinh trang lao dong,...

2 | Tong hop dit liéu chdm cong

theo nam

- Xem thdng ké dit liéu cham cong theo nim: ngay cong thuc
té, cong tac, nghi bu, nghi ché do, nghi phép, nghi khdng
phép.

3 | Thong ké ngay nghi phép nam

- Bém s ngay nghi phép nam, thong bao sb ngay nghi phép

nam vugt qua gidi han cua nhan vién

CONG TY PHAN MEM HOAN HAO
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4. | Théng ké luong nhan vién theo

nam, theo phong ban, t6 nhém

- Xem thdng ké dit ligu tinh lwong trong 1 nam theo nhan
vién bao gdm cc tiéu chi lya chon: luong cin ban, BHXH,
BHYT, BHTN, phi cong doan, tién dong thué, thyuc lanh, ...

5 | Thong ké danh sach tham gia
bao hiém x4 hoi theo phong ban,

t6 nhém

- Théng ké danh sach tham gia bao hiém xa hoi theo phong
ban theo tirng thang, quy lwong BHXH, quy lvong BHYT,
guy lwvong BHTN, chi phi trir vao luong, chi phi do cong ty

chi tra.

1.4. Cac phién ban

- Phién ban dung thir (TRIAL) duoc sir dung trong vong 90 ngay, sau d6 phan mém sé& tu

dong chuyén sang phién ban mién phi (FREE) néu khach hang chua diang ky key. Cac
phién ban thu phi bao gom: STANDARD (1 may don), PROFESSIONAL (it nhat 2 may
két ndi dir lieu qua mang LAN), ENTERPRISE (it nhat 2 may két ndi dit liéu qua mang

internet).

Bang so sanh su khac nhau gitra cac phién ban phan mém:

CHUC NANG\PHIEN BAN

Quan Iy hé théng

Quan ly danh muc

Sao luu va phuc hoi dit liéu
Quan Iy danh sach tng vién va tuyén
dung

Quan Iy hé théng phong ban - t&
chuc

Nap théng tin nhan vién tir excel
Quan ly danh sach nhan vién
Quan ly qua trinh lam viéc (khen
thuong, ky luat, dao tao,..)

Quan ly cong viéc

Quan Iy hop dong lao dong

TRIAL
FREE STANDARD '@ PROFESSIONAL ENTERPRISE
(90 ngay)
v v v v v
v v v v v
v v v v v
v v v v v
v v v v v
v v v v v
v v v v v
v v v v v
v v v v v
v v v v v
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Bao hiém x4 hoi (to khai, bao cdo
tang giam lao dong,.)

Két n6i may cham cong

Bang xép ca

Cham cong chi tiét theo ca lam viéc

Bang chdm cong thang, chim cong

tdng ca
Tinh luvong

Thanh toan lwong (1an 1, 1an 2,..)

Bao cao théng ké tinh hinh nhan su,

cham cong, luong

Hoat dong qua mang LAN

Hoat dong qua mang Internet

RN NN

<

<\

RN NN

<

<\

SN NN

<

<\

SN NN

<

<\
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2. CAI PAT PHAN MEM
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2.1. Yéu cau hé thong
Hé¢ théng Perfect HRM 2012 hoat dong tét theo yéu cau téi thiéu vé phan mém va phan

cung sau:

- C4c hé diéu hanh: Windows XP SP3, Windows Vista, Windows 7, Windows 8,
Windows 8.1, Windows Server 2003, Windows Server 2008, Windows Server 2012.

- CPU 1.4 GHz 32-bit (x86) / 64-bit (x64)
- 512MB RAM bé nhé hé thdng
- 500 MB dung luong tréng tdi thiéu 6 dia cai dat

- Man hinh d6 phan giai tbi thiéu 1024x768

2.2. Cac tién ich ho tro

Cac phan mém va cdng cu tién ich yéu cau:
- Microsoft Sql Server 2005
- Net Framework 2.0

Khi cai dat chuwong trinh, néu may tinh chua duoc cai dit cac céng cu nay, thi chuong

trinh s€ tu dong cai dat.

2.3. Cai diit

Tai phan mém tai dia chi: http://www.perfect.com.vn, chon link phan mém quan ly nhan

Su, tai tir may chu.

-Nhan dup chudt vao tap tin cai dat da tai vé may tinh.

CONG TY PHAN MEM HOAN HAO 16
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-

.
Perfect HRM 2012 Version 1.0.3.7 - InstallShield Wizard [

Welcome to the InstallShield Wizard for Perfect
HBM 2012 Yersion 1.0.3.7

The InztallShield Wizard will ingtall Perfect HREM 2012
Yerzion 1.0.3.7 an your computer. To continue, click Mest.

¢ Back [ [ et > ][ Cancel ]

e

Hinh 2.1 Man hinh cai dat phan mém quan ly nhan su Perfect HRM 2012

- Nhan Next dé tiép tuc céc phan tiy chon cho viéc cai dit.

Perfect HRM 2012 Version 1.0.3.7 - Install5hield Wizard
e—

i

Setup Type
Select the setup type to install,

Fleaze select a setup type.

All program features will be installed. [Reguires the most disk space.]

(7 Cugtam

Select which pragram features vau want ingtalled. Becommended for
advanced users.

[mztallS hield

[ < Back ][ M ent > ][ Cancel

Hinh 2.2 Man hinh lya chon kiéu cai dat
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- Nhan nat Install dé bat dau cai dat phan mém.

= B
Perfect HRM 2012 Version 1.0.3.7 - InstallShield Wizard -

Ready to Inztall the Program
The wizard i ready to begin installation.
1
Click Install to begin the installation.
[F wou want ta review or change any of vour installation settings, click Back. Click Cancel to exit
the wizard.
N
[
L]
| ImztallShield
[ ¢ Back ][ [Fztall ] [ Cancel

Hinh 2.3 Man hinh théng béo san sang cai dat phan mém

- Nhén nat Finish dé x4c nhan qué trinh cai dit da hoan tat.

Perfect HRM 2012 Version 1.0.3.7 - InstallShield Wizard

Install5hield Wizard Complete
The wizard waz intermupted before Perfect HRM 201 2 Yersion
1.0.3.7 could be campletely installzd.

'our system has not been modified. To inztall thiz program at a
later time, please wn the zetup again.

Click. Finizh to exit the Setup wizard.

< Back Cancel

i N

CONG TY PHAN MEM HOAN HAO

18



www.perfect.com.vn Perfect HRM 2012 VV1.6.0.1

Hinh 2.4 Man hinh thong bao qua trinh cai dat di hoan tat.
Luu y:

Doi Véi Windows 8 va Windows 8.1, trong lic cai ddt, chwong trinh hién thj 18n hép
thoai ¢ hinh 2.5, kich chugt chon muc Run the program without getting help @@ tiép tuc

cai dat phan mém.

B Program Compatibility Assistant -

This program has compatibility issues

ey Microsoft SCL Server (2008 and 2008 R2)
Microsoft

You can get help online and see more information about this
program's compatibility issues,

Get help online

Run the program without getting help

[] Don'tshow this message again

Hinh 2.5 L&i khi cai dat SQL

2.4. Cau hinh truéce khi sir dung

- Khi cai dat, hé thong sé& tu dong cai cac phan mém, cac tién ich hd trg dé chuong trinh
cd thé chay dwoc néu may tinh cta ban chua dugc cai dit ching, bao gdom: Net
framework 2.0, SQL Express 2005 (\\PERFECT, tai khoan SQL Server: sa, mat khau truy
cap: perfect),...

- Trong lan dau tién st dung sau khi cai dit, chuong trinh s& yu cau céc thiét 1ap co so

dir liéu tr phia nguoi dung.
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(Y Ciu Hinh X

System Config Video Hudng Dan

Vui long chon cdu hinh cho [an chay dau tién!
(Chu y: Néu qua trinh thi€t Iap tur dong that bai hdy thir lai vdi tuy chon 2)
(Lién hé vdi nhém H8 trg trurc tuyén clia cong ty chiing tdi d& dugc hudng dan cu thé cach ciu hinh
co s dir liéu trén phan mém - www.perfect.com.vn)

[V 1. Thiét 13p co s& dir liéu va hé théng tv dong.
[ 2. Tu thiét 13p dir liéu va hé théng.

[~ 3. Thiét 1dp may tram (hoat dong trong mdi trudng mang LAN, Internet)

| e " [

: e H il . ..
=) Quén Ly Co S& Dir Liéu : Tiép Tuc > I | Thoat | TrgGiap

................................ - |

Hinh 2.6 Lua chon cu hinh co s¢ dit liéu

O budc nay c6 3 su lwa chon cho ban:

- Lya chon 1: Thiét lap co so dit liéu va hé théng tu dong. Néu ban chon vao tly chon
nay chuong trinh s& ty dong thiét 1ap co so dir liéu va hé thong trén may chu mic dinh
(\PERFECT, tai khoan: sa, mat khau: perfect). Néu chuong trinh bao 18i do khéng tim
thiy may chi (do nguoi dung di cai dit sql server trude khi cai dit phan mém) hoac xay

ra 13i bat ky, chuwong trinh s& ty dong chuyén sang tly chon tht hai.

- Lwa chon 2: Tu thiét lap dix liéu va hé théng. Néu ban chon vao tily chon nay, nhan nat
Tiép tuc chuong trinh s& chuyén sang budc tiép theo, lya chon may chu dé thiét lap co so

dir ligu.
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(1 Cdu Hinh

[#=) System Config

Chon may chd

Méy Chi

Tai Khoan 53
EEaEa

Mat kKhau

Kiém Tra

i=! Quan Ly Ca 5dDirLigu

SYMTEAM 1128 17\PERFECT

Tai Khodn Windows

T
=

-

(£

@ Tai Khoan 50L Server

Video Hurdng Dan

| | Tro Gidip

Hinh 2.7 Cira s6 chon may chu

+ Nhan n(t Kiém tra @& ¢am bao cé thé két néi duoc dén may chu, néu hé thdng thong

bao la két ndi dén may chii thanh cong thi c¢d thé nhan nat Tiép tuc qua budc tiép theo.

+ C6 thé nhan vao nut Video Huwoéng Dan ¢ trén dé xem cach thiét 1ap va cau hinh co s

dit liéu cho chuong trinh, video dugc dong goi kém theo phan mém.

+ Dit tén cho co s& dir liéu va chon duong dan cho nd, mic dinh chuong trinh sé& lya

chon 6 dia cudi cling trong cac phan ving 6 ctng trén may tinh dé luu co so dit liéu theo

duong dan, vi du néu 6 dia cudi cing 12 6 F thi dwong dan nhu sau “F:\\Database\Perfect

Software\Perfect HRM 2012”.

+ Nhan n(t Tiép tuc dé chwong trinh thuc hién viéc tao va ciu hinh co so dit lidu.

CONG TY PHAN MEM HOAN HAO
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Cu Hinh
Iﬁf{-:ﬁl System Config Video Hurdng Dan

Cau hinh cd s dix ligu

Co sd difliéu |ERP.PMQLNS

Budngdin | F:\\Databasze'\Perfect Software\Perfect HRM 2012

* Chon Buréng D2n

= Quan Ly Cad 54 DiF Liéu

| | Tro Gidip

Hinh 2.8 C4u hinh co sé dit liéu

+ Chuong trinh s& théng bao hoan tat néu nhu trong lac thiét 1ap co so dir liu khdng gap

van dé gi va yéu cau nhap thong tin cong ty dé két thic qua trinh cau hinh bao gom: Tén

cong ty, dia chi, dién thoai, fax, email, website, ma s6 thué,... day 1a phan bat budc cua

chuong trinh.
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Thing Tin

THONG TIN

TénBonVi | Céng Ty Phan|

PiénThoai | (03) 657 435 91

Fax (03) 667 485 61
Website www, perfect. com.vn
Email Sales @perfect.com.vn

Linh Yuc 2. Thurong Mai
Mganh Mgh& |Cung Cap Giai Phap Phan Mém

M3 56 Thué | 1100803080

Mguridi Lign HE | Mguyen Van Tudn

Mdi Dung

| CapNhat | @) ket Thiic

. . [ R e . -
Bia Chi So 38 Bwrdng 232 Cao Lo, Phudng 4, Quar

GPKD Mhap giay phép kinh doanh néu co

Logo

Hinh 2.9 Nhap théng tin cong ty sau khi cau hinh co s¢ dit liéu thanh cong

- Lya chon 3: Thiét 1ap may tram. Truong hop ndy 12 lua chon co sé dit lidu da ton tai

trong may chu.
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(1 Cdu Hinh b 4
(=) System Config Video Hurdng Dan
Chon ca sd dir liéu
Cd 54 Dir Liéu |ERP.PMQLMNS -
| Kiém Tra |
'~} Quan Ly Ca S& Dir Lidu | TépTuc> || Theat || TroGidp

Hinh 2.10 Chon co s& dit li¢u da ton tai tir may chi
M@t s6 van dé thwong xay ra trong lic ciu hinh co sé dir liéu:
- Trung tén co s& dir liéu (hé thdng s& béo 13i néu co sd dir liéu da ton tai trong may chi
va yéu cau nguoi dung thay doi tén).
- Khong cho phép luu trit co o dir liéu trén man hinh desktop, déu nay s& khdng an toan
va dan d¢én mat mat dit liéu khi can cai dat lai hé diéu hanh hay cd thé bi nguoi khac x6a
di.
Luu y:
- Truée khi sir dung phan mém phai chinh ngay gio hé thong theo diing ngay gio hién tai.

- Sao luu dit liéu thieong xuyén nham tranh mat mdt div liéu. Khi mdy tinh gdp sw c6 c6

thé phuc hoi lai duoc.
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2.5. Pang ky ban quyén phan mém
- Pé dang ky ban quyén phan mém, tir menu chinh caia phan mém chon thé Tre gitip ->
Diing ky, xuét hién hop thoai yéu cau ngudi ding nhap mét ddy méa sb hop 16 trong 6 ma

ding ky:

Perfect HRM 2012 x

Kich hoat Perfect HRM 2012

Vui ldng nhap ma dang kv va ma kich hoat (néu ca).

Ma May 386107E1-ECSC-D159-7721-9F 26E50E
M& Bang Ky ||
Ma Kich Hoat
| Tiép Theo = | | Huy | | Trd gidp

Hinh 2.11 Pang ky ban quyén phan mém
- Pé ¢6 duoc ma ding ky nguoi ding phai mua ban quyén phan mém tir cong ty ching
t6i, cung cap cac thdng tin can thiét vé thdng tin cng ty, s lwong may can ding ky,.. cho
bo phan kinh doanh, hd tro tric tuyén trén trang chii. Chuong trinh s& thong bao 1 thanh
cong néu day ma sb nhap vao 1a hop 1¢, sau khi dang ky xong dong phan mém va khoi

dong lai chuwong trinh dé thay sy khéc biét.

2.6. Cap nhat va nang cap phién ban sir dung
- Cép nhit truc tuyén: chon Tre giiip -> Cdp nhdt triee truyén, viéc cap nhat phién ban
moi ctia chuong trinh ¢6 thé anh huéng dén mot sb tap tin hé théng nén chuong trinh s&

yéu cau ban tat phan mém dang sir dung, nhan nut Péng y xuat hién hop thoai sau.
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[ @ Csp Nhst Truc Tuyén EER ™)

Phan MEm Quan Ly Nhan Su

Tim Ban Cap Nhat Mdi
Fhién Ban Hién Tai : 1.0.0.0

Khing thé ra Internet

| Nhan nit < Béng ¥ > d& bat dau tién trinh cdp nhit phan mém

| Huy b

L ]

Hinh 2.12 Cap nhat phan mém tryc tuyén
Hé thong s& tu dong kiém tra va yéu cau tai phién ban méi nhat ctia phin mém Quan 1y
nhan sy va cai dat vao may tinh néu nhu may tinh cua ban co két ndi véi internet.
- Cap nhit thong thwong: chon thé Tre giiip -> Cdp nhdt théng thwong sau khi nhan
nut dong ¥ dé dong cira s6 chuong trinh lai s& xuit hién hop thoai yéu cau ban chon file

dé cap nhat.

r N
€ CipNhipThéng Thuang = [

Chon M&u Tin
| E

|® capnnat| [@ Thost |

Hinh 2.13 Cap nhat thong thuong

Chtrc ning ndy cho phép ban cip nhat cac phién ban méi nhat ctia phadn mém Quan 1y
nhan sy thong qua file da tai vé may tinh c6 dinh dang mé& rong *.pf trong trudng hop

may tinh cta ban khong két ndi vi mang internet.

Luu y:
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Mdc dinh chuong trinh sé bdt tinh nang théng bdo khi cé phién ban cgp nhat mai, ban co
thé tdt né di bang céch check bé vao tly chon Khong can théng béo cho toi khi co ban

cdap nhdt méi trong hép thoai tly chon (Hé théng -> Ty chen).

2.7. Thay doi thong tin cong ty
Thay dbi thong tin céng ty phuc vy cho muc dich hién thi 1én bao céo, ngudi st dung co

thé thay doi thong tin don vi, dia chi, dién thoai,...v.v...

Chon thé Hé théng -> Thong tin cong ty

Thing Tin X
Fad
THONG TIN
Tén Bian Vi Cdng Ty Phan M&m Hodn Hao
Bia Chi 122 Mguyén 57 Sach, Phudng 15, Quén Tan Binh, TP HE Chi Minh
Pién Thoai 0866743561 |
Fax 0366748591 i !
[
YWehsite wwwe, perfect,com.vn
Email sales @perfect.com.vn ,PEEFEETEDLUHDNE
Linh Wrc 2.Thurgng Mai - | |

M3 58 Thug | 1100803080

GPED [2dmin]

| o/ Bng v || € K&t Thiic |

Hinh 2.14 Thay d6i thdng tin cong ty

2.8. Tuy chinh trong chwong trinh

Man hinh khéi dong

- Khi khéi @ong chuong trinh, mot s6 man hinh duoc khai dong mac dinh dé giup nguoi
str dung c6 thé 1am quen véi chuong trinh (man hinh so d6 chtc ning), hoic béo céo
nhanh sé liéu, thdng bao, nhic nhé (man hinh ban 1am viéc). Tuy nhién néu thay rac roi
hodc 1am cham tai toc d6 khoi dong ciia phan mém ban c6 thé tit no di bang cach mé hop

thoai tiy chon (chon thé Hé thang -> Tuy chen) xuit hién cira s6 tiy chon nhu hinh sau:
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Tiy chon x

;3& Ty Chon Chung
Cau Hinh Giri Mail

Ty chon chung
Thang bao cdo

Théng phat sinh bdo céo 10/2014 -

khi khdi dang churang trinh

. | Hién thi sa da chirc ndng Hign thi cira s& chao mimg
=@ Hop B&ng Lao Bdna
| Hign thi ban lam viéc Hi€n thi trang web gidi thiéu san pham
@i Cham Céng Cap nhat phan mém

Tu ddng cap nhat khi cd phién ban mdi

I~
=| Mirc Lurgng T&i Thigu @ Thong bao cho tdi biét khi cd ban cap nhat mai

Khiénag can thénag béo cho tdi khi cd ban cdp nhat mai

[ I~
Jl Binh Mirc Tinh Lurgng
Hign/an bdt chirc ndng cia phan mém
BE giam bdt tinh phn tap ola phan mém, ban cd thé 3n bét cic chitc ndng khéng can thit,
In Bao Cao ¥|Hién cac chifc ndng lién quan chdm céng trén giao dién chudng trinh

¥|Hién cac chirc nang lién quan tinh lugng trén giao dién chuong trinh

56 Tang Tu Bidng Lty 7 Ban c&n khdi d8ng lai phdn mém d& thdy sur thay dai.

T ot ] [@ ovs

Hinh 2.15 Cira s6 tdy chon

- Panh dau ™ hoic bo dau O trong khung tly chon Khi khéi déng chwong trinh trong
thé Tuy chen chung.

Hién/an bét chire ning ciia phan mém

- M6t s doanh nghiép nho chi sir dung tinh nang quan ly hd so nhan vién hoic khéng
can dén chirc nang chdm cong, tinh luong va mudn an di bot chirc nang dé nhin d& roi
mat thi cd thé tit di bang cach bo cac dau O trong khung tiy chon Hién én bét chiic

néng cua phan mém.

Thang bao cao

- Mic dinh khi mé bang chdm cong, bang tinh lwong,.. chuong trinh sé& hién thi theo

thang dugc khai bdo trong muc Thang béo céo cua thé Tuy chen chung. Vi du: thang
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hién tai 1a thang 03/2014 nhung ban muén tinh lwvong & thang 02/2014 thi nhap la
02/2014.
CAau hinh mail

Trong hop thoai Tay chen, chon thé Cdu hinh ga#i mail dé thiét 1ap may cha giri mail,

cdng nhu hinh sau.

Tiy chon x

Toy chon khi giri mail trong chiurgng trinh
5.:3 Tiry Chon Chung . < < -
| Hién thi hip thoai cho phép thay dai ndi dung khi gii mail

CA&u Hinh Giri Mail Cau hinh mail
May chu gl mail | smitp.omail.com Wi du: smtp.gmail. com,..
| Hop Bibng Lao Béng Céng 587| Vidu: 557,..

| Co wac thue 550

Hinh 2.16 Ty chon cau hinh khi gti mail
Tuy chon khi giri mail (bang cham cong, phiéu lwong,...)
- Panh dau M vao tiy chon cho phép hién thi hay khong hop thoai soan thao noi dung khi
gui mail.

- Néu c6 M thi khi giri mail, chuong trinh s& hién thi hop thoai sau day dé thay d6i noi

dung guri mail.
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Mdi Dung G Mail x
[M& nhén vién] [Ho lat] [Tén] [Mgdy sinh] [Giditinh] [Maisinh] [Bia chi] [Tam trd] [CMMND] [Email] [Bién thoai]
[Chic vu] | [Chinhanh] [Phéng ban] [T& nhém] [Luong cdn ban] | [Thang] [Mam] | [Kuéng déng]

¥| Binh kém bang cham cdng vao ra khi gl mail

Chao [Gidi tinh] [Ho l6t] [Tén] than mén! [Xudng dang]Hién tai bang cham cdng vao ra thang [Thang] /[Mam] da ca. [Gidi

tinh] cd thé download file kém theo dudi day d& tham khao. M&u of gi thidc m3c can durge gidi d3p, [Gidi tinh] o8 the phan
higi trd lai b&ng dia chi email ndy. [Xudng dang] Than chéo! Chic vui vé!|

| Hién thi hép thoai nay khi g mail M”" Gifi Bi | | & Ly Lai &G

Hinh 2.17 Hop thoai cho phép thay dbi noi dung khi giri mail.

Tuy chinh trang in

- Chon thé In bao cdo dé tién hanh dinh dang hién thi trong cdc mau bao céo c6 trong
chuong trinh. Luu ¥: cac tiy chon nay khong anh huéng ti cac mau bao cdo do co quan

nha nuéc ban hinh hoic cdc mau do chuong trinh quy dinh.
- Phan dau trang in ¢6 2 dang hién thi:

+ Mic dinh theo chuong trinh gom: logo, tén cong ty, dia chi. C4 thé tly chinh phéong
chit, kiéu chir, kich thudc chit,.. cho tén va dia chi cong ty, hién thi hoac khong hién thi

logo.

+ Hién thi theo hinh anh duoc thiét ké san bang tap tin hinh anh (*.png, *.jpg, *.bmp,...).
Ban c6 thé thiét ké san bang bat cr chuong trinh chinh sira hinh anh nao sau d6 nhap

chuot phai vao khung hinh chon Load rdi tro duong dan toi tap tin vira thiét ké.
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Tiy chon x

:gﬂ, Ty Chon Chung
Cau Hinh Giri Mail P

_@ Hagp Bong Lao Dong
i@ Hi&n thi §3u trang theo hinh dnh bén dudi

@i Cham Céng Chon hinh nh (kich cif gBc: 600 x 90)
CONG TY TNHH TIN HOC ANH VIET

| »

Padu trang in

(™) Hi#n thi d3u trang theo dang mic dinh cia chuang trinh

Binh dang phéng chif cho tincéng ty | Tahoma, 12pt, style=...

[}

It cho dia chi cng ty | Tahoma, 12pt

'_"=| Mt Larong T8 Thidu Dia chi: 55 01, Buing 56 03, KDC Kién Phat, TP. Tan An, Long An
é_k DT: 0723 522 238. Fax: 0723 525 733. Website:

Kich cf thay déi (chigu rdng x chigu caa) 800 ~ | (px) x 90 | (px)

T
m

!_h
J| Binh Mirc Tinh Lurgng

Cudi trang in

;n In Bao Céo
o Binh dang

¥ Hién thi tén cla noudi ki khoang cach 40 - | (px) Do o 70~ (px)
L, |56 Téng Tir Béng Binh dang phéng chif cho chirc vunguiki  Times New Roman, 11.25 | - |

Binh dana ohéna chif cho véu cu (kv. ahird...) | Tiwee New Pamwm Oné chdo=Rali | ... |

|0 Béng ¥ ||'2" Bang |

Hinh 2.18 Thiét lap céc tly chon hién thi dau trang in.
- Phan cubi trang in: Hién thi va dinh dang danh sach ngudi Ky (vi du trong bang cham

cong, bang luong)
+ Nhap danh sach ngudi ky trén lugi trong tab Cudéi trang in ciia hop thoai tiy chon.

+ Nhap ™ hoic bo O vao cac cot tuong tng: cham cong, tinh lwong, khac (khac chdm

cong, tinh lwong) voi tén ngudi ky trong cot ho tén dé hién thi I&n bao cao.

+ TUy chon c6 hién thi tén ngudi ky, phéng chir, kiéu chit, kich thudc chi,..., khoang

cach so véi dong cudi cling cua trang bao cdo, d6 cao giira tiéu dé va tén ngudi ky.

S6 tang tw dong khi thém méi dir liéu
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- Khi thém méi dix liéu tng vién, nhan vién, hop dong lao dong, chuong trinh s& tu dong

tang gia tri cua s6 nam giira 2 gia trj tién t6 va hau té dwoc khai bao trong tab Sé ting tw

dgng cua ctra s6 TUy chen

Tiy chon

g:j Tiy Chon Chung
Cau Hinh GLri Mail
_@ Haop Bong Lao Bong
@i Cham Cdng

l_l-
=| Mic Lugng Téi Thicu

l_I-

Jl Binh Mdrc Tinh Lurang
In Bao Cao
hel ﬁ] 56 Tang Tu Bidng

S0 tang tu ddng khi thém mdi dii’ liéu

Khi thém mdi dir li&u churang trinh s& tur ddng tng gia tri oda =6 nam gilra 2 gia tri Tién t6 va Hau
t6 dugc khai bdo bén durdi. Chiéu daid day 1a =4 ky o ada =8 ndm gilra od gid tri bé nhat |3 2 va
lgn nhdt 1a 8.

Tién to Chigu dai so Hau to Xem trudc
Ma i'ng vién L a8 Uooooaooa
M3 nhdn vién MY - MO00000
Hop déng LD HOLD/ 6 - j2014 HOLD/000000/20...

Mgodi cAc bang dir ligu & trén thi cac bang con lai =& oo tiép dau nglr theo mac dinh ma churang
trinh cai d&t s3n.

|Q Bdng ¥ ||l?' Bdng

Hinh 2.19 Sb tang ty dong khi them méi dix liéu

Ngoai cac bang dir liéu trén thi cac bang con lai s& ¢ tiép dau ngir theo mac dinh ma

chuong trinh cai dit san.
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3. LAM QUEN VOI
PERFECT HRM 2012

Phan nay hwéng dan nguwoi sir dung bude dau 1am quen véi man hinh 1am viéc cia phan
mém quan Iy nhan su Perfect HRM 2012, cach khéi dong né va cach 1am viéc véi mét sé
chite ning co ban cua mgt phan mém qudn Iy nhuw thém xéa sira ciing nhw cach tim kiém,

loc, nhom diz liéu.
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3.1. Cach khéi dong chwong trinh
C6 rat nhiéu cach co thé khoi dong dugc phan mém Perfect HRM 2012. TUy vao muc
dich lam viéc, s& thich hoic sy tién dung ma ta c6 thé chon mét trong cac cach sau day dé

khoi dong:
- Céach 1: Nhan n(t Start -> Programs ->Hoan Hdo Software ->Perfect HRM 2012

- Céch 2: Nhap dap chudt 1én biéu tugng cua Perfect HRM 2012 trén man hinh Desktop

cua ban.

- Céch 3: Mo Windows Explorer theo duong dan C://Program Files//Perfect
Software//Perfect HRM 2012, nhap dup chudt Ién biéu tuong cua

Perfect. HumanResource.exe trong thu muc nay.

3.2. Giao dién chwong trinh

- Giao dién chinh cta chuong trinh:
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e
/ : N P N e
A (_3\@ (7} Am) {9
2 @ Ao Bin Ldm Viéc - Phin QuhLyNMn 2012 ) e

_au—lma i A\PERFECT 5 ERPPMQLNS (1.5.25) Classc -

o & & = cﬁtﬁu u;'[?

LY Mop Dlng Biordm Bing o Ca KEINGMEy BingChdm Ténghop Mitluong OphMic  Bing Thh m

Ve Loo Ding X3 ¥ - Chilm Cong  Cng Thie; = Nothno TETHéu Trhluong  Luong =
ra Chiln Cleg

|cClatfoh O\ - TH Kiodey Moy Dng

Tén miy o (Server): \PERFECT

& co 58 d Mu (Database): ERPPMQUNS (1.5.2.5)

Thay &6 mit khiy

Tidn Luong

T ngadl ding (User's Name):  admin

Vo vd: Quin tri hé thing
Mgy Sing rhio: 15/03/2014

LA (DThnotéo-thicvéc

(umwmb&uxﬁaﬂmo\h
cling cls théng ndy,
(2) Béng krong thing niy dhua duoc khds tao.

-

s T T NVOOD124 O ThiXide Qu... 28/3/1982 |
[ NVO0OX34  Nouyln Lo M. 31/3/1988 | ||
Théog Ké 56 Liku &) 04 NV0O047 LéModngMem 3131989
INVODDDEE  NguyEn ThiNgo....  5/4/1583
18ng 55 ¢hi rhérh _ all 0.2 NVOOOOZL PhanThirh Thic 5/4/1586
Ténq 55 phing ben 15“ e y MO00I89 TrinThachilén  6/4/1983
Thng 85 t phém o o _Joodl oo ' NVO0O30 NosynrbiNem 641599 ¥
Téng 55 rhin viin 142 122003 12014 212014 _(5) Nihdin vidn BSlp HEt Han HEXLD
TG UG i W g e 0| mbia (0) N Vi GA/Sd0 HR2 Han Thir Ve

© B QuyBn 2005 - 2014 bl CONG TY PHEN MEM MOAN MAD | This gan: 1503-2014 03:4324  Phidn hdnc1.5.2.5 Enterprise

Hinh 3.1 Giao dién chinh ciia phan mém quan ly nhan sy Perfect HRM 2012

(1) Ban lam viéc: nit tron ¢ goc trén bén trai man hinh ding dé tro vé man hinh ban lam

Viéc.

(2) Danh séach chire ning: nit dau tién gan nat (1) ¢ dang hinh tab va dau mii tén chia

xudng, khi ban m& nhiéu chirc ning chuwong trinh s& hién thi ching ¢ dang tab, nat nay

cho phép di chuyén qua lai giira cac tab bang cach chon trén danh sach menu.
(3) Sao luu dir liéu (Backup database): sao luu du phong dit liéu.
(4) Phuc héi dir liéu (Restore database): phuc hdi di liéu di sao luu.

(5) Gitp dé.
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(6) Thay doi giao dién, thé hién cac phong cach khac nhau: nit c6 hinh cay co vé cho

phép ban chon va thay déi giao dién theo s& thich riéng cua minh.
(7) Tén ngudi dung: thé hién tén cia ngudi dung dang dang nhap vao hé thong.

(8) Tén may chu (Server): tén cua may chu chira co s¢ dir liéu nguoi dung, may chu cé
thé nam ngay trén may cua ban hoic cia mot may tinh khéac trong mang noi bo cua cong
ty ban hoac la ban dang truy cap vao may chu dat & mot noi khac thong qua mang

internet.

(9) Tén co sé dir liéu va phién ban dir liéu: ban can kiém tra lai phién ban dang st dung
nam & phia duéi man hinh ngay thanh trang thai véi phién ban co so dit lidu ndy c6 tring
khép hay khong, néu khdng tring khop thi mot 1a co sé dir liéu dang sir dung c6 thé da
qua cii so voi chuong trinh hodc 1a qua méi khi sir dung c6 thé phat sinh mét sé 18i khong

mong mudn.
(10) Thay doi hinh anh biéu tweng ciia phan mém.

(11) Thay doi thang phat sinh bao c4o.

3.3. So' d6 chirc niing

- Man hinh so do chitc nang mic dinh s& khai dong cung chuong trinh. Ngay sau khi
phan mém khai dong ta ¢ thé chon tab So' dé chirc ning. Néu khdng thay thi co thé 1a
do ban di tat tinh niang hién thi man hinh so d6 chtc nang khi khoi dong chuong trinh
trong hop thoai tlly chon. Trong trudng hop nay ta chon thé Hé théng -> So dé chiic

ndng d& mo man hinh hién thi so d6 chitc ning cua hé théng.

- Bén trai man hinh 1a 3 so d6 tuong tng: so d6 quy trinh quan 1y théng tin nhan vién, so
d6 quy trinh quan ly gio giac - chidm cong, so d6 quy trinh tinh lwong - thanh toan luong.
So d6 duoc thiét ké theo ludng va lién két dit liéu, tinh nang thuc hién trude, tinh ning

thuc hién sau theo s6 va cac miii tén chi dan.

- Bén phai man hinh 1a cac chi dan tuong (ng voi tirng muc trén so d6, ta c6 thé chon vao

cac lién két dé xem.
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] S0P Chirc Nang % |

X
% Quy Trinh Quan Ly Théng Tin Nhan Vién Hurdng Dan Theo 5o 88 Chirc Néng
Hudng dan sirdung cac | |
2.1. Danh séch g vién (danh ) chirc nang chinh trong
ia, pho an, tuyén d 5 n -
e A chuong trinh =
1. Danh
Lo
nhdn sy ¥ ® 2012 Cong Ty Phdn Mém
Hoan Hao. m
2.2. Danh sach nhan vién (co p’
cdu té chirg, danh sach nhan eopa e - -
=) =) Tai liéu na',r‘dunglde cung cap
) nhifng chi dan dé& sl dung cdc
chirc néng chinh cd trong phan
mém quan ly nhdn su' Perfect HRM
2012
Lam cach nao d& sir dung tai lidu
nay?
3.1. qua 3.2. Hop — 3.3. 830 2 3.4. Quan
trinh lam déng lao ) higm x3 = Iy céng Vui léng chon céc muc bén dudi d&
viéc déng héi viec — digu hwdng d&n chifc niing can
xem hudng dan. & xem hudng
dan st dung day da chon theo
dudng dan Trg Gidp->Hudng Dan
S Dung -> Taf Lidu Hudng Dan
3.8.
3.5. Khen - 3.6. Ky - 3.7.bao - Chuong -
thu'éng H |,| ludt H |,| tao = |,| trinh phiic H |,| Muc luc
L]
Quan Iy théng tin nhan su
| H Quy Trinh Quén Ly Gi& Gidc, Chim Céng Danh muc nhén su
| ¥ Quy Trinh Tinh Lugng, Thanh Toén Luang Danh séch {ng vién =
®© Ban quyén 2009 - 2013 bdi PERFECT SOFTWARE, CO. | Théi gian: 25-04-2013 03:45:00 | Phién ban: 1.3.2.0 Enterprise |mﬁ“

Hinh 3.2 Man hinh so d0 chirc ning

3.4. Thao tac voi dir liéu trong chwong trinh

- Ung vé6i mot chire nang quan 1y, chuong trinh hd tro cac diéu khién dé tuong tac véi co

SO dir liéu nhu thém, stra, x0a,... trén giao dién ngudi dung.

Hoc Van
0 B X 2 9
Thém Sia Chila Xoa  MNap Lai Xudt  Bong
M3 Tén Ghi chd
7
1 Trung hoc phd théng
2 HY000002 Trung c3p chuyén nahigép
3 HVD000003 Cao dang
4 HY000004 Biai hoc
5 HY000005 Trung hoc co sa
[ HVO0000G Thac i
M4 4 15 » B M

Hinh 3.3 Giao dién diéu khién co ban dé twong tac véi co so dir liéu

- Pé thém vao danh sach, ngudi ding c6 thé chon nit Thém tir thanh cong cu ¢ phia trén

hodc 1a nhip chuot phai trén danh séach s& xuat hién mot menu chirc ning twong tu nhu
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trén thanh cdng cu va nhap chon vao menu Thém, mét cira s6 nhap théng tin s& xuét hién

ngay sau do nhu hinh bén dudi.

Thém Hoc Van x

Théng tin bat budc

Ma: HYOQoooF
Tén: |
Ghi chi:

¥ Can quan Iy

|L';ﬂ Luu & Déng | |L';ﬂ Luu & Thém | |¥@ Biéng

Hinh 3.4 Cira s6 thém méi thong tin hoc van.
- M4 s6 s& duoc phat sinh tu dong ting dan & sé cudi cung, ngudi ding nhap théng tin
Vvao céc 0 tréng con lai sau d6 nhan nit Luu va déng (chuong trinh s& luu thong tin duoc
nhip vao va déng ctra s6 nay lai) hoac nit Luu va thém (chuong trinh s& luu thong tin
nhung khong déng ctra s6 nay lai va dong thoi phét sinh mot ma mai dé nguoi dung nhap
vao), nut Péng s& huy lénh thém — dit liéu s& khong dugc luu lai dong thoi dong ludn cta

$6 nay.

- Pé stra mot mau tin, ta ¢d thé nhap dap chudt vao mau tin can stra hoac chon mau tin tir
lugi danh sach va nhan nit Sga trén thanh cong cu, ctra s6 nhap thong tin (twong tu nhu
khi nhan nat Thém) s& xuat hién kém véi mau tin dugc chon. O ma sé s& bi mo va khdng
cho phép ta chinh sira no, luu dit liéu sau khi nhap cac théng tin can saa vao cac 6 con

lai.

- Pé x6a mot mau tin, nguoi dung phai chon vao mau tin d6 trén ludi danh sach sau d6
nhan ndt X6a trén thanh cong cu (hoic menu bing cach nhap phai chudt trén danh sach).

Chuong trinh s& hién mot hop thoai yéu cau xac nhan lai hanh dong.

Théing bio

9P

»._"\/ Ban o mudn xda khong?
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Hinh 3.5 Hop thoai y&u cau xac nhan c6 x6a mot mau tin hay khong.

- NGt Xudt dung dé xuat dit liéu trén luéi danh sach ra va luu dudi dang tap tin Excel,
ngudi ding can chon duong dan tir hop thoai cia chuong trinh dé luu tap tin nay.

- NGt Ngp lgi ding dé nap lai dit liéu trén ludi danh sach.

3.5. Cach tim kiém, loc dir liéu trén ludi

- Ta g0 tir khoa can tim kiém dir liéu vao dong cé biéu tuong hinh cai quang dau dong,

phia duéi tiéu dé cot, & mdi cot twong ng véi tir khéa d6 nhur hinh bén duéi.

M nhan Ho 6t Ten Ngay sinh Nai sinh Gidi Bign thoai Bia chi Chife vy
vign tinh
|=] Chi nhanh: CHI NHANH PHU QUOC
1 NVDO0037 LETHIPHUOMNG — LAN 21/12/1983  KIEN GIANG 0984816867  KP3 XA AN THOT HUYEN PHU QUAC KIEN GIANG Mhén Vién Kinh Doank
(=] Chi nhéanh: CHI NHANH RACH GIA
2 NVOD0O11  LE PHUGC SAN 01/10/1960 KIEN GIANG v 0913820665 21435 ViNH QUANG RACH GIA Thuygn Trudng
3 NVODOD19  PHAM UT MUGT 10/11/1986 KIEN GIANG v 0919827414 BINH MINH XA BINH BAC HUYEN VINH THUAN TINH ... 5T QUAN BOONG
4 NVOO0033  PHAN THU AN 01011973  KIEN GIANG 0918321506 Mhén Vién Kinh Doant
5 NVOOOD34 PHAMTHIBICH VAN 18/09/1982  KIEN GIANG 34/5/19 NGUYEN THAT HOC RACH GIA KIEN GIANG  TAP VU
6 NVOO0038  PHAN THANH TRONG 25/05/1983 BENTRE ¥l 0909926590 10369 QUANG TRUNG VINH QUANG KIEN GIANG K& Todn Vign
7 NVOO0054  PHAM THANH col 2306/1971  KIEN GIANG ¥ 0919115688  307/1MAC CUU RACH GIA KIEN GIANG Tha May
3 NVODD059  PHAM THANH HAI 18/05/1956  KIEN GIANG v 01226830508 644 NGUYEN VAN CLT VINH LAC RACH GIA KIEN GL... May Trudng
9 NVODD0BS  PHAM THANH oi 07/12/1981 KIEN GIANG v 0949673912  307/1 MAC CUU RACH GIA KIEN GIANG Tha May
10 NVOODO70  PHAM QUEC TAN 10/10/1980  KIEN GIANG v 0939127775  82/4LAM QUANG KY RACH GIA KIEN GIANG Thiry Thi
11 NYDOD072  PHUNG BA TRIET 18/04/1977 KIEN GIANG v 0946780505 L1710 17 VINH QUANG RACH GIA KIEN GIANG PHUC WU VIEN
(= Chi nhanh: CHI NHANH THANH PHO HO CHI MINH
12 NYOO0002  PLAN KWONG SIING | 14/06/1965  MALAYSIA ¥ 0918977522 20 First Floor Tan Sri Road 96000 Sibu Sarawak, Mal... Téng Gidm B&c

Hinh 3.6 Tim kiém dit liéu trén ludi danh sach

- Tim kiém tuyér doi: Néu ta gb tir khoa truc tiép vao, chuong trinh s& hiéu 1a ban dang
tim kiém tuyét doi.
- Tim kiém twong doi: Bé tim kiém tuong ddi trén phan mém ta g6 thém ky tu “*” hoaic

“0” trude tir khoa can tim kiém.

3.6. Cach nhom dir liéu

- Néu & phia trén luéi danh sach c6 dong chir Kéo thd cgt bdt ky vae ddy dé nhém di
ligu thi luc nay nguoi ding ¢ thé nam dé vao tiéu dé cot va ré chuot 1én phia trén, dir

liéu ¢ phia dudi sé dugc nhom theo cot do.

Luu y:
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- Trwong hop khong c6 dong chiz Kéo thd cét bat ky vae ddy dé nhom di lidu, nguoi
ding c6 thé tiy chink @é khung nay hién 1én bang cach nhdn chugt trai vao vi tri c6 mau
xam phia trén cung bén trai Asi, khi xuat hién danh sach Iénh ta chon chite ndng Hién

khung nhom da liéu.

- Pé an khung nhom dz liéu thi chon chize nang An khung nhém diz liéu.

MNgay

e

Ma cham cﬁy | M3 nhan vién Thai gian Ra/Vao

[=] Tén nh&n vién: Bli V&n Hién
[# Mgay: 21/12f2011
[#] Ngay: 24/12/2011
[ Mody: 27/12/2011
[#] T&n nhan vién: A& Thi Phurong Thiy

[#] Tén nhan vién: Dugng Mhat Quang

[#] Tén nhén vién: Huynh Anh Bang

[#] T&n nhan vién: Mgd Mauyen Nhat Minh

[# Tén nhan vién: Nguyén Birc HE

Hinh 3.7 Cach nhom dir liéu trén ludi danh sach

- Dit lidu c¢6 thé dugc nhom theo nhiéu cip, bac va sip xép chiing tiiy vao muc dich cia
nguoi st dung.
3.7. Sap xép dir lieu tang dan hodc giam dan

- Pé sép xép dir ligu tang dan hodc giam dan, ta nhép chudt trai vao cot tiéu d& ma minh
mudn sip xép cho dén khi xuét hién thém ky hiéu A (ddi voi trudng hop sip xép ting)
hoic V¥ (d6i vé6i truong hop sip xép giam).

3.8. Sap xép vi tri, hién, an cac cot

- Ta c6 thé sap x€p vi tri hién thi ctia cac cdt trén ludi dir 1i€u bang cach de tro chudt 1én

vi tri ¢Qt can thay doi va ré dén vi tri moi.

Luu y:
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- Vi tri méi ciia cdt phdi ciing nhém. Vi du: trieong Ngay cdp CMND trong danh sach
nhén vién chi dwoc kéo trong nhém Chieng minh nhén dén, tirc la kéo vé trude cot
CMND hodc vé sau cét Noi cap. Tuy nhién ta cé thé kéo cd nhém Chirng minh nhén

dan lén phia trudc hodc phia sau cia mot nhom khdc.

Chimg minh nhan dan

CMMD Moay cap Mai cap

Hinh 3.8 Nhom cét va cot dix liéu

- B¢ an cac c0t dang hién thi thi nguoi dung c6 thé nam kéo ti€éu dé cdt xuong phia dudi
cho dén khi xuat hién dau X mau do6 thi tha chudt ra, c6t vira nam kéo sé bi an di trén

danh sach.

- Pé hién thi lai cac cot bi 4n nguoi dung co thé nhép vao nut mau xam phia trén cung

bén trai cua ludi chon chirc nang Tay chon cdt xuat hién cura so sau:

Customization x

Columns | Bands

| »

Chi nhanh

Hinh anh

Mam (X)

Mam sinh

Moay nghi

Moay sinh (*) LW

Phéng ban

Hinh 3.9 Cira s6 tiy chon cot

- Céc cot nam trong cira s6 Customization (tly chen cét) phia trén Ia cac cot dang an, ta

c6 thé kéo cac cot nay Ién phia trén cac cot dang hién thi dé hién thi lai.
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3.9. Luu tuy chinh trén ludi

- Khi ngudi dung nhém, sap xép dir lidu ting dan hodc giam dan, hién, an hodc thay dbi
vi tri cac cot thi mic dinh khi dong phan mém lai cac tiy chinh cua ngudi ding s& khong
dugc luu lai. Sau khi tuy chinh ta c6 thé luu lai bang cach nhan vao nit mau xam phia
trén cing bén trai cua ludi chon chirc nang Luru lai vi tri va sip xép cdc cot. Dé 14y lai

thiét 1ap mic dinh ta chon chitc ning Ldy lai vi tri va sdp xép mdc dinh.
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4. QUAN TRI CO SO DU
LIEU

Phan nay sé huong ddn ban cach tao, dang ky va go bo 1 co so dir liéu, mg va x6a no,

cac thao tac sao luu va phuc hai diz liéu.
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4.1. Tao va x6a mot co so dix liéu
Chuong trinh hd trg nhiéu cach dé ban tao mai mot co so dit liu, c6 thé lya chon mot

trong cac cach sau day:

- Cach 1: Pua chuong trinh vé trang thai lan dau tién sir dung roi thuc hién cac budc cau
hinh co so dit liéu nhu d chi dan & phan cai dat chuong trinh bang cach tim va xo6a tap
tin Data.Config.xml ¢ thu muc cai dat, tip tin nay dugc dung dé lwu lai cac théng tin dé

két ndi vai may chu khi bi x6a thi nd s& yéu ciu ngudi ding thiét 1ap lai,

- Cé4ch 2: Mé chuong trinh quan tri co s& dit liéu di kém bang cach vao Start ->
Programs -> Hoan Hdo Software -> Qudn Iy co s¢ dir ligu hoac ngay man hinh ban lam
viéc ctia chuong trinh chon vao lién két Khéi dong chwong trinh qudn Iy co sé die ligu

trong khung cau hinh di liéu, xuat hién hop thoai.

tg Cdu Hinh May Chd 4
Chon May Cha 5CL Chon DiF Liéu

3| MayChi SVNTEAM112817WPERFECT - | I J

1 Tai kKhoan Windows

i Tai Khoan 50L Server

Taikhodn |3
Mat Kj_lgu :::::::
|ﬁTh|,ﬁ:Hién | |U biéng | |9 Hurdng Dan

Hinh 4.1 Chon va cau hinh may cha

Tién hanh chon tén may chu, tai khoan dang nhap vao may chu va nhan nt thuc hién

(xem video hudng din kém theo phan mém) dé vao phan quan 1y co s& dix liéu.
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(g Quan Ly Co 56 DI Ligu - = x

U &8s ES @ Q0

KEtThic May Cha  Map Tao ¥oa PangKy GEFBo || Saoluu PhucHSi | Mang C3p | Thong Tin Trg Gidp

STT | Co 50 Dir Ligu Phién Ban Mgay Tao Birdng Dan

:HERP.PMQLNS 15/05/2014 D:\Database\Perfect Software\Perfect HRM 2012

3  ERP.PMQLMS.MMIETTM  1.4.1.0 15/05/2014 D:\Database\Perfect Software\Perfect HRM 2012
B 4  ERP.PMOLMS,WEE 1.5.3.0 17052014 D:\Database\Perfect Software\Perfect HRM 2012
B 5  HRMExample 1.5.3.1 15/05/2014 D:\Database\Perfect Software\Perfect HRM 2012
B 6  QLBH.HAISAMBAMIEM 3.7 23/05/2014 [:\Database\Perfect Software\Perfect Sales
B 7  QLBH.KIMTUOMGTHIMH 3.7 29/05/2014 [:\Database\Perfect Software\Perfect Sales

Tién Trinh %G |_

Hinh 4.2 Man hinh chuong trinh quan 1y co so dir liéu
- Danh sach co sé dir liéu chira trong méy chu da chon duogc thé hién chi tiét bao gom tén,
phién ban, ngay tao va duong dan duoc luu ¢ 6 cing.

- Bé tao méi mot co s dit liéu, ta chon nit Tgo tir menu, xuat hién hop thoai ta nhap tén

cho co s dir liéu mai, chon duong dan dé luu va nhan nat thuc hién & bén dudi.

Tao Co S& DI Liéu x

Di Ligu

Biurdng Dan D:\Database\Perfect Software\Perfect HRM 2012 =

|ﬂThL_rcHién||ﬁ Bidng |

Hinh 4.3 Cura s6 tao co s dit liéu mai.

- Bé x6a mot co so dir lieu bat ky ta chon nd tir lugi danh sach, sau d6 nhan nat Xoa, dit

liéu s& duoc x6a khoi may chu va trén ca 6 dia cng cua ban.
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4.2. Dang ky va g6 bo mot co’ s& dir li¢u

- Dit liéu duoc luu ¢ 6 cirng gom 2 tap tin c6 dinh dang mé rong lan luot 13 *.mdf va

* |df khdng nam trong may chu, dé cd thé sir dung duoc co sé dit liéu nay ta phai nap va

dang ky n6 vao may chu.

- Khoi dong chuong trinh quan 1y co sd dit liéu, nhan ndt Pang ky tir menu cua chuong

trinh, xuat hién hop thoai.

Bang Ky Cd Sa Dif Ligu

Buriing Dan

Dir Ligu |

|‘/ Thurc Hién | |Q Bing

Hinh 4.4 Cura s6 dang ky co so dir lidu

- Ta chon dudng dan luu tap tin *.mdf, dat tén cho né va nhan nat Theec hién dé chuong

trinh nap co so dir liéu nay vao may chu.

- Pé go bo mot co so dir lieu ra khoi may chi, dong thoi co sé dit liéu nay van con duoc

lwu ¢ 6 dia cang ta nhan ndt Gé bé tir menu man hinh quan 1y co so dit liéu.

4.3. Mé mot co sé dir liéu da ton tai

- Khoi dong chuong trinh, dén man hinh ding nhap yéu cau nhap tén ngudi ding va mat

khau, ban nhan vao nat tiy chon xuét hién hop thoai.

tg Cdu Hinh Co Sa D Ligu

Chon May Chi
'! May Ban

..... ¥ Mang NGi BS

‘. @ Mang Internet

Chon Dr Ligu
May Cha  SVNTEAMO13008\PERFECT - f)
@ iTal Khoan Windows |
Tai Khoan SQL Server
Tai Khoan 53
Mét k],.lgu b= = 22 = 2
Tén Dif Liéu  HRMExample - {')

| Chay Dif Ligu Mau

|aThL_rcHién| |Q’ Béng ||9‘ HudngD5n|
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Hinh 4.5 Chon va ciu hinh may cha
- Tién hanh chon may cha, may chu ¢ day c6 thé 1a may don (may dang cai dat va sir
dung phan mém), mét may tinh két ndi théng qua mang ndi bo hay 14 mang internet. Sau
khi chon kiéu két ndi ta chon vao nat c6 vong tron mau xanh bén phai goc trén hop thoai
chuong trinh s& ty dong tim t&n may chu. Nguoi ding c6 thé tu nhap tén may cha vao 6
tréng, lya chon tai khoan Windows (tai khoan dang nhap vao may tinh — khéng yéu cau
password) hoic 1 tai khoan SQL Server (phai nhap tén tai khoan va mat khau). Chon tén

co s6 dir liéu va nhan nut thyc hién dé tré vé man hinh dang nhap cia chuong trinh.

4.4, Sao lvu dir lieu

Sao luu dir liéu dy phong dé tranh trudng hop bi mat do hu héng phan ciing hoic virus va
can cai dat lai hé diéu hanh.

C6 2 cach dé mo cira s6 sao luu dit ligu:

- Céach 1: Khoi dong chuong trinh quan ly nhéan sy - Perfect HRM 2012, tai man hinh
Ban lam viéc, trong khung Céu hinh dé ligu nhap vao chtic ning Sae lu div ligu hoic

chon thé Hé théng -> Sao lieu.

- Céch 2: Mo chuong trinh quan ly co so dir liéu bang cach vao Start -> Programs ->
Hoan Hdo Software -> Qudn Iy co sé di ligu hoac ngay man hinh lam viéc cua chuong
trinh chon vao lién két Khéi dng chwong trinh qudn Iy co sé dir liéu trong khung cau
hinh dit liéu. Sau khi dit liéu da dugc nap hoan tat, ta chon co so dir liéu can dugc sao luu
tir lugi danh séch va nhan nit Sae lwu tir menu cta chuwong trinh.

Nhéap duong dan thu myc chira tip tin sao luu dy phong (c6 thé thiét 1ap duong dan qua 6
D:\ hoac USB)

- Poi tén dir liéu néu can (vd: dulieuluungay25.11.10)

- Chon duodng dan sao luu (vd: D/backup)

- Chon Thuc Hién

Luu y:

- Khong sao luu duoc dir lieu ra ngoai man hinh Desktop.
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Sao oy dif iéu x
Sao luu du phong dir iéu.

Tién trinh 0%

Tén tp tin ERP.PMOLNS.01.12.11 10.55.bak

Biurding dan D:'\Backup =

|9 Trg Gidp | Ghi dé tap tin ol |aTthCHié”| | ) Bing |

Hinh 4.6 Sao luu dit liéu

4.5. Phuc hdi dir liéu

- Phuc héi dix liéu d3 sao luu.

Trudng hop sau khi cai lai hé diéu hanh, can phuc hoi lai dir liéu da sao luu trude d6 thi

str dung chire ning phuc hdi lai co so dit liéu cua chwong trinh.

Tuong ty nhu phan sao luu dit liéy, ta ciing c¢6 2 cach dé md cira s6 phuc hoi dir liéu:

- Céach 1: Khoi dong chuong trinh quan ly nhéan sy - Perfect HRM 2012, tai man hinh

Ban lam vigc, trong khung Cdu hinh dé liéu nhap vao chic niang Phuc héi di# lidu hoic

chon thé Hé théng -> Phuc hoi.

- Cach 2: Khai dong chuong trinh quan 1y co s& dir liéu. Sau khi dir liéu da nap xong ta

nhan nit Phuc hoi tir menu cua chuong trinh.

Chon co s¢ dit liéu da sao luu trude d6 bang cach nhap vao biéu teong c6 dang thu muc.

- Chon duong dan dé phuc hoi
- Chon thyc hién

Phuc hii dif liéu

Tién trinh 0%

Tén tap tin

Co sd dif liéu

== = oo

ERP.PMOLMS

'@ TroGiip |

Hinh 4.7 Cira s6 phuc hoi dit liéu
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Luu y:

- Chuwrong trinh sé khong thuc thi dwoc chire nang phuc hoi di lidu khi dé tap tin *.bak ¢
ngoai man hinh Desktop.
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5. QUAN TRI NGUOI DUNG
VA HE THONG PHAN
QUYEN

Phan nay sé huéng dan ban cach qudn ly va phan quyén nguoi ding dira trén cac chuirc
nang cé san trong chirong trinh bao gom cach tao mét nhém nguwoi ding, thém mét nguoi

dung méi, xem nhdt ky hé thang, phan quyén, thay déi mdt khau.
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5.1. Tao va x6a mgt nhom nguwoi dung

- Chon thé Danh sach chire ning -> H¢ thang -> Phan quyén d&& md man hinh phan
quyén nguoi dung, nhan vao nit Thém nhém ngwoi ding dé thém mot nhoém ngudi ding
méi va phan quyén sir dung céc chirc niang cho nhom nguoi dung ndy sau d6 nhan nit
Luu va déng. Nhitng ngudi dung thuéc nhém nay s& ¢6 vai tro sir dung trén phan mém

nhu nhau.

Thérm Vai Trd x
Théng tin bat budc
ET |
Tén:
Dién gidi

¥| Con guan ly

B wwathem |[[E] wuabéng |[@  Diéng

Hinh 5.1 Ctra s6 thém nhém ngudi ding mai
- Pé x6a mot nhom ngudi dung, ban chon vao nhém ngudi ding can x6a ¢ khung bén tréi
man hinh phan quyén, chon nat Xoa tir thanh cong cu hoic nhap chudt phai vao nhom
ngudi ding dé chon Xda nhém ngwei dung. Khi thuc hién thao tac nay tat ca nguoi ding

thudc nhém ngudi ding nay s& bi x6a hét khoi hé thong cua chuong trinh.

Luu y: 2 nhém nguoi ding Qudn tri hé théng va Nhan vién cong ty 1a méc dinh va
khong thé xoa

- Quadn tri hé théng: 1a nhém quyén cao nhat c6 thé phan quyén cho cac nhom
quyén si dung khac trir nhém Nhan vién cong ty va co quyén thec hién tat ca cac chic
nang ma chwong trinh co va cho phép thuc hign.

- Nhan vién cong ty: 1a nhém quyén thdp nhdat va khéng nhdn phan quyén tir

Quan tri hé théng. Cac quyén thyc thi ciia nhém nay 1a do hé thang cung cdp.
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5.2. Thém va xoa tai khoan cua mot nguwoi dung

Chuong trinh cho phép tao mai, xem théng tin hoac xo6a tai khoan nguoi dung tir nguoi
quan tri hé théng. Tai khoan dang nhap dau tién cho quan tri hé théng co tén dang nhap 1a
‘admin’ mat khau dé tréng. Tat ca nhitng nguoi dung khéc chi duoc phép khai thac va sir
dung cac chic ning ma ngudi quan tri hé théng cung cap — c6 thé c6 nhiéu quan tri hé

théng. C6 2 cach dé quan Iy mot ngudi ding tir chwong trinh:

- Cach 1: Chon thé H¢ théng -> Danh sach ngwoi dung dé mo phan quan tri nguoi

dung.

Hrm) Théng bdo cde | 06/2014 - [T - | (gl (@ @ 14 - = Ngudi Dng - Phan M8m Quan Ly Nhan Sy 2012 - =7 x
'»—) Hé Thing Danh 5&ch Chirc Nang Trg Gitp Lﬂ admin/Tat Ca = .\PERFECT E@ ERP.PMOQLNS (1.5.3.1) Classic -

(%] P A =l [=] o
[LESL EL' 3 g? @ L/’EH L-IJ Lﬂ [@ Tim Kigm: (GG vdo tu kfida can tim] IC) Tim

K&t Thac Dang Xudt ThéngTin S0 Dd Danh Sach Phan QuyEn Da&i M3t MhatKy | Sao Luu Phuc HBi || Toy chon
Céng Ty Chic N3ng | MgudiDing MgudiDing Khdu HEé Théng || DIfLiéu DU Liéu
HEé Théng Bao Mat Dif Liéu Tuy chon Tim KiEm
So B6 ChircMNSng || BanLam Viéc 3¢ | MoudiDing 3¢ x
Fa i
L] AB X = 9 x|

Thém ShaChila Xoa MNaplai In  Xudt Béng

Tén d&ng nhap | Vai tré Dién gii Ma nhan vién Kich hoat
8

(=] vai tro: Banh gia

managerl1 Bénh gid NYOOD011 'l

2 manager02 Bénh gid
(=] Vai tro: Dif ligu

<

3 user01 Dit liéu 'l

4 user02 Dif liéu 'l

5 user(3 Dif liéu NVD00012 V|

[ user04 Dif liéu 'l
(=] Vai tra: Nhan vién cdng ty

7 thanhnhan@perfect.com.vn Nh&n vién cing ty NYOO0D0 10 d

8 phuengthuy @perfect.com.vn Nh&n vién cing ty NVYOO00003 d

(=] Vai tré: Quan tri hé théng

WM 4 95 kB

© Ban quyEn 2009 - 2014 bdi CONG TY PHAN MEM HOAN HAQ | Thi gian: 03-06-2014 01:48:33 | Phién ban: 1.5.3. 1 Professional

Hinh 5.2 Man hinh giao dién quan 1y nguoi dung
- Cé4ch 2: Tai man hinh phan quyén ngudi ding nhan vao nit Thém ngwéi dung tir thanh
cdng cu hoidc nhap phai chudt & khung bén trai chon trinh don Thém ngwéi ding, nhap
thong tin cho nguoi ding ndy bao gom tén tai khoan va mat khau, thuéc nhom ngudi
dung nao sau d6 nhan nlt Luwu va déng. Vai trd va quyén han cia ngudi dung nay phu

thudc vao nhom nguoi dung dang quan ly no.
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51 Thé&m Ngudi Ding x
Théng tin bat budc
Tén |
Mat khiu
¥ac nhan
Vai trd Quan tri hé théng * v
Dién gidi
Con quan |y
& wusseng | |l LLru&ThémH{?b Biing

Hinh 5.3 Cira s6 thém ngudi ding méi

5.3. Thay d6i mat khau

- Chon thé Hé théng -> Thay déi mat khau hoic ngay man hinh lam viéc cia chuong

trinh nhan vao lién két Thay déi mat khdu & khung cdu hinh co s& dit liéu. Nhap mat

khau hién tai (néu cai dit lan dau thi mat khau dé tréng). Nhap mat khau méi (mat khau

méi ban muén dat cho tai khoan dang dung). Nhap xac nhan mat khau méi (mat khau

méi). Nhan nit Péng y dé xac nhan thay doi mat khau hodc nhan nat Thoat dé hay tac vu

nay.

Thay B&i M3t Kh3u

=\ THAY BOI MAT KHAU

M3t Khau Ci
Mt Khdu Mg

Mhap Lai M3t Khau

| - BEng ¥ |

|Q Thost |

Hinh 5.4 Cira sb thay d6i mat khau

- Sau khi thay doi mat khau c6 thé Pdng xudt khoi chuong trinh va dang nhap lai véi mat

khau méi.
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5.4. Phan quyén nguoi dung

Phan quyén theo chirc ning

- Hé théng phan quyén dén tung chirc ning nghiép vu cua chuong trinh. Mot nguoi sir
dung c6 c&c quyén co ban 1a dugc xem, duoc sira, duge x6a, dugc tao méi tly vao chic
nang va tiry theo vai tro cua ho dbi vai hé théng va do quan tri vién thyuc hién. Quan tri hé
théng s& cap phat quyén sir dung 1 chic ning cu thé do chuong trinh quy dinh cho mét

nhoém ngudi ding cu thé nao do.

Tai man hinh phan quyén nguoi ding, chon nhom nguoi dung ¢ khung bén trai, nhap
chon vao céc 6 M ¢ trén ludi hién thi dit liéu twong tng cho ting chitc ning va cac thao
tac dir liéu cua chirc nang d6 trong chuong trinh. Sau d6 chon nat Leru tur thanh cong cu

cua chuong trinh.

Hinh 5.5 Man hinh giao dién phan quyén nguoi ding
Phan quyén theo chi nhanh, phong ban, té nhom
- Péi Vi cong ty da chi nhanh hoac céng ty muén quan ly theo tirng phong ban thi viéc
phan quyén theo chirc ning chua dam bao duoc tinh bao mat ciing nhu d6 an toan cua dir
lieu. Vi du, truang phong A chi ¢d thé quan ly nhan vién trong Phong ban A, néu truang

phong A c6 thé xem va quan ly danh sach trong phong ban B thi dit liéu ¢ phong ban B
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—) Hé Théng Danh Sach Chirc Mang Trg Gidp ;ﬁ admin/Tat Ca -= .\PERFECT 5‘@ ERP.PMQLNS (1.5.3.1) Classic -
= & & P L ES B .
= - ol Tim Kigm: (G5 vdo tU khoa can tim] p Tim
K&t Thic BangXuit ThéngTin S0 Bd Danh 53ch Phan Quy&n ©&i M3t NhitKy | Sao Luu PhucHSi | Tdy chon 4
Cang Ty ChircMang | NgudiDOng MgoudiDing Khdu HE Thdng || DirLiéu DI Ligu
Hé Théng Bao Mat Dir Liéu Tly chon Tim KiEm
50 86 ChcMSng | PhanQuyEn X X
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c6 thé khong an toan hoic khdng c6 ngudi chiu trach nhiém chinh khi ¢ su ¢ xay ra. Vi

vay ta can dén chirc ning phan quyén nay.

- Néu nhu phan quyén theo chirc ning ta dya theo nhom ngudi ding thi ¢ ddy ta s& phan

quyén trén tirmg nguoi dung cy thé.

i Cip nhdt Noudi Ding x
Théng tin bat budc
Tén: admin
Matkhau ===
¥Xacnhdn | ===
Vai tré Quan tri hé thdng * -
Email
Dién gidi
Quénlj  iheo T4 Nihom E
Chinhanh | [Chon chi nhénh] -
Phong ban | [Chon phong ban thudc chi nhanh] -
Ténhém | [Chon t8 nhdém thudc phang ban] -
+| Con quan ly
|L';{] Luu & Béng | |L';{]LLru&Thém||@'j Biéng

Hinh 5.6 Cira s6 cap nhat thong tin nguoi ding

- Trong cira s6 nhap thong tin ngudi dung, ¢ phan théng tin Qudn 1y ta ¢ thé chon cac
muc Tt cd, Theo chi nhanh, Theo phong ban, Theo té nhém, cho phép ngudi dung d6
c6 thé quan ly tat ca nhan vién hay chi quan Iy nhan vién trong 1 chi nhanh, 1 phong ban
hay 1 t6 nhém cu thé nao d6. Sau d6 tién hanh chon chi nhanh, phong ban, t6 nhém

tuong tng véi muc chon. Nhan nat Lueu & déng dé xac nhan.

5.5. Xem nhat ky hé thong

- Ngudi dung cd thé xem nhat ky hé thdng ngay tai man hinh ban 1am viéc caa chuong
trinh hoac chon thé Hé théng -> Nhat ky hé théng, chon khoang thoi gian dé xem tir

thanh cong cu.
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- Hé théng cho phép luu lai vét ctia nguoi sir dung trén mdi chirc nang, nghiép vu duoc
cung cap. Khi ngudi dung thao tac trén bat ky chic nang nao cua phan mém, hé théng sé
lru lai thao tac cua nguoi dung d6 vao bang nhat ky hé théng cua chuong trinh. Moi
ngudi sir dung truy cap vao phan nay dé xem dé phong khi cd su ¢ xay ra dé truy ctu

trach nhiém.

- H& tro nap va xuit ra tap tin (*.xml) dé phong dit liéu nhat ky bi x6a boi mot nguoi

dung khac.

Hrm) Thang bao co 06/2014 ~ ||~ |(g) g @ |24~ = Nh3t Ky Hé Théng - Phan MEm Quan Ly Nhan Sy’ 2012 - =8 Xx
Hé Thang Danh Sach Chirc NEng Tra Gilip "% admin/Tat Ca |= .\PERFECT 5z ERP.PMQLNS (L5.3.1) Classic -

=7 =] a
== @ 3 % @ Ldé (o) ] [@ Tim Kigm:| (GG véo £ khda cin tim] _,Onm

KEt Thic BangX¥udt ThéngTin  So BB Danh Sach Phan QuyBn D& M3t NhatKy || Saoluu PhucHBi || Toy chon
Céng Ty Chirc M&ng || Mgudi Ding NgudiDing Khdu HEThdng || DirLiéu DiFLiéu

Hé Théng Bdo Mat Dir Liéu Ty chon Tim Kigém

So 86 Chirc NSng € || Phdn QuyEn 3¢ | NhatKyHE Théng X %

i TirNgay: 03/06/2014 - | Dén MNgay: 03/06/2014 - O\ Xem | ¥ Xoi _;; Don Sach [ Luu Nhat Ky "’ Map Mhat Ky Tir Tap Tin.. [2] Xust (@ Tro Gidp &) Déng =

Nawréi Diing May Tinh Tai Khodn [ Théi Gian | chire Nang | Hanh Bang | £6i Twiong [P Lan [Puwan =

(=] May Tinh: QUANGCONG-PC [

(=] Mow'di Ding: admin
admin QUANGCONG-PC Admin 03/06/2014 07:07:01 ~ HEThéng DEng Nhap 192,168.1.108  115.78.0.91
| admin QUANGCONG-PC Admin 03/06/2014 07:07:09 ~ Ban Lam Vigc Xem 192.168.1.108  115.78.0.91
| admin QUANGCONGPC Admin 03/06/2014 07:07:09 ~ Ban Lam Viéc Xem 192,168.1.108  115.78.0.91
| admin QUANGCONG-PC Admin 03/06/2014 07:07:23 ~ BangTinhLuong  Xem 192.168.1.108  115.78.0.91
| admin QUANGCONG-PC Admin 03/06/2014 07:10:46 * HEThéng K&t Thic 192,168.1.108  115.78.0.91
| admin QUANGCONG-PC Admin 03/06/2014 07:17:36 ~ HEThéng Déng Nhp 192.168.1.108  115.78.0.91
|| admin QUANGCONG-PC Admin 03/06/2014 07:17:44 ~ Ban Lam Vigc Xem 192,168.1.108  115.78.0.91
|| admin QUANGCONG-PC Admin 03/06/2014 07:17:44 ~ Ban Lam Vigc Xem 192.168.1.108  115.78.0.91
|| admin QUANGCONG-PC Admin 03/06/2014 07:19:06 ~ Bang Xép Ca Xem 192.168.1.108  115.78.0.91
|| admin QUANGCONG-PC Admin 03/06/2014 07:19:12 ~ Ch&m Céng Xem 192.168.1.108  115.78.0.91
| admin QUANGCONG-PC Admin 03/06/2014 07:19:23 ~ Téng Curdng Sau... Xem 192,168.1.108  115.78.0.91
| admin QUANGCONG-PC Admin 03/06/2014 07:19:23 ~ Téng Cudng Sau... Xem 192.168.1.108  115.78.0.91
| admin QUANGCONGPC Admin 03/06/2014 07:19:32 ~ Téng Curéng Sau... Xem 192,168.1.108  115.78.0.91
| admin QUANGCONG-PC Admin 03/06/2014 07:19:35 ~ Téng Curdng Sau... Xem 192.168.1.108  115.78.0.91
| admin QUANGCONG-PC Admin 03/06/2014 07:42:24 + Danh Muc Kj Hig... Xem 192,168.1.108  115.78.0.91
| admin QUANGCONG-PC Admin 03/06/2014 07:42:47 ~ Danh Sach Nhan ... Xem 192.168.1.108  115.78.0.91
|| admin QUANGCONG-PC Admin 03/06/2014 07:44:29 - Danh Sich Nhan ... In 192,168.1.108  115.78.0.91
‘ | e ALARMCC ORI, De A Arie T N2INE [WNAA N TeAL DT o Pk O 2k Bl 2 Ve RIMANNNNTD AN A£0 4 4n0 440 FO N oNA
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Hinh 5.7 Man hinh giao dién xem nhat ky hé thong
- Pé x6a dir lidu trong nhat ky hé théng, ta c6 thé chon dong can xoa tir lugi dit lieu va
nhan nit Xéa tir thanh cong cu hoic nhan nit Den sgch dé xda toan bo dit liéu dang hién

thi trén ludi.
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6. QUAN LY NHAN SU VA
TUYEN DUNG NHAN SU

Phan nay sé hwéng dan ban cach qudn Iy va tuyén dung nhan si dya trén mé hinh ma

cong ty chding tdi cung cdp trong phan mém bao gom cac phan:

- Thiét 1gp danh muc lién quan nhan se: chizc vu, hoc van, ngoai ngi, tin hoc, ton giéo,

dan téc, quan hé gia dinh, bang cap, chuyén mén,..

- Tuyén dung nhan sw: thém dot tuyén dung, quan Iy danh sach «ng vién, thi tuyén,

phong vén va danh gid irng vién, tuyén dung.

- Qudn Iy nhan s thiét Idp va qudn 1y co cdu té chizc, mod hinh cdng ty, quan ly danh
sach nhan vién, trgng thai lam viéc, qua trinh lam viéc cia nhan vién, hop dong lao

dong.
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6.1. Thiét Iap danh muc lién quan nhén sw

- Ttr menu chinh cua chuong trinh chon thé Danh sach chi#e¢ nang -> Danh muc ->
Danh muc nhan sy dé mé phan quan ly danh muc, mic dinh phan nay s& duoc ty dong
m& sau khi nguoi dung chon chirc nang quan ly danh muc tr menu chinh cta chuong
trinh. Phan nay quan |y c4c thong tin lién quan dén (ng vién, nhan vién nhu: chirc vy, hoc

Vvan, ngoai ngi, tin hoc, tén gi4o, dan toc, quan hé gia dinh, bang cap, chuyén man,..

+ Chac vu: quan ly danh sach chirc vu cta nhan vién,

+ Chuyén mén: quan ly danh sach chuyén moén ctaa nhan vién.

+ Bang cap: quan ly danh sach céc bang cap lién quan.

+ Cong viéc: quan ly danh sach cong viéc.

+ Qudc tich: quan ly danh sach quéc tich (Viét Nam, My, Canada, Nhat Ban,...)

+ Ton gido: quan ly danh sach tén giao (Pao Phat, Bao Cao bai, Thién Chua Giao,...)
+ Quan hé gia dinh: quan ly danh sach cac méi quan hé gia dinh (cha, me, di, duong,...)

+ Hoc van: quan ly danh sach trinh d6 hoc van (trung cap, trung cp chuyén nghiép, cao

dang nghé, dai hoc,...)
+ Ngoai ngir: quan ly danh sach cac bang cap ngoai ngit.

+ Tin hoc: quan ly danh sach cac bang cap tin hoc
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Hinh 6.1 Man hinh quan ly danh muc théng tin hoc van cua chuong trinh
- Pé xem danh sach ciia mot danh muc can quan 1y, ngudi dung chi can chon mét danh
muc & khung bén trai, danh sach quan ly sé hién ¢ khung bén phai man hinh nhu hinh
trén.

- Céc thao tac thém, sira, x6a dugc thuc hién nhu chi ddn & phan 3 muc 3 (huéng dan
thao tac voi dit liéu cia chuong trinh) cua tai liéu huéng dan nay.

- Viéc quan ly céc thong tin nay s& giup cho nguoi ding sir dung dé dang va nhanh chéong
hon cho chttc nang quan ly trng vién, nha&n vién cua chuong trinh.

Vi du: Khi nhap théng tin hoc van cho nhan vién thay vi phai nhap, nguoi dung chi viéc
chon tir danh sach cho méi nhan vién dugc nhap vao.
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C3p Mh3t Nhan Vién x
Théng Tin Ca Mhan | Théng Tin Céng Viéc || Lién HE -X3 HGi | Hudng Phu C8p | Thing Tin Mouwdi Lién HE
Ma nhan vién (*): NVOD0007 Ho Lot {*): MguyEn Tén {*1: Thanh | Mam
Maay sinh (*): 451933 « | Mai sinh {*): Huyén Chg Gaao, Tinh Ti#n Giang
[Chua co hinh] | Tén thurdng goi: Thanh Tinh trang hén nhan: |Chua két han -
Bia chi {*}: Ep M¥ Trudng, My Tinh An, NgT Gao, TEén Giang
Tam tru: Ap M¥ Trudng, My Tinh An, Cho Ngo, Tign Giang
Bién thoai di ddng: | 0987.952.659 Bién thoai nha: Em¥ |thanh.nguyen@perfect.com.vn
Qudc tich: Vigt Mam - :ﬂ:\ Dan téc: Kinh - ':ﬂ:
Tan gido: Phat Gigo - =ﬂ= Hac vén: Dai hoc - lﬂm
Mgoai ngir; Bang B ~ op | Tin hoc: Trung h?': phd t‘hﬁng .
Trung cap chuyén nghiép
Chuyén mén: Céng nghé thang tin ~ o | Céc bang cip: Cao ding
Chimg Minh Mhén Dan Tinh Trang 5t Khd Trung hoc oo s&
Thac &I
50 CMMD: | 312085460 Mgay cap: 10112011 =~ Tinh trang sirc khoet o0e fiae 1ot
Moicdp:  |Cdng An Tinh Tién Giang Chigu cao: 161 - | Can nang: 52 -
M& cham cong: 7 Ghi chu:
Trang thai nhan vién: Bang lam viéc - | [Z] Lo & B6ng ‘ | =] Lwuva Thém ‘ |1‘E’j Bbong

Hinh 6.2 Giao dién nhap liéu théng tin nhan vién.

Ngoai ra, ngudi ding cé thé biét dugc trong cdng ty ¢d nhirng trinh d6 hoc van nao,
nhitng dan toc ndo, bao gdm nhitng quéc tich gi?

6.2. Tuyén dung nhén sy

Chuong trinh cho phép ban quan ly danh séch @ng vién tir nhiéu dot tuyén dung, cham

diém thi tuyén theo ting vong, danh gia tng vién tir két qua phong van theo nhiéu tiéu

chi khac nhau (phong cach, thai do, ngoai hinh, giong néi,...) Thiét lap trang thai caa (ng

vién (d3 dau vong thi tuyén, vong phong vén, chwa dugc tuyén dung, da tuyén dung,...)

va chuyén thong tin (ng vién qua phan danh sach nhan vién.

Chon thé Danh sach chirc nang -> Danh sach #ng vién tir menu chinh cta chuong trinh

dé ma phan quan ly danh séch &ng vién va tuyén dung nhan su.
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6.2.1. Tao va x6a dot tuyén dung

- Danh sach dot tuyén dung duoc thé hién theo dang hinh cay ¢ khung bén trai cia man
hinh quan ly danh sach tng vién. Bé xem danh sach ung vién theo dot tuyén dung nao,
ngudi dung chi viéc lya chon va nhip vao dot tuyén dung do6 thi danh sach tng vién

tuong tng s& hién thi & khung bén phai caa man hinh.

Hrm) Thang bao co 062014 ~ | |[5 - ||g @ @ |4~ ) = Danh Sach Ung Vién - Phan MBm Quan Ly Nhan Sur 2012 - =2 x
S Hé Théng Danh S&ch ChiTc N&ng Trg Gilip "% admin/Tat Ca |= .\PERFECT 05 ERP.PMQLNS (15.3.1) Classic -

1

86 2L BE e R 6 88 6|E

Banl3m ThéngKé DanhMyc @ DanhSach | QuéTrinh Quanly Hop DBng Bao Hiém | Bang ¥8pCa KStM&iMay = BangCh3m TéngHgp || Mircluong DinhMirc | Bang Tinh | Tim Kiém

Vigc MNhén Vién = | Lam Viéc ~ Cdng Viéc Lao Ddng X& Hdi - Cham Céng | Céng Théng -~ Mgay Céng || T&i Thi€u Tinh Luang | Lurong - -
Téng Hap H& Sd Nhan Su i) Cham Céng (] Tién Lurang i)
50 B8 ChifcMSng % | Phan QuyEn 3 | Danh Muc Chuong Trinh % | Danh Sach Ungvign x
i ok Thém Dot Tuyén Dung =5 Thém Ung Vién | 7 Sia 3¢ Xéa $HIn | <TétCa= - A KetQuaThi  DanhGia () TuyénDung | [ Nap Lai -
Bt tuyén dung - 05 thi va phong van dsu 93 tuyén dung [lChua tring tuyén™
=} Tatca Moz thidau  [ID3 du phéng van
L 2;:3::: E::g t:: ; Mingvien | Holst Tén Ngaysmh | Gaitioh | Noi sinh |pignthosi [ D chi
|| 9 Bt Tuyén Dung Lan 3
(=] bt tuy&n dung: Bt Tuy&n Dung Lan 1
1 V000001 Nguyén Birc Thang 22/01/19%0 WEYI Ap Tan Thanh, Tan Huong, ... B
2 uvoooooz2 Trinh V&n [alig 2312/1987 Nam Tan Try, Long An 275 Binh Haq
(=] bt tuy&n dung: Dot Tuy&n Dung Lan 2 L
8 Uv0oooo3 Trinh Thi Ngoc Phurgng 11/08/1987 NiF Thi Thira, Long An 974690850 Ep 3, Mj Phi 1
4 UVD00004  Nguyén Thanh Tii 01/09/1989 Nam  M§Phd, ThiiThita, Long An 988114527 70/4, Bp 4, 1
-l 5 uvooooos Trugng Phic Hau 09/12/1988 Nam TP HE Chi Minh 0933.226.161  458/7 Burdny
E's— V000009 W Chi Céing 20/12/1986 Nam  Long An 01688.706.638  Ap 1, X3 Tuy
(=] Bt tuy&n dung: Dot Tuyén Dung Ln 3
7 UVDDOD0S5  NguyEn Nggc Bich Mhwr 15/10/1988 N TP HB ChiMinh 58 419/311
8 UV00000s Tran Thanh Tuén 07/08/1989 Nam Long An 01699.941.442 KVI, Bdng Tl
g Uvooooo7 L& Thi Tinh 20/11/1983 NC Phu Yén 0972,459.948  68/984 Nguy
10 Uvoooo10 Phan Thanh Thirc 05/04/1986 Nam Thanh Hoa, Long An 0977.113.950  Thanh Hoa,
11 uvoooo11 Mguyén Van Thuy 13{10/1986 Nam MNhen Ninh, Tan Thanh, Lon... 01257.703.801 Nhon Minh, 1
1z UVD00012  Dao ThiHodng Hoanh 12/03/1385 N Quang Ngdi 01699,352,886  &p 2, M7 An
13 Uvonoo13 Kigu Thi Kim Dung 15/01/1983 Mir TP HE Chi Minh 01224728412 Long Binh, €
14 UVD00014  Nguyén Thi Tudng Vi 09/12/1981 N Long An 0808,323.500 235 Pham Vi |
4| il ‘ B[ M A .1,.’.2-0"-'._» »i.{lz _IIII = _..--l. h o T B ’ }-
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Hinh 6.3 Man hinh quan ly danh s&ch &ng vién

- Pé thém dot tuyén dung, ban chon nlt Thém det tuyén dung tir thanh coéng cu, Xuat
hién hop thoai yéu cau nhap cac thong tin sau: ma dot tuyén dung (mdi dot tuyén dung
bao gom mot ma sé dé phan biét véi cac dot tuyén dung khac), tén dot tuyén dung, tuyén
dung tir ngay nao dén ngay ndo, s lugng tuyén dung la bao nhiéu, theo quyét dinh sb
may (kém theo file quyét dinh), chon trang thai tuyén dung (dang 1én ké hoach, dang thyuc

hién tuyén dung, da hoan thanh — mdi trang thai c6 mot mau khac nhau dé phan biét).
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Cip Mh3t Bot Tuyén Dung X
Théng tin bat budc
M3: TDOO0002 Tén: Bat Tuyén Dung Lan 1
Tirngay: |01/01/2011 - Bén nogay: | 30/06/2011 -
Sa lugng: - | 50 quyet dinh:

File: | =
Trang thai: Biang thuc hién tuyen dung -
Ghi cha:

|L';ﬂ Lw&aéngHﬂ;ﬂLw&ThémH@ Béng

Hinh 6.4 Cira s6 cap nhat dot tuyén dung

- Dé stra hodc x6a mot dot tuyén dung, chon dot tuyén dung ¢ khung bén trai cua man
hinh quan ly danh sach tng vién, nhap phai chudt va chon sira hoic x6a dot tuyén dung
d6. Luu ¥ viéc x6a dot tuyén dung dong nghia véi viéc x6a tat ca cac ¢ng vién thudc dot
tuyén dung d6, chuong trinh s& y&u cau xac nhan lai viéc x6a cta ban dé thyc thi tac vu

nay.
6.2.2. Quain ly danh sach wng vién

- Ung vién bao gom cac thdng tin: ma ang vién (phét sinh tu dong khi thém mai), ho 16t,
tén, gioi tinh, ngay sinh, noi sinh, tinh trang hdn nhan, dia chi, tam tra, dién thoai di
dong, dién thoai nha, email lién hé va cac théng tin nam trong phan quan ly danh muc
bao gom (quéc tich, dan toc, ton gi4o, ngoai ngit, tin hoc,..), s6 CMND (ngay cap, noi
cap), tinh trang suac khoe, chiéu cao, can nang, thudc dot tuyén dung nao, cac théng tin
khac bao gom trinh do chuyén mén, cac cong viéc da ting 1am, kinh nghiém 1am viéc, da
c6 nhitng bang cap gi, ndp hd so tuyén dung vao ngay nao, mong muébn lam & vi tri nao
sau khi duoc tuyén dung mirc lwong twong ¢ng 13 bao nhiéu, trang thai cua wng vién 1a gi
(da tuyén dung, chua tuyén dung, dang thi tuyén, dang thuc hién phong van,...) va cac
thdng tin lién hé voi ngudi than Gng vién khi can, cac ghi cha lién quan khac dén @ng
vién.

- Chon dot tuyén dung twong ang ¢ khung bén trai dé xem danh sach va théng tin cua cac

ung vién ¢ khung bén phai man hinh.
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- Chon Thém ng vién tir thanh cong cu dé thém @ng vién, xuat hién hop thoai nhap

thdng tin irng vién

Cip Nhit Ung Vién x
Théng Tin C& Mhan || Théng Tin Tuyen Dung
Ma nhan vién (*): UvoOoNool Ho Lot {*):  Mguy&n Biic Tén (*): Thing | Mam
Moay sinh (*): 220171930 = | Tinh trang hdn nhan: |Chua két hdn -
[Chura co hink] | Mai sinh (*): £p Tan Thanh, Tan Huong, Chau Thanh, Tign Giang
Bia chi (*): khu Tai Binh Cur, Chéu Théanh, Tién Giang
Tam tru: khu Tai Binh Cur, Chau Thanh, Tién Giang
Dién thoai di ddng: | 1883917073 Bién thoai nha: Email:
Quac tich: Vigt Mam - o | Dan thc Kinh - oF
Tdn gido: ~ =F | Hoc van: - gp
Mgoai ngif: - C',]n Tin hoc: Bang B tin hoc - .:E:.
Chirng Minh Mhan Dan Tinh Trang Src Khoe
S0 CMMD: | 321002509 Moay cdp: 07012009 -~ Tinh trang sirc khde: |Sic kKhoe Tot
Moi cdp: Cdng An Tinh Tién Giang Chiu cao: 166 ~ Cannang: 5G -
Bot tuyén dung (): Dot Tuyén Dung Lin 1 - g | [S] L & Béng | ‘ [S] Luuva Them | |1{E‘j Déng

Hinh 6.5 Giao dién nhap théng tin ing vién
- Nhap cac thong tin ca nhan cua ang vién ¢ thé Thong tin c& nhan va chuyén sang thé
Thong tin tuyén dung dé nhap mot sé thong tin lién quan dén cong viéc, nhan Luwu va

déng dé luu thong tin tng vién.

- Luu y cac thong tin nam trong phan danh muc caia chuong trinh, ban ¢ thé x6 trinh don
xudng dé chon muc twong tng, néu khong co trong trinh don thi ¢ thé thém bang céch

nhan vao nit c6 dau cong dé thém.

- Mbt tng vién c6 thé co rat nhiéu bang cap khac nhau, x6 trinh don ngay muc cac bang
cap xuét hién ctra s6 nhu hinh phia dudi, ban c6 thé danh du check vao nhiing bang cap

ma (mg vién do c6 trong ho so xin viéc 1am va nhan vao niit OK bén dudi.
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¥ (Select All)
¥| Béng Thac 51

| oK || Cancel |
x

Hinh 6.6 Chon nhiéu bang cap
- M3i ung vién c6 mét trang thai khac nhau va dwoc thé hién bang mot mau sic khac
nhau trén lugi danh sach, xem ghi chd & phia trén kém véi mau sic tuong wng. Ban c6
thé xem danh sach mg vién twong ng Vi tung trang thai khac nhau tuong (ng vai tirng

dot tuyén dung bang cach chon 6 trinh don trang théi tir thanh cdng cu caa chuong trinh.

6.2.3. Thi tuyén

- Pé cham diém cho tirng vong thi tuyén cia ang vién, ta nhap chon &ng vién tir ludi

danh sé&ch, chon vao Két qua thi tir thanh cong cu xuat hién hop thoai

K&t Qua Thi Tuyén X

Mhap kSt gua thi tuyen - Mguyén Birc Thang (UV000001)

Bigm vang 1: & | MNgaythi: 05/12/2011 -
Biém vang 2: 8 ~| MNgaythi: |05/12/2011 -
Biém ving 3: 7 = | Ngay thi; 05/12/2011 -
Banh gia: |

Bédu thi tuyén |ﬂj] Luu Va Béng ||ﬂ Bing |

Hinh 6.7 Nhap diém thi tuyén cho tng vién
- Nhap diém tirng vong cho tng vién tuong g, danh gia @ng vién thong qua bai thi
tuyén, nhap vao & checkbox Pdu thi tuyén dé xac nhan 1a tng vién c6 dau vong thi tuyén

khong. Chon Luru va déng dé luu dit liéu lai va dong hop thoai.
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6.2.4. Phéng véan va danh gia wng vién

- Ta chon tng vién twong tng tir ludi danh sach sau d6 nhap chon nit Pdnh gia tir thanh
cdng cy, hop thoai danh gia két qua phong van caa tng vién xuét hién. Cac tiéu chi danh
gid bao gom: ngoai hinh (nhin bén ngoai), phong cach, thai do, giong noi, tinh trang stc
khoe hién tai, hiéu biét vé chuyén mén, kinh nghiém 1am viéc, kha ning trinh trinh bay
giao tiép, k¥ ning giai quyét tinh hudng, kha niang lam viéc tap thé, hoan canh gia dinh
(c6 phu hop véi cong viéc hay khéng), kinh nghiém lanh dao va quan ly dé tir 6 lanh
dao cdng ty c6 quyét dinh tuyén dung hay khong, sip xép vao cac vi tri céng viéc phu

hop vai tirng tng Vvién.

Mh3p théng tin danh gid vE (*ng vién - Nguyén B&c Thang (UV000001) x
Moudi phong vAn: | Bai Van Hign Mgay phong van: 18112012 -
Mgoai hinh (nhin bén ngoai): An tugng khéng tot -
Phong cach, thai da: Hadm hinh, 13 cac -
Giong noi: Bai lic khdng ro hodc yéu -
Tinh trang sirc khoe hién tai: Binh thurdng -
Hiéu bigt vE chuyén mdn: Cd ban -
Kinh nghiém lam vigc: Ca kinh nghiém linh virc khang lién quan -
kKha nang trinh bay, giao tigp: Khéng higu van d& -
kKha nang giai guyét tinh hudng: Lung ting, khdng giai quyet dutgc -
Kha nang 1am viéc t3p the: kKhong thich -
Hoan canh (co phi hgp vdi cong viéc): |Khang phd hgp -
Kinh nghiém lanh dao va guan ly: Chua co -
Tiéu chidanh gid | Mhan xetvad&nahi | v tri dy tuyén: L3p Trinh Vién
DIEM PANH GIA: 60 - BIEM Pau | 2w

Hinh 6.8 Nhap két qua danh gia phong van cho @ng vién
- Pé xac nhan tng vién c¢6 vuot qua dugc vong phong van hay khdng ta chon vao 6
checkbox Pdu, nhap diém danh gia, cac nhan xét va dé& nghi khac cho ung vién chon

Luu. DBé in duoc thong tin ang vién ta phai chon nit Lureu trude khi nhan vao nat In.
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6.2.5. Tuyén dung

- Sau cac vong thi tuyén va phong véan, ngudi ding da co du co sé dé tién hanh tuyén
dung nhan su cho cdng ty 1am viéc trong thoi gian tiép theo. Tuyén dung trong chuong
trinh 1a chuyén thng tin tng vién, sip sép vi tri cong viéc va dia diém lam viéc cho tng

vién. Cac budc thuc hién:

- Chon mét hoac nhiéu tng vién dé thuc hién viéc tuyén dung bang cach nhap chudt vao
cot dau tién trén ludi (c6 b thir ty 1, 2, 3,.. cua tirng dong dit liéu) cho dong c6 dit liéu
g vién tuwong ung, ré chudt xudng dudi nhidu dong dé chon nhiéu tng vién, c6 thé st

dung phim Ctrl gitr va dung chuét chon vao cac dong tuong tng.

- Chon nGt Tuyén dung tir thanh cong cuy, xuét hién hop thoai

TuyEn Dung x

Danh Sach Tuyén Dung Théng Tin Tuy&n Dung

Mguyen Thanh Tu (UVO0D00)
4 Trurang Phic H3w (UV00000E) Chi nhanh (*): Tru 5& Chinh - Long An - C'}
o Vo Ch; Cong M?DDDDDQ} Phong ban (*): Phong Lap Trinh - =ﬂ=
£ Nguyén Ngoc Bich Nhu (UVD00005)
44 Tran Thanh Tudn {UV000008) Té nhdm: [Chaon t& nhdm thudc phéng ban] - gp
£ L& Thi Tinh (Uv000007)

. ) . Chirc vu: Lap Trinh -

% Phan Thanh Thirc (UV00D010) - B3 tuyén di o ap Tnn vien =+
X Nguyén Van Thuy (UV000011) - B3 tuyén du

B&o Thi Hodng Hoanh (UV0000132) - B3 tuyé
)( &o Thi Hodng Hoanh (U 1 - B3 tuyé Ngach lrong (%): |A.1-N1 N %

3 Kigu Thi Kim Dung (UV000013) - B3 tuyén duf:
¢ Nguyén Thi Turding Vi (UV000014) - B3 tuyén|| Bac luang (%): 2] = o | Hé sf lrang: 1.71 -
¢ Mguyén Durang (UVO00015) - B3 tuyén dung

€ Phan Thi M§ Thao (Uv000018) - B3 tuyEnd| | | Thi viec
¢ Pham Phi Long (UVO00017) - B3 tuyén dung
| Cd thir vigc Thai gian: |2 Thang -
Tir ngay: 02j02/2012 - | Bénnoay: 02042012 -
Lutdng thir wigc: a60,000. -
a4 m | » Lwrgng cén ban: 1,641,600, - Luong t5i thiu: | 960,000. -
¥ Ma nhan vién phat sinh tur ddng | << Thodt | | Bang ¥ =

Hinh 6.9 Cira s6 tuyén dung &ng vién

- Danh sach cac tng vién dugc chon sé xuat hién ¢ khung bén trai cua hop thoai nay, néu

trong sach ta chon bao gém nhitng @ng vién d thuc hién viéc tuyén dung & nhitng 1an
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trude d6 thi trén danh sach s& thé hién dau gach chéo mau d6 nhu hinh trén, ta c6 thé xda

nhitng dong nay biang cach nhip vao dong twong &tng va nhan nit Delete tir ban phim.

- Tién hanh nhap cac théng tin dé chuyén hd so cua cac tng vién ndy sang hd so nhan
vién, lva chon chi nhanh 1am viéc, phong ban, t6 nhém, chic vy, ngach — bac lwong khi
lam chinh thuc, c6 thir viéc hay khdng va thoi gian 1a bao lau tir ngay nao dén ngay nao,

luong thir viéc la bao nhiéu.

- Nhin nidt Péng y toan bo nhitng tng vién nam bén khung bén trai hop thoai khéng bao
gom nhiing tng vién da duoc tuyén dung tir nhiing lan truée d6 néu ta chua xo6a khoi
danh sach s& dugc chuyén sang bén ho so thong tin nhan vién, ma nhan vién s& duoc phét

sinh tu dong.

6.3. Quan ly nhan sw
Phan nay s& hudng dan ban cach thiét 1ap va quan 1y co cau té chic, md hinh t6 chic cua

cong ty, cach quan Iy danh sach nhan vién, quéa trinh 1am viéc, hop dong lao dong.

6.2.6. Thiét 14p va quén 1y co ciu to chirc, md hinh cong ty

Chuong trinh quan ly danh sach nhan vién theo 4 cap, nguoi ding co thé thiét lap co cau

t6 chtrc cua cong ty theo cac hinh thic co ban sau:

Hinh thic 1: Cong ty (Tong cdng ty/To hop) -> Cong ty con (Phap nhan) -> Chi nhanh

-> Phong ban -> T6 nhém
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Ph(\)ng ban 1
Chi nhanh 1 Phong ban 2
Cong ty con
(GLETRLET) S
Congty (Téng Chi nhdnh 2 Phong ban 3
cong ty, T6 hop)
il o Eeed Chinhanh 3 T6 nhém 4
(Phap nhan) 2

Hinh thsc 2: Cong ty (Tong cong ty/To6 hop) -> Chi nhanh -> Phong ban -> T6 nhém

Phong ban

Phong ban

Céng ty (Téng
cong ty, T6 hop)

Phong ban

<:::: Chi nhanh

Chi nhanh

Chi nhanh

Hinh thic 3: Cong ty (Tong cdng ty/Td hop) -> Phong ban -> T4 nhém
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Phong ban e T6 nhOm

Coéng ty (Téng
cong ty, T6 hop)

Phong ban

Hinh thsc 4: Cong ty (Téng cong ty/Té hop) -> Cong ty con (Phéap nhan) -> Phong ban

-> T nhém

Cong ty con
(76 (Phap nhan)
Cong ty (Tong . o
Cong ty con
(Phap nhan)

Hinh thic 5: Cong ty (Tong cong ty/to hop) -> Cdng ty con (Phap nhan) /Chi

nhanh/Phong ban -> T6 nhém
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Cong ty con
(Phap nhan)
Chinhdnh 1
Chi nhanh 2

Phong ban 1 <

Cong ty (Téng
coéng ty, T6 hop)

T6 nhém 6

Luu y:

- T6 nhém bat bugc phai thuge 1 phong ban.

- Khdng bat bugc phdi c6 Té nhém trong co cdu té chirc

C6 2 cach dé thiét 1ap va quan 1y co cau to chic:

-Céch 1: Chon thé Danh sach chite ning -> Danh muc ->Co cdu té chic tir man hinh

chtrc nang danh myc, phan nay bao gom 4 menu chirc ning:
+ Céac cbng ty con, Cdng ty thanh vién hoac Phap nhan.
+ Chi nhanh cong ty
+ Céc phong ban
+ T6 nhom

Cach t6 chuc va quan ly trong chuong trinh cia phan nay twong tu nhu phan danh muc
nhan su.

- Céch 2: Chon thé Danh sach chire ning -> Danh séch nhan vién d¢ mo phan quan ly

danh sach nhan vién. Nhap chon Thém chi nhanh, Thém phong ban, Thém té nhom tu
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thanh cong cu dé thém maéi hodc nhap phai chudt vao khung bén trai cua man hinh trén

muc twong (tng dé mé menu chirc ning bao gdm céc trinh don thém, x6a, sira,.. .

Co céiu tf chirc |
= _,. Céng Ty Ph&n Mém Hodn Hao
AT S sia chi nhanh

=l J

1:33 Thém chi nhanh

Thém khac b
— . | X X6a chinhanh nay
| & Nepli

ﬁ‘ﬁ 3N Giam Do 12y

3] Chi Nhénh TP. H& Chi Minh (12)

ﬁ‘ﬁ Phiéng Kinh Doanh (1)
ﬁﬁ Phing Lap Trinh (11)

[
B

Hinh 6.10 Co cau t6 chuc cho toan cong ty
Phan chi nhanh céng ty bao gdm cac thdng tin: ma chi nhanh (ma phat sinh ty dong, c6
thé do nguoi dung nhap vao), sé lwong nhan su & chi nhanh (khéng nhap vao - sé nay s&
tu ting khi thém nhan vién vao chi nhanh d6), tén chi nhanh, dja chi, s6 dién thoai, s6
fax, muc luong t6i thiéu ving (phan nay bt budc va anh huéng dén phan tinh lwong cua
nhan vién - mic luong tbi thiéu cho tirng viing & timg chi nhanh va do ngudi ding nhap
vao), nguoi dai dién, cac ghi chu lién quan. Ngudi dung lan luot nhip vao céc thong tin

trén khi thém magi mot chi nhanh, c6 thé bo trong nhitng chd khdng can thiét.

Truong hop cong ty chi c6 tai mot dia diém, khong c6 chi nhanh thi nguoi ding cé thé

nhéap vao 1 chi nhanh trong chuong trinh va xem né nhu 1a cong ty.
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Cdp Mh3t Chi Nhanh Cong Ty

Théng tin bat budc

M& chi nhanh:

Tén chi nhanh:

Bia chi:

Bién thoai:

Mirc Irang b5 thiu ving:
Mourdi dai dién:

hi Cha:

CMOD0001 S0 lurgng:

Tru 54 Chinh - Long An

50 3,KDC Kién Phat, Phudng 6,TP Tan An, Long An
0726251520 Fax: 0726251519

900,000, -

Fham Yan Dién

|L':,ﬂ L & Bidng | |L‘:ﬂLLru&Thém | |@

Bang

Hinh 6.11 Cira s6 nhap thdng tin chi nhanh

Théng tin phong ban bao gom méa phong ban, sé luong (ting tu dong khi ngudi ding

thém nhan vién vao phong ban), tén phong ban, s dién thoai noi bo hoic truc tiép dé goi

dén phong ban nay, phong ban nay thudc chi nhanh nao.

C3p Nhit Phang Ban

Théng tin b&t budc

Ma phang ban;
Tén phéng ban:
Thudc chi nhanh:
sS4 dién thoai:

Ghi chi:

FEOOOOO4 54 lugng:
Fhang Kinh Doanh|
Chi Mh&nh TP, H& Chi Minh

#1

|L‘:,ﬂ Luu & Déng | |L‘:ﬂLLm&Thém | |{¥5) fiéng

Hinh 6.12 Cira s6 nhap thong tin phong ban

Théng tin t6 nhém bao gdm ma to6 nhém, sé luong (ting tw dong khi ngudi ding thém

nhan vién vao to6 nhdm), tén té nhdm, thudc chi nhanh nao, phong ban nao caa chi nhanh

do, thong tin ghi chu lién quan.
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Cip Mhat T4 Nhém X
Théng tin bat budc

Ma& t3 nhdm: 58 lrgna; 2~

Tén t& nhdm: Mhém Quan Ly Kho

Thudc chi nhanh: Tru 58 Chinh - Long An -

Thudc phéng ban (*):  Phéng Lap Trinh -

Ghi chi:

|L':,ﬂ Luu & Béng | |L':,ﬂ Luu & Thém | |@ Biéng

Hinh 6.13 Cura s6 nhap thong tin té nhom

Luu y: Nhap théng tin phong ban bat bugc phai chon 1 chi nhanh twong tng, twong tu
nhu vay khi nhap thong tin t6 nhém bat budc phai chon chi nhanh va phong ban twong

ung.

Sau khi nhap dir liéu xong ching ta c6 1 co cau to chtc chi nhanh, phong ban, té nhém
kém theo danh sach nhan vién hién thi theo dang cay nhu hinh bén dudi, ta c6 thé nhap
chudt vao bat cir b phan nao trong khung co cu to chicc dé xem, theo ddi va théng ké

danh sach nhan vién hién tai.
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Hinh 6.14 Giao dién man hinh quan ly danh sach nhan vién
6.2.7. Quain ly danh sach nhan vién
Ho so thong tin nhan vién
Ho so thdng tin cia nhan vién dugc quan 1y trong chuong trinh bao gom:

- C&c thong tin ca nhan cta nhan vién nhu ma nhan vién (tang ty dong khi thém mai), ho
16t, tén, ngay sinh, noi sinh, giéi tinh, tinh trang hon nhan (da két hon, chua két hon, da ly
hdn, mat chéng mat vo), tén thuong goi, dia chi, tam tr, dién thoai di dong, dién thoai
nha, email lién hé, cac théng tin nam trong phan quan ly danh muc nhéan sy bao gom quéc
tich, ton gi4o, ngoai ngir, tin hoc, hoc van, bang cap, s CMND (ngay cip, noi cap), tinh
trang stc khoe, chiéu cao, can ning, trang thai nhan vién (1a dang lam viéc, di nghi viéc,
dang ngung viéc,...), md chdm cong la bao nhiéu (ding trong truong hop doanh nghiép
c6 str dung may cham cong dé ghi nhan gid vao ra cua nhan vién),..

+ Céc thong tin lién quan dén cbng viéc cia nhan vién nhu lam tai chi nhanh nao cua
cong ty, phong ban nao, thudc to nhdém gi, vi tri hay chirc vu hién tai dang cong tac, thir

Viéc tir ngdy nao dén ngay nao bao lau, lwong thir viéc 1a bao nhiéu, ngay bat dau lam
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viéc chinh thac 13 ngay nao (néu nhu da nghi viéc thi ngay két thic hop dong lao dong la

ngay nao),...

+ Céc thong tin vé luong nhu thudc ngach luong nio, bac luong bao nhiéu cua ngach

lwong d6 twong ng véi hé s6 lwong ma nhan vién dé hién dugc huong, ...

+ Cac thong tin bén ngoai x& hoi bao gom bao hiém y té (sé bao hiém, dang ky tai bénh
vién ndo,..), bao hiém x& hoi (s6 sb, ngay cap,..), so tai khoan ngan hang, da thi hanh
nghia vu quan su chua (d6i v6i nam), sé s6 ho chiéu (treong hop 13 nguoi nudc ngoai), 1a

boan vién, la bang vién,...
+ Thong tin phu cip: nhan vién duoc hudng cac loai phu cap gi, bao nhiéu.

+ Thong tin ngudi lién hé: nhitng ngudi ¢6 thé lién hé khi nhan vién gap su cé bao gom

nhitng nguoi phu thude vao nhan vién dé dé tinh giam trir gia canh.
Xem danh sach nhan vién

- Chon chi nhanh, phong ban, t6 nhom twong tng & khung bén trai dé xem danh sach

nhan vién twong ung thudc phong ban, té nhom hay chi nhanh d6.

- Ta c6 thé loc dit liéu nhan vién theo trang thai bang céch chon trinh don trén thanh cong
cu bao gém: hién thi tat ca, dang thir viéc (mau xanh nhat), dang 1am viéc (mau mac
dinh), dang ngung viéc (mau cam), da nghi viéc (mau do). Mdi trang thai cia tng vién s&

tuong GNg Vi mot mau sic nhat dinh dugc thé hién trén lugi danh sach.
Thém, sira, x6a vao danh sach nhan vién

- Chon nat Thém nhan vién tir thanh cong cu hodc nhap phai chudt tir lugi hién thi danh
sach dé thém nhan vién, xuat hién hop thoai. Cac thdng tin nhan vién trén duoc thé hién
trén 5 thé bao gom: thong tin c& nhan, thong tin cong viéc, théng tin lién hé, huong phu
cap, thong tin nguoi lién hé. Ta lan luot di chuyén qua céc thé dé nhap céc thong tin can
thiét (c6 dau *) nhitng théng tin khong can thiét co thé bo qua.

- Chon nhiéu bing cip cho nhén vién twong ty nhu & wng vién. Mot sé théng tin thuoc
phan danh muc cta chuong trinh néu thiéu ta c6 thé nhap vao dau cong ¢ 6 tuong Gng dé

thém vao.
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- Trudng hop trang thai cia nhan vién 1a dang lam viéc, ¢ ngay két thic (trong thé Thong
tin cdng vigc) ta co thé khong quan tam, chuong trinh s& khdng dua vao d6 dé hién thi di
lieu ma ta chi quan tdim dén ngay bat dau thir viéc va ngay bét dau 1am viéc. Nguoc lai
néu trang thai cua Gmg vién 1a da nghi viéc ta phai nhap ngay két thuc dé chuong trinh s&
dwa vao d6 dé hién thi danh séach nhan vién theo thoi gian thuc, tac 12 ta ¢d thé xem duoc

danh sach nhan vién chinh xac tai thoi diém ta mé chuong trinh theo ngay gio hé théng.

Cdp Nhat Nhan Vién - Bao Nhu' Ngoc (NV000038) X
MNagurdi Lign HE, Phu Thudc Qua Trinh Hoc Tap Va Lam Viéc Lich Trinh Lam Viéc Tai Khoan
Thing Tin Ca Mhan Thong Tin Céng Vigc Lién HEé - X3 Hoi Hudng Phu Cap
Ma nhan vién (*): NVO00038 Ho lot (*): Bao Nhu' Tén (*): Mageoc Mam
Maay sinh (*): a - [ |5 - [ |1988 + | Maisinh: |Long An
[Chura cé hinh] Tén thudng goi: Tinh trang hdn nhan:  Chura k&t hdn -
Bia chi: 40/1 MguyEn Théng, Phufing 3, TP, T&n An, Lang An
Tam tri: 40/1 Mguyén Théng, Phudng 3, TP, TAn An, Long An
54 di dong: 093.753.3575 Bién thoai nha: Email: |nhungoc@perfect.com.vn
Qudc tich: Vigt Mam - 4}- Dan thc Kinh - 4}-
TGN giao: Khdng - cﬂn Hoc van; Bai hoc - cﬂn
Mgoai nalf: BingE ~ = | Tin hoc: Bang B tin hoc - o
Chuyén mbn: Maoai Mgir - -=‘|}- Céc béng cp: - -=‘|}-
Mai dao tao: Truting Bai Hoc MNgoai Mglr - Tin Hoc - gp
M3 =8 thué: Canhan ar tri:  |Ca nhan ar trd cd hop déng lao ddng -
Ching Minh Mhan Dan Tinh Trang 50c Khoe
S CMMD: 301407148 Mgay cap: | 21/07/2007 - Tinh trang sirc khoe: | Tdt
Moi cdp: | CALong An Chigu cao; 153 ~  Can nang: 43 -
Ma& ch3m cong: 38
Thém ghi chd: nhungocdaosS@gmail. com
Trang thai nhan vién(*): Bang lam viéc - ‘ |_';{| Lur & Bdng | ‘ ﬂ;{l Luru & Thém | |§j Bdng

Hinh 6.15 Cira s6 nhap thdng tin nhan vién
- Pé sira hoic x6a hd so nhan vién, ta chon nhan vién twong ung tir ludi hién thi dit liu
nhan n{t stra hodc x6a twong Gng tir thanh cong cu.
Chuyén phong ban cho nhan vién

Ta c6 thé chon mét chi nhanh hoic mot phong ban khéc cho nhan vién trong cira s6 cap
nhat théng tin nhan vién réi nhan nat luu. Hoac mot cach khac don gian hon va ta c6 thé

chuyén mot 1an nhiéu nhan vién hon, cach thyc hién nhu sau:
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- Nhap chudt phai vao chi nhanh, phong ban hoic t6 nhdm (tam goi tit 1a phong ban)
tuong @ng Ma ta can chuyén nhan vién (nguoi lao dong) trong phong ban nay sang mot
phong ban khac, xuat hién menu chic ning ta chon Chuyén NV trong phong ban nay

xuét hién cura s6 sau:

Chuyén Phéng Ban x

Danh sach nhan vién Chuyén dén

= NGUYEN VO DONG (LDO000SE) Chi nhanh (*): Chi Mh&nh Tan An - Long An - CE:'
£ HO VAN TRUNG (LDOD00ST)
! DUONG TAN HIEP (LDO0O00SS)
L NGUYEN VAN LUAT (LDO000GS) Té nhém: [Chan t& nhém thudc phang ban] - gp
S Ta HIU TRONG (LDO00070)

! DUONG MINH TRIET (LDO00071)

£ TRAN VAN THUAN (LD00D072)

SL TRANMINH KHA (LDOO0O73)

S NGUYEN HOANG LONG (LDO00074)
L HUYNH THANH PHONG (LDO00O7S)
/=) PHAM HOANG TUAN VIET (LDO00O7S)
£ NGUYEN THANH TUAN (LD000077)
SULEMINH NGA (LD000078)

S=L NGUYEN HOAT PHONG (LD00007S)
4 NGUYEN NGOC LOC (LD0000S0)

£ PHAM NGUYEN VAN VIET (LD000032)
S0 TRAN VAN THANH (LD0000S3)

L LE MINH HIEU {LD000084)

L NGUYEN TRUGNG DUY (LDO000S3)

Fhang ban {*):  Ban Gidm Bfc iv ob

| <« Thodt | | BEng ¥ ==

Hinh 6.16 Cira s6 chuyén phong ban cho nhén vién
- Tir cira 6 nay ta tién hanh chon chi nhanh, phong ban hoic t6 nhém can chuyén dén,

nhan nit Péng y dé bat dau qua trinh ty dong chuyen.

- Trong danh sach nhan vién & phia bén tay trai man hinh, ta c6 thé chon nhan vién nao
khong can chuyén sang phong ban khac va nhan nit Delete tir ban phim dé loai bo. Nhan

vién nay s€ duoc gitr lai trong phong ban cil.

Nap dir li¢u twr tap tin excel

Chuong trinh con hd trg chitc ning nap danh sach nhan vién tur tap tin excel. Cach thuc

hién nhu sau:
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- Chon nit Ngp tir thanh cong cu & man hinh quan Iy danh sach nhan vién, xuat hién hop

thoai churc nang sau:

Mhap Danh Sach Mhan Vién TO Tdp Tin Excel X

Cac burdc nhdp danh sach nhdn vién t t3p tin excel

Lwa chon tap tin excel

Elgéu chinh t3p tin l:'én impart co cau 91r:r|j|: cac trudng dir iéu gidng nhur t3p tin excel
mau (xem t3p tin mau theo dudng dan bén dudi). Dam bao dir liéu cdt md nhan vién
khéng tring I&p nhau.

—N
=

Md t3p tin Employeexds trong thu muc ImportFile tai & dia cdi 33t hodc nhdp vao
lign k&t zau dé xem tip tin mau:
D:VProject\HRM\Source (Winform WERF.HRM.V1.5.3.1\Bin\ImportFile\Fmployeexls

| Tiép Tuc = | | Thoat |

Hinh 6.17 Hop thoai chirc nang nhap danh séch nhéan vién tir tap tin excel

- Nhin vao biéu tuong hinh thu muyc trong 6 tréng, xuat hién hop thoai tiép theo ta chon

tap tin can dua dir liéu hd so nhan vién vao sau d6 nhan chon nit Open dé ma tap tin.

- Ban can tham khao tap tin dir liéu mau trong thu muc cai dat .\ImportFile\Employee.x|s
dé diéu chinh tap tin dir liéu cua ban gidng cau tric (truong, thir tu cac truong) theo

gidng tap tin mau.
- Nhén nat Tiép tuc dé bat dau qué trinh nap di liéu.

- Trong qua trinh nap dir liéu, chuong trinh sé tu dong tao mot phong ban tam (Dt liéu
nap tir Excel) dé dua danh sach nhan vién vao phong ban nay. Str dung chirc ning chuyén
phong ban dé sap xép danh sach nhan vién vao cac phong ban twong (tng. Sau d6 ban co

thé xda chi nhanh hozc phong ban tam nay di.

Chinh cac cét c¢é lién quan dén ngay thang khi nap dir liéu tir tap tin Excel trong
Phan mém quan Iy nhan sy

1. M tap tin excel bang chuong trinh Microsoft Excel (2003, 2007, 2010, 2013)
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2. Chon céc cot ¢ lién quan dén ngay thang (nhap chon vao tiéu dé cot A, B, C,...)

3. Vao trinh don Data -> Text to columns, xuat hién hop thoai

Convert Text to Columns Wizard - Step 1 of 3

The Text Wizard has determined that yvour data is Delimited,
If this is correct, choose Mext, or choose the data type that best describes your data.
Original data type

Choose the file type that best describes your data:
- Characters such as commas or tabs separate each field.

{ -Fields are aligned in columns with spaces between each field.

Preview of selected data:

7]

0/1566
5/09/1975
971251977

Cancel [ Mext = ]|

Finish

Hinh 6.18 Budéc 1 - chinh cac cot lién quan ngay thang khi nap di liéu tir tap tin excel

Tai ctra s6 dau tién caa hop thoai ta chon muc thir 2 Fixed width, nhin Next dé qua cira

s6 tiép theo
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-

This screen lets you set field widths (column breaks).
Lines with arrows signify a column break.

To CREATE a break line, dick at the desired pasition.
To DELETE a break line, double dick on the line.
To MOVE a break line, dick and drag it.

Data preview

10 20 30 40 50 a0
1 1 1 1

gay 3inh
q80
0/159ce
5/09/51979
9,12715877

F

Convert Text to Columns Wizard - Step 2 of 3 @

| Cancel || < Back |[

-

Hinh 6.19 Budc 2 - chinh cac cot lién quan ngay thang khi nap dix li¢u tur tap tin excel

Tiép tuc nhan nit Next

-

This screen lets you select each column and set the Data Format.
Column data format
General

dates, and all remaining values to text.

o [3]

Do not import column (skip)

Destination: |[sDs1

Data preview

'‘General' converts numeric values to numbers, date values to

Convert Text to Columns Wizard - Step 3 of 3 @

| Cancel || < Back |

Hinh 6.20 Budc 3 - chinh cac cot lién quan ngay thang khi nap dir liéu tur tap tin excel
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O cira s6 nay ta chon muc tha 2 Text, sau d6 nhan nit Finish dé dong hop thoai lai.
Nhu vay la ching ta c6 thé nap dit liéu tir tap tin excel vao phan mém quan ly nhan su.
Luu y:

- Phdi diéu chinh cho tdt ca cac cét c6 lién quan dén ngay thang nam, vi du nhw: ngay

sinh, ngay vao lam viéc, ngay cap gidy CMND, ...

6.2.8. Hop dong lao dong

6.2.8.1. Tao hop dong lao déng
- Chon thé Danh sach chic ning -> Hop dong lao dgng d¢ ma phan quan ly hop dong

lao @ong cho nhan vién.

Ban Lam Vigc 3 | Danh S&chMhan Vién 3¢ || BangXépCa | Cham CéngTheo Théng 3¢ || Bang TinhLuong Théng 3 | Hop Bdng Lao Bdng X »
Loc difliéu theo:  <Tat ca hgp déng> ~| & Xem CD:Thém ﬁSL’ra chira ¢ Xoa [~ Map Lai 4 In Xuﬁ't & Pang =
Cocdutd che | <18t hop déng> Ma hap déng | Ma nhan vién | Ho l6t | Tén Théi gian | Maay ky Tir ngay Dénngay *
= Cong Ty <Danh sach hgp déng hién tai=
o 2h ‘I:lh' <Danh sach HELD s&p hét han (10 ngay)
- p i Ph:a <Danh sach HOLD g3 hét han> NVD00002 Nguy&n Tri Trong 2 NEm 16/02/2012  15/02/2012 16/02/2014
ST T VarT T ILy o . =
B -2 Nguyn TriTrong 2 HOLD/0D0003/2012  NVODOOO3 ©5 Thi Phuong Thiry 9 Théng 16/02/2012  16/02/2012 16/11/2012|
L] - £ Pham Quang Céng 3 HOLD/000004/2012  NVODDO04 Pham Quang Céng 1 NEm 16/02/2012 16022012 16/02/2013
| - £, Pham Hoang Nam 4 HOLD/0D0005/2012  NVODOOOS Pham Hoang MNam 2N3m 16/02/2012  16/02/2012 16/02/2014
| - Trén Hodng Nhan 5 HDLD/000006/2012  NVOODD0S Tran Hodng Nhan 1NEm 16/02/2012  16/022012 16/02/2013
| i 1 PhanTan Lith 6 HDLD/000007/2012  NVOOOOOT Nguyén Liém Thanh 1NEm 16002/2012  16/02/2012 16/02/2013
i i S Phan VaAn Tinh

Hinh 6.21 Man hinh quan ly hop dong lao dong cua nhan vién
- Chuong trinh hd tro theo di ngay hét han hop dong lao dong ciia nhan vién bang mau
sac truc quan, cho ban lanh dao cong ty c6 ké hoach 1ap hop dong lao dong méi cho nhan
vién d6. Mac dinh khi thém mot nhan vién méi, chuong trinh s& tu phét sinh hop dong
lao dong cho nhan vién d6 thoi han 1a 0 thang, nguoi dung s& thay doi trong trudng hop

can quan ly théng tin nay.

- Chon chi nhanh, phong ban, t6 nhém hoic nhan vién twong @ng & khung bén tréi cua

man hinh dé xem danh sach hop déng lao dong da ky két.

- Chon kiéu loc dit liéu dé xem danh séch hop dong lao dong (xem tat ca, xem nhing hop
ddng dang quan ly, xem nhitng hop dong lao dong sap hét han, xem danh sach hop déng

lao dong da hét han) tir thanh cdng cu cua man hinh.

- Chon Thém hoac Sira dé mé ctra s6 thém hoac cap nhat thong tin da ghi trong hop dong

lao dong.
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- C6 thé thiét 1ap mac dinh tén ngudoi ky trong phan hop thoai Ty chen -> Hep déng lao

dong

C3p Nhat Hop BEng Lao Bdng
CAc B&n Tham Gia || Théng Tin Hap Bbng
M3 hop dong:  |HDLD000002/2012 | Tén hgp d8ng:  Hop £8ng Lao Béng
Théng tin hgp déng

Loai hgp ddng: Hgp déng xac dinh thai han + | Thai han hop dng: | 2 Nam -

Maay ki 16/02/2012 - | Mgay cd hiéu oo | 16/02/2012 = | MNgay hét hiéu luc: | 16/02/2014 -

Mat s digu khoan

MU Iugng cd 4224000, - HNhOC [z pe e oy m .
ban: i tra Iorgng: rabang fen ma Vao ngay: 10
Phu cap:

Bao hiém: 6 % BHXH, 3.5 % BHYT, 1 % BHTN

Thdi gian lam

vige: Ca 1-CAQD00001 (7:15 AM-=11:45 AM); Ca 2 - CAQD0002 {1:30 PM-=5:00 PM); Ca 3 - CADDOOD

Trich yéu:
Ghi ch: [Ghi ch]
¥/ La hap déng hién tai | | Luu & Béng | | [&] Luu &Thém | |@ Biéng

Hinh 6.22 Cira s cap nhat thong tin hop dong lao dong

- Théng tin cia hop dong lao dong bao gom: ma hop dong (tu dong ting theo ky hiéu

khai bao trong phan tly chon), céc bén tham gia ky két hop ddng, tén hop dong, loai hop

dong (hop dong xac dinh thoi han, hop dong khong xac dinh thoi han, hop dong hoc viéc,

hop ddng thir viéc), thoi han hop dong (dung cho hop ddng c6 thoi han), ngay ky két hop

d6ng, ngay hop dong bat dau co hiéu lyc, ngay hét hiéu lyc ciia hop dong) va mot s diéu

khoan duogc ky két trong hop dong lao dong nhu mirc lwong co ban, hinh thac tra luong

Va0 ngay nao cua thang, dugc hudong cac loai phu cip nao bao nhiéu tién, mic phan trim

dong bao hiém xa hoi, bao hiém y té, bao hiém that nghiép, thoi gian 1am viéc cua nhan

vién, trich yéu ghi trong hop dong va ghi chu lién quan.
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;lTl = Hgp B8ng Lao Bdng (Bao Cdo - Perfect HRM 2012) - B X
Iy —
| Trang In |
‘ = ms Py 4 InNhanh |_—| [0 canhL& ~ W & “q < Trang Trudc m M3 S Thuhhé dy - T - @ ‘
- [ Ty Chon &] Xoay ~ uao > Trang Tiép Theo {ﬂ} C% Ba&Ldn -
L n... _ || P3uTrang/Cudi CoDan Tim Kifm £anhD3u | Trang . Nhigu R E U% - | bong
Tham 58 Trang - 10 Kich Thudc = £izuTien 2l Trang Cudi Cing || &, Trang ~ @, Phing To
Tai Lidu In C3u Hinh Trang In 7} Bigu Hurdng Phéng To,/Thu Nhé Trang... KEL Xudt
I =
CONG TY TNHH TIN HQC ANH VIET CONG HOA XA HOI CHU NGHIA VIET NAM
56: HDLD/000002/2012 Bicldp - Tw do - Hanh phic
HOP DONG LAO PONG
(Ban hawh theo Thing fie 56 21/2003/TT-BLDIBXH ngdy 22/9/2003
clia Bé Lao ddng - Thirong binh va Xa héi)
Chimg t61 mdt bén 1a : Nguy';n Anh V. Quéc tich : Viét Nam
Chire vu :Giam Déc

Dai dién cho: CONG TY TNHH TIN HQC ANH VIET. Dién thoai: 0866748561
Dia chi: §6 03, Duimg $& 03, KDC Kién Phat, TP Tén An, Long An
Sau div goi tit 1a bén A

Va mit bén 13 : Nguyén Tri Trong. Quéc tich : Viét Nam
Sinh ngay: 28/11/1987 tai Thanh Phé Tan An, Tinh Long An

Ngh# nghiép - chire vu: Lap Trinh Vién

Dia chi thwéng trit: 40/1, Duéng sé 1, Phwéng 4, Tan An, Long An.

S6 CMND: 301232081 cip ngiy 26/09/2002 tai UBND Phuong 6.

Sau div goi tit labén B.

[ I

e
Pagertorz| ey 0"

Hinh 6.23 In hop dong lao dong cho nhan vién.

6.2.8.2. Sogn thado ngi dung hop dong lao déng

Mic dinh thi phan mém s& in hop dong lao dong vai nhitng noi dung diéu khoan ma
chuong trinh thiét 1ap sin. Tuy nhién, nguoi dung cd thé tiy chinh, sira doi noi dung ciing
nhu cach thuc trinh bay theo nhitng budc sau day:

-M¢ trinh &ng dung Wordpad (c6 thé st dung Microsoft Office Word hoic Open Office)
soan thao noi dung hop ddng lao dong nhu hinh dudi day vai cac ky hiéu duoc md ta

trong bang bén dudi.
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CONG TY TNHH TIN HQC ANH VIET CONG HOA XA HOI
CHU NGHIA VIET NAM
So: [ContractCode] Pic

lip - Tw do - Hanh phiic

HOP PONG LAO PONG

(Ban hénh theo Théng tu 56 21/2003/TT-BLOTRXH ngay 22/9/2003
cia Bd Lao déng - Thuomg binh va X héi)

[Subject]
Ching t6i mdt bén 1a - [Signer]. Quéctich : Viét Nam
Chic vu : [SignerPosition]

Bai dién cho: [Company]. Bién thoai: [Tell(#2) £]
Bia chi: [Address]
Sau ddy goi titla hén A

Vamétbénla : [FirstName] [LastName]. Quéc tich - [Nationality]
Sinh ngay [BirthdayDay] thang [BirthdayMeonth] nam [Birthday ear] tai [BirthPlace]

MNzhé nghibp - chire vu: [Position]

Bia chi thwéng tri: [Main Address].

56 CMND: [MDCard] u:ﬁp ngay [[DCardDatel dd ML yvyv] tal [IDCardPlace].

Sau ddy goi tit 13 bén B.

Thea thuén ki két hop ddng lao déng nay va cam két 1am ding nhimng dién khodn sau diy:
Piéu 1: Thi han va céng viéc hop dong

1. Loai hop déng lao déng: [ContractTypeName] [ContractTime] tir [FromDate!ddMM/yyyy] dén
[TeDate!ldd/ WL yyvyy]

2. Dia diém 1am viéc: [BranchName] - [DepartmentName]

Hinh 6.24 Soan thao noi dung hop dong lao dong
Bdng mo td cac ky hiéu thay thé cho ngi dung trén mdu hep dong lao déng
[ContractCode] = M4 hop dong

[ContractTypeName] = Loai hop ddng lao dong gom cd: Hop ddng xac dinh thai han,
hop dong khong xac dinh thai han, hop dong thir viéc, hop dong hoc viéc.

[ContractTime] = Thoi han hop dong (1 thang, 2 thang, 3 thang, 6 thang, 9 thang, 1 nam,
2 nam, 3 nam,...

[FromDate!dd/MM/yyyy] = Ky hop déng tir ngay

[ToDate!dd/MM/yyyy] = Ky hop dong dén ngay
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[WorkTime] = Thoi gian lam viéc

[SignDate!dd/MM/yyyy] = Ngay ky hop dong

[Compensation] = B6i thuong hop déng

[CreatePlace] = Noi 1ap hop dong

[Subject] = Trich yéu

[Company] = Tén cong ty

[Tell(#H)#] = Sb dién thoai cong ty

[Address] = Dia chi cong ty

[Signer] = Tén ngudi dai dién cong ty ky hop dong lao dong
[SignerNationality] = Quéc tich ngudi dai dién cong ty ky hop dong lao dong
[SignerPosition] = Chirc vu ngudi dai dién cong ty ky hop dong lao dong
[EmployeeCode] = M& nhan vién

[FirstName] = Ho 16t nhan vién

[LastName] = Tén nhan vién

[Nationality] = Quéc tich nhan vién

[BirthdayDay] = Ngay sinh (chi bao gém ngay)

[BirthdayMonth] = Thang sinh

[BirthdayYear] = Nam sinh
[BirthdayDay]/[BirthdayMonth]/[BirthdayYear] = Ngay thang nam sinh
[Position] = Chuirc vu nhén vién

[MainAddress] = Dia chi (nguyén quan) nhan vién

[IDCard] = S6 chirng minh nhan dan

[IDCardDate!dd/MM/yyyy] = Ngay c4p chizng minh nhan dan
[IDCardPlace] = Noi cap chirng minh nhan dan

[BranchName] = Chi nhanh

[DepartmentName] = Phong ban
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[GroupName] = T4 nhém

[Professional] = Chuyén mén
[BasicSalary] = Luong co ban

[Insurance] = Bao hiém x4 hoi

[PayForm] = Hinh thuec tra luvong
[Allowance] = Phy cap
[PayDate!dd/MM/yyyy] = Ngay tra luong

[Description] = Ghi chd

Luu y:
- Trong phan mém hé trg in 4 logi hop dong lao déng: Hop dong xdc dinh thei han, hop
dong khéng xdc dinh thei han, hop dong thir viéc, hop dong hoc viéc.

- Tham khdo mdu hop déng lao dong tai 6 dia cai dat, thuw muc:
+ Hop dong lao dong xdc dinh thoi han: .\\Report\Hop_Dong_Xac_Dinh_Thoi_Han.rtf

+ Hop dong lao dong khdng xac dinh thoi han:
.\Report\\Hop_Dong_Khong_Xac_Dinh_Thoi_Han.rtf

+ Hop dong thir viéc: Hop_Dong_Thu_Viec.rtf

+ Hop dong hoc viéc: Hop_Dong_Hoc_Viec.rtf

- Sau khi hoan tat viéc soan thao vin ban, ta luu lai dudi dinh dang mé rong (*.rtf). Mo
phan mém quan |y nhan su, chon thé Hé théng -> Ty chen, tiép tuc chon thé Hep dong
lao dpng trong ctra s6 tly chon. Trong khung chon Mdu in hgp déng lao déng ta tién
hanh chon duong din dén céc tap tin vira soan thao tuong tng véi ting loai hop dong lao

dong.
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Tiy chon W
Mourdi ky dai dién cdn
;’8:'} Ty Chon Chung g ¥ ol e gty
Hotén  Nguyén Anh Vi Quéc tich |vist Nam
C&u Hinh G Mail Chircvu | Gidm Biéc

Mau in hop diing lao ding

|_-g| Hop BongLao Bong HE xéc dinh théi han =,
Mauin: L\Report\Hop Dong Xac Dinh Thoi Han.ff
@i Chém Céng HE khéng x&c dinh thai han =
Mauin: .\Report\Hop Dong Khong Xac Dinh Thoi Han.df
) Hap dang thir viéc =
§;=|MLTC|-U'UI'IEI Tai Thigu Mauin: .\Report\Hop Dong Thu Viec.rf
Hap déng hoc vigc =

Mauin: .\Report\Hop Dong Hoc Viecdf

I~
Jl Binh Mdrc Tinh Lurang

Lerir ¥ TAp tin durgc chon phéi cé phan md réng 13 *.rtf (Rich Text File). Cac tap tin mau
Iuru trong thir muc Report tai 8 dia cdi dit. (Yem trong & fdu hudng din siF dung cich span

: thae nhiing (8o & ndy)
In Bao Cao
5ap h&t han hop d8na lao d8ng

“j 55 Ting Tur Béng Théi gian canh bdo s3p h&t han hop d6ng lao déng 30. ~ | (nogay)

@ obng¥ | @ ©ong

Hinh 6.25 Chon mau hop dong lao dong
6.2.9. Qua trinh lam viéc

- Chon thé Danh sach chirc nang ->Qua trinh 1am vigc dé mé phan quan ly qua trinh
lam viéc cho nhan vién bao gom: di cong tac, ky luat, khen thudng, qua trinh ddo tao, tam

ung luong.

- Chon nhan vién dé xem quéa trinh 1am viéc cua nhan vién nay ngay 6 Lec theo nhan
vién tir thanh c6ng cu cua man hinh qué trinh 1am viéc, mot sb théng tin co ban cia nhan
vién s& duoc hién thi & phia duéi. Ban c6 thé xem tat ca dix liéu hoic loc theo thoi gian tir

ngay nao dén ngay nao bang cac chon trinh don trong 6 Hién thi.

- Di chuyén giira c4c thé ¢ phia dudi dé xem danh sach twong (ng voi mot qua trinh lam

viéc cu thé cta nhan vién.

CONG TY PHAN MEM HOAN HAO 87



www.perfect.com.vn

Perfect HRM 2012 VV1.6.0.1

- Céc thao tac thém, stra, xda,.. thuc hién nhu chi din ¢ phan 3 muc 3 (huéng dan thao tac

véi dit liéu caa chuong trinh) cua tai liéu huéng dan nay.

Hrm) Thang bao co 062014 ~ | |[5 - | (g (& | @ |4~ = Qua Trinh Lam Viéc | Theo Nhan Vign - Phan MEm Quan Ly Nhan Su 2012 - B X
»J Hé Thiing Danh Sach Chirc Néng Tra Gilip "% admin/T8t Ca |= .\PERFECT 55 ERP.PMQLNS (15.3.1) Classic -
r = ) M L
& 6 2 S e & &P e 0
z =) = 9 = :
Banldm ThéngKé DanhMyc = DanhS&ch | QuéTrinh Quanly Hop BBng Bao Hiém | Bang ¥8pCa KEtM&iMay = BangChdm  TéngHgp || Mircluong DinhMirc | Bang Tinh | Tim Kiém
Vigc Nhan Vién - | Lam Vigc ~ Céng Viéc Lao Ddng X3 Hbi - Cham Céng | Céng Thang ~ Mgay Céng || T8i Thi€u Tinh Lugng | Lurang ~ -
Téng Hap H& Sd Nhan Sy i} Cham Céng (] Tign Lurang i}
So 86 Chifc M3ng X || Ph3n Quyn 3¢ || Danh Muc Chirgng Trinh 3¢ | Qua Trinh Lam Viéc | Theo Nhan Vign X »
Loc Theo Mhén Vién: NVOO0D001 ~| - Nguy&n Bifc H6 =~ HiénThi <T&tC&= - | | @ Xem -
M& nhan vién: |NV000001 V| Mam Chirc danh hign tai: | Trudng Phang
Tén nhan vién: Nguyén Birc HB 2B -~ /|12 ~-|f 1988 - Chinhdnh: |ChiNh&nh Tan An - Long An -
56 dign thoai: |0985.759.400 Email:  nguyenho@perfect.com.vn Phang ban: =
Bia chi: 32 Ap Binh An A - Lgi Binh Nhon -Tan An - Long An Té nhém: -
BiC8ng Tac | Kilugt | KhenThuéng | QuéTrinh B3oTao | TamUngluong | BanhGid || TaiManlao B8ng | Thay B8iChircVu | Thay B8iLuong | Ngung Vigc | Bon Xin Nghi Phép ]
a i
LI s X e 9 (%]
Thém SiraChita Xod MNaplai In  Xudt Béng
Bi vé vigc | Ly do di Bi & d8u Bi tir ngay Bi §8n ngay Tign di céng tac MNgay ky
1 [fihfgh faihfg 14/02/2014 16/02/2014 "o, EDEET
2 Trién khai ph3n m&m Can Tho 16/07/2013 17/07/2013 200,000, 18/07/2013
5 Bén Tre Bi chai 04/04/2013 04/04/2013 18,055, 04/04/2013
4 Du lich 24/02{2013 26/02(2013 1,600,000, 24/05/2013
5 03/05/2013 04/05/2013 20,061, 24/05/2013
[ Demo phén mém quén Iy nhan su Kién giang 03/05/2013 08/05/2013 1,300,000, 24/05/2013
7 Demo phian mém kho 03/05/2013 08/05/2013 800,000, 24/05/2013
3 Trién khai phEn m&m Can Tha 03/05/2013 03/05/2013 200,000, 23/05/2013
9 Trién khal phEn m&m Can Tho 10/11/2013 13/11/2013 200,000, 16/11/2013
10 Hurding din sir dung Can Tha 10/11/2013 12112013 600,000, 18/11/2013
11 Cai d5t v trién khai phin m&m CinTha 19/05/2013 29/05/2013 200,000, 29/05/2013
Mo 4 111 r o
©Ban quyEn 2009 - 2014 bdi CONG TY PHAN MEM HOAN HAQ | Théi gian: 03-06-2014 02:23:47 | Phién ban: 1.5.3.1 Professional | http:/faww.perfect.comvn ~ | INS  NUM

Hinh 6.26 Giao dién man hinh quan ly qua trinh lam viéc

- Di cong tac: qua trinh di cdng tac cua nhan vién tir ltc vao 1am viéc dén thoi diém hién

tai. Thong tin di cong tac bao gom di vé viéc gi, 1y do di, di dau, tir ngdy nao dén ngay

nao, co tién cong tac phi hay khdng néu cé 1a bao nhiéu
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Thém Thing Tin Céng Tac x

Théng Tin Céng Tac - MV000001 (Mguyén Biic Ha)

Chon NV (*):  NVOD00O1 - | |Nguyén Birc Ha

Bi v& vidc: |

Ly do di:

Bi dau:

Bi tir ngay: 04/06/2014 - BEn ngay: 04/06/2014 -

Cang tac phi: 0. ~ | Thanh toén: 0. -

Ghi vao Irang: 0. -~ 5@ quyét dinh:

Mgudi ban hanh: Mgay ban hanh: | 04/06/2014 -
|L‘:,ﬂ Luu & Béng | |L':,ﬂ Luu & Thém | |{@ Biéng

Hinh 6.27 Ctra s6 nhap thong tin di cong tac cta nhan vién

- Ky luat:chon thé Ky ludt tr man hinh quan ly qud trinh lam viéc, thong tin ky luat bao
gom cac mo ta su viéc xay ra nhu bi xtr Iy Ky luat vé viéc gi, thoi gian va dia diém xay ra
su viéc, md ta chi tiét sy viéc, nhimg nguoi di ching kién, néu su viéc nay vi pham
nhitng chinh s&ch nao cua céng ty va hinh thic ky luat nao dugc ap dung cho truong hop

Vi pham nay

Thém Thing Tin Ky Ludt X
MG t& su viec || Hinh thirc ky ludt
Bi wir Iy ky luat ve vigc: Thai gian xay ra: 02/02/2012 -
Dia di€ém xay ra sur viec:

Ma ta lai survigc xay ra:

Mhing ngwdi chirng kign:

Sur véc nay cd vi pham chinh sach cla céng ty hay khdng? i@ Cd () Khéng

MEU i, néu rd sur viec ndy vi pham chinh sach ndo va nhitng vi pham cu thé,

In Phigu ||'.=,ﬂ L &Béng| |L':,ﬂ Luru V& Thém | |@ Béng
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Hinh 6.28 Cira s6 nhap thong tin ky luat caa nhan vién

Luu y: Chi in dugc phiéu xtr Iy ky luat khi thong tin di dwoc luu lai.

- Khen thuong: chon thé Khen thwéng tir man hinh quan ly qua trinh 1am viéc, théng tin

khen thuong bao gdm dugc khen thuong vé viée gi, Iy do khen thuong 12 gi, hinh thuc

khen thuéng nao d6i voi nhan vién

Thém Thdng Tin Khen Thu'dng

Thing Tin Khen Thutdng

VE vitc: |
Ly do khen thudng:

Hinh thirc khen thurdngs:

54 quyét dinh:

Mgudi ban hanh:

Tap tim:

~ | MNgay ban hanh: |03/02/2012

||‘.=,ﬂLLru&£Jéng| |L':,ﬂ Luu V& Thém | |{Zj Biéng

Hinh 6.29 Cira s6 thém thong tin khen thuéng cia nhan vién

- Qua trinh dao tao: chon thé Quad trinh dao tao tir man hinh quan ly qua trinh lam viéc,

thong tin vé& dao tao bao gom dao tao vé viéc gi, Iy do dao tao, hinh thirc dao tao, thoi

gian dao tao, ngay bat dau va ngay két thic.

Thérm Thdng Tin Bao Tao

Théng Tin a0 Tao

VE Vigo

Ly Do:

Hinh Thirc B&o Tao:
Thdi Gian Bao Tao:
54 Quyét Binh:
Mgurdi Ban Hanh:

Tap Tin:

Moy Bat £8u:  02/02/2012

- | MNgay Ban Hanh: |02f02/2012

||_|iﬂLLru&EJéng| |L':ﬂ L V& Thém | |@ Biéng
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Hinh 6.30 Cira s6 thém thong tin dao tao

- Tam tng luong: chon thé Tam ing lwong tir man hinh quan ly qué trinh 1am viéc, phan

nay bao gom cac thdng tin ly do tam &ng, ngay tam wng, s6 tién tam tng, ngudi cho tam

ung.

Thém Théng Tin Tam Ung

Théng Tin Tam Ung

Ly do tam (rng: |

Mgay tam ng:
54 tién tam (g

Mgudi cho tam (mnag:

03/02/2012

||'.=,[|LLru&£Jéng| |L':,[| Luru V& Thém | |i‘Zj

Hinh 6.31 Cira s6 thém thong tin tam tng luong

- Panh gia nhan vién: chon thé Pdnh gid tir man hinh quan ly qua trinh 1am viéc. Phan

nay danh gia nhan vién bao gom céc tiéu chi nhu: viéc thuc hién noi quy Ky luat, két qua

cong tac, danh gia vé 16i séng dao duc, tinh than hoc tip nang cao trinh do, tinh than

trong cong Vviéc ciia nhan vién, cho diém va dua ra nhan xét chung.

Thém Thdng Tin £dnh Gid

Théng Tin Banh gia

Moay danh gid: | 15/02/2012 - Biém danh gia:
Thuc hién nai |
quy, ky luat:

K&t qua cing
tac:

Banh gia ve lai
sing, dao dirc:
Tinh than hoc

t3p, néng cao
trinh da:

Tinh than trang
cong viec:

Banh gia
chung:
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Hinh 6.32 Cira s6 thém thong tin dédnh gia nhan vién.
- Tai nan lao dong: chon thé Tai nan lao dong tir man hinh quan ly qué trinh lam viéc.
Cac théng tin quan ly bao gém: bi tai nan vé viéc gi, Iy do xay ra, dia diém, ngay, md ta
co ban V& tai nan, thiét hai vé tai san, tinh trang thuong tat va bdi thuong thiét hai cho

nhén vién, céc thdng tin ghi chd khac co6 lién quan.

Thém Thdng Tin Tai Nan

Théng Tin Tai Man

VB vigc: | Mody xayra:  15/02/2012 -
Ly do:
Dia diém:

Md ta:

Thiét hai:

Thirang tat:

Bai thudng:

Ghi ch:

Hinh 6.33 Cira s6 thém thong tin tai nan cho nhan vién.
- Qua trinh thay ddi chitc vu: chon thé Thay déi chikc v tir man hinh quan ly qué trinh
lam viéc. Cac thong tin quan Iy bao gom: dia diém (hodc noi 1am viéc) va chic vu cii
(hoac hién tai), dia diém va chirc vu méi sap dam nhiém cua nhan vién, 1y do thay d6i, s6

quyét dinh, ai quyét dinh, ngay quyét dinh c6 hiéu luc.
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Thém Théng Tin Thay Bdi Chifc Vu X
Théng Tin Thay Biai Chirc Yu - NV000001 (Nguyén Birc Nghigm)
Cu MG
Chi Mhanh Tan An - Long An - [Chon chi nhanh] -
Phang Kinh Doanh - [Chon phang ban thudc chi nhanh] -
- [Chon t8 nhém thudc phéng ban] -5
Trudng Phéng [Chon chirc vu cho nhan vién] -
Ly do thay déi:
S8 guyet dinh: Mgay thay dai: |24/02/2012 - Mgudi ban hanh:

Hinh 6.34 Cira s6 nhap thong tin thay doi chirc vu.
- Qua trinh lwong (giam, tang lwong): chon thé Thay déi lwong tir man hinh quan Iy qua
trinh 1am viéc. Cac théng tin quan ly bao gom: ngach, bac, hé sb lwong, muc lwong cin
ban cii (hoac hién tai) va ngach bac, hé sé luong, muc luong cin ban méi cua nhan vién,

Iy do thay doi, sb quyét dinh, ai quyét dinh, ngay quyét dinh c6 hiéu luc.

Thém Théng Tin Dién Bién Lwdng X
Théng Tin Tai Nan - NY000001 (Nguyén e Nghigm)
Hign tai Méi
Mgach lurong: A2 - Mgach lwong: | [Chon ngach Iuriong] -
Bac Iuranag; 2 - Bac lranag; [Chon bac luang] -
HE sd lrongs: 4.74 ~ HEé sd lrgng: 0 -
Lurdng t&i thigu: 960,000. - Lurdng téi thigu: 960,000. -
Lurong oo ban: 4,550,400, ~ Lutgng oo ban: o -
Ly do thay dai:
S8 guyEt dinh: Moay thay dbi:  24/02/2012 - | Ngudi ban hanh:

Hinh 6.35 Cira s6 cap nhat dién bién lwong ciia nhan vién.
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6.2.10. Quan ly cong viéc

Phan nay sé huéng ddn ban cach qudn 1y va theo ddi cong viéc, thoi gian thuc hién, tién
dé thyre hién cua tirng nhan vién hogc 1a mét té, mgt nhdm nhan vién 1am chung mét cong

viéc nao do.

- Pé mé chire nang quan ly cong viéc ta chon thé Danh séch chike ning -> Qudn ly cong

viéc.

Sd D& ChircMang 3 | Quan Ly Cong Viec X X
i 0 Thém Céng Viec jipSia € X6a | Loc <Theothdigian> - | Tirngdy: 23/08/2012 - Dénngay: 23/02/2013 -  “fln [ Xudt | /2 Naplai [ Péng -
Ko v tha it vao d5v d2 nhdm doe s Théng tin lién quan:

- Céing viéc:

Céng viéc B vu tién ‘ Ng';gl:)ét ‘ Ng;xatét ‘ Trang théi hoh;r;m:ﬂ?éénh ‘ Chi pk Céng Ty THHH ABC
Ghi chil:
- Chinh sira theo yéu cdu trong hop déng
1 & A Cao 26/11/2012 25112012 Bang thure hién . 30% a0¢
2 |Tap doan x&y |&p Hung Long Phudc - Phén MEm Qua... Cao 26112012 25112012 Bang thuc hign 0% 800
3 |Céng Ty TNHH Kha Hung Lai Cao 26/11/2012  26/11/2013  Chua b3t d5u L 50
4 |Bia 5ai Gon Bac Liéu - Phan MEm Quan L kho Cao 25/11/2012  25/11f2012  Bang thuc hién [ 100°%.__ | 200
5 |Céng Ty An Phurang Cao 25/11/2012 25112012  Chua bit d8u o10% 300
& |Céng Ty CA Phan B3u Tur ¥ Xay Dung Con Buéng Mai Cao 26/11/2012 26112012  Bang thuc hién [ ages | 200
7 |Céng Ty Lc Hoa Ddu Nam Vit Cao 26/11/2012 26112012  Chua bat dau [ 605 400
8 |Céng Ty Budng Son Cao 26112012 25112012 Bang thue hign M 20% 400
9 |Tap Doan Budn Ban Thudc L& Cao 26/11/2012 25112012  Bang thuc hién No10% 200
10 |Céng Ty C-Food - Ph&n M&m Quan L Ban Hang Cao 25/11/2012 25112012 D& hoan thanh [__100% | 600
11 |Céng Ty TNHH Tin Hoc Anh Viét - Phian Mém QuanL ... Cao 26/11/2012 26112012 Bang thue hign — - ZDEE Nhifng ngudi ciing tham gia:
12 |website Chip chip Cao 26/11/2012  26/11/2012  Pang thuc hién M 2% 200 | Phan Thanh Thire (NV000021) ~Truéng nhér |
13 |website Bang Sen Hang Cao 26/11/2012  26/11/2012  Dang thute hién W 0% 40c | & Nauyén Bidc Nghigm (NV000001)
14 | Céing Ty THHH Tin Hoc Va Dich Yu CoCoSan a0 I5M1/2012  25/11/2012 B hiy bo W o20% aoc | & Pham Thanh Churgng (NVB00D26)
5, Pham Phi HE (NV000028)
15 |B&nh Vién Da Khoa Lai Chau Cao 26112012 25112012 Bang thuc hién P 600 &‘ Nguy&n Kim Thity (NV0D0033)
16 |¥TELai Chau Cao 26/11/2012  26/11/2012  Bang thuc hign [T B0C | ) NguyEn Luns Hong Uyan (NVO00034)

Hinh 6.36 Man hinh quan ly céng viéc

- Chon thoi gian tir ngay, dén ngay dé xem danh sach cong viéc trong khoang thoi gian
d6. Bé xem tat ca danh sach cong viéc, trong khung chon Loc dé ligu ta chon 1a <Tat

>

Ca>.

- Nhan nat Thém cong viéc xuat hién cira s6 nhap thong tin cua mot céng viéc moi nhu

Sau:
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Cdp Mhat Cdng Vigc

Cang vigc {*): Cdng Ty TMHH Tin Hoc Anh Viét - Phdn ME&m Quan L Thu Phi

Ba uu tién: Can - Mgay bat dau: 26/11/2012 + | Mogay hoan thanh: 26/11/2012 -
Trang thai: Bang thuc hién = | Mirc dd hoan thanh: 80 = | Chi phi: 200,000, -
Maoudi giao (=): MY00000& - Ho t&n ngu'di gimo: | Tran Hodng MNhan

Magurdi nhan () MYO00005 - | Ho t&n ngudi nhan: |Phan Yan Tinh

- Chinh sira hoa dan.

Ghi chi:

[F] Luapsng | [[E] Lwu&Thém | | Bing

Hinh 6.37 Ctra s6 nhap thong tin céng viéc

- Ta tién hanh nhap cac thong tin bao gom: tén cong viéc (cong viéc, dy 4n,...), mic do
vu tién, ngdy bat dau, ngay két thic, trang thai (dang thyuc hién, da thuc hién, chua thuc
hién,...), danh gia mtc d6 hoan thanh, chi phi bo ra dé thuc hién cong viéc, ngudi giao

viéc, ngudi nhan viéc (co thé 1a truang nhdém), céc ghi chd c6 lién quan khac.

- Sau khi tién hanh nhap xong ta chon nit Luwu & déng dé luu va dong cira s6 nay lai

hodc Luu & thém dé luu cong viéc nay lai va them mai mot cong viéc khac.

- Trong trudng hop ¢6 nhiéu nguoi cing tham gia trong mot cong viéc hay mot dy an.
Sau khi ta thém mdi mot cong viéce, lac nay nguoi nhan du an cé vai tro 1a tredng nhom,
dé thém cac thanh vién khac vao trong nhém ta nhap chudt chon cong viéc twong @ng
hién thi trén ludi dit liéu. Nhin qua goc phai bén dudi man hinh, ta s& thdy danh sach
nhitng ngudi clng tham gia chung trong cong viéc. Bé thém vao danh séch nay ta nhan
nit Chen s& xuat hién mot danh sach khac bao gom toan bo nhan vién trong cong ty, ta

tién hanh chon nhiing nhan vién cung tham gia sau d6 nhan nat Thém bén dudi.
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7. QUAN LY BAO HIEM XA
HOI, BAO HIEM Y TE

Phan nay sé huwéng dan ban cach thiét Idp, heu triz théng tin ho so tham gia BHXH,
BHYT cia nhdn vién, qua trinh dong BHXH trong thoi gian lam viéc ma chua hwong mot
lan. Qudn Iy qua trinh tham gia bdo hiém xa héi ciia nguoi lao déng nhir tang, giam, diéu
chinh lwong, bé sung BHTN, bé sung BHYT, thanh todn tién bao hiém cho nhan vién, ...

Tq0 va in cAc mdu béo céo theo mau Ciia co quan bao hiém x& héi cung cap.
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7.1. To khai tham gia BHXH, BHYT

- Pé nhap to khai tham gia BHXH, BHYT ta chon Danh sach chizc ning -> Bdo hiém
x& héi -> To khai tham gia BHXH, BHYT. Tiép theo ta chon mét nhan vién tir danh

sach ¢ bén trai cura so, thong tin tham gia BHXH, BHYT cua nhan vién dé s& duoc hién

thi & phia bén phai cia man hinh.

Hrpn) | hénabiocéo|06/2014 - WRIEIEI: RN T& Khal Tham Gia BHXH, BHYT - Phsn MEm Quan Ly Nhan Sur 2012 - = x

Hé Théng Danh Sach Chire Méng Tra Gilip |"® admin/T8t Ca |= .\PERFECT 55 ERP.PMQLNS (15.3.1) Classic -~

S e N R S N c O W R - R C O =R ol

Banldm ThéngKé DanhMyc @ Danh5&ch | QuaTrinh Quanly Hop DBng Bao Hiém | Bang ¥épCa KStM&iMay = BangCh3m TéngHgp || |Micluong DinhMirc | Bang Tinh | Tim Kiém

Vigc Nhén Vién = | Ldm Viéc ~ Cong Viéc Lao Ddng X3 Hbi ~ Cham Céng | Céng Thang ~ Mgay Céng || T&i Thi€u  Tinh Lirdng | Lurong = -
Téng Hop H& So Nhan Sy & Cham Céng (] Tign Lurang &

So 86 Chirc M&ng X || Phdn QuyEn 3¢ | Danh Muyc Chirgng Trinh - ¢ || Qud Trinh Lam Viéc | Theo Mhan Vién ¢ || T& khai Tham Gia BHXH, BHYT X »

i | <Hign thi tit ca> > Bl Hins Tang & Gidm | ] Bigu Chinh Luong B6 Sung BHYT ¢ | B& Sung BHTN =
% THOMG TIN TC' KHAI THAM GIA BHXH, BHYT
[Loc nhén vién theo tir khéa] O} y
[1] Ho va tén (vi€t chifin hoa): MNguyén BircHa || [2] Gidi tinh: MNam M3 s (%): A10001 -
; g 3
3 (Nvoooood) —Nguyﬁn E——— [3] Ngay thang ndm sinh: |28 ~| / 12 ~|.[4]Dantdc: Kinh - | Trang théi (*):  Pang tham gia -
&=, (NvDD0D03Z) - Nguyen Higu Nghia —
£ (Nv000003) - B8 Thi Phurong This | [5] Quic tich: Vigt Nam - [Ghi chd]
/= (NVDD00O04) - Pham Quang Céng |~ [5] Hé khiu thudng trd: |32 Ap Binh An A - Lgi Binh Nhon -Tén An -Long An
& (NV000DOS) - Pham Vén Dign r [7] Bia chi lién hé: 32 Ap Binh An A - Lgi Binh Nhan -T&n An -Long An
= (NvD00OO&) - Tran Thanh Hau =
2 wvooooo7) - Nguy&n Liém Thank [8] 58 dién thoai lién hé (néu cd): - C& dinh: Di déng: | 0985.759.400
2=, (NVDDO0DOB) - Phan Tan Phat [4] 56 CMND: 301271950 » Ngay c3p: |28/11/200: ~ |, Noi cdp: |Céng An Tinh Long An
& (NV00000S) - Phan Van Phuong T [10] Quy&t dinh tuyén dung, hap déng lao ddng s&: ngay: | 13/05/2014 -
= (NvD00010) - Tran Thanh Mhan
& (NVD00011) - Trn Thi Thanh Tha <6 higu e tir ngdy: | 13/05/2014 ~  loai hap déng
= (MvDD0012) - Duong Nhat Quang [11] Tén ca quan, dia chi, dan vi: | Céng Ty TMHH MTV Phan MEm Hoan Hao
£, (v000013) - NguyEn Anh Vil [17] Noi lam viée: |58 01 diréng 55 03 khu Dan Cur Kign Phét, Phudng 6, TP Tan An, Long An G
£ (NV0000 14) - Nguyén Ngoc Trong . . . . -
£ (NVDDOD15) - Bii Van Hién [13] Chirc vu, chirc danh ngh&, céng viéc: | Trudng Phéng - #-
/=, (NVDD0O018) - Pham Trong Mhan [14] Lurong chinh: 3,900,000, - | [15] Phu c3p. [15.1] PCCV: 120,000, -
& (N"UU”U”)'H“?”"A”':BE”Q [15.2] ThN: 180,000. - | [15.3] THVK: 0. - | [15.4] PCK: 0 - -
V0000 18) - Mgd M Mhat b = = = —— = ——=
oM ) €0 MguyEn Tha £ PHULUC - THOT GIAN LAM VIEC CO BONG BHXH CHU'A HUONG MAT LAN
/=, (NVDD0D19) - Phing Ngan Giang =T 5 V1B d5 Tile do
- ir théng En P . o v 1€ ddna 1€ ddna

& (NV0D00020) - Truong 'I:hanh \l"an = thang Dien giai Cén cir déng (3%) BHXH (%) BHYT
& (WV000021) -Phan Ih"'”h Thirc 20/03/2013 - Truding phéng, Céng ty ABC 2,600,000, 10. 2
¢ (NVDDD022) - Mguyen Van Kién
£ (v000023) - Bde Thi Hoang Tha
£ (Mvo00024) - Kigu Thi Kim Murong
& (voo0025) - Nguyén Thi Tuéng '
% (NvD00028) - Pham Thanh Churar «

© Ban quyEn 2009 - 2014 bdi CONG TY PHAN MEM HOAN HAO | Théi gian: 03-06-2014 02:24:52 | Phién ban:1.5.3.1 Professional

Hinh 7.1 T¢ khai tham gia BHXH, BHYT.
- Théng tin nay bao gom mat sb thong tin lién quan dén nhan vién ma ngudi dung da khai
bao trong phan nhap thong tin nhan vién nhu: ho tén, ngay sinh, gisi tinh, dan toc, quéc
tich, ho khau thuong trt, dia chi lién hé, sb dién thoai lién hé,... Ta c6 thé thay ddi céc
thong tin nay, nhap ma to khai va nhan ndt Lww dé luu lai thdng tin to khai cua nhan

vién.

- Bé in to khai tham gia BHXH, BHYT caa nhan vién nao, ta chon nhan vién d6 rdi nhan
nat In -> To khai tham gia BHXH, BHYT.
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Hrm-. Td khai tham gia BHXH, BHYT (Bao Cao - Perfect HRM 2012) - B X
—) Thy Chon
. T p In Nharh || [£] H&u Trang/Cudi Trang = d Trang Trudc |T| Oh &
= ma... | | L = - © [y - @ TimKiém L - oy - -
'a_ﬂ T Ty Chon || Bl CoD&n - . - \J |> Trang Tiép Qﬂ? ﬁn b T @
(] Lo e [2] Thamsg || [ canhl® ~ IO - || s BanhDSu | Trang B2t >l Trang Cugi || &, TrNahnIZUv &, 2 B% - | Bong
Tai Ligu In C&u Hinh Trang In la Bigu Hurdng Phang TofThu Nhd | Trang... KEL Xudt
BAO HIEM XA HOI VIET NAM CONG HOA XA HOI CHU NGHIA VIET NAM

Poc lip - Tw do - Hanh phiic
Miu si: ADL-TS
. "_I'(‘)' KHAI THA;\'I GIA_ rBafmaﬂf ﬁm QMM'Q%) 6 1111 ‘OD-BHXH
BAOHIEM XA HOL BAO HIEM Y TE 5% 2710204 cula BEIH Vst Nam)

M sb: A000003

L. THONG TIN CUA NGUOI THAM GIA:
{01]. Ho v tén (viét chi# in hoa): Pé Thi Phweng Thay. [02] Gidi tinh: [0 Nam ¥ N

[03]. Ngiything nim sinh: 22/03/1988, [04]. Din téc: Kinh, /03] Quédc tich: Viét Nam

[067. Hé khiu thudng tri hodc tam tri: 23 Dwong s6 7, KDC Kién Phat, Phwéng 6, Thanh Phé Tén An,

Tinh Long An

[07]. Pia chi lién hé: 23 Puwéng sé 7, KDC Kién Phit, Phwong 6, Thinh Phé Tén An, Tmh Long An

[08]. $6 dién thoai lién hé (néu cd): cé dinh: . di déng: 0907.719.195 1

[ il 2
Page 10f 2 | 100% (= ()

Hinh 7.2 Bang in to khai tham gia BHXH, BHYT.
- Trong phan nay c6 mét thudc tinh quan trong dé 1a trang thai tham gia bao hiém cua

nhén vién bao gom: dang tham gia, chwa tham gia, tam ngung tham gia.

+ Pang tham gia: nhan vién dang trong qua trinh lam viéc va c6 tham gia dong BHXH,

BHYT bit buéc.

+ Chua tham gia: nhan vién dang trong qua trinh thir viéc va chua tham gia dong BHXH,
BHYT.

+ Tam ngung tham gia: trong trudng hop nguoi lao dong thdi viéc hoic nghi viéc do ém

dau hoic thai san nén tam ngung tham gia dong bao hiém x4 hoi.

- Pé thiét 1ap céc trang thai nay ta ma phan hop thoai nhap théng tin nhan vién, chon thé

Thong tin cbng viéc.

+ Nhan vao MBdo hiém x& hgi (trong khung duoc t6 do ¢ hinh bén dudi) va chon trang

thai nhan vién 1a dang lam viéc.
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+ Nhan vao OBdo hiém x& hai va chon trang thai nhan vién 1a dang thir viéc dé thiét lap
trang thai nhan vién la chua tham gia BHXH, BHYT.

+ Nhan vao OBdo hiém xa hdi va chon trang thai nhan vién 1a dang 1am viéc hoic da

nghi viéc dé thiét 1ap trang thai nhan vién Ia tam ngung tham gia BHXH, BHYT.

Cip Nhit Nhin Vién - D& Thi Phurong Thiy (NV000003) x

Théng Tin C& Nhan | Théng Tin Cdng Yiéc () | Lién HE - X3 HGi | Hudng Phy C3p | Théng Tin Moudi Lign HE
Théng Tin Céng Vigc % B&o Hiém X3 Hoi
Lam tai chinhanh (%):  Chi Mhanh Tan An -Long An = o | ||56sd:  BHXHOO0D0O3
Tai phang ban (%) Phéng Kinh Doanh ~ gk Ngay cap: |11/10/2011 M
T8 nhdm: - % 9 LR
Chirc vy hién tai (*): Kinh Doanh - CE:' | ¥ Bao Hiém Y TE

%  Hap Bi6ng Lao Dang

Hinh thirc tra lrong (%): | <Theo mdc lugng=  + | MOc lugng (<) 3.000.000, - M3 hop déng:  HDLD/000003/2012 -
igach lurang (*): A.2 ~ 5 |Bacluong (¥): |2 ~ o Loai hap d8ng:  Hop déng xac dinh théi han -
Ludng t6i thigu: 960.000, ~ HE sf lrang: 4,74 - Moay ky: 28/02/2012 -
Mirc lrgng c&n ban: 4.550.400, ~ Tinh tirngdy: |31/05/2012 - Moay bat dau: |28/02/2012 -
Lurang dang BHXH: 4.550.400, ~ Mgay két thic: | 28/02/2013 -

(*) Cac khoan dang hang thang:

¥|Bao hiém x3 hdi

¥|Bao higm v t& ¥ Bao hiém th&t nghiép

Phi céng doén

Thir Viec 4 Lam Yiéc Chinh Thirc
¥/ Cé thir vigc  Thdi gian: ~ | Lurdng thir viéc: 2.000.000, ~ Moay bat dau (%): | 11/05/2011 -
Tir ngay (*): 11/05/201 - | Dénngay (*): | 11/07/2011 - Maay két thic: 11072011 -

Trang thai nhan vién(*):

Pang lam viéc

- |L':,ﬂ Luu & Biéng | |L':,ﬂ Luru & Thém ‘ |@

Bang

Hinh 7.3 Thay ddi trang thai tham gia BHXH, BHYT cuaa nhan vién.

- Trong man hinh t& khai tham gia BHXH, BHYT tir thanh cong cu ta c6 thé chon trang

thai dé xem danh sach nhan vién dang tham gia, chua tham gia hoac tam ngung tham gia

BHXH, BHYT.

7.2. Cac dot bao cao BHXH, BHYT

- Bé md man hinh quan 1y cac dot bao cdo BHXH, BHYT, BHTN ta chon Danh sach

chire ning -> Bdo hiém xa hgi -> Cdc dot bao cao BHXH, BHYT.

CONG TY PHAN MEM HOAN HAO



www.perfect.com.vn Perfect HRM 2012 VV1.6.0.1

Ban Lam Vigc 3¢ || Tikhai Tham Gia BHXH, BHYT 3 | Danh Sach Ung Vign | Danh Sach MNha&n Vién X | BangX&pCa | CacDgtBao Cdo BHYH, BHYT X H
i |4p DotBio Cao | @ Ting & Giam ] Digu Chinh Luong [ B& Sung BHYT 4 BS Sung BHTN ()] Bigu Chinh Hb So BHXH, BHYT 3 X6a HIn- [ Naplai [ Déng -
Loctheo ndm: 2012 % | & Xem | % DANH SACH LAO BONG CO PHAT SINH NGHIEP WU BAQ HIEM TRONG BQT
Z‘i_t:j‘ﬁ;:‘; s S " Phatsinh Ho va tén IET 5558 BHYXH ‘ Sﬁm‘T‘f ﬂg:;? :gm BE';;:”Q P‘;é;g"é":‘;a Ngay sinh ‘
|| (@ M3u s 02a-TEH [1] 8
: +{zn MAu s& 03a-TBH [2] i Pham Phi Long ¥/ BHXHDODO23 301300181  05/2012 05/2012 1.756.800, 12/03/1388
|| i MBu s5030-TEH [3] 2 |Phét sinh gidm Phan Thi M7 Thao BHXHODOD27 301300180  D5/2012 05/2012 1,756.800, 10/09/1382
3 |Bd sung BHYT Nguyén Curdng Nhan D... ¥l  BHXHDODO30 301300164  05/2012 05/2012 0, 02/04/1989
4 |Bd sung BHTN Nguyén Tri Trong ¥/  BHXHOODOOZ 301300168  05/2012 05/2012 0, 28/11/1987
5 |Phét sinh ting Phan Trudng An V] 03/2012 05/2012 2.600.000, 28/06/1331
6 |Thay déilrong, c... Ki#uThiKim Dung BHXHOOD024 301300187  05/2012 05/2012 1.756.800, 15/01/1989
7 |Thay déiluong, c... Pham PhiLong ¥l  BHXHDODO28 301300191  05/2012 05/2012 1.756.800, 12/03/1988
8 |Bd sung BHTN BUi Chi Higu ¥l BHXHDODO15 301300173  05/2012 05/2012 0, 12/10/1984
9 |Phétsinh gidm Mai Thi Thuj Trang BHXH000029 05/2012 05/2012 1.756.800, 29/12/1389
10 |Bd sung BHYT Nguyén Thi Tudng Vi BHXHO0D025 301300188  05/2012 05/2012 0, 09/12/1981
11 |Phétsinh ting Pham Trong Nhan ¥|  BHXHOODO16 301300180  05/2012 05/2012 4,550,400, 12(12/1986
12 |Phét sinh gidm Nguy&n Curdng Nhin D... ¥l BHXHDODO30 301300164  05/2012 05/2012 1.756.800, 02/04/1989
13 |Bd sung BHTN Phan Thi Mj Thao BHXHO0D027 301300130  05/2012 05/2012 0, 10/03/1989
14 |Bd sung BHYT Nguy&n Birc Nghiém ¥/  BHXHDOODOO1 301300167  05/2012 05/2012 0, 28/12/1988
= X G 9 & MO 41 oo i | ,
©Ban quy&n 2009 - 2012 béi PERFECT SOFTWARE, CO. | Thai gian: 31-05-2012 09:19:01 | Phién ban: 1. 1.0.8 Enterprise | WMEEILCM_M = &__

Hinh 7.4 Cac dot b4do cdo BHXH, BHYT.

- Chon nat + 5 phia bén dudi hodc nhap phai chudt vao khung bén trai cua cia so dé
thém dot béo c4o méi. Thong tin cua dot bao cdo bao gom: tén dot (thang ndo, nim nao,
dot s6 may caa thang), don vi méi bat dau tham gia BHXH (do méi thanh lap) hay dang
tham gia BHXH, muc luong t6i thiéu, lwong tran, mirc dong (%) BHXH, BHYT, BHTN

tai thoi diém béo céo, ghi chd va céc thdng tin caa dot bao cdo trude dé thng ké sé liéu.
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Thém Bot Bao Cio b 4
Bigt Bao Cao
Tén dot (*): gt 1 (Thang 0
Vao thang (®): |05 - MNam (®): |2012 - Botbdo cdo (%) 12
@ Ban vi bt d3u tham gia BHXH Bon vi da va dang tham gia BHXH

Mhap 56 lao ddna, gqu¥ lrang ky trurdc

54 LB BHXH: 0 - | BHYT: 0 - BHTM: a-

Quy lurong BHXH: 0, = MNdp BHXH: o, -

Qu¥ lrang BHYT: 0, = MNdpBHYT: o, -

QU lurong BHTM: 0, = MNdp BHTM: o, -
Lurong t8i thigu: 960,000, - Lugng tran: 13.000.000, -
BHXH (%%): 20 - | BHYT (%%): 3 = | BHTM (%a): 2
Ghi chi khac:

|L';J,] Luu & Déng | |ﬂ;%] Luu & Thém ||{@ Biéng

Hinh 7.5 Cira s6 thém dot bdo c4o mai.

- Chuong trinh cho phép ta loc danh sach cac dot bado cao theo nam, nhap nam can loc

vao & Loc theo néim va nhan nt Xem tir thanh c6ng cu cua chuong trinh.

- Pé xem danh sach ngudi lao dong c6 phéat sinh nghiép vu bao hiém trong dot béo céo ta
chon dogt bao cao twong tng ¢ khung bén trai cua man hinh. Cac nghiép vu phat sinh
trong dot bao gom: ting lao dong, giam lao dong, diéu chinh lwong, thay ddi chtc vu, bd
sung BHYT, b6 sung BHTN.

C6 2 cach dé phat sinh danh sach lao dong ting, giam, thay doi lwong chic vy, bo sung
BHYT, b6 sung BHTN trong dot:

Céch 1: Phat sinh cho tirng nhéan vién.

- Tai man hinh T¢ khai tham gia BHXH, BHYT, ta chon nhén vién ¢ khung bén tréi.
Cac nUt Tang, gidm, thay déi lwong chirc vu, bé sung BHYT, bé sung BHTN trén thanh

cdng cu s& hién hoac an tly vao trang thai ctia nhan vién do.
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- Pé phat sinh tang ta chon nit Tdng néu nit nay dang & trang thai hién. Trong truong
hop nhan vién can phat sinh ting nhung nat Tdng lai ¢ trang thai an ta can thiét 1ap lai
trang thai ciia nhan vién 1a chwa tham gia BHXH, BHYT nhu huéng dan & phan to khai
tham gia BHXH, BHYT. Tuong tu nhu cho cac phat sinh khac.

Céch 2: Phat sinh cho hang loat nhan vién.

- Tir thanh cdng cu caa man hinh Cde dot bdo cdo BHXH, BHYT ta nhin chon vao cac
nut trong ¢ng Tdng néu can phat sinh ting, Gidm néu can phét sinh giam,... Danh sach

nhan vién twong tng sé& hién thi & khung bén trai cua cira so.

Binlm e X TOXha Tham G IB004 BMYT X Céc Dot Bdo Clo BMO4, BT X Ban Ll WEC 30 T K0 Thaen Gl 88004, BHYT X Céc Dot Bdo Cllo BMOY, BT X
4 DotBio Cao | Tindl & Gim =] Ditu Chinh Luong |24 B Sung BHYT « | © 4 DetBioCéo  # Ting +] Ditw Chinh Lisong |44 B6 Sung BHYT +
\ ] DANH SAOH LAD DONG CO PHAT S NGHIER | fGden A DANH SACH LAD BONG CO PHAT S04 NGHIEP
[Loc shin vién theo tir kihda) O | Phét sh Ho vé tén [Loc mhin vién theo tir khda] ) I Phit soh Ho vé tén
T (NY0000 15) - Pham Trong Nndn D . 0¥000001) - Ngupin BIc Nghén, 4
) (NVO00032) « Nguryén Tharh TU ] mmth (NVD00002) - Nguyen Tri Trong o mm?ﬂlw
10, (\000034) - NgupintuurdngUydd | 2 (Phétsrh gém Phan Th M7 Thio B, (4000003) - D3 Th Phuong Thin 2 Phétenhgém Phan TH M7 Thio
=, (NVD00035) - V& Pham Tuln Thng 3 |85 mung BHIT oy Cutng N | (NVD00004) - Pham Quang Céng 3 88 sung BHYT Nowyin Cuttng N |
3 - n O ~M N » I
(¥¥000036) - Phan Trutng An 4 BSaungBHTN NQyen Tri Trong (Nv00000S) Ml"’_ﬂ 4 4§ |BSaungBHTN NOuyen Tri Trong
Phét soh Phan T an PAICNS - Rintiolng o Phét srh ting Phan T an
¢ . SN ¢ -
5 Retch ting ik (NV000007) - Nguyén Lidm Tharh S ; b
| 6 |[ThaydSisng, ... KifuThKm Dung (NYO00008) - Phan Tn Lk 6 | ThaydSiksong, ... KBy ThiXim Dung
7 |ThaydSkang, c... Phem PhLong 5, 0ev00000%) - Phan Vi Tich 7 |Thayd8hang, ¢... Pham PhiLong
3 BSmngBHTN Bl O iy (NVO000 10) - Tr3n Thirh Nhin 8 BSmngBHTN B O My
9 (Phétarh gém M Th Thuy Trang B, 00000011) - Trin Th Thach Ths 9 | Phétsrh gdém Ma Th Thuy Trang
10 |85 sung BMIT NuyEn TH Tuting W (0v000012) - QMR e 10 |85 sung BT Nouyen Th Tutng W
Phé Pharm Trong Nhdn 3 GAROSORN.7 Mo Adh 8 Phit srh Pham Trong Nhin
11 t srh ting : ong (NVOD01) - Mgy Mg Trong 11 thng i g
12 Phétseh gbm Nouyen Quing Noin | L (NVOO001S) - Bis O My 12 | Phét arh gém Nowyen Cutng N |
13 8BS aungBHTN Phan Th My Thie (NVOD0017) « Huyrh Ach T < 13 [BSangBHTN Phan Thi M7 Thio
14 BSaung BT NouyeEn B Nghiém 14 |86 sung BMIT NyEn e Nghidm
\IWMM - PhilSd\J iawmm = PhétSrh ‘
R T T I N | Mns U4 e

© B0 Quyn 2005 ~ 2012 b3 PERFECT SOFTWARE, CO. | Thi gare: 31052012 01:43:40  Piuds | © By Quyiin 2009 < 2012 b4 PERFECT SOFTWARE, CO,  Thi¥ glare: 31-05-2012 0047205 Py

Hinh 7.6 Danh sach nhan vién tuong ung vai ting lya chon phat sinh.

- Chon danh sé&ch nhan vién can phét sinh nghiép vu bao hiém roi nhan nat Phéat sinh &

bén dudi.
Tang lao dong

- Chon nat Tang tu thanh c6ng cu cua man hinh quan ly Cdc dot bao cdo BHXH, BHYT,
danh sach nguoi lao dong chua tham gia hoac tam ngung tham gia BHXH, BHYT s€ hién
& khung bén trai cua cira so. Ta nhap chudt chon nhitng nhan vién can phat sinh tang roi

nhan ndt Phat sinh & bén dudi xuat hién hop thoai nhap théng tin bao gdom:

+ Ly do ting: ting m&i (TM) hodc ting sau khi nghi thai san, ém dau hodc nghi

dai ngay khong luong (ON)
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+ Sb s6 bao hiém, s6 thé bao hiém y té
+ Noi dang ky kham chira bénh: tinh, bénh vién,...

+ Tang tir thang nao, ty 1& nop bd sung 1a bao nhiéu va cac ghi cha lién quan khac.

Phdt Sinh T3ng - Nguyén B&'c Nghiém (NV000001) - 0 miu tin dang dai X

@ Tang mdi (TM)

Tang sau khi nghi thai san, 6m dau ho&c nghi khong lurdng dai ngay (OM)

S8 50 BHYH: BHX¥HOO0001 S0 the BHYT: 301300157

Tén tinh KCE: Long An - gk
Tén bénh vién KCB: BV Ba Khoa Long An - gp
Tang tir théng: 052012 ~ | Ty |& ndp bé sung: o~

Ghi chid bé sung:

Chon dgt bdo cdo: | [Chon dgt bdo cdo d€ phat sinh] - =ﬂ=

||| PhatSinhTang (>>) | # Boqua(>>) | X Pong() |

Hinh 7.7 Phat sinh tang.

- Chon dot b4o cdo can phéat sinh, nhan nat Phdt sinh ting (>>) & bén dudi hop thoai.
Trong truong hop phat sinh hang loat nhan vién ctra s6 & tu dong nhay tiép tuc téi nhan

vién tiép theo khi ta nhan vao nit Phdt sinh ting (>>) hoic nit Bé qua (>>).
Giam lao dong

- Chon nat Giam tu thanh c6ng cu cta man hinh quan ly Cdc det bdo cdo BHXH,
BHYT, danh sach ngudi lao dong dang tham gia BHXH, BHYT sé& hién thi & khung bén
tréi cira s6. Ta nhap chudt chon nhirng nhan vién can phét sinh giam rdi nhan nat Phét

sinh & bén dudi xuat hién hop thoai.
- C4c thong tin trong hop thoai giam lao dong bao gom:
+ Ly do giam: thdi viéc (GH), nghi thai san (TS), nghi 6m (OF).

+ Nghi 0 tra thé BHYT hoac truy dong BHYT do khong tra thé.
CONG TY PHAN MEM HOAN HAO 103




www.perfect.com.vn Perfect HRM 2012 VV1.6.0.1

+ Ngay bat dau nghi, ngay tra the, ty 18 nop bd sung va cac ghi cha khac.

- Chon dot béo céo roi nhan ndt Phat sinh giém (>>) bén duéi.

Phat Sinh Giam - Nguyén Birc Mghigm (NV000001) - 0 mau tin dang doi X

@ Thai viéc (GH) Mghi thai san (T5) Mghi ém {OF)
Mgay bat dau nghi: | 17/05/2012 -

@ Tra the BHYT

Cd tra the: Truy déng bd sung BHYT (do khéng tra the)

Moay tra the: ~ | Ty |& ndp bd sung: Q-
zhi chi bé sung:

Chon dgt bdo cdo: | [Chon dgt bdo cdo 88 phét sinh] - 4}'

|_‘_Phét5inheiém{:=:=}| W B6 qua (>>) |?< Huay (%) | .

Hinh 7.8 Phét sinh giam.

Piéu chinh lwong, thay déi chirc vu

- Chon nut Piéu chinh lwong tir thanh cdng cu cua man hinh quan Iy Cdc dot béo céo
BHXH, BHYT, danh sach nguoi lao dong dang tham gia BHXH, BHYT sé& hién thi &
khung bén trai caa cira s6. Ta nhap chon nhitng nhan vién twong wng rdi nhan nit Phat

sinh & bén dudi xuat hién hop thoai.

- Théng tin trong hop thoai diéu chinh luwong, thay doi chtc vu bao gém:
+ Luong dong bao hiém x& hoi va céc loai phu cip & muc hién tai.
+ Luong dong bao hiém x& hoi va céc loai phu cip & mac méi.

+ Bat dau diéu chinh tir thang nim nao, ty 18 ndp bd sung 1a bao nhiéu va céc ghi

chu lién quan.

- Chon dot bao twong tng roi nhan nit Xac nhgn (>>) & bén dudi.

CONG TY PHAN MEM HOAN HAO 104



www.perfect.com.vn Perfect HRM 2012 VV1.6.0.1

pigu chinh lrong - Mguyén Dic Nghigm (NV000001) - 0 mdu tin dang doi X
M ol Murc mdi
Lugng dang BHXH: 4.550.400, - Lurong dang BHXH: 4.550.400, -~
[1] PC Chirc wu: 120.000, - [1] PC Chirc wu: 120.000, -
[2] PC Tham nién nghé: o, - [2] PC Tham nién ngheé: a, -
[3] PC Tham nién VE: o, - [3] PC Tham nién VE: a, -
[4] PC Khu wurc: o, - [4] PC khu wurc: a, -
Bigu chinh tir thang nam:  17/05/2012 ~ | Ty |8 ndp bé& sung: o~
|
hi chi bd sung:
Chon dot bao cdo: [Chon dot bao cdo d8 phat sinh] - cﬂ:l
| ] Xacnhan (>>) | > Boqua (>>) |.?< Huy (%) | .

Hinh 7.9 Diéu chinh lwong, thay d6i chirc vu.

B6 sung BHYT

- Chon nut Bé sung BHYT tir thanh cong cu cua man hinh quan ly Cdc dot bao céo
BHXH, BHYT, danh sach nhan vién dang tham gia BHXH, BHYT s¢& hién thi & khung
bén trai cua ctra s6 man hinh. Ta nhip chon nhiing nhan vién can bo sung BHYT ri nhan

nat Phat sinh & bén dudi xuat hién hop thoai nhap thong tin.
- Céc thong tin trong hop thoai b sung BHYT bao gom:
+ Tén tinh, bénh vién kham chira bénh da dang ky.

+ B6 sung tir thang ndm nao, ndp ty I& bo sung 1a bao nhiéu va cac ghi cha lién

quan khac.

- Chon dot b&o co rdi nhan ndt Xac nhan (>>) & bén duéi cira sb.
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B& sung BHYT - Nguyén Bifc Nghiém (NVO00001) - 0 mdu tin dang doi b4
Tén tinh KCB: Long An - gp
Tén bénh vién KCB: BV B'a Khoa Long An - gp
B& sung tr thédng: | 17/05/2012 - | Bén thanag: 17 /052012 -
Ty |& ndp bé sung: a-

|
hi chi bd sung:
Chon dgt béo cdo: | [Chon dat bdo céo d€ phat sinh] - C'J:
|2 Xécnhan(>») || @ Boa

Hinh 7.10 B6 sung BHYT.

B6 sung BHTN

- Chon nut Bé sung BHTN tir thanh céng cu cia man hinh quan Iy Cdc dot bao céo
BHXH, BHYT, danh sach nhan vién dang tham gia BHXH, BHYT s& hién thi & khung

bén trai cua ctra s6. Ta nhap chon nhitng nhan vién tuwong tng can bd sung BHTN rdi

nhan nat Phéat sinh bén dudi xuat hién hop thoai.

- Thdng tin caa hop thoai bo sung BHTN bao gom: b6 sung tir thang nim nao, ty 1& nop

bd sung 14 bao nhiéu va céc ghi chu lién quan khac.

- Chon dot bao cao tuong tng roi nhan ndt Xac nhdn (>>) bén dudi cia so.

B& sung BHTN - Nguyén B'c Nghiém (NV000001) - 0 mau tin da... X

hi chi bd sung:

Chon dot bao cdo: Bgt 2 (Thang 5/2012)

B& sung tr thédng ndm: | 17/05/2012 ~ | Ty |& ndp b& sung: 0~

|5 Xacnhan(>3) | @ Bbqua (>3]
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Hinh 7.11 B6 sung BHTN.

Piéu chinh hd so tham gia BHXH, BHYT

- Chon nat Diéu chinh hé s BHXH, BHYT tir thanh cong cu cua man hinh quan ly Céc
dot b4o cdo BHXH, BHYT, danh sach nhan vién dang tham gia BHXH, BHYT s& xuat
hién & khung bén trai cua cira s6 man hinh. Ta nhap chon nhiing nhan vién can diéu chinh
ho so tham gia BHXH, BHYT r6i nhan nut phét sinh bén duéi.

- Céc thdng tin can diéu chinh bao gom: ho tén, s6 s6 BHXH, ngay sinh, noi sinh, sb

CMND, ngay cip, noi cap, nguyén quan.

- Sau khi thay doi noi dung méi khac véi noi dung cil, ta chon nit Sinh ngi dung thay
doi cac noi dung khac giita thong tin cii va thong tin méi sé ty dong duoc hién thi trong

danh sach phia dudi.

- Ta nhip chon dot bao céo twong ¢ng rdi nhan nut Péng y (*) hoac nhan nat Tiép theo

(>>) dé bo qua nhan vién hién tai.

Pigu chinh h so tham gia BHXH, BHYT - Nguyén B&c Nghiém (0 mau tin dang doi) X
Thénag tin cii Théng tin mdi
M3 MY 58 0 BHXH:  BHXHO00001 ME MY 58 s0 BHXH: | BHXHO00001
Huo lot: MguyEn Birc Tén: Mghiém Huo lat: Mguyen Bic Tén: MNghiém
MNoay sinh:  28/12/1988 - Moay sinh:  28/12/1988 -
Muai sinh: Thanh Phd Tan An, Tinh Long An Mai sinh: Thanh Phd Tan An, Tinh Long An
56 CMMD: 301271990 Mgay cp: 28/11/2003 - 56 CMMD: 301271990 |Mgay cdp: |28/11/2003 -
MNoi c3p: Cdng An Tinh Long An Mai c3p: Cdng An Tinh Long An
Bia chi: 32 Ap Binh An A - Lgi Binh Nhan <Tan An - Long An Bia chi: 32 Ap Binh An A - Lgi Binh Mhon -T3n An - Long An

||| Sinhndidung thay d8i | Botbao co (): [Chon dot béo cdo 3 pht sinh] - b |[2 Dongy ()| | 7X TiEp thea (>3]

N&i dung du'dc thay dai hodc diéu chinh

| | Ngi dung thay déi | Ngi dung cii MGi dung mdi | Ly do diu chinh

Hinh 7.12 Biéu chinh ho so tham gia BHXH, BHYT.
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7.3. Cac dgt thanh toan BHXH, BHYT

- Pé mé man hinh quan 1y cac dot thanh toan tién BHXH, BHYT, BHTN ta chon Danh

sach chie néing -> Bdo hiém xa hgi ->Thanh toan tién BHXH, BHYT.

Hinh 7.13 Céc dot thanh toan tién BHXH, BHYT.

Ban Lam Vigc 3¢ | T& Khai Tham Gia BHXH, BHYT X | Cac BotBio Cdo BHXH, BHYT X || Céc Bot Thanh Toén BHXH, BHYT 3 X
gl Lwu HIn~ A Dot Thanh Toan [Z BENghi Hudng Om Bau 17 D& Nghi Hudng Thai Sén £ DSPHSK Sau Om Bau | £\ DSPHSK Sau Thai San | 3¢ Xéa | (. Nap Lai -
Loc theo ndm: 2012 % | @+ Xem % MAU C86A-HD: DANH SACH NGUICT LAO BIONG BE NGHI HIONG CHE £ GM BAU
Théng (quy) béo cio _ _ | Teniuong . 56 dan vi g€ nghi
15O 1 (Thing 5/2012 Sl Ho v tén sEsfBHxH | DRUKEN | gon b ang | Thé gian S8 ngay nghi Ghi chd
BEE Quy 1 (thing 5/2012) | vién tinh burgng | "5 WS | déing BrxH AL L Y
{ERiMa i Trong ky | Ly ke tir
L [izh Mau s8 C67a+D [2]
L [ M3u 58 C68a-HD [3]
i 'E'Mau 50’ C8%a-HD (4] = Loai: Ban thin 6m dai ngay
|| @) Qui 1(héng +/2012) 1 |NVOODO25 Mguyn ThiTudn... BHXHOODOZS MNDH 130.000, 2 thdng 2 8 170,000,
(= Loak Ban thian 6m ngan ngay
2 |NVDDDO3L LE Ngoc Hudn BHXHOO0031 80.000, 4 thing 2 2 160,000,
3 |NVDD0023 B0 ThiHodng H... BHXHOODO023 160.000, 1 thdng 0 0 o,
4 |NvDDO0O1 MguyEn Birc Nghi... BHXHODODOL NNDH 80.000, & thang 0 0 o,
':D:' X ,ﬁs fj #4184 » B M
@ Ban quy#n 2009 - 2012 bdi PERFECT SOFTWARE, CO. | Théi gian: 31-05-2012 02:58:02 | Phién ban: 1.1.0.8 Enterprise |W“uﬂ

- Chon niit * & phia bén dudi hoic nhap phai chudt vao khung bén trai cua cira s6 dé

thém dot bao cao mai. Thong tin cua dot béo céo bao gém: tén dot (thang ndo, quy nao,

nim nao), sé lwong nhan vién tai thoi diém nay, trong d6 cé bao nhiéu nit, quy luong tai

thang béo céo.

Thém Bgt Thanh Todn x
Bigt Thanh Toén
Tén dgt (*}: Quy 1 (Thang 5/2012)
Yao thang () a5 - | Quf (%): 1 ~|Mam {*: |2012 .
54 Iurgng nhan vién: 29, = A |trong da, nir; |
Qui lrong: 118,595,000, - 4
|E:,[| Luu & Déng | |[‘:,[| Luu & Thém ||@ Biéng

Hinh 7.14 Thém mai dot thanh toan.
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Pé nghi hwéng ché d6 6m dau

- Chon nat Pé nghj hwéng ém dau tir thanh cong cu caa man hinh quan ly Cdc dot
thanh todn BHXH, BHYT, danh sach nhan vién dang tham gia BHXH, BHYT s& hién
thi & khung bén trai caa man hinh. Ta nhap chon nhitng nhan vién dé nghi huéng ché do

dm dau roi nhan nGt Phat sinh bén duéi xuét hién hop thoai nhap thdng tin.
- Ctra s6 nhap thong tin dé nghi huang ché do 6m dau ciia nhan vién bao gom:

+ Diéu kién tinh huéng: 1am viée trong didu kién binh thuong hoic 1am viéc trong

moi truong nang nhoc.

+ Tién luwong tinh hwong, s6 tién dugc huong, loai huong (6m ngan ngay, 6m dai

ngay, con 6m).
+ Sb ngay nghi trong ky, sé ngay nghi lily ké tir ddu nam va cac ghi chi khéc.

- Chon dot b4o co can phét sinh roi nhan nit Phat sinh bén dudi.

P& nghi hu'dng ch& dd 8m dau - Nguyén Bi'c Nghiém (NV000001) - 0 miu tin dan... X

@ Lam viéc trong diu kién binh thudng Lam viéc trong diéu kign ndng nhoc

Tién Irang tinh hudng: 0~

Thdi gian déng BHXH:

54 nady nahi trong ky: 0 - |54 ngay nghi IOy k& tr §3u ném: 0~
sS4 tien: 0-
Loai hurdng: Ban than &m ngan ngay -

zhi chid bé sung:

Chon dot béo cdo: Quy 1 ({Thang 4/2013) - gp

(L] phatsmh(>») | @

>
ja)
&
a8
=

Hinh 7.15 Bé nghi huong ché d6 6m dau.

Pé nghi hwéng ché do thai san
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- Chon nut Pé nghi hwéng thai san tir thanh cong cu cia man hinh quan ly Cdc dot
thanh toan BHXH, BHYT, danh s&ch nhan vién la nir dang tham gia BHXH, BHYT sé&
hién thi & khung bén trai caa man hinh. Ta nhip chon nhirng nhan vién c6 dé nghi huong

ché do thai san roi nhan nat Phat sinh bén dudi xuat hién hop thoai.
- C4c thong tin caa hop thoai dé nghi hudeng ché do thai san bao gom:

+ Tién lwong tinh hudng, sb tién huong, loai huong (kham thai, sdy thai, nao hat

thai, nuéi con nudi, thuc hién cac bién phap tranh thai,...)

+ Thoi gian déng BHXH, sb ngay nghi trong ky, lity ké tir du nim va cac ghi cha

bo sung khac.

- Chon dot béo c&o can phat sinh roi nhan nat Phat sinh (>>) bén dudi.

P& nghi hu'dng ché dé thai san - B8 Thi Phuwang Thiy (NV000003) - 0 mau tin da... X

Tién Irang tinh hudng: 0~

Thdi gian déng BHXH:

54 nady nahi trong ky: 0 - |54 ngay nghi IOy k& tr §3u ném: 0~
sS4 tién: o~
Loai hurdng: Kham thai -

zhi chid bé sung:

Chon dot bao o Quy 1 (Thang 4/2012) - -{P

|| Phatsimh(>>) | ®

|7 Pong 00 |

Hinh 7.16 D& nghi hudng ché do thai san.

Pé nghi hwang ché @9 DSPHSK sau 6m dau

- Chon nit Pé nghi hwéng DSPHSK sau ém dau tir thanh cdng cu ciia man hinh quan ly
Cac dot thanh toan BHXH, BHYT, danh sach cic nhan vién dang tham gia BHXH,
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BHYT s& hién thi & khung bén trai cia man hinh. Ta nhap chon céc nhan vién c6 dé nghi
huong ché d6 DSPHSK sau 6m dau rdi nhan nit Phat sinh bén dudi.

- Céc thong tin caa ctra s6 nhap dé nghi huong ché do DSPHSK sau ém dau bao gom:
+ Diéu kién tinh huong: do ém, phau thuat hoac ém dai ngay.

+ Thoi gian dong BHXH, sé ngay nghi lily ké tir ddu nam trong d6 nghi tai gia
dinh 1a bao nhiéu, nghi tap trung & bao nhiéu, nghi tir ngay nao dén ngay nao.

+ Sb tién dugce huong va cac ghi cha lién quan khéc.

- Chon dot bao cao tuong rng roi nhan ndt Phat sinh (>>) bén dudi.

P& nghi hu'dng ché d86 DSPHSK sau 6m dau - Nguyén B0'c Mghiém (NV000001) - 0... X

Bigu kién tinh hudng:  Kham thai -

Thdi gian déng BHXH:

Ly k& =& ngay nghi: 0~
Mghi tai gia dinh: 0 -~ Mghi t3p trung: -
S0 tEn: -
Maghi tr ngay: 31/05/2012 - | B&n ngay: 31/05/2012 -

hi chi bé sung:

Chon dotbdo cdo:  Quy 1({Thang 4/2012) - gp

| phatsh(>>) | & siaqua(>>) | X eeng() |

Hinh 7.17 Dé nghi hudéng ché d¢6 DSPHSK sau 6m dau.
Pé nghi hwang ché @9 DSPHSK sau thai san
- Chon nat Pé nghi hwréng DSPHSK sau thai sdn tir thanh cdng cu caa man hinh quan

ly Cdc dot thanh todn BHXH, BHYT, danh sach nhén vién la nit dang tham gia BHXH,

BHYT s& duoc hién thi & khung bén trai cua man hinh. Ta nhap chon nhitng nhan vién c6
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dé nghi duoc huéng ché do DSPHSK sau thai san rdi nhan nat Phat sinh bén dudi xuat

hién hop thoai.

- Hop thoai nhap thong tin dé& nghi huéng ché d6 DSPHSK sau ém dau cua nhan vién

tuong tng bao gom:

+ Piéu kién tinh huéng, sb tién dugce huong.

+ S6 ngay nghi lity ké trong d6 nghi tai gia dinh va nghi tap trung la bao nhiéu va

cac ghi chi bo sung khéac.

- Chon dot bao cao tuong tng roi nhan ndt Phét sinh (>>) & bén dudi.

P& nghi hu'éng ché d6 DSPHSK sau thai san - B& Thi Phuong Thiy (NVO00003) - ... X

Biéu kién tinh hudng:  Kham thai

Luy k& =a ngay nghi: 0~

Mghi tai gia dinh: 0 - Mghi t3p trung: 0-

S0 tén: 0~

hi chi bé sung:

Chon dot bao o Quy 1 (Thang 4/2012) - 4}'
El Fhat Sinh (==)

B6 qua (=] |?< Bdng (¥) |

Hinh 7.18 Bé& nghi huang ché 6 DSPHSK sau thai san.
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8. CHAM CONG

Phan nay sé hwéng dan ban céch thiét Idp tiy chon khi chdm céng, quan Iy danh muc
cham cong, xép ca, phan ca lam viéc, chdm cong (ghi nhdn gio vao, gio ra, sé phit di tré

vé sém, ngay nghi, ...).
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8.1. Thiét 1ap tuy chon khi cham cong
Mg hop thoai tily chon cua chwong trinh (chon thé Hé théng -> TUy chen), chon thé

Chdam cong dé thiét 1ap mot s6 tuy chon.

- Khi danh ddu ® vao muc hién thi hop thoai nhap thong tin cong tac thi khi ban nhap ky
hiéu 12 “CT” (cong tac) vao bang chdm cong thang thi phan mém sé& tu dong hién thi hop
thoai nhap thdng tin chi tiét caa chuyén cong tac d6 (Iy do, muc dich, noi di, di tir ngay
nao dén ngay nao, sb tién cong tic 1a bao nhiéu). Nguoc lai néu bo danh dau thi phan

mém khong hién thi.

- Khi danh diu & vao muc hién thi hop thoai nhap thong tin don xin nghi phép thi khi
ban nhap ky hiéu 14 “P” (nghi c6 xin phép) hoic “F” (nghi phép nim) vao bang cham
cong thang thi phan mém s& ty dong hién thi hop thoai nhap thong tin don xin nghi phép
(Iy do nghi, thoi gian xin nghi 12 tir ngay nao dén ngay nao, ngay nghi thuc té Ia tir ngay

nao dén ngay nao, buoi nghi,...). Nguoc lai néu bo chon thi phan mém khong hién thi.

Tiy chon x

| ¥

,fa): Tily Chon Chung Bang chdm cdng mac dinh: | Theo Ky Hiéu (Dang 1) -
Khi nhap ky hiéu chdm céng
Cau Hinh Giri Mail | Hién thi hép thoai nhap thdng tin cdng tac

| Hign thi hép thoai nhap théng tin don xin nghi phép

= =| Hop B6ng Lao ©éng o Lo L
2 Khi nh&p qué trinh [&m viéc cia nhan vién

| Tur dong cap nhat di cong tac vao bang cham cdng thang

e
% . e
I'b-:q_' Cham Céng | Tur dong cép nhat ngédy (ca) nahi phép vao bang chém cdng thang

Hinh 8.1 Man hinh tly chon cham céng
-Panh dau M vao cac muc ty dong cap nhat ky hiéu cham cong vao bang cham cong
thang khi minh nhap thong tin di cong tac, don xin nghi phép vao qua trinh lam viéc caa

nhan vién.
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8.2. Thiét 1ap danh muc chim cong

Chon thé Danh sach chire ning -> Danh muc ->Danh muc chdm coéng tir man hinh

chtc niang, phan nay bao gom 3 menu chirc ning sau:
+ Ca lam viéc
+ Ky hiéu cham céng
+ Danh sach thiét bi
Calam viéc
-Tuy theo cong ty ma cd cac cach sap xép ca va gio 1am viéc khac nhau.
- Théng tin ca 1am viéc bao gom:
+ M4 ca: ma dé phan biét cac ca lam viéc. Vi dy: C1, C2
+ Tén ca: tén cua ca lam viéc. Vi du: Ca hanh chinh, ca sang, ca chiéu,...
+ Gi¢ vao: gio vao cua ca lam viéc.
+ Gio ra: gio ra cua ca lam viéc.

+ Ca lam viéc c6 sang dém: néu ca lam viéc tir toi ngay hom trude dén sang hém sau

két thuc thi ta danh ddu M vao muyc nay.

+ Gio x4c dinh ca: thong tin nay dung dé chuong trinh xir ly dit liéu khi duyét tir may
cham cong, tic 1a khoang thoi gian dé xac dinh gio vao cia nhan vién, khoang thoi gian

dé xac dinh gio ra ciia nhan vién.

+ Thoi gian téi da cho phép di tré, vé sém: thiét 1ap nay cho phép ngudi dung tly
chinh thoi gian téi da cho phép nhan vién di tré 1a bao nhiéu phit, vé sém 1a bao nhiéu
phat. Khi duyét dit liéu chdm cong, chuong trinh s& bo qua va khong cap nhat gio cong

cho nhan vién d6 néu nhan vién nay van di trong gidi han cho phép.

+ Céch thirc cham cdng: cham 1 1an vao ldc vao, cham 1 1an vao Ic ra, cham 2 lan

vao luc vao/luc ra.
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+ Gio nghi gitra ca: danh dau & vao muc C6 nghi gida ca, nhap gio bat dau nghi va

ngay két thic nghi.
+ Téng sé phut, sé gio: tong sb phat, sé gior 1am viéc cua ca.

+ Lam du tir bao nhiéu phut thi tinh 1 c6ng, lam du tir bao nhiéu phat thi tinh 0.5

cong.

+ S6 ngay cong cua ca: 1lam du ca thi tinh 1 ¢éng, 0.5 cong hay 1a 1.5 cong. Vi du: ta

cé catr 7:00 -> 11:30 la 0.5 ngay céng; ca tir 7:00->17:00 la 1 ngay cong.

+ Céc ghi chd khéc.

Cdp Mhit Ca Lam Viéc x

Théng tin bat budc

Ma ca: HC Ca sang dém Truc dém  Tinh téng ca trudc gid lam vigc

Tén ca: Hanh Chinh Bl bao nhigu phat thi tinh ting ca? 80 = | {phat)

Gig vao (%): 07:00 AM - Gidra (%): 17:00PM ~ | 58 phit ting ca tdi da 13 bao nhigu? &0 - (phat)
Giy e dinh ¢a (tly chon d& duy&t tur ddng tir may cham Céch gitr bt dBu ca bao nhiéu phit? 30 - (phat)

cong)
Gid vao tr | 06:00 AM

s

dén  17:00PM

- -

Tinh t&ng ca sau gid lam viéc

-

Gidratr |07:00 AM - d8n  |13:00PM -

B bao nhigéu phit thi tinh tang ca? a0 = | (phit)
Thii gian t5i da cho phép di tré, v& sdm (tiy chon d& duyét
tur ddng tir may cham cdng) 54 phat ting ca tdi da 1 bao nhigu? a0 = | (phit)
Bi tre: 0 - (phat) V& sdm: 0 ~ | (phat) Cach gidf ket thic ca bao nhigu phit? 30 - | (phat)
Gid nghi gilta ca Cac tham sd khac
¥| Cé nghi gitra ca Gidf nghi gitfa ca cd sang dém Téng s& phit trong ca l3m vigc? 480 ~ | (phat)
Gidbat d&u: (11:30 AM © | Gig kSt thic: 13:30PM 2 Téng 6 gid trong ca lam vide? 8 - (git)
Cach thirc cham cdng . L .
5@ ngay cong khi lam viéc du ca? 1 - | (ngay)
Cham 2 [&n vao lic vaolic ra -
Ghi chi:

|L':,ﬂ Luu & Béng | ||_'.=,ﬂLLru&Thém | |{Z;j Biéng

Hinh 8.2 Man hinh quan ly théng tin ca lam viéc

Ky hiéu cham cong
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- Ngoai mét sé ky hiéu cham cong mic dinh (+: lwong thoi gian (ca ngay); H: hoc
nghé, hoc tap; O: 6m, diéu dudng; SP: lwong san pham; P: nghi phép; CO: con 6m; NB:
nghi bu; NV: ngung viéc; KP: nghi khong phép; KL: nghi khong luong; L: nghi 18, CN:
cha nhat; CT: di cong tac; + s6 phat: s6 phut di tré; - s6 phat: sé phit vé sém) ta c6 thé

thém vao mét sé ky hiéu chim céng khac.

50 86 Chifc MSng ¢ || Phan QuyEn 3¢ | Danh Muc Churang Trinh - 3¢ x
Danh Muc Chdm Cong < | Ky Hiéu Cham Céng
“a "
T caLimvie ] AB X - 9 (%]
A SEmEm e Thém SiaChifa Xoi MNaplai In  Xuft Bong
r S M | 7en | Tizn trir (% xLuong ca ban) M&c dinh Ghi cha -
=/ Ky Hiéu Chdm Cdng
=]
/=27 Danh sich Thist Bi ik Ca Nghi 0
|=27 gy Nghi, Ngay LE 5 CL Nghi C6 Lurang 0
4 cN Chii Nhat 0
5 co Con Gm 0
(3 cs Ch&m Céng Sai 1}
7 cT Bi Céng Tac i}
~ 3 F Phép N&m 0 3
/" Danh Muc Nhdn Su 9 H Hai Mghi, Hoc Tap 0
= o
10 KL Mghi Khéng Lugng 100
o cau 18 chic n o |k Nghi khéng Phép 100
o 12 L MNghi L 0
= i:] Lam Bi1 0
@ Danh Muc Chdm Céng i3
14 [NB Nghi BY 0
s 15 Ny Naung Vige 100
==/ Danh Muc Tinh Luo i
| == | Zeraei - 16 o] Om, Biu Dudng ]
17 [P Nahi Phép 100 L
o R ETE 8 |sP Lurong San Pham 0
13 T7 Thir Bay 0
- n = Nrihi Thai S4n n =4
WM 4 221 r oW
©Ban quyEn 2009 - 2014 bdi CONG TY PHAN MEM HOAN HAD | Théi gian: 03-05-2014 02:27:20 | Phién ban: 1.5.3. 1 Professional | http: /fwww.perfect.com.vn - INS  NUM et

Hinh 8.3 Man hinh quan Iy ky hiéu chdm cong
- Théng tin cua ky hiéu cham céng bao gom ma ky hiéu, tén ky hiéu, tién trir % luong
co ban, ky hiéu nay sau khi thiét 1ap c6 cho phép chinh stra hay khéng — nhan vao
checkbox Pugc phép chinh siza khi thém méi ky hiéu chdm cong (cac ky hiéu cham
cbng mac dinh khong cho phép nguoi dung stra ma va y nghia cua Ky hiéu), ghi chd lién

quan.
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Cdp Mhat Ky Hiéu Chdm Cdng x

Théng tin bat budc

Ma: +
Tén ky hiéu: Lurgng Thai Gian
Trir lrong: 0 - | % x Luong can ban

Ghi cha:

Burgc phép chinh sra

|L‘;ﬂ Luu & Déng | ||_|iﬂLL.ru&Thém | |{Zgi Biéng

Hinh 8.4 Man hinh nhap liéu ky hiéu chim céng

Danh sach thiét bi: quan ly danh sach thiét bi may cham cong.

- Chon Danh sach thiét bi tir man hinh danh muc cham céng

So 86 Chifc M&ng X || Phdn QuyBn 3 | Danh Muc Chuang Trinh ¢ x
Danh Muc Cham Céng < | Danh Sach Thi€t Bi
/=27 calam vigc - § AB X c 3 =
X i Thém SiaChifa Xoa  Naplai In Xudt Béng

/= Ky Higu Cham Cong Mg - |ren | Loai cing Céing s& P Po—
/=) Danh sch Thigt Bi 1 000001 TCP(TP 4370 192,168, 1,201 coM1

' 2 000002 May 2 TCR/TP 4370 192,168.1.202 COoM1
J=87 ngay Nghi, Ngay LE 3 000003  May 3 TCR(TP 4370 192.168.1,203 com1

4 000004 My 4 TCR/TP 4370 192,168.1.204 COM1

Hinh 8.5 Man hinh quan ly danh sach thiét bi
- Vi mdi may cham céng ma ban c6 hdy thém né vao danh sach thiét bi. Thong tin cua
thiét bi cham cong bao gom ma thiét bi, tén thiét bi, loai cong két ndi (¢ day chon la

TCP/IP), cong bao nhiéu (port), dia chi IP cua thiét bi, mat khau, cong COM.
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C3p Mhat Thiét B x

Théng tin bat budc

M3 may:

Ténmay: Mayl1l

Loai céng: | TCP/TP ~ | C8ngsd: 4370
IP: 192.168.1.201
Mat khdu: |*=** Com: (001 -

|[‘:ﬂ Luru & Bidng | |[‘:‘] L & Thém | |@ Béng

Hinh 8.6 Ctra s6 nhap thdng tin thiét bj

8.3. Thiét 1ap ngay nghi 1€, nghi tét
- Chon thé Danh sach chire ning ->Bdng xép ca tir menu chinh cua chuong trinh d&é mo
man hinh quan ly ca lam viéc cua nhan vién. Chon nit Ngay nghi, ky nghi xuat hién cta

s6 quan ly danh sach ngay nghi, ky nghi.

Mgay MNghi, Ky Nghi x
Nam: 2012 - [ ]Thém X Xéa jpSia . HIn [EXuit ‘_ Naplai [J Déng

-

Tén ngay nghi ‘ Tir ngay | BEn ngay | Ghi chi

Nghi T&t Nham Thin 2012 17/01/2012 29/01/2012

Hinh 8.7 Cira s6 quan ly ngay nghi, ky nghi.

- Chon thang, nam tir thanh c6ng cu bang cach nhap chudt vao phim mii tén 1én dé ting

va xudng dé giam hoac c6 thé nhap truc tiép tir ban phim.

- Nhan nat Thém hoic Sira d¢ ma hop thoai nhap théng tin ngay nghi, ngay 2.
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Cip Mhdt Ngay Mahi, Ky Nahi

Théng tin ngay nghi, ngay 1€

Tén ngay I€:  Nghi TEt Nham Thin 2012|

Ghi chi:

Tir ngay: 17/01/2012 = | Bénngay: 29/01/2012 -

|L‘:,ﬂum&£:éng||l‘.=ﬂ Luu & Thém ||@ Biéng

Hinh 8.8 Cira s6 cap nhat cac ngay nghi, ky nghi

8.4. Quan 1y danh sach bang cham cong

- Chon thé Danh sach chike nang ->Bdng cham cong theo thang (hoic Bdang chdm

L[ - 5
cong ting ca theo thang). T thanh cong cu cua man hinh ta chon vao nat L% 4é mo

ctra s6 quan |y danh sach cac bang cham cong.

Danh sach bang chdm cdng thing

mdt thadng wai cac nit tly chon phia dudi hdp thoai.

-

Chon ném: 2012

-

Thang Chura Phat Sinh | Théng B3 Phéat Sinh

Thang 1-2012
Thang 2-2012
Thang 3-2012
Thang 4-2012
Thang 6-2012
Thang 7-2012
Thang 8-2012
Thang 9-2012
Thang 10-2012
Thang 11-2012

I I L e e I I e e D

X

Mhap v&o nam trong & phia bén durdi d& xem va quan ¥ danh sach cac bang chdm céng d3
hodc chura phét sinh trong ndm. Cd thé tao mdi hodc xda todn bé dif liéu chdm céng trong

[ Phétsinh (>5) ]| | X x6aToanBaDirLieu() | |E3  Thodt |

Hinh 8.9 Cira s6 quan ly danh séch céc bang cham céng.
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- Nhap vao nam can xem, chuong trinh sé& tu dong loc ra danh sach cac thang chua phat
sinh hoic d3 phat sinh bang chim cong trong nim. Chon thé Thdng chwa phdt sinh hoic

Théng di phdt sinh dé xem danh sach twong ung.

- Dé phét sinh bang chim cong cua thang, tir thé Thdng chwa phdt sinh ta chon thang

can tao rdi nhan nat Phéat sinh (>>) bén dudi.

- Dé x06a bang chiam cong cua thang, tir thé Thdng da phdt sinh ta chon thang ¢ng roi
nhan nat Xoéa toan bg di lieu (X). Dit liéu dugc x6a bao gdm bang luong thang tuong
ing véi thang cham cong dugc chon dé xda, toan bo dir lieu cham céng, dit liéu xép ca

cua nhan vién trong thang do.

8.5. Khai bao lich trinh lam viéc trong tuan

Lich trinh 1am viéc trong tuan & day c6 nghia 14 gid giac 1am viéc cua nhan vién duoc sap
xép theo mot quy tic nhat dinh trong tuan va lap lai y nhu thé & céc tuan sau. Thiét lap
diéu nay s& dé& dang hon cho viéc xép ca cua ban, thay vi khi xép ca ta phai chon ca lam
viéc tuong ung véi mdi nhan vién, mdi to nhom, hozc 1a méi phong ban cho mdi thang

thi diéu nay s& hoan toan tu dong khi ta phét sinh mot bang xép ca mai.

- Pé khai béo lich trinh 1am viéc cho nhan vién, ta mo cira s6 nhap thong tin nhan vién
chon thé Lich trinh 1am viéc hoic chon nhan vién (1 hodc nhiéu) tir man hinh quan ly

danh sach nhan vién, nhan chudt phai chon chiic nang Thiét Idp lich trinh 1am viéc.
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Cdp Mhat Nhdn Vién - Tran Thanh Nhdn (NVOD0010) X
Théng Tin C& Mhan | Théng Tin Céng Viéc | Lién HE - X3 H&i | Hudng Phu Cp || Mhiing Moudi Lién H& || Lich Trinh Lam Vigc
Lich frinh lam viéc trong tudn (theo ca)

G& ky higu m3 ca 1&m viéc vao cic & dudi g3y d€ thi€t 13p lich 1am viéc trong tu@n theo ca cho nhén vién. Vui ldng nhap danh sach
ca lam wigc trudc (Danf Muc -> Danh Muc Cham Cdng -> &z Lam Wiéc hodc chon trinh don Bang Xéo Ca->Ca Lam W)

BE thi€t 13p mi3c dinh nhifu ca lam viéc rong nogdy tanhdp: Mi e L M 2 M52 3.
Thir 2: Cc1,c2

Thir 3: c1,C2

[1 M3 ca:
Thir Cci,c2

C1 (07-00-11-30);
Thir 5: Cc1,c2

C2 {13:30-17:00);
Thir &: c1,c2

C3 (Z22:0006:00);

Thir 7: c1,C2

Chi nhat:

Phian mém s& tu déng xEp ca tuong Ung véi ther cda ki higu chdm céng ma ban nhip & trén méi khi bang x8p ca théng mdi dugc
phat sinh.

Trang théi nhan vién{*): Pang lam viéc - |L';Jj Luu & Biéng | |L';JL] Luru & Thém ‘ |{Zj Biéng

Hinh 8.10 Khai bao lich trinh lam viéc
- Ta tién hanh nhap ma ca twong Gmg vao cac 6 twong g trong tuan, néu mot ngay lam
hai ca ta nhap ma ca 1 va ma ca 2 cach nhau bang dau phay,...

Vi du:

Tht 2 nhén vién A lam viéc hai ca: ca 1 va ca 2 c6 ma tuong tng la c1 va c2. Trong 0 thu

2 tanhap: cl,c2

- Nhan Lwu & déng dé luu lai dix liéu vira nhap xong

8.6. Xép ca lam viéc
Phan nay s& huéng dan ban cach xép ca cho tirng chi nhanh, phong ban hay t6 nhém cu
thé hozc 1a chi cho mot nhan vién nao d6. Cong viéc nay duoc thuc hién vao dau mdi

thang.
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- Chon thé Danh sach chite ning ->Bdng xép ca tir menu chinh cua chuong trinh d&é mo

chtc niang xép ca.

Ban Lam Viec 3¢ | QuaTrinhLam Viéc 2 | BangXépCa X x
Thang: 02 - MNim: 2012 . TénBang Xép Ca Thang 2 - 2012 - [ Leu HIn | T2 Calam Viec [ Ngay nghi, Ky nghi Xudt {2 Nap Lai Bang -
= . - N
T T— in [ noue [ ven | oo | 2 [T 2 Tom[ssm] & [utn [ e Lo | e B0 | 2 [
| | &3] chi Nhénh Tan An - Long An (19) B |/ 8 B8 8 B B B &8 B B B B E
L -+ Phéng Tur vén (12) 1 Cal v v F = 2 2 N 2 R T R 3
|| (i Phéng Kinh Doarh (5) 2 e NguyEn Biic Nghigm  Ca2 ¥ | B @ v B M F & [
- (if) Ban Gidm Béc (2)
| | 240 chi Nhanh Tizn Giang (2) 3 tas
|| (.’ Phéng Kinh Doanh {1} i . Cal ¥ ¥ ¢ ¥ ¥ ¥ ¥ ¥ ¢ B
(:’ Phana K& Toan (8) 5 |NVDDD0DZ  Mguyen Tri Trong Ca2 v v | | | v | 7| v
(=) 4[] Chi Nhanh B&n Lirc - Long An (4) & Ca3
L £ Phéng Tai Chinh (4) 7 Cal v v W = v ¥ v W =
8 |NvD00D03 B8 Thi Phuong Thiry Caz d ' v Ll ¥ ¥ ¥ ¥ v
9 Ca3
10 Cal v V] V| ¥ ¥ ¥ ¥ ¥ V|
Chon theo ca Chg’r’l’i;leo ngby 11 |NV0DODO4  Pham Quang Céng Ca2 v v v i 7| v 7| v v
12 Ca3
Ca 1-CAD00001 (7:15 AM-»11:45 AM) | = cat 7 7 7 7 7 7 7 7 7
Ca 2 - CAD00002 (1:30 PM-5:00 PM) 14 |NVO0DDD5  Pham Hodng Nam  Ca2 ¥ | B B & ¥ & ¥ ¥ &
Ca 3 - CAD0D003 (5:00 PM->10:00 PM) 15 ca3
16 Cal v V] V| ¥ ¥ ¥ ¥ ¥ V|
17 |NVO00D006  Tran Hodng Mha&n Caz d £l v ¥ ¥ ¥ ¥ ¥ v
13 Ca3d
19 Cal v V] V| ¥ ¥ ¥ ¥ ¥ V|
20 |[NVOODDO7  Nguyén Ligm Thanh Ca2 d £l v ¥ ¥ ¥ ¥ ¥ v
21 Ca3d
22 |NV000003  PhanTan Linh Cal ' i v | i | i ' V| I v -
44 190 b o4 il 3
© Copyright 2009 - 2011, Perfect Solutions - Perfect HRM 2012 | Thai Gian: 15-02-2012 02:03:59  Phién Ban: 1.0.8.0 Enterprise |W

Hinh 8.11 Cira s xép ca theo phong ban, té nhom.

- Chon thang, nam dé thuc hién viéc xép ca hodc xem dir liéu xép ca tir thanh cong cu.

Chon thang, nim bang cach nhap chudt vao phim mii tén 1én dé ting va xudng dé giam

hodc c6 thé nhap truc tiép tir ban phim.

- Néu thang, ndm dugc chon chua t6n tai dit liéu xép ca, chuong trinh s& théng béo cho

ngudi ding phét sinh dit liéu xép ca cua thang do.
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Ty chon ®%8p ca cho thang 2/2012 x

Lura chon 1 trong 2 iy chon sau day d& thi€t [3p dir ifu xEp ca cho thang ndy, Vdi thy
chon 1, chirang trinh s& tao mdi dir liéu x€p ca trdng. V&i tly chon 2 chugng trinh s& tao mdi
dir liéu x&p ca theo cac bang xEp ca dugc chon & phia dudi.

@ iTao mai bang xép cai

Dua theo cac bang xE€p ca & phia durdi

Thang 3-2012

| Phat sinh theo ngay trong thang Tao (=) 25 Hiy ()

Hinh 8.12 Hop thoai thong bao chua c6 dir liéu xép ca cua thang dugc chon.

- Véi ty chon Tao mdi bang xép ca, chuong trinh s& tao bang xép ca rdéng cho thang

duoc chon.

- V/6i tlly chon Dwra theo c&c bdang xép ca phia dwdi, ta chon mot bang xép ca da ton tai
(s& duoc thé hién trong danh sach phia dudi). Chuong trinh s& phét sinh bang xép ca dua
theo cac ngdy trong thang dugc chon dé xép ca. Lua chon nay co thé phét sinh mot sé
van dé khdng mong mubn trong bang xép ca duoc phat sinh sau d6 vi giita hai thang s&

c6 cac ngay va thir khéng giéng nhau.

- Nhan nit Tgo & phia dudi dé phat sinh dit liéu xép ca véi cac lya chon & trén, nhan nat

Hazy néu ban thay khong can thiét phai tao bang xép ca cua thang do.

- Sau khi dit liéu xép ca duoc tao ta ¢d thé chon chi nhanh, phong ban hoic té nhom dé

xem hoic xép ca theo phong ban, t6 nhém va chi nhanh d6.

- Bén lu6i dir liéu thé hién cac ca lam viéc, danh diu v vao cac ca lam viéc ma phong
ban, t6 nhém hoac nhan vién d6 s& 1am viéc trong thang duoc chon (c6 thé thém ca lam
viéc bang cach nhan vao nat Ca lam vigc tir thanh céng cu). Nhan nat Luu dé luu lai di

lieu xép ca.
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- Pé chon 1 ca lam viéc cho 1 nhan vién, nhan vao 6 M (checkbox) trén ludi ngay cot Tt

cd dé chon hét cac 6 con lai trén cung dong, tuwong tu cho viéc bo chon ching.

- Bé chon 1 ca lam viéc cho tat ca nhan vién theo phong ban hoic t6 nhom dugc chon, ta

nhan chon thé Chen theo ca trong khung bén trai phia dudi cira s6 man hinh.

BanlamViec 3 || DanhSachMhanVién X | BangXépCa (| ChamCong Theo Thang 3¢ | Bang TinhLuong Thang ¢ | Hgp £8ng Lao
Thang: 03 * MNam: 2012 * TénBingX&p Ca Thang 3 - 2012 - [Z b HIn | 52 Calamviec ] Ngay nghi, Kin
Co cu t chirc | S Ho l6t Tén | ca Ea.t Tﬁ 2Fri | 35at 54
| » | [EF .. Céng Ty TNHH Tin Hoc Anh Viét vien 4 u un
(21,41 Chi Nhénh Tan An - Lang An (19 B |8 8 B8 B
|| &-§) Phang Tur van (1) i . Cal v | M W =
@ Phang Kinh Doanh (5) 5 NVO00021  Mguyen Birc a2 7 7 7 =
(il Ban Gidm Biéc (2)
— ) - ) 3 . . Cail v v v v
|| ._—J-L{[] Chi Nha&nh Tién Giang (9) NV000002  Nguyen Tri Trong
.;I@ Phéng Kinh Doanh (1) i taz2 L L L L
| o . s . 5 Cal ' W W L
|| .~ Nhdm Trién Khai (2) NVO0ODO3 B ThiPhuong  Thiy
(%) Phéng K& Toan (8) & Ca2 v v v W
(=) 4[] Chi Nhé&nh B&n Lirc - Long An (4) 7 a1 7 7 7 7
\.4§) Phang Tai Chinh (4) - NVO0D004  Pham Quang Cdng a2 = = = =
g i Cail v v v v
NVOO00005  Pham Hoang Mam
10 Caz? v v v v
""" - 11 .. . Cal v v v v
Chon theo ca || Chon theo ngay NVODOO0S  Tran Hodng MNhan
12 Ca2 v ¥ ¥ ¥
0001 (7:15 AM->11:45 AM
u : B |\woooo07  NguyénLie Thanh e ’ . * .
= T guyen Liém an
00002 (1.mm — a2 7w ® =
15 . Cal W | F & &
NVOOO008  Phan Tan Linh
16 Caz? v v v v
17 . Cal W | F & &
NVOOO0003  Phan Van Tinh
13 Caz2 W W W Ll
19 ~ i ) Cail v v v v
NVOO0010  Tran Thanh Mhan
20 Caz2 v v v v

Hinh 8.13 Chon ca lam viéc cho tat ca nhan vién.
- Panh dau M vao ca lam viéc twong (g, tat ca cac ca lam viéc trén ludi dir liu sé ty

dong dugc danh dau M vao.

- Khong xép ca cho nhan vién vao ngay thir bay, chu nhat, ngay 18 ta chon thé Chen theo

ngay ¢ khung bén trai phia dugi man hinh.
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rrrrr

Chon theoca | Chon theo ngay
¥ Mghi lam vigc ngay 1€
Mghi lam viéc ngay thir bay

+| Mahi lam viec ngay chd nhat

Hinh 8.14 Tuy chon xép ca cho nhan vién.
- Nhén chon vao ™ nghi 1am viéc ngay thir bay, nghi 1am viéc ngay chu nhat, nghi 1am
viéc ngay I twong ung vai tinh hinh lam viéc tai cong ty. Chuong trinh s& bé qua c6 6 M
trén ludi dir liéu khi nguoi dung chon cac ca lam viéc trong thé Chen theo ca khi phat

sinh.

8.7. Cham coOng
Phan nay sé husng dan ban cac thao tac cham cong cho nhan vién sau khi da thuc hién
viéc xép ca cho thang can cham céng theo 2 cach: cham cdng bang tay va cham céng

bang may.

8.7.1. Cham cong tay

Chuong trinh hd trg 2 cach khac nhau dé ban thuc hién cong viéc cham cong mot cach dé
dang va thuan tién nhat c6 thé.

8.7.1.1. Chdam cbng chi tiét theo ngay

- Cham cAng cho mdi nhan vién theo tirng ngay trong thang.

- Giao dién:
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Hrm) M-+ Chdm Cdng Chi Tigt Theo Ngay - Phdn MEm Quan Ly Nhan Su’ 2012 - B x

rm
J Hé Théng Danh Séch Chifc Ning Trg Gidp 5L admin [ SVNTEAM112817\PERFECT |[] ERP.PMQLNS (1.0.7.3)

o o O O 0

Danh Muc | Danh Sach | Danh Sach Hop Béng Qua Trinh (8pCa Ch3m Céng Chim Céng Ch&m Céng Tang | MircLuong _Binh Mfc | Bang Tinh Théng K& || Tim Ki€m
Mhan Vién Lao Béng Lam Vié Theo Mgay = | Theo Thang Ca Theo Thang Tai Thi?” Luong | Lugng *  Ludng -
Théng Tin Mhén Su Ch&m Céng ] h Liurang (F]

Cham Céng Chi TiEt Theo Ngay X 4 ]
# KhéaSé F M&sé . Hoan Thanh -

«Théng X | Danh Sach Nhan vién 2 |f Hop BngLao ©6ng X | Qud Trinh Lam Viéc 3¢ | Théng K& Lud
irfl: 12012 = | TénBang Cham Céng: Thang 2-2012 i X&p CaNhinVién | In [3] Xudt

v
Phong ban va t& nhéi n x ~ - . - Nguyén Biic Nghiém' 58 gidl cong: 200 (gid) [ Gid tang ca: 0 (gid)
[Loc nhdn vién theo tir khda] Q [Chura... . . -
Co cdu t8 chirc | MNVO00001 Téng s& phat di tr&: 0 (phait) /Téng s& phat vE& sdm: 0 (phiit)
=1 = \ ER =
> | & Ly, Céng Ty TNHH T Hoc Anh Viét & MNvooooo1) ~NauyEn bic Nghigm ca | Git viio ‘ Gidra | Kjhigu | Téng gie ‘ Bi t( -
(=), 4f] Chi Nhénh T&n An -Long An (19) =) (MVD00002) - Nauyén Biirc Trong \ 5 r

L (=} Phang Tur V&N (12) £ (nvoo0003) - BE Thi Phuang Thiy
L 'tg Nhém AV-TK1 (2) 5 (Nv000004) - Pham Van v (&l Ngay ch@m céng: 01/02/2012 - Tdng gid lam: 8.0 gid
- ) (=} (NV000005) -Pham Hoang Nam [#] ngay chdm céng: 02/02/2012 - Téng gid lam: 8.0 gid
L Nhém AV-TK3 (0) & (NVD0O0008) - Trén Hoang Nhan [# Ngay chdm céng: 03/02/2012 - Téng gid lam: 8.0 gid
| —tg' Nhém AV-Tk4 (0) & (NV000007) -Nguyen Ligm Thanh [l Ngay ch@m céng: 04/02/2012 - Tdng gid lam: 8.0 gid

>@ Phang Kinh Doanh (3} (=3 (NV000008) - Phan Tan Linh A [ Ngay chéim céng: 05/02/2012 - T6 i3 lam: 0 gid
— P = ay chdm cing: - Tng gid lam: 0 gi
L f(’ Ban Gidm Bdc {2) () (NV0D0009) -Phan V&n Tinh | B = ‘y L ¢ . g g-‘ . ¢ .
| 23,40 chi Nhdnh TiEn Giang (12) £ (Nv000010) - TrEn Thinh Nhan ¢ () Ngay chéim cong: 06/02/2012 - Téng gid lam: 8.0 gid
| i--(i) Phéng Kinh Doanh (1) £, (V000D 11) - Trén Thi Thanh Théo [5) Ngay chdm céng: 07/02/2012 - Téng gid lam: 8.0 gid
|| @ Phoéng K& Toan (11) (=3 (NV000012) - Durang Nhat Curding 17 Chigu L;30PM  5:00 PM + 3.5
L .:Jl_{ﬂ Chi Nhé&nh Bén Lirc - Lang An (1) & (Nv000013) -~ Mauyén Van Vil 18 sang 7:15AM  11:45AM  + 4.5
L (i§ Phang T&i Chinh (1) 4 (NVDDO0 14) - NguyEn Naoc Trong T Téng . 12:00 A... 12:00 A... 0

5 (Mv000015) - Bii Chi Hisl
(= (NV0D0D18) -Pham Trong Mhan
{NV000D17) - Hujinh Anh Tai

' [#] ngay chdm céng: 08/02/2012 - Téng gid lam: 8.0 gid
[#] ngay chdm céng: 09/02/2012 - Téng gid lam: 8.0 gid

V0000 18) - Ngd Nauyén Nhat Minh [#] ngay cham céng: 10/02/2012 - Téng gid lam: 8.0 gid
6 V000019) - Phing Mgén Giang [#] ngay chdm céng: 11/02/2012 - Téng gid lam: 8.0 gid
(NV000022) - Nguyén Van Thuy 200.0 (gie) | 0 (phiut)| O (phit) |v
& ooz -cioTriingtom e+ e v o
KY HIEU CHAM CONG (Lam vidc thuc t&) o x
Lwrang théi gian (ca ngay) @ + Mghiphép : P Mghi khéng Phép : KP Bi cdng tic = CT ‘m‘
Hoc ngh&, hoc t3p t H Con ém = €0 Mghi khéng lrang @ KL S5 phiit di tré + +sf phdt (VD: +20) -
Om, digu duding = O Mahi b : NB Mghi | =L S0 phut vE sém ;- sd phat (VD: -20)
Lurgng san pham : 8P MNgung viéc : NV Chu nhat : CN Bitré va VEsém : + 58 phiit:- 56 phit (VD +20:-20)
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Hinh 8.15 Man hinh chidm c6ng chi tiét theo ngay
(1) Thanh céng cu: chira cac ndt chic nang dé 1am viéc véi bang cham cdng bao gom
- Xép ca nhan vién: mé chirc nang xép ca cho nhan vién.

- Khoa s6: thiét 1ap trang thai khoa s6 cho bang cham céng, khong cho phép chinh stra tir

phia ngudi dung.

- Mé s6: thiét lap trang thai mé s6 cho bang cham cong, cho phép ngudi st dung chinh

sira cac thdng tin trong bang cham cong.

- Hoan thanh: thiét 1ap trang thai hoan thanh cho bang cham céng, khong cho phép nguoi

ding chinh sira ciing nhu thiét 1ap lai trang thai mé s6 cho bang cham cong nay.

(2) Co céu td chirc: nhap chudt vao day dé mé co cau td chic phong ban cua cong ty,
chon mét chi nhanh hay phong ban, t6 nhém bat ky hoic toan bo cong ty dé xem danh

sach nhan vién tuong tng
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(3) Danh sach nhan vién: danh sach nhan vién dang lam viéc trong phong ban hién tai

khi ngudi dung chon tir co ciu to chirc

(4) Thanh trang thai bang chAm cong: thé hién cac thong tin co ban nhu ma nhan vién,
tén nhan vién (ngudi ding chon tir danh sach nhan vién), sé gio cong, sb gio ting ca, sd

phut di tr&, sb phat vé sém caa nhan vién d6

(5) Dir liéu cham cdng: dir liéu cham cdng trong 1 thang cua nhan vién dugc chon, nhém

theo ngay, mdi ngay c6 nhiéu ca (xép ca) bao gdbm ca ting ca.
(6) Ky hiéu cham cong: bao gom ky hiéu va dién giai chi tiét cho tirng ky hiéu.
- Céch thuc hién:
+ Chon nhan vién tir danh sach nhan vién (c6 thé loc danh sach nhan vién theo tb

nhom, phong ban bang céch chon bén co cau to chic hodc nhap vao tir khoa & phia trén

dé loc thong tin), dit liéu cham cong cta nhan vién dé s& hién thi & khung bén phai.

+ Néu chua c6 dir liéu xép ca cua nhan vién trong thang d6, khi chon nhan vién
chuong trinh s& tu dong mé chire ning xép ca cho nguoi dung. Sau khi luu dit liéu xép
ca, chuong trinh s& ty dong phat sinh dit liéu cham cong cho nhéan vién d6 theo ca dugc

sap xép.

Ich Nguyén Bifc Nghiém S0 gid cong: 200 (git) [ Gid tang ca: 0 (gid)
Chura...
NY000001 Téng 58 phat di tré: 0 (phiit) / Téng s& phit vE sdm: 0 (phiit)
Ca chém cfing Gidr vao Gidra Ky higu cham céng T8ng gid | Bi tré | VB sm |:

(2] Ngay chdm cdng: 01/02/2012 - Tang gid lam: 8.0 gid
[+] Ngay cham cong: 02/02/2012 - Tong gid lam: 8.0 git
[*] Ngay chdm céng: 03/02/2012 - Téng gid lam: 8.0 gi&
[#] Ngay chdm cdng: 04/02f2012 - Téng gid lam: 8.0 gid
[#] Ngay chdm cdng: 05/02/2012 - Téng gid lam: 0 gid

[#] Ngay cham cong: 06/02/2012 - Tong gid lam: 8.0 git
[=] Ngay cham cong: 07/02/2012 - Tong gid lam: 8.0 git

17 Chigu 1:30 PM 5:00 PM + 3.5 0
18 Sa&ng 7:15 AM 11:45 AM + 4.5 0
15 Tang Ca 12:00 AM 12:00 AM 0 0 (1]

[+] Ngay cham cong: 08/02/2012 - Tong gid lam: 8.0 git
[+] Ngay chdm cong: 09/02/2012 - Tong gid lam: 8.0 git
[#] Ngay chdm cdng: 10/02/2012 - Téng gid lam: 8.0 gid
[#] Ngay chdm cdng: 11/02/2012 - Téng gid lam: 8.0 gid

200.0 (gid) || 0 (phat)|| O (phit) || 4

WH 4 179 F B M
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Hinh 8.16 Dit liéu chdm cong
+ Dit liéu chdm cdng bao gdm cac trudng: ca chim cdng, giod vao, gio ra, ky hiéu
cham cong, téng gid 1am trong 1 ca cua nhan vién, sé phat di tré va vé som trong ca do.
Mic dinh khi phat sinh dit liéu chim cong ban dau, chuong trinh s& lay gio vao gio ra cua
ca duoc xép (danh muc ca 1am viéc) dé 1am gio vao gio ra cho mdi ca lam viéc do cua

nhan vién vao tit ca cac ngay trong thang.

Vi du: trong danh muc ca lam viéc ta nhap vao 3 ca (ca 1 tir 7:15° dén 11:45°, ca 2 tur
1:30” dén 5:00°, ca 3 tir 6:00° dén 10:00). Ta xép ca cho nhan vién A lam 2 ca: ca 1 va ca
2: nhan vién B 1am 2 ca: ca 2 va ca3. Nhu vay khi phat sinh dit liéu chim cong cho nhan
vién A, B chuong trinh s& ldy gid vao, gio ra mic dinh (ca 1 tir 7:15° dén 11:45°, ca 2 tur
1:30” dén 5:00°, ca 3 tir 6:00° dén 10:00) twong (ng Vai ting ca 1am viéc cua ting nhan

vién.

+ Pé cham di tré, vé soém cho nhan vién, ta co thé thay d6i dir liéu trong cot gio vao,
gio ra (s6 phut di tré, vé sém sé thay doi theo) hoic 1a cot s6 phut di tré, vé som (dit liu

trong cot gio vao, gio ra sé thay doi theo).

Vi du: nhan vién A & trén theo quy dinh 1a 1am ca 1 (tir 7:15° dén 11:45%) va ca 2 (tur
1:30” d&én 5:00”), nhung trong ngay d6 anh ta vao lam lac 7:30” va vé lac 11:00°. Nhu vay
nhan vién A nay di lam tré 15° va vé& sém 45°. Ta tim dén dir liéu ngay do, thay doi gio
Va0 gio ra tir 7:15” thanh 7:30° va tir 11:45 thanh 11:00° hodc ta thay ddi dit liéu trong

cot di trd tir 0° thanh 15° va cot vé sém tir 0° thanh 45,

+ Pé cham ngay nghi (nghi phép, nghi 1&, nghi khong luong, con é6m, hoc tap...) ta

chon mot ky hiéu twong wng trong cot ky hiéu chim cong.
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Ca chéim céng Gié vao Gisra Kjhéuchincing | Tenggis | Bitwe  |vesim |
7
[#] Ngay chdm céng: 01/02/2012 - Tang gid lam: 8.0 gid
(%] Ngay chdm céng: 02/02/2012 - Téng gid lam: 8.0 gid
[#] Ngay cham céng: 03/02/2012 - Tdng gid lam: 8.0 gid
[=] Hgay ch@m cdng: 04/02/2012 - Tang gid lam: 8.0 gid
£10 Chiu 1:30 PM 5:00 PM o -4 35 0
11 58ng 7:15 AM 11:45 AM M3 kyj higu Tén ky higu |:
17 Téng Ca 12:00 AM 12:00 AM Ngay Nghi
[#] Ngay cham céng: 05/02/2012 - Tang gid lam: 0 gid m
[#] Ngay chdm céng: 06/02/2012 - Tdng gid lam: B.0 gid N Chii Nhit
[#] Ngay chdm cdng: 07/02/2012 - Tang gi¥ lam: 8.0 gid N co con Om
[#] Ngay chdm céng: 08/02/2012 - Tang gid lam: 8.0 gid B cT i Céng Tac
[+] Ngdy chdm céng: 09/02/2012 - Téng gid lam: 8.0 gid |4 Héi Nghi, Hoc Tap =
[+ Mody chdm céng: 10/02/2012 - Tdng 0id lam: 8.0 gid mr Maohi Khéng Lurang
[+] Mgay chdm céng: 11/02/2012 - Tang gid lam: 8.0 gid ke Mghi Khéng Phép
[#] Ngay ch@m céng: 12/02/2012 - Tang gid lam: 0 gid L Mghi LE
] Ngdy ch@m cdng: 13/02/2012 - Téng gid lam: 8.0 gid B NE Maohi Bl
[#] Ngay chdm cdng: 14/02/2012 - Tang gi¥ lam: 8.0 gid N Ny Mouna Viéc
[#] Ngay cham céng: 15/02/2012 - Tang gid lam: B.0 gid o Gm, Dy Duding —
(2] Ngay chdm céng: 16/02/2012 - Téng gid lam: 8.0 gid | Mghi Phép =
[#] Ngay cham céng: 17/02/2012 - Tdng gid lam: 8.0 gid ”
[#] Hgay ch@m cdng: 18/02/2012 - Tang gid lam: 8.0 gid
Hinh 8.17 Chon ky hiéu cham cong
8.7.1.2. Chdm cbng va chdm céng ting ca tong hep theo thang

Cham cong va chiam cong ting ca theo thang.

- Giao dién man hinh cham céng tong hep theo thang:

+ Chon thé Danh séach chitc ning -> Chdm cong theo thang dé mé cira s6 giao dién

man hinh chdm cong tong hop theo thang
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WE-BRI@IE s Chdm C6ng Theo Thdng - Phdn MEm Quan Ly Nhan Sy 2012 - = x
) §
~ Hé Thiing Danh Sach Chirc Ning Tro Gidp L admin [-] SVNTEAM112817\PERFECT [] ERP.PMQLNS (10.7.3)
o Q o
Danh Muc | Danh Sach | Danh Sach Hop Béng i Trlnh Bang Xép Ca Chdm Céng @ Chdm Céng Cham CéngTang | Morcluong BinhMrc Bang Tinh Thdng KE || Tim KiEém
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fiétL3pB... = Théng Tin Mhan Su Cham Céng (] Tinh Lwrang 7}
nh Sach Nhan Vien 3 | Hop Dang Lao Béng X hLam Vic 3 | Théng K& Luong X | Cham Céng Chi Tit Theo Mgay % | Chdm Céng Theo Thang X 4 x
¥ Tén bang chdm céng: Thang 11-2011 Loctheo ndm: 2011 5 | HIn [ L Yudt | [ Khea S8 | M&S8 |Hoan Thanh | (2 Nap Lai (3 Déng =
2| Ban 6ng Thang 11 - 2011 C6ng Ty THHH Tin Hoc Anh Viét
o
2 B3 m 5 cham céng durgc phép chinh sira
-
™3 nhan A - 1 ] 10 11 12 | 13 1 Téng
‘E_ vién Ho lét ‘ =D = Tue Wed i M Mon Tue Wed | Thu | Fri | Sat | Sun | Md tré ‘ sém ‘ ¥ ‘ - ‘ gidl ‘_
e} {3
1 . Sang 22 20 18 11 KP KP 16 2% 14 10 1:-13 CN 7 341 iz 2 3 90.2 | =
NV000001 Nghigm - 1
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Mguyen Birc
3 5ang + + r + + 4 + -fo 10 + + CN + 55 A 0 0 115.6
NV000002 Trong L8]
4 Chigu  |KP 13 15 12 13 1 + KP 1%.. |13 13 CN 11 Je2  iSe 0 3 73.2
5 - . Sang + + + + 4 CM 0% B + -1 + + CN -9 97 52 0 2 1034
NVO00003  ©0 Thi Phuong Thiy =
-] Chigu |+ 3 + 3 + CN -2 + [ + + 46 CN 2 J9 183 1 3 74.2
7 " - 5ang + + + + + CH 4 + + + + + CN 10, 113 i1 0 0 100.9
NV000D04  Pham Van va
8 Chigu |1 1 + + + CN  + + 4 + + 4 CN  + i a 0 1} 743
9 . Sang + + + 1 + CM 15 + + + + + CN + iz a 2 2 98.9
NVO00005  Pham Hodng Mam =
10 ChEu |+ + + + & N + o+ o+ s 5 8 2 1 791
1l w . . 5ang + + + + P CH 18 + KP KP 17 CN + 38 a 1 4 94.5
NVOOODD6  Trén Hodng Mhén
12 3 2 4 + P CMN 1 + 5 KP KP 4 CN 1 26 a 1 4 56.5
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NV00DDO7  Nguy&n Liém Thanl 4
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MW 41040 b W A il i »
KV HIEU CHAM CONG (Lam viéc thuc t&) nx
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Hinh 8.18 Cham cdng chinh thirc theo thang
(1) Thanh céng cu: chtra cac nut chire ning dé 1am viéc véi bang cham cong bao gom
- Xép ca nhan vién: mé chirc nang xép ca cho nhan vién.
- Khoa s6: thiét 1ap trang thai khoa s6 cho bang cham cong, khong cho phép chinh stra tir
phia ngudi dung.
- Mé s6: thiét lap trang thai mé s6 cho bang chdm cong, cho phép ngudi st dung chinh

sira cac thdng tin trong bang cham cong.

- Hoan thanh: thiét 1ap trang thai hoan thanh cho bang cham céng, khong cho phép nguoi

ding chinh sira ciing nhu thiét 1ap lai trang thai mé s6 cho bang cham cong nay.

(2) Thanh trang thai bang cham cdng: thé hién tén bang cham céng va trang thai cua bang
cham cong (dang ma s6, khoa s6 hay da hoan thanh) nam & bén tréai, thong tin bang cham

cong dang thé hién thudc chi nhanh nao, phong ban nao nam & bén phai.
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(3) Ludi dit liéu: luéi hién thi dix liéu bang cham cng cua thang va phong ban duoc chon

cho toan bo nhan vién nam trong phong ban doé.
(4) Ky hiéu cham céng: bao gom ky hiéu va dién giai chi tiét cho ting ky hiéu.

(5) Co cau to chirc: nhap chudt vao diy dé mé co ciu to chirc phong ban caa cong ty,
chon mét chi nhanh hay phong ban, t6 nhém bat ky hoic toan bo cong ty dé xem bang

cham cong tuong ung.
- Giao dién man hinh chim céng ting ca téng hop theo thang:

+ Chon thé Danh sach chire ning -> Chim céng ting ca theo thing d¢ mo cua o

giao dién man hinh cham cong ting ca tong hop theo thang.

Hrm) R =R =1 R Chdm C6ng Tang Ca Theo Thang - Phdn M&m Quan Ly Nhan Sur 2012 -5 x|
—) He Théng Danh Sach Chirc Ning Trd Gidp £ admin 5] SVNTEAM112817\PERFECT [ ERP.PMQLNS (1.0.7.3)
® 0 Q o O
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? Bang Cham Cdng Tang Ca Thang 1 - 2012 Cdng Ty TNHH Tin Hoc Anh Viét
E‘ B3 md =6 -Bang cham cdng dugc phép chinh sira
2 3 nha & -
2 e Ho ot 1o | b | | e | 1 | O | 757 s | e | e | | | | | o | | || e S
&
=
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Hinh 8.19 Cham cdng ting ca theo thang

+ C4c nlt chirc nang va giao dién c6 y nghia twong tw nhu man hinh chdm cong theo

thang, chi khéc 1a dir liéu hién thi trén luai la dix liéu cham cdng ting ca ctia nhan vién.
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- Céch thuc hién:

+ P4i vai man hinh cham cong theo thang, ta nhap cac ky hiéu chim coéng twong tng
theo bang céac ky hiéu chdm cdng & phia dudi man hinh, chon thang nim twong tng tir

thanh cong cu.

+ Ddi véi man hinh chim cong ting ca theo thang, trong tu ta chon thang nim twong
g tir thanh céng cu nhung thay vi nhap céc ky hiéu chim cdng ta chi nhap vao sb gio

tdng ca ctia nhan vién do.

+ Luu ¥ truong hop khong co6 thang dé chon trong 6 tén bang cham cong (hay bang

cham cong ting ca) ta phai phat sinh nd, xem lai phan chim cong chi tiét theo ngay.

8.7.2. ChAm cong may

- Chon thé Danh sach chike nang tir menu chinh cta chwong trinh, chon Két néi véi may

chdm cdng xuét hién man hinh sau.

Hrm) - =@ e ) - K&t N&i May Cham Cong - Phan Mém Quan Ly Nhan Su* 2012 - = x
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Hinh 8.20 Man hinh két ndi véi may cham cong

8.7.2.1. Két néi véi thiét bi
- C6 nhiéu cach dé két ndi vai thiét bi: két ndi qua cong TCP/IP (théng qua moi truong
mang LAN, Internet), cong USB hoic cong COM. O phién ban hién tai, chuong trinh chi

gidi han trong viéc str dung cong TCP/IP dé két ndi véi may cham cong.

- Phan mém Perfect HRM 2012 twong thich véi cac dong may cham cong sau: Ronald
Jack X628/X628C, Ronald Jack K300/S300, Ronald Jack 9900, 3000T/4000T, ZK
U160/U160C, 5000A/5000AP, ABRIVISION Iscan 01.

Nhip danh sdch thiét bi chdm cong: c6 2 cach d&& mo man hinh quan 1y danh sach thiét
bi

+ Cach 1: Chon thé Danh sdch chirc ning -> Danh muc -> Danh muc chim céng ->
Danh sdch thiét bi (xem phan thiét 1ap danh myc chim céng).

+ Cé4ch 2: Tr man hinh Két néi mdy chdm céng, nhan chon ntit Danh sach thiét bi xuat

hién hop thoai, cach quan 1y va thao tac tuong tu nhu ¢ man hinh danh myc chidm cong.

Danh Sdch Thiét Bi x
L] s ; : &a
Thém 5iaChira Xoa Maplai In {udt Pang
M3 | Tén Loai cding | Cdng sg IP Com

14_ May 1 TCRfTP 4370 192,168.1.201 0o1

MW 4 11 » B M
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Hinh 8.21 Man hinh quan ly danh séch thiét bi
Két néi véi thiét bj
- Sau khi nhap xong, ta dong ctra s6 nhap danh sach thiét bj lai. Sau d6, nhan vao biéu

tuong Kinh 10p mau xanh & phan bén trai cia man hinh dé tai lai danh séch.

- Ban c6 thé két ndi v6i 1 may bat ky hodc 2 hodc 3,4,.. thiét bi cing luc bang cach nhip
chudt trai vao thiét bi va chon chtic ning Két néi dé két ndi voi thiét bi hoac Ngit két noi
dé ngat két ndi voi 1 thiét bi bat ky. Didu nay 1a hitu ich trong trudng hop doanh nghiép
c¢6 nhiéu thiét bi may cham cong, do khuon vién ctia doanh nghiép 16n nén 1 nhan vién c6
thé chAm cong o bat cir may chim cong ndo, trong trudng hop nay minh can gom du dir

liéu cham cong cua nhan vién trude khi cap nhat vao bang cham cong thang.

Diéu khién thiét bi

- Pé xem thong tin, diéu khién (khoi dong, tit may, thiét 1ap thoi gian) cho may cham
cong ta nhap chudt trai vao 1 thiét bi bat ky c6 trang thai dang két ndi roi chon chirc nang
Thong tin thiét bi dé hién thi hop thoai thong tin thiét bj.

Thing Tin Thiét Bi - May 1 X
Théng Tin ThiEt Bi | Bigu khign Thi€t Bi
TFT Machine No
Device Info 2010-02-23 14:37:31
SysOption 5
Device MAC 00:17:61:80:F3:34
Firmware Version Ver 6.40-09 Jan 26 2010
Product Code
Platform ZEM500
CardFun 2
SerialMumber 0254250080017
Device IF 192.168.1.201
SDE Wersion 6.2.3.9
Query State 2

Hinh 8.22 Man hinh hién thi thdng tin thiét bi
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Xo6a di# liéu trén may chdm cong

- Truong hop dit liéu trén may cham céng bi day bo nhé, ta co thé xda dix liéu nay bing
cach nhap chuét trai vao 1 thiét bi bat ky c6 trang thai dang két néi rdi chon chirc ning
Xoa dir ligu.

Luu y: Phan mém sé x6a tat ca di liu trén may chdm cong. C6 thé tdi dir lidu vé may

tinh trueéc roi sau dé xudt ra tdp tin excel.

Tadi di ligu tir may chdm cong
- Pé tai dit liéu tir may cham cong ta chon khoang thai gian tir ngay nao dén ngay nao roi

nhan nat Tdi dé ligu tir thanh cong cu ctia man hinh két ndi may cham céng.

8.7.2.2. Ding ky diu van tay

- Pé str dung duoc chirc niang dang ky dau van tay phai dam bao phan mém di két ndi
dugc véi thiét bi cham céng. Nhap trai chuot vao bat ky thiét bi nao da két ndi cd trong
danh sach hién thi trén man hinh, 1 trinh don xuat hién, ta nhap chon trinh don Pdng ky
ddu van tay dé dang ky dau van tay trén thiét bi d¢6. Sau khi chon trinh don Pdng ky ddu

van tay xuat hién cira s6 man hinh sau:

Bbdng k¥ ma cham cdéng X

Danh sach nhan vién Bang dang ky

Ma Ho Tén Ma&ch... [T Biéng ky van tay
M& nhan vién :
1 [NvoDoDO1 {UemesiRalire 1 | 000001

2 NVODO002  Mguyén Higu MNghia 2 r Ma van tay : Béng ky

3 NV0OD003 B4 Thi Fhuong Thily 3 1

4 MNV000004  Pham Quang Cdng 4 —

5 MNVO00005  Pham Van Dién 5

5 MYOOO00&  Tran Thanh Hau & Khai ddng lai may chdm céng |
7 NYOOD007  MNguyén Thanh 7

a8 MYOOD008  Phan Tan Phat 8 Sau khi hodn tat qua trinh dang ky

g MY000002  Phan Yan Phuong Tinh g I b T
10 MNVOD0010  Tran Thanh Mhan 10

11 MNV000011  Tran Thi Thanh Hao 11

12 MNV000012  Durong Mhat Quang 12

13 |NVD00013  Nauyén Anh Vi 13 -

Chon nhén vién réi ding phim Delete 88 xda van tay cia nhan vién
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Hinh 8.23 Cira s6 dang ky ma cham cdng
- Chon nhan vién can diang ky ddu van tay trén ludi hién thi danh sach, chon nit Ping ky
ddu van tay, 6 nhap ma chim cong sé& hién sang cho phép ngudi dung nhap vao. Sau khi
nhap ma cham cong (m& cham céng phai dam bao khong duoc tring) ta nhan nit Péing
ky. Trén thiét bi may cham cong s& hién thi yéu cau nhan vién dit ddu van tay 3 lan trén
cuing 1 ngdn tay dé hoan tat viéc dang ky nay. M chdm cong dugc nhap vao sé tu dong

Iuru trén ho so cua nhan vién do.

8.7.2.3. Doc va xudt di liéu ra tdp tin excel

- TUr méan hinh Két néi mdy chdm céng, nhan chon ntat Poc diF ligu tir tdp tin exel, chon
tap tin can doc. Dit liéu trong tap tin sé dugc hién thi trén ludi.

- Luu y tap tin chuan bao gdm 7 truong dit liéu theo thir tw sau: ma chdm cong, ma nhan
vién, ho tén nhan vién, ngdy cham cong, thoi gian (ra/vao), trang thai (ra/vao), ma may

(xem tap tin mau tai thu muc cai dit goc .../ImportFile/TimeKeeper.xls)

- Chon nt Xudt tir thanh cong cu dé xuat dit lidu tir luéi ra tap tin excel.

8.7.2.4. Cdp nhdt vao bang chdm céng thang
- Ttr man hinh Két ngi may cham céng, nhan chon nit Cap nhgt vao bang chdm cong

thang dé cap nhat dix liéu tir ludi vao bang cham cong thang.

- Dit lidu thé lay tir may cham cong (hoac tap tin excel) s& duoc loc va chuyén sang di

liéu cham cdng thang (xem phan cham céng bang tay).
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lir@ E-d2e - - Chdm C6ng Theo Thdng - Phdn MEm Quan Ly Nhan Sy 2012 - = x
: Hé Thiing Danh Sach Chirc Ning Tro Gidp L admin  [-] SVNTEAM112817\PERFECT [] ERP.PMQLNS (10.7.3)
| Hop Biéng Lao Péng ¢ | Qua Trinh Lam Vigc X | Théing K& Lwang ¢ | Cham Céng Chi Tiét TheoNgay X | Cham Céng Theo Thang X || Chéim Céng Téng Ca Theo Thing X | Ll x
i Tén bang chidm céng: Thang 11-2011 v | Loctheo ndm: 2011 5| ‘Hin 5] Luu Xudt | [ Khéa S8 | M&S8 “HoanThanh |/ Nap Lai BDéng -
2| Bang Cham Céng Thang 11 - 2011 Céng Ty TNHH Tin Hoc Anh Vigt
a
2|/ B3 md =8 - Bang chdm cding dugc phép chinh sira
=
o0 P
=4 Ma nhan - = 1 2 3 (1 7 8 9 10 11 12 13 1 B Ve Tdng |~
“E_ vién HaliE ‘ W=D ‘ = Tue | Wed | Thu ‘ Sl et Sun | Mon | Tue |Wed | Thu | Fri | Sat | Sun | M tr€ | sém ‘ & ‘ -+ ‘ gid ‘_
3|7
1 . Sang 22 20 18 11 KP CMN KP 15 26 14 10 1:-13 CN 7 341 iz 2 3 90.2
NV000001 Mghiém
2 - Chigu 19 15 7 B3 KP CM 7 15 + + 15 KP CN 16 242 22 2 4 511
Mguyen Blrc i
3 Sang + + 7 + + CN 4 + -0 10 + + CN + 55 a0 0 0 1156 |=
NVO00002 Trong
4 Chigu |KP 13 15 12 13 CH 1 + KP 13... |13 13 CN 11 Jez2  Ise 0 3 73.2
5 ¥ . Sang + + + + 4 CMN T |+ + -1 + + CN -9 o7 52 0 2 1034
NVOOO003 B0 Thi Phuong Thiy
[ Chigu + & + & + CM -2 + [ + + -46 CN 2 39 183 1 3 74.2
7 " - Sang + + + + + CN 4 + + + + + CN 10, 11z 161 0 o 1009
NV000D04  Pham Van v L
8 Chigu 1 1 + + + CH + 4 + + 4 CN + io a 0 0 743
9 Sang + + + 1 + CM 15 + + + + + CN + iz a 2 2 98.9
NVO00005  Pham Hodng Mam
510 ChEu |+ + + + & N + o+ o+ s 5 & 2 1 791
11 . . . 5ang + + + + P CN 3 18 + KP KP 17 CN + 38 a 1 4 94.5
NVDOODDS  Tran Hodng Mhan
12 Chigu |3 2 4 + P CN 1 + 3 KP KP 4 CN 1 26 1 4 56.5
13 o Sang KP + i KP + CM 8 + KP + + + CN + 09 & 0 7 80.4
NVOO0ODO7  Mguyén Liém Thanh
14 Chigu  |KP KP 4-22 KP 6 CN 13 18 KP 2 i 3:-38 CN i 21 182 0 9 55.5
15 5ang 4 4 ] ] P CN KP 13 4 10 10 9 CN 9 196 a 1 3 97.7
NV0D0008  Phan Tan Linh
16 Chigu + 2 i 1 P CN 3 + [ 5 2 5 CN 2 47 a 1 1 84
17 Sang + + 7 + 5 CM 3 i + & + 4 CN + 50 a 0 0 115.8
NV0D0D0S  Phan Van Tinh
18 Chigu |1 i i + + CN 1 1 7 2 i 4-81 CN + 43 133 0 a 71.7
3105| 1603| 30| 213| 2985.7 |
MW 41040 b W A i »
KV HIEU CHAM CONG (Lam viéc thuc t&) nx
Luong théi gian (ca ngay) : + Nghiphép : P MNghi Khéng Phép : KP Bi cding tac : €T
Hoc ngh&, hoc tip : H Con 8m = €0 MNghi khéing lirang + KL 56 phit di ré :+ +sf phit (VD: +20)
Gm, digu duding : 0 Nghi bl : NB Nghi 1€ 5 [L S phit vE sém  : -sd phat (VD: -20)
Lurong san pham EE Ngung viéc : NV Chd nhdt : CN Bitré vAVE s6m : +s6 phit:-s8 phit (VD: +20:-20)
@ Copyright 2009 - 2011, Perfect Solutions - Perfect HRM 2012 | Théi Gian: 07-02-2012 09:29:18 | Phién Ban: 1.0.7. 3 Enterprise I%

Hinh 8.24 Man hinh bang chim c6ng theo thang

8.8. Tong hop dir licu cham cong

Dé tong hop dix liéu chadm cong trong thang ta chon thé Danh sach chize nang -> Chdm
cdng -> Tang hgp chdm cong.

- Ta chon thang chim cong twong ¢ng trén phan thanh cdng cu ctia man hinh rdi nhan nit

Tong hep dé téng hop dit liéu chim cong.
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Téng Hop Ngay Céng X

i Tén bang chim céng: Thang 4-2013 - & Loctheonim: 2013 ;| %) TéngHop  .fin [ Xudt [ Khoa5s ] M&S5 - HoanThanh | [ Naplai ] Péng
'D| Bang Téng Hop Ngay Cong Thang 4 - 2013
E! B3 md 8 - Bang cham céng durgc phép chinh sita
g Théng tin nhan vién Mgay tinh céng MNgay khdng tinh céng i tré, vE sdm
g “‘i -.2.3" Ho l6t 1én | Téing céing | NC thuc t& | Nhi che db "'Q:iéa:‘ép Nghibl | Nghi 61 do “9"‘;@'“05”9 Bi r (m) | V& sém (m) ﬁ:fro:‘gg% TC.
1 00000 Nguyén Birc Hd 26 25,5 0 0,5 1] Q Q 20 0 0
2 |Nv000002 Nguyén Higu Nghia 25 24 0 0,5 0,5 1) 1) 80 10 0
3 |NV00DD0O03 08 Thi Phurong Thiy 28 25,5 0,5 1) 1) 1) 1) 0 0 o]
4 [Nv000004  Pham Quang Céng % % 0 0 0 o o 0 0 0
5 MNV000005 Pham V&n Dién 26 25 0 0,5 0,5 1] 1] 40 &0 [v]
[ MV000006 Tran Thanh Hau 26 26 0 1) 1) 1) 1) 0 0 0
7 [NV0OO0OT Nguyén Ligm Thanh 26 26 a 0 0 0 0 a a a
8 MNV000003 Phan T&n Phat 26 26 0 1] 1] Q Q 0 0 0
9 MV000003 Phan V&n Phuong Tinh 26 25 0 0,5 0,5 1] 1] 20 10 [v]
10 |MNV0DOD10 Tran Thanh Nhan 28 25,5 0 0,5 1) 1) 1) 30 60 o]
11 |MVDOOO11 Trén Thi Thanh Thao 26 26 [u] a a o o [u] [u] [u]
m lawnnncn meeeeoaize ~ — ~= - = - - — —~ -

Hinh 8.25 Man hinh tong hop di liéu cham cong

- Thong tin téng hop dit lidu cham cdng bao gém: tong cong trong thang, ngay tinh cong

(ngay cong 1am viéc thuc té, ngay nghi ché @6, nghi phép nam, nghi bl), ngay khéng tinh

cdng (nghi c6 ly do, nghi khong 1y do), di tré, vé som, s6 gid ting ca ngay thudng, sb gio

tang ca ngay cha nhat, s6 gio ting ca ngay 1&, s6 gio 1am viéc riéng, sé gio lam dém.

CONG TY PHAN MEM HOAN HAO

139



www.perfect.com.vn Perfect HRM 2012 VV1.6.0.1

9. TINH LUONG

Phan nay sé hwéng dan ban cach thiét Idp danh muc tinh lwong, mite lwong téi thiéu,
diéu chinh cac mite déng bao hiémy té, bao hiém xa héi, tinh lwong (lwong co ban, gidm

trer thué thu nhdp cd nhan, ...)
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9.1. Thiét 1ap danh muc tinh lwong

- Thiét 1ap danh muc nay dé st dung cho cac chirc ning tinh lwong ctia phan mém. Chon
thé Danh sach chire niang -> Danh muc ->Danh muc tinh lwong tir man hinh chirc nang
danh muc, phan nay bao gom 3 menu chirc ning:

+ Ngach luong
+ Bac luong
+ Phu cap

- Chon vao menu tuong tng cho ting chirc nang quan ly.

\, Thang bao cao| 0572014 ~||[[ - | (@ | @ | A -

Hrm
\—) HE Thiing Danh Sach Chirc Nang Tra Gidp | admin /T4t Ca = .\PERFECT 5z ERP.PMQLNS (1.5.3.1) Classic -

B®0 2L NEE 9@ 8 8 el

BanLam Thing K& DanhMuc || DanhSach | QuaTrinh Quanly Hdp £6ng Bao Hiém | Bang XEp Ca KEtMNGiMay | Bang Chdm  TéngHop | Miclugng Binh Mic | Bang Tinh || Tim Kiém

Al

Danh Muc Chugng Trinh - PRdn MEm Quan Ly Nhan Sur 2012 - 8 x

Vige Nhén Vién ~ | Ldm Viéc ~ Céng Viéc Lao Déng X3 Héi + Cham Céng | Céng Thang - MNgay Céng || T&iThi€u Tinh Luong | Lurong -
Téng Hop H& 5o Mhan S (] Cha&m Céng 7} Tign Lurang (]
So Bif ChircMang % | Danh Muc Chugng Trinh - X X
Danh Muc Tinh Lugng <« | MNgach Luang
s "
@ Ngach Luthng [ a8 X 2 9 (%]
: Thém SitaChira ¥od Maplai In  Xudt Béng
. M3 ngach luang | Tén ngach lrang Ghi chii
@ BAc Lurong
@ Phu Cap 1 00000 A2
2 MLODOD02 A1-N1
5 MLODO0D03 A1-N2
4 MNLOOO004 A.1-N3

Hinh 9.1 Man hinh danh muyc tinh lwong (ngach luong, bac lwong va phu cap).
- Ngach lwong: 1a mot bang gom mét sb bac lwong (hoic mirc lwong) theo muc do phirc
tap k¥ thuat caa mot nghé, nhém nghé hoic cdng viéc. Thong tin ngach lwong bao gébm

ma ngach, tén ngach, ghi cha lién quan dén ngach luong nay.

Cip Mhdt Ngach Lu'ong x

Théng tin bat budc

Ma ngach Iuong:
Tén ngach lurang: |A.2

Ghi chi:

Hinh 9.2 Cira s6 nhap thong tin ngach luong
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- Bac luong: 1a hé s6 caa mot bac cu thé so véi mic lwong t6i thiéu hodc 1a mic luong
ciia mot bac cu thé. Mdi bac lwong thudc mot ngach lwong cu thé va tng véi mot hé sb
lwong, ngach thi bao gém nhiéu bac lwong. Théng tin bac lvong bao gdm ma bac luong,

tén bac lwong, hé s6 lwong, thudc ngach lwong nao, cac ghi chi cé lién quan.

C3p Mhat Bdc Lu'ong X
Théng tin bat budc

Ma:

Tén: Bac 1

Vdi ngach luiang: AL 1-N1 -

HE sd |rang: 1.45 -

Ghi cha:

Hinh 9.3 Cira s6 nhap thong tin bac lwong
- Phu cép: ¢6 rat nhiéu loai phu cdp khéac nhau tiy thudc vao tirng céng ty. Thong tin phu
cap bao gom ma phu cap, tén phu cap, so tién phu cap 16n nhat cong ty cé thé chi cho

nhan vién, cac ghi cha lién quan.

Cdp Mhat Phu Cap ¥

Théng tin bat budc

Ma phu cdp: PCO00001
Ténphucdp:  |Phy Cap Chirc Vu
54 tign: 2,000,000, -

Ghi chi:

Hinh 9.4 Cira s6 nhap thong tin phu cap.

9.2. Piéu chinh mirc lwong toi thiéu va cac dinh mirc
tinh lwong

9.2.1. Piéu chinh mirc lwong toi thiéu

C6 2 cach dé diéu chinh muc luong tdi thiéu twong (ng véi 2 trudng hop sau:
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- Truong hop 1: Cong ty khong c6 chi nhanh, tic 1a cong ty chi ¢ tai mot dia diém duy

nhét tic 12 chi c6 mot mie luong t6i thiéu duy nhat ta chon thé Danh sach chize néing ->

Miec lwong t6i thiéu xuat hién

hop thoai.
MFc Lu'ang Ti Thigu X
Thay Dai [E] ﬁhp Dung =
S tign: b60,000. - Apdung tirngdy:  13/10/2011 -
S0 gquyet dinh: | QDTK/002212/0987 Mourdi ra quyét dinh:
File quyét dinh: =

Hinh 9.5 Cira s6 diéu chinh mitc luong t6i thiéu

Ta chon nGt Thay déi & phia trén, thay doi mtrc lwong tdi thiéu trong 6 Sé tién chon Ap

dung dé luu lai thay doi do.

- Trudng hop 2: COng ty ¢d rat nhiéu chi nhanh, mdi chi nhanh & mét vi tri khac nhau va

c6 mirc luong t6i thiéu theo ving khac nhau. Ta thay dbi trong phan nhap théng tin chi

nhanh cong ty & muc muc lwong tdi thiéu theo vang.

Mourdi dai dién:

Ghi Cha:

MiFc Irang i thiu ving:

Pham Van Dién

960,000, -

Cdp MWhdt Chi Nhanh Céng Ty x
Théng tin bat budc

Ma chi nhanh: CMO00001 54 lurgng: 20 ~

TEn chi phah: Tru 5 Chinh - Long An|

Bia chi: 54 3, Burdang s 3,KDC Kién Phat, Phuang &

Bign thoai: 0726251520 Fax: 0726;

|L'.=,ﬂ Luru & Déng | |L'.=,ﬂLLm&Thém | |@_j

Bang

Hinh 9.6 Ctra s6 nhap théng tin chi nhanh céng ty
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9.2.2. Thiét 1ap cAc dinh mirc tinh lwong

- Chon thé Danh sach chirc nang -> DPinh mirc tinh lwong tir menu chinh cta chuong

trinh xuét hién hop thoai

Tuy chon X
FY
] Bao Hiém Do Mgutdi Lao Béng Biéng Bao Hiém Do Céng Ty Chi Tra W
;’SE Tdy Chon Chung
(%%) Ding BHXH: B. | U (%%) Ding BHXH: 1B. ~ 94
; : - ; : 3.~ 9
30 Hinh G Mail (%) Ddng BHYT: 1.5 g (%) Dong BHYT: Yo |
(%) Bang BHTM: 1~ oy (%%) Bang BHTM: 1. ~| %
|_g|HopBongLaoBOna | piny mive dong BHXH thi da: 130,000,000. -  VND
Phi Cong Doan I
E% Cham Céng Mouréi lao déng: Theo s tign - 30,000. - VND
Maurdi s dung lao ddng: Theo ty |& %% - 2.~ %%
'_L r - .o
= _=| Mdrc Lurang Tai Thigu Binh mirc phi CB t8i da: 80,000,000, ~ VND
[T i Thué Thu Mhap Ca Mhan
[ =| Binh Mirc Tinh Lurong
Maurdi lao déng dang thué TNCM khi cd thu nhap tr: 9,000,000, - VHD
5 B Giam Trir Thug
Tign gidm trir gia canh cho méi ngudi phu thudc: 3,600,000, - VND
e j] 54 Tang Tu Béng
-l Giam trir TC. Ngay thurdng: Theo ty |& phan =& - 1/3
b
| [@ o

Hinh 9.7 Crra s6 thiét 1ap cac dinh muc tinh luong
- Céc théng s trong phan dinh muc tinh lwong bao gém: % déng bao hiém xa hoi, %
dong bao hiém y té, % dong bao hiém that nghiép, dinh mirc dong bao hiém xa hoi tdi da
do nguoi lao dong dong va do cong ty chi tra, % phi cong doan, dinh mirc dong phi cong
doan t6i da, phan thué thu nhap ca nhan (mic thu nhap chiu thué, tién chi cho mdi nguoi

phu thuoc), tinh tién lvong ting ca (ngay thuong, ngay chii nhat, ngay nghi 18).

- Ta chon nit Thay déi & phia trén, thay doi cac thdng s & trén va chon Ap dung dé luu

lai thay doi.
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Luu ¥: Phan thay doi nay s& khdng anh huong téi cac bang luong cho dén khi ta nhan vao

nat Tinh lgi twrong ring véi bang luwong cia thang duoc chon.

9.3. Tinh lwong

- Chon thé Danh sach chie nang -> Bdng tinh lwong dé mo chirc nang tinh luong cua

chuong trinh.

- Chon th¢ Danh sach chirc ndng -> Bdng tinh lwong -> Bdng tinh lwong ting ca
(trong trinh don x6 xudng cua nat Bang tinh luong) dé md chire niang tinh lwong ting ca

cua chuong trinh.

- Giao dién man hinh tinh lvong:

Hrm) E-d2e - - Bang Tinh Lugng Thang - Phan M&m Quan Ly Nhan Sy 2012 - B x

m
J Hé Thiing Danh Sach Chirc Ning Tro Gidp L admin [-] SVNTEAM112817\PERFECT [] ERP.PMQLNS (10.7.3)

o QO O = )

Danh Muc | Danh Sach | Danh Sach Hop Béng QuaTrinh | Bang X&p Ca | Cham Céng | Cham Cng Cham CéngTang | Miclugng BinhMirc | BangTinh Théng K& | Tim KiEm
Ung Vién | Mhén Vién Lao Ddng Lam Viéc Theo Mgay =~ | Theo Thdng Ca Theo Thang T&i Thiéu Tinhluong | Loong = Luong -
tL3pB... & Théng Tin Mhan Su 7} ] (] Tinh Lwrang 7}

& Trinh Lam Viéc X | Thang K& Luong X || Cham Céng Chi Ti€t Theo Ngay ¢ | Ch, oThéng X || Chdm Céng Téng CaTheo Théng 3¢ | Bang Tinh Lurang Thang X 4 x

PThang: 02 - Nam: 2012 - | TénBéangluong: Théng2- 2012 - HIn Yudt | [ Khea S8 | M&58 F HoanThanh | (2 Nap Lai Déng =
? Bang Tinh Lwgng Thang 2 - 2012 J CAng Ty TNHH Tin Hoc Anh Viét
‘Eu phép chinh sira bang tinh Irong thang nay
o
5 = = = :
- = - 54 gid 54 Trir tien Trir o

= =
& Ho I6t Ten | fest | Luongcan Téngphu | " gi ngdy | Tongbiong BHXH aHT TONg tl'.“-"‘:
o 9 an cap dinh cdng 3 nghi n
= =
=
g N4

1 WS MguyEn B Nghigm 4.4 4,224,000, 300,000, 200 200 0. 0. 5024000, 301,440, 175 4,400,064,

2 |NV0DDD0Z  Mguydn B Trong 4.4 4,224,000, 0. 00 200 0. 0. 4.224,000. 253,440, 147 3,717,120.

3 |NV000003 B8 ThiPhuang Thiy 4.74 4,550,400, 0. 200 200 0. 0. 4,550, 400, 273,024, 159 4,004,134,

4 |NVDOODO4  Pham Van Vil 474 4,550,400, 0. 200 200 0. 0. 4,550,400, 273,024, 159 4,004,134.

5 |NV0000OS  Pham Hoang Mam 4,74 4,550,400, 0. 00 200 0. 0. 4.550,400. 273,024, 159 4,004,134,

& |NVODDDOS  Trin Hodng Mhan 4,74 4,550,400, 0. 00 200 0. 0. 4.550,400. 273,024, 159 4,004,134,

7 |NVOODOO7  Nguyén Liém Thanh 4.74 4,550,400, 0. 200 200 0. 0. 4,550, 400, 273,024, 159 4,004,134,

8 |NV0D0D0D8  PhanTan inh 4.74 4,550,400, 0. 200 200 0. 0. 4,550, 400, 273,024, 159 4,004,134,

\ 4 } 7,322,8%8| 4,271 107,11573| 4

PR i 3

PHIEU LUONG NHAN VIEN {
¢ [g] CapNhat . HIn Phigu fuong . In Bang Phu Cdp | (- Gir Mail =

Nhan vign:  NV000001 Nguyé&n Difc Nghiém Bao higm: 301,440, - 175,840, - 50,240, -
HE sé Irang: 4,4 ~| Luong can ban: 4,224,000, ~ Tam Gng: 0. - Doéng thué TNCN: 21,056. -
[Chua cd hinh]
58 gid cdng: | 200 Trir git céng: 0. - Téng thure 13nh
. _ . Thurc 1&nh: 4,400,064. -
Téng phy cap: 800,000. - Téng luong: 5,024,000, - i P

Théng Tin Phigu Lugng || Cacloai PhuCap || Tam UngLurong | Céng Téc Phi

® Copyright 2009 - 2011, Perfect Solutions - Perfect HRM 2012 | Théi Gian: 07-02-2012 09:29:56 | Phién Ban:1.0.7.3 Enterprise I%
Hinh 9.8 Man hinh tinh luvong

(1) Thanh céng cu: chira cac ndt chic nang dé l1am viéc véi bang luong bao gom
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- Tao: tao ty dong bang luong theo thang dugc chon néu bang luong thang d6 chua co.
Pé tao duoc bang luong cua thang dugc chon bat budc phai ton tai bang cham cong cua

thang do.

- Tinh lai: nGt Tinh lai s& xuat hién khi bang tinh lwong dd duoc tao, ngudi ding nhap
vao nat nay khi can tong hop lai dir liéu cham céng cua thang dugc chon hoic khi cd thé
d6i vé muc luong t6i thiéu, cac chi s6 phan trim dong bao hiém xa hoi, bao hiém y té,

bao hiém that nghiép.

- Khoa s6: thiét Iap trang thai khoa s6 cho bang luong khong cho phép chinh sira tir phia

nguoi dung.

- Mg so: thiét lap trang thai mo s6 cho bang luong cho phép ngudi sir dung chinh sira cac

thdng tin trong bang luong.

- Hoan thanh: thiét 1ap trang thai hoan thanh cho bang lwong khéng cho phép ngudi ding
chinh stra cling nhu thiét 1ap lai trang thai mé so cho bang lwong nay. Ngoai ra, trong
truong hop nay bang luong s& khéng bi tac dong khi ta thiét lap lai cac dinh mic tinh
lwong nhu bao hiém xa hoi, bao hiém y té, bao hiém that nghiép, phi cong doan hay cac
muc phan tram tinh lvong ting ca, lam thém gid hodc khi can didu chinh muc luong toi

thiéu.

(2) Thanh trang thai bang hrong: thé hién tén bang luong va trang thai ciia bang luong
(dang mé& s, khoa s6 hay dd hoan thanh bang lwong) ndm & bén tréi, théng tin bang

lwong dang thé hién thudc chi nhanh nao, phong ban nao nam & bén phai.

(3) Bang lwong: bang luong cua thang va phong ban duoc chon cho toan b nhén vién

nam trong phong ban dé.

(4) Phiéu lwong nhan vién: phiéu luong thé hién chi tiét thong tin luong cia nhan vién,
c4c loai phu cap (chi tiét tirng loai), cac chuyén di cong tac va tién cong tac trong thang,

c4c lan tam tng luong va s tién, ...

(5) Co céu td chirc: nhap chudt vao day dé mé co cau to chic phong ban cua cong ty,
chon mét chi nhanh hay phong ban, t6 nhém bat ky hoic toan bo cong ty dé xem bang

luong tuong ng.
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9.3.1. Phu cap
- Thiét 1ap danh muc phu cép truéc khi st dung chirc ning nay.

C6 2 budc dé thiét 1ap mac phu cap cho nhan vién, tuy truong hop ta cé thé sir dung ca 2

budc hoac chi 1 budc:
- Buéc 1: thiét 1ap dé st dung chung

+Trong ctra s6 nhap thdng tin nhan vién ta chon thé Hwéng phu cap dé nhap théng tin
phu cap. Cac loai phu cap dugc quan ly ¢ phan danh muc tinh luong cta chuong trinh
nén ta chi can chon né tir danh sach (cé thé nhan vao dau cong mau xanh trong 6 chon dé

thém vao danh sach phu cap).

C3p Mhat Mhan Vién x
Théng Tin C& Nhdn | Théng Tin Cong Viéc || Lién HE - X3 H&i | Hudng Phu C&p || Théng Tin Mouwdi Lién HE
Ma phu c3p Tén phu cap Tién goc (WMD) %0 Tién gac 54 tién hurdng (V. ..
PCOD0001 Phu C3p Chirc Vu 2,000,000, 0.1 200,000,
PCOD0D03 Phu C3p Ddc Hai 3,000,000, 0.2 600,000,
PCOD0D02 Phu C3p Kiém Mhigém 2,600,000, 0.2 520,000,
on ma [Chon t&n phu cap]

Hinh 9.9 Nhap théng tin phu cap

+ Danh sach va muc phu cap s& duoc chuyén ty dong sang bang luong cua thang duoc

tao sau do.
- Budce 2: nhap théng tin phu cap theo ting thang

+ Tai khung Phiéu lwong nhén vién coa man hinh Béng tinh lwong ta chon thé Cac logi

phu cdp nam & goc trai phia dudi.

+ Sau khi bang lwong cua thang duoc tao, chuwong trinh s& tu dong chuyén danh sach va
muc phu cip khi nguoi ding nhap ¢ buéc 1. Tai day ta c6 thé sira hoac thém vao danh
sach tuy theo thang ma nhan vién dé dugc hudng céc loai phu cip ndo, cac thao tac thém

X0a, Stra tuong tu.
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i [Z) Cap Nhit | g In Phigu Luang . In Bang Phu Cap Q G Mail

M phu cdp | Tén phu cip | Tién giic (VD) |%Tgngsc | S5 tenhutng (D) |

PCO00D0L Phu C3p Chirc Vu 2,000,000, 0.1 200,000,

PCOD0003 Phu C&p Béc Hai 3,000,000, 0.2 600,000,
S é[l::hc_ln =R R B ["hon tén phu c3p)

W 4 33 ko

| Théng Tin PhiéuLuong | CacLoaiPhy Csp | TamUngluong | Céng TécPhi |

Hinh 9.10 Nhap théng tin phu cap theo bang luong thang
+ Nhan nit Cdp nhdt dé Iuu lai théng tin va cap nhat vao bang luong cia thang do.
9.3.2. Cong tac phi

C6 2 cach dé nhap cong tac phi cho nhan vién:

- Cach 1: Chon thé Danh sach chikc ndng -> Qué trinh 1am viéc. Chon nhan vién can

nhap thong tin di cong tac, chon thé cong tac phi ¢ dudi.

- Céch 2: Tai man hinh bang tinh Iwong, chon thé Cong tac phi tir phiéu luong nhéan vién

tuong tng
9.3.3. Tam ung lwong

Tuong tu nhu quan ly cong tac phi, thong tin tam Gng Iuvong cho nhan vién cling c0 2

cach dé nhap:

- Cach 1: Chon thé Danh sach chizc nidng -> Qué trinh lam viéc. Chon nhan vién can

tam ung luong, chon thé Tam tng luong ¢ dudi.

- Céch 2: Tai man hinh bang tinh lwong, chon thé Tam ing lwong tir phiéu luong nhan

vién tuong ung.
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9.3.4. Thué thu nhép ca nhan

C3p Mhat Mhan Vién x

Théng Tin C& Nhdn | Théng Tin Cong Viéc || Lién HE - X3 HAi || Hudng PhuC8p || Thdng Tin Mgudi Lién Hé

- Mai quan S : Bai tuang
Ho tén hé Bia chi Email s
=

Mguyen Van Hai Durdng Chau Thanh - Tién Giang vanhai@gmail. com

Hinh 9.11 Nhap thong tin ngudi phu thudc.
- Thay ddi cac mirc dong thué thu nhap ca nhan, tién chi cho nguoi phu thugc.
9.3.5. Bio hiém x4 hdi, bao hiém y té, bao hiém that nghiép

- Thay d6i cac mtrc dong bao hiém xa hoi, bao hiém y té, bao hiém that nghiép bao gom

bao hiém do nguoi lao dong dong va bao hiém do cong ty chi tra.

Tiy chon x

| »

. Bao Higém Do MoySiteotim
ioa Ty Chon Chung

(%) Adng BHXH:

Cau Hinh G Mail

| Hop Bonglao BAng | mk e daneNELNH 61 da:

130,000,000, ~
Fhi Cang Boan I
o
Cham Céng Mguri lao déng: Theo sé tign - 30,000. -~ VND
Moudi s dung lao ding: Theo ty |& %% - 2.~ %
r e ] .ol
(= = | MiFc Lurang Téi Thigu £iinh mirc phi CB tAi da: 80,000,000. - yup
L== ¢
[T . Thué Thu Nhdp Ca Mhan
clf| Binh Mdrc Tinh Lurgng
Moudi lan dang dang thué TNCN khi ca thu nhap tr: 9,000,000, ~ VND

Hinh 9.12 Thay ddi cac mtrc dong BHXH, BHYT, BHTN

- Chon thé Danh sach chie ning -> Pinh mikc tinh Iwong xuat hién hop thoai dé thiét
lap cac dinh muc tinh lwong, thay doi cac chi sé % dong BHXH, % déng BHYT, % déng

BHTN
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- Viéc thay d6i cac mirc dong nay s& khdng anh huong téi dix liéu cua cac bang luong khi
ngudi dung chwa nhan vao nat Tinh lgi ngay man hinh bang tinh lwong véi thang twong

ung duogc chon.

- Thay dbi cac tiy chon vé céc khoan déng hang thang trong ctra s6 cap nhat thdng tin

nhan vién

Cdp Mhat Nhan Vién x

Théng Tin Ca Mhdn | Théng Tin Cdng Viéc (%) || LiénHE -X3 HGi || Hudng Phu C8p | Théng Tin Nouwdi Lién HE

Théng Tin Céng Vigc 54 Bao Hiém X3 H&i
Lam tai chi nhanh {*): | Chi Mhanh Tan An - Long An - cﬂ:n S8 =8
Tai phéng ban (%) Phéng Tu Van - gk Mgay cdp: |11/10/2011 v
Td nham: - X & Mdi cSp:
Chire vu hién tai (*):  |L&p Trinh Vién - o Bao Higm Y TE

58 Sa
Hinh thirc tr3 lrong (*): | <Lurang theo ngach, bac> = || Tirngay: |11/10/2011 -
Mgach Irang (*): A2 - o | Baclrong (%): 2 ~ gp DEn ngdy: | 11/10/2011 -
Lurgng téi thigu: 960,000. ~ HE =4 ludng: 4.74 ~ Tinh:
Mirc lrong c&n ban: W s e s - Frbrmeir

{*) Cac khoan ddng hén% Bao hiém %3 hdi ¥ Bao hiém y t& ¥|Bao hiém that nghiép

Thir Vigc R camedeehitTTIE
Co thir viéc Théigian: |2Théng - Ludng thir vigc: 2,000,000, - MNoay bat dau (*): [12/12/2011 -
Tir ngay () 11/10/2011 + Bénngay (*): 11/12/2011 - Maay két thic: 11/10/2011 -
Trang thai nhan vién{(™): Pang lam viéc - | (&) Lru & Béng | | [Z] Lwu & Them | |@ Bidng

Hinh 9.13 Thay d6i cac khoan déng trong thang.
9.3.6. Tru lwong

- Trir lwong dua vao dir liéu chdm cong cua thang twong tng bao gdm trir ngay nghi va
trir tién di tré vé sém cua nhan vién. Trén bang lwong thé hién rd sé gid quy dinh va sé

gio thuc té ma nhan vién d6 1am viéc trong thang.

- Mic dinh cta chuong trinh luong sé& bi trir theo sé gio ma nhan vién khong cé lam viéc

nhan véi luvong gio cua nhan vién do.
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9.3.7.

Thanh toan luwong

Sau khi d4 hoan thanh viéc tinh lwong ta tién hanh thanh toan lwong cho nhan vién. Chon

thé Danh sach chirc ning->Bdng tinh lwong->Bdang thanh todn lwong d&é mo cua so

thanh toan luong cho nhan vién.

S0 B8 ChircMdng X | Quan Ly Géng Viéc X | Danh Sach Mhan Vién X | Bang Thanh Toan Luong X -
i dbThém 3 X6a fpSta | Théng: 02 = Nam: 2013 | Thang2-2013 - | i PhatSinh | pIn [ Xudt | [ Khoass | M&56  HoanThanh | [ Naplai -
? Bang Thanh Toan Lu'gng Thang 2 - 2013 Cdng Ty TNHH Tin Hoc Anh Vigt
é‘ D3 md sd - Buge phép chinh sira bang tinh lrong thang nay v
% M3 NV Ho lot ‘ Tén L&n thanh todn Mgay thanh todn 54 tign ‘ thanh todn Ngudi thanh todn GhI:
=
S 1 |nvoooooi  NguyEn Birc Nghiém 1 05/02/2013 1.000.000, 0, 1,000,000,
2 |NvoDDDD2  MNguydn Tri Trong 1 05/02/2013 1,000,000, a, 1,000,000, A
3 |NvOD0DDZ  NguyEn Tri Trong 2 05/02/2013 2,780,000, 0, 2,750,000, 3
4 |NVODDOD3 B4 ThiPhuong Thiy 1 05/02/2013 1.000.000, a, 1,000,000,
5 |NVO00003 BEThiPhuong  Thiy 2 05/02/2013 1,864,000, 0, 1,864,000,
& |NVODODO4  Pham Quang Céing 2 05/02/2013 3.073.000, 0, 3.073.000,
7 [NvDooD0D4  Pham Quang Céng 1 05/02/2013 1.000.000, a, 1.000.000, [
8 |NVODOOOS  Pham Hodng Nam 1 05/02/2013 1.000.000, 0, 1,000,000,
9 NVDO0005  Pham Hodng Mam Z 05/02/2013 3.073.000, a, 3.073.000,
10 |NVOO0OOS  Trdn Hodng Nh&n 1 05/02/2013 1,000,000, 0, 1,000,000,
11 |NVODOD0&  Tr&n Hoéng Mhan 2 05/02/2013 3.073.000, a, 3.073.000,
12 |NVOOD0O7  Nguyén Ligm Thanh 2 05/02/2013 3.073.000, 0, 3,073,000,
13 |NVOOOOO7  Mguyén Liém Thanh 1 05/02/2013 1,000.000, a, 1,000.000,
14 |NVODOOOB  Phan Tan Linh 1 05/02/2013 1.000.000, a, 1,000,000,

Hinh 9.14 Man hinh thanh toan luong

- Nhén vao n(t Phét sinh trén thanh cng cu dé ma hop thoai tily chon phéat sinh thanh

toan luvong tu dong.
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Tay Chon Phat Sinh Thanh Todn Lu'ong b4

Chon [&n thanh todn &r & phia bén dudi, sau dd nhap s4 tEn thanh todn bang
tien hodic theo ty 18 % so vdi tBn luong thuc [Bnh d& phat sinh dir iéu.

L&n thanh todn (*): 1 - | Mgay thanh toan (*): 04/08/2014 -
54 tieén thanh toan trong dot
@ Thanh toén theo sd ti&n m&c dinh 1,000,000, - (VME)
Thanh todn theo ty |& % tién ludng 100 ~| (%)
Thanh todn theo sd tién khai bao trong thdéng tin nhan wién
Thanh todan hét phdn con lai
Moudi duyét:

Ghi cha:

¥|B6 qua néu tn tai |L Bigng ¥ (=) | |ﬂ Thoat |

Hinh 9.15 Hop thoai tly chon phat sinh thanh toan luong

- Trong hop thoai nay c6 cac tuy chon sau:
+ Lan thanh toan: néu thanh toan lwong nhiéu lan thi ta chon lan thanh toan tir danh sach.

+ S tiéu thanh toan: & day ta c6 3 muc chon Ia thanh toan theo sé tién mac dinh hoac
theo ty & % dua trén lwong thuc 1anh caa nhan vién hay 1a thanh toan hét phan con lai ma

cbng ty con ng nhan vién.
- Nhan n(t Péng y dé phét sinh bang thanh toan luong.

- Ta c6 thé thém, sira, x0a tiy y trong danh sach thanh toan lwong twong Gng véi thang

duoc chon.
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10. THONG KE SO LIEU
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10.1.  Thong ké tinh hinh nhan sy
10.1.1. Biéu d6 thong ké tinh hinh nhén su

- Chirc nang Biéu do thong ké duoc thé hién ngay man hinh ban 1am viéc khi ban khoi
dong chuong trinh. Ngoai ra, ta c¢6 thé chon ndt chirc nang Théng ké -> Biéu da thong ké
tinh hinh nhan s trong thé Danh sach chire ning dé xem biéu do thé hién véi kich

thu6c 16n hon.

- Chuong trinh cung cap nhiéu loai biéu do lién quan dén tinh hinh nhan su cua cong ty
nhu: giéi tinh, do tudi, ty 18 sé lao dong vao cbng ty 1am viéc theo niam, théng ké theo
chtrc danh, trinh d9, dan toc, ton gido, qudc tich, tinh trang hén nhan, tinh trang lao dong
(dang 1am viéc, da nghi viéc, dang ngung viéc,...). Nhap chon cac thé & phia dudi man

hinh d¢ lya chon loai théng ké can xem.

- Chuong trinh cho phép nguoi ding lua chon dang thé hién biéu d6 theo hinh cot hoic

hinh tron, in biéu d6 tryc tiép tir man hinh.

Bi€u D& Thing K&
In biéu &5 v Hinh cit  * Hinh trén
:| Mam
20 - B o
10 E
D ' ! I ! T T ! I
ram I
Theo Gidi Tinh | Theo B&Tudi | TyLE56Llao Déng | ChircDa ;

Hinh 10.1 Biéu d6 théng ké giai tinh
10.1.2. Thong ké ngay nghi phép nim

- Ta chon nit chirc nang Théang ké -> Tinh hinh nhan s -> Théng ké ngay nghi phép

ndam trong thé Danh sach chirc nang.

- Trong phan Bdng chdm cong theo thang nguoi ding nhap vao chit “F” (ky hiéu xac

dinh nhan vién nghi phép nam vao ngay tuong ung voi nhan vién dugc chon). Chuong
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trinh s& ty dong tong hop s6 nam cong tac, sé nam tinh phép nam, s6 ngay duoc nghi va
tong cong s6 ngay nghi phép nam cua nhan vién theo timg thang, nim trong chic ning

thng ké nay.

Théng ké ngay nghi phép nam
i Mam: 2012 © | hIn [ Xust | (S Naplai [ Déng -
g‘ Théng tin nhan vién Phép ndm Thang Tdng ciing i
E‘” sl Ho lgt Ten | MEmcing | Séném | aﬂziégﬁ 1 | 2 | 3 | 4 | 5 ‘ 6 7 ‘ 8 | 3 | 1 | 1 | 12 Ig:g P
5
g" 1 [wvonooo:  Nguyén e Nghigm 2 0 2 o o 0 0 0 0 0 o 0 0 0 0 6 12
2| 2 |moooooz NuyEnTri Trong 3 0 2 o 0 0 O 0 0 0 0 0 0 0 O 6 1
— | 3 |mvooooo3 eEThiPhuong  Thy 1 0 2 0. o 0o 0 0 0 0 o8 0 0 0 0 6 12
4 |nvooooos  Pham Quang Ccéng B 0 2 0. o 0 0 0 0 0 0 0 0 0 O 6 1
5 [Nv0D00O5  Pham Hodng Nam 5 5 3 o o 0 0 0 0 0 o 0 0 0 0 6 13
6 |NVODOODS  Tran Hodng Nhan 1 0 2 o 0 0 O 0 0 0 0 0 0 0 O 6 1
7 |nvooooo7  nguyEnliem Thanh 1 0 2 0. o 0 0 0 0 0 o 0 0 0 0 6 1
8 |Nv000008  PhanTEn Linh 1 0 2 o0 o 0 O 0 0 0 0 0 0 0 O 6 12
9 |NvD0O0D9  Phan VEn Tinh 1 0 2 o 0 0 0 0 0 0 0 0 0 0 0 6 1
10 |NVODOO10  TranThanh Nhan 1 0 2 o0 o 0 O 0 0 0 0 0 0 0 O 6 12
11 |NV0DOO1:1 TranThiThanh  Théo 1 0 2 0. o 0 0 0 0 0 o 0 0 0 0 6 1
12 |Wv0D0O12  Duong Nhat Cuing 1 0 2 o0 o 0 O 0 0 0 0 0 0 0 O 6 12
| 13 |mw000013  NguyZn Anh vii 5 5 i o 0 0 0 0 0 0 0 0 0 0 0 6 13 2
14 |N0DOD14  NguyEn Ngoc Trong B 0 2 0. o 0 0 0 0 0 0 0 0 0 O 6 1
15 |NVODOO15 B Chi Higu 5 5 3 o o 0 0 0 0 0 o 0 0 0 0 6 13
16 |NVODOO16  Pham Trong Nhan 1 0 2 o 0 0 O 0 0 0 0 0 0 0 O 6 1
17 |NV000017  Hujnh Anh Tai 2 0 2 o o o o o o o o o oflE o 6 12
18 |NVODOO1E  Ngd NguyEnhhat  Minh 1 0 2 o o 0 0 0 0 0 0 0 0 0 O 6 1
19 |[Nv0DOO13  Phiing Mgan Giang 1 0 2 o o 0 0 0 0 0 o 0 0 0 0 6 12
20 |NV000D22  Nguyn VEn Thuy 0 0 2 o 0 0 O 0 0 0 0 0 0 0 O 6 1
21 |Ww000D23  D2oThiHodng  Hoarh 0 0 2 0. o 0 0 0 0 0 o 0 0 0 0 6 1
22 |WvoooD24 KB ThiKim Dung 0 0 2 o0 o 0 O 0 0 0 0 0 0 0 O 6 12
| 23 |wvooo025  WguydnThiTuéng Vi 0 0 2 o 0 0 0 0 0 0 0 0 0 0 0 6 1
24 |NV000026  Pham Thanh Hign i 0 2 o0 o 0 O 0 0 0 0 0 0 0 O 6 12
b 25 |Nv000027  Phan Thi My Thao 0 0 2 0. o 0 0 0 0 0 o 0 0 0 0 6 1
26 |Nv000D28  Pham Phi Long 0 0 2 o0 o 0 O 0 0 0 0 0 0 0 O 6 12
i 37 |NVO0DD29  Mai Thi Thuy Trang 0 0 2 o 0 0 0 0 0 0 0 0 0 0 0 6 1
28 |NWD00D30 MguydnCudng  Diing 0 0 2 0. o 0 0 0 0 0 0 0 0 0 O 6 1
29 |NVOD0D31  LEMNgoc Huan 0 0 2 o o 0 0 0 0 0 o 0 0 0 0 6 12 B
37 15 363 0 0 0 0 0 0 0 o o o 0 0 0| 363 s
WM 4 1730 b B

Hinh 10.2 Théng ké ngay nghi phép nam.
10.1.3.  Thong ké theo ky hi¢u cham cong
Ta chon n0t chirc nang Théng ké -> Tinh hinh nhan s -> Théng ké theo ky higu chdm

cbng trong thé Danh sach chirc naing.

- Chon nim théng ké tir thanh cdng cu ctia man hinh. Sau d6 chon ky hiéu dé théng ké.
Trong d6 chuong trinh s& thong ké chi tiét theo ky hiéu cham coéng duoc chon cho ting

thang trong nam.
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Théng ké theo ky hiéu chdm céng
i MNam: 2013 - | Théng Ké Theo: + | &n Xua"t .‘;.' Map Lai ) Déng =
E “i_l"'.a'f" Ho l6t Ten | Thing1 | Théng 2 | Théng 3 | Théng 4 | Théng 5 | Théng 6 | Théng 7 | Thang 3 | Thang 9 | Théng 10 | Téing <& ngdy ‘i
?ﬁk FB V00000 Nguyén Birc Ha 0, 0, 0 25,5 a, a, a, a, a, a, 25,5
52"‘ 2 [NvoDooo2  NguyEn HiEu Nghia o o i) 24, 0, 0, 0, 0, 0, 0, 24,|
S| 3 |wooooo3 BEThFhuong  Thiy o o 0 25,5 0, 0, 0, 0, 0, 0, 255(°
| 4 |NVDD0OD4  Pham Quang Céng 0, 0, 0 25, a, a, o, a, a, o, 26,
5 MVODO005  Pham Van Dién 0, 0, 0, 25, o, o, o, o, o, o, 25,
6 |NVODOOOG  Trdn Thanh Hau 0, 0, 0 6, 0, 0, 0, 0, 0, 0, 26,
7 |Wvoooo07  Mguyén Ligm Tharh o, o, 0 26, 0, 0, 0, 0, 0, 0, 26,
8 |NVODDOOS  PhanTin Phit 0, 0, 0 2, 0, 0, 0, 0, 0, 0, 26,
9 |Wv0D0OOS  Phan VEnPhuong  Tich 0, o, b 25, 0, 0, 0, 0, 0, 0, 25,
10 |NVODOO10  Tran Thanh Nhan o, 0, 0 25,5 0, 0, 0, 0, 0, 0, 25,5
Hinh 10.3 Man hinh thong ké theo ky hiéu cham cong.
A A
10.2.  Thong ké lwong
Phan nay s€ hudng dan ban xem thong ké lwong dé biét dugc trong thang do, trong nam
cong ty da chi bao nhiéu tién lvong dé tra cho nhan vién.
A’ A Al A oA A} -
10.2.1. Thong ké lwong theo tirng nhan vién (theo tirng nam)
- Chon thé Danh sach chirc nang -> Thong ké lwong -> Thong ké lwong theo nhin
vién (theo tarng nam) dé xem thong ké trong 1 nam cong ty da chi bao nhiéu tién luong
dé chi tra cho nhan vién, thong tin lwong chi tiét tirng thdng cua nhan vién do.
Hurdng D&n SrDung 3 | BanLam Viec 3 | ThéngKE Luong X x
Thing ké lucng < | Théng ké lugng theo nhan vién (theo tirng ndm)
Théng ké luong { Chon Nhén Vién: NVO00001 - Tén Nhan Vién: Nguyén Bi'c H6 - | Nam: 2011 I | HIn [ElXudt | (2 Neplai [EJ Pong -
theo nhén vién
(the timg nam) &n ban Lurgng cin Téng phu Hé si TrCI.rn'eén SSugiﬂ nTré& Sf = Téng thuc
Théng k& luang Ténbéng bieng ban cip lrong v% :m ;n}; nggh‘{ c%:g 7one g e o linh
theo phing ban
(theo tirng nam)
0-20 4,224,000, 0. 44 89,354, 208 0. 2051 413464 248,07 14 3,638,488.
Thang 11 - 2011 4,224,000. 0. 4.4 211,200. 08 203978 1413 3718822 223,12, 13 3,272,564.
Thang 12 - 2011 4,224,000, 0. 4.4 243,692, 206 835,516, 127.5 5144792 188,588 11 2,767,416.

Hinh 10.4 Man hinh xem thong ké lwong theo nhan vién

- Chon nhan vién, chon nam tir thanh cong cu dé xem thdng ké. Danh sé&ch cac bang

lwong trong nim d6 s& duoc hién thi trén ludi dit lidu.
10.2.2. Thong ké lwong theo chi nhanh, phong ban, to nhom
(theo tirng nam)

- Chon thé Danh sach chizc ning -> Théng ké lwong -> Thong ké lwong theo phong
ban (theo tirng nim) dé xem thong ké trong tirng thang, tirng nim cong ty da chi bao

nhiéu tién luong dé chi tra cho nhan vién.
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Théng ké lw'gng theo phéng ban (theo tirng nam)
PoNam: 2012 D SHIn [ Xudt | [ Naplai (£ Béng -
g; “i i'é"‘f“ Ho I6t Tén | Thang1i ‘ Théng 2 ‘ Théng 3 ‘ Théng 4 ‘ Théng 5 ‘ Théng & ‘ Thi Ténglwong | —
(=]
g
=[ 1 [nwvooooo: . Nghiém | 4,249,584, 4,400,064, 0. 0. 0. 0. 8,649,648,
- Mguyen Birc
2 2 |nwoooooz Trong 3,717,120, 3,717,120, 0. 0. 0. 0. 7,434,240.
2| 3 |woooooz BETHPhuong  Thiy 4,004,134, 4,004,134, 0. 0. 0. 0. 8,008,268.
4 |NVO0ODO4  Pham Vin Vil 4,004,134 4,004,134, . . 0. 0. 8,008,268.
5 |NVDODODS  Pham Hodng Nam 4,572,614, 4,004,134, 0. 0. 0. 0. 8,576,748.
& |NVODODOS  Trdn Hodng Nhén 4,004,134, 4,004,134, 0. 0. 0. 0. £,008,268. |
7 |NV0000O7  NguyénLigm Tharh | 4,422,134, 4,004,134, 0. 0. 0. 0. 8,426,268.
# 8 |NVD0ODOS  Phan Tan Lrh (4 | 4,004,134, 0. 0. 0. 0. 8,008,268.
9 |NVD0O0OS  Phan VEn Tinh 4,004,134, 4,004,134, 0. 0. 0. 0. 8,008,268.
10 |MvoDoD10  TrEn Thanh Nhén 4,083,387, 4,083,387, 0. 0. 0. 0. 8,166,774
11 |NVODDO1L TranThiTharh  Théo 4,004,134 4,004,134, 0. 0. 0. 0. 8,008,268.
12 |NvOD0O12  Duong Nhat Cutng | 4,004,134, 4,004,134, 0. 0. 0. 0. 8,008,268.
13 |NvoDoo13  NguyEn vin Vil 5,095,616, 5,095,616, 0. 0. 0. 0. 10,191,232,
14 |NvOD0D14  NguyEn Ngoc Trong | 7,058,220, 7,058,220, 0. 0. 0. 0. 14,116,440.
15 |NVODDO1S i Chi HigL 4,822,745, 4,822,746 0. 0. 0. 0. 9,645,492,
15 |NVODDO16  PhamTrong Nhén 4,004,134 4,004,134, 0. 0. 0. 0. 8,008,268.
17 |MvoDooi7  Hujnh Ank Tai 4,004,134, 4,004,134, 0. 0. 0. 0. 8,008,268.
18 |NVODDO1S  Ngé NguyénNhat  Minh 1,714,944, 1,714,944, 0. 0. 0. 0. 3,429,888,
19 |NvoDoo1s  Phing MNgin Giang 1,714,944, 1,714,944, 0. 0. 0. 0. 3,429,888.
20 |NVD00022  Nguyn Vin Thuy 2,785,991, 2,785,991 0. . 0. 0. 5,571,982
107,951,723 107,115,728 0 0 0 0 215,067,456 o
MO 44 B30 > WA I | »

Hinh 10.5 Man hinh xem théng ké lwong theo phong ban.

- Chon nam tir thanh céng cu dé xem théng ké.
10.2.3.  Thong ké danh sich tham gia BHXH theo phong ban
(theo tirng thang)

- Chon thé Danh sach chize ning -> Théng ké lwong -> Thong ké danh sach tham gia

BHXH theo phong ban (theo tang thang).
- Chon thang, nam ttr thanh cng cu cia man hinh.

- Céc thong s thong ké: lwong cin ban tham gia dong BHXH cua tirng nhan vién, quy
lvong BHXH, quy luong BHYT, qu¥ lwong BHTN, sb tién dong BHXH trich vao chi
phi, s6 tién dong BHXH trich vao luong, sb tién dong BHYT trich vao chi phi, s tién
dong BHXH trich vao luong,...
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Théng ké danh sach tham gia BHXH theo phong ban (theo tirng thang)

Thing: 04 = Nim: 2013 > .fln [EXuit [ Neplai [£J Déng -
=) Bao higm x3 hai (24%) Bao higm y t€ (4,5%) =
| [ wewt [ ven | sowoan | Lemdn | e | i | e [Tibuedi | e | rimang | Thied | Tie | g
Z
E. = Qui lurong B |
C Nguyén Bxrc HE BHXHOO000 1 20.000.000,  20.000.000, 200007000,  20.000.000,  2.210.000, 910,000,  3.120.000, 350.000, 135,000,

F| 2 |woo0002  Nguyén HiEu Nghia  BHXHOODDOZ 4.875.800, 4.876.800, 4.876.800, 4.876.800, 718.080, 295680,  1.013.760, 126.720, 63.350,
— 3 |nvooonos  BAThiPhuong  Thiy  BHXHOODDO3 20.000.000, 20.000.000, 20.000.000, 20.000.000,  2.210.000, 910,000,  3.120.000, 350.000, 195.000,
4 |NVODOOD4  Pham Quang Céng  BHXHODO0D4 4,550,400,  4.550.400,  4.550.400, 4550400, 77568, 318,528, 1.092.095,  136.512, 68.256,
5 NY000005  Pham Van Dién BHXHOO0D00S 4.550.400, 4.550.400, 4.550.400, 4.550.400, 510.000, 210.000, 720,000, 90.000, 45.000,
6 NY00000&  Tran Thanh Hau BHXHO0D000& 4,550,400, 4,550.400, 4,550,400, 4,550,400, 773.568, 318,528, 1.092.096, 138,512, 68,256, =
7 |Nv0DODD7  Nguyén Liém Thanh  BHXHOOODO? 4,550,400, 4,550.400, 4,550,400, 4,550,400, 875.563, 360,528, 1,236,096, 154,512, 77.258,
8 NV000008  Phan Tan Phét BHXHOO00002 4,550,400, 4,550.400, 4,550,400, 4,550,400, 773.568, 318,528, 1.092.096, 138,512, 68,256,
9 NV00000S  Phan VEnPhuong  Tinh BHXHO00009 4,224,000, 4,224,000, 4,224,000, 4,224,000, 718.080, 295,680, 1.013.780, 126,720, 63,360,

Hinh 10.6 Man hinh théng ké danh sach tham gia BHXH theo phong ban
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CAU HOI THUONG GAP

1. Téi khéng thé cai déit phan mém qudn 1y nhan s Perfect HRM 2012. Khéng thé cai

va dang nhdp vao phan mém. Vui long hé tro.

C6 nhiéu nguyén nhan gay ra hién twong mdy tinh khong thé cai dugc phan mém, co thé
may tinh ban nhidm virus (16i ndy rat hay xay ra) hay thiéu file thu vién DLL dan dén
khong cai dugc Microsoft SQL 2005 (chira dir liéu phan mém) do d6 ban khong thé dang

nhap vao hé théng phan mém.

Ban c6 thé cai phan mém Perfect HRM 2012 & mot may tinh khac hay cai dit lai Hé Piéu
Hanh Windows ctia minh vi mot phan mém chdng virus manh. Trong truong hop van
khong cai dat dugc ban vui long lién lac v&i b phan hd tro truc tuyén (nhiing nick yahoo

hd trg trén trang chu) dé dugc tro giup.

2. Téi khong thé két néi may cham cong? Phdan mém théng bdo "Khéng tim thdy driver

thiét bi" Vui long xem hinh dinh kém. Xem Hinh
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May tinh ctia ban chua cai trinh diéu khién (driver) ciia may chdm cong. Ban co thé cai
trinh diéu khién (driver) tir nha cung cap hoic co thé download mot trinh diéu khién
thong dung tai
http://software.perfect.com.vn/MayChamCong/TimeTrex%20Zksoftware/zksoftware.zip

3. Do céng ty t6i c¢é thém nhiéu quy dinh ddic thi vé chdm cong va tinh lwong. Téi
muon diéu chinh phan mém sao cho phii hop véi nhitng quy dinh cong ty ddt ra thi t6i

phai thyc hién nhw thé nao?

Mbi doanh nghiép thuong cé nhitng quy dinh dic thu riéng phu hop véi pham vi va
hoat dong cuia doanh nghiép d6. Khach hang c6 thé goi cho chung t6i nhitng quy dinh dic
thu cua quy cong ty, cong ty ching toi s& phan tich va dwa ra chi phi diéu chinh hop 1y

theo nhitng quy dinh dac thu cua don vi.
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4. Cong ty ching toi dang ¢6 nhu cau dimg phan mém quadn 1y nhan sw két hop véi mdy
chdm céng bang van tay hay md vach. Vui long cho chiing téi biét nhitng dong mdy cham

cong phan mém Perfect HRM 2012 twong thich.

Phan mém Perfect HRM 2012 twong thich véi cac dong may cham cong sau: ZK, B&W,
iFace, TFT, Ronald Jack. Mot sd model thuong dugc st dung nhu: Ronald Jack
X628/X628C,Ronald Jack K300/S300, Ronald Jack 9900, 3000T/4000T, U160/U160C,
5000A/5000AP, ABRIVISION lIscan 01.

5. Céng ty chiing t6i moi thanh lgp chwa c6 nhiéu kinh phi dé mua phan mém, c6 cdch
NA0 dé chiing téi c6 diéu kién chiing toi tiép can cdc san pham phan mém ciia céng ty

Phan Mém Hoan Héo?

Tat ca san pham chung t6i cung cip bén canh phién ban thuong mai héa ching toi con
cung cap phién ban mién phi cho doanh nghiép vira va nho. Tuy nhién cac phién ban nay

s€ b1 han ché vé dit li¢u, chtrc ndng va sy ho trg tir phia cong ty khi c6 su co.

Pé sir dung phién ban mién phi, ching ta chi can download cac sin pham trén
website http://www.perfect.com.vn va sir dung, sau 90 ngay phan mém sé& tu chuyén qua

phién ban mién phi cho doanh nghiép.

Cong ty co thé dang ky goéi phan mém Standard dé c6 duoc sy hd tro tot nhat tir phia

cbng ty chung toi.
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