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1. Gigi thiéu SV.HRIS
1.1. Pang nhap vao phan mém
v DPé& sir dung phan mém thi ban hay thuc hién:
1. Néu may tinh ban da tao shortcut dén phan mém thi ban chi can double click
vao biéu tugng

v Bang nhap vao hé thdng:

Tén nguéi ding | ST
Mt khu e
Ngaylimvisc  |13/04/2016 [E-~ |

Ban vi |

Naén naii |T.sng Vit

Mhd mét khau [] Ty déng dang nhap

£ pif ligu CNCSRV\SQLO8.SVHRISExample

- Ban vui léng nhap tén User va Password
d& d3ng nhdp vao hé théng. Néu céng vidc
trong cac ngay trude ban chua hoan t&t (17
du: Nhap thiéu cac ching ti,...) ban co thé
chon ngay fam viéc d€ tiép tuc cdng viéc
cta minh.

CNC 320 Vist 1té. Copyrizht © 2005-2011

User name: tén dang.

Password: do nhan su cap lic dau, sau doé ban cd thé tu thay déi.

Tu déng déng nhap: dé tu dong déng nhdp vao hé théng nhitng lan sau.

Tuy chon: dung dé diéu chinh két ndi vdi co s dit liéu dung riéng tai may
tinh cd nhan hay server cong ty (chi tiét xem muc [Cai dat dit liéu trén may]).
ChUrc n&ng nay nhd IT hodc cong ty phan mém hd trg.

ui A N
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1.2. Man hinh chinh

Human Resource Infomation System - HRIS - Trang chi

1. Mhinsy 2. Chimcéng 3. Tignluong 4. Biohiém 5. Diotao 6. Tuyéndung 7. Danhgis 2 Cipphat 0. Héthéng

Nhéan sy Cham céng
&l Danh sach nhan vién = Bang c6ng thdng
4;; I Quan Iy hgp dBng ) Quén Iy phép
«@ Thuyén chuyén céng téc A\ £ Téng cong
#® Nghi viéc . Chém c6ng may
i ! Bao cdo nhan sy i ' Bdo cdo chdm céng
Lwong Bao hiém

# Théng tin lvong % Thong tin bao hiém

&4 Phy ¢dp, cdng trir ludng m W Thong tin bdo bao hiém
o |

$¢ Bang luvong thang & Nghi hudng ché d§

i

i | Bdo cdo tién luong Bdo cdo bao hiém

n & B - @

DEi mat khdu Co ciu t8 chifc Théng ké Phin quyén Hudng din Hoi dap Pdng nhiap
1.3. Chirc nang cac phan hé cia phan mém
Nhan su

Cap nhét théng tin co cdu td chirc cong ty.

Thém mdi, cap nhat thong tin nhan vién.

Tao va quan ly hgp dong

Qua trinh 1am viéc (cdng viéc, thuyén chuyén, bd nhiém
Khen thudng, ky luét

Nghi viéc

Bao cdo nhan su

Danh muc nhan su

Cham cong

Thiét 1ap, x€p ca lam viéc cho nhan vién
Thiét 1ap ché d6 nghi cho nhan vién
Quan ly nghi phép va phép nam

*.* Bao cao ~
£ Bido cdo nhan sy
.5 Bdo cdo cong

4 Bdo cdo lrang

‘:, Théng tin ~

Téng s
Nhan

n vién hign tai 14

Nhan 5 14
Nhén vién chira ¢ HD 0
Nh&n vién hién dién 12
Nhan vién vang mat 2

(RN ;

Cham cong cho nhéan vién: Bang cong thang, dir liéu quet thé...

bang ky OT cho nhan vién
Bdo cdo cham cong
Danh muc cham cong

Tién luong

Thong tin ludng nhan vién

Thong tin phu cap, cong trir lugng hang thang
Théng tin déng bao hiém, thué€, ngan hang
Tinh luong hang thang

Bdo cdo tién luong

Danh muc tién lucng

Bao hiém
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Théng tin bao hiém cla nhan vién
Khai bdo téng gidam bao hiém
Pang ky nghi hudng ché do

Bao cdo bao hiém

V. Paotao

K& hoach dao tao nam

Phiéu yéu cau dao tao

Danh sach, thong tin chi tiét khda dao tao
Bao cao dao tao

Danh muc dao tao

VI. Tuyén dung

Danh sach, thdng tin chi tiét dot tuyén dung
Két quéa tuyén dung

Danh sach ('ng vién

Danh sach mo ta cong viéc

Béo cdo tuyén dung

VII. Panhgia

Thiét lap tiéu chi danh gia

Thiét 1ap diém, x&p loai danh gia
Thiét lap bd danh gia

Dbanh gia cho nhan vién

Bao cdo danh gia

Danh muc danh gia

1.4. Xem huéng dan st dung bing video:
e Hudng dan chi tiét phan mém Click dé& xem chi tiét

2. Thong tin nhan vién
2.1, Co cdu to chirc

v DPE& diéu khién cd cdu t6 chirc, cac phong ban..., ban s vao day theo 1 trong 2 cach
sau:

Cach 1: ban Double Click vao biéu tugng cd ciu t6 chirc trén man hinh chinh cia phan mém

i cg_) W@

Pdi mat khau Co cdu td chifc  Thing ké Phan quyén Bang nhap

Cach 2: ban Click vao biéu tugng nhan su’ trén thanh menu phia trén roi chon dén muc “Cg ciu
t0 chlrc” tai menu vira xuét hién.
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v' Giao dién chinh va cach s dung:

1. Nhénsy 2. Chdmcéng 3. Tienluong 4. Bichiém 5. Diotao 6. Tuyendung 7. Banhgid 8 Capphst 9. Héthéng

x

| > HANH CHINH
|| > sAwxusr

{5} Trangchid | 2, Cge=ig chirc |
Co i t6 chirc 1 B caraty : CTY SAO VIET
r[~ ‘CTVSAOV!H; Dk Sk B0 i TR Do 7 Hign thi hudng din @] |4 | % | [5G @

ME M3 kE todn Tén Vigt Tt Tén Tiéng Anh Tén Vigt Nam | ™ Diing Thém/sira | Chen

»1 |HOL HANH CHINH HANH CHINH HANH CHENH i W Phéng ban
2 |Hoz SAN XUAT SAN XUAT SAN XUAT 2 W] Phong ban
= | A

5| 4 [ 3

- =20,
e 6 &
7 | 7 @

Record 10f 7

Thém mdi b phan vuilong dign @y i théng tin M, Tén VIEL TAt,.. & duti Danh séch cac don vi..." cén tréng.
® . i i durdi i, 2 3 4 5
Themty 2 _La mt phing ban vuilng DoubleClck v dan vimug sra bén tay trdCa ci £ chic va 18 fc xem huréng cén. 6
I 7 > » » »

V

|{j-rhangﬁnnangty d Them (fod Lu |[X %6 & mport |E] Export & Thost

Skin: Office 2010 Blue -

(1): Double click cay thu muc bén trai d& vao dé xem thdng tin cac cdp con & man hinh
bén phai.

(2): Thém mét dong tréng dé nhap dit liéu vao.

(3): Luu lai dir liéu cac dong dugc chon.

(4): Xoa dir liéu cua cac dong dugc chon.

(5): Ban tham khao & muc Import.

(6): Ban tham khao & muc Export.

(7): Panh s6 th( tu’ sdp xép cac cap.

(8): Con dudc st dung hay khdng (Cac cap phong ban t6 nhdm da dudc st dung s& ko
thé xda , chi dugc check sir dung hay khéng st dung).

(9): Hién thi lai danh sach cong ty, chi nhanh.

2.2. Danh sach nhan vién.
v" Chirc nang: Thém mdi, diéu chinh théng tin cd ban clda nhan vién.

v Hudng dan béng video: Click d& xem video Danh séch nhan vién

Phan mém quan 1y nhan sy tién luong SV.HRIS - Tai liéu hudng dan sir dung 7/85
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v Hudng dan vao man hinh danh sach nhan vién: & man hinh chinh ban chon “Danh
sach nhan vién” hodc vao menu “Nhan sy - Thong tin nhan vién - Danh sach nhan

vién”.

v Giao dién Danh sach nhan vién:

& x
1. Nhinsy 2. Chdmcéng 3. Ti€nluong 4. Bdohiém 5. Daotao 6. Tuyéndung 7. Danhgid 8. Capphst 9. Héthdng

| Trang i | £, Danh sach nhén vien | -
_7|CcTY sAo VIET MENY,.. <[ BER

I ‘ Cong ty ‘ Hap d’ﬁri |
M3 NV 71 Tén nhan vién I Gidi tinh | Naay sinh Naay sinh(... ‘ Naay vao Bm ‘ Bon vi Phang ban Chire danh ‘ Hop déng | T ngg HB so | Chon

b i v 1 HANH CHINH : i
B 00001 Phan Phwrang HBng Thiy it 16/03/1985 01/08/2013  HANH CHINH GIAM BOC Gidm déc Khéing XD thifi... 01/08/
= 00002 Hoang Chi Can Nam 25/09/1984 18/06/2013  HANH CHINH KE TOAN Trang phong ké todn Hop ddng 3 nim  18/06/.
5l 00003 Trurong Quan Lac Nam 15/10/1982 31/08/2013  HANH CHINH KE TOAN KE todn Hop dBng 2 ndm  01/09/
747 00004 Huynh Mgoc Thach HNam 25/07/1890 03/09/2013  HANH CHINH MHAN SU Truwang phong nhan sy Hop ding 1 ndm 04/09/
5 00005 Nguyén Vn Chign Nam 03/09/1993 07/09/2013  HANH CHINH NHAN sU Nhan sy Khéing XB thei.. 08/09/
6 00006 Tran Ngoc Thao NiF 25/08/1983 07/09/2013  HANH CHINH KINH DOANH Kinh doanh Khéng XD théi.. 08/09/
&l 00007 Nguyén Ngoc Cau Nam 01/09/1990 07/09/2013  HANH CHINH KINH DOANH Kinh doanh Khéng XB théi.. 08/09/.
|| v 2.sAnxuAr
kil 00008 Nguyén Birc Binh Nam 14/04/1991 07/09/2013  SAN XUAT NHA MAY 1 Quan f xudng Hop dBing 2 ndm  08/09/
o 00009 Trin Binh Son Nam 09/06/1989 07/09/2013  SAN XUAT MHA MAY 1 Bao tri Hop ddng 2 ndm  08/09/.
10 o010 Nguyén Vin Diép Nam 01/05/1985 14/09/2013  SAN XUAT NHA MAY 1 Céng nhan Hop ddng 2 nim  15/09/
[ 00011 Luu Hoang San Nam 25/12/1981 15/09/2013  SAN XUAT NHA MAY 1 Céng nhan Hop dBng 2 ndm  16/09/
[Eio 00012 Nguyén Xuin An Nam 23/07/1992 25/09/2013  SAN XUAT MHA MAY 1 Céng nhin Hop ddng 3 nim  25/09/.
13 00013 Ng8 Minh Trung Nam 01/12/1993 01/10/2013  SAN XUAT NHA MAY 1 Céng nhan Khéng XB thei... 02/10/

14 00014 Biii Vin Hai Nam 14/08/1985 01/10/2013  SAN XUAT MHA MAY 1 Céng nhin Khéing XD thi... 02/10/

Record 1of 14 4 I} =
@

(7] gﬂh’:@?%‘f’d?i;'égl;gj dn phim tab hoéic enter o Xem |dp Them | |8 Import [ Ewport | Biocie - & Beng

Skin: Office 2010 Blue - admin | cnesndsql08.5VHRISExample - 13/04/2016

- Thém mdi nhan vién ban chon nit “Thém” trén |udi s& hién thi cho ban 6 tréng dé ban
nhap dir liéu.
- Bat budc ban phai nhap day du cac thong nhu Ma NV, Tén nhan vién, Ngay vao lam, Cong
ty, gidi tinh.
Luu y:
* Ma nhéan vién va CMND hodc Tén nhan vién, gidi tinh, ngay sinh khong dugc trung.
= Chon phong ban cho nhan vién ban nhdp chudt 2 [an vao cot cong ty hodc don vi,
phong ban, t& nhdm. Sau dé mét man hinh s& hién 1én ban chon phong ban muén
chon va an nat "Chon” dir liéu sé dugc dua xudng cac cot tuang (rng. Chi tiét xem
hinh bén dudi:

Phan mém quan 1y nhan sy tién luong SV.HRIS - Tai liéu hudng dan sir dung 8/85
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& Human Resource Infomation System - HRIS - Danh séch nhan vién - g x
© 1. Nhinsy 2. Chdmcong 3. Tignluong 4. Biohiém 5. Diotao 6. Tuyéndung 7. Danhgid 8. Capphit 9. Héthéng
i} Trang dhi | S, Danh sich ohan vien ‘ x
7| CTY SAO VIET [TV []%- @
| Céng ty | Hoo { | 3
M3 NV ‘ T&n nhan vién | Gidi tinh | Ngay sinh ‘ Ngay sinh(... ‘ Ngay vao Bm Pan vi Phéng ban Chfc danh ‘ Hop déng | TL‘JI Hi s0 ‘ Chon ‘
v
11| 00017 Nauyén Vn Tuin Nam 01/04/1988 18/04/2016 v
= Double click dé -
5 chon don vi, v CTY SAD VIET =
5| phéng ban & ”“N‘;::ISEC B
| = ] v KE TOAN L
7 . NHAN S L =
I Chop don s (P— KINH DOANH [m 3
5 phéng ban + | SANXUAT C
v 1. HANH CHINH > NHAMAY 1
[10 | 00001 Phan Phuong Hong Thiy | Nif 16/03/1985 01/08/2013  HANH CHINH E
11 ] 00002 Hodng Chi Cén Nam 25/09/1984 18/06/2013  HANH CHINH C
(12| 00003 Tnrang Quan Lac Nam 15/10/1982 31/08/2013  HANH CHINH E
(13 ] 00004 Hujnh Ngoc Thach Nam 25/07/1990 03/09/2013  HANH CHINH C
[14 | 00005 Nguyén Vin Chién Nam 03/09/1993 07/09/2013  HANH CHINH =
[15 | 00006 Tran Ngoc Thao N 25/08/1983 07/09/2013  HANH CHINH C
[16 ] 00007 Nguyén Ngoc Ciu Nam 01/09/1990 07/09/2013  HANH CHINH B B
|| v 2 sAnxvAr
[17 ] 00008 Nguyén Birc Binh Nam 14/04/1991 07/09/2013  SAN XUAT C
[18 | 00009 Tran Binh Son Nam 09/06/1989 07/09/2013  SAN XUAT B
E 00010 Nguyén Van Digp Nam 01/05/1985 14/09/2013  SAN XUAT C 3
Record 10f23 4| i | ’ ’ 7 ¥
@ N
) Double cick hogc &n phim Space hay phim F2 dé ii
chaon dif iBu &= |

Skin: Office 2010 Blue ~

@ chon O En’qua!

13/04/2016 |

- Import nhan vién tr file Exel: ngoai cach thém mdi nhan vién truc tiép, ban cd thé import
danh sach nhan vién tU file exel ding mau clia phan mém dua ra, ban cé thé tham khao

tai muc s6 11

2.3. HO so ca nhan

v Chirc Nang: Xem, chinh stra ly lich cd nhan cta nhan vién.

v Ban vao menu “Nhan su’ - Thong tin nhan vién — H6 sc nhan vién”:

v Giao dién HO6 sd nhan vién:

Phan mém quan 1y nhén sy tién lvong SV.HRIS - Tai liéu hudng dan sir dung
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A x

i 1. Mhinsy 2 Chimcéng 3. Tiénluong 4. Baohiém 5. Diotac 6. Tuyéndung 7. Danhgid 8 Cipphit 9. Héthéng

#51 Trang chi &, HB s nhan vien -

e ey B wsw: (00001 | Teniiv: Phan Phirang Hang Thity ]
) l:l_-:l Phongban  SVHRIS - HANH CHINH - GIAM DEC Ngayb&tdsu: 01/08/2013
Trang théi Dangam . e o 3
Bbang lam Giam d6c Hop déng: 01/08/2015 - Kh XD thoi h
14/14 T ding tm [ g op dbng: 01/08/ Gng i han _
v CTYSAD VEET Thang tin nhan vién [Hop dng | G lém viec | Knen thuréng | i luat | > T)s
|| v [HANHCHiNG &5 Thng un chi b2t | 5 Thang tin chi it () | (7] Téng tin cong vigc | (@) Thang fin nha nusc | Bao t2o |
v GIAM BOC
'+ I e Prong eng 1| Ho [Phan Phurang Hang | Hinh anh
L el Tén Thiy Geitnh [nir [ No
B Hoang Chi Cén
| Trurong Quan Lac Bigt danh Téntg | [= Photo
L v NHAN SUf ’ = 0
u g Ngay sinh [16/03/1985 [z] wa ] | Available
| NauyénVanchién || g s [To 8 chiminn |- Qué quin | B
| ~  KINH DOANH
i Tran Ngge Thae 55 CMND [sose771715 | g3y cap [25/12/2013 [~ naicsp  [TP. HG ChiMinh =
Nauy&n Naoc Cau g .
W s T.trang hdn nhan | |' Quéfc tich I "
> AMAY: Dn tdc [k [~ on gio [ ]
Pia chi Phudng Quan Tinh/ Thanh
Thréng tri [270 3 Tan phdt |[pBis1 | [Tréng Bom | [png Mai I~
Tam trd [ | I |l &
Kt | I | 1 I~
Tén Ngudi lién fac | |
¢ P—— v Wl ouu (% lenkdt ~|B ;o ~|O Bing
Skin: Office 2010 Blue ~ admin | cnesndsqlo8.5VHRISExample - 13/04/2016 |

v' Double click danh sach bén trai d& chon nhan vién.
v Nhap thong tin ctia nhan vién roi luu lai.
v Ngoai ra c6 nhirng luu y sau.

1. P& luu, thém, xda hinh dai dién: ban nhdp chudt phai dé& xur ly cac su kién
trén.

2. Thém Q.Ly truc ti€p ban chon ndt “...” bén canh, mot man hinh con sé hién
lén ban chon nhan vién quan ly va an “Chon”.

3. Chon nit “Luu”, dé Iuu lai dif liéu néu ban stra

4. Chon ndt “In”, d& in ra CV clia nhan vién do.

2.4, Thuyén chuyén céng tac(dang danh sach)

v Chirc Nang : Chra dung thdng tin vé& cdng tac hién tai cta tirng nhan vién.Co thé
thém mdai hodc chinh stfa tuy ngudi dung.

v" Trén man hinh chinh ctia phdn mém ban chon: vao muc “Thuyén chuyén cbng tac”
hodc menu “Nhén su' - Thdng tin céng viéc — Thuyén chuyén cdng tac”:

v Giao dién thuyén chuyén codng tac:
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1 x

i 1. Mhinsy 2 Chimcéng 3. Tiénluong 4. Baohiém 5. Diotac 6 Tuyéndung 7. Danhgid 8 Cipphit 9. Héthéng

| Trang chis | & Qus trinh lam vigc x
_7|crY sao vIET [ manv,., <[ [-] 5 - @
Qud trinh cii |
M3 NV ‘ Ho va tén Tif ngay d&n ngay Hinh thirc g8 Céng ty Bon vi Phéng ban T8 nhém Chifc vy ‘ Chifc danh |Ngéy higu| Chi tigt | Chon
» 1 (00001 Phan Phirong Hong Thiy |01/10/2015 Digu dong con... CTY SAO VIET  HANH CHiNH GIAM POC Giam d&c =
|2 |o0o02 Hodng Chi Can 01/10/2015 DiBu ddng cdn... CTY SAQ VIET ~ HANH CHINH KE TOAN Trudng phéng k... ]
| 3 |oooo3 Trrang Quan Lac 01/10/2015 Digu dong con... CTY SAO VIET  HANH CHiNH KE TOAN K& todn O
|2 |ooo04 Hugnh Ngoc Thach 03/09/2013 Mdi vao CTY SAO VIET  HANH CHINH NHAN sU Trudng phéng n... ]}
| 5 00005 Nguyén Vin Chién 07/09/2013 Mdi vio CTY SAQ VIET  HANH CHINH MHAN SU Whin sy E
| & 00006 Tran Ngoc Thao 07/09/2013 Mdi vio CTY SAO VIET  HANH CHINH KINH DOANH Kinh doanh ]
|7 |ooo07 Nguyén Ngoc Ciu 07/09/2013 Mdi vao CTY SAO VIET  HANH CHINH KINH DOANH Kinh doanh ]
| 8 |ooooe Nguyén Birc Binh 07/09/2013 Mdi vao CTY SAO VIET  SAN XUAT NHA MAY 1 QL XU'ONG Quan I xu'dng I
|9 |o0o09 Tran Binh San 07/09/2013 Mdi vao CTY SAO VIET  SAN XUAT NHA MAY 1 BAQ TRI Bao trl ]
|10 00010 Nguyén Vin Diép 14/09/2013 Mdi vio CTY SAO VIET  SAN XUAT MHA MAY 1 XUONG 1 Céng nhan O
11 o001t Luu Hoang Son 15/009/2013 Mdi vao CTY SAO VIET  SAN XUAT NHA MAY 1 XUONG 1 Céng nhan ]
|12 00012 Nguyén Xuin An 25/09/2013 Mdi vao CTY SAO VIET  SAN XUAT MHA MAY 1 XUONG 1 Céng nhan [
13 00013 Ng8 Minh Trung 01/10/2013 Mdi vao CTY SAO VIET  SAN XUAT NHA MAY 1 XUONG 1 Céng nhan O
|14 00014 Bli V3n Hai 01/10/2013 Mdi vao CTY SAO VIET  SAN XUAT MHA MAY 1 XUONG 1 Céng nhan ]
Record 10f 14 4| n 3
© ol o ke o [8 e ] oo [ o
Skin: Office 2010 Blue - | admin | cnesnsql08.5VHRISExsmple - 13/04/2016 |
1 x

x
Dawe e F@se
| Qua trinh mdi | |
M3 NV ‘ Ho va tén |Ngéy higu ... Hinh thirc dgi Céng ty Bon vi Phong ban T8 nhém Chirc vy ‘ Chifc danh | Ghi | Chi tigt | Chon
» 1 (00001 Phan Phuong Hong Thiy | 14/04/2016 Diéu ding cdng tic CTY SAO VIET  HANH CHINH KINH DOANH - Gidm d&c i
2 00002 Hoang Chi Cén =]
| 3 |oooo3 Trang Quan Lac C
2 00004 Huynh Ngoc Thach L
| 5 00005 Nguyén Vin Chidn E
| & 00006 Tran Ngoc Thio C
"7 oooo7 Nguyén Ngoc Ciu E
| 8 |ooooe Nguyén Birc Binh C
|9 |o0o09 Tran Binh San
' 10 |ooo10 Nguyén Vin Digp
11 o001t Lifu Hoang Son ]
|12 00012 Nguyén Xudn An E
13 00013 Ngb Minh Trung O
|14 |oo014 BAi Van Hai ]
Record 1of 14 4 i ] 3
) zgéﬁz dir iéu truc tiép hodc dick vao & dé hién thi ‘ 5 = iH - i & ot 'in —_ E Shri
u. | | |
Skin: Office 2010 Blue - admin | cncsrisql08 SVHRISExample - 13/04/2016 |

- Xem di¥ liéu nhéan vién, ban chon phong ban mudn, &n nit xem “Xem” dé 14y dif liéu.

- P& thém mdi hodc sira mdt qua trinh: ban dién day du thong tin vé qua trinh ban mudn
thém mai hodc stra cho nhan vién, viéc chon phong ban ciing giéng nhu’ chon phong
ban khi thém mdi nhan vién.
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2.5. Thuyén chuyén céng tac(dang danh Form)
v" Chirc Nang : Chlra dung toan bd théng tin vé qua trinh lam viéc cta tirng nhan
vién. C4 thé thém mdi hodc chinh sira tirng nhan vién.

v Trén man hinh chinh cia phan mém, ban chon “Nhan su - Thoéng tin nhan vién - H6
sd ca nhan”, tai man hinh ho sc ca nhan ban chon tab “QT lam viéc”.

v Giao dién thuyén chuyén cong tac:

1. Nhénsy 2. Chimcéng 3. Tienluong 4 Biohiém 5. Diotao 6. Tuyéndung 7. Danhgid & Cipphst 9. Hethéng

N 5 PR
£33 Trang chit | &, HO so nhan vién |

x
Danh séch nhan vién B e 00001 TénNVv: | Phan Phugng Hong Thiy
Tim (F) j . i ’ i =
Phéngban  SVHRIS - HANH CHINH - GIAM BOC Ngaybatdau: 01/08/2013
Trang thé Dang I3 - Dy
rang thai ang lam Pang l3m Giam déc Hop déng: 01/08/2015 - Khéng XP thdi han
14/14 Tur dng tim ] . = : T
« CTY SAO VIET Théng tin nhén vién | Hgp déng | QT lam vigc | khen thuting | Ky luat | > v R
v HANH CHINH Ngay higu Iyc 14/04/2016 |~ C6 quyét dinh?
~ GIAM BEC ”
= Hinh thifc thay @i |Bd nhié > Ghicha
D Phan Phuang Hong Ty o b
| KERCAN Chuyén tir CTY SAO VIET - HANH CHINH - GIAM BGC
> NHAN U
v KINH DOANH Sang CTY SAO VIET - HANH CHINH - GIAM BOC
Trén Ngoc Théo
Nguy&n Ngoc Cau Chifc vu
HE Chitc danh Gidm ddc
Cap nhan vién
Loai NV |
File dinh kém ] M Browse Lich sif
Ngay hiéu luc HT Thay d&i Phong ban | Bd phian | Td nhém Chirc vu Chon
|+1 01/10/2015 Bidu ddng cong tc HANH CHINH GIAM BOC 1 |
| 2 01/10/2014 Digu ddng cong tic HANH CHINH KE TOAN
| 2 |01/08/2013 Mdi vao HANH CHINH GIAM BOC
3 . . o Them bl wu (X X6 4 mport |E Bxport | wowyEnnhE | B ~ © Thoat
Skin: Office 2010 Blue - admin | encsni\sgl08.5VHRISExample » 13/04/2016

- Xem thong tin vé qua trinh ban double click Ién qua trinh ban mudn trong danh sach
qua trinh. Thong tin v& qua trinh s& dugc hién thi bén trén thdng tin vé qua trinh.

- Pién day du thong tin ban mudn vao thdng tin vé qud trinh ban stra chon “Luu” dé luu
lai thong tin cap nhat.

- Thém mdi mot qua trinh ban chon ndt “Thém mdi” va ban dién day du thong tin vé qua
trinh ban can thém mdéi va chon “Luu” d€ luu lai.

- Luu y: khi thém mdi néu chirc vy, chifc danh, cp nhan vién, loai NV khdng thay doi
thi khong can nhap lai.

- Pé&in béo cdo vé qua trinh, ban double click 1én qua trinh ban mudn trong danh séach
qua trinh. Chon “In” d€ in ra bdo cdo.

2.6. Hgp dong va quan ly hogp dong(dang danh sach)
v Chirc Nang : Bao gém toan bd qua trinh tham gia hgp déng cta nhén vién, ¢ thé
thém mdi, xda, sira, in bao cao.
v" D& vao man hinh quan ly hgp ddng ban thuc hién: trén man hinh chinh “Quan ly
hgp dong” hodc “Nhan su - Thong tin cong viéc — Quan ly hgp déng”.
Phan mém quan 1y nhan sy tién luong SV.HRIS - Tai liéu hudng dan sir dung 12/85
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v' Giao dién Quan ly hgp dong:

B Human R Infomation System - HRIS - Quan I hop §ong. -8
1. Nhinsy 2. Chimcéng 3. Tignlwong 4 Bdohiém 5. Diotso 6 Tuyéndung 7. Danhgid 8 Capphit 9. Héthdng
£} Trang chis | {5 Quan I hop déng x
Quén Iy hgp déng | Hop d8ng hét han | Tim kiém hop d6ng
4| CTY SAO VIET MENY,..
TU ngdy: |13/04/2016 - BAN ngdy |13/04/2016
Locbdi © Titca NV Chua cd HP NV HEt han thir viéc NV Hét han HD

bl wu (B Bt B XemHo -

Loai HE: | - T ngay: - |9 xriy

Sort Lurdi Lich sit

e Tén W Phéng ban Chirc danh Loai HD. Dén ngdy Hop dng méi Tir ngay Ghi chii chitiét | Chon
(3} 00001 Phan Phuang Hang Thily GIAM BGC Gidm déc Khang XD thi han > 01/08/2013
2 00002 Hoang Chi Can KETOAN Truréng phéng ké... Hop dBng 3 ndm - 18/08/2015 13/08/2015
3 00003 Truong Quan Lac KE TOAN KE todn Hop déng 2 ném -> 31/08/2017 01/03/2017
4 00004 Hujnh Ngoc Thach NHAN 5L Truréng phéng nh... Hop dBng 1 ndm - 03/08/2016 04/08/2016
5 00005 Nguy&n V3n Chign NHAN sUf Nhén sy Khang X© thi han > 07/02/2013
3 00006 TrEn Ngoc Thao KINH DOANH Kinh doanh Khang X© th han -» 07/08/2013
7 00007 Nguyén Ngoc Ciu KINH DOANH Kinh doanh khang X© th han -> 07/09/2013
8 00008 Nauyén Birc Binh NHA MAY 1 Quan I xurdng Hap d8ng 2 nam -> 07/03/2017 08/03/2017
9 00009 Trn Dinh Son NHA MAY 1 Bao tri Hop déng 2 ném -> 07/03/2017 08/09/2017
10 00010 Nguyén Van Digp NHA MAY 1 Céng nhan Hgp déng 2 ndm -> 14/09/2017 15/09/2017
1 00011 Luu Hoang Son NHA MAY 1 Céng nhan Hop dBng 2 n&m - 15/08/2017 16/08/2017
12 00012 MguyEn Xudn An NHA MAY 1 Céng nhan Hegp déng 3 ném -> 25/09/2016 27/03/2016
13 00013 Ngé Minh Trung NHA MAY 1 Céng nhan Khéng XB thai han -> 01/10/2013
14 00014 BUi Van Hai NHA MAY 1 Céng nhan Khang X© th han > 01/10/2013

4 Recordiofid4 b B M+ — « v X
Skin: Office 2010 Blue - admin | cnesnsql0B.SYHRISExample - 13/04/2016

Xem hgp dong ban chon cong ty, phong ban, tir ngay dén ngay va cac diéu kién loc

ban mudn, chon “Loc” dé hién thj dir liéu.

P& thém mdt hgp ddng mdi, & danh sach hgp dong tai cdt “hdp ddng mdi” ban chon

loai hgp ddng, chon “tir ngay” la ngay hiéu luc clia hgp déng. Chon “Luu” dé luu lai

hgp dong.

Néu ban cd nhiéu loai hgp dong gidng nhau hodc ngay hiéu luc hgp dong giong nhau,

ban cd thé chon xr ly dit liéu nhanh d& gén nhanh nhif liéu, d€ gan nhanh nhit liéu ban

lam nhu sau:

* Tai danh sach hgp dong ban click cot “chon” va chon nhitng hgp dong can gan
nhanh, tai vung x{ ly di liéu nhanh, ban chon loai HD, tir ngay xong chon nat "X
ly”, dit liéu sé& dugc gan nhanh cho nhitng nhan vién tucng (ng. Chon nut"Luu” dé
luu lai AT liéu.

PE in bdo cdo vé hdp dong: tai danh séch hgp ddng ban click cbt “chon” va chon nhiing

hgp ddng mudn in, chon “Xem HD” dé& in.

v Luu y: Ngoai tab “quan ly hgp ddng”, con tab “canh bdo hgp déng” dung dé loc
nhitng hap ddng sap hét han, “Tim kiém hgp dong” dé& tim kiém hgp dong, cach xur
ly cla 2 man hinh nay giéng vdi cach xtr ly xem hgp doéng tai man hinh “quan ly hgp
dong”

2.7. Hgp dong va quan ly hop dong(dang danh Form)
v" Chirc Nang : Chlra dung toan bo thong tin vé hgp dong cua ting nhén vién. Co
thé thém méi hodc chinh slra tirng nhéan vién.
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v Trén man hinh chinh cia phan mém, ban chon “Nhan su - Thong tin nhan vién - H6
sd nhan vién” tai man hinh H6 s nhan vién ban chon tab “Hgp dong.

v' Giao dién Quan ly hgp dong:

< Human Resource Infomation System - HRIS - HS sd nhan vién =
1. Nhinsy 2. Chémcéng 3. Tignluang 4. Biohiém 5. Daotao 6. Tuyéndung 7. Dénhgia 8. Cpphat 9. Hethdng
£} Trang chd |, HG so nhn vien 5
Danh séch nhan vién B e 00001 TénNVv: | Phan Phugng Hong Thiy
Tim (F) j . A - PV
Phéngban  SVHRIS - HANH CHINH - GIAM BOC Ngaybatdau: 01/08/2013
Trang thé Dang 13 - s
rang thai s Pang lam Giam déc Hop déng: 01/08/2015 - Khéng XP thdi han
14/14 Tir d6ng tim [
~ CTY SAQ VIET Théng tin nhan vién | Hop d&ng | QT lam vigc | Khen thudng | K ludt = N
A2 | HENE I TR Loai HD [Khang xB thai han S5 HD 0001-2015/HOLD
v GIAM BEC
3 Phan Phuang Hong Thiy| gy higu lrc 01/08/2015 |~ Ngay hét han
> KETOAN
> |NHAN SU File dinh kém B Browse
> KINH DOANH )
> SANXUAT BRI o Lich sif
Ngay hiéu lvc Ngay k&t thic Loai HD Chif'c vu Phong ban Lu'ong HD Chon
vifoeezors [ Knéng X0 thai han Gt 06 20,000,000
2 |01/08/2014 31/07/2015 Hop doing 1 ndm GIAM BOC 20,000,000
3 |01/08/2013 31/07/2014 Hop dBng 1 ndm GIAM BGC 20,000,000
3 . B Them fmdl wu [ X xea ! tmport B Export |t Taohorg <@ I ~ & Béng
Skin: Office 2010 Blue - admin | cncsnsql08.SVHRISEzmple - 13/04/2016

sach hgp déng. Thong tin v& hgp dong s& dudc hién thi Ién.

déng mdi va chon “Luu”.
= Luuy:
Nhirng thong tin dugdc in chir do bat budc phai nhap.
PE& tao phu luc hgp déng dé bé sung cho hgp déng, click chon “Phu luc hgp déng”,
dién day du thong tin hgp dong, thdi gian thuc hién phai I6n han ngay hiéu luc hgp
dong.

Chon “In” d€ in hgp déng.

x0a, an nuat “Xdéa”.

t&i man hinh nhap luang.

2.8.

Khen thudng va ky luat(dang danh sach)

Piéu chinh thdng tin ban mudn rdi chon “Luu” d& luu lai théng tin cip nhét.
Thém mdi mot hgp dong ban chon nut “Thém” va ban dién day du thong tin vé hgp

v Chirc Nang : dé€ khen thudng, ky ludt 1 ho&c nhiéu nhan vién theo thang.

Xem thong tin vé hgp dong ban Double click Ién hgp dong ban mudn xem trong danh

P& in hgp dodng, ban double click Ién hgp déng ban mudn trong danh sach hgp dong.
Xo6a hgp dong: tai danh sach hgp dong & cot “Chon” ban chon nhirng hgp déng can

Trong khi x& ly hgp ddng, néu cd phat sinh luong ban chon nit “Tao luang” dé lién két

v D& vao man hinh khen thudng(ky lut) ta thuc hién cac budc sau: Trén man hinh
chinh ta chon “Nhan su -Thong tin cong viéc - Khen thudng(ky luat)”.

Phan mém quan 1y nhan sy tién luong SV.HRIS - Tai liéu hudng dan sir dung
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v 2 man hinh khen thudng va ky luat giong nhau cc ban vé giao dién nén Sao Viét sé
hudng dan 1 man hinh khen thudng.

v' Giao dién khen thudng, ky luat:

B Human Resouree Infomation System - HRIS - Khen Thudng -8
1. Nhansy 2. Chémcéng 3. Tignlugng 4 Biohiém 5. Daotac 6. Tuyéndung 7. Danhgia 8. Capphat 9. Héthéng
£} Trang chis | ¥ Khen Thudng "
Cip |ML‘r( 1 = Hinh thif'c Khen thuéng thanh tich >
Ngay 20/04/2015 e 56 d@ nghi KT0001/2015 58 tién 2,000,000
Thu'dng tién

Hinh thifc ky ludt

Hoan thinh xudt sic nhigm vy

Ly do ky luat Ghi chd
K&t qua ngm (2015 4 Month 4 2| CTY SAQ VIET Lich st
M3 nhan Tén nhan vién Chic vu - Phong/Ban Cap Hinh thirc Ngay 54 tien Ghi chd Chon

Phan Phitong HBn... Gidm d6c - HANH CH... Mifc 1 Khen thuéng thanh tich 20/04/2015 2,000,000 v
Hoang Chi Can Truéng phong k& to... Mic1 Khen thudang thanh tich 20/04/2015 2,000,000
Trur'ong Quan Lac K& todn - HANH CHE... Mic1 Khen thuéng thanh tich 20/04/2015 2,000,000

:n'jhémwang m - - b . b . . b . b wu < xéa & Import E Export |G Baocio ~|© Thoat

- Xem thong tin danh sach khen thudng, tai khung diéu kién loc, ban chon “Cong ty”,
nam, thang sau khi chon xong phan mém sé tu dong dua dir liéu xudng Iugi “DS khen
thudng”.

- Xem thong tin chi ti€t mot hinh thirc khen thudng, ban click chon trén Iudi “DS khen
thudng” nhan vién ban mudn xem, dif li€u sé dugc hién thi chi tiét trén “Thong tin chi
tiét”.

- Thém mdi mo6t hoac nhiéu nhan vién trude tién ban phai chon ding nhitng diéu kién
loc, ti€p theo ban chon ndt “Thém NV” dé thém nhan vién. Dién day da thong tin can
thém trén muc “théng tin chi tiét”, chon nat “Luu”.

= Luuy:
“Ngay” trén thong tin chi ti€t phai ndm trong “Thang” va “Nam” & diéu kién loc.
Khi “Luu” phan mém sé lay nhitng nhan vién bi “Check” trén cot “Chon” trong “DS
khen thugng” dé luu nhitng thong tin chi tiét. ,
- D& in bao cdo danh sach khen thudng, ban chon nudt “Bao cao” dé in.

2.9. Nghi viéc
v" Chirc Nang : Khi nhan vién hét hgp dong ma cong ty khong mudn ky ti€p hgp
dong, khi nhan vién nghi viéc, ban cd thé nhdp thdng tin nghi viéc tai man hinh nay.
v D& vao man hinh nghi viéc ban thuc hién: chon menu “Nhan su - Thdng tin cdng
viéc — Nghi viéc” Hoac chon “Nghi viéc” tai man hinh chinh cGia phan mém.
v Giao dién thong tin nghi viéc:
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ks Human Resource Infomation System - HRIS - Thong tin nghi viéc = el
1. Nhinsy 2. Chdmcong 3. Tignluong 4. Biohiém 5. Diotao 6. Tuyéndung 7. Danhgid 8. Capphit 9. Héthéng
S Trangchi | & Théng tin nghi vigc .
Danh sach nhén vién Box| mEn: 00016 TénNV: Trurong Minh Hai
g (E) I phingban  SVHRIS - SAN XUAT - NHA MAY 1 - XUGNG 1 Nodybitdsu:  01/10/2013
[y b e H.Vigc Cong nhan Hop déng: 02/10/2015 - Khng XD thai han
16/16 Tu déng tim []
v CTYSADVEET Théng tin ngh vic S
v HANH CHINH 0 o — .
T RTee oal nghi [xin thai vigc Ly do
_|Phan Phurong Hong Thiy i Khéng phis hop cBng vidc
> KETOAN
> NHANSU DRy it |
> KINH DOANH = p——
v S Ng3y bio 21/03/2016 |~| Wgdy Bmcudi|21/03/2016 |-| Lwongdén  [21/03/2016 |~| | Quyfttedn ~
NHA MAY 1 S FPEDS ~ e
¥ 2 Trd the BHYT [Tra thé BHYT kip thai Ngay tra BHYT |21/03/2016 |~
> QL XUONG
> BAOTRE 55 quyét dinh |QBTV-1603001 Nady ki @] T.Dung Lai
v XUJONG 1
Nauy&n Van Digp Ghi chil Lich sit
Luu Hoang S o
,?arfg" =k Nody l3m cudi Loai nghi Ly do Ghi chd Thdi gian sifa Chon
MguyEn Xuan An
Ngé Minh Trung (1 21/03/2016 Xin théi viéc Khéng phi hop cong viéc v
BUi V&n Hai
Nauy&n Thanh Hai
» Trugng Minh Hai
T v W o (O] wums (X xés W xeatv v | BouyEtent v © Thoat
Skin: Office 2010 Blue - admin | cncsn\sql08.SVHRISE@mple - 14/04/2016

- Tao thong tin nghi viéc: ban an nat “thém mgi” va dién cac théng tin nghi viéc.
- Thong tin mau do la bt budc nhap vai:

= Ngay bao: la ngay bao nghi viéc ciia nhan vién, theo luat véi hgp dong xac dinh thai
han bao trudc 30 ngay, khong xac dinh thaGi han bao trudc 45 ngay. Néu khong co thi
dién giong vdi ngay nghi.

» Luong dén: thdi gian chot luong cda nhan vién vd: ngay nghi viéc la 13/05/2013
nhung ngay chdt luang tra chi téi 30/04/2013 va da tra cho thang 5 khi chét luong
thang 04. Thi dién la 13/05/2013. Va trong ky Iuang thang 5 nhan vién nay s€ khong
xuat hién trong bang luong. _

» Tra thé BHYT: dung dé khai bdo cho bdo hiém vdi mau bdo cdo “D02-TS” clia nha
nudc & man hinh “4.Bao hiém->3.Thdng bao bao hiém”.

= Né&u hinh thic tra thé la “Kip thgi”. C6 nghia la khi nhan vién nghi da tra thé ding
ngay dé€ hoan lai cho bén bao hiém thi theo mau D02-TS nhén vién s& nam trong
phan “Giam lao dong”.

= NEu hinh thirc tra thé la “Tra thé BHYT khong kip thGi” hodc “Khong tra thé BHYT”.
C6 nghia nhan vién nghi nhung khdng tra thé ding ky han hodc khong tra thé, dé
hoan lai cho bao hiém. Khi khai béo cho bao hiém theo mau D02-TS nhén vién sé
nam trong phan “Gidm lao déng” va phan “Tang bao hiém y té&”

- Xem/ lai thong tin nghi viéc:

= Ban click chon tai “DS cac [an nghi viéc” théng tin sé hién thj trén “Thdng tin chi tiét
nghi viéc”.

- Xda thong tin nghi viéc:

= NéEu vo tinh cho nghi nham nhan vién, ban chi viéc xda thong tin vé nghi viéc vira luu
bang cach & cot “Chon” tai “*DS nghi viéc” ban dn chon nhitng thong tin can xda va an
ndt “Xda” dé xda.
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Khong dugc xda nghi viéc trong man hinh “Qua trinh lam viéc”.

Loai bd nhan vién:
Ban chi x6a dugc nhan vién mdi, khi nhan vién chua cé luang, cong,hgp doéng trong
phan mém.
P& xda nhan vién khoi phan mém, ban chon nhan vién mudn xda tai “DS nhéan vién”
chon “Xda NV” dé xda khdi phan mém. Khi xéa NV thi s& khdng 1y lai dugc dit liéu vé
NV trong phan mém.

Tuyén dung lai:
Tim nhan vién nghi viéc can tuyén lai: vao danh sach nghi viéc, tim nhan vién da nghi
can tuyén lai, chd y: chon phong ban va ngay nghi.
Chon nhan vién: tir danh sach nghi viéc chon ngudi nay bang cach click vao cbt “Ho
Tén” d€ m& man hinh chi tiét nghi viéc.
Double click vao cot ngay nghi bén dudi danh sach cac lan nghi trong Iugi nghi viéc
cudi cung.
Tiép theo click vao nat “T.Dung lai” thi phan mém s& ma phan thdng tin tuyén dung
lai dong ghi cha.
Gilr ma nhan vién cii: mc dinh 1a gilr lai ma nhan vién cii, nén mudn déi ma mdi thi
khong check vao muc nay phan mém s€ tu sinh ra ma nhan vién mdi, néu muon thay
d6i lai ma thi sau d6 vao phan ho so nhan vién dé sura.
Nhép ngay di lam lai sau d6 nhan nat “TD lai” k€ bén ngay tuyén dung.
Phan mém s& tu ddng m& ra man hinh thdng tin cdng viéc dé ban tiép tuc cap nhat
thong tin vé phong ban chirc vy, click chon dong dau tién trong danh sach qua trinh
lam viéc, dong thdng tin tuyén dung lai cp nhat thong tin sau dé luu lai
Néu ban nhap sai ngay tuyén dung va mudn lam lai, thi ban vao lai man hinh qua
trinh lam viéc & budc trén va xda di dong dau tién trong danh sach qua trinh lam viéc
la dong “Tuyén dung lai”. Va quay lai thuc hién lai tor ddu nhu trén.

In quyét dinh nghi viéc:
Ban chon thdng tin nghi viéc dudi “DS nghi viéc” va chon nit “Quyét dinh” dé in.

2.10. Bao cao nhan su
v D& vao bdo cdo nhan su ban thuc hién: Ngoai Trang chl chon “Bdo cdo nhan su”
hoac ban vao menu “Cham c6ng — Bao cdo nhan su”.

v Man hinh bdo cdo nhan su:
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1. Nhinsy 2. Chdmcéng 3. Tienluong 4. Bichiém 5. Diotao 6. Tuyendung 7. Banhgid 8 Capphat 9. Héthéng

|G Trangchis | B) Béo caorhansy |

3
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Tel: 08.38132700 —

Bao cao nhan su

Fax: 08.38132701

x

anh séch hgp déng 7|

 Chon bao cdo

im nhanh [ Timtheo ct 1~ | (=] |4

Tirngay |01/03/2010

B&n ngay |30/04/2017,
= 4

Chon

7

Danh sach nhan vién
Danh séch nhén vign méi
Danh sch tng l20 d8ng
Danh sach gidm 20 d8ng
B4o cdo bién déng nhén sy
Tinh hinh str dung L8

Danh séch digu dgng céng téc
Danh sach hop d8ng

Danh séch chua ki hgp déng LD
Danh sach hét han hop d6ng LD
Danh séch nghi vige

Danh sich khen thurgng

Danh sach ky luat

Danh séch sinh nhit.

Y oL

¥ Excel 9 Xudt

-

s Tham mdi

% Chon

© 86 qua

(1): Chon cac danh sach bao cao.
(2): Danh sach cac bao cao nhan su (Chon bao cdo — double click hodc click “Chon”).
(3): BO phan phong ban can xuat bao cdo.
(4): Diéu kién xuat bao cao (C4 nhiéu diéu kién)

Vd: TUr ngay — dén ngay, Thang — Nam

(5): Cac nut chlc nang:
Loc : loc dif liéu tho tir phan mém.
Excel : Xudt dif liéu thd sang excel. ;
Xuét : Xuét ra bi€u mau excel da dugc dinh san.

3. Cham cong

3.1.

Thiét Lap Ca:
v Chirc nang: Thiét 1ap, phan ca lam viéc mac dinh cho nhan vién

v D& vao man hinh Thiét 1ap ca ban thuc hién: Ban vao menu “Chdm c6ng — Quan ly
ca -> Thiét lap ca lam viéc”

v Man hinh quan ly ca:

Phan mém quan 1y nhan sy tién luong SV.HRIS - Tai liéu hudng dan sir dung
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Human Resource Infomation System - HRIS - Thiét 18p ca 1am viéc - 0

1. Nhénsy 2. Chimcéng 3. Tienluong 4 Biohiém 5. Diotao 6. Tuyéndung 7. Danhgid & Cipphst 9. Hethéng

&} Trangchd | [5) Thigt 3 ca lam vige .
Nhém ¥

Thiét 18p ca lam viéc | Phan ca

M3 ca CaSang
Tén @ Ca sing Git ca (8.0 €6 OT thida céng Lam tron cdng
Thitr e 3 Ca dém Ca tu do Ca nira ngay Catinh OT  Gidi han OT(hh:mm) TG téi thigu/budi
Bt d3u (hh:mm) K&t thic Loai nghi gifa gi¥ Bt d5u gid nghi K&t thic gid nghi  Bit d8u OT

06:00 14:00 Cé nghi gitta gid Z 14:00 Ludn tinh OT tir thii gian bt dau
Ghi chidl Ca san xudt bufii sing Sort g

M3 3 Tén ca Khoang thai gian Nghi giiia gict Ghi chd Chon
i HC Ca hanh chinh 08:00 - 17:00(Normal) 12:00 - 13:00 Hanh Chinh
2 SX Ca san xuat 07:00 - 17:00(Normal) 12:00 - 13:00 San xuat
Ca sdng 06:00 - 14:00(Normal) Ca san xuft budi sing

4 CaChieu  Ca chigu 14:00 - 22:00(Normal) Ca san xudt budi chigu
5 CaToi Ca tdi 22:00 - 06:00(Normal) Ca san xudt budi tai

M M 4 Record3of5 b B W+ &

Skin: Office 2010 Blue -

B Them |l v (X x6a B Bpot | O Béng

admin | cnecsnv\sgl08.5VHRISExample - 14/04/2016

(1): Thong tin vé ca lam viéc:

M3 ca: viét lién ko ddu (bt budc nhap)

Mac dinh 1a giG lam viéc la dua theo gid bat dau, két thic va nghi gitta giG, nhung khi
ban nhap “Gig ca” thi s€ 1y theo giG nay.

Co OT thi du cbng, vd: ca lam 8h dugc cong tang ca 0.5h thi khi lam da 8h thi dugc 1
cong cong 0.5h tang ca. néu lam 7.5h thi dugc 7.5/8 cong.

Ca dém: danh cho ca lam dém (quet thé t6i hom nay nhung quet thé ra vao sang
ngay hom sau)

Ca tu do: tHudng dung cho td vé sinh khdng tinh gid vao, ra. Lam dd 8h 1a 1 cong.
Ca nlra ngay: lam du gig cta la la 0.5 cong. VD ca sang th(r 7.

Ca tinh OT: néu lam qua gid thi sé tinh vao gid tang ca.

Gidi han OT: giG két thuc thdi gian tang ca. VD: ca lam viéc 7h->17h gidi han tdng ca
la 22h néu nhan vién lam qua 22h thi khong dugc cong vao gid tang ca nira, chi tinh
tang ca tdi 22h.

B3t dau OT: thdi gian bat dau tinh OT. )

Lubn tinh OT tur thai gian bat dau: néu chon thi chua dd cong van tinh OT, khong thi
sé cOng vao gid cong khi nao di mdi bat dau tinh OT.

(2): Danh séach cac ca lam viéc dang cé (Co thé click vao dé chinh stra tiing ca).

(3): Cac

nut chirc nang (Tinh ndng cac nut gidng v&i cac muc trén)

3.2. Phan ca:
v" Chirc nang: Phan ca lam viéc mac dinh cho nhéan vién

v P& vao man hinh Phan ca ban thuc hién: Vao man hinh thiét 1ap ca phia trén, chon

tab “Phan ca”

Phan mém quan 1y nhan sy tién luong SV.HRIS - Tai liéu hudng dan sir dung 19/85



| (@) concTvineTmooONG NGHE SO VIET

54 Binh Gid, P.13, Q.Tdn Binh, Tp. HCM
Tel: 08.38132700 — Fax: 08.38132701

v Man hinh phan ca lam viéc:

2 x

1. Nhinsy 2. Chdmecéng 3. Tin 4. Biohiém 5. Diotao 6. Tuyéndung 7. Dinhgia 8. Cipphat 9. Héthdng
Trang chi [Heinc 1 2 x
| Thi€t |3p ca lam vigc | Gan ca

CTY SAQ VIET™ e O sort I

-
Cabmyvisc | -] cathirz | [~] | Cham cong tay

|C6ng ty ‘Dun vi |Ph5ng ban ‘Tﬁ nhém Ca lam vigc Catht 7 CCTay Chon -
b1 CTY SAO VIET Ca hanh chinh &
% CTY SA0 VIET SAN XUAT Ca san xudt E

3 CTY SAO VIET SAN XUAT NHA MAY 1 BAO TRI Ca téi C

°\ e
M # 4 Record1of3 b B M+ — « v X 4 3
s T T

'\ Xem |+ Thém ;L—j L EX Xéa ]ﬂ Export !O Thodt

Skin: Office 2010 Blue - I admin | cncsnsql08.5VHRISExample = 14/04/2016 |

(1): B6 phan phong ban can phan ca.
(2): Danh sach cac ca lam viéc da thiét lap.
(3): Cac nut chifc nang (tinh ndng cac nut gidng cac muc trén)

3.3. Gan ca nhan vién theo phong ban:
v P& vao man hinh Gan ca theo thdng ban thuc hién: Ban vao menu Chdm cbng -
Cham cong may - Quan ly ca — Gan ca cho phong ban

v" Man hinh gan ca theo phong ban:

2 x

'

1. Nhinsy 2. Chémcéng 3. Tién luang hiém 5. Diotao 6 Tuyindung 7. Danhgid 8. Cipphat 9. Héthéng
Trangchli | Gén ca cho phing ban "~
2
& |CTY SAO VIE M NY, .
Thang Ngm (2016 |-}
Miny | Tén NV [1[2]3]4]5]6 7 [8]9o[10]n [12[138[14[15]16 17181922 ]2 ]2 ]2 [[chn|=
[ 00001  Phan Phiang Hang Thiy HC  HC i | i | 1 1E
2 00002  Hoang Chi Cén HC  HC O
3 00003 Trrong Quan Lac HC HC [m
4 00004  Hujnh Ngoc Thach sx | sx CaS...| Ca5... | Ca5... | CaS...| CaS... | Cas.. | GG &
5 00005 Nauyén Vin chign sx | sx CaS... CaS... CaS... CaS... CaS.. CaS...| (oo El
5 00006  Tran Ngoc Thao sX | sX Ca5... C3S... CaS... CaS... CaS... Ca...| CaC... =
7 00007 Nauyén Ngoc Giu sx | sx CaS... CaS... CaS... CaS... CaS... CaS...| (e El
8 00008 Nguyén Bifc Binh X sX Ca5... C3S... CaS... CaS... CaS... Cas... | GiC.. 7
9 00009 Tran Binh Son sx | sx | CS... CaS... CaS... CaS... CaS... CaS..| | CaC.. El
10 00010 Nguyn Van Digp sX | sX C35... CaS...| CaS... CaS... CaS... CaS... | O
1 00011 Luu Hoéng Son sx | sx CaS... CaS... CaS... CaS... CaS... CaS...| O
12 00012 Nguyén Xuin An sX | sX C35... C3S... CaS... CaS... CaS... Ca...| O
13 00013 Ngé Minh Trung sx | sx CaS... CaS... CaS... CaS... CaS.. CaS...| O
14 00014 BRI Van Hai sX | sX C35... C3S... CaS... CaS... CaS... Cas...| O
-
#0444 Recordlof14 b W M+ — & v X 4 i N\ ] »
| g em “I-_j wu X xe !& Import ib Béng |
Skin: Office 2010 Blue + admin | cnesrisql02.SVHRISE@mple - 14/04/2016 |

(1): Chon b0 phan, phong ban can xép ca.
(2): Thang, nam xép ca.
(3): Ngay trong thang (Chu nhat t6 mau xanh ducng)
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(4): Chon ca lam viéc cho nhan vién (Danh sach ca theo danh muc ca da thiét 1ap)
(5): Cac nat chic nang (tinh nang tuong tu' cadc muc & trén)

3.4. Gan ca cho tirng nhan vién:
v P& vao man hinh Gan ca nhan vién ban thuc hién: Ban vao menu “Chdm céng -
Cham cong may - Quan ly ca — Gan ca cho nhan vién”.

v" Man hinh gan ca theo nhan vién:

1. Nhénsy 2. Chdmcéng 3. Tignluong 4. Bichiém 5. Diotao 6. Tuyéndung 7. Banhgid 8 Cipphat 9. Héthéng

G} Trangehi | & Géncachonhanvién | -
D " x| e (oooo1 | 7ennv: | Phan Phuang Hong Thiy \
Tm(F) | =~ N 5 5 S
(I 7||| ehengan SVHRIS - HANH CHINH - GIAM BC Ngavbitdiu  01/08/2013
Trang tha ang I3 N A
ey enaEm Pang lam Gidm déc Hop dBng: 01/08/2015 - Khang XD thai han
14/14 Tur déng tim [ ]
|+ cTvsaoviEr Gén ¢a nhan vién | <
| v HANHCHiNG ) : : = B
+ GlAM BéC Nim (2016 [~| Tirngiy | [~] o&n naay | [-] cauw] <] ® xrwoL 0 i§
i Pt Phasong Hong Thiy 1| 2] 3|45 |6 |7 |80 o [ |12 [13 [14 [15 |16 |7 [18 18 [20 [21 [22 23 [2¢ |25 |26 ]chen |-
3 ﬁq;s?u 1 HC | HC | HC | HC | HC CaS... CaS... CaS... CaS... CaS... CaTol CaToi CaToi CaToi CaToi CaToi v
> ™1
i = - V]
| [ |2 GS.. GiS... CiS... CoS... G35 CaC...| GC... | GaC... | @aC... | GaC... e o
| > shnxur 3
I 4
5
6
7
8
s B
10
11
12
M H 4 Record2of12 P B M+ — =« + X 4 [T »
7 o n v Yem |kl wu [X 6 & mport |E] Export | © Thoat
Skin: Office 2010 Blue » admin | encsnisql08:SVHRISExample~ 14/04/2016

Churc néng Gan ca cho nhan vién tugng tu' nhu' man hinh Gan ca cho phong ban.
Th{r 7 (xanh nhat), Cha nhat (Xanh dam), Lé (Do), Ngay ko ton tai (xam).

3.5. Thiét 1ap ché do nghi.
v Chirc nang: Thiép lap ché do nghi cho nhan vién: Nghi th&r 7, CN hay nghi bat
ky(Bao vé).
v Ban vao menu “Cham cong -> Quan ly ca -> Thiét 1ap ché do nghi”.
v Man hinh Thiét lap ché do nghi:
Phong ban: Thiét lap ché d6 nghi chung cho cong ty, phong ban.
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1. Nhénsy 2. Chimcéng 3. Tignluong 4. Biohiém 5. Diotso 6. Tuyéndung 7. Banhgid 8. Cipphat 9. Héthéng

e 2. ' ) 2 )
CIY SAOQ VIEE * Locmé rong

W 4 4 Record1of2 b W W+ — 2 v X 4 i - ]

Ché dd nahi: [C |-eﬁﬁ:'| [~ Gigjngay: 7/ Thiz 7 céing 0.5 cBng | T7 khéing tinh trd, som  — C.cong tay  Khang hudng ché db
Céng ty | Pan vi | Phéng ban ‘ T8 nhém 16 Nhém Ch& d& nghi Gidftudn ‘ T740.5 ‘ CC Tay | KCDNN
»|CTY SAD VIET Nghi CN =] ] ]
CTY SAO VIET  SAN XUAT Nghi CT7+CN o [} )

13

|+ Thém |H Luu |}( Xéa |ﬂ Export

Skin: Office 2010 Blue - admin | enesrvisql02.SVHRISB@mple - 15/04/2016 |

(1): Chon dan vi, phong ban can thiét lap.

(2): Chon ché d6 nghi (Luu).

(3): Danh sach cac ché do nghi da thiét lap

(4): Cac nut chdc nang (tinh nang tuong tu cac muc & trén).

Nhan vién: Thiét 1ap ché d6 nghi dac biét cho tirng ca nhan (Chon tab “Cho nhan vién”).

1. Nhénsy 2. Chimcéng 3. Tignluong 4. Biohiém 5. Diotso 6. Tuyéndung 7. Banhgid 8. Cipphat 9. Héthéng

it | [ cho nhin vi&
[ cho nhan vién f;\

z Cho nhan vién | P

M H 4 Record1of7 » W M+ — ~ « X 4

CTY SAQ VIET - SAN XURT—" " v - [-]
DKLloc © Thtch () CCTay ) cCMa [INVdigin | |NVtringmithé | Locmdréng | X ¥ nhanh
M3 NV ‘ Tén NV ‘ Mif ‘ M3 may | Noi lam viéc | Ca lam viéc | Ca thir 7 | Ché& do nghi ‘ Gid/ tuan ‘ Gid/ngay | CC Tay | KCBNN ‘ Chon
v :NHA MAY 1 4

||~ :phoTRi
71| 00009 Trdn Dinh Son CaToi - Ca t8i (22... 7l B [ [
[ ~ QL XUONG
T 00008  Mguyén Birc Binh CaToi - Catdi(22... = ] (]
|~ :xuomne1
T 00010  Nguyén Vin Diép CaToi - Ca tdi(22... = = [}
T 00011 Luu Hodng San CaToi - Catdi(22... O = (=]
T 00012  Mguyén Xuin An CaToi - Catdi(22... = =] (=}
(6 | 00013 Nad Minh Trung CaTol - Catdi(22... (=] [} [}
E3 00014  BUi Van Hai CaToi - Ca téi (22... [=] ] ]

|_\ Yem |H Luu |X Xéa |g antlﬂEmort
1

Skin: Office 2010 Blue - admin | enesrvisql02.SVHRISB@mple - 15/04/2016 |

Phan mém quan 1y nhan sy tién luong SV.HRIS - Tai liéu hudng dan sir dung 22/85



&
54 Binh Gid, P.13, Q.Tdn Binh, Tp.HCM
Tel: 08.38132700 — Fax: 08.38132701

(1): Dan vi, phong ban loc so liéu.

(2): Danh sach nhan vién thuéc phong ban(1) da chon.

(3): Danh muc cac ché do6 nghi.

(4): Cac nut chlc nang (tinh nang tuong tu cac muc & trén).

3.6. Dir liéu quet thé:

v Chirc nang: Link dir liéu tir di liéu mdy cham cong, diéu chinh giG quet thé, cong,
tang ca cho nhan vién.

v D& vao man hinh dir liéu quet thé ban thuc hién:

Trén man hinh chinh ban chon muc “Bang cong thang”, Hodc vao menu “Cham cbng
— Quan ly cong — Bang cong thang”.

v" Man hinh dif liéu quet thé:

1. Mhinsy 2. Chimcéng 3. Tignliong 4. Bohiém 5. Diotao 6. Tuyéndung 7.8Danhgié 8 Cipphat 9 Héthéng

S Trengchi | DY quétthe =
CTY SAQ VIEL _.__J_, ) :/@ /o Tim

BiEu Kién Loc | Xy di lieu |

T ngdy 01/04/2016 |~ | BE&n ngdy 30/04/2016  ~ Xy cong nhat

T loc bd wu (B xorly = lsyEDL (K X6 Enhigncgt ~ M3 NV - -
L 1 1 .
M3 NV nv; The |Ngay Ca |Phép [13n1 (L3n2 |L3n3 [L&n4 |G  OT | BKOT Duyét OT Duyét |Ghichd Lchon
|'» 1 00001 Bhan Phuong HBng Thiy & 0104 HC .. 0753 17:17 8.00
'71 00001 Phan Phuong H8ng Thiy 7 02/04 HC oM
73 00001 Phan Phuong H8ng Thuy CN 0304 HC
4 00001 Phan Phuong H8ng Thuy 2 04/04  HC 07:13  17:29 8.00
|'s |oooo1 Phan Phuong HBng Thiy 3 0504 HC | .. | 07:20  17:56 8.00  1.00
5 |00001 Phan Phuong HBng Thiy ~ 4 0604 HC | .. | 07:39  17:16 8.00
|7 |oooor Phan Phuong HBng Thiy 5 07004 HC | .. | Q7:14  20:21 8.0Q 325 v 35
|'s | ooox Phan Phuong Hong Thiy & 0804 HC | .. | 07:16  17:5: 8.00 N\ 1.00
I's [ooo01 phan Phuong Hong Thiy 7 0904 HC | .. | 07:19  17:27 8.00
|10 |oooor phan Phugng Hang Thiy o 1004 HC ... \o \0
[ 11 |ooo01 Phan Phuang HBng Thiv 2 1404 HC ..  07:94  17:26 8.00
"2 |oooo1 Phen Phuong Hng Thiy 3 1204 HC | .. 0712 17:44 8.00 075
| 13 | 00001 Phan Phurong H8ng Thiy 4 1304 HC PL
14 |00001 Phan Phuong H8ng Thuy [ 1404 HC 07:20  17:47 8.00 0.75
| 15 | 00001 Phan Phuong H8ng Thuy 3 15004 HC 07:23 | 17:22 8.00
15 00001 Phan Phuong H8ng Thuy 7 16/04 HC 07:36 17:47 8.00 0.75
17 |00001 Phan Phifong HBng Thiy CN 1704 HC
| 18 |oo001 Phan Phuong HBng Thiy 2 1804 HC | .. | O7:15  17:31 8.00 050
|19 |ooo01 Phan Phuong Hong Thiy 3 1804 HC | .. | 0746  17:20 8.00
|20 |ooo01 Phan Phugng Hang Thiy 4 2004 HC | WF
I 21100001 Phan Phifedna Hiina Thilv. 5 214 HC = n7:51 17:55 a.nn 1.00 £
| Record 10f30 4 1 5
Skin: Office 2010 Blue ~ admin | cnesnisql0B.SVHRISExample = 14/04/2016

- Cham cong:

= (1): Chon bd phan phong ban can loc dir liéu.

= (2): Chon tur ngay dén ngay can loc dir liéu.

* (3): Loc sO liéu theo diéu kién phong ban(1)+ ngay thang(2).

* (4): Luu lai ¥ liéu da diéu chinh (Biéu chinh chdm cdng,OT sao phan mém luu tri lai
nhu vay).

= (5): Phan mém tu dong tinh cong, OT theo giG quet thé cla nhan vién.

= (6): Lay lai dI liéu quet thé chi tiét cia nhan vién dudc check chon tir may cham
cong.

= (7): Xba dong dir liéu dugc check chon.

= (8): Import va export st dung nhu' cac muc & trén.
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* (9): Xuat bdo cdo cong thang, cong ngay theo diéu kién phong ban(1)+ngay
thang(2).

= (10): Chi tiét quet thé cta nhan vién theo ngay.

*= (11): Gig lam viéc binh thuGng cta nhan vién.

* (12): Gig OT chua dudc duyét cia nhan vién.

* (13): GiG OT dugc duyét clia nhan vién.

* (14): Check duyét OT cho nhan vién hay khong.

- Xt ly nhanh dir liéu: chon tab “Xur ly dir liéu” trén man hinh dir liéu quet thé.

Digu Kién Log XU by dif liéu

Gitr quét thvao [07:30 (51| ra [17:30(3 Logi céng  |Phép ndm - " Xda TG 2 (P&m téng B&n sau)
Thém TG quét [19:00 (5| dén (4 Ca lam viéc |C8cafh-1.. |» Thém phit |15 phiit
@ Pao TG Time3 |~ | dén [Time4 v sitaoT |2 Sifa tong gis |7 LOXE

=  Chon nhitng dong can xur ly sau do6 chon loai x(r ly
= VD:chon dao thdi gian time3 -> time4 clda nhan vién 00001 ngay 6, nhan x{ ly. Két
qua lan quet thé 3 va 4 dao cho nhau 20:00 -> 19:00

3.7. Lay dir liéu tu dong:

v Chirc néng: 1dy dir liéu bdng tay hodc tu dong tur data cla mdy chdm cdng va dua
vao phan mém

v D& vao man hinh L&y dif liéu tu ddng ban thuc hién: Ban vao menu “Chdm cdng -
Quan ly cong - Lay dir liéu tu dong”.

v Man hinh thong tin 1ay dit liéu:
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[ - T 5

£, Human Resource Infomation System - HRIS =AEE X
Nhén sy Chim céng  Tiénluong  Bdo hiém  Héthéng
£53Trang Chii| L3y dif ligu tur dng (\_4_ ®
| Autorun | FilByEmp e_id 0001 ‘I) ('1_‘)
Kigu dif liéu © sQL @ Access el
i Server Database
Nl |user Password |fdmsamho
pudng din file  E:\Projects\AccessQMYACCESS.mdb Password fdmsamho
Cau lénh SELECT e_id as EmpID, right{e_date,2}+"/"+mid(e_date,5,2)+ /" Heft(e_date,4) as DateText, left
rf"é"‘\] (e_time,2]+':'+mid(e_tir|:9"5‘-1{+':DD' as TimeText from tenter whel:f'_s_““ge l/'%‘*\
s6ngdy’ 3 |TE|‘ nody |22/07/201: v_% naay |22/07/201 V_"YYYYMMDD > T// Xm}‘r”

T X b (minute) «/# Thém méi 'Il“ Luu X  xéa —

<p
Kigu DL FilePath Password Days SOLQuery

DateType

YYYYMMDD

MO 4 4 Record 10f1 b B M+ = & v X Qg)
-

| Chay tu diing 7 Install service ,6. Uninstall service | |3 Start service | &F Stop service

Skin: London Liquid Sky - test CNCSRWCMCSRY2005.5VHRIS ~ 22/07/2011

Trén man hinh ta thdy cac phan dé ban thuc hién chinh sira 18y dif liéu tu dong.
- Nhap thong tin.
VD: file dit liéu quet thé cla ban la file access.
- Ban nhap dudng dan tdi file cuia ban.
- password dé ma file access. 3
- Cau Iénh dé 14y dit liéu ta cd file access mau theo mdy chdm cong:
DE stra cau I&nh ban lién hé IT hodc lién hé cho ching t6i néu ban khdng ranh vé access.
- Nhap s0 ngay chay dif liéu. vd: dif liéu chay lui 3 ngay.
- Chon ki€u ngay thang nhu file access ta thdy ki€u di liéu e_date la yyyyMMdd.
Sau khi nhap céc thdng tin ban chon luu dé€ luu thdng tin chay tu dong.
PE xda di liéu ban chon dong dif liéu can xda sau dé chon Xda.
- Lay dir liéu theo ngay.
Ban chon dong dit liéu da luu dif liéu sé hién 1én (1) sau d6 ban chon ngay can ldy dir
liéu (5) va chon x{r ly(6). Ban c6 thé Iay dir liéu cho tirng nhan vién bang cach chon va
nhap ma nhan vién(4).
Khi ban chon x( ly (7) dit liéu sé lay nhu xtr ly tu’ dong.
- Cai dat chay tu dong (P10).
- Muc chon(chay tu dong) man hinh s€ 13y dir liéu tu dong, nhap s6 phut chay tu
dong(8). vd trén 45 phut chay 1 [an.
- Install service: cai dat chuong trinh chay tu dong.
- Start service: khéi dong chuang trinh chay tu dong. (chuang trinh sé tu’ dong
chay khi ban khai dong may).
- Stop setvice: tat chuang trinh chay tu dong.
- Uninstall service. GG bd chuang trinh chay tu dong.
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3.8.

Nghi phép:

v" Chirc nang: Nhap, quan ly nghi phép cta nhan vién.

v Ban vao menu “Cham cong -> Quan ly phép -> Nghi phép”.

v Man hinh Quan ly phép:

54 Binh Gid, P.13, Q.Tdn Binh, Tp. HCM
Tel: 08.38132700 — Fax: 08.38132701

Fl x
i 1. Nhinsy 2. Chémcéng 3. Tiénluang 4 Biohiém 5. Daotso 6. Tuyéndung 7. Dinhgié 8. Cépphat 9. Héthdng
£ i x
I L )s nv: 00006 | enm: Tran ngoc Thao \
Phéngban  SVHRIS - HANH CHINH - KINH DOANH Ngaybdtdau: 07/09/201
Pang lim Kinh doanh Hgp dBng: 08/09/2015 - Khéng XD thai han
« | CTY SAO VIET Iaghi phép 3 \7 s
e Wm0 ] oainghi — .
Phan Phuong Hong Thiy | TiF ngdy |14/04/2016 | ~| D&n ngdy |14/04/2016 |~ | ... | & nady cni [ | Tagy T nam
B0y ohi chi | \
> NHAN 5U

P~

v KINH DOANH

g TEn jd L ix %m !g mport | Export | uenke 'I

9

’ [Tranigoc Thao
: "igwéﬂ Ngoc Cau l//rrr Ngay | Pén Naay |55 Nga... ‘ Loai Nghi ‘ M ‘ Cdp Nhat Chon |
28 SANON AT v |30/12 30/12 1.0 Nghi hutng liong  —— admin 11/04 17h| |
B 22/12 22/12 1.0 Phép ndm 2 admin 11/04 17h (=
5 B 1412 14/12 1.0 Nghi huéng lrong admin 11/04 17h C
B 23/11 23/11 1.0 Duidng sifc admin 11/04 17h C
] 2211 2211 1.0 Nghi huéng lrong admin 11/04 17h Ol
] 19/11 19/11 1.0 Nghi curdiftang admin 11/04 17h =
| 26/10 26/10 1.0 Nghi huéng lrong admin 11/04 17h O
| 2410 24/10 1.0 CBng téc admin 11/04 17h| [
B 19/10 19/10 1.0 Om dau admin 11/04 17h (=
B 06/09 06/09 1.0 Tainan ko ddng admin 11/04 17h =
B 01/09 01/09 1.0 Nghi hu'dng I'ong admin 11/04 17h C
| 10/08 10/08 1.0 CBng téc admin 11/04 17h| [T
B 29/07 29/07 1.0 Tainan ko déng admin 11/04 17h |
B 26/07 26/07 1.0 Nghi khéng phép admin 11/04 17h C
B 12/07 12/07 1.0 Nghi hu'dng I'ong admin 11/04 17h (]
BRI 17ing 1 0 MahilbhAnn nhdn Admin 1104 17k (=l M
O] Yl # 4 Recordiof28 b B M+ — 2 v X k

Skin: Office 2010 Blue -

(1): Danh sach nhan vién.
(2): Thong tin nhan vién dugc chon.
(3): Thong tin nghi phép cla nhan vién

Chon loai nghi, chon tir ngay dén ngay, nhan Luu
(4): Danh sach nghi phép cta nhan vién trong nam

(5): Cac nut chirc nang (tinh nang tuong tu cac muc 4 trén)

NEu nghi nlra ngay chon | ]

Phan mém quan 1y nhén sy tién lvong SV.HRIS - Tai liéu hudng dan sir dung
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atl Chi tiét nghi phé ’ = X |
Chi tiét nghi
Loai nghi |Annual Phép cd |22.5 | Con @i [19.5 | Nghi nira ngay ||
Tir ngay :_t_Ill_;'_U%!f2013 |l_|: Dén ngay 01/02/2013 |__\_'__|E 58 ngay nghi |1.0 Ngdy tré vao lam | I:I

MNaay: Fri-01f02

56 lugng: 1 [0
.............q:l )
Ic
0

| o (O o
Chon nhu hinh: 1 la nghi ca ngay, S la nghi budi sang, C la nghi chiéu, 0 la khéng tinh nghi.
Chon OK -> Chon Luu.

3.9. Quan ly phép nam.

v' Chirc nang: Quan ly ngay phép nam co, phép nam da nghi, phép nam con lai cho
nhén vién, chuyén phép ndm tir ndm cii sang ndm mdi.

v Ban vao menu “Cham céng -> Quan ly phép -> Quan ly phép nam”.

v" Man hinh quan ly phép nam:

1. Nhinsu 2. Chdmcéng 3. Tignluong 4. Bdo hy . Diotao 6. Tuyéndung 7. Dinhgid B. Cdpphdt 9. Héthdng
Trangchi | & Mohiphep | Quntiphépng 1

x

¥y N
CTY SAQ VIE At )
NEm : 2016 Tinh trang : [C] D3 chuyén [ Chua chuyén [ Tratign [T KhﬁnM [”| Gan nhanh
| . em] |l un Wchuggnphep| K xéa |8 mport |E] Export %q_., Nghiphép = | Tim kiém
Emp info AL last year AL days Used Forward =
M3 NV Tén WV Mim 58 ngay 5ir dung d&n Phép ndm| 200 mac L‘“::g e s&ngdy  |Panghi | Con ki ;f‘u”g R g:fnd‘-‘”g E:;‘:f’;@n Ghi chii chon
b v :HANH CHINH
| v :camedc
|| 00001 Phan Phuong Heng Thiy 2016 0.0 30/03 12 5] 12 0.0 2 2 10 10 30/03 0 C
| v :xEToan
|| 00002 Hoang Chi Cén 2016 0.0 30/03 12 ] 12 0.0 2 4 8 8 30/03 0
B 00003 Trang Quan Lac 2016 30/03 12 5] 12 0.0 12 3 9 9 30/03 ]
| v :KmHDOANH =
] 00006  Tran Ngoc Thio 2 30/03 12 5] 12 0.0 12 2 10 10 30/03 0 1
|| 00007  Nguyén Ngoc Cu 201 i 30/03 12 @ 12 0.0 2 5 7 7 30/03 0
| ~ :NHAN sU
|| 00004  Hujnh Ngoc Thach 2016 0.0 30/03 12 5] 12 0.0 2 5 7 7 30/03 0 C
|| 00005 Nguyn Vin Chién 2016 0.0 30/03 12 12 0.0 2 5 6 6 30/03 0
| v :shnxuAT
| v :WHAMAY1
] 00008  Nguyén Birc Binh 2016 0.0 30/03 12 (=] 12 0.0 12 3 9 9 30/03 0 [=
|| 00009 Tan Binh Son 2016 0.0 30/03 12 5] 12 0.0 2 9 3 3 30/03 0 [
] 00010 Nguyén Van Digp 2016 0.0 30/03 12 5] 12 0.0 2 3 9 9 30/03 ] L
|| 00011  Luu Hoing San 2016 0.0 30/03 12 @ 12 0.0 2 9 3 3 30/03 0 =l
] 00012 Nguyén Xudn An 2016 00 30/03 12 5] 12 0.0 12 4 8 8 30/03 ] C
|| 00013 Ngd Minh Trung 2016 0.0 30/03 12 5] 12 0.0 2 5 7 7 30/03 0 E =
[ 4 1« Record1of14 b WM+ — = v X 4 »
Skin: Office 2010 Blue » I admin | encsrsgl08.SVHRISExample+ 14/04/2016 |

(1): B6 phan, phong ban can loc so liéu quan ly phép nam.
(2): Nam can loc so liéu.
(3): Thong tin phép nam cla nhan vién

S6 ngay phép nam nam trudc.
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S6 ngay phép nam nam nay.
S6 ngay phép nam sur dung.
S6 ngay phép nam con lai.
S& ngay phép ndm cii chuyén sang ndm mdi.
(4): Danh sach nghi phép cta nhan vién trong nam
(5): Cac nut chirc nang (tinh ndng tuong tu cac muc & trén)
Chuyén phép : Chuyén phép ndm sang ndm mdi
Nghi phép : xuat bdo cdo phép nam theo Phong ban(1)+Nam(2)

3.10. Bang cong thang

v Chirc ndng: T6ng hdp, diéu chinh cdng, phép hang thang clia nhan vién.

v P& vao man hinh chdm cbng ban thuc hién:
Trén man hinh chinh ban chon muc “Bang cong thang”, hodc vao menu “Cham cong
— Quan ly cong — Bang cong thang” .

v Giao dién man hinh Bang céng thang:

i 1. Mhinsy 2 Chimcéng 3. Tiénluong 4. Baohiém 5. Diotac 6. Tuyéndung 7. Danhgid 8 Cipphit 9. Héthéng

[5} Trangend | fig) s céng thang | ' @R x

AT — r: 1 Lo Jeeeon [Jlreme - [l@-
E
jm) | Tén NV Naiy bt (Ngdy ki hep...| 1 ‘ 2 ‘ 3 ‘ 4 ‘ 5 ‘ 6 | 7 | 8 L 10 | 1 | 12 ‘ 13 ‘ 14 ‘ 15 ‘ 16 ‘ 17 ‘ 18 | 19 | ehicha | chen
v [V nAwAGi 3 ]
i 00002 Hodng Chi Cén BUS013  1BEW X X x | x| x| x W X [xa. x| x| w| x X X3
2| 00004 Huynh Ngoc Thach 03/03/2013 | 03/03/2013 X43... X X X X X X X X X X X X+3.5 X X
s | 00007 Nguyén Ngoc Gu o7j08/2013 | 070082013 X X X %3] x | x [ o[ x e opea x | x| x| x X | X
s | 00005 MguyZn Vin Chign 07/03/2013 | 07f0/013 X AL ol e | oe [ || e [ ocee i | eom | e | ae!l e | ne AL | x
s 00001  Phan Phuong Hang T... | 0108/2013  0108/2013 X OM x | x| x 3] x| x | i e x|
6 00006  TAn Ngoc Thio 07/03/2013 | 07/08/2013 X KP 0 X#3.. X | X | X |x35 X | PL X435 X | X X+4 x | x
E3 00003 Trrong Quan Lac 308/2013 W3 X X x | x [ x[x]x]x x| a1 | e x| x
" | v sANXUAT
8 00014 BOi Van Hai 01/10/2013 01/10/2013 X X X X X X X X X PL PL X X X AL X
B 00011 Luu Hodng Son 15092013 | 1509/013 X X X43.%435 X | x | x| x X#4 %435 X (M43 X | X x | x
| 00013 Ngé Minh Trung 01102013 | OYIO/013 X X AL | x [xeE x| ox w3 %z | o e [ (e | X | wr
T oooos Nguyén e Binh 07/05/2013 07/05/2013 X X X X X X X X X X %435 X X X X X
1| 00010 Mouyén Vin Diép 1908/2013 | 1409/2013 X43.. X oo ol x| x| x | w| x| x| x| e ¥ i
| 00012 Mguyén Xuin An sf09/2013 | 2509013 X X x xaa5 x | x [ x| x ol B | i e x| x
14 | 00008 Tén Binh Son 07/08/2013 | 07/09/2013 X X X [xe3alxa.] x [ x| x wi | o | g [ e | o | x % | x
5 i 8 9
Record 10f 14 4 m i e
[ PN CL: 4.0\, _A:19.00 OT nghi: 0.00 OT LE: 0.00 i Bm: 24.00 Gid dém: 0.00 Nghié: 0.00 PNf0.00 N.CLZf 0.00 N.CLFOO: 1.00 Khéng Jb: 0.00 NghiKL: Téng C: 25
hid L'c_.c [ s »chn'a'cang £ Import 'ﬂ Export | T Céngthang ~ | & Béng
MMAYYYY 02/2016 03/2016 04/201
Skin: Office 2010 Blue - admin | encsr\sglo8SVHRISExample - 14/04/2016

- Cham cong:
= (1): Chon bd phan phong ban can lay di liéu.
= (2): Cac ngay trong thang.
= (3): Nhap dif liéu cong,phép cta nhan vién.
* (4): Thang tinh cong dang chon.
= (5): Loc dir liéu cong theo phong ban(1) + thang tinh cong(4).
= (6): Luu lai cac dir liéu vira nhap.
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= (7): Khda cong sau khi da chot cong cta thang (sau khi khda chi dugc xem, khéng
dugc phép chinh slra cdng).

= (8): Import va export st dung nhu' cac muc & trén.

» (9): Xuat biéu mau chdm cdng thang.

= (10): Ghi chl cac ky hiéu nhap coéng, phép.

. x ~ n P

- Biéu mau cham cong thang:

A B g G|H Il JJK|/L/M N O/P QR|S|T|U|V|W X|Y|Z|AAAB|AC/AD AE AF AG AH Al AJ| AL AM AN AD | AP | AQ | AR | AS | AT AU AV AW AX AY A=l
CONG TY TNHH TIN HQC CONG NGHE SAO VIET =
54 Binh Gid , F.13, Q.Tan Binh, TP.HCM

TEL: 08 38132700 FAX: 08 38132701 E-MAIL:

o =

BANG CHAM CONG THANG 04 NAM 2016

4
[ . = 5 - T NGHI KHONG
NGAY TRONG THANG conG TANG CA NGHT HUONG LUONG e
7 | STT| Msnv HO TEN 3
e 6|7|CH| 2|3 (4|5|6|7|CH|l2|3|4|5[6|7[CN|2|3[4|5|6(7|CH|2|3|4|5|6|7| ca| e ;@_v e e ICO Tai | DU@ | Khon | Khén |
cong | dém [EHUER| ¥ yi&| P 9 |tang udn| Om | on| P9 | 9 =
. on0d 1104 s CONG e e e b N | i | phép |htang
11 01 HANH CHINH €500 [ - s | a7s| - 5 - | wof soo| soo| - | 4no| 4mo| -
12 99. GIAM 8OC 2300 - 1050 - - - - oo | oo | to0| -
Phan Phucng o W o P 5 = o B

43| 1 [ oo0m | = [om x| = R|R|PL R K= RN R ®|x|Gg w5 ¥ | 300 -{ 1050 = = = -| 1.00| 1.00| 1.00
14 99_KE TOAN 700 | - 2560 - - - - - 00| - 2o0| 2o

é s 3 e B 3 E T
45| Z | 00002 |Hoing ChiCin LA Wlm|m e xlx P A Lol % [gg]om| | % | MR MR R -| 19.00 - - - - - | Loo - -| Lo0

¥
45| 3 | 00003 |TruomsQuanlae || % RlR|®w|®|[8]" R|m|R|R|= ;2 ;2 ®|KkP| ® | % |co CO| % | ®|®|®|*®]| 2500 | sse z z z z 4 - Z -| 200/ 100
W7 99 KINH DOANH U I - - - - - | 2o - - | 2| 200

@ P j 3 23 3 S 3 3
45| ¢ | 00006 |TrinNgoc Thio | % [KP [l R I B B A SRR e LR P ® | 23.00 00 00 1.00
19| 5 | 00007 |MavinNgseCle | ¥ | ¥ b :; MR PL|® KP :; AR AR R CO| % [ %] %[ ®| x| 2300 | 750 B I I N I X0 - - Loo| 100
20 99. NHAN SU sao0| . | zmes| avs| - - - - - | o0 -

@ Huynh Nzge ot B B AR £ = Eip
5| B | oooos RS S7| % RlR|®w|®|[8]" Lk R R R Y I R R R R R -| 1300 8.75
77 [ 00005 ot i cidn | % | AL I lmlxlw = ]®r Aloml g1zl xl= allxlalzlxlx %10 %% | m] 230 725 o e gl g - | B
W 4 » M| Report / Params . Temp . ¥J 0K} L2l

3.11. Tong cdng:
v' Chirc nang: Trong trudng hdp nhan vién lam viéc khong céd diéu kién quét thé,
cudi thang chi nhdp téng ngay cong va téng ca.

v" Ban vao menu “Chadm cdng —Quén ly cdng - Téng cdng”.

v/ Man hinh tdng cong :
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iém 5. Daotao

6. Tuyéndung 7. Banhgid 8 Capphat 9. Héthéng

1. Nhinsu 2. Chémcéng 3. mnluan

x
_7| CTY SAQ VIET. [ wEw,. -] -l - @
|
M3 NV Tén NV Ngay cong ‘ 150% ‘ 200% 300% BaEm Ghi chia I Chon ‘
v 01. HANH CHINH

T 00001 Phan Phuong Hing Thay 26. 15 20. i

| 2| 00002  Hoang ChiGin ™ &l

| 3| o000z Trweng Quan Lac s

| 4 | 00004  Hupnh Ngoc Thach =

|5 | 00005  Nguyn Van Chign [=

| 6 | 00006  TiEn Ngoc Thio ]

7 | o000z Nguyén Ngoc Ciu (=

| | v o2.sAnxvir

| s | 00008  Nguyén BifcBinh C

| 9| ooo0s  Tian Binh Son [E

10| 00010 Nguyén Vin Digp &

11| 00011  Luu Hoing Son =

12| 00012 Nguyén Xuin An E

13 | 00013 Ngd Minh Trung a

Iv1| ooo14  Boivan Hai 0

Record 140f 14 4
0 Nhap dif iu truc ti€p.

13
£4 Téng céng '|ﬂ Expart |D Thoat

\
|A Xem IH Ly ix Xda

Muprry | 022016 | 03/2016 ™, 042016 |

Skin: Office 2010 Blue - admin | cncsnisql08.5VHRISB@mple - 14/04/2016 |

(1): Chon bd phén, phong ban can nhép téng cong.

(2): Thang, ndm can nhp téng codng.

(3): Nhap thong tin ngay céng clia nhan vién

(5): Cac nut chirc nang (tinh nang tuong tu' cac muc 4 trén)

3.12. Ché do thai san:
v" Chirc nang: Nhap ché do thai san cho nhan vién dang hudng ché do.
v Ban vao menu “Cham cong — Ché d6 thai san - Ché do thai san”.

v" Man hinh ché do thai san:
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5} Trangehu | S Chedg thaisan

Trang théi
14/14 T

Danh sach nhan vién

Tim (F)

~ |CTY SAQ VIET
v HANH CHINH
v GIAM BEC

v KETOAN

Hoang Chi C&n Ghi chi | e
Truong Quan Lac

~ |NHAN 5L

Huynh Ngoc Thach
Nauy&n Van Chign

v KINH DOANH

Tran Ngoc Thao
Nguy€n Ngoc Cau

v | SANXUAT
v NHAMAY 1
~ | QL XUON

Nguyn Birc Binh

v BAOTRI

Tran Binh Son

v XUONG 1
Nauy&n Van Diép
Luu Hoang San
Nauy&n Xugn An
Ngé Minh Trung
Bii V&N Hai

| —

Bang lam

Phan Phugng Hang Thi L it
silietthicilT, Ngay dilam i |18/10/2016 [~ ket thic c nudii con [18/12/2016 [-]

- éngban  SVHRIS - HANH CHINH - KINH DOANH Ngaybitdsu: 07/09/2013

>
= -
e Bfw: (00006 | Tenni: Tran Ngoc Thao /
—

1
P Pang lam Kinh doanh Hop ddng: 08/09/2015 - Khéng Xb thdi han f;\
' Che 5 thai sén A) 2]
J Thai sén | Luong TS | /
Ngdy bit dau ché d§ : Ngay nghi sinh : Ngay sinh con 19/09/2016 >

Ngay bit diu ché dé | Ngay nghi sinh | Ngay di lam i | Ngay sinh | K&t thic CP nudi con Chon

G

|+ Them h,—] wu | %2 |B import i‘a n O B
| | |

Skin: Office 2010 Blue -

| admin | cnesrisql02.SVHRISE@mple - 14/04/2016 |

(1): Danh sach nhan vién.
(2): Thong tin nhan vién dugc chon.
(3): Thong tin ché do thai san
Ngay bat dau — Ngay di lam lai (bat budc nhap)
Ngay sinh con — Ngay k&t thic CD nudi con: St dung dé dudgc tinh vé sém 1h.
(4): Danh sach cac dot ché d6 cia nhan vién
(5): Cac nut chirc nang (tinh nang tuong tu' cac muc 4 trén)

3.13. Bu cong thang.

v Chirc nang: BU lai cong, phép chua dugc hudng cla nhan vién trong thang trudc.
v Ban vao menu “Chdm cong -> Quan ly cong -> BU cong thang”.

v Man hinh bu cong thang:
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[ ) Tim

V&n phéng téng
Nguy&n Thi Thu Hign V&n phéng téng
Nguyén Trudng Kinh V&n phang chi nhanh Flant Manager

Cleaner

Thing 4 | Thang s | Théng s | Théng 7 | Théng | Thang' | Théng 10 | Thang 11 | Than 12|
I‘_y Xem -]H L [-X Xga -]-i_a Import |w]-ﬂ Export ]

(1): Chon thang nam can bu cong, phép.

(2): Chon nhan vién can bu céng, phép.

(3): Phan loai cac khoan bu

(4): SO ngay bu.

(5): Xr ly nhanh s6 liéu (Chon loai bu + s6 luang + check chon nhan vién — Bam x( ly)
Cac nut chirc nang (tinh nang tuang tu cac muc & trén)

3.14. Bao cao cong:

v Ngoai trang chd chon “Bao cdo cong” hodc Ban vao menu “Cham cong — Bao céo
céng”

v Man hinh bdo cédo cong:

Human Resource Infomation System - HRIS - Bdo cdo cong - g W
1. Nhdnsy 2. Chémcéng 3. Tignlugng 4. Biohiém 5 Daotac 6. Tuyéndung 7. Danhgis 8 Capphét 9. Héthéng

g
-

x

chi | [B) B0 céo céng

Bang chdm céng théng 7| nhanh | Timtheo cat | (] [ |

7| CTY SAO VIET - SAN XUAT Chon béo cio

Thing[os | Na“ Bang cham cng thang i‘? Loc H‘? Excel Hn Xudt |
Béng cham cBng ngdy

Theo d8i phép n&m

Theo ddi nghi phép

Di tré v& sdm

Théng ké tang ca theo ném

Danh sach téng gid tng ca trong thang

Danh sach nhan vién chua o the

Danh sach nhén vién khéng quet thé

Chon

‘-I- Tham mdi | & chon _|_0 o

Churc nang bao cdo tudng tu Bao cdo nhan su phia trén.
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4. Luong
4.1. Thong tin luang nhan vién:
v" Chirc nang: Thiét 1ap, chinh stra thong tin lucng co ban cla nhan vién: muc luong,
phu cdp, cong trr luong hang thang, thdng tin v& bdo hiém — ma s6 thué - tai
khoan ngan hang.

v Ngoai trang chu chon “Thong tin ludng” hodc Ban vao menu “Tién lugng — Thong
tin luong”

Man hinh thﬁng tin tién Iu’dng:

1. Nhénsy 2. Chdmcéng 3. Tignluong 4. Bichiém 5. Diotao 6. Tuyendung 7. Banhgid 8 Capphst 9. Héthéng

G Trangchis| £ Théng tnkong | m =

MaNv:  |00001 | Téntv: |Phan Phudng Hong Thiy )/\'/
Phingban  SVHRIS - HANH CHINH - GIAM ©OC Ngaybdtdau:  01/08/201

Pang lam Gidm déc Hgp ddng: 01/08/2015 - Khéng XP thai han /“\

P S :

Danh sach nhan vién R ox

Tim (F) ‘

Trang théi Dang &m
14/14 Tir d8ng ti

Théng tin rang NV | P e3p | Cang tri luiang | BR/MST/TK |

v | CTY SAO VIET L
~ | HANH CHINH Théng tin tién lrong | Thing tin quy@tdinh | 7z
v | GIAM BGC Ngdy higu lyc : | 01/04/2016] | HT tré vong :

\T‘ % hudng Ifong 100] PG
Phan Phurang FBing Thiy S — o N
Al He s lang | Luang CB [ 22,000,000 Lwang Cty 22,000,000/

> KINH DOANH

v SANXUAT Ghi chd : ]
v NHAMAY 1 m
FOLIoNG bl un ([ hemme | = s Boaua |75 s tmport | [EJ Export _____—-—“"/’-\'/

Nguy&n Birc Binh
> BAOTRI

R Ngay hl Hé s6 luong .Luung cB }LLrwng C.ty ‘ %hugngluong  |Ludng ki 1 IGm chii Caprnhat Chen
v i 22,000,000 22,000,000 100 admin<br>15/0...
2 |01/04/2015 20,000,000 20,000,000 100 admin<br=15/0. ..
3 |01j04/2014 18,000,000 18,000,000 100 admin<br>15/0. .,
4 |01/08/2013 15,000,000 15,000,000 100 admin<br=15/0. ..
4 i 4
Skin: Office 2010 Blue - admin | cnesndsql08.5VHRISExample - 15/04/2016

(1): Danh sach nhan vién.
(2): Thong tin nhan vién dugc chon.
(3): Thong tin chi tiét luang cua nhan vién.
Ngay hiéu lu'c : ngay bat dau dudc tinh mdc luong nay.
Luong CB: luong BH clia nhan vién
Luong C.ty: muc luong cong ty tra cho nhan vién (chua tinh cac khoan phu cap)
(4): Cac nat chirc nang (tinh nang tuong tu’ cdc muc & trén).

Man hinh phu cap: chon tab Phu cap trén man hinh Théng tin luong
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2 x

1. Nhénsy 2. Chdmcéng 3. Tienluong 4. Biohiém 5. Diotao 6. Tuyendung 7. Banhgid 8 Capphat 9. Héthéng

ge] 2 ook | x

Danh séch nhén vién ® x| s 00001 | Ténv: | Phan Phuang Hong Thiy |
TOE [ 7| ehingban SVHRIS - HANH CHINH - GLAM BOC Nedyb3tdas:  01/08/2013
;’:’;9125' :‘::;m [ | pana tam Gidm a8c Hop dBng: 01/08/2015 - Khang XD thai han .
| |~ crrsaoviEr g : |L|
R i Losi:  [PC chifc vy ~  Tirthang : [o8/2013 | o&n thing |
v GIAM BOC
0 Phan Phuong Hong Thiy|| G4 71 ¢ (vND)
| > KETOM Ghi chi : e
> NHAN 5U
] > KINH DOANH :
|| v sAnxusT
L -2 NH;‘M““’% [~ !l]mémmm K x6a |g Tmport Iﬂ Export |
v OLXUGNG
: Nguyn Birc Binh T Pén | Loai | S4 tign Pan vi Ghi chd Cap nhdt Chon
L] 2 E‘;“‘?m v 08/2013 PC chifc vu 2,000,000 VND & o
- RPNGL 2 | o08/2013 PC xing xe 1,500,000 VHD [=]
Z 08/2013 PC dién thoai 1,000,000 VND [u]
A ] v|L_3!
Skin: Office 2010 Blue - admin | cncsnvisal02 SVHRISEemple - 15/04/2016 |
= Thiét lap cac khoan nhan cd dinh hang thang.
s k3 ~ \ 2 9 n n
= Cac khoan ch{r mau do bat budc nhap.
= “Tir thang” “dén thang”: dinh dang MM/YYYY
Man hinh cong trir lugng: chon tab cong trir luang trén man hinh Thong tin luang.
B X

i 1. Mhinsy 2 Chimcéng 3. Tiénluong 4. Baohiém 5. Diotac 6 Tuyéndung 7. Danhgid 8 Cipphit 9. Héthéng

i Trenadhi | & Théng tnluong | x

Danh séch nhén vién * %[ ys.  [oo001 | 7env: Phan Phiring Hang Thily |
) l:l;fl Phangban  SVHRIS - HANH CHINH - GIAM BGC Nodybitdu:  01/08/2013
= o s Pang l3m Giam déc Hop dong: 01/08/2015 - Khéng XD thai han
14/14 T déng tm [] —
v CTY SAO VIET | || Cong trirlwong | |L|
M~ (e o Loaibitriv:  [khdu b themthud |- SGten: Luong thang :
v GIAM BAC
v Phan Phuang HBna This|| Ghi chi = -
B + KETOAN
B Hoang Chi Cén -
B Trurong Quan Lac
| > NHANSU g Them IH L |X Xéa | £ Import lﬂ Export |
> KINH DOANH = -
v | SANXUAT Thing ‘ Loai | C8ng\Trir ‘ Gid tri Ghi chi Cap nhdt Chon
| v NHAMAY 1 b1 12/2016 Khau trir thém thug céng 600,000 D
| v |QLXUONG [2 | 1212016 TiEn cudi tang céng 850,000 [=]
| Nauyén pircBinh (|5 12/2016 Tign com Céng 950,000 O
LI 2 o 4] 11/2016 TN com céng 500,000 C
> XUGNG 1 - g - . ~
— 5 11/2016 Trr l'ong thédng trudc Céng 200,000
T 11/2016 Trif tam Cng Cing 300,000
7] 11/2016 Trit khdc céng 800,000
|8 | 10/2016 Lurang thing 13 céng 50,000 [E]
[0 | 10/2016 Khu trif thém thud céng 300,000 o
[ 10] 09/2016 Tt tam (ng céng 550,000 [E]
T 09/2016 BU Irong thing trudc Céng 650,000 (=
Y 09/2016 Tién cudi tang Céng 1,000,000
? 09/2016 Trir dién thoai Céng 500,000
|14 | 08/2016 Céng khic céng 700,000 [
[15 | 08/2016 Hoan thud céng 950,000 o
¥ | vl 4l -
Skin: Office 2010 Blue ~ admin cncsnisql08.SVHRISExample - 15/04/2016 |

= Thiét I1ap cac khoan cong trir luong trong thang.
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= Cac khoan chir mau do bat budc nhap.
* “Ludng thang”: dinh dang MM/YYYY

Man hinh BH/MST/TK : Thiét I4p bao hi€ém, ma s6 thué, tai khoan ngan hang.

Human Resource Infomation System - HRIS - Théng tin lugng - g m‘
© 1. Mhansy 2. Chimcéng 3. TiEnluong 4. Béohiém 5. Diotge 6. Tuyéndung 7. Dénhgid 8. Cipphat 9. Héthéng
[Eiengdi| & ons tniuong | x
Brrnmindiin o7 X vsw: o000 | 7eanv: [Phan Phuang Heng Thay ]
Tm® [ [ 7]] pengban SVHRIS - HANH CHINH - GIAM BOC Nodybstdau: 01/08/2013
Trang théi Bang lam 5 S - 2
Pang lam Giam doc Hop ddng: 01/08/2015 - Khéng X thi ha
14/14 Turdéng m [ ] gp déng: 01/08/ ng i han o
|+ crrsaowiEr | ‘;‘
| v HANHCHINA
B ~ GIAM DOC
] Phan Phutng Hang Thily [¥| Tra BH X3 Hai ¥ TraBH Y T& | Tré BH Thit Nghigp ¥ céing dodn
B ~ KETOAN
i Hoang Chi Can
- Trirang Quan Lac —
H > NHAN SU bl |
| » KINH DOANH
|~ sANXUAT
| ~ NHAMAY 1
B ~ QL XUGNG
B Nguyén BrcBinh
B > BAOTRI
| > XUONG 1
| Tham gia béo hign | Khai béo thug thu nhép ca nhén | Than n ngén hang |
M3 s5 thud |4321626658 | el LrumsT |
58 ngudi phu thubc | 2| Ngay hiéu hrc ﬂ
Ghi chi
-
s Them IH L |?( X6a |§ Import |n Export ‘
Ngay HL 54 ngu'di phu thudc ‘ Ghi chdi ‘ Ngu'di tao ‘ Ngu'di sira Chi tigt Chaon
» 1 :01/08/2013 2 o
ia bao hi€m | Khai bao thug L &n | Théng tin tal khoan ngan hang |
] Ti khoan chinh ? Ngin hang |Viettinbank |~ chinhann | B
56 TK [711AA04725 METK | | TenTk | |
Ma 3 a
o
s Thém |H L |?( X6a | & Import |ﬁ Export
50 TK ‘ MNgan hang ‘ Chi nhdnh ‘ M3 TK Tén TK ‘ TK chinh ‘ Nou'di tao Ngudi sita Chon
b1 [711AAD4725 Viettinbank X 3dmin-11/04/2016 ]

Cach thiét 1ap tuang tu’ cac man hinh khac.

4.2, Danh sach lureng nhan vién
v Chirc ndng: Thé hién muc luong hién tai ctia nhan vién, thiét I4p nhanh mic luong
mdi cho nhan vién.
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v Ban vao menu “Tién ludng — Danh sach luang”.

v Man hinh danh sach lugng:

Ed x

i 1. Mhinsy 2 Chimcéng 3. Tiénluong 4. Baohiém 5. Diotac 6 Tuyéndung 7. Danhgid 8 Cipphit 9. Héthéng

) Trang chiy | 5, Qué trin% -

7| cry spo viET MENY., [ @@
Lu'ong hién tai
msny | Tén NV Naay higu yc Hinh thirc 3 \ He 56 | Lrang bio higm Lurang thang Ghi chi kéu | chon |

vl 00001 Phan Phuong Hing Thiy 01/04/2016 0. 22,000,000, 22,000,000, Sia

2 00002 Hodng Chi Cin 18/06/2013 0. 12,000,000. 12,000,000. Sra
T 00003 Trrang Quan Lac 31/08/2013 0. 10,000,000, 10,000,000. Sra
e 00004 Hujnh Ngoc Thach 03/09/2013 0. 12,000,000, 12,000,000, Sia
T 00005 Nguyén Van Chign 07/09/2013 0. 10,000,000, 10,000,000. Srfa
il 00006 Tran Ngoc Thao 07/09/2013 0. 8,000,000. 8,000,000. sia
7 00007 Nguyén Ngoc Cau 07/09/2013 0. 8,000,000, 8,000,000, Sra
8 | 00008 Nguyén Bic Binh 07/09/2013 0. 6,000,000. 6,000,000. sia
T 00009 Tran Dinh Son 07/09/2013 0. 4,000,000, 4,000,000, Sfa
[10 | 00010 Nauyén Vin Diép 14/09/2013 0. 4,000,000. 4,000,000. sia
(11 | 00011 Luru Hoang Son 15/00/2013 0. 2,800,000. 2,800,000, sta
? 00012 Nguyén Xuan An 25/09/2013 0. 3,500,000, 3,500,000, Sfa
[13 ] 00013 Ngd Minh Trung 01/10/2013 0. 3,500,000. 3,500,000. sia

14 00014 BUi Van Hai 01/10/2013 0. 3,500,000, 3,500,000, Sffa

Record 1of 14 \_

o Cick tlfng & di iéu hodc &n phim tab hodc enter
dé thém mdifsira dir iéu 2}

Xem (s Thém |jgd wu | & mport ~ | [E] Bxport (O 86ng

Skin: Office 2010 Blue - admin | cnecsnv\sgl08.5VHRISExample - 15/04/2016

(1): B6 phan, phong ban can loc s6 liéu.
(2): Thong tin luang hién tai ca nhan vién.

- Thay d6i muc luang ban nhdp Ngay hiéu luc — Luong BH — Luong thang — Luu.
(3): Cac nut chlc nang (tinh nang tuong tu cac muc & trén).

4.3. Phu cap, cong trir lurong:
v Chirc nang: Thé hién mdc phu cdp + cdng trr ludng cua nhan vién, thiét 1ap
nhanh phu cap, cong trlr luang mdi cho nhan vién

v" Trén trang chd chon “Phu cap, cong trur luang” hodc ban vao menu “Tién ludng—
Phu cap va phat sinh trong thang”.

v Man hinh phu céap, cong trir luong:

Phan mém quan 1y nhan sy tién luong SV.HRIS - Tai liéu hudng dan sir dung 36/85



| (@) concTvineTmooONG NGHE SO VIET

54 Binh Gid, P.13, Q.Tdn Binh, Tp. HCM
Tel: 08.38132700 — Fax: 08.38132701

1. Nhinsy 2. Chdmcéng 3. Tignluong 4. Biohiém 5. Diotao 6. Tuyendung 7. Banhgid 8 Capphat 9. Héthéng

| 5} Trang chi | [75] khéu ri, b sung rong

x

VTRV — ) TR EE— )
|
M3 Ny Ho tén Chirc vu ‘ Trich nhiém | Chuyén Gan | Xang xe Dién thoai | Nang nhoc...| Tham nién PC khdc | Tién cam Bl lrgng ‘ Ghi chi ‘ Chon

»1 (00001 Phan Phurang Hing Thiy 2,000,000. 0. 0. 1,500,000, 0. 1,000,000. 0. 0. 0. a. C

| 2 |oooo2 Hoang Chi Cin 1,500,000. 0. 0. 1,200,000. i 800,000. 0. 0. 0. 0. 450,000, O
T oooo3 Truong Quan Lac 0. 0. 0. 800,000, 1} 0. 0. 0. 0. 850,000, 800,000, (=]

| 4 |oo004 Huynh Ngoc Thach 1,000,000. 0. 0. 500,000, 1} 600,000, 0. 0. 0. 0. 0. E

| 5 |oooos Mguy&n Vin Chién 0. 0. 0. 0. 0 0. 0. 0. 0. 0. 0. C
T 00006 Tran Ngoc Thao 0. 0. 0. 1,200,000, 1} 700,000. 0. 0. 0. 750,000. a. E

' 7 |oooo7 Mguy&n Ngoc Cau 0. 0. 0. 1,200,000. 0. 700,000. 0. 0. 0. 0. 0. O
T oooog Nguyén Bic Binh 700,000. 0. 800,000, 0. 1} 0. 0. 0. 0. 0. a. =
T o0ooog Tran Binh Son 0. 0. 600,000. \ 1} 1} [t} 0. 0. 0. 600,000. 400,000, =
T 00010 Nguyén Vin Diép 0 0. 600,000, 3 0. 1} 0 0. 0. 0. 0. 0. E
T 00011 Luu Hoang San [t} 0. 600,000. 0. 1} [t} 0. 0. 0. 550,000. 0. =
? ooo12 Nguyén Xudn An 0. 0. 600,000, 1} 1} 0. 0. 0. 0. 0. a. E

| 13 |oo013 Mgd Minh Trung 0 0. 600,000. 0 0 0 0. 0. 0. 0. 250,000.

T 00014 Bui Van Hai 0 0. 600,000, 1} 0 0. 0. 0. 0. a.

Record 10f 14 4| T} - . = — _ T
(7] gg:hi‘:ur,nn?nzi"jsi;e;fpg CUTLIERTE diE Xem E+ Thém ;H Ly & Import -‘ﬂ et | O Thoat

wavey|_oooss | oymis,oaj2016 |

Skin: Office 2010 Blue -

(1): B6 phan, phong ban can loc s6 liéu.
(2): Thang nam dang chon.
(3): Thong tin phu cap, cong trlr luong clia nhan vién.
(4): Cac nut chdc nang (tinh nang tuong tu cac muc & trén).

4.4.

v

Tinh luong:

admin | encsrdsql08.SVHRISExample +

15/04/2016 |

Chirc nang: link dif liéu hgp dong, thong tin luang, phu cap, céng trir luong, cham
cdng, nghi phép clia nhan vién trong thang dé tinh lucng

PE vao man hinh lucng ban thuc hién: Trén man hinh chinh ban chon muc “Tién

luang”, hodc vao menu “Tién luang -> Tinh luang”.

Man hinh tinh luong:

Phan mém quan 1y nhén sy tién lvong SV.HRIS - Tai liéu hudng dan sir dung
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Human Resource Infomation System - HRIS - Bang Iudng chi tiét - 0

1. Nhénsy 2. Chimcéng 3. TiEnlvong 4 Biohiém 5. Diotao 6. Tuyéndung 7. Danhgid & Cipphst 9. Hethéng

£33} Trang chi | 5] Bang hrong chi o 1 x
| CTY SAQ VIET: VAN, - =1k -
M3 NV Ho tén Ngay c... | CodeCenter | Ludng co ban | Ludng thang | PC chifc vu VPC trach nhiém | PC chuyén can PCxing | PC nha PC dién thoai |PC ning: Thyc lnh Chon d
T | el : 15 £ | : | | s .. :
00001 Phan Phuong Hang Thiy | 26.0 20,000,000 20,000,000 2,000,000 0 0 1,500,000 0 1,000,000 | 23,578,464
00002 Hodng Chi Cin 26.0 12,000,000 12,000,000 1,500,000 0 0 1,200,000 0 800,000 | 14,001,068
00003 Tnrang Quan Lac 26.0 10,000,000 10,000,000 0 0 0 800,000 0 0 | 10,603,367
00007 Nguyén Ngoc Cau | 26.0 8,000,000 8,000,000 0 0 ] 1,200,000 0 700,000 | 9511929
00006 Trin Ngoc Thio 26.0 8,000,000 8,000,000 0 0 0 1,200,000 0 700,000 | 10,012,900
00005 Nguyén Van Chién | 26.0 10,000,000 10,000,000 0 0 0 0 0 0 | 9410409
»| 00004 Hujnh Ngoc Thach | 26.0 12,000,000 12,000,000 13,808,131
v 2.SANXUAT ' —
00012 Nauyén Xusn An | 260 3,500,000  3,500,0) O Y 3,310,146
o008 Nguyén Birc Binh | 26.0 6,000,000 6,000,00 | 5721442
S Nauyén Vin Digp | o 4,000,000 4,000,00] =™ thic isnuil(dbo.PR_fnGetsalaryOldMew(Netew',pr.EmpID,pr.MM,pr.YYYY,nul),0) | 4,501,062
00014 BUi Van Hai | 26.0 3,500,000 3,500,0 4,177,152
00011 Luu Hodng Son 26.0 3,800,000 3,800,0 | 5,207,965
00009 Tran Dinh Son | 26.0 4,000,000 4,000,04] Cona thirc code | 4,167,502
00013 Ngd Minh Trung 26.0 3,500,000 3,500,0 | 3se3871
Gia i 12,000,000.
Ghi chia

Ludng cing ty

F2/Space/Double dick: sira
d.liéu, F3: c.thirc, F4: d.liéu géc

Ll G T ,ﬁguqua
W4« Record7of14 b MM F — 4 v X 4 i
- /Q & Chitigt | C.thig dheu géic

Y xem | kd xwly w=Khéalrong X X6a | Import ~ [ Bxport |% Lénkst - | T Blocde | © Bing

Muprry | 022016 | 03/2016 ™, 042016 |

Skin: Office 2010 Blue -

admin | cnecsnv\sgl08.5VHRISExample - 15/04/2016

> Chinh stra luong:

e

A on k
+ Chon nhan vien:

BO phan, phong ban can tinh luong.

Thang hién tai tinh luang.

Loc dif liéu theo diéu kién phong ban (1) va thang nam(2).

XU ly luang(4): khi dit liéu luong cda nhan vién hoac phong ban thang nay chua cé
hodc ban muon tinh lai luang ban sé chon nhéan vién hodc phong ban sau d6 nhan
XU ly dé tao hodc tinh lai lugng.

Luu bang luang(5): sau khi ban chinh stra xong bang luang ban nhan ndt nay dé
luu lai bang luwong. Sau khi luu xong bdm X ly d€ tinh lai luong.

Khda luang(6): khi da hoan thanh bang lugng thang va ban mudn khda bang luong
nay khéng cho phép chinh sira ban nhan nit khoa luong dé khda bang Iucng thang
nay.

Xda luang(7): dé xda lucng nhan vién ban chon nhan vién can x6a sau dé nhan ndt
nay dé xo6a luong clia nhan vién da chon.

[

+ Chon tat ca nhan vién: ban click vao chif chon phia trén cot chon.

8.

| c.. *

i

Import(8) dé |mport cac khoan phu cdp va khoan trir ban nhan ndt nay dé import
cac khoan dé vao theo file mau da cho san.
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9. Lién két(9): Ban nhan nlt nay d& ma man hinh Qua trinh luang hodc thdng tin tai
khoan bao hiém.

Qua trinh luong

£

iy Baocdo v”

T.tin TK-BH

10.B3o cdo(10): ban nhan vao nut bao cdo sau do chon cac bao cao can xuat gém:
Bang luang chi tiét, bang luang TM, phi€u luang, ky luong.

3 Béo céo v‘

& Bing

Bang luang chi tiét
Bang luang TM
Phiéu luong

Ky luang

11.S{ra cong thic lvang(11): VD: tai 6 luang cong ty ban nhan nat ‘F3’ man hinh sé
hién ra bang cong thdc luong khi dé ban cé thé stra cong thirc Iuang, cong thirc
tinh truc ti€p hodac gia tri cho 6 nay.

Lurgng cang ty

Céng thirc isnull{dbo.PR._fmGetSalaryOldMew (MetMew',pr.EmpID,pr.MM,pr. ¥¥ Y null),0)

Cong thirc code

12,000,000,

+ NUt Luu CT t&t ca dung dé luu cdng thirc nay vao cong thirc tinh gid tri g6c cho tat
ca nhan vién, khi nhdn ndt nay ban nén nhan xtr ly lusng dé x{r ly lai luong cho toan
b6 nhén vién.

+ NUt lvu dung dé Iuu cdng thirc hodc gid tri cho & nay.

12.Chon céc chiric nang(12):

+ Hién Ghi chi: chon check nay dé hién dong ghi ch.

+ Sort ludi: chon check nay dé hién dong tim kiém nhanh trén Iudi.

+ Luong du cdt: chon check nay dé hién céc cot luong du.
VD: Cot phu cap dién thoai, néu lam du cong trong thang thi cot tién dién thoai
baéng cdt phu cap trén thang.

+ COt nhap liéu: hién tat ca cac cot cho phép nhap liéu.
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+ Luu tw ddng: tu dong luu dit liéu thay d6i khi chuyén dong.

+ CAu hinh cdt hién thi “2/: hién man hinh cdu hinh cbt (n, hién, sp x&p, chinh
stra...)

+ Dinh nghia cong thirc luang &8 hién man hinh dinh nghia cong thirc luang.

+ Fix left right ~/: Dinh s8 cot diing trai, phai va luu do rong cot.
+ Chon thang luang khac:

F2/Space/Double didk: sira
d.liéu, F3: c.thirc, F4: d.liéu gbc

Y

o

L\ mvpryyy || 032011 [ 04/2011 - 05/2011
+ Chon MM/YYYY se xuat hlen bang céc thang va ndm dé tinh

Po: co di iBu  Xanh: chu'a co DL
Thang 01 Thang 02 Thang 03 Thang 04
Thang 05 Thang 06 Thang 07 Thang 08
Thang 09 Thang 10 Thang 11 Thang 12
Sau d6 ban chon ndm va thang can chon
g .
EE&- = SalaryDetaiIS‘xIs [Compatibility Mode] = Microsort Excel T
E Home | Insert  Pagelayout  Formulss  Data  Review  View  loadTest  Team 8@ =@ =
s o T | T . =
ii:;y . Times Mew Roman = 9+ A" AT = P | SiwrapText General - Ej‘ o B o= f\ 3’:::?5“'" 'rf? }3
Paste B Bl Merge & Center = | $ + % 3 %8 99 Conditional Format Cell | Insert Delete Format Sort& Find &
~ < Format Painter B mera ° 9 >0 | E o rmatting * as Table * Styles ~ - - (2 Clear~  Fitter~ Select~
Clipboard Fant Alignment Number Styles cel Editing
M1 hd I v
Laf & B G E F G H 1 Il K 5], M | n 0 P a R s i u v =
_1_ICONC TY TNHH TIN HQC CONG NGHE SAO VIET I .| . |
5
. BANG LUONG NHAN VIEN THANG 4/2016
4 Thoi gian tit 01/04/2016 dén 30/04/2016
5
3 THONG TIN VE LUONG 3
it odng [SERIE e
7 % cong (S 56 gio
5TT | MSNY Ho TEN COST | NGAY véucau R Ees
CENTER | vAD PC trong i noca
PC PC i PC o thang nady nghi
Lol e Trach |Chuyén e EC e Mang | p o e thang 200:
Chire w = ’ Xingxe | Mha | Diénthoasi | mhoc | am | Khac
nhitm | cin nhoc | ian
5 ado hai
9 |1 HANH CHINH 80,000,000 | 4,500,000 = - | 6.400,000 - | 3.800.000 = - - | 1456.00| 13z0.00] 16.00| sBO0| 900 875
10 1 GIAMB0C 20,000,000 | 2,000,000 - - | 1.500.000 -] 1.000.000 = - -| 20800 18400 - 2400 1050 =
r
NE ( aoon ?“jy” PhuongHéng OUOBEOl znoonoon] 2000000 1,500,000 1,000,000 20800 184.00 2400 10.50
12 2.KE TOAN 22,000,000 | 1,500,000 = - | 2.000.000 -| so0.000 = = -| awoo| 37600 = 2400 2550 =
=P R i
15 2 | ooz |HeangChican . 12000000 1500,000) 1,200,000 500,000 208,00 182,00 500 13.00
r
1a| 3 | 00003 [Twongfuente 3“013’20 10,000,000, 00,000 208,00 184.00 15.00 550
15 2. KINH DOANH 16,000,000 E - - | 2.400.000 -| 1400000 B E -| awoo| ses.00 E sz00| 29.75 =
15 4 | 00007 |Ngunhigee Ciu Wﬁ'g’zu 000,000 1,200,000 700,000 20%.00 184.00 16.00 7.50
"
17 5 | o00oe |Tidnbage The Wﬁ'g’zu 000,000 1,200,000 700,000 20%.00 184.00 16.00 2235
18 + NHAN s 22,000,000 | 1,000,000 B -| so0.000 -] s00.000 - - -] awoo| 3szo0| 1e00] soo| 2525 875
r
N ( 00005 | MguyEntisn Chidn 0734201 4 000 000 a 208,00 184.00 15.00 .00 725 -l .
W 4+ ¥ payroll < Params Temp ¥J Mam ] ) (218
Ready | |[EE|E M eme (=) L] {+)

+ Bang luong TM:
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™ e R rpt.l_uongTi\-.‘I.T-"‘.x.lé [éompa‘-[i"b'ilify..M-dd.érMi.crosof:t Excel
i Home Insert Page Layout Formulas Data Review View Load Test Team
= & cu Times Mew Roman = 11 = A" 47 = =[=| »- =W = = a7 S
== ¥ = Wrap Text General = L
Pg 153 copy - A e 8 0 .00 c%‘j | F:l_‘_j—rdt E‘fld
7o # Format Painter B ol o H-A- EEE DS Merge & Center - | $ ~ % 0 | G % Foc;r:naltﬁngav as?’gglaev Stylees'
Clipboard Alignment Mumber Styles
E15 - Jx
A B C D | E F G
1 CONG TY TNHH TIN HQC CONG NGHE SAO VIET
2
3 BANG THANH TOAN LUONG TIEN LﬂT THANG 4 NAM 2016
4
3 e
STT | Miso Ho tén Thuwc linh B phin Ky nhin
6
7 1 |00012 Neguyén Xuén An 3,310,146 |XUGNG 1
8 2 |00010 Neuvén Vin Diép 4,591,063 |XUGNG 1
9 3 |00014 Bui Van Hal 4,177.152 [XUGNG 1
10 | 4 |00011 Lwu Hoang Son 5.207.965 |XUGNG 1
11 5 |00009  |TrinDinh Scn 4,167,502 |BAOQ TRI
1 6 |00013 Ngbé Minh Trung 3,863,871 |XUGNG 1
13 TONG 25,317,600
14
15 Ban TGP Ké toan Lap bang
16 L
W < ¥ V| Report Params ~Temp €3 Ml
Ready |
+ Luong chuyén khoan:
41/85
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X Hd9- |= rptluongCK16.xls [Compatibility Mode] - Mic
m Home Insert Page Layout Farmulas Data Review View Load Test Team
= & Cut Times Mew Roman = 11 = A" a7 ggg - = Wrap Text General - J
_.;é Cl:lpj- M = = . g Pl
Euste o Format Painter B 7 U~ - &O-A- |EE E|EE HMergescenter- | $ - % ¢+ | %8 5% FCDUrr:nt
Clipboard A Font = Alignment a MNumber
Al - S| =Params!l19
A B C D F
1 CONG TY TNHH TIN HOC CONG NGH]E: SAO VI]E:.T
2
3 BANG LUONG CHUYEN KHOAN THANG 4 NAM 2016
4
3 . i ot s s
STT SO TAI KHOAN CHU TAI KHOAN SO TiEN
6
7 1 |711AA05819 Hoang Chi Can 14,991,068
8 2 |7T11AAQ03240 Nguyén Ngoc Cau 9,511,929
9 | 3 |[711AA01232 Neuyén Vian Chién 9.410.409
10 4 [711AA09072 Trrong Quan Lac 10,603,367
11 5 |711AAQ09875 Huynh Ngoc Thach 13.808.131
12 & |711AAQ02300 Tran Ngoc Thao 10,912,900
13 7 |7T11AA04725 Phan Plrong Héng Thuy 23,578 464
14 g8 |7T11AAD5084 Nguyén Pirc Binh 5,721 442
15 TONG 98,537,710
16
M 4 » M| Report . Params . Temp - ¥3
Ready |

+ Phiéu luong:
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CONG TY TNHH TIN HOC CONG NGHE SAO VIET
Phong nhin sy ! }
PHIEU LUONG THANG 4 NAM 2016
Tie 01/04/2016 dén 30/04/2016 — 208 gidthours)

Ho tén: Phan Phirong Hong Thiiy Mi sd: 00001
Phong ban: GIAMBOC Ngay vao: 01082013
Lwong cty : 20,000,000

LLUONGNGAY CONG
Gio cong trong théng: 134 17692308
Phép nim:
Nghi hiréng lrong: 24 2,307,692
ILPHU CAP
PC chire v 2,000,000 2,000.000{

PC xing: 1,300,000 1,300,000
PC nha:

PC dién thoai: 1,000,000 1,000, 000
PC ning nhoc — dbc hai

HI.TANGCA

Giocadém:

OT ngay thiromg: 105 1,514 426
IV.CACKHOAN CONG

Tién com:

B lwong théng trrde:

Tién hodn thué:

Tién cwrci tang: 900,000

Cing khae: A0, 000
V.CAC KHOAN TRU

Tam img: 630,000

Trir hrong thang mroe:

Ehau trir thém thué: 300,000

Trir dién thoai:

Trir khac:

Tién BHXH: 2,100,000

Thué THNCN: 485,062
THUC LANH 23,578,464

+ Ky luong:
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H o i v SignedSalary3.xl
E Home Insert Page Layout Formulas Data Review View Load Test
¥ cut | e _,
j Lo Times Mew Roman = 12~ A a = =|=|| ¥~ ;Kﬁ."rapText
Bl 53 Copy - P
aste - - =E == | s= = R 5
i F Format Painter = E E = | £ 5 Merge & Cente
CIi|:|I:|-:|a_|'g_ / F_-Ent Alignment
Al - B | =""&Params!il7
[P B C ] E F G
1 ICI‘.ﬂi{} TY TNHH TIN HOC CONG NGHE SAO0 VIET
X [
3

DANH SACH NHAN VIEN KY TEN DA NHAN PHIFU LUGNG VA BA NHAN BU S0 TIEN
CHUYEN KHOAN KY LUONG 04/2016

4
g

6 STT| Ma NV Ho tén Chire danh Negay vao Ky
7 HANH CHI

g [1 0001  |Phan Phuons Héng Thiv | Gim déc 01/08/2013
g 00002 |Hodne Chi Can Trreng phong ke toan 13/06:2013
103 00003 | Trrons Quan Lac K& todn 31/08:2013
1[4 00004 |Huinh Nzoe Thach Taréns phons nhin sir 03/09/2013
125 00005 |Newwvén Vin Chién Mhin sir 07:/09/2013
13 [t 00006 | Trin Nege Thio Einh doanh 07:/09/2013
14 7 00007 [Mewyin Mege Ciu Kinh doanh 07/09/2013
15 SANXUAT

16 3 0008 |Mewvén BEhre Binh Crdn I¥ xrene 07:/09/2013
17 [o 0005 Trin?inh Son Bio tri 07:/09/2013
18 10 [ 00010 |Neuyin Vin Digp Cénz nhin 14/09/2013
19 M1 [ ooonx Lir Hoing Son Céns nhin 15/00/2013
20 M2 [ 00012 |MNewvin HuSn 4n Céng nhin 25/09/2013
21 M3 00013 |MNed Minh Trung Céng nhin 01/10:2013
22 14 00014 Btii'?Ha'i Céng nhin 01/10:2013
23 115 [ 00015 |Newyén Thanh Ha Céng nhin 01/10:2013
24 M6 [ 00016 |Trrens Minh Hai Cénz nhin 01/10:2013
25

26

e Prepared by Approved by
28

25

el

M 4+ M| Report . Params . Temp ¥

Ready |

4.5, Bao cao tién luong:

v Ngoai trang chu chon “Bdao cao tién luong” hodc Ban vao menu “Tién luong — Bao
cao luong”.
v Man hinh bao cdo tién lugng:
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i Human Resource Infomation System - HRIS -  Bao cao Iudng - o IEl
© 1. Nhinsy 2. Chémcéng 3. Tinluong 4. Bdohiém 5. Daotao 6. Tuyéndung 7. Danhgid 8. Capphit 9. Héthdng

[T [B) 560 cioluung x

Bang lvang chi tigt 7| Timnhanh ] Tmtheo et |17 =] (4 |
7| CTY SAQ VIET + |8l Chon bdo cao -

P s Bang lrong chi tét e |7 e Hn gt |

Bang lrong chi ti€t theo ndm

Bdo cdo chi i€t thu nhap theo ndm
Béo céo t8ng hop lrang thing
Béo cdo ting hgp Iwidng ndm

Béo céo chia luong

Chon

Bdo cdo phy cdp
Béo céo d8i luong

Bdo céo qué trinh luong

Danh séch lrong tén mat
Danh séch lrong chuyén khon
Bao céo luong thing 13

Xac nhén lrong, céng tc
Bigu mAu thué 02KK-TNCN o
+Thémm{i\5 i«eﬁ‘ Chon lG Béquai

Chutc nang bao cado tudng tu' Bao cdo nhan su, cham cong phia trén.

5. Bao hiém
5.1. Bao hiém xa hdi
v Chirc Nang : D& thém hodc xda, slra qua trinh khi c6 nhan vién mdi tham gia bao
hiém bao gom s s& x& hdi, qua trinh tham bao hiém x& hdi, danh sach qua trinh
khai bao bao hiém xa hoi.
v" Trén man hinh chinh cta phan mém, ban chon “Bao hiém - Théng tin bao hiém”.
v"Man hinh bao hiém xa hdi:

- x

i 1. Mhinsy 2 Chimcéng 3. Tiénluong 4. Baohiém 5. Diotac 6 Tuyéndung 7. Danhgid 8 Cipphit 9. Héthéng

) Treng chi | [B) Baocaolueng | S Thong tinbdo hiém | Danh sach bao hiem P~ x
| Dah séch nhén vien. | 2 - . 2
I B X s 00001 | Tennv: [Phan Phugng Héng Thity |
mEe [ [ e - HANH CHINH - GIAM BG ay b4
|| Phingban  SVHRIS - HANH CHINH - GIAM BOC Nody bt dsu:  01/08/201
= o s Pang l3m Giam déc Hop dong: 01/08/2015 - Khéng XD thai han
14/14 Tir déng tim [] m—
v CTY SAQ VIET Bao higm y t€ |L|
~  HANH CHINH r 4 3 )
v |GlamM B6c 56 %8 BHXH )’J
B iiaminaT |2 | o sesgsonna | Z '
v KETOAN i
Faing ChiCén Ngay cdp 19/01/2016  |~| naicap TR HB chiinh I-]
Trurong Quan Lac Nady tiaBH 20/04/2012  [~|  NgayT/a tai cbng ty [01/08/2013 [-]
> NHAN S 56 nam trudc do 0 month T/g tham gia tai cong ty 0 month
> KINH DOANH Ghi chd [ |
b s [Terngay [o&n ngay [fengsithing  |chircwy Lreng Ghichi
? » 32 Giam déc 20,000,000
bl wu |ﬂ Export |‘E Biocio
4 I | )
Skin: Office 2010 Blue ~ admin ‘ ‘cncsnd\sql08.5VHRISExample - 21/04/2016 |
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v' Slra hodc thém mdi thong tin BHXH: Tai (2) la ngi ban nhap cac théng tin vé bao
hiém xa hdi bao gém

- S8 x6 BHXH: 1a s8 sd bdo dau tién vao cong ty.

- S8 x8 BHXH mdi: la s6 s6 sau thdi gian st dung ban thay dai lai.

- Ngay cap, nci cdp: nhap theo s6 s hién tai ban dang s dung.

- Ngay tham gia bao hi€m: nhap theo ngay trong s6 bao hiém hién tai.

- Ngay t/g tai cdng ty: ngay tham bao hiém tai cong ty lic mai vao.

- Nhap xong &n nat “luu” d€ luu lai dif liéu.

v Thém,xda qua trinh tham gia bao hiém xa hdi & cdng ty cii:

- Tai man hinh ban chon tab “Qua trinh tham gia BHXH".

- Thém qua trinh: d€ thém ban &n nit “Thém mdi” va nhip cac thdng tin & phia
trén bao gém: TU thang -> dén thang: thang tham gia bao hiém tai céng ty
cli, mirc luong bét budc phai nhap. Nhip xong &n nit “Luu” dé€ luu lai dir liéu.

- Xda qué trinh: Trén ludi qua trinh tham gia bao hiém, ban &n check vao cdt
“chon” nhung qud trinh ban can xda va an nut “xoa” dé thuc thi.

v" In bdo cdo: P& in bdo cdo ban chon ndt “Bao cdo” va chon hinh thic ban mudn in.

5.2. Bao hiém y té

v Chirc Néng : D& thém thdng tin vé bdo hiém y t&, gia han lai bdo hiém vy té&, ndi
kham bénh, ..

v Trén man hinh chinh cla phdn mém, ban chon: Bao hiém - Thdéng tin bao hiém -
chon tab “Bao hiém y t&":

v" Man hinh b&o hiém y té:
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Gla han BHYT | Bdo high y 1&

Bao hi€ém y té&
56 %G BHYT 414283146
MNaay cip 20/01/2016 - Nai c3p TP. H& Chi Minh -
Noay tfg BHYT |02/04/2013 - Nai khdm 015
9% déng BHYT |1 % Loai NG tra Nagoai trd
Ghi chi |

b L W Baocio -

v Thém hodc sira thong tin bao hiém:

- Tai “Chi tiét vé bao hiém y t&” Ia nci ban nhap mdi hodc slra lai théng tin bao
hi€ém khi tham gia bao hiém céng ty.

- S8 s6 bao hiém va ngay t/g BHYT Ia bit budc nhap.

- Ban chon nut “Luu” khi dién xong thong tin.
v" In bdo cdo bao hiém: P& in bdo cdo ban chon nit “Bao cdo” va chon bdo cdo can in.
v" Gia han BHYT:Ban chon tab “Gia han BHYT” d& vao man hinh nay nhu hinh.

Glahan BHYT [ Ban higin y t&

Gia han thé BHYT

Tir ngay 01/01/2016 ~| Dénngay 31/05/2016 | Loai - Thay déi nai KCB
MGi dung Gia han BHYT]
Cén ar digu chinh
Ghi chii
Tir ngay BEn ngay Loai MNai KCB « | M&i dung Can cr Ghi cha Chon
» |01/06/2015 31/12(2015 Bénh vien Quan 5
01/01/2015 31052015 Bénh vien Quan 5 Fi

Wl owu (X wa B et

- Thém mdt gia han mdi: ban dién ddy du cac thdng tin tai “Gia han méi bao hiém”
bao gom:
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= TU ngay, dén ngay: la tir ngay gia han t&i ngay hét han cla gia han va thong
tin nay bat budc phai nhap.

= Néu thay ddi nci khdm bénh thi ban check chon “Thay ddi noi KCB”, sau dé
chon ngi kham bénh lai.
= N&u khdng thay déi phan mém tu déng Iay nai khdm bénh bén tab “Bao hiém
y t€” dem sang.
= Chon nGt “Luu” dé& Iuu lai dif liéu.
v Xba gia han: Trén “DS s& [an tham gia bao hiém y t&” tai cot “Chon” ban check chon

4

nhung [an gia han muén xda va &n nit “Xda” dé thuc thi.

5.3. Danh sach théng tin bao hiém

v Chirc Nang : P& thém thdng tin vé bao hiém x& hdi, bado hiém y t& nci khdm
bénh...

v" Trén man hinh chinh cla phdn mém ban chon: Bao hiém — Danh séch théng tin bao
hiém

v" Man hinh thdng tin bao hiém:

i 1. Mhinsy 2 Chimcéng 3. Tiénluong 4. Baohiém 5. Diotac 6. Tuyéndung 7. Danhgid 8 Cipphit 9. Héthéng

[ Trangia | Den s5cn h% P, O, x
| CTY SAO VIET }J KY) MENG. [ T &~
Info [ BHX [ ! BHYT
MiNY | Tén NV | Chirc vy | sosdexH | Nody cHDBHXH | NoicEDBHXH | SGthEBHYT |NgdycipB..|  NoicEBHYT Wi kham bénh chen |

) | 00001  Phan Phuong Hang Thiy 5647225952 12/04/2016  TP. HB Chi Minh 414283146 13/04/2016 TP. HB Chi Minh Bénh vién Quan 5 4
2 | 00002 Hodng ChiCén 0405050858 13/04/2016  TP. HB Chi Minh 243258073 20/04/2016 TP. HB Chi Minh BEnh vién Quin 5 v
s | 00003 Trwong Quan Lac 5767223862  21/04/2016  TP. Hd Chi Minh 159450454  27/04/2016 TP. HB Chi Minh Bénh vién Quin 5 v
4 | 00004 Hujnh Ngoc Thach 0015704108  21/04/2016  TP. HB ChiMinh 544384841  13/04/2016 TP. HB ChiMinh B&nh vién Quin 5 &
5 | 00005 Nguyén van Chign 4020006087 21/04/2016  TP. HB Chi Minh 305778548 13/04/2016 TP. HB Chi Minh BEnh vién Quin 5 v
& | 00006 T Ngoc Thio 009887679  21/04/2016  TP. HB ChiMinh 511672534  13/04/2016 TP. HB Chi Minh Bénh vién Quin 5 v
7 | 00007 Nguyén Ngoc Cau 1002842746 21/04/2016  TP. HB Chi Minh 638160462  13/04/2016 TP. HB Chi Minh BEnh vién Nauyén Tréi v
s | 00008  HNguyén Birc Binh 5768438732  21/04/2016  TP. Hd Chi Minh 299096574  13/04/2016 TP. HB Chi Minh Bénh vién Quin 5 Fl
5 | 00002 Tran Binh Son 9612007332 21/04/2016  TP. Ha NG 438801027 13/04/2016 TP. HB ChiMinh BEnh vién Quin 5 v
10 | 00010 Nguyén Vin Diép 5644839181  21/04/2016  TP. Hd Chi Minh 364351607  13/04/2016 TP. Hd Chi Minh Bénh vién Quin 5 El
11| 00011  LuuHoang Son 1002870727 21/04/2016  TP. HB Chi Minh 566608225  13/04/2016 TP. HB Chi Minh BEnh vién Quén 5 v
12 | 00012 Wguydn Xuin An 9612007317  21/04/2016  TP. HB ChiMinh 534883153  13/04/2016 TP. HB ChiMinh Bénh vién Quin 5 v
13 | 00013 Ngd Minh Trung 3732019816  21/04/2016  TP. HB Chi Minh 314021100 13/04/2016 TP. HB Chi Minh BEnh vién Quin 5 v
11| 00014  BaiVin Hai 5641200457  21/04/2016  TP. Hd Chi Minh 326621969  13/04/2016 TP. Hd Chi Minh Bénh vien Quan 5 Ei

N Xem |l wu [X X6 & Import |7@ Baocie ~|© Thodt

Skin: Office 2010 Blue - admin | cnesndsql08.5VHRISExample - 19/04/2016

(1): B6 phan, phong ban can loc s6 liéu.

(2): Thong tin nhan vién.

(3): Thong tin bao hiém xa hdi ctia nhan vién.

(4): Thong tin bao hiém y t& cta nhan vién.

(5): Cac nut chirc nang (tinh ndng tuong tu cac muc & trén)
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5.4. Khai bao ting giam bao hiém
v Chirc Nang : Khai bdo tdng giam bao hiém: t&ng giam lao ddng, tdng giam mdic
déng, tang giam thai san...

v" Trén man hinh chinh cia phdn mém ban chon “Bao hiém — Khai bo téng giam bao
hiém”.
v" Man hinh khai bdo tdng giam bao hiém:

- B F =

i 1. MNhinsy 2. Chdmecéng 3. Tién luang iohiém 5. Diotao 6. Tuyéndung 7. Dinhgid 8. Cipphst 9. Héthéng
|} Trang chir | [ Khai bao tiing giam BH 1 x
v TR CTY SAQVIE ‘/4\2) Tim kigm

Théng bdo cio 03/2016 k1 |
Tonghop culiky ) Nhip tay J‘O
Phan loai Tang lao déng [-] Nhan vién ::Nguy'é'n Thanh Hai ]
§ 5 Thém
¥ Tirthang (W] BEn thang W/ Luang i W/ Lutng méi Tyl bfsung | 32.5
= = Ngay higu |EH S M- 3 " - 5 Tha | Tile |Tile [Tyl [Tyl
VBNV |TENNY Ilu_gfy 5 [ihing Tir théng |rei théng }Lu‘ﬂngm Lurang méi IThe BHYT e lhég”fén‘m, Tén phan loai E‘Hg E:{ﬁi \E:{wfr EBL.HE“ [Tipe SI1.NO Hospital Chon
»1 | 00001 PhanPhuongHéng ... 01/08/2013 08/2013 08/2013 0. 20,000,008 03/2016 1 Tanglao déng 325 B 45 2 NEW 5647225352
2 00002 Hoéng Chi Cén 18/08/2013 07/2013 07/2013 0. 12,000,000, 03/2016 1 Tang lao déng 325 26 45 | 2 |NEW 9495959858
3 00003 Truong Quan Lac 31/08/2013 09/2013 03/2013 0. 10,000,000, 03/2016 1 Tanglao déng 325 3B 45 2 NEW 5767223862
4 00004 HujnhNgocThach  03/09/2013 09/2013 08/2013 0. 12,000,000, 03/2016 1 Tang laa déng 325 26 45 | 2 |NEW 9015794108
5 00005 NguyEnVanChién  07/08/2013 09/2013 08/2013 0. 10,000,000, 03/2016 1 Tanglao déng 325 b 45 2 NEW 4920006087
5 00006  Tran Ngoc Thao 07/03/2013 09/2013 09/2013 0. 8,000,000, 03/2016 1 Tang lao déng 325 26 45 | 2 |NEW 9009887679
7 00007  NguyEnNgocCEu  07/03/2013 09/2013 08/2013 0. 8,000,000, 03/2016 1 Tanglao déng 325 B 45 2 NEW 1092847746
8 00008 Nguyén BlcBinh  07/09/2013 09/2013 08/2013 0. 6,000,000, 03/2016 1 Tang lao déng 325 26 45 | 2 |NEW 5768438732
f] 00009 TrEn inh Son 07/03/2013 09/2013 08/2013 0. 4,000,000, 03/2016 1 Ténglao déng 325 B 45 2 NEW 9612007332
10 00010 Nguyén Van Digp 14/03/2013 09/2013 09/2013 0. 4,000,000, 03/2016 1 Tang lao déng 325 26 45 | 2 |NEW 5649839181
11 00011  LuuHoing Son 15/09/2013 09/2013 09/2013 0. 3,300,000, 03/2016 1 Tang laa déng 325 26 45 | 2 |NEW 1092870727
12 | 00012  Nguyénusn An 25/08/2013 10/2013 10/2013 0. 3,500,000, 03/2016 1 Tanglao déng 325 B 45 | 2 |NEW 9612007317
13 00013 Ngd Minh Trung 01/10/2013 10/2013 10/2013 0. 3,500,000, 03/2016 1 Tang lao déng 325 26 45 | 2 |NEW 3732019816
14 | 00014  BUiVAnHai 01/10/2013 10/2013 10/2013 0. 3,500,000, 03/2016 1 Tanglao déng 325 B 45 2 NEW 5641200457
15 00016  Truong Minh Hai 01/10/2013 10/2013 10/2013 0. 3,500,000, 03/2016 1 Tang laa déng 325 26 45 | 2 |NEW 56412020583
4 4 Record1of15 b WM+ — a v X 4 T i 8
WDarhsich | loc |kl L |[Q Laydview == x6a |§§ ncaed | X xaBH | & Import |EJ Export |7 Bsocs ~ | Thoat
Skin: Office 2010 Blue = admin | cncsrsql08.5VHRISExample » 19/04/2016

(1): B6 phan, phong ban can khai bao.
(2): Thong tin vé thang + ky khai bao.
(3): Thong tin nhan vién theo phong ban(1) va ky khai bao(2).
(4): Cac nat chdc nang
Danh sach: Hién thi danh sach cac dgt bdo cdo theo nam.
Loc: Loc dir liéu theo phong ban(1) va ky khai bao(2) da chon.
LAy dir liéu: Link di liéu tir hgp dong, chdm cong dé khai béo bao hiém.
Xoéa: Xoa thdng tin bdo bao hiém ctia nhan vién dugc check chon trén Iudi.
Khéa BH: Khda ky bao hiém da chét so.
Xéa BH: Xda ky bao hiém theo ky khai bdo(2) da chon.
(Cac ndt con lai nhu cac muc trén)
(5): Thém nhan vién bang tay.

v" Man hinh lay dir liéu tu dong:
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Tirngay [16/02/2012 ||  ©én ngay [15/03/2016 [~|  Loai Téng lso dong ] ¥ toc 4

Ngay higu
lure

ME NV TEn NV gz'ﬁBHYT Thang L TiIE [TylE |TyIE |TVIE

biocio | |BH™ [BHXH |BHYT |gHTi |TEN Phénloai

Tir thang | Téi thang |Luong ‘le'ﬂg mdi Thé BHYT

00011 LuuHodng Son 15/09/2013 09/2013 3,800,000, 032016 325 45 2 Tinglao ding
00012 MguyEn Xuin An 25/09/2013 10/2013 3,500,000, 03f2016 32.5 45 Téng lao ding
00013 Mgé Minh Trung 01/10/2013 10/2013 3,500,000, 032016 32.5 4.5 Téng lan ding
00014 Bl VEn Hai 01/10/2013 10/2013 3,500,000, 032016 32.5 4.5 Téng lan dng
00015  MguybnThanh Hai  01/10/2013 10/2013 3,500,000, 032016 325 45 Téng lan ding
00016  Truong Minh Hai 01/10/2013 10/2013 3,500,000, 032016 32.5 4.5 Téing lan ding

W 4 4 Recordlofg b M M+ — = v X 4|

(1): Chon théng tin céan loc so liéu.
(2): Thong tin cua nhan vién thoa cac diéu kién trén.
(3): Cac nut chirc nang.

(D liéu ban chon s& tu ddng chuyén xudng IuGi dé khai bao dir liéu bao hiém)

5.5. Khai bao nghi huéng ché do.

v' Chirc Nang : Khi nhén vién da ky hgp dong, tham gia bdo hi€ém, va nhén vién nghi
vi nhitng ly do nhu dau 6m, kham thai, doc hai,...

v" Trén man hinh chinh cla phdn mé&m ban chon: “Bao hiém — Khai bdo nghi hudéng
ché do”.

v" Man hinh khai bdo nghi hudng ché do:
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- X
{1 Nhinsy 2 Chimecéng 3. Tiénlwong 4. Bichiém 5. Dictac 6 Tuyéndung 7. Danhgia & Cipphat 9. Hethdng
[ Trang chis | (5 Khai bso nghi hurémg ché 36 | r1'\' %
Théng tin khai bdo
ogt[t | Thangla |- mEm[2016 |-| aQuj |2
wa | =
i  Pongy | | Lay dif ligu
e | [-] gy | [~] B&nngay [
STT [Sub] Loai MaNV | Tén NV Gidi tinh | N&m sinh | SG BHXH |T.Gian...| Tirngay | Bén ngay | Téng 6| Liy k& [Luong BHXH| Tién trocip | Tinl| Tach | chon
v 1 Ban thin §m dai ngdy 00011 Litu Hoding Sn Nam 1981 13/04/2016  24/04/2016 10 3,800,000 1,006,154 BT | Téch
2 BAn than §m ngdn n... 00008 Nguyén Bifc Binh Nam 1991 08/04/2016  09/04/2016 2 6,000,000 346,154 BT | Téch
3 Nghi t3p trung 00003 Trurdng Quan Lac Nam 1982 5767223862 20/04/2016  21/04/2016 2 10,000,000 576,923 BT | Téch
4 il 4
=3 = %)
\Danhsach [F  loc o8 Thém || Lo B séaus X xéa |# mmport |[E] Eport | Biocie ~ | O Thoat
Skin: Office 2010 Blue - admin | cncsndsqi08.SVHRISBmple - 20/04/2016

(1): Thong tin vé thang + ky khai bao.
(2): Thong tin nhan vién theo ky khai bao(2).
(3): Cac nut chdc nang
Danh sach: Hién thj danh sach cac dgt bdo cdo theo nam.
Loc: Loc dir liéu theo phong ban(1) va ky khai bao(2) da chon.
Xoéa: Xoa ky bao hiém theo ky khai bdo(2) da chon.
Mudn xoa thong tin trén IuGi: chon dong mudn xda, bam “Delete”.
(Cac ndt con lai nhu cac muc trén)
(4): Thém nhan vién bang tay va 13y dir liéu tu dong.
Ly dir liéu: Link di liu tir chdm céng dé khai bdo nghi hudng ché dé.

v Man hinh lay dir liéu:
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Tif ngay |26/03/2015|~| Bén ngay |25/12/2016|~| Loai |Con §m =T manv

Ma NV | Ho tén | Tir ngay | Pén ngay | S0 ngay | Loai |Haim sinh_l Ngay]|
00 {Hoang Chi Can 13/05/2016  13/05/2016 1.0 Con &m
Hoang Chi Cén 17/06/2016 17/06/2016 1.0 Coném
Hoang Chi Céan 18/10/2016 18/10/2016 1.0 Coném
Truwdng Quan Lac 03/10/2016  03/10/2016 1.0 Con 8m

Nguyén Van Chién 27/07/2016 27/07/2016 1.0 Coném
Tran Ngoc Thao 19/10/2016 19/10/2016 1.0 Coném
Nguy&n Ngoc Cau 30/05/2016  30/05/2016 1.0 Con &

Nguyén Ngoc Cau 11/07/2016 @ 11/07/2016 1.0 Con ém
Nguyén Ngoc Cau 30/09/2016 30/09/2016 1.0 Coném
Nguy&n BiFc Binh 02/06/2016  02/06/2016 1.0 Con &m
Nguyén BiFc Binh 04/08/2016  04/08/2016 1.0 Con ém
Trén Binh Son 26/04/2016 26/04/2016 1.0 Coném
Tran Binh Son 19/09/2016 19/09/2016 1.0 Coném
MNguy&n Vin Diép 29/07/2016 = 29/07/2016 1.0 Coném
Mguy&n Vn Diép 03/09/2016 = 03/09/2016 1.0 Coném
Mguy&n Vin Digp 13/09/2016  13/09/2016 1.0 Coném
Mguy&n Vin Digp 11/10/2016  11/10/2016 1.0 Con &m
Nguyén Van Diép 16/11/2016 16/11/2016 1.0 Coném

i A 3 A | ’

I‘-I- Chon (Fazl] v B?)ru:;_):fni B eoqua

1 EEEEEEEEEEEEEE E E

-

(1): Thong tin loc dit liéu.
(2): Thong tin nhan vién theo diéu kién loc (link dit liéu tur dir liéu cham cong).
(3): Cac nut chdc nang

Chon(F3): bua nhitng dong da chon vao ky bao cao.

Pong y: bua nhirng dong da chon vao ky bao cao va thoat.

Bo qua: Thoat man hinh I3y dif liéu.

6. Pao tao
6.1. Danh sach khéa dao tao
v Chirc ndng: D€ vao man hinh danh sich khda dao tao ban thuc hién: Trén man
hinh chinh ban chon “Pao tao - Danh sach khda dao tao”.

v" Man hinh danh sach khdéa dao tao:
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& x
1. Nhinsy 2. Chdmecéng 3. Ti€nluong 4. Bdohiém 5. Daotao 6. Tuyéndung 7. Danhgid 8. Capphst 9. Héthdng
i| & Dscicdottuyéndung | Z Dskhda dao tzo x
7| CTY sA0 VIET 1) (Ekeatee 77 Bl
e
Tir ngay |u1J03f2010 \ BEn ngay |30/u4fzu17 L/
M3 khda hoc ‘ Tén khda hoc ‘ Linh vu'c ‘ Ngdy bt dEu Ngay két thic | Kinh phi | Hinh Thirc Trung tim dao tao Céng ty Phéng ‘ Ban Chi tigt | Chon
» 1 i00003 Dau t30 nhan s chinh quy  Chuyén médn 25/04/2016 30/04/2016 26,000,000, Ngin han  Trung tm dio tao nhin s CTY SAQ VIET  HANH CHINH NHAN SU Chi tigt (]
2 | 00002 Dao tgo k& todn chinh quy  Chuy&n man 23/03/2016 26/03/2016  15,000,000. Chinh quy  Trung tm d3o tgo k& todn  CTY SAQ VIET  HANH CHINH  KE TOAN Chi tigt ]
3 |00001 Pao tao quy trinh sin xudt  Chuyén mdn 15/03/2016 21/03/2016  20,000,000. Chinh quy  Trudng dio tao CTY SAD VIET | SAN XUAT hitge | [0

3

R]YY] P

ﬂawtlﬂﬂwg

Record 10f 3 4|
Click tirng & dir iu hodc &n phim tab hodc enter ‘ i i | .r
o dé thém mdi/sira dif iu \ ¥em o Them - Luu XK X

Skin: Office 2010 Blue -

admin | enesrvisql08 SVHRISBemple - 20/04/2016 |

1. Chon (1) dé thém céc diéu kién loc cho di liéu, chon (3) d& xem dir liéu, (2) la noi

dir liéu loc hién thi
Chon (4) dé thém 1 khda hoc mdi, dién day du théng tin tai (2) va chon (5) dé€ luu

2.
3. Chon (6) dé xda khda hoc.
4. Chon (7) dé xem chi tiét khda hoc

6.2. Chi tiét khoéa hoc
v" Sau khi chon (7) tai “Danh sach khda hoc” man hinh chi tiét khdéa hoc sé hién nhu
sau:
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L

Phan ban
M3 khda hoc Tén khda hoc  [Bao tao nhan si chinh quy |

Ngudi H.Luy&n | Trg i | | | chon nv |

Ngdy bdt dau [25/04/2016 Ngdy két thic  |30/04/2016

Linh vi'e |chu»_,rén mén Hinh thirc |Ng§n han |'|

Bd hoc |.thu‘_|"§t| Trudng dio tao |Trung tAm d&o tao nhan sur |

d hoc t.hanh | Kinh phi | 26,000,000
Thei gian hoc | pitthamdy | |

H.thirc 430 t30 &) pao tao ngi bs () Bao tao bén ngodi Nguan kinh phi &) cang ty () Cé nhén

Noi d3o tao (@) Trong nurdc () Ngodi nudc Thamdu' B.T (@ Trong gidf lam viec 1) Ngoai gi lam visc

Tg hoc tp () vBn tigp tuclam viéc ) Ngimag Iv vEn h (" Nghikhéngh.rong (@ Khdc

ND trong tam

Muc tiéu H.Tap

Dinh kém file

1. Chon tab (1) d& vao man hinh chi tiét dao tao, chon (2) dé vao tab chi tiét sau dao
tao.

Pién day du théng tin tai (6) va chon (4) dé€ luu lai dif liéu, chon (5) dé in bdo cdo.
Chon (3) dé thém mdi mét khda hoc mdi.

Sau khi d3 khda dao tao ban chon tab (7) dé€ qua thuc hién viéc thém, xda, stra
danh sach hoc vién.

hwn

6.3. Danh sach hoc vién

v" Sau khi da chon tab (7) Danh sach hoc vién tai nhu man hinh “chi tiét khdéa dao
tao” thi man hinh danh sach hoc vién sé co giao dién sau:
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) mf@ Danh sach hoc vién - O
| Théng tin khéa 82 teo | Danh séch hoc vién | Ket qua dao @

Tén khéa hoc  Pao tao nhan sy chinh quy. MENV,.. v ~| |5k~
M3 khdéa hoc 00003 Mgay bdt d3u  25/04/2016 Ngay k&t thic  30/04/2016
M3 NV Tén NV Phong ban = | T& nhém Trang thai Chon
»1 (00002 Hoang Chi Can  HANH CHINH KETOAN 'Bang hoc '
2 |oooo3 Trugng Quan Lac HAMH CHINH KE TOAN Bang hoc
3 |oooo4 Huynh Maoc Thach HAMH CHINH NHAN 5L Bang hoc

4 |00005 Mguyén Van Chign . HAMH CHINH NHAN sU pang hoc Iy

Xem o Them NV | |d LI; 75 Xéa m Export | @ Report

-~ | & "Thoat

[EY

Chon(6) dé xem danh sach nhéan vién dang ky khda dao tao.

2. (2) la thong tin vé khda dao tao, (3) danh sach hoc vién, (4) trang thai hoc cta hoc
vién(Pang hoc hoac da nghi), néu nghi sé khong cé két qua bén man hinh"Két qua
dao tao”

3. Thém mdi hoc vién : Chon (7) dé thém mdi mdt hoc vién. Sau khi thém méi nhitng

hoc vién cho khda hoc, ban chon (8) dé Iuu lai dif liéu hoc vién

Xda: chon (5) dé 1y nhitng hoc vién can xda khoi khda hoc, chon (9) dé xda

In bdo cdo: chon (10) d& in ra bdo cdo vé hoc vién.

Thodt: chon (11) dé thoat

Xem va duyét két qua dao tao cho hoc vién: chon (1) d& vao man hinh két qua dao

tao.

Nowuh

6.4. Két qua khéa dao tao.
v" Sau khi da chon tab(1) két qua dao tao tai man hinh “Danh sach hoc vién” giao
dién man hinh két qua dao tao sé nhu sau:
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Théing tin knda do tao

Két qua dao tao

Tén khoa hoc Bao tao nhan sy chinh quy [T N o | 32
Mi khéa hoc 00003 Ngay bit dau  25/04/2016 Ngdy ket thic  30/04/2016
K&t qua -
M3 NV Ho va tén Phong ban T& nhém Nhan thic K&t qua hoc tip | Higu biét I th... | Hiéu bigt thuc... |Kha ndng ('ng ‘ Panh gid chung K&t qua | Chon ‘
(58 00002 Hodng Chi Can HANH CHINH KE TOAN 4 3 5 4 5 4 Pat
2 | 00003 Trirong Quan Lac HANH CHINH KE TOAN
(3] 00004 Hugnh Ngoc Thach HANH CHINH NHAN SUf
4 | 00005 Nguyén Vin Chién HANH CHINH MHAN SU

A

~o

ﬂ foRoX Mol

<
[ T X Xén ﬂ Export ﬂsauau -bmoat

(1) thong tin vé khda dao tao.

(2) danh sach hoc vién.

(4) diém danh gia,(5) két qua danh gia.

(7) luu két qua danh gia khi stra diém hodc két qua.

Xda diém: chon (5) danh séch hoc vién mudn xda, chon(8) dé xda
In: chon (9) dé€ in bao cao két qua khda dao tao.

ounhwnNE

7. Tuyén dung
7.1. Danh sach mo ta cong viéc
v Chirc Nang : D& biét cong viéc, cdng viéc phat sinh, hinh thirc béo cdo clia bd
phén, chlic vu dé€ dua ra cac tiéu chi ding dan khi dé ra mot dot tuyén dung mdi.
ban cé thé sir dung man hinh md ta cong viéc dé Iuu lai cac hinh thdc d6 cho phong
ban, chirc vu.
Trén man hinh chinh ctia phdn mém, ban chon “Tuyén dung - DS mé ta céng viéc”:

Man hinh danh sach mé ta cong viéc:

Phan mém quan 1y nhén sy tién lvong SV.HRIS - Tai liéu hudng dan sir dung 56/85



&
54 Binh Gia, P.13, Q.Tan Binh, Tp.HCM
Tel: 08.38132700 — Fax: 08.38132701

F 3 x
© 1. Nhinsy 2. Chdmcong 3. Tignluong 4. Biohiém 5. Diotao 6. Tuyéndung 7. Danhgid 8. Capphit 9. Héthéng
|Gl Trengchil | & DS ciccgtiuyéncung | S DS mb b chg vise | =
2,| CIY SAQ VIET m Locdiigy =] g~
it | E ‘/\/
M3 cdng viec Vi tri Cdng ty ‘ Phong ban ‘ Td nhém Cdng viéc dinh ki Ngay cap nhat ‘ Detail Chon |
i 00002 Nhan sy CTY SAO VIET HANH CHINH NHAN sU Quan i nhin sy 20/03/2016 Chi tiét
% 00001 Giam ddic CTY SAQ VIET \%) Quan Iy cdng ty 29/03/2016 Chi tigt

‘ RN

o Yem (s Them ||l uu (X xéa | Thoat
Skin: Office 2010 Blue -

»

admin | cnesndsql08.5VHRISExample - 20/04/2016

v' Xem dir liéu phong ban va vi tri: tai (1) trén hinh ban chon cong ty, vi tri mudn
chon, sau dé &n ndt “Xem”. D{I liéu s& dugc hién thi tai (2).

v Thém cbng viéc: tai "Nt Iénh x{r ly” ban chon “Thém”, trén Iugi “DS cong viéc” sé

hién thi 1 dong trdng cho ban nhap di liéu. Nhap day da théng tin va chon nut
“Luu” d€ luu lai dit liéu.

Luu y: M3 cong viéc khéng dugc b tréng va duy nhét, vi tri, céng ty
khdng dugc bd tréng.

v/ Xba cong viéc: tai (2) cot “Chon” ban chon nhitng cong viéc mudn xda va an nuat
“Xda".

v Nhap chi tiét vé cong viéc: tai cot “Chi ti€t” ban click chon “Chi tiét” tai cong viéc
ban muén nhp. Xem muc 9.2 dé biét thém vé chi tiét md ta cdng viéc

7.2, Chi tiét mo ta cong viéc
v Chirc Nang : Dung dé& nhap chi tiét cho cdng viéc.

v" Sau khi click chon “Chi tiét” tai cong viéc ban mudn & “DS cong viéc” muc “Danh
sach mo ta cong viéc”. Giao dién man hinh sé nhu sau:
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Chirc danh Nhan su
M3 MT céng vie [ooo02 |

Phéng ban 7| CTY SAO VIET - HANH CHENH - NHAN SU
Bdo cdo tru'c tigp |Gidm dc nhén sir

Cdng viéc dinh ky

Quan ly nhan s

Cdng viéc phat sinh
Bdo cdo bao hiém dinh ky hang thing

' Browse |

e Tem [ L O st
v Slra cdng viéc: ban dién day du théng tin vé cdng viéc, chon nat “luu” dé Iuu lai dir
liéu.
v Thém mdi cong viéc: ban chon nut “Thém” va dién day du cac thong tin chon nuat
“Luu” dé luu lai dir liéu.
- Luu y: Chirc danh,Ma MT c6ng viéc,phong ban khong dugc bo tréng. Ma MT
cbng viéc la duy nhat.
- P& dinh kém file ban chon nut “Browse” va chon file cin dinh kém, chon nit
“Luu” dé€ luu lai.

7.3. Danh sach cac dgt tuyén dung

v Chirc Nang : Sau da 1ap danh sach cdng viéc va dé ra dugc nhu cdu tuyén dung
cho chilrc vu phong ban, ban vao man hinh DS céc dot tuyén dung” dé thém dot
tuyén dung cho cdng ty hodc phong ban, chinh nhanh ban mudn.

v Trén man hinh chinh cta phan mém, ban chon “Tuyén dung - DS cac dot tuyén
dung”:

v/ Man hinh danh sach cac dgt tuyén dung:
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Human Resource Infomation System - HRIS - DS céc dot tuyén dung E x

1. Nhinsy 2. Chémcéng 3. Tiénluong 4 Biohiém 5. Dioteo 6. Tuyéndung 7. Danhgia 8. Capphit 9. Héthdng

2 Trang i | &

DS céc ot tuyén dung

x
| Y sao viET /@ MEY[C,. = -] @~

T ngay DEn ngdy = ot tuyén dung
Vit O Tatca Pang tuygn () D3 déng
M3 Y/C Vi tri Ngay y/C Ngay hat han Cding ty Phong ban Td nhém SL tuyén SG UV dat | Sd UV rot Tinh tran|  Chi tiét Chon
1 00003 Bién tdp vién 15/04/2016 19/10/2016  CTY SAO VIET HANH CHINH KINH DOANH 4 Dang tuyén|  Chitist
2 00002 Quan I nhin sy 16/02/2016 30/09/2016  CTY SAO VIET HANH CHINH NHAN SUf 5 Dang tuyén|  Chitist
3 00001 Gidm ddc 15/01/2016 30/09/2016  CTY SAO VIET 10 Pang tuyén|  Chitiét

Skin: Office 2010 Blue -

v

v

= |

. Yem b mem || wu (X xéa |[E] Exwort 7@ Biocdo v | & Thoat

admin | cncsnsql08.5VHRISExample ~ 20/04/2016

Lan dau vao dir liéu sé dugc 18y 18n hét trén “DS cac dot tuyén dung” theo cdng ty
phong ban da chon trén (1) .

PE loc dir liéu tai (1) ban click chon cdng ty(nhu trén dang chon CNC Sao Viet) can
loc, tr ngay dén ngay, dgt tuyén dung, vi tri, va hinh thdc tuyén dung sau do tai (3)
ban chon “xem” di liéu néu cd s& dugc hién thi tai (2).

Thém dgt tuyén dung: tai (3) ban chon “Thém” ban nhin trén (2) sé& hién thi cho
ban 2 dong tréng dé€ ban nhap, nhap day du théng tin va chon “Luu”.

4

1. Luu y: “Ma Y/C" la duy nhat, “ngay y/c” I6n hon ngay “hét han” , ban phai
chon “vi tri” va “Cong ty, phong ban” trudc khi luu.

X6a dot tuyén dung: tai (2) ban click chon nhitng danh sach muén xda tai cot
“Chon” trén Iudi. An “Xéa” dé xtr ly xda.

- Luu y: Ban chi xda dugc khi dgt tuyén dung chua cd nhan vién hodc chua cd
ké&t qua tuyén dung. N&u ban mudn xda nhiitng dot tuyén dung da cé két qua
thi ban phai x6a két qua tuyén dung trudc roi tiép tuc thuc hién budc nay,
Xem hudéng dan tiép theo vé man hinh tuyén dung dé xda két qua tuyén
dung.

Péng 1 dot tuyén dung: Tai (2) & cdt “Tinh trang” mac dinh sé 1a “Pang tuyén” dé
dong dat tuyén dung, ban chon “Da déng” ti€p tuc &n nat “Luu” dé€ luu lai dif liéu.

In b4o co: Phan mém hd trg in “DS k& hoach tuyén dung” va “Phiéu yéu cau tuyén
dung” dé in bao cdo ban an chon “Bao cdo” va chon loai bdo cdo can in.
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v' Xem chi tiét tuyén dung: tai (2) & cdt “Chi tiét” ban chon “Chi tiét” tai dot tuyén
dung ban mudn xem.
- Luwu y: Khi dang thém md&i mét dot tuyén dung, néu ban chua chon “Luu” thi
tai cot chi tiét sé khong hién thi ra

7.4. Thong tin tuyén dung

v Chirc Nang : Xem va stfa hodc thém yéu ciu vé dot tuyén dung bao gdm ngudi
yéu cau, ngudi phu trach, trinh do van hda hoac ngoai nglr clia nhan vién mdi,....

v' Tai lugi “DS dgt tuyén dung” khi ban chon xem “Chi tiét” dot tuyén dung thi s& hién

thi Ién man hinh giao dién nhu sau:
Human Resource Infomation System - HRIS - Thang tin tuyén dung - a

1. Nhinsy 2. Chémcéng 3. Tignliong 4 Biohiém 5. Diotao 6. Tuyéndung 7. Danhgia 2, Capphat 9. Héthdng

3} Trang chiy

~

DS cac dot tuyén dung | [ Thang tin tuy&n dung -

Théng tn tuyén dung | Danh séch tma vién | Chi dinh tmg vién | Chi tiét dot tuyén dung | K&t qua tuyén dung

€U tuyEn dung

Chi HéE bupéh dung | Yéu

M3 Y/C tuyén dung *

Phang ban

56 lgng *

DB tug tir

Ngay yéu cGu
Noui yéu cau
Ngudi phy tréch yfc

Ly do tuyén dung

M@ ta cBng vigc

File dinh kém

Skin: Office 2010 Blue -

00003 Vi Tri tuyén dung | Bién t3p vién
CTY SAOQ VIET - HANH CHINH - KINH DOANH

4 Tir ngay 15/04/2016 ~|  Bénngay 19/10/2016

Té i tinh [z

W qua tuyén d
L em b Them bl owu (X x| © Thoat

admin | cnesndsql08.5VHRISExample - 20/04/2016

v’ Slra théng tin: ban dién day du thdng tin can thém & 2 tab “Yéu ciu tuyén dung” va
“Chi tiét tuyén dung” nhu hinh sau khi dién day du théng tin chon “luu” dé luu lai
dir liéu.

- Lwu y: D& thém ngudi yéu ciu hodc ngudi phu trach y/c ban nhdp chon ndt
(...) d& thém.

v Thém dgt tuyén dung: ban chon ndt “Thém”, dir liéu s& bi xda trang, sau dé ban
dién day du théng tin sau dé chon “Luu” dé luu lai dir liéu.

- Lwu y: M3 Y/C tuyén dung, vi tri tuyén dung, phong ban, s& lugng, tir ngay
la bat budc.

v X6a khda tuyén dung ban chon nit “Xda” dé xda

- Lwu y: Ban chi x6a dugc khi dgt tuyén dung khi chua cd nhan vién hoéc
chua cé két qua tuyén dung. Néu ban mudn xda nhitng dot tuyén dung da
c6 két qua thi ban phai x6a két qua tuyén dung trudc rdi ti€p tuc thuc hién
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budc nay, Xem hudng dan ti€p theo v& man hinh tuyén dung dé xoa két qua

tuyén dung.

7.5. Thong tin 'ng vién

v" Chirc Nang : Thém nhan vién cho khoa tuyén dung.

v Trén man théng tin tuyén dung tai “7.4 Thdng tin tuyén dung” ban chon tab “Danh
sach (fng vién”. DT liéu vé& dgt tuyén dung, ngay tuyén,.. s& dugdc 1ay tr man hinh

“Théng tin tuyén dung” dem sang.

v Man hinh thong tin &'ng vién:

& Human Resource Infomation System - HRIS - Théng tin tuyén dung

1. Nhansy | 2. Chémcéng | 3. Tignluong 4 Biohiém 5. Daoteo 6. Tuyéndung 7. Danhgia 8. Capphit 9. Héthdng

3 Trang chi | £ DS cde dot tuyén dung | [ Théng tin tmg vign

Théng tin tuyén dung | Théng tin img vién | Chi dinh (ma vién | Chi tit dot tuyén dung | K&t qua tuyen dung
Dot tuyén dyng : 00003 - Bién t3p vién - 15/04/2016 - HANH CHINH - KINH DOANH

Ho Tén Gidi tinh Ngay sinh Ngi sinh CMND
» 1 |Nguyén Minh Ta Nam 01/09/1988 Ha Giang 0346372835
2 | Nguyén Vin Thanh Nam | 10/06/1984 Cao Bing 0462758353

3 |Luu Thi H2 NiF 15/12/1985 Dk Lik 0285837234

4

& Chonuv

Skin: Office 2010 Blue -

v" Thém md@i nhan vién: Ban chon nit “Thém” trén “danh sach ndt [énh st ly” thi trén
luGi (1) sé hién thi cho ban dong tréng, ban nhap day da thong tin vdi ho tén, gidi

Sa 0T

Email

0976432523  minhturk@gmail.com
0937572732  vanthanh@gmail.com
0976362362  hathiuu@gmail.com

N Xem

P Thém |l

Luu

R i -
Truéng Hoc van { Chitiét | Chon
Chi tigt
Chi tiét
Chi tigt
k
X xéa & mport |EJ Export |7B Biocio - O Thoat
admin | cncsnsql08.5VHRISExample ~ 20/04/2016

tinh, ngay sinh 13 bat budc nhép. Sau khi nhap xong ban chon “Luu” dé luu lai dir

liéu.

v Thém mdi nhan vién cii chua dat yéu cau & cac dot tuyén dung khac: dé thém mdi

ban chon ndt “Chon UV cii”. Phdn mém s& hién thi [én man hinh mdi, néu c6 Ung

vién cii chua dat yéu cdu & cac dot tuyén dung khac thi s hién thi & day, ban click

chon & cot “Chon” nhirng nhan vién ban mudn va chon “OK”, dif liéu vé nhan vién
dudgc chon sé hién thi trén Iugi (1), ban chon “Luu” dé luu lai dif liéu.
v Xb6a nhan vién: ban click chon tai cot “"Chon” va an xda dé thuc thi Iénh xda.

Luu y: : Ban chi x6a dudc nhan vién khi nhan vién chua cd két qua tuyén dung.

v Import tu File Exel: ban chon “Import” tai “danh sach nit Iénh xur ly.
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v In bdo cdo: ban chon “B&o c0” va chon bao cdo ban mudn in. Phdn mém hd trg in
3 dang bdo cdo

- 1. Danh sach (rng vién: chon “Bao cao”-> “Danh sach (rng vién". Bao cao vé
danh sach cac (ng vién cta dgt tuyén dung.

- 2. Chi tiét vé ing vién: chon cac Ung vién muon in tai cot chon trong “DS
(fng vién" ti€p theo chon “Bao cdo”-> “Chi ti€t UV”. Bao cdo Vé chi tiét (ing
vién da nhap & muc “7.6 Chi tiét ing vién”
- 3. Thu mdi phdng van: chon cac i'ng vién mudn in tai cot chon trong “DS
(fng vién" ti€p theo chon “Bao cdo”-> “Thu mdi PV”. In thu mai phdng van
cho (rng vién.
v Nhap chi tiét cho (rng vién ban vira nhap: tai cot “Chi ti€t” trén Iugi “DS Ung vién”
ban click chon & “Chi tiét” ctia ('ng vién ban mudn xem. Xem muc 9.6 dé biét thém
chi tiét.

7.6. Chi tiét irng vién
v Chirc Néng : Thém cac théng tin vé trinh d6 hoc van, bang cap, qua trinh cong
tac,... vé i'ng vién mdi nhap hodc da nhap tir thong tin (ng vién.

v" Sau khi click chon tai cot “chi tiét” cua (ng vién ban mudn xem tai muc “7.5 Thong
tin (’ng vién”. Giao dién man hinh sé nhu dudi.
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M3 ting vién Ho tén [Nguy&n Minh Td | oEntea |0976432523 loay sl |01/09/1988

Vi tri dur tuyén |Bién tap vién | Email |minhturk@gn‘ﬁil.com |

Théng tin ting vién | Trinh & hoc vén | Qua trinh céng tac | Thng tin khéc | Bing cap lién quan | Théng tin ca nhan |

Phéng ban CTY SAO VIET

yeucduT/D = |00003 - Bién tap vién - 15/04/2016 - HANH CHINH - KINH DOANH

Ho * INguyén Minh | Ten= |Ta Gifi tinh

Ngdy sinh |o1/o9/1988 MNai sinh |H3 Giang

|
| Mguyén quan
|

=] E
Dan tic | |"| Tén gido | |'

CMND 0346372835

Noi c3p |

Nady c&p | - Xéa Hinh

Trinh d& hoc wan

Truing | Hocvan [ [-] chuytnnganh |
Thuing tri

Bia chi | quanhuyen | Tinh tharh |—|T

Tam trd

Bia chi Quén huyén Tinh thanh x,
| | | | [

55 BTDD 0976432523 sseTcsarh | | Emal cinhan  |minhturk@gmail.cc
Viridswyén  [Bién tip vin [~ Ngzycsténhanviee| [~

Ban bigt théng tin tuyén dung qua dau? A

B mem [k uu [X xa |W ssocke v © Thoat

v Man hinh bao goém day du thong tin chi tiét ing vién gom trinh d6 hoc van, qua
trinh cong tac, cac thong tin khac,... ban dién day du thong tin & cac tab lién quan
va chon “Luu” dé& luu lai.

>

- Luu y: P& chon ngudi vu trach UV ban click ndt “Chon NV” & bén canh, s&
xudt hién man hinh mdi “Chon nhan vién”, ban chon nhan vién muén chon va

an nut “Chon”. Nhan vién vtra chon sé dugc dua vao 6 “Ngudi vu trach UV”
ma ban da chon.

- P& Upload hinh anh. Ban chon nit “Browse” va chon t&i hinh can upload,
chon ndt “Upload” d€ luu lai hinh. Chon nit “Xda hinh” néu ban muén xda.

v" Thém méi (ng vién ban chon nat “Thém” dir liéu s& dugc xda trang dé ban nhéap,
ban nhap day di cac théng tin ban cd vai, phong ban, yéu cau T/D, ho tén la bat
budc phai nhap. Chon NUt“Luu” dé luu lai ¢'ng vién.

v' Xda Ung vién: ban chon xda dé xda.
- Luu y: : Ban chi xéa dugc nhan vién khi nhan vién chua cé két qua tuyén dung.

Phan mém quan 1y nhén sy tién lvong SV.HRIS - Tai liéu hudng dan sir dung 63/85



&2
54 Binh Gid, P.13, Q.Tdn Binh, Tp.HCM
Tel: 08.38132700 — Fax: 08.38132701

v In bdo cdo: chon “Bao cao” -> “In CV” la bao cao V€ chi tiét irng vién.

7.7. Chi dinh rng vién
v" Chirc Nang : Chi dinh ngay t&i nép ho sd, xét duyét ho sc cho Ung vién, Ung vién
dat vong nay mdi cd thé tiép tuc tham gia cac vong tuyén dung sau.

v Trén man thdng tin tuyén dung tai “7.4 Théng tin tuyén dung” ban chon tab “Chi
dinh &'ng vién” nhu hinh dudi. DI liéu vé dgt tuyén dung, ngay tuyén,.. s& dudgc 18y
tlr man hinh “Thdng tin tuyén dung” dem sang.

v Man hinh chi dinh (fng vién:

a Human Resource Infomation System - HRIS - Thang tin tuyén dung - g
1. Nhansy 2. Chfmcéng 3. Tiénluong 4. Biohi€m 5. Paotao 6. Tuyéndung 7. Dénhgid 8. Capphat S. Héthéng

i Trangchi | £ DS cacdot tuyén dung | {5 Chi dinh g vién x

Théng tin tuy&n dung | Théng tin tmg vién | Chi dinh tmg vién | Chi tiét dot tuyén dung | K&t qua tuyén dung

Dot tuyén dung : 00003 - Bién tip vién - 15/04/2016 - HANH CHINH - KINH DDANH\@ Locdirligu  ~ -| L3 -

Ho Tén Gidi tinh Ngay sinh Dién thoai Trinhdd 1) Him KN Vi tri tuyén dung Ngay nhan hd so Ngay thi Trang thai Thai gian Chon
» 1 [Mguygn Minh Ta Nam 01/09/1988 0976432523 Bién tdp vién Pat
2 |Mguyén vin Thanh HNam 10/06/1984 0937572732 Bién tap vién Pat
3 |Luu ThiHa Wi 15/12/1985 0976362362 Bién tip vién Bbat

L ¥em s Théem | unu (X xa (B Bwort | Thoat

Skin: Office 2010 Blue ~ admin | cncsnvisgl08.5VHRISExample - 20/04/2016
v' DI liéu vé ng vién dudc lay tir man hinh thong tin ('ng vién dem sang.

v Dién day du thong tin vé ’ng vién nhu ngay nhan ho sd, ngay thi, trang thai, va
thdi gian cho (ng vién, chon ndt “luu” dé€ luu lai dit liéu.

1. Luu y: Chi nhitng nhan vién cd trang thai la “Pat” mdi cd thé tiép tuc tham
gia tuyén dung & cac vong sau.

v' Thém md@i i’ng vién: ban chon Nut “Thém”, sau khi an sé xuat hién man hinh cé
giao dién giong man hinh muc “7.6 Chi ti€t i’'ng vién”.
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7.8. Chi tiét dgt tuyén dung

v" Chirc Nang : Sau khi da cd két qua dat tai chi dinh (tng vién, man hinh “Chi tiét dot
tuyén dung” 1a nci d€ ban xét duyét ti€p ('ng vién & cac vong phdng vén tiép theo,
tai man hinh nay s& c6 4 vong, tuy chirc vu dé& ban sdp x&p sd vong cho tirng chirc
vu do.

v' Trén man thong tin tuyén dung tai “7.4 Thong tin tuyén dung” ban chon tab “Chi
tiét dgt tuyén dung” nhu hinh dudi. D liéu vé dagt tuyén dung, ngay tuyén,.. sé
dugc Idy tir man hinh “Thong tin tuyén dung” dem sang.

v" Man hinh chi tiét dgt tuyén dung:

& Human Resource Infomation System - HRIS - Théng tin tuyén dung - g
1. Nhansy 2. Chémcéng 3. Tignlugng 4. Biohiém 5. Daotac 6. Tuyéndung 7. Danhgia 8. Capphat 9. Héthéng

2} Trang chii | &, DS e dot tuyén dung | [i5] Chi tist dot tuyén dung o
Théng tin tuyén dung | Théng tin tma vién | Chi dink (ma vign | Chi b2t dot tuyén dung | K&t qua tuyén 2;.‘}@
Dot tuyén dung : 00003 - Bién t3p vién - 15/04/2016 - HANH CHINH - KINH DOAN| Hién thj vang PV = Tén,.. ¥ ~| |Gk~
K&t qua V.1 K&t qua V.2
Tén Ngay sinh Email Ngu'di PV Ngay Ghi chd K&t qua Ngudi PV Ngay Ghi chi K&t qua Ngudi Py Chon
(51 'Nguvén Minh Td 01/09/1988 minhturk@amail.com Pat
2 |[Mguyén Vin Thanh | 10/06/1984 vanthanh@gmail.com Pat
3 [Luu ThiHa 15/12/1985 hathiuu@gmail.com Rt

| ] ,_

 Xem |k wu [X X2 |8 Import |[EJ Export | Biocie ~ | Thodt | ¥  céimal

Skin: Office 2010 Blue - admin | cnesndsql08.5VHRISExample - 20/04/2016

v Loc dif liéu: tai (1) ban chon cac diéu kién loc theo y nhu’: loc theo vong phong
van, két qua, tir ngay dén ngay va chon nat “xem”. DI liéu sé dugc hién thi dugi
ludi (2).

v An hién vong phdng van: tai (2) ban chon cac vong ban mudn hén hodc khdng
mudn hién, dudi Iudi sé tu ddng hién thj ding nhu ban chon & trén.

v Tai (2) cac cot “Két qua V.1, Két qua V.2,...” ban dién cac thong tin vé ngugGi phdng
van, ngay, két qua cua (’ng vién.

- Luu y: Khi két qua cac vong sau dat thi mdi c6 thé tham gia céc vong
sau. VD: két qua V.1 phai dat thi ban mdi cé thé nhép V.2,..

- Pé thém “ngudi PV” cho vong nao dé ban click 2 [an vao 6 “Ngudi PV”
cla Ung vién ban can, sau d6 chon nhan vién phdéng van va an nut
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“chon”, dit liéu vé nhan vién vira chon sé& dugc hién tai 6 tuong (tng ban
click 2 lan trudc.

v’ Xoa thong tin két qua ng vién: tai (2) & cot “Chon” ban click chon nhitng nhan vién
can xda va an nut “Xda” dé thuc thi.
- Luu y: nhén vién da c6 két qua tai két qua tuyén dung thi sé khéng xda
dugc. Phai xda & két qua trudc mdi xda dugc tai man hinh nay.
v' Import tu File Exel: chon “Import” tai danh sach (3).
v In bdo cdo: ban chon “B&o c0” va chon bao cdo ban mudn in. Phdn mém hd trg in
2 dang bao cdo & man hinh nay.

- 1. Két qua phong van: chon “Bao cao”-> “KQ PV”. Bao cdo vé danh sach
két qua cla cac Uing vién dang exel.

- 2. Chi tiét vé irng vién: chon cac Ung vién mudn in tai cot chon trong
“DS (g vién” ti€p theo chon “Bao cao”-> “Chi ti€t UV"”. Bao cao Ve chi
tiét 'ng vién da nhap & muc 7.6 Chi tiét i'ng vién”

v G&i mail: d& dung chdic ndng géi mail trén 1udi (2) tai cdt “Chon” ban chon nhirng
(fng vién mudn gdi mail va chon nut “G&i mail” -> “Gai mail cdm an” hodc “Gdi mail
két qua pv”.

- Gd&i mail cdm on: dung dé cam dn nhan vién tdi tham gia két qua
phdng van.

- Mail két qua phéng van: thong bao qua mail cho nhan vién biét két
qua trinh phdng van cta minh.

- Luu y: Bé thuc hién dugc gdi mail tai cdt mail ciia nhan vién khdng
dudc bo tréng va mail phai la mail that.

7.9. Két qua tuyén dung
v Chirc Nang : Sau khi da cd két qua tai chi tiét dot tuyén dung, man hinh “Két qua
tuyén dung” 1a noi xét duyét cudi cing cho nhan vién cé dat tuyén dung hay khéng.
1. Néu dat tuyén dung thi tat ca hd so clia nhan vién nay bén tuyén dung sé
dugc chuyén thanh dif liéu nhan vién tai man hinh hd s nhan vién.
2. Néu nhan vién bi loai bd h6 so vi ly do nao do thi nhan vién nay sé€ dugc canh
bao khi ban tuyé&n dung lai nhan vién nay & chic vu nao dé.
3. Néu nhan vién khoéng dat yéu cau thi nhan vién nay sé xuat hién lai tai “Danh
sach ('ng vién” khi ban chon lai tng vién cd.

v" Trén man thdng tin tuyén dung tai “7.4 Théng tin tuyén dung” ban chon tab “Két
qua tuyén dung” nhu hinh dudi. DI liéu vé dot tuyén dung, ngay tuyén,.. sé dugc
|y t man hinh “Thong tin tuyén dung” dem sang.

v" Man hinh ké&t qua tuyén dung:
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B Human Resource Infomation System - HRIS - Théng tin tuyén dung = i
1. Nhinsy 2. Chdmcéng 3. Tiénluang 4. Bdohiém 5. Daotao 6. Tuyéndung 7. Dinhgid 8. Cpphat 9. Héthdng

S} Tranachi | £, DS cic dot tuyén dung | (5] K&t qua tuyén dung x

Théng tin tuyén dung | Théng tin ting vién | Chi dinh ting vién | chi 6t dgt tuyén dung

ot tuyén dung : 00003 - Bién t3p vién - 15/04/2016 - HANH CHINH - KINH DOANH Anhiéncst = | cButuyéndun ~ M
Yéu cau tuyén dung Tén (’ng vién Gidi tinh | MNgay sinh Ngi sinh Vi trf tuyén dung Cong ty B& phan Phong ban M3 NV M3 thé Chon

» 1 00003 - 15/04/2016 Nguyén Minh Td Nam  01/09/1988 Ha Ging Bign t3p vién CTYSAQOVIET HANHCHINH  KINH DOANH

2 00003 - 15/04/2016 Nguyén Vin Thanh Wam  10/06/1984 Cao Bing Bién tap vién CTY SAD VIET  HANH CHINH KINH DOANH

3 | 00003 - 15/04/2016 Luu ThiHa NI 15/12/1985 Bdk Lik Bi&n t3p vién CTY SAO VIET  HANH CHINH  KINH DOANH

4 »

 Yem |l wu (X xé2  |E] ewort | Biocio ~|E Thoat | Goimal ~

Skin: Office 2010 Blue ~ admin | cnecsnv\sgl08.5VHRISExample - 20/04/2016

v Mac dinh cGia man hinh s& lay I1én hét danh sach cac iing vién da co két qua tai man
hinh “Chi tiét dot tuyén dung”.

v DE& xét duyét cho (ing vién cd dat hodc khdng dat ban lam nhu sau: tai cdt “két qua”
ban chon céac hinh thirc ban muén nhu tuyén dung, chd, loai bo ho so.

- Khi chon “két qua” 1a “Tuyén dung” thi ban phai nhdp day du céc thdng tin co
lién quan “Ma NV” ma nhan vién nay khong dugdc trung v&i cdc ma nhan vién da
c6, ma thé, ngay thir viéc. Nhap xong chon “Luu” dé luu dif liéu. Sau khi luu
xong ('ng vién nay sé trd thanh nhan vién chinh thirc ctia cong ty. H6 sd cua 'ng
vién nay sé& dudc chuyén sang muc hd sc ca nhan nhu cac nhan vién khac.

- Chon “K&t qua” 1a "Khdng tuyén” thi ('ng vién nay sé& xuét hién lai tai phan “Chon
UV cli” & man hinh “Thong tin ('ng vién”.
- Chon “Két qua” la “Chg” tugng Ung vGi I'ng vién chua dugc duyét.

- Chon “Két qua” la Loai bd ho sg thi nhan vién sé khong dugc xuat hién tai phan
“Chon UV cli” 8 man hinh “Thong tin Ung vién”.

v DE& xda két qua cho ing vién: tai cét “Chon” trén “DS ('ng vién” ban chon nhirng
Ung vién can xda va chon “Xo6a".

v' G6&i mail: d& dung chdic ndng g&i mail trén ludi “DS (ng vién” tai cot “Chon” ban
chon nhitng ¢’ng vién mudn gdi mail va chon ndt “Gai mail” -> “G&i mail nhan viéc”.
Phan mém sé gdi mail theo mau dinh san tdi cho ('ng vién thong bao vé viéc nhan
viéc.
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- Luu y: Pé thuc hién dugc g&i mail tai c6t mail ciia ('ng vién & man hinh
“Thong tin ('ng vién” khong dugc bo trong.

v In bdo cdo: trén Iugi (1) tai cot “Chon” ban chon nhirng tfng vién mudn in va chon
nut “Bao cao”-> nhirng bao cdo muon in.

- “KQ PV"in ra két qua phdng van cua (rng vién.

- “Tham tra ly lich UV” bdo céo v& viéc thdm tra ly lich ca nhan tai dia phuong.
- “Thu mdi NV” in ra thu mé&i nhan viéc dang word.

- “Thu cdm on” in ra thu mdi cdm on (ng vién d3 tdi tuyén dung.

- “Hdp dong thr viéc” in ra hgp dong thir viéc cta Ung vién, chi in dudc nhirng
(rng vién dudgc tuyén.

- “Hgp dong bao mat” in ra hgp dong vé cam két bao mat khi tham gia cong

ty.

- “Thu xac nhan” in ra thu xac nhan la ing vién déng y véi luang, chifc vu ma
cong ty giao.

- “Phiéu y&u cau b6 sung hd so nhan su” in ra cac yéu cau khi v& ho so khi
(ng vién dudgc tuyén.

- “Phiéu danh gia k&t qua th(r viéc” in ra biéu mau két qua thir viéc cla (ing
vién khi thir viéc.
- “Théng tin qua trinh” in thdng tin vé qua trinh tir 1Gc tuyén téi IGc duge duyét
cla Ung vién.
8. Panh gia
8.1. Cac tiéu chi danh gia
v Chirc nang: thiét lap bo tiéu chi danh gia cho nhan vién, phong ban.
v D& vao man hinh thiét 1ap tiéu chi ban chon: Danh gid — Danh muc danh gid — Thiét
lap tiéu chi danh gia

v Man hinh thiét 1ap tiéu chi danh gia:
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1. Nhinsy 2. Chdmcéng 3. Tienluong 4. Biohiém 5. Diotao 6. Tuyendung 7. Banhgid 8 Capphst 9. Héthéng

| GiTrangchid | £ DS cicdstmyéndung |  Thétlp tieu chi dénh gid \

> Expertise
» Leadership (Manager)
> Leadership

Al [ 4

> Cummunlcahwn\

:HZTD ~o JD &

W 4 4 Recordlof4 P B M+ — = v X

3 x
Tiéu chi 7 x| e
Tim nhanh| 3 Thengtnteuchi | Themmai |kl L | xea ] Export Tim
Tdng céng T déng tim ™ ‘ Tén Tiéng Anh ‘ Tén VIEtNam Ghi chii | w | Dilng for
| | v Company Way b1 1 Company Way Company Way 1 ¥
8| > [Intergrity 2 2 Expertise Expertise 2 v
. E
T 2 3 3 Leadership (Manager) Leadership (Manager) 3 v
» |
: 4 Lesdership Lesdership 4 W

Skin: Office 2010 Blue -

admin | cnecsnv\sgl08.5VHRISExample - 20/04/2016

(1): Danh sach cac tiéu chi da dugc thiét 1ap.

(2): Chi tiét tiéu chi dugc chon bén danh sach.

(3): Cac nut chirc nang.
Thong tin tiéu chi: hién thi danh sach cac tiéu chi cao nhét.
Thém méi: tao dong tréng trén Iudi (2) d& nhap thong tin
Luu: Luu lai cac thong tin tiéu chi da nhap.
Xo6a: Xda cac tiéu chi da chon trén Iugi (2)

(4): SO th(r tu sdp x€p cua tiéu chi (phai nhap)

(5): Tiéu chi con dugc s dung hay khong.

v Quy trinh nhap tiéu chi danh gia:

8.2.

1.

Bam vao “Thdng tin tiéu chi” trén (3) d€ hién thi théng tin cac tiéu chi cha
trén ludi (2)

B&m nat “Thém” d€ tao dong tréng trén IuGi, nhap day di théng tin: M3, tén
ti€éng anh, tén tiéng viét, s6 TT, st dung ....

Bam “Luu” d€ cdp nhét thdng tin tiéu chi danh gid. Luu xong tiéu chi danh
gid vlra nhap s€ thé hién bén (1)

Nhap tiéu chi con cho tiéu chi danh gia trén: Double click vao tiéu chi vira
nhap trén (1), cach nhap tiép theo giong nhu nhap tiéu chi ban dau.

Thiét 13p diém danh gia va xép loai danh gia

v Chirc nang: thiét Ip diém danh gid (vd: 90-100: xuét sdc, 80-89: Gidi...), va xép
loai danh gia (vd: 90-100: x€p loai S, 80-89: x&p loai A...) cho tirng bo tiéu chi.

Phan mém quan 1y nhan sy tién luong SV.HRIS - Tai liéu hudng dan sir dung 69/85



) o okt

54 Binh Gid, P.13, Q.Tdn Binh, Tp. HCM
Tel: 08.38132700 — Fax: 08.38132701

v D& vao man hinh thiét 1ap tiéu chi ban chon: Danh gid — Danh muc danh gid — Danh
muc . Chon danh muc “Thiét Iap danh gid” hoac “Thiét lap xép loai”
v' Man hinh thiét 1ap danh gia:

-
L]

Danh muc  Phan quyén

THIET LAP PANH GIA

Tén éng viet
0n part with expectation | Bat ky vong
Paint appraisal piém danh gid
Insufficient to expectation Khang dat ky vong
Far short of expectation le Khing thé ki vong
Exceeding expectation lev Vugt ky vong
Far Exceeding expectation Vugt xa ky vong

v Man hinh thiét lap xép loai:
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-
L]

Danh muc  Phan quyén

THIET LAP XEP LOAI

Ten teng vit
71 89

60 70
50 59
20 49
el

v Nhap day du cac théng tin roi luu lai

8.3. Thiét 1ap bo danh gia

v' Chirc nang: thiét l1ap cac bo danh gia theo chiric danh, phong ban, hodc bé danh
gia chung cho toan cong ty (vd: b6 danh gia chung, bd danh gia ban hang, bd danh
gia cong nhan, bo danh gia van phong ....).

v" DE& vao man hinh thiét I4p bd danh gid ban chon: “Péanh gid — Danh muc danh gid —
Chon tiéu chi cho chic danh”.

v" Man hinh thiét 1ap b6 danh gia:
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i 1. Nhinsu 2. Chémcéng 3. Tienluang 4. Bdohiém 5. Diotao 6. Tuyd 7. Dinhgid 8 C3pphat 9. Heéthéng
[ & Trana chit | Chon téu chi cho chiic darh | 1 x
[rame—— >

Nném i [ Them mer#E sia

Bitéuchi | Manager Appraisal K‘ X Mhd h
Loai danh gi Bdnh gid thing ‘© Banh gid ndm Bdnh gid tud Chuyén tiéu chisang
= Thém N\@ bl Lwustt X xéa P Thém  kd wu (X X6
Mirc xep loai | NGi dung |BEm t5... iB'éYm ... i STT..| STTtiéu = ‘ M3 | Loai ddnh gid ‘ Digm t8i thigu ‘ Diém t5i da Chon
| Intergrity - IGR Vuot xa ky vong 90 100
| | Tuyét ddi tuin theo ngi quy / chinh sach va quy trinh cia Cong ty T2 Vgt ki vong 71 89
L+ Khéng th& ky vong ) 49 il i “‘3 Dat ky vong 0 70
| Khéng dat ky vong 0 9 1 77‘}4 Khéng dat ky vong 50 59
L Dat ky vong 60 m\:@ B Khang thé ky vong 1 49
Vugt ky vong 71 89 1 1 o
] VUt xa ky vong 90 100 1 1
|| khéng che ddu hay bién hd cho nhifng sai pham
B Khéng thé ky vong 1 49 1 2
] Knéng dat ky vong 50 50 3 2
[ Pat ky vong 60 70 1 2
] Vgt ki vong 71 8 1 2
B Vugt xa ky vong 90 100 1 2
| Knong phét I s v6 higu qua hoac sao ling cac van 4 ciia t5 chiic
[ Khéng thé ky vong 1 49 1 3
[ Khéng dat ky vong 50 59 1 3
H D3t ky vong 60 70 3 3
B Vot ky vong 71 89 1 3
] Vgt xa ky vong 20 100 i 3
[ Passion
| | Peo dui su wu i véi tinh thin canh tranh.
B Khéng thé ky vong 1 49 2 1
] Knéng dat ky vong 50 50 2 1
[ Pat ky vong 60 70 2 1
1 et i vann 1 a 1
Skin: Office 2010 Blue - admin | cnesndsqll8SVHRISEample - 20/04/2016

(1): Danh sach cac bo tiéu chi da dugc thiét 1ap.

(2): Thém mdi hodc chinh stra 1 bd tiéu chi.

(3): Phan loai bd tiéu chi: danh gia tuan, thang, nam.

(4): Thém cac tiéu chi da dugc thiét 1ap vao bo tiéu chi.

(5): Danh sach cac tiéu chi nam trong bd tiéu chi.

(6): Thém, Luu céac diém danh gid vao tirng tiéu chi.

(7): Danh sach cac diém danh gia cua tiéu chi dudc chon (Double click vao tirng tiéu
chi d€ thiét 1ap diém danh gid)

v Quy trinh nhap bo tiéu chi danh gia:

1.

Check vao thém mdi (2) dé nhap bd tiéu chi danh gid, nhap tén cho bd tiéu
chi, Luu lai.

Chon b0 tiéu chi vira thém mdi trong (1)
Chon phan loai danh gia (3) cho b0 tiéu chi

Bam nut thém dé& chon cac danh muc tiéu chi dua vao bd tiéu chi: Check
chon cac tiéu chi can thém roi chon OK
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» || Leadership (Manager)
v || Leadership

[#] Manh dan trinh bay quan diém,  ki€n riéng ada minh

|¥] Cé sang ki€n, chi déng hoan thanh coing vigc

|¥] Bam bao chit lrgng, hodn thanh céng viéc ding théi ...
v || Self-Development

[#] Mhan bigt chinh x&c di€m manh, diém y&u cla ban tha. ..

[¥] Y&u cau va chdp nhan phan hi tr nhiing ngudi khac.

5. Double click vao tiéu chi d&€ thém diém danh gia cho tiéu chi

6. Bam “Thém” bén (6) dé thém diém danh gid: Check chon diém danh gia dé
thém vao tiéu chi r6i chon OK

|'|| Find || Clear

Far Exceeding expectation level
Exceeding expectation level

On part with expectation level
Insufficient to expectation level
Far short of expectation level

Point appraisal

M # 4 Recordd4ofé F B MW+ — =« « ¥ 4

7. Nhap diém cho tiing danh gid trén IuGi (7) roi luu lai.

8.4. Gan bo danh gia cho chirc danh, phong ban
v" Chirc nang: dua cac b danh gia da thiét 1ap vao tirng chirc danh, phong ban.
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v P& vao man hinh gan bd danh gid ban chon: “Panh gid — Danh muc danh gid — Gan
nhém danh gid”.

v Man hinh gan bo danh gia:

i 1. Mhinsy 2 Chimcéng 3. Tiénluong 4. Baohiém 5. Diotac 6. Tuyéndung 7. Danhgid 8 Cipphit 9. Héthéng

[ Trangehis | &, Gan nhém dénh gé ‘ x
cingtv. | [-]% - @
Céng ty 7| Bon vi Phang ban T8 nhém Chfc danh Nhdm danh gid Chon ‘
» 1 iCTY SAO VIET HANH CHINH Manager Appraisal O
2 |CTY SAO VIET SAN XUAT Staff Appraisal O

Record 10f2 <

o dé thém mdifsira

Click tirng & dir iu hodc &n phim tab hodc enter

.

dit iy _\ Xem §+ Thém EH Luu i}( Xéa sﬂ Export Eﬁ Béng

Skin: Office 2010 Blue -

admin | cncsnvisql08.SVHRISExample - 20/04/2016 |

(1): Danh sach da gan bo tiéu chi.

(2): Churc danh dugc gan (chon combo trén Iugi).

(3): Danh muc b tiéu chi (chon combo trén Iugi).

(4): Cac nat chirc ndng (tinh nang tuong tu' cac muc trén).

8.5. Panh gia nhan vién

v Chirc ndng: Danh gid nhan vién dua vao céc tiéu chi va diém da dugc thiét 1ap
san.

v DE vao man hinh danh gid ban chon: “Danh gid — Danh gia thang hodc Panh gia
nam”.

v Man hinh Banh gia:

Phan mém quan 1y nhén sy tién lvong SV.HRIS - Tai liéu hudng dan sir dung 74/85



(@) cowsrvinm T mocoNG Nk MO VET

54 Binh Gid, P.13, Q.Tdn Binh, Tp. HCM

Tel: 08.38132700 — Fax: 08.38132701

i 1. Mhinsy 2 Chimcéng 3. Tiénluong 4. Baohiém 5. Diotac 6 Tuyéndung 7. Danhgid 8 Cipphit 9. Héthéng

|G Trangchis| ¥ Dnh gié thing L

| Nnan vien v 00001 | 7eanv: [Phan Phuang Hong Thity | =
Tim nhanh l:l 3 Z P o S .
® énoban  SVHRIS - HANH CHINH - GIAM BOC Ngay bitdau: 01/01/201
Trang théi: Dang lam Pang lam Gidm a8c Hop ddng: 01/08/2015 - Khéng XD thii han
14/14 Tir déng tir
v CTYSAO VIET 9
v |HAnH E:HiN'j N&i Dung ( 3 1 Digm t6i thidu Digm t6i da ‘ DiEm cip 1 /" Biam cip 2 Ghi chii -~
v GIAM BOC 4 -
[ Phan Phirang Hong Th| " | INEerarty E
Pt e | Tuyet asi tusn theo néi quy / chinh sach va quy trinh cia Co
> NHAN S Diém danh gid 1 100 100
> KINH DOANH | Khéing che dau hay bign hé cho nhiing sai pham
> SANXUAT B Digm danh g 7 100 100
| Khaing phat 15 sur v higu qua hodic sao leng céc van & cim t6 chifc
B Digm danh gis 1 100 50
B Passion
| 9eo dudi sy vu ti véi tinh thin canh tranh.
B Diém danh gis 1 100 80
| Thuing xuyén thay déi ban than biing cach 3p ra nhiing muc tidu va
B Diém danh gis 1 100 70
| Tap trung vao chi tiét, c5 géing hoan thién céng viéc /nhiém vu dude giac
] Digm danh gis 1 100 50
| creativity .
Téng =5 diém: ¥&p Iosi : Thusng higu qua (uona hiu qus):
YEu G trong ky 91 :
X5) :
et
KEt qua ndm 2016 Thang ’:‘
AL owm ] 3 ’—E\D {+ Them IH L |X Xéa |£g Import !‘E n v
: | }
Skin: Office 2010 Blue - SN 20/04/2016 |

(1): Da
(2):
(3):
(4):
(5):
(6):
(7):

nh sach nhan vién.

Thong tin nhan vién dugc chon.
Cac tiéu chi danh gia.

Piém danh gia cho tiing tiéu chi.
T6ng diém va xép loai nhan vién.
Thang, nam danh gia.

Cac nut chirc nang (tinh nang tugng tu cac muc trén).

admin | cnesnsql08.5VHRISExsmple -

(V€& cd ban cach sir dung cdia 2 man hinh danh gia (thang, nam) la giong nhau)

9. Hé thong.
9.1.
Vao menu

Poi mat khau
Hé théng -> Thay ddi mat khau.
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9.2. Tao Users, phan quyén.
Vao menu Hé thdng -> Quan ly hé thong.
9. Hé théng
¥ 1 Logout
2. Thay ddi mat khau
3. Quan Iy hé théng

Nhap chubdt phai
vao lwéinhan

admin
bb 5
cc ccong
HR Hr Thém
‘ i Kba
Groups [ Khaa F4
Mhdm (GroupId) Tén nhdn Hiéu chinh F3
Clients Mo str Cap nhit thay ddi (22
(R RS

Nhap chudt phai vao IuGi -> chon thém.

:r. tin ngudi sit dung “ I IL_=_ 1
Ma NSD: Demo
Tén NSD: Demo
Mat Khau: T G lai matkhdu ===
Danh sach cac nhém: 2 | Thudc thanh vién cla cdc nhém:
8 SuperVisor

Nhéap thong tin (1) -> Chon nhdm (2): “SuperVisor cé quyén xem tat ca”, chon Thém nhém

-> Luu.
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B Quan Iy hé thén (51 S
1. Danh sdach nhan vién 2. H& so cda nhdn 3. Nhén vién méi 4, Thém mdi NV (nhigu NV) 5. Quan Iy hop déng
6. Qua trinh lam viéc 7. Khen thudng, Ky ludt 8. Nghiviéc 9. Bao bigu 10, Théng ké a. Tim kiém NV

b. Ca cdutd chirc ¢ Danh muc

1%' Trinh daon @ Tay chon
Hé trinh don phdn quy&n dam inh. = =
Cay trinh don :| [&1. Nhan sw v]l
Users Phan ouvEn sit duna Menu [l ~-[¥1&1, Danh sach nhan vien |
e = B2, Hb s
an| SE. SEr name, > 83. Nha
cc ccong T . 3] =
Demo Dema :l . an v Hap 5. click
HR Hr = 86, Qua trinh lam vig chudt phai
Groups Ph&n auvin st duna Menu [
| < | i ] 3 ]
[Claa, Tim kigm My
[T &b. Co céu 18 chirc
E]. &c. Danh muc

Chon user (1) -> Chon phan quyén (2) -> Chon phan hé (3) -> Chon chuc nang.
Sau do click chudt phai nhu trén hinh -> chon “cap nhat thay doéi”.
Cap nhét thay déi FS

9.3. Phan quyén chi tiét.
Vao menu Hé théng -> Phan quyén chi tiét.

9. Heé thdng
¥ 1 Logout
2. Thay d&i mat khdu
3. Quén Iy hé théng
[ 4 Quanly dirliéu
4 5 Trang chi
3.2 Phan quygn chi tiét

boutd[oom o K. [ R HEHe

(14404 Record Lof 6 [ [om][k] = [+ (w2 13¢ ]

Mhadn F2/Double dlick: sira dif
liéuf bung man hinh chon

e
Phan hé Chirc ndng '
¥ 1 (1. Nhan sy 1. Danh sach nhan vién D
2 |1. Nhdn sy 2. Hd so cd nhidn [l [l [ [se] Dl =
3 |1. Nhdn sy 3. Nhdn vién mdi =] [ [ s D &=
4 |1, Nhan sy 4. Th&m mdi NV (nhigu NV) [l ] [l [+l o =
5 |1. Nhdn sy 5. Quan k¥ hgp ddng ) [} [ [ D ™)
6 |1. Nhan sy 6. Qua trinh lam viéc v e v * D &
|

Chon User (1) -> nhan nat xem.
Chon quyén cho tirng menu (2) -> nhan Luu.

9.4. Phan quyén phong ban.
Vao menu Hé thdng -> Phan quyén phong ban.
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9. Hé thdng
¥ L Logout
2. Thay dai mat khau

3. Quan Iy hé théng
[ 4. Quan Iy dir ligu
i@ 5 Trang chd
3.2 Phén quyén chi tiét
6. Ban quyen 3
1. Cap nhat phan mém
8. Quan Iy danh muc

9. Quan Iy menu

10. Phén quyén phong ban

Phang ban

Demo

EEREEEEE

BDEDDDDDDHB

—_
3

| |

||| 44} [ 4| Record 1of 10 |1J&||_!|E|I—|IM|£JEH‘H Il - 1 | |3&|
INhdn F2/Double cick: sifa dif ! . |
i&u/ bung man hinh chon uwh liiion) —m_l'x—m_‘lwd[m'l

Nhan nat them (1) -> chon ngudi dung (2) -> chon cong ty, dan vi, phong ban (3) -> Luu.
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10. Import
10.1. Import nhan vién mgdi
v" Chirc Nang : dé dua vao danh sich nhan vién méi dang exel d& dugc nhap san.
v' Tai giao dién chinh ctia man hinh danh sach nhan vién, chon nat “Import” sau khi
chon sé& hién 1én mdt man hinh con, ban tiép tuc chon ndt “Xem template” dé 1&y
mau template ¢ san clia phan mém, ban phai nhap day du gidng template ma
phan mém dua dé import xem hinh 10.1.1.

E Import du lieu tu file excel EEE

@ Chmils @ Chonthaime File template khi da dién day du théng

Chon file: |C:\Users‘\WIN?‘\Desktop\HR_Employe| hBrowseJ | tin

Thdng tin import:

Il Cha ¢ dif i8u trén tit cd cic cdt cla excel phai format | text! - |
hv Tao ludi ‘d tH L ‘d h_\ Xem Templa Tim nhanh [] Tim theo cdt [C] X.lf nhanh
l Select l Emp Code I VLast Mame I VFirst Mame l Company ... l LE Signer l Company ... l Company ... I Location l Level 1N

Edl 2010 Tran van Bé Céng ty TN... Huynhngu... CNC SaoViet 54Binh Gid... P. 703, Téa... BanMNLC
Il : Hi gquang Cdng ty TM... |Huynh ngu... [CMC Sao Viet |54Binh Gid ...

D lieu trong file template

| Chon file template d& thay ddi | | kBrowseJ kq; LuuTemplaheﬂ

l Hudng dén

Hinh 10.1.1
% Luuy:

* Nhap template “HR_Employee.xls” gidng nhap thém mdi nhan vién dang danh
sach. Ngoai ra nhitng c6t vd: gidi tinh, ngay sinh ban phai qua bén sheet note
dé xem va nhép gi6ng thé.

= Nhap céng ty phong ban cho template ban lam nhu sau: tai man hinh chinh
cta phan mém ban chon 1.Nhan su’ -> b.Co ciu té chirc, sau khi chon xong
giao dién sé nhu hinh 10.1.2, ban chon va dién dldng véi tén phong ban
minh mudn ’ng vd&i “Tén Viét Nam” cua phong ban va cong ty.
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713 Trang chi | Thém méi(nieu nihén vién)] | e
RALCL N . | (=5 Vier V5T Bhing
e i IQ-mrhcangtv ]--I- Thém ]-H Ly ]-K Xéa ]é Tmport ]ﬂ Export ] :
M3 M3 ke todn Tén Vit Tat Tén Tiéng Anh Tén Vigt Nam L Chon

2 | Admin Admin ’; Admin =
m o 4 | =
Marketing Marketing U Marketing =]
2 =
” ]
Man hinh co céu té chiic

Phéng ba
Dia chi lam viéc Dom vilBan Bo phan Nhom Chirc danh (Job ChiFc v
Hovaténdém| — Ti Congty iéttdn) |, L) (Division) ;Dnna (section) |7 €™ P} | ream) litie) (Position)
2010 |Tranvan I3 | cNCsaoViet ||54 Binh Gid, F.13, Q. Tan Binn]  V&n phéng | [ Hanh chanh | |Gidm dbc Nhan s I Giam doc
| I 11 |
Mﬁwtemtatgl
1
Hinh 10.1.2

= Nhap chirc danh, chic vu lam nhu sau: tai man hinh chinh cta phan mém
chon 1.Nhan su’ ->b.Danh muc ->1.Qua trinh, sau khi chon xong giao dién sé
giong hinh 10.1.3, tai man hinh “Qua trinh” ban chon “Danh muc” -> “Danh
muc Chirc danh” hoac “Danh muc Chdc vu” nhu & hinh 10.1.3 t0i chon “Danh
muc chdc danh”. Ban copy “Tén ti€éng viét” & day va paste vao phan “Chirc
danh” cua template.
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B Qua trinh el =
Danh muc | Phin quyén
Thiét lap loai thuyén chuyén

'+ Danh muc Chirc danh )
~Danh muc iy
Danh muc Nhem chic danh Tén tiéng anh | Tén tieng wviét Nhém chifc d| Cap chirc g
Danh muc Cap chirc danh Chuyén vién kinh doanh v Chuyén vién kinh doanh v JKD v
Danh muc Bic chive danh Chuyén vién mua hang | Chuyén vién mua hang 1H o
Danh muc loai nhan vién Chuyén vién nhan sy Chuyén vién nhan sif HO3 i

o= Giam ddc nhan su Giam goc nhan su
Danh muc dia diém

% a Tl aal c Giri¥6c digu hanh
Danh muc x&p loai | K& Jodn tién luong HOZ 1

Thodt Lﬁc:n da rtoé.n tdng hop HO3 PGD
h n ﬁ h £ todn truding

IT37 LTP Lap trinh vién ap trinh vién

00-01 PGD Phd giam déc " Phd gidm dbic HO2
JTE TPNS Trudng phdng nhin s / Truang phdng nhin su

CHUFC v
MNhom (Teanm) Chirc danh (Job title) Te plate Chirc vu [(Position)
= Il
LevelSNameV| JobTitleViN I I I I po rI PositionWwM
Giam d6c Nhan sw Giam d06c

Hinhd 10.1.3

v" Sau khi nhap xong template ban save lai va quay lai man hinh import nhu hinh
10.1.1, chon “Browe” tdi file template ban vira save. Ti€p tuc chon nut “Tao lugi”
dé dua dir liéu xudng Iudi, ban chon”Select” trén IuGi d€ chon nhan vién can luu
lai nhu hinh. Cudi ciing chon ndt “Luu” dé€ dua dir liéu vao phan mém.

11. Cai dat dir liéu trén may.
Tham khao video chi tiét: xem video
Khi chay chuong trinh, trong man hinh login chon Tuy chon
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T&n nouiE ding I

Mat khdu Ixxxxxxxxxx
Noawlemvice  [13/06/2013 =]

Bidn wi I j
Mgén ngil |Tigng Viet |

V¥ Mhi mat kkdu [” Ty déng d3na nhap

£ Connect to {(LOCALY\SYHRIS.SYHRIS

- Ban v fdng nhEop 18n User 1va Fassword
JE JEng nhEp vdo hé thdng. MEu cfng Wiec
trong Cac ngay kruds han chaa hoan &t (17
Qo MhED thidu cac chihg #,...) ban cb thé
chon ngdy fam wWec 0 #8p tuc odng wide
cda minh.

CHEC San ¥iet Itd. Copyrizht @ 2005-2011

Sau d6 sé xuat hién man hinh tuy chinh.

&

Khoi tao du lieu va thong tin ket noi phan mem

| (@) Cobén () Nang cao

=
@|'

Difliéucs sén | (@) Dif iéu dang ding () DL thuc t&

()DL vidy

() DL demo online

()DL 8 hu

B -

Chen file 6 s8n |

—P | cidtoL |
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F% Khoitao du lieu va thong tin ket noi phan mem

(0) Co ban ) Nang cao
Dif liéu cf san | (@) Dif li8u dang diing () DL thure t8 (2 DL vidy ()DL demo online (/DL 88l |
Chon file c6 s&n | foa| --- |
Khdi tao dif lieu I:I|- Dirfienmdi (@ Dirliéu demo b Ty chon | File |C:\ngmm Files (x86)\CNC Sao Viet\PM | .....
Thit muc di ey D\MSSQLD3\Dat - Cau hinh dik ligu dung riéng cho cong ty, |
chi tiet xem hoi dap muc khei tao dir ligu,
Tén Server: (local) neu khéng ranh SQL thi nhe IT ho tro ] [receeet
QuyBn k&t nfi: ) window @ s5qL

Tén ddng nhdp o3

& a
| XAong nhanthuwrc higén

Password : Ekk C 1
réi nhan hoan thanh
Database |5VH|“5
(& Testkét ndi | Hoan thanh

Nhan Cai d3t DL.

Cai Dat DU Liéu

Ngu'di ding

(@ Mac dinh (Khdng bigt SQL server) (@ Dif liéu demo () DT liEu mdi

() Thy chinh (Biét cdu hinh SQL server)

* M&u ban khdng bi&t SQL server thi chu'eng trinh s& cai d3tva cdu hinh tr déng.

< V& trudc Tiép tuc > Hoan thanh

1. Chon Mac dinh (Khong biét SQL server): ban la ngugi dung phan mém muo6n phan
mém tu dong lam tat ca.

e Chon dif liéu demo hoac dir liéu mdi.
Dir liéu m@i: la cd sé dir liéu trong.
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Dif liéu demo: 13 cd s6 dif liéu cd san mot s6 thong tin vi du.
e Phan mém sé tu dong cai dat SQL server.
o Dgi mét luc néu hoan thanh s& c6 théng bao :
Luu y: Néu cd 10i trong qua trinh cai dat thi ban cai dat lai 1 [an nifa.

% cai dat divligu
Cai Bat DI Liéu 1
: : 1 W
Ti
Chiurang trink 43 cai it thanh céng.
Mh&h Finish J hodn 4t vide cai it
Cai dat thanh cdng!
Bd gua < W8 frutdc Tiép tuc = Hodn thanh

e Nhan OK
e Nhan Hoan thanh

2. Chon tuy chinh (biét cau hinh SQL server).

> -
A wr i~ - A s, |
Cai Dat DU Lieu -
- - 1 W
[ Ngu'di ding
() M3c dinh (Khdng biét SQL server)
@ Tuy chinh (Bigt cau hinh SOL senver):
* Mé&u ban khdng bigt SQL server thi chu'ong trinh s& cai d3t va cdu hinh tr ddng.
1
Bo qua < V@ trudc Tiép tuc > Hoan thanh

e Nhan Tiép tuc.

Phan mém quan 1y nhén sy tién lvong SV.HRIS - Tai liéu hudng dan sir dung 84/85



) o okt

54 Binh Gid, P.13, Q.Tdn Binh, Tp. HCM
Tel: 08.38132700 — Fax: 08.38132701

Cai Dat DU Liéu

(@) Cai 5QLServer mdi Tén Server | SVHRIS

() Chon SQLServer cd san User SQ sa
Mat khau |

< VB trudc Tiép tuc > Hoan thanh

 Cai SQL méi: phan mém s& cai dat sql server mdi theo thong tin server ban nhap.

e Chon SQL server c6 san: néu may ban da cai san SQL ban chi can nhap thong tin dang
nhap SQL dé tiép tuc.

e Nhan Tiép tuc.

Cai Dat DU Liéu

Khéi phuc dif liéu (Restore database)

Backup File | () Dirliéumsi @D mo . () Tiy chon E:\Projects\SVHRISApp\bin\Debug\Data\SVHRISExampl | | [

Thr mucdiliéu | D:\MSSQLDam\Dat |
Tén Database |5\J'HR_ISEuampIe

Tiép tuc > Hoan thanh

Dir li€u ma@i: la cd s6 dir liéu tréng.

Dir lieéu demo: la cd s& dif liéu cd san mot s6 thong tin vi du.
Tuy chon: chon file backup da zip lai thanh file zip.

Nhan Tiép tuc.

Phan tiép theo gidng nhu cai dat tu dong.
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