i SRR
"'} 7 frm ap ¥
3 prm a) )
s EE i :
s ~N 2
HUONG DAN SU DUNG
A pe 2 ¢ =
PHAN MEM QUAN LY
A =
NHAN SU =
Phién ban: Premium2018 =
VAN PHONG TONG CONG TY KHANH VIET :E:
Phat trién bdi: Phong Hanh chinh Nhéan su va BP. Céng nghé thong tin truyén thong VPTCT E

e s e L -

R

e




I.

I1.

MUC LUC

HUGONG DAN CO BAN ..ottt 3
Lo DANG NRAP: oo e e e e e e e ereaaen 3
R OF T 1111 Tl 1T g || DRSSPSR 3
3. Cacnit cAn ban trong hé thOnE ............oocooievioieeeeee oo 3
4.  Giao dién tong quan ciia PhAn MEM..............o.coovivoiieiieeeeeeeeeeeeeeee e 4

CACMUC DU LIEU ..o 5
Lo MUC LY HCR ..ottt e e e e enaeeens 5
2. MucQuan h€ giadinh ..............coooiiiiiiiiii e 6
3. Muc Trinh dd chuy@n mon, BANG CAP ......c.oovoveveeeeeeeeeeeeeeeeeeeeeeee e 7
4. MUCDAO EA0......ooo it aaeas 7

4.1. Nhap thong tin v& Khoa @20 t20.............co.oocovevvovoieeeeieeeeeeeeeeeeeeeeeeeee e, 8

4.2 Tra ctru thong tin V& dA0 A0 .............c.oovovieeeeeeeeeeeeeeeee e, 9
5.  Muc Qua trinh cong tac truée khi vé don vi hién tai...........o.ooooovviieieeene. 9
6. Muc qua trinh cong tac don vi hi€n tai...................coooooiiiiiiii 9

6.1 Cac nhom qua trinh cONG tAC.............ccoieiiiiiiii e 10

6.2 Nhap thong tin vé qua trinh cong tac don vi hién tai.............coocooovvvieieeenne. 10
7. Muc HOP @0NE 120 @OME ...t 12
8. IMIUC LUOME CHE& @0 ... 14
9.  Muc Luong KhOAN.........coocooiiiiiiii e 15
10. Muc Luwong cong VI€e (3P) ....oooiiiiiiiieeeee ettt 16
11. Muc Lwong vién chirc quan 1y ............ccoocooiiiiiiiiniieeeeeee e 16
12 Muc Khen thir0m@ ...........oooooiiiiiiiiiiiee et 17

12.1 Nhip thong tin v& Khen thuomg ...............c.coovuevoiiieieeeeeeeeeeeee e 18

12.2 Tra ctru thong tin v& Khen thuwomg................cooooovivoivoieeeeeeeeeeeeeeeeeeeeeeae 19
130 MUC KY TUAL ..ottt e e e et e e e be e esabaeesssaaeens 20
14. Muc Piéu chuyén trong cic don vi thudc Khatoco.................cocoooovveeveevveenennn.. 20
15, IVIUC THEP MIAN ..o, 21


file:///C:/Users/GIGA/Desktop/20180611_Hướng%20dẫn%20phân%20mềm%20Nhân%20sự.docx%23_Toc516470267

Phan mém

Quan ly Nhan sy

16, IMIUC NG VICC ..ottt et e abe e e eabaeeensaeeens 21
17, MUC GIAL AAP ..ottt et e e e e enaeeeas 22
18, MUC Danh MIUC ......ooooiiiiiiii e e e et e e e e naaeee s 24
IL. CHUC NANG CANH BAO .....cooooiiiiiiiieieeeieiteee sttt 25
1.  Danh sach nhan vién tuyén dung MG ............co.ooooveeeeeeiereeeeeeeeeeeeeeeeeeeeeeeean. 25
2. Danh sach tANG IWONE ..........ooooiiiiiiiiiiee e 25
3. Danh sach hét AN CAGC VU c..o.ovoivieeieeeeeeeeeeeeeee e 25
4. Danh sach Ky 12i hop d0ng 120 @0NG ...........c.coooviveieeeeieeeeeeeeeeeeeeeeee e 25
5. Danh sach nhan vién nghi, hwu ..., 25

Nhansu.khatoco.com
2



Phan mém

Quan ly Nhan sy

I.  HUONG DAN CO BAN

1. Pang nhap

Budc 1: Mo trang web https://nhansu.khatoco.com/

Buwéc 2: Nhiap Ma truy cap va Mat khau duoc cung cip

2. Cac muc dir liéu

Hé théng thong tin Nhan sy ¢6 20 muc dir li¢u chinh, thudc cac cac nhoém ndi1 dung chinh
nhu sau:

- Ly lich

- Quan hé gia dinh

- Trinh d6 chuyén mon, bang cap

- Pao tao

- Qua trinh cong tac trudc khi vé don vi hién tai

- Qua trinh cong tac tai don vi hién tai

- Hop ddng lao dong

- Luong ché do

- Luong khoan

- Luong cong viéc (3P)

- Luong vién chtic quan ly

- Khen thuong

- Ky luat

- Piéu chuyén trong cac don vi thudc Khatoco

- Tiép nhan

- Nghi viéc

- Giai dap

- Danh muc

3. Cac niit ciin ban trong hé thong

, Thém A 1 1iA ”
Nut! = : tao trang nhap dir 1iéu mai
, Lutu A e A iAo A
Nut L ! : luu thong tin dit liéu vira nhép
, Binh fil , .
Nut - : dinh kem file
, Chén anh R
Nut L e : chén hinh anh
Nut = : xuat dir liéu dang bang excel
, In 5¥LL . A 1 1:
Nut . : in So yéu ly lich
X6z o
Nut : x6a dir liéu
, Email , 1A , ., O "
Nut : gui email thong bao khi c6 thay doi ndi dung nhap
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Thanh tich

Nut : in bao cdo khen thudng, thanh tich c4 nhan

, Luang ché dd . s , £ an » A
Nut : in qua trinh mtc luong ché do cua cd nhan
Nat 77 : Chon tat ca

= :

Nut : Chon theo tirng ndi dung
Nut =% : Hiry chon tat ca
Nut B : Huy chon theo tung ndi dung
Nt | Nhieu ho so : Ap dung 1 ndi dung quyét dinh cho nhiéu c4 nhan

4. Giao dién tong quan cua phan mém

KHATOCO 35" ANNIVERSARY

\\ L’én phdng Téng Céng ty Khanh Viét I(l:'

KHATOCO Lwrong (2) «eis Mt khidu Log out

NGi dung | Ly lich (3) v | Phong ban I| (4) v IIBang 3m tai cong ty {5) 'I Thang I (6) v I
Danh sach nhan vién tuy&n dung mdi (1) Phéng ban =3
Danh sa:n:h tang Iu‘dng'B} 7) Ho va tén ()
Danh sach h&t han chifc vu (3) Gidi tinh Nam ¥ | Ngay sinh

Danh sach ky lai hap déng lao ddng (2)

Danh sich nhan vién nghi, huu (0) M& nhan vién () & sathue
Ngi & hién nay (10)
8 e
( ) Bia chi hd khdu
NGI Sinh
1 |H& Thugng Hai Nguyén quan M
& * 5 ¥ | Dan tic () v | Tan gid 5 v
5 |vima Ngin Qudc tich (%) VIEt nam Dan tdc () Kinh Tén gido Khéng
. CMND MNgay cd Nai cd CA Khinh Hoéa
3 |Mac Hoai Nam g3y cap Heap s
- Ngay vao KHATOCO Ngay vao don vi (1 Ngay HBLD (2)
auyén Hod - v g3y v i(1) g3y )
SN H anh e i
. - NZm huy higu Pién thoai 50 BHXH
5 |Ngd Van Binh R
~ Ngay vao dang dur bi chinh thiic Sap xEp 100
6 |Duong Thanh Ding o .
Tai khoan nhan Igng Ngan hang v
7 |Hugnh Thi Du .. . . PR, -
Bai tuigng Bii tugng 2 ¥ | Nhém nhan vién Quan ly v
2 |Pham Minh i i L ;
- Email Email clia cdp Q.ly
9 |Nguyén Dinh Duy
10 |Nauyén Trung Giana Thém L In SYLL Thanh tich Chén anh
11198 Thi Kharh Hoa f Ghi chii:

Céc thanh phan cta giao dién phan mém nhu sau:

(1) Tén cua don vi

(2) Chon dé vao Phan mém nhan su

(3) Lua chon cac muc dir liéu

(4) Lua chon danh sach c& nhan theo Phong ban

(5) Lya chon danh sach c& nhan theo 1 trong 3 nhém: Pang lam tai cong ty, Nghi viéc,
Diéu chuyén ndi bg.
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** Luu y: khi dang nhap, phan mém mac dinh nhém Pang lam tai cong ty
(6) Lua chon danh sach ca nhan theo thoi gian
** Luu y: khi ddng nhap, phin mém mic dinh dong tring, twong dwong véi xem danh
sach tinh dén thoi diém hién tai
(7) Céac noi dung canh bao
(8) Thanh tim kiém c4 nhan
** Lyu y: phan mém ho tro tim kiém theo tén hodc mi nhan vién
(9) Danh sach ca nhan
(10) Nbi dung chi tiét trong tng v6i cac muc dir lidu
I. CACMUCDULIEU
1. Muc Ly lich

Dé tao méi mot nhan vién, trinh tu thuc hién:
- Chon muc “Ly lich”

£ , Thém 2 1A N  n L.
- Bam nut | dé thém nhan vién mai

- Bam nat L Aotk dé thém hinh anh ca nhan
- Nhap céc thong tin trong trang dit li¢u
¥ Lipu y:
+ O “Sép xép”
Chon 1: d6i v&i quan 1y Phong/bo phan. Hé thong s& wu tién hién tén Quan ly
Phong 1én dau trong danh sach c4 nhan ctia Phong
Chon 100: 4p dung ddi véi cac ca nhan khac ctia Phong
+ O “Ngay vao don vi”: Ngay lam viéc dau tién tai don vi hién dang cong tac
+ O Ngay HPLD: ngay hiéu luc HPLPD chinh thtrc dau tién voi Khatoco

Nhansu.khatoco.com
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Phong han L

Ho va tén (%)

Gidi tinh Nam ¥ | Mgay sinh
M3 nhan vién (*) M3 sd thug
Nagi & hién nay

Bia chi hé khiu

Mdi sinh
Nguyén guan r
Quiéc tich (*) Vigt nam ¥ | Dan tdc (%) Kinh ¥ | Ton giao khdng r
CMMND Ngay cap Nai cdp Ca Khanh Hos
Nagay vao don vi (1) Ngay HELD (2] Narm huy higu
Bign thoai 58 BHXH
Ngay vao dang du bi chinh thic S3p x&p 100
Tai khoan nhan Iuiong Ngan hang ¥
Bdi tuigng Bdi tuigng 2 ¥ | Nhom nhan vién Quan Iy r
Email Email cla cap Quly

Lo In SYLL Thanh tich Chén anh
Ghi ciiii:

R

(™) Bat budc

(1) Mogay lam viéc dau tién tai don vi hién dang cdng B
(2) HELD chinh thifc d3u tigén vdi Khatoco

. Lu . N A
- Bam nat L I d€ luu thong tin vira nhap

2. Muc Quan h¢ gia dinh
Tuong tu nhu cac budc & muc Ly lich

Sau khi nhap xong thong tin, nguoi ding cé thé xem dugc bang tom tit cac thong tin da
nhap.

bé chinh stra, chon vao dong thong tin can chinh stra & bang va di€u chinh néu c6.
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Ho va tén

Quan hé Cha ¥

Ho va tén Nguyén Van A MaEm sinh 1260
Cdng tac Wan Phong Tdng cdng by Khanh Vit

M3 58 thug MNgay giam tnl gia canh Moay k&t thic

Thém Lt Xda In SYLL

Nam sinh

Nguyén Vin A Van Phong Téng céng ty Khanh Viét

3. Muc Trinh @9 chuyén mén, bang cap

Muc nay ap dung véi cac trinh d6 chuyén mon, bang cap ca nhan ty to chire di hoc bang
kinh phi ctia minh.

Tuong tu nhu cac budc ¢ muc Quan hé¢ gia dinh

.. X , Binh file 2 4 .
Ngoai ra, bam nut deé dinh kem file
Ho va tén
Nhém [*) ChuyEn midn v
Trudng Nam tat nghip
Trinh dd (*) v ¥ | X&p logi v
Chuy&n nganh Béng thai |2 nhom ¥
File van ban
Thém Luru Xz fAktach file In SYLL

4. Muc Dao tao

Muc nay ap dung d6i v6i cac chuong trinh hoc do Khatoco chu tri to chirc cho céc ca
nhan di hoc.

- Chon muc “DPao tao”

- Giao dién chung cua muc “Pao tao”
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NEm 2018 ¥ | Nghiép vu khac v
| v | ‘ | Tén khdz dao tao
Khda hoc Truging dao tao .
Tén hoc vidn Noi dung Ngay BT Giang vién Bia digm td chifc :'lh}g.:':.'p
‘ , | Phwong phap xéy dung ti dién nang Iyc va ‘uﬁmuzum ‘ N:ghiép:'u v Th Qian.car'"l ko o (nam) in g
*ng dung (P2) Bing cip ¥ | Tdng chi phi (Tr.d8na) .
S8 hoc vién S8 naay/ budi hoc khoa
ﬁ Nady bit d3u Mgy ket thic dao
- Tim kiém theo khoa Bon vitd chitc v| Ty chie tao
hoc/ Tén hoc vién Ghi chi
- Xem danh séach céc File vin ban v
kljo’a hoc t6 chirc trong Thém Bigu chinh Xuat dif liéu Nhan vién Attach file
nam
ERECETRSG
Nhép
thong
tin ca
nhén
tham
dy

4.1. Nhdp thong tin vé khéa dao tao

X , Thé 2 1A . \ L
- Bam nut | i dé thém chuong trinh dao tao méi

- Nhép cac thong tin khoa dao tao trong trang dit li¢u

Mhan vién

- Bam nut dé chon cac ca nhan tham du khoa dao tao
Ban vi v
Nhin vién Nhin vién du'dc chon
Hdi ddng thanh vién --- Dufona Thanh Ding
--- L& Tign Anh --- Huynh Thi Du
Kigm sodt --- Duong Ngoc Minh
--- Mauyén Duy Vi =3
Phd Téng giam dic
--- Mguyén Binh Hugng =

Hanh chinh - nhan su
--- H3 Thurgng Hai

--- i Bao Mgan c
--- Mac Hoai Nam

--- Maguyén Hodi Anh

--- Mgd Van Binh

--- Pham Minh £ric

-— Mguyén Binh Duy

-~ Nguyén Trung Giang

--- B0 Thi Khanh Hoa

- L& Van Hung oK

--- Pham Thi Kim Oanh

--- Bao Tin Phuaong Cancel
--- Dugng Sang

--- Mguyen Thi 5

--- Tran Thi Kim Thanh -

Ptie Blemm Tl

*% Luu y: DE chon cd nhan nhanh hon, ¢6 thé kich d6i chudt trai vao tén ca nhan dé
chon.
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- Sau khi hoan thanh chon danh sach ca nhén, dién thong tin chi tiét twong tng véi cac
cd nhan vao bang.

Th gian
a | cam k&t

Duiong MNgoc Minh Hanh chinh - nhan su
Huynh Thi Du Hanh chinh - nhan su
Duong Thanh Ding Hanh chinh - nhan s
“Bim 2™ | 4 dinh kem file
- Bam nut | i dé luu thong tin vira nhap

4.2 Tra civu thong tin vé dao tao
Tra ctru thong tin vé dao tao theo 2 phuong thic:

- Khoa hoc
- Tén hoc vién

G0 tén khoa hoc hodc tén hoc vién vao 6 tim ki€m dé tra ctru thong tin theo yéu cau.

5. Muc Qua trinh cong tac truwdc khi vé don vi hién tai

Nhép thong tin qua trinh cong tac trude khi vé don vi hién tai ciia ca nhan vao phan mém
nhu hinh bén dudi.

Thao tac tuong tu vdi cdc Muc dugc néu ¢ trén.

Ho va tén
Thdi gian (*)

e

Cong ty (*)
Chufc wu v
Chifc danh cdng viéc

Bon vi thudc Khatoco v

Thém Luru Xoa In SYLL

Cini'c danh Ngay thi hanh

6. Muc qua trinh cong tac don vi hién tai
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6.1 Cac nhom qud trinh cong tac

Qua trinh cong tac don vi hién tai dugc phan loai theo 04 nhom:
- Chinh quyén

- Dang

- Cong doan

- Poan thanh nién

6.2 Nhip thong tin vé qud trinh cong tic don vi hi¢n tai
- Chon muc “Qua trinh cong tac don vi hién tai”

- Chon nhom qué trinh cong tac (mic dinh ban dau ludn 1a nhém chinh quyén)

Thém

- Bam nut | dé thém trang nhap moi

- Nhép céc thong tin trong trang dit li¢u

Ho va tén

Loai quyét dinh ¥ | 58 guyét dinh Moay ky

Mguidi ky v Chiric wu v
Mgay higu huc Thai han (thina) Buigng chic Chic danh chinh

Chiic danh

Phéng ban ¥ | T8/ bd phan v
Ghi chi

File van ban

Thém Lul Hoa Attach file Xuat dif lidu Nhigu hd so In SYLL

Chif v Khi bd nhigém chic danh mdf. phai huy chife (& bo stick) ndi dung duang chifc cda chifc danh cif
{nétr cd)

% Lipu y:

- Nut chirc danh chinh:

MJi c4 nhan chi c6 1 chirc danh chinh.

Khi bAm ntit M chtrc danh chinh cho chic danh nao, cic chitc danh con lai sé tu dong
huy bo

- Nut dwong chirc:

+ Nguoi dung chu dong chon/hity bo cho céc chire danh ma ca nhan d6 dang duong chirc

+ Néu c6 nghiép vu mién nhiém: hé thdng s& tw dong huy bo nut M dwong chirc ctia chirc
danh duoc mién nhiém
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+ Néu cac quyét dinh bo nhiém c6 thoi han két thuc: hé thong s& ty dong hiry bo nat nut
M duong chirc cta chirc danh do6

- HO tro kiém tra va diéu chinh cac chirc danh dwong chirc:
Khi nhap méi 1 chic danh, hé théng s& hién 1én bang pop-up nhu hinh bén dudi dé ngudi
dung kiém tra va di€u chinh cac chirc danh duong churc cia céd nhan.

LU ¥: CAC CHITC DANH BUONG CHIUC Bidng v Pdng

Chific danh

Mhadn vién phang Hanh chinh - Nhan su 01/09/2016 01/09/2016 L

Bam bo nut néu cd
nhan khong con
dwong chirc voi
chirc danh

- Bang tém tit qua trinh cong tic tai don vi hién tai:
+ Dong chit mau dé: nhitng chirc danh ca nhan dang duong chirc
+ Dong chir in ddm: hién dang xem chi tiét thong tin cua ndi dung do

I N o

Nhan vién k& toan chuyén quan, giam sat, tham dinh Tai chinh - k& toan 0D1/01/2017
20 dal thai han Kiém sodt vign cong ty TNHH MTV Thife 3n chan 10/12/2015
nudi Khatoco 101472013
ﬁarj[g&m Kiém soat vién cdng ty TNHH MTV Thiic an chan nudi 19/12/2013 | 18/12/2015

B& nhiém Ki€m sodt vién cdng ty TNHH MTV In bao bi 20/11/2013 | 19/11/2015

01/02/2006

Nhan vién phdng Tai chinh - k& toan k& todn - B3 wu

- Hb trg diéu chinh nhém d6i twong khi thay doi chirc vu

Khi chon ndi dung tai muc chirc vy (bao gdm ca chirc vu “nhan vién” dé thuan tién cho
hé thong thong ké va phén loai), h¢ thong s& hién lén bang pop-up nhu hinh bén dudi.

Thay ddi céc thong tin néu cé. Sau d6 bam OK dé luu.
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Piéu chinh thing tin d&i tugng hién tai

Badi twigng Pdi tuigng 3 v
Mhém nhan vién Chuy&n mdn, nghigp vu ¥
Ok Cancel

- HOb tro ap dung 1 ndi dung quyét dinh cho nhiéu ca nhan

Sau khi nhap va luu quyét dinh lién quan t6i qua trinh cong tac tai don vi.

De ap dung 1 nodi dung quyét dinh nay cho nhiéu c nhan (thong tin vé loai quyét dinh,
s6 quyét dinh, ngay ky, ngudi ky, ngay hiéu luc, thoi han), ngudi dung tién hanh 1am céac budce
nhu sau:

+ Nhap quyét dinh cho 1 ¢4 nhan va luu lai

n Bém nut Mhigu hd so

+ Phan mém s€ hién ra bang chon nhu hinh
DANH SACH CA NHAN LIEN QUAN THEO QUYET DINH

Chon phang ban: | Ki€m soat (1) v Luu Thodt

guyen Duy Vil (2)

|
+ Chon phong ban tai (1) d€ hién danh sach c4 nhén lién quan
+ Diéu chinh cac thong tin lién quan cho cac nhan thudc quyét dinh tai (2)
Céc thong tin di€u chinh, s€ hién cht mau do dé nguoi dung co6 thé nhan biét.

+Bim LY | dé ap dung.

7. Muc Hop ddng lao dong

Nhép thong tin qua trinh cong tac trudc khi vé don vi hién tai ctia ¢4 nhan vao phan mém
nhu hinh bén duoi.

Thao tac tuong tu voi cdc Muc dugc néu ¢ trén.
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Ho va tén
QUYET DINH
Loai QB ¥ | 54 quyét dinh Nagay ky
Mouidi ky ¥
HOP BONG LAO DPONG
Loai hgp dang () ¥ | 54 hgp dong Nagay ky
Bon vi ky ¥ | Ngay higu luc (%) Ngay hét han
ML ky ¥
Ghi chil
File vdn ban
Thém Lur Xoa Attach file Xuat dif lidu In SYLL Email
** Lupu y:

- Phan mém hd tro xac dinh ngay HDLD chinh thirc tai muc “Ly lich”

Quadc tich (%) |‘-Iieft nam ¥ | Dan toc (*) Kinh ¥ | Tdn gido Khéng ¥
CMMND Ngay cap Nai cap C& Phi Yén
Ngay vao KHATOCO Ngay vao dan vi (1) Ngay HBLD (2]
NZm huy higu Pién thoai 54 BHXH
Ngay vao dang du bi chinh tho S3p x&p 100
Tai khoan nhan luagng Ngan hang ¥
Bdi tuigng Pdi tuigng 3 ¥ | Nhdm nhan vién Chuyén mén, nghigp vu ¥
Email Email cia cap Quly

Thém LLiu In SYLL Thanh tich Chén anh
Ghi ch:

(*) Bat budc
(1) Tai don vi hién dang cdng tac
(2) Noay ky HELE chinh thic

Trong truong hop ndi dung vé ngay HPLD tai muc “Ly lich” chwa dugc nhap, khi thém
méi thong tin tai muc “Hop dong Lao dong”, hé thong s& hién bang pop-up dé xac dinh day
6 phai 13 HPLD chinh chirc ddu tién hay khong (nhu hinh bén dudi).

Néu dtng, chon OK.

Khi do, 6 “ngay HPLD” tai muc “Ly lich” s€ dugc nhap ndi dung dung véi ngay hi¢u
Iuc cua HDLD.
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nhansu.khatoco.com cho biét

By 13 loai hap dong chinh thic

- HO tro giri email cho c4 nhan khi thay ddi thong tin vé HPLD ciia ho
Nhan nat L 5™ | vi owri mail cho ¢4 nhan theo dia chi da nhap tai muc “Ly lich”
theo ndi dung dugc phan mém ho trg soan san theo ndi dung cua Hop dong nhu hinh bén duéi.
Chao anh [Tén ca nhéan]
Phong Hanh chinh - Nhan sy TCT Khénh Viét xin thong béo vé hop dong lao dong clia anh chi nhu
sau:

- S6 hop ﬂfmg:

- Ngay ky: 02/05/2018

- Ngwivi ky: Tong giam doc Lé Tién Anh

- Loai hop dong: Thit vidc

- Ngay hién lyc: 15/05/2018

Néu c6 bét ki thac méc, vui 1ong lién hé [Théng tin ngwdi quan tri phan mém tai don vi]

Tran trong /.

Phong Hanh chinh - Nhan s¢ VR TCT

G mail

8. Muc Lwong ché do ’
Nhap thong tin ve lwong ché do cta ca nhan vao phan mém nhu hinh bén dudi.
Thao tac twong tu véi cac Muc dugc néu ¢ trén.
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Ho va tén

SF quyét dinh Ngay ky Naay hidu luic
Mgurdi ky v

Thang Iugng () ¥ | Phu cap (Hé s4)
Phu cap (TiEn) Phu cap (%)

Filz van ban

Thém Xz Attach file Xuat dif [iBu Mare Email Lugng ché do

Ghi chii: Phu cdp |3 cac khoan phu cdp khac ngoai phu cap déc hai

Thang luong Hé si lwong | Ngay higu loic

9. Muc Lwong khoan

Nhap thong tin lwong khoan ctia c4 nhan vao phan mém nhu hinh bén dudi. (Ap dung
v6i cac don vi sir dung hé thong lwong khoén)

Thao tac tuong tu vdi cdc Muc dugc néu ¢ trén.

Ho va tén
Sa guyet dinh Mavrdi ky v
Maay ky Maay higu luc (%) Maay ket thic
Luong khadn (=) Ap dung "
Cong vigc () v
Ghi chi
File wa&n ban
Ngay higu hrc Lu'dng khoan
Thém Liru Xda Attach file In SYLL Email
Ghi cfii:

Khi ap dung luong khoan, hé thdng s& hay luong vién chdic guan by, lsong 3P hién hanh

Nhansu.khatoco.com




Phan mém
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10. Muc Lwong cong viéc (3P) . i
Nhéap thong tin lwong cong viée (3P) ctia ¢4 nhan vao phan mém nhu hinh bén dudi.
Thao tac tuong ty v6i cdc Muc dugc néu ¢ trén.

Ho va tén

56 guyét dinh MU ky v

Cing vigc (*)

Bac luiong HS lugng CV (P1) Nang ot (%) HS phu cdp
Mady ky Mady hidu luc Ap dung v

Filz van ban

Nouoh ky Vi tri cong viéc Ngay higéu hrc

Thém Xoa Attach file Xuat dif [igu In SYLL Email

Ghi cfii:

Khi ap dung Iugng 3P, hé thdng 58 hdy luong céng vigc, [uiong khoan higén hanh

11. Muc Luong vién chire quan ly

Nhap thong tin lwong vién chirc quan 1y cta ca nhan (ap dung v6i ddi tugng 14 vién chirc
quan 1y) vao phan mém nhu hinh bén dudi.

Thao tac tuong tu vdi cdc Muc dugc néu ¢ trén.
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Quan ly Nhan sy

Ho va tén

54 guyét dinh Nguid ky v

Lurong khodn Nang luc (%) L3 kiém sodt vién
Moay ky Ngay hidu luic Ap dung

Cong vigc ()

File van ban

Ngay higu hrc Lw'ong khodn

Thém Luiu Xda Attach file Im SY1L

Ghi chii:

Khi ap dung Iugng vign chic quan ly, hé théng s& hiy luong khodn, Iutng 3P higén hanh

12. Muc Khen thuong
Chon muyc “Khen thudéng”
Muc khen thudng dugce phan loai theo ndi dung trong 2 nhom:

Nhom 1 Nhom 2
Chinh quyén Ca nhan

Cong doan Huy hi¢u/ Ky ni€ém chuong

DPoan thanh nién

Nguoi dung lya chon cac ndi dung trong 2 nhém phu hop vao muc dich stir dung
Giao dién chung ciia muc “Khen thuéng”
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Quan ly Nhan sy

Nhém | Chin quyan v | lEm ¥ NFém | Canhdr T | «3m Cac nhém phan loai

Tim theo tén | | S5 quvét dim Nim Mgay ky Qb

Danh hidu/ Hinh thiic M Nhap

ﬁ Cot quan banhanh @ thong tin
N v khen

Tim kiém theo ho va tén cd nhan thuéng

Fle vin ban

Xugt 1 lidu Nhzn vién Attach file

Thém L Xoa
Khong| o Nhap
Ho v tén i tidy 0 Ly do théng tin
chuan| 93t €3 . one
ca nhan

khen
thwédng

12.1 Nhép théng tin vé khen thuwéng
Céc budce nhap khen thudng (vi du khen thuong ca nhan) nhu sau:

- Nhép dir liéu vao bang nhu bén dudi

54 guyét dinh MNZm Mgay ky OB

Ly do

Danh higu/ hinh thic v
Co guan ban hanh

Naudi ky v

File van ban
Mew Save Delete Excel MNhan vién Attach file

z , Nhan vién 24 en , , A . n
- Bam nat | dé hién bang chon danh sach nhan vién:

Chon cac ca nhan.
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Phin mém
Quan ly Nhan sy

Nhan vién Nhan vién dwdc chon

Hai ddng thanh vién

- L& Tién &nh

Kiém soat

- Hd Thugng Hai -
Phd Tdng gidm déc

--- Nguyén Binh Huang >
Hanh chinh - nhan s

- Vi Bao Ngan

--- MaC Hoai Nam <<
— Nad Van Binh

— Nauyén Hoai Anh

--- Dugng Thanh Ddng
- Huynh Thi Du

— Pham Minh Biic
Ngu‘,.rsg'n Binh Duy
— Nguyen Trung Giang
-— Bd Thi Khanh Hoa
— L& VEn Hung

- Duang Ngoc Minh
— Huynh Van Minh Cancel
— Pham Thi Kim Qanh

- B30 T2n Phudng

-Bam OK
- Binh kém cac tai liéu (néu co)
- Bam luu nd1 dung vira nhap

0K

Nhép tuong tu cac bude nhu trén dbi voi voi khen thudng ca nhan va huy hiéwky niém
chuong.

** Luru y:

- Bdi voi danh hiéu “Lao dong tién tién”, nham muc dich kiém soat vé cac truong hop
khong du tiéu chuan binh xét va khong dat binh xét, sau khi chon tean bé danh sich nhin
vién, ngudi nhap bd sung danh dau vao 6 “khong du tiéu chuan” / “khong dat” va ghi 1y do
cho céac ¢4 nhan tuong Ung.

- Céc danh hiéu khac: nut “khong du tiéu chuan”, “khong dat” va 6 1y do sé& bi vo hiéu
hoa.

Ho va tén

Cong nghé Thdng tin - Truyén thding

Bd Trinh Trudng L Mh3n vién madi

Tran Manh Cuidng

MNguyen Sao Ky

Mguyén Thanh Tuyén

12.2 Tra civu thong tin vé khen thuéng
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Phan mém

Quan ly Nhan sy

- Tra ctru thong tin vé vé khen thudng c4 nhan: nhap tén ca nhan vao 6 “Tim theo tén”
va bam Enter trén ban phim
- Xuat bdo cao thanh tich ca nhan:

+ Vao muc “Ly lich”

Thanh tich 5 ,
dé xuat file bao cao thanh tich ca nhan

+ B4m nut
- Xuét bao cdo thanh tich tap thé:
+ Vao muc “Giai dap”
(S€ dugc hudng dan cy thé hon vé muc nay ¢ phan sau)
+ Chon “Béo céo thanh tich tap the”

13. Muc Ky luat
Chon muc “Ky luat”
Nhap thong tin vé ky ludt cua ca vao phan mém nhu hinh bén dudi.
Thao tac tuong ty vdi cdc Muc dugc néu ¢ trén
Ho va tén
&4 quyét dinh Mgay ky QB
NGi dung
Co quan ban hanh
Naurdi ky v
Hink thiic ¥
Ngay hidu luic Mgay hét hidu luc

File van ban

14. Muc Piéu chuyén trong cic don vi thuoc Khatoco

Khi c4 nhan dugc diéu chuyén tr don vi nay sang don vi khac thudc Khatoco, don vi
tién hanh diéu chuyén ca nhan dé chuyén cac thong tin cia c nhan d6 sang don vi méi.

Chon muc “Piéu chuyén trong cac don vi thudc Khatoco”

Chon c4 nhan can diéu chuyén.

Nhap thong tin vé diéu chuyén vao phan mém nhu hinh bén duéi
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Quan ly Nhan sy

Ho va tén

54 quyét dinh Naay ky Ngay higu luc ()

Mgurdi ky v

Bon vi mdi (*) ¥

Chirc danh

Filz van ban

Thém Lu Attach file ChuyEn s8 lidu

Bém L "™ |4 tam thoi luu lai thong tin vira nhap

Bam St dé chuyén s liéu ciia ca nhan sang don vi méi

¥ Lipu yp:

Ké tir ngay hiéu luc cua quyét dinh diéu chuyén, tai hé théng cua don vi cii, ca nhan
duoc chuyén sang danh sach “Diéu chuyén ndi bo”. Trudc thoi gian d6, ca nhan van thudc
trong danh sach “Pang lam viéc tai cong ty”” cua don vi.

15. Muc Tiép nhén

Str dung muc nay dé tiép nhan c4 nhan duoc diéu chuyén tir don vi khac thudc Khatoco
vé don vi (Sau khi don vi cii dd hoan tat thu tuc diéu chuyén ca nhan). Cac thong tin cla ca
nhan nay sé& dugc chuyén vé don vi méi va tiép tuc dugc don vi méi cip nhat trong qua trinh
lam viéc.

Chon muc “Tiép nhan”

Bam nut R dé tiép nhan.

Tiép tuc vo cac muc khac dé bd sung cac thong tin (dac biét nhap thong tin tai muc “Qua
trinh cong tac tai don vi Khatoco” dé cap nhat chirc danh va phong ban lam viéc).

16. Muc Nghi viéc

Chon muc “Nghi viéc”

Chon ca nhan nghi viéc

Nhép thong tin nghi viéc vao phin mém nhu hinh bén duéi
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Phan mém

Quan ly Nhan sy

Ho va tén
S& quyét dinh MNaay ky
Ly do ¥ | Ngay hidu luc
MU ky v Ap dung
Filz van ban
3 I U= === .= :— FontSize Font Fa Font Forma i =)
Ghi chi
L Attach file
X , LL,[IU R N . A . ~ A 4 7 4
Bam nut L | : dé tam thot luu thong tin da nhap (chua 4p dung chinh thirc)
£ £ \ ik r 1A , Luu A g1 A , .
Bam dau M vao dong “Ap dung” sau d6 bam nit | : h¢ thong chinh thirc ap

dung thong tin nghi viéc da nhap. Toi ngay hiéu luc cua quyét dlnh nghi viéc, ¢4 nhan s€
chuyén sang danh sach “Nghi viéc” trong phan mém.

17. Muc Giai dap
Hé thdng hd tro, giai dap thong tin & cac ndi dung nhu sau:

- Pén han xét luong

- Pén han xét ky hop dong lao dong

- Sinh nhat thang

- Pén han bd nhiém lai chic danh quéan Iy
- Bao céo thanh tich tap thé

- Bao céo thong ké lao dong

- Béo céo thi dua

- Linh dong
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Phan mém

Quan ly Nhan sy

BEn han xét luiong ¥ | Tinh dén ngay #| Pang cong tac tai don vi Ok ¥udt dir lidu
Pén han xét luong

Pén han xét ky hop déng lao ddng

Sinh nhat thana

BEn han b nhiém lai chifc danh quan Iy
Linh ddng

Bio cdo thanh tich tip thé

Bzo cdo thdng ke a0 ddng

Bzo cao thi dua

Riéng muc “Linh ddng”, ngudi dung c6 thé truy xuat dit liéu dya vao nhiéu tiéu chi tuy
chon.

- Chon cac ti€u chi khi xuat dir liéu:
+ nhap doi chudt vao cac ti€u chi trong 6 “ndi dung”

hoac chon ti€u chi va bam nut

A y i 2 X 5 oA ,
+ Bam nut dé chon tat ca tiéu chi
- b€ bo chon cac tiéu chi:
+ Nhap do6i chudt vao cac tiéu chi trong 6 “ndi dung chon”

hodc chon ti€u chi va bam nut
A ) L A 5 A 9 LA ’
+ Bam nut deé huy chon tat ca tiéu chi

+Dé thay doi thi ty cua cac tiéu chi: chon tiéu chi va bAm cac nit 4 hoac
dé di chuyén 1én hoic xubng.

*% Luu y: Thtr tu cua cua cac ti€u chi dugc chon trong 6 “No§i dung chon” cling 1a thir tu
clia cac cot khi xuat file dir licu.

- Pé loc dit liéu theo nhirng ti€u chi nao do:

+ Chon tiéu chi can loc trong 6 “Noi dung chon”

- Nhap thém céc diéu kién (néu cén) trong 6 “Tim theo diéu kién”

- Bam OK

Két qua s€ duogc thé hién dudi dang file excel.
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Quan ly Nhan sy

CHON THONG TIN KiM KIEM

Noi dung Ndi dung chon Sort
1, Théng tin c& nhan ' Ngay sinh
Thang sinh nhat > Ngay sinh
Nai sinh Dian téc
Gidi tinh Tén gidgo
Bia chi hd khau <
Nai & hién nay =
Nguyén quan <<
M3 56 thug
CMND +
Nagay cap -
Nai cdp
Bién thoai
Email
Ngay vio KHATOCO oK
Nagay vé don vi hién tai A

Tim theo diéu kign

0 v = v )]
L /
i _ |
And Y| v = v )
, _ |
And Y| ( v = v )

18. Muc Danh muc

Muc “Danh muyc” bao gdm cac danh sach nhu liét ké trong hinh. Cac danh sach nay s&
dugc ding cho cac muc khéc ctia phan mém khi c6 cac ndi dung lién quan.

Nguoi ding c6 thé bo sung, thay doi noi dung cac danh myc trong phan “Danh muc”
nhu hinh bén dudi

Khi chinh sira ndi dung ctia danh muc, nhitng dit liéu thong tin da nhap sé thay doi twong
ung theo ndi dung méi

KHATOCO
Dznh muc Phang ban, trung tm, phan xudng v v
0 T4, nhdm 3 -
Chifc vy giai Ban kiém sodt
Trinh dg
1 |Ban ki€m sodt ||z hinh d3o tzo g ;1 _
- Tinh/ thanh phd -Pg

2 |Baove Dan tdc an ban
3 |Boc xép Tan gido

— — Quéc tich
4 |Ché bién Thuc Phan Thang Iuong
5 |Chuyén trach cong | HOP dong lao ddng. .

i o Hinh thifc khen thugng/ ky luét
6 [Cang nghé thdng ti (3P) Luang vi tri
A P (3P) Nhom i tri

7 _|C8ng ngh& Thng t (3p) nhigm vu, kién thitc, k¥ n3ng, thai 6
8 |Bigu hanh sin xust| (3P) Nang Iuc cot [5i
9 [Hanh chinh - nhan s
10 [Hi déng quan tri
11 [Hdi déng thanh vién NEW SAVE Attach file
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M. CHUCNANG CANH BAO
Hé thdng hd tro chirc ning canh bao nhu sau:
Danh sach nhdn vién tuyén dung mdil(1)
Danh sach tang lwong (3)
Danh sach h&t han chifc vu (3)
Danh sach ky lai hop d6ng lao ddng (2)
Danh sach nhan vién nghi, huu (0)

~ S5 lwong ca nhin
thudc danh sach

1. Danh sich nhén vién tuyén dung méi
H¢ thong ho trg canh bado cac ca nhan tuyén dung mai (cac ca nhan lam viéc trong vong
30 ngay ké tir ngay lam viéc dau tién tai don vi hién tai)

bé thong bdo cho cac cé nhan c6 lién quan téi cac nghié¢p vu dp dung cho nhan vién méi,

= dé giri mail thong bao.

nguoi ding bam nut
2. Danh sach tang lwong
Hé¢ théng s tu dong cap nhat dé canh bao céo truong hop dén han xét lvong, cu thé nhu
sau:
- Thoi gian canh béo: trudc 45 ngayso véi ngay dén thoi han xét luong
+ Cian cir vao diéu kién xét nang bac luong va nang bac luong trudc thoi han cia VPTCT.
3. Danh sach hét han chirc vu
Thoi gian canh bao: trude 100 ngay so véi ngay dén thoi han xét luong
4. Danh sach ky lai hop dong lao dong
Thoi gian canh bao: trudc 45 ngay so véi ngay dén thoi han xét luong
5. Danh sach nhan vién nghi, huu
Thong bao danh sach ca nhan nghi viée: tir lic nhap quyét dinh nghi vao hé thong cho
dén 15 ngay sau khi bat dau quyét dinh c6 hiéu luc.
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