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PHU LUC

1. Quy trinh khai bao cac théng tin trén phan mém

1. Khai bdo tham s& < 2.Khai bdo may

(tén congty, tham . chadm cong
s6 cham cong)

3. Khai bao calam
Viéc

6. Khai bdo cac ngay 5. Khai bdo nhan 4. Khai bao bo phan

nghi 1& " vién " — phong ban

8. Khai bao ly do

N 9. Khai bao wu dai
nghi

7. Khai bao loai nghi

- Bwéc 1: Khai bao tham sb (t&n cong ty, tham sé cham cong).
- Buwéc 2: Khai bdo may chim cong.

- Buwdrc 3: Khai bao ca lam viéc.

- Buwdrc 4: Khai bao bd phan — phong ban.

- Bwdéc 5: Khai bdo nhan vién.

- Buwérc 6: Khai bdo céc ngdy nghi 18 (khdng bt budc).

- Buwéc 7: Khai béo loai nghi (khdng bét budc).

- Bwéc 8: Khai béo Iy do nghi (khong bét budc).

- Bwéc 9: Khai béo vu dii (khéng bat budc).
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2. Quy trinh tao bang céng va xuit cac bao cao hang thang

1. Tai i liéu tw 2. Phan ca cho

. o A 3. X ly gio quet
may cham cong nhan vién y gloque

5. Chon khoang
ngay can tinh cong
va xuat bdo cdo

6. Xuat bang cong
va bdo cado

4.Tim ca, xtr ly DL
va tinh cong.

- Buwéc 1: Tai dir liéu_tr may chdm cong.

- Bwéc 2: Phan ca cho nhan vién.

- Bwéc 3: Xu ly gio quet.

- Bwdéc 3: Tim ca xu Iy dir liéu va tinh céng.

- Buwéc 5: Chon khoang ngay cén tinh céng va xuét béo céo.
- Buéc 6: Xuit bang cdng va bao céo.
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PHAN 1: HUONG DAN CAI PAT PHAN MEM

1.1 Céu hinh cai dit

< Cau hinh t6i thiéu

May tinh: Tuong thich Intel Dual Core hoac cao hon.
- Bo nhg: 512MB RAM tro En

- Pia cing: 500MB dia trong hoic nhiéu hon.

- H¢ diéu hanh: Windows 2000/XP hogc cao hon.

% CAu hinh khuyén ding
- May tinh: Tuong thich Intel Core 2 Duo hodc cao hon.
- Bod nho: 1 GB RAM tro Ién.
- Pia cing: 1GB dia tréng hoac nhiéu hon.
- Hé diéu hanh: Windows 2000/XP hoic cao hon.

1.2 Cai @it phan mém
1. Chay file B setup.exe trong thr muc cai dat cua chwong trinh. Poi mdt chit s& thiy xuat hién
ctra s6 thong bao dang chuan bj cai dit.

| DigiTime CE - Instal

Preparing to Install...

DigiTime CE Setup is preparing the InstallShield Wizard, which
will guide you through the program setup process. Please
wait.

Configuring Windows Installer

2. Cho dén khi xuat hién hop thoai thdng bao vé viéc cai dat phan mém DigiTime CE
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Hudéng dan st dung phan mém

Welcome to the InstallShield Wizard for
DigiTime CE

The InstaliShield(R) Wizard will install DigiTime CE on your
computer. To continue, click Next.

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

Chon dé tiép tuc viee cai dat.
3. Khi xuat hién thoa thuan vé van dé ban quyén, doc ki cac yéu cau dbi voi ngudi st dung.

[F—— Iy
14 DigiTime CE - Instal =)

License Agreement

Please read the following license agreement carefully.

GIAY PHEP SU DUNG PHAN MEM DIGITIME CE

Moi cd nhan, t& chite mudn sit dung phan mém DIGITIME CE déu phai
dirge sw chap thuan ciia don vi phat trién phan mém théng qua Giay phép sit
dung phan mém TAS - ERP CE. Gidy phép nay bao gém cdc diéu khoan quy
dinh bit budc ngudd sit dung phai cam két tuin thi tnrdc ki tién hanh cai dit
TAS - ERP CE vao mdy tinh cia minh d& sit dung. Néi dung cdc didu khodn

=

P S JPURO. . SN, TR T I, IR S,

@ I accept the terms in the license agreement

(I do not accept the terms in the license agreement

InstallShield

|| Mext> || cancal |

Néu déng y chon © Taccept the tams i thecense agresment 3 o 4é tip tuc vige cai dat

4. Sau khi chon , s& xuat hién hop thoai dé ban nhap théng tin ban than.
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Hudéng dan st dung phan mém

Customer Information

Please enter your information.

User Name:
|Digitech Solutions|

Organization:

InstallShield

o) o]

5. Chon noi s& cai dit DigiTime CE: Phin mém ngan dinh s& cai dit vao thu muc “C:\Program

File\DigiTime\DigiTime CEV. Néu muén thay déi chon |2 J& 4&i noi cai dat. Chon
8 tiép tuc.

|-‘~— Install DigiTime CE to:
J C:\Program Files (x86)\DigitTime\DigiTime CE\

InstallShield

6. Lua chon phuong phap cai dat.
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Hudéng dan st dung phan mém

Choose the setup type that best suits your needs.

Please select a setup type.

@ Complete
AL All program features will be installed. (Requires the most disk
T space.)

Choose which program features you want installed and where they
will be installed. Recommended for advanced users.

InstaliShield

[ < Back ][ Next > ][ Cancel ]

> Complete: Tu dong cai dat tit ca chuong trinh.
» Custom: Nguoi str dung tu chon cac tép cai dat.

Giir nguyén lya chon Complete, chon dé tiép tuc viec cai dit.

7. Hop thoai s& xuat hién dé xac nhan lai cac thong tin trwde khi thuc hién viee cai dat.

Ready to Install the Program

The wizard is ready to begin installation.

Click Install to begin the installation.

If you want to review or change any of your installation settings, dick Back. Click Cancel to
exit the wizard.

InstallShield

[ <Bak |[  Instal || cancel |

Chon dé tiép tuc viéc cai dat.
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Hudéng dan st dung phan mém

8. Chwong trinh s& cai dit cac chuong trinh chay kém véi phan mém. Cho cho dén cac chwong trinh
cai dat hoan tat.

Installing DigiTime CE
The program features you selected are being installed.

Please wait while the InstaliShield Wizard installs DigiTime CE. This may take
several minutes.

Status:
Installing Crystal Reports 2008 SP 5 runtime
— T

InstaliShield

< Back { Next >

9. Sau khi cai dat xong, cira s6 sau s& xuat hién thdng béo viéc cai dit da hoan thanh.

InstallShield Wizard Completed

The InstallShield Wizard has successfully installed DigiTime CE.
Click Finish to exit the wizard.

Launch DigiTime CE

Finish ] ‘ Cancel [
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" SAF
Chon dé hoan thanh qua trinh cai dit. Chay trén Desktop dé bt dau st

dung phan mém DigiTime CE.
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Hudéng dan sir dung phan mém

PHAN 2: HUONG DAN SU DUNG PHAN MEM

2.1 Khai bao sir dung may cham cong

Tai giao dién phan mém, chon nt B My chém conglF1] , cira 6 maGi xuat hién

2.1.1 Khai bdo mdy chdm cong

o5 frmMayChamCong L= = [ 2

- - P Khai bdo MCC | c3u hi = =
M3 may | Tén may C&u hinh MCC | MCC-» CSDL | C5DL - MCC

Ma dau doc 1 Loai d3u doc %528 (BW) (=]

Téndudoc Clral 55 ban ahi 22/01/2014 18:28:45 |2

La dau doc vao
Théng tin k&t ndi
@) MNet Connect P 192.168.1.201 Port 4370 |5
COM connect COM Baud Rate
Gidi thich
B @ B
K&t ndi Tao mdi Luru Xod Thoat

Click ™™ @& thém moi may chim cong. Tai ddy ban tién hanh khai bdo cac thdng tin cua may
chim cong, trong do:

Ma dau doc: 1a ma ciia dau doc do ban ty dinh nghia, md nay khong duoc tring voi ma cua
dau doc khac

Logi ddu doc: & muc dinh nghia loai dau doc ban dang sir dung, tly theo mdi dau doc ma
ban chon loai dau doc cho phu hop.

Tén dau doc: A tén cua dau doc

S6 ban ghi: [a mdc dé phan mém tai di liéu (khai bao fa 0).

La ddu doc quet vao: d dinh nghia may nay quet V3o, cac dit liéu chim cong trén may nay
mic dinh c6 trang thai 1a vao (chi trng dung véi trang théi vao\ra theo dau doc).

Net connect: ban chon muc nay khi phwong thic két ndi voi may chdm cong thong qua
chuan giao thiép ethernet.

COM connect: muc ndy dinh nghia phwong thac két ndi véi may chim cong theo chuan
RS485 hoac RS232

IP: Ia IP ctia may chdm cong.
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Hudéng dan sir dung phan mém

- Port: port ciia may chim cong (d6i v6i X628 TFT va x628 B&W la 4370, x628e va x628i la
5005, vidir [ 9870).

- COM: la cong com ban sir dung khi ding phuong thirc két ndi vi may chim cong bang
RS232 hoic RS485.

- Baud rate: toc d6 chuyén dit liéu (thwong dat 115200)

|
Sau khi khai bao xong cac thong tin két ndi vi may cham cong, ban bim *  dé hru cac thong
tin ban vira khai bao.

2.1.2 Cdu hinh mdy chdm céng

Pay Ia chirc ning cho phép ban quan Iy va ciu hinh may cham cong, dé truy cap chirc ning ndy ban

chon nit B Maychim cénglFll  posc Am F1. Trong cira s mai chon tén may chim cdng mudn céu hinh,

sau d6 bam <= @& két néi dén may cham cong. Sau khi két ndi thanh cdng, ban chon tiép tab

Z&u hinh MCC

g5 frmMayChamCong o BEOER
|r~'|§ may |Tén may
| 1 May chdm cdng 1
MNoay i 13/04/2000 00:05:00 = | Bing bd vdi may tinh |
56 [an quet : | Luu céu hinh |
58 ngurdi ding

58 ngurdi quan tri

Xoa dii’ iéu Xda tit ca

quet the User X6a Admin

Tai ctra s6 cau hinh MCC ban c6 cac thong tin v& may chim cong:

- Ngay gio: la ngay gio hién tai trén may cham cong.

- S6 lan quet: Ia sb ban ghi dang dwoc may luu trir.

- S6 nguroi dung: & s lrong nhan vién da duoc khai béo trén may.

- S0 ngwoi quan tri: | s6 ngudi duoc dinh nghia 1 quan ly trén may.

Cty Co6 phan Cong nghé Fitech Viét Nam
Dia chi: S6 4, Ngd 365 phd Vong, phone: 043.869.3355, website: fitech.vn

13



Hudéng dan st dung phan mém

- Pong bg véi may tinh: [ nit c6 chire ning dong bd ngdy gid trén may cham cong véi may
tinh.

- Luru cdu hinh: ding dé hru thoi gian sau khi ban bam nat dong bo véi may tinh.

- Xo6a di lidu quet the: 1a nit ¢ chirc ning xoda toan bd sé ban ghi ma miy dang luu trit.

- XOa tat ca cac User: [a nit co chirc ning xoa tit ca cac dau van tay trén may cham cong.

- X6a Admin: la nit c6 chirc ning xo6a toan bd quyén quan ly trén may chim cong.

CAac chirc ning Xo6a di# liéu quet thé, Xoa tdt ca cac User va Xod Admin Ia cac chirc ning s& x6a
tat ca cac dir liéu twong ung trong mdy cham cong da két ndi, vi vay can phai suy nghi k§ hodc sao hru
dir liéu trude khi sir dung cac chirc nang nay.

2.2 Tai xudng dir liéu cham cong
Chirc nang ndy giap ban tai dir liéu chAm cong cia nhan vién vé may tinh. Dé truy cap chirc ning

b il Tai dir ligu[F2]

nay tai giao dién phan mém ban chon tal hoic bim F2, tai diy ban cd céc tly chon

Sau:

|Part Wit n| vae)ra Lo HCC |4 Thi &2 Hides culh
4370 n 0 22/01/2014 182843

TN Dy
i thih

o et BT 10,0002 T b | R el T @ o

- Tai di# liéu tor MCC: tai xubng dir liéu chdm cdng thong qua két ndi ethernet, RS485 hoic
RS232

- Taidir ligu ter USB: tai dir ligu thong qua thé nhg USB

- Nguwéng x6a dir liéu trén MCC: day Ia ngudng dé xoa dir liéu quet thé trén may cong. Khi tai dir
lisu néu sé ban ghi trén may cham cong lén hon hodc bing ngudng x6a dir liéu, phan mém s& tai toan
bo dir liéu quet thé trén may cham cong vé may tinh, sau d6 x6a toan bo dit liéu quet the ma may cham
cong dang hru trir. Muc dich cua khai bao nay tranh viéc may cham cong bi day bo nho.

Cty Co6 phan Cong nghé Fitech Viét Nam
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Hudéng dan sir dung phan mém

2.3 Khai bao tham s

Tai menu He thdng ban chon Pattham sd  Ctrl+F11

ta ¢6 cac tham sd sau:

ot frmaAPPConfig = 22
Thigt I3p t2n caing ty
Tén céng ty Céng ty cd phan Digitech Hign thi ca nhan vién théi vigc

Tham sd tai dir liéu

& &

Maudng loc 00:00 =5 Chu ky t&i dif liéu 00:30 = Chu ky x6a dir liéu chadm cong 00:00 -5

Tham s& tinh gid
Moudng nady 05:00 = Mguding dém 22:00= MNoudng lam 2ca  16:42 =
Chii nh&t [am binh thudng

Tham 58 tinh cdng

Loai tinh cdng Mgay bat d&u chim céng o1 -
Céng chudn thang %
| chéprhan || Tawe

- Téncong ty: [a tén cong ty dwoc hién thi trén cay nhan su va cac béo cao.

- Nguong loc: 1a khoang thoi gian cho phép giira 2 lan quet, néu khoang tho gian giira 2 1an quet
nh6 hon ngudng loc, phan mém s& bo qua lan quet sau, chi Ky lan quet trude do.

- Chuky tdi diz liéu: la chu ky thoi gian phan mém tu dong tai dir liéu chim cong tir may.

- Chuky x6a dif liéu: 13 ngudng xda di liéu khi phan mém tai tu dong.

- Nguwéng ngay: | ngudng thoi gian bat dau dugc tinh 1a thoi gian lam viéc ban ngay.

- Ngudng dém:1a ngudng thoi gian bat ddu dugc tinh 1 thoi gian am viéc ban dém.

2.4 Khai bao phong ban
2.4.1 Tao mdoi bo phédn - phong ban

22 Bé phan

Pé khai bao cac bo phan — phong ban, tai giao dién phan mém ban chon tab hoac ban

Vvao menu M= thong tiép d6 ban chon Khai b2o bd phan

Cty Co6 phan Cong nghé Fitech Viét Nam
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Hudéng dan st dung phan mém

oil B& phin =

[2[z]e(a]a]E]

Excel Xem in Tho#t

Tao mdl

Tén | Thi tuf hign thi
Hanh chinh

KE tadn

Kinh Doanh

Fhan mém

oWk O

m o b e

Phéng k¥ thuat

dé tao bo phan — phong ban mai.

o5l B& phan = 22
J | B | =

Tao mdi Liru Sira Thoat
Ma %) | 5|+ Tén Phéng ki thuat]
Thie tw hién thi 1@

- Ma: ma bo phan.
- Tén: tén bo phan — phong ban ban mudn tao.
- Thet ty hién thy: 1 ther tu hién thi trén cay nhan su.

n—
Sau khi khai bao diy du cac thdng tin bo phan ban bAm = “* | dé lru céc théng tin vira khai béo.
2.4.2 Chinh sira by phdn - phong ban

Pé chinh sira thdng tin cac bo phan — phong ban da khai bao, tai giao dién phan mém ban chon nit

28 Bo phan
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Hudéng dan st dung phan mém

s B& phén =T R
BE-EE=RE- R RECRR
Tao mdl Ly Sirs Xda Exeml Xerm in Tho&t
Tén | Thir tur hign thi

1 Hanh chinh o

2 KE todn 2

4 Kinh Doanh 4

3 Ph&n mém 3

5 Phéng k¥ thiuat 1

Nhin dip vao bd phan — phong ban mubn chinh sira hodc chon bo phan — phong ban ban mudn

. | = , L _
chinh stra va bam ’ = sau khi chinh surabam * d¢ luu cac thong tin ban wvira chinh stra

! B phan = =3
| B | &
Teomdi | Luu Sira Thoat
M () | 5|=| Tén Phong kj thuat]
Thir tw hién thi 1

2.4.3 Xoa b phin phong ban
Pé x6a bo phan — phong ban ban khong st dung dén, tai giao dién phan mém ban chon nit

& phan .z s @ R
& Bephe tiep theo chon bd phan muon xdéa va bam nat  *=  dé xéa bo phan — phong ban ban da chon.
2.5 Khai bao chirc vu

2.5.1 Tao mai chirc vu

Pé tao méi nhitng chec wvu  con  thidu, tr menu €99 pan chon  muc
s tiép theo bam tao maGi dé thém cac chirc vu con théu, gd tén chac vu ban
r N r ﬂ | 2
muon thém roi bam = ** @€ luu lai céc thong tin ban vira khai bao.
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Hudéng dan st dung phan mém

g5 Chirc vy = B
L a2 0| 6d|&
Tao mdi L Sira Xda Excel Xemin Thodt
M3 |Tén

Giam dac

1
3 Mhan vién
2 Trugng phdng

oS! Chirc vy

Tao mdi Thodt

= | e
Luu | Sira

2.5.2 Chinh sira chirc vu

pé chinh swa cac chuc wu d3a c6, ban chon FE™879 iy theo ban chon

E——— tai ctra 56 quan ly chirc vu nhin dup vao tén chirc vu mudn chinh stra, sau

H
khi chinh stra lai thdng tin chirc vu ban vira chon, bam = ** ‘dé Iru lai cac thébng tin ban wira chinh stra.

2.5.3 Xoa chirc vu

Dé x6a chic wvu ban khéng ding dén, ban chon  FETENa &y theo ban chon

r— tai ctra s6 quan ly chirc vu chon tén chirc vy ban muon x6a, bam  *=  dé

x0a chirc vu ban da chon.

2.6 Khai bao tham sé cham cong

2.6.1 Khai bdo ca lam viéc

2 teA , N . n \ i ba 3 T . Khai bao ca[Fa
Dé thém méi ca lam viéc, tir menu (€8N oo Khaibse calamviee o50 opon L [Fe]
tir cira s6 chinh.
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o5 frmTDedareShifts = 2E
Viét tat Tén Ca M3 ca ci Loaica: [H'anh chinh "]
I 2 tal TénCa: Cal Lich trinh vaojra : [XEn ke trang thai v]
cz Ca chigu
3 C3 3 Logi cong | Mac dinh ¥ | Cach chon cép vao ra [TETt ca cac cép ViR v]
4 Ca dic biét Thai gian nifa ca dauw :
HC Ca hanh chinh TG bt d&uca 07:00:00 = TG k&t thiic nira ca dau : 11:00:00 =
HC2 H2 TG quy dinh nira ca d&u ;. 240 | (Phat)

Théi gian nifa ca sau :

TG bat d3u nifa ca sau 11:30:00 = TG ket thicca : 22:00:00 =
TGauydinhniracasau: 240 == | (Phit) TG tinh [&m thém sau ca : 22:00:00 =
Danh sach bd phan durgc sir dung ca hién tai Théi gian xac dinh ca :
=] Ds [Digitech jsd] Mic bat dau ; 0L:00:00 59 mac ket thic : 23:00:00 (<
----- -.[/l&: Hanh chinh
- [V Ké toan Cho phép di mugn : 0 | (Phat)  Cho phép vE sdm : o = (phat)
-.[V1%; Phan mém . e . L _ - .
..... .5 Kinh Doanh Ban vi chdm céng : - |(Phat)  Lam thém theo dan vi: - | (Phat)
Téng nghi gitta ca : 80 < |(Phat) Lam thém t5i thifu trudcca: 0 | (Phat)
Cdng ghi giir ca vao TG l&m : [ La&m thém t8i thigu sau ca : 30 = (Phit)
Ra ngoai khdng bi trir gid : [
Tao mdi Luu Xda Xemin Thoat

Tai ctra s6 quan ly ca, bAm ™™ dé thém mai 1 ca lam viéc:

M4 ca: [a tén viét tit dwoc hién thi trén céc bao céo va bang phén ca.
Lai ca: la loai ca la viéc ma ban khai bao.
Logi cong: 1a lao cong ma ban mudn khai bao ( ngdy thuong, Bm thém...)
Céch chon cgp vao ra: d phuong thirc chon cac cip vao ra dé tinh gio (VD: khi chon quet dau
tién - quet cudi cling, phan mém s& chon cap dau tién cua ca la viéc va lan quet cudi cing cua ca lam
vide dé tinh gio' va bo qua tat ca cac cap vao ra & giira ca).

- TG bdt ddu ca lam viéc: la thoi gian bat dau ca lam viéc.

- TG két thlc nita ca dau: la thoi gian bat dau nghi giai lao giira ca.

- TG quy dinh nita ca dau: & khoang thoi gian duoc tinh bang phit bat dau tir thoi gian bat dau
ca dén thoi gian két thic nira ca dau.

- TG bat dau nira ca sau: la thoi gian két thiic nghi giai lao giira ca.

- TG két thtc ca: la thoi gian két thic ca lam viéc.

- TG quy dinh nia ca sau: la khoang thoi gian duoc tinh bang phit bat dau tir thoi gian bat dau
ca dén thoi gian két thic nira ca dau.

Cty Co6 phan Cong nghé Fitech Viét Nam
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- Moc bat d@au: la mbe thoi gian bit ddu quet thé cua nhan vién trong ca nay.

- Moc két thac: 1|a mdc thoi gian cudi cing ma nhan vién quet trong ca do (chi y thoi gian lam
ViéC sau ca ctia nhdn vién dé khai béo hop Iy).

- Cho phép di mugn: I khoang thoi gian cho phép di mudn dau ca cia nhan vién.

- Cho phép vé sém: a khoang thoi gian cho phép vé sém khi két thic ca lam viéc.

- Pon vi chdm cdng: La don vi tdi thiéu dé tinh cong cho nhan vién. Vi du mdt nhan vién am 14 5
gio 10 phit va don vi chdm cong & 15 phut thi thoi gian 1dm s& 1 5 tiéng, con néu lam 5 gio 17 thi
tinh thoi gian lam 1a 5 gio 15 phut.

- Lam thém theo don vi : La don vi [am tron cta thoi gian lam thém, vi du 1 nguoi lam thém la 7
phit va don vi lam thém 1 5 phut thi thoi gian lam thém 1 5 phit, con néu thoi gian lam < phdt thi
thoi gian lam thém 1a 0.

- Téng nghi giita ca: 1 khoang thoi gian durgc tinh bang phut, bat dau tir thoi gian két thic nira ca
dau dén thoi gian bat dau nira ca sau.

- Lam thém téi thiéu sau ca:1a khoang thoi gian 1am thém sau ca t6i thiéu dé dugc tinh lam thém.

- Céng nghi giita ca vao thoi gian lam: néu check vao day, phin mém s& khong trir khoang thoi
gian tong nghi gitta ca cua thoi gian lam.

- Ra ngoai khéng bi trir gio: néu ban chon muc ndy va chon cip vao ra 1 “tat ca cac cip vao ra”
thi phan mém s& khong trir khoang thdi gian ra/ vao trong thoi gian m, VD: ban quet vao lic 8h, ra
lic 9h, vao lc 9h30 va ra lac 17h, phin mém s& khong trir khoang thoi gian tir 9h dén 9h30 vao thoi
gian lam viéc ngay hom do.

o |y
Sau khi khai b&o xong céc théng tin, bam = dé luu ca lam viéc ban wira khai bao.

Chl y: tai cira s6 khai béo ca lam viéc, ban can chi y dén muc chon danh séch bo phan duoc st
dung ca hién tai. Néu khdng chon muc nay thi khi ban st dung chie nang tu dong tim ca lam viéc, phan
mém s& khong xét dén ca lam viéc ban khdng chon.
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o5 frmTDedareShifts = 2
Vit tit | Tén ca Mica: Ci Loai ca |Hanh chinh -
I 2 tal TénCa: Cal Lich trinh vaojra : [xen ke trang thai v]
cz Ca chigu
3 C3 3 Logi cong | Mac dinh ¥ | Cach chon cép vao ra [TETt ca cac cép ViR v]
4 Ca dic biét Thai gian nifa ca dauw :
HC Ca hanh chinh TG bét du ca : 07:00:00 = TG ket thiic nita ca d8u : 11:00:00 =
HC2 HZ TG quy dinh nifa ca d8u : 240 | (Phat)

Théi gian nifa ca sau :

Tebatddunracasau:  11:30:00 5 TGkStthicca: 22:00:00 =
TGauydinhniracasau: 240 == | (Phit) TG tinh [&m thém sau ca : 22:00:00 =
Danh sach ba phan durge sir dung ca hién ta =
E"%m Mé&c bat dau - 0L:00:00 5 M5 kat thic : 23:00:00 5
-.[/l&: Hanh chinh
Ké toan Cho phép di mudn : 0 -~ |(Phat) Cho phép v& sdm : 0 5| (Phut)
@4 Phinmém o =i .
Kinh Doanh Ban vi chdm céng : - |(Phat)  Lam thém theo dan vi: - | (Phat)
Tdng nghi gitfa ca : 80 < |(Phat) Lam thém t5i thifu trudcca: 0 | (Phat)
Cdng ghi giir ca vao TG l&m : [ La&m thém t8i thigu sau ca : 30 = (Phit)

Ra ngoai khdng bi trir gid : D
‘ chon b phan sir dung ca nay

M O Q|

Tao mdi Luu Xoa Xemin Thoat

2.7 Khai bao nhan vién

2.7.1 Khai bao nhén vien moi

2 Nhan vién[F5]

Pé khai bao nhan vién méi, tir giao dién chinh cua phian mém, ban bim nit hoic bam

F5. Tai ctr s6 quan ly nhan vién ban tiép tuc bAm ndt == @& thém mai nhan vién,
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| s frmResume = @3 5%
1 SN
| M3 nhan vien NV00001
|‘ Ho t&n Nguyén Thu Thiy
{ Naay sinh 26/02/1987 = S6TT 1)k
|| B&phan KE todn
|
| Chic vu
]
|
| Caméacdinh  Hanh chinh J
- A
Ngay vao 01/01/2000 = Naay nahi viec  31/12/9990 <
Gidi tinh (") Nam (@) Nir S6 ID cham cong 1
| sscMmND
l . ~
' 50 CMTND 142620295 Ngay cap 30/03/2007
Nai c3p Hai Duong|
Dién thoai Noi &
Email Mguyén quan
S0 fax Nai sinh
Didong Thuong trd
[ Nhan vién durge tinh lam thém y
| H & | b
Gidi thich = ¢ =
S Tao mai Luu Xemin Thoat

- M4 nhan vién: A md nhan vién cua nhan vién ban mudn khai bao.

- Ho tén: la ho va tén nhan vién ban mudn khai bao.

- Ngay sinh: 1a ngay thang nim sinh cta nhan vién ban mun khai bao.

- S6 TT: la thtr tuy hién thi nhan vién trén cly nhan su.

- B¢ phdn: la b phan ma nhan vién nay & trong do.

- Chuc vu: la chie vu hién tai ctia nhan vién ban mudn khai bao.

- S6 ID cham cong: 1a s6 ID cua nhan vién trén may chim cong.

- Ngay vao: [a ngay bat dau vao lam viéc.

- Ngay nghiviéc: Ia ngay nghi viéc cta nhan vién,

- Nhdn vién dwoc tinh lam thém: néu check vao muc ndy thi nhan vién nay duoc tinh lam
thém.
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2.7.2 Chinh swra — cdp nhdt thém thong tin nhdn vién hién hanh
Pé chinh stra thdng tin cta nhan vién ma ban da khai béo trude do, ban bim vao nat 2 Nhan vienlFs]

hodc chon tir menu Quanl¥ = Danhsschnhdnvien " nodn qip vao tén nhan vién mudn chinh stra, bam
H 2 - - -
“*  dé cap nhan lai théng tin sau khi chinh stra.

2.7.3 Xoa vinh vién nhan viéen

)4 s N A - ” A - A \ ~ . , , , e N , a 3R vié
Pé chinh stra thong tin ctia nhan vien ma ban da khai bao trude do, ban bam vao nit = MhanvienlFl

> . - & - n A , , , O 2 ,
hodc chon tr menu Quanly = Danhsachnhanvién  chon nhan vien ban mudn xda, bAm =  dé xda
nhan vién da chon.

2.8 Khai bao ngay nghi Ié
Muc ndy s& dinh nghia nhitng ngdy ma nhan vién lam ngiy hom d6 duoc tinh la lam thém ngay €.

Khai bao ngay nghi I

Pé khai bao ngay nghi I& trén menu | F€H979  han chon tai ctra s& quan ly ngay

nghi IE ban bAm “= @& thém méi ngay nghi IE.

- Danh séch ngéy nghi 18 = 22
==
Tao mdi L Sita Thoat
Ngay (*) [M06/2013 23:27:25 = Tén(m
NNLLoai (%) B3]

- Ngay: 1a ngay nghi I ban mubn khai béo.
- Tén: A tén ngay nghi I& ban mudn khai bao.
- NNLLoai: la loai nghi (150%, 200%, 300%).

H
Bim “*  dé Iwu lai céc thong tin ban vira khai béo.

2.9 Pang ky nghi cho nhan vién

2.9.1 Khai bao loai nghi
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Pé khai bao Iy do nghi, ban vao  Hethéng  _ Khaibaoloainghi 4 .no a4 quan Iy loai nghi ban

chon | ™™ tai day ban tién hanh khai bao céc thdng sé sau

5 LMNMa o B R

W [Ma

H =0 R a|m
Tao mdi Luru Sira Xda Excel Xem in Thoat
o ~ o =) P
M3 | Tén (E) Tén| " NMa = Fn
1 MNghi BH100 Ngh ﬂ = ‘..
2 Nghi khéng | Ngh Tao mdi Luu Slra Thoat
[IE] B TenE Mghi khéng lrong
Tén (V) Mghi khing lrang Hién thi BCC Fl
Hién thi BKN Fl Cing vao TC
Tinh ngay nghi Tinh ngay 1§
Hé sfi NT 015 Hésfnn =
Hé =8 NL 0 Lutién 2
4 (11 3

- Ma: |a ma loai nghi ma ban muén khai bao

- Tén (E): tén tiéng anh

- Tén (V): tén tiéng viét

- Hién thi BCC: néu chon muc nay thi nd s& hién bang chim cong.

- Céng vao téng cong: néu chon muc ndy, nhirng ly do nghi str dung loai nghi ndy s& cong vao
tong cong (térc | nghi VAn tinh cong).

- Tinh ngay nghi: néu chon muc phan mém s& tinh loai nghi ndy vao ngay nghi.

- Tinh ngay 1é: néu chon muc phan mém sé tinh loai nghi ndy vao ngay nghi IE.

- Hé s6 NT: Ia h¢ sb nhan cong ngay thuong.

- Hé s6 NL: Ia hé s nhan cong ngay 2.

- Hé s6 NN: 1a hé s6 nhan cong ngay nghi.

- Uu tién: |a mirc d6 wu tién hién thi loai nghi nay trén bao céo.

2.9.2 Khai bao ly do nghi

Khai b4o ly do nghi 2 muc cho phép ban dinh nghia sin nhitng ly do nghi cua nhan vién tir d6 khi
dang ky nghi cho nhan vién, ban s& dé dang quan ly cac ngay nghi ciia nhan vién ngay trén bang cong.

Dé khai bao Iy do nghi, ban vao M9 tiép theo ban chon Khatbselydonghi w.; cva s§ quan Iy cac

Iy do nghi, ban bam “= dé thém mai Iy do nghi. Tai day ban tién hanh khai bao cac tham sé sau:
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g5 Danh muc ¥ da nghi o B 2R
B =20 6| &
Tao mdi Luru Sira Xda Excel Xem in Thoat
M3 |Ténljdonghi |viéttit |Loai nghi
2 Nahi khdng luong KL MNaghi BH100
1 Nahi dm NO MNahi khdng luiong

a5 Danh muc 1y do nghi

t:1|5h:f|m

Tao mdi Luu Thoat

Ma 15| Tenijdonghi(r)  MNohidm

Wiét tét (%) Loai nghi (%) Mghi khéng lrang

- Ma: |a ma Iy do nghi ma ban mudn khai béo.

- Tén ly do ngh: 1a tén ly do nghi ban mudn khai béo.

- Viét tat: a tén viét tit s& hién thi trén bang cong va béo céo.

- Loginghz: 1a loai nghi ma ban da khai bao trong muc Khai bdo loai nghi.

Bam wu dé luu cac thong sb ban vira khai béo.

2.9.3 Qudn ly dang ky nghi

Chirc nang nay s€ gilp ban dang ky va quan ly cac ngay nghi ctia nhan vién trong cong ty, tir cac dir
liéu nghi ma ban dang ky ¢ day, phan mém s€ hién thi i do nihi ma ban dang ky 1én bang cong. Dé
quan Iy cac dang ky nghi ctia nhan vién, ban chon menu => Quanly dang ky nahi pos0 hAm Crl

+Y. Tai ctra s6 quan Iy nghi, ban chon = ‘dé dang ky ngdy nghi cho nhan vién.
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- Ly do ngh: 14 ly do nghi ctia nhan vién ban mudn ding ky. Ly do nghi dd dwoc khai béo tai
Khai béo Iy do nghi

- Thoi gian nghi: ca ca hoac nira ca.

- Tirngay: bat dau nghi tir ngay.

- Pénngay: ngay két thic nghi.

Sau khi khai b4o xong, bdm hru dé hoan tat ding ky.

2.10 Khai bao wu dai

2.10.1 Khai bdo logi wu dai

Khai bdo wu dai i muc md ¢ day cho phép ban dinh nghia mot s6 wu dai ciia cong ty nhu cho phép
1 sb nguoi duge phép di mudn hoic vé som trong khoang thoi gian nio dé6 ma khong bi tinh [ di muodn
hoic vé som, khoang thoi gian wu dai ndy vin duoc tinh vao cong lam, qua thoi gian ndy phan mém sé
xét toi ngudng di mudn vé som cia ca lam vise dé xac dinh di mudn vé som. dé khai bao wu dai, ban

chon myc | Héthéng | —»  Gétekiad . Tai ctra 56 quan Iy wu dai bAm «=  dé thém méi cac
uvu dai.
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i
Ef LOg| dal —_ EI 2@ 1
1 — N
Bz @ & &K -
Tao mdi Lura Sira Xda Excel Xem in Thoat I
|I'~'I§ |Tén |D§u ca |Tnjc'rc gid nghi |Cuﬁi aid nghi |Cu6i ca
2 Uu d3i cudi ca 0 0 0 &80
1 Uu d3i dau ca &0 0 0 0
ot Loai vy d3i o &
B =W
Tao mdi Luu Sira Thoat
M& (*) 35 Tén () Ba B3u
Piu ca 10 & Trwérc gitr nghi 0
Cudi gitr nghi d cufica 10 =

- Ma: 1a mi vu dai ban mubn khai béo.

- Tén:1a tén vu dai ban mudn khai bao.

- Dau ca: la khoang thoi gian cho phép dén muon dau ca.

- Truoc gio nght: la khoang thoi gian cho phép ra trudc gio nghi.

- Cudi gio nghi: 14 khoang thoi gian cho phép vao tré gio nghi giira ca.
- Cuoi ca: la khoang thoi gian cho phép vé som cudi ca.

H
Sau khi khai bao day du cac thdng sb trén, bam = dé uu lai c&c théng sé ban vira khai bao.

2.10.2 Quan Iy ding ky wu dii

Chirc nang nay s& gillp ban quan Iy vu dai ctia cic nhan vién trong cong ty. Dé quan Iy cac dang ky

wu ddi, ban chon menu - 24 chon tigp QAN W ASNGIFUUGEL 1; 43y ban c6 thé dang ky, chinh sira

cac uu dai cho tirng nhan vién.
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Pé dang ky vu dii cho nhan vién, ban bam dé dang ky wu dai cho nhin vién, trong do:

Loai wu dai: Loai wu dai da khai bao trong muc Khai bao loai uvu dai
- Turngay: Ngay bat dau huéng wu dii.
- Dbén ngay: Ngay hét uu dii

|
Sau khi khai b&o xong ban bam **  d¢ hru lai théng tin da khai bao.

2.11 Quan ly dix liéu chAm cong

2.11.1 Qudn ly dir liéu quet

Chirc ning quan Iy dir liéu quet ndy s& gilp ban quan ly cac dir liéu chim cong cua nhan vién toan
cong ty. Tai day ban c6 thé thém quet (trong truong hop cdng nhan quén khdng quet), xda cac gio quet
IBi cua nhan vién hozc chinh stra lai gio quet. dé truy cip vao chirc ning nay ban chon trén

e . 2 e i 10 . 9
thanh cong cu tiép theo ban chon P¥HEUAUEEthe hose han co thé béam tab €5 Gio quetlFE] o0 o <4
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quan ly dir liéu quet phan mém s& hién thi cac lan check van tay cua nhan vién theo ngdy ma ban chon
va cac tuy chon quan ly:

% Hiinéng  Quiny them sf chim cing | Gudn Iy may chimeing Quinktidn Cirgeu Cinid Imgep Seamthis (o l=idi=
B My chi congtT3] KR TH R eI R Bhghin D Nvin S]] Kt calfd] [ Lip behtsnn10] 52 hag phie calF)] (5 o 8 o Tng hay DLW e Tim (Cute] (@) Thost | Admn P

ABkghin . (SEWD (Mg Thgan [@edsc . (TRea®d | Nhls

& A Paiog bj thedt 3 Dl WEng Nhumg Kork Death 3 O0/66/2023 CH:32:10 My chimcdop 1 Ve .
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- : Tao mai lan quet cho nhan vién (trudc khi bam tao méi, ban khai bao céac thong so thoi
gian, trang thai cua lan quet va ctra (mdy cham cong) roi méi bim tao moi).

(]
- _“Ll: Cap nhat lai thdng tin ma ban vira chi stra.
- %= : Xo6a lan quet ma ban chon.

2.11.2 Qudn ly phén ca

Quan ly phan ca a chirc ning hién thi ca lam viéc cua tirng nhan vién trong mot thang , tir day ban
c6 thé kiém soat duoc phan mém c6 tim ca chinh xac hay khong hoic cé thé tim duoc ca hay khong, tir
d6 ban c6 thé cap nhat lai ca lam viéc cua nhan vién cho chinh xac. Pé truy cap vao tinh ning quan ly

phan ca, ban chon menu chon tiép B2N9PREN €2 osc chon tab e
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Tai cira so trén, phan mém s& hién thi cac ca lam viéc cta nhan vién trong thang, néu ban muén
chinh stra lai ca lam viéc cua nhan vién, ban chon ngdy may ban mubn sira trén ludi, click dap va chon

. . ) - N
cama ban muon stra lai sau d6 bam  *  dé Iru cac ca ma ban wvira chinh stra.
2.11.3 Tong hop dir liéu cham cong

Chirc ning ndy s& gilp ban tong hop lai dit liéu cham cong cua nhan vién, ty dong tim ca lam viec,
tinh todn cong lam va xudt ra cac béo céo trong khoang ngdy ban mudn. Bé truy cap vao chirc ning
2 o pal A A ; Téng hop dif lié
tong hop dit liéu chdm cong, ban chon | Quinly | = Tong hop diflicu ! Téng hop DLF3]
Tai ctra s6 ndy ban c6 cac tlly chon sau:

hoac bam tab
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- Phan xu ly diz liéu trong thang: la khoang thoi gian ban mudn tong hop dit lieu.
- Ludi chi tiét cham cong: hién thi ca lam viéc, thoi gian lam.. cua tirng nhan vién.
- Phan xur ly di liéu
e Xoa ca cil, tim ca méi: Wy chon lién quan dén chirc ning tu dong tim ca. Néu chon muc
ndy, phan mém s& x6a toan bo cac ca (trong khoang ngdy ma ban dinh nghia) da tim tir
trude do dé tim lai tir dau.
e Tim ca:la nit c6 chirc nang ty dong tim ca lam viéc cta nhan vién.
o Xur ly dir ligu: I|a nlt c6 chire nang xir ly dit liéu trong khoang ngay ban da da dinh nghia
trudc .
e Nhdm theo bg phan: nhdm bao céo theo b phan.
e NhAm theo nhan vién: nhdm béo céo theo nhan vién.
e Tinh cong: ndt tinh cdng cho nhan vién.

2.12 Xuit bang c6ng va cac bao céo
2.12.1 Bdng cong thang

Dé xuét bang cong thang ban chon tab = Tenahep BLFT pose him F9, tai day ban chon tén nhan

vién hoic bo phan ban mubn xudt ra bang cong, ban chon khoang ngdy can xir ly dit liéu va thang
muén xut ra bang cong sau do bam = V- dé xir ly dir liéu trong khoang ngay ban da chon,
tiép theo bam Tinh céng dé tinh cong cho nhan viéen (chd y: tly chon

XudtExcel saukhitith cBng .~ ./ e A , s .
HatEHEE SR ENS 3y 53 gilip ban xudt bang cong thang sau khi bam Tinh cBing ).
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- Cong lam: a s6 cong ma nhan vién di di lam trong thang,
- Lam thém: la s6 gio' 1am thém trong thang.

- Lam thém NN: la sb gio lam thém ngay nghi (cha nhat).

- Lam thém NL: a s6 gio |am thém ngay 8.
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- Nghi phép: s6 ngay nghi duoc ding ky i nghi phép.

- Nghi ¢6 hrong: & s6 ngay nhan vién nghi duoc dang ky 1a nghi c6 hrong (xem lai khai bao loai
nghi va Iy do nghi).

- Nghi khéng heong: 1a s6 ngay nghi duoc ding ky 1 nghi khéng hrong.

- Nghi khéng phép: 1a s6 ngay nghi khong c6 Iy do (khéng dugc khai bao trong phan mém).

- Dimuén: | s6 phit di mudn trong thang.

- Vé som: la sophit vé sém trong thang.

- Téng cong: la tong cong 1Bm trong thang, trong d6 gom s cong lam cong vai sb cong nghi van
tinh hrong.

2.12.2 Cac bao cao

> Bang cham cdng chi tiét

Dé xuét bang cong chi tiét, ban chon tab ®* Tonghep BLIFT 50 him F9, tai day ban chon tén nhan
viéen hoic bo phan can xuat béo cdo, tiép theo ban chon khoang ngdy mubn xuat béo céo va bam

L& 1857 44 yUdt ra bang chi tiét chdm cong (chd  tim ca, xir Iy dit licu va tinh cong trudc néu

khoang thoi gian d6 chua dwoc xur ly dir liéu, tinh cong va tim ca). Bang chi tiét chAm cong sau khi xuat
ra c6 dang nhu sau:
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BANG CHI TIET CHAM CONG

MAE nhin vién: 35 Tén nhin vién: Ngu\-‘éu Thi Hoi  Bi phin: Ké toin

Céng Lim 33 48 54 Lin tré 32 54 phait tré 3.87

Ting ea i) ) 56 Lin som i 56 phiit sém [T

Ngiy nghi ] ] Ving KP Pheép

Ngiy 12 ) i Nghi 100 % Ehéng lirong

Chi tidr

TG Viao Ra Lam thém

Ngay Thé¢ | Ca [ Vao | Ra | Tré | Sém |T.Gié| Cing| N B Ki hiéu
01/05/2013 | T4 i} i) o 0 i) i}
02/05/2013|T5  |HC 8:14(17:38 14 ol 7.75] 097 ] ]
03/05/2013|T6  |HC 8:09[ 18:15 o 0| 7.83] 0.8 i) i}
04052013 |T7  |HC 8:04( 18:10 4 ol 792| oog 1] 0
05/05/2013 | CM 0 [ [i] 0 [ 0
06/05/2013| T2 |HC 8:13[ 1740 13 o]l 7.77] o097 i) i)
07/05/2013|T3  |HC g:10[ 17:13 10 0| 7.82] oos i) i)
08/05/2013|T4  |HC g-11f17:15 11 ol 78| ooz i) 0
09/05/2013| T35 |HC 8:01|18:48 1 0| 7.97 1 ) ]
10/035/2013 [ T6 ] 0 0 0 0 ]
11/05/2013|T7  |HC 8:08( 17:06 8 0| 7.85| o098 1] 1]
12405/2013 |CM [1] 1] [i] 0 1] [1]
13:05:2013(T2  |HC 8:08[18:38 8 ol 7.85] 008 i) ]
14:05:2013(T3  |HC 8:08[17:58 8 | 7.85] 008 i) i}
15/05/2013(T4  |HC 8:04( 18:04 4 o 7.92] ooo ] ]
16:05:2013(T5  |HC 8:05[18:17 5 ol 79| ooo ] ]
17:05:2013(Te  |HC g:11( 1742 11 ol 7.8] o.os i) i}
18/05/2013|T7 |HC 8:03( 17:05 3 o 793] oo 0 0
19/05/2013 |CM 0 [ [i] 0 [ 0
200052013 | T2 |HC 80| 17:38 o 0| 7.83] oos i) i)
21/05/2013| T3 i) i) 0 0 i) 0
22005/2013|T4  |HC 8:52[17:26) 32 0| 7.13| 089 ) ]
23/05/2013|T5 |HC 8:14( 17:20 14 0| 7.75] 0.97 ) ]
24005/2013|T6  |HC 8:07[17:10 7 0| 7.87] 0.08 0 0
25M5/2013|T7  |HC 8:02(18:15 2 o| 795| o099 1] 1]
26/05/2013 | CM 0 [ [i] 0 [ 1]
27M5/2013| T2 |HC 8:19| 17:27 19 o 7.67] 096 i) i}
28/05/2013| T3 |HC 8:04[ 17:58 4 o 7.92] ooo ] ]
20/05/2013| T4 |HC 7:54( 17:17 i} ] 8 1 ] ]
30005/2013|T5  |HC 8:12( 17:10 12 ol 7.78] 097 ] ]
31/05/2013|Te  |HC 8:04( 17:05 4 o 7.92] ooo i) i)

Téng cing : 232 0 188 23.5 0 0

Trong do:

- Cong lam: a s6 cong lam trong thang.

- Tang ca: s6 giv am sau ca trong thang.

- Ngay nghi: 1a s6 gio lam thém ngay nghi (cha nhat) trong thang.

- Ngay Ié: 1a sé gio 1am thém ngay I8 (dwoc khai béo trong muc khai bédo ngdy nghi 18) trong
thang.

- S6 lan tré: a s6 lan dén muon trong thang.

- S6 lan sém: 1 s6 lan vé sém trong thang.

- Vang KP: 1a s6 lan nghi khdng phép trong thang (khong duoc ding ky nghi trong théng).

- Ngh7 100%: la s6 ngay nghi van tinh hrong.
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- S¢ phat tré: la s phat di lim muodn trong théng.

- Sé phat sém: 1a s6 phit vé sém trong thang.

- Phép: Ia sb ngay ding ki 1a nghi phép trong thang.

- Khéng lrong: 1 s6 ngay nghi khong lrong trong thang.

» Bao cao vao ra

Dé xuét bao cao VAo ra, ban chon tab ®* Tonghop BLIFAT o5 nim F9, tai day ban chon tén nhan
vién hoic bo phan can xuit béo céo, tiép theo ban chon khoang ngay mudn xuit bao céo va bam
K 2BOR 2 < L . e e Ea X . e

de xuat ra bado cdo quet thé vao ra (chu y tim ca va xt ly dir liéu néu khoang thoi gian do
chua duoc xur ly dir liéu va tim ca). Bang bao c4o nay sau khi xuat ra c6 dang nhu sau:

CONG TY CS PHAN DIGITECH Ngayin: 1620612013 114556 AN

BAO CAO QUET THE VAO/RA
(7 nGog- CHOEL261304 b nose- SI/CE/E615)

STT Ngiy QT M3 NY HO »3 TEa Chuc vy Gi¥” v3o | G ra Ghi che
BY phia: Ké toim

1 0210522013 85 Nauyén Mai Anh MNhan vién 08:32:33 | 17:46:26

2 03/05/2013 85 Nguysn Mai Anh Nhin vién 08:25:12 | 17:39:03

3 0310522013 85 NguyEn Mai Snh Nhan vién 07:55:52 | 17:05:38

4 060572013 85 NguyEn Mai Anh Mhan vién 07:32:28| 17:08:53

5 071052013 85 NguyEn Mai Anh Nhin vién 08:23:23 | 17:09.06

& 0820522013 85 NauyEn Mai Snh MNhan vién 08:28:42| 17:10:18

7 08/05¢2013 85 NguyEn Mai Anh Nh3n vién 08:31:58 | 17:03:24

Date (ngay) .. month (thang) ... year (ndm)

Aprovad Chackad Preparad

> Bio cdo di mudn vé sém
Dé xudt bao cdo di muon vé sém, ban chon tab ® T8nghep BLIFL ot nim FO, tai day ban chon
tén nhan vién hoic bo phan can xuit bao céo, tiép theo ban chon khoang ngdy mudn xuit béo cao va

L AW 3 BMNS L , L s Al A , A ia . P Y
bam dé xuat ra bao cdo di mudn vé sém cua nhan vién trong thang(chd y tim ca va xir ly

dir liéu néu khoang thoi gian d6 chua dwoc xur ly dir liéu va tim ca).  Bang béo cdo ndy sau khi xuat ra
€O dang nhu sau:
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CONG TY CO PHAN DICITECH Ngdyin: 16/06/2013 1148:20 AM

BAO CAO PI MUON VE SOM
(% naiw: CHES/2615DE n naag: THOF2613)

STT | Ngiy @T | M3 NV HO v3 Téa Chuc v Ca |TGOM | TG VS Ghi chi
B) phia: Ké todn

1| 0200502013 85 Naguyén Mai Anh Nhan vién HC »

2 | 030502013 85 NguyEn Mai Anh Nhan vién HC 2%

3 | 070502013 86 Nguyén Mai Anh Nhin vién HC 2

4 | 0810502013 85 NguyEn Mai Anh Nhan vién HC b

5 | 08105/2013 85 NguyEn Mai Anh Nhin vién HC 31

& | M0S2013 85 Naguyén Mai Anh Nhin vién HC 8

7| 140502013 85 Nguyn Mai Anh Nhan vién HC 10

8 1510562013 85 Nauysn Mai Anh Nhin vién He %

Date (ng3y) .. month (thang) . year (n3m) .

Aproved Checkad Prepared

> BA&o céo vang mit

Pé xuit béo cdo ving mat, ban chon tab i Téng hop DLF] hozc bim F9, tai ddy ban chon tén nhan

vién hoic bo phan can xuit béo céo, tiép theo ban chon khoang ngady mudn xuit bao cao va bam

®4~VM PO . L e A . PN o ve e e X

dé xuat ra bado cdo vang mat cta nhan vién trong thang (chu y tim ca va xu ly dir liéu néu
khoang thoi gian d6 chua dwoc xir ly dit liéu va tim ca). Bang bao c4o nay sau khi xuit ra c6 dang nhu
sau:
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CONG TY €O PHAN DIGITECH Nagy in : 16/06/2013 11:52:11 AM

BAO CAO VANG MAT
(Tix ngdy: 01/03/2013 Dén ngdy: 31/05/2013)
STT Ngiy Mi NV Ho va Tén Chifc vy Ghi chi
Bi phin: Ké toin
1 01/05/2013|194 B van Cuong MNhan vién
2 07/05/2013|194 B8 van Cuong MNhan vién

Date (ngay) ... month (thang) ... year (ndm) ...

Aproved Checked Prepared

» Bao cao lam thém

Pé xuit bao céo lam thém, ban chon tab = T8nghop DLIFT  1ose ndm FO, tai day ban chon tén nhan
vién hoic bo phan can xuit béo cdo, tiép theo ban chon khoang ngdy mubn xuat béo céo va bam
s 5 0T 2 z , , N A ” A ‘n , PRV N 0 L2 A~ IEA £
E dé xuat ra bdo cao lam thém cua nhan vién trong thang (chd y tim ca va xu ly dir ligu néu

khoang thoi gian d6 chua dwoc xir ly dir liéu va tim ca). Bang bao céo ndy sau khi xuit ra c6 dang nhu
sau:

DICLIECH ISC Naghy WOGLSD WM 2T
BAO CAO THOT GEAN LAM THEM

15 apdn: ENERIDETIOL # ngdp: SARRRILOLT)

str [ mswv | ssaavie | oxew | memie [olaafa|slefr]a]s|n|n]e]e|w]slu]o[uls|mln]n]nluin]xiainia]e

 Jomn Pereoy fom i PT T T FT T ET T TT TT TT T T T T T T T TTT T T

| | |
B g € Thait

Dare g - Tocs (hlag) . you rary

Apmved | Cheched | Prepasd
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