Huéng dan dang ky lam thém gio trén
EasyHRM
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Cham cong Truc ca

Tiép nhan don xin nghi,
lam thém, di muén/ve sém, ...
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Thiet Iélp . Xép ca lam vidc Ghi nhgn X0 |y Téng hop cong B Dd?g' béng cfjﬂfm Téng hop bang céng Xéac nhan bang céng
Danh muc chdm céng thai gian cham céng dr liéu cham cong g va tiép nhan gidi trinh sau giai trinh

Chivan tinh lireno
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Céng chuan Quy dinh tham nién, Mang wifi Ngudng thoi gian

Ky céng lweng Quy dinh chdm céng
phép nam va dia diém cham céng di mudn ve sém

Co 2 cach nhan vién dang ky lam thém gio:
Cach 1: Nhan vién dang ky Lam thém gio trén Web bang cach dang nhéap vao trang chl EasyHRM tai:
http://app.easyhrm.vn/
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TU DONG HOA TOAN BO QUY TRINH i "
& rnsm @@pEasyHRM

THEO LUONG KHOA HOC
GIAI PHAP QUAN TRI NHAN SU TOAN DIEN

THONG TIN NHAN SU
Pang nhap tai khoan

Tén khoan (*)

’ Mit khau (*) »
O Ghi nhe toi Quén mat khau
Dang nhap
{ Dang ky dich vu ]

Ban quyan va phat trién béi Cang Ty C8 Phan Dau Tu Cang Nghé Va Thuong Mai Softdreams

Sau khi dang nhap vao hé théng. Tai man Nhan vién => Chon Pang ky => Chon Lam thém gio
=> Chon Thém méi


https://easyhrm.vn/huong-dan-nghiep-vu/huong-dan-dang-ky-lam-them-gio-tren-easyhrm/
https://easyhrm.vn/huong-dan-nghiep-vu/huong-dan-dang-ky-lam-them-gio-tren-easyhrm/

NHAN VIEN H& so

DANG KY LAM THEM GI&

Trang thai
Tatca (0)

STT  Hinhthic ¥ Tirngdy

Téng s ban ghi: 0

Bang céng

Nam

2024

¥ Dénngay

Phiéu luong

¥ Tirgio

(2]
Hop dang True ca

Nahi

i mudn vé som

Gidi trinh cham cong

Bang ky ddi ca
Xac nhan ddi ca

Ding ky ra ngoai gid

0-0 ban ghi

and

¥ Ly do khéng p...

15/ trang

Tir ngay(*)

Thai gian bat dau(*)

Nghi gitfa ca tir

Hinh thie(*)

Ngay thuong

Ngudi phé duyét(*)

Tinh theo ngay

Ly do lam thém

DIE

Cang chic

@ / Danglh Dang ky lam them gi

Dén ngay(*)

Thai gian két thuc(*)

Nghi gitra ca dén

5 giv lam them

0

Nguinhan théng bdo

Cach 2: Nhan vién dang ky Lam thém gid trén App bang cach dang nhap vao app trén dién thoai:
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Xin chao,
Va Tran An An
Nhan vién hanh chinh

Calam viéec

Vao ca Ra ca

08:00 17:30
Xem chi tiét
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Cham cong

@ Cham lam @ Cham truc ca

thém gio Kip, truc gac

Hom nay ban chua cham céng
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Trang chu Dé xuéat Thong bao Cé nhan




Chon Module “DPé xuat” => Tich “Lam thém gio”:
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pé xuat

Nghi phép >
Di mudn vé sém >
Lam thém gio >

Lam viéc ngoai cong ty, cong tac >

Giai trinh cham coéng >

0 o

Trang chu pé xuat

Al =3

Thdéng bao Ca nhan




Tao méi don dé xuat lam thém gio:
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¢ Lam thém gio

Cua toi

Trang thai: (Téi’t ca v)
Lam thém gio thang 05/2
Chon thém
TUr ngay: 03/05/ m&;dé ZLNE /2024
on
Tong so gio: 8.0
Ly do: 12312
09:47 06/05/2024
& ba duyét

Lam them gio thang 05/2024
TUr ngay: 03/05/2024 - 05/05/2024
Toéng so gio: 50.0
Ly do: Hién & day
21:32 02/05/2024
& ba duyét



Dién thong tin don lam thém => Va gui don phé duyét:
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< Dangky lam thém gio

Lam them 10 ngay(*)

Chon ngay bat dau Chon ngay + gio E
lam thém

Dén ngay(*)

Chon ngay két thuc g

Tu gio(*) Pén gio(*)
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Nghi giira ca dén

Co nghi gilra
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Hinh th L'I'C(*) Ngay thudng

§ ) * Ngay nghi tuan
Chon hinh thuc v
Ngay &

) . Tich chon: hé thong
@  Tinhtheo ngay tinh gi® 1am thém theo

o

gio’ da chon tirng ngay




@  Tinh theo ngay

Tong so gio

Hé théng tw cap

0.00 nhat gio lam
thém theo don

S6 gio lam dem

0.00

Ngudi phé duyét(*)
Chon ngwroi

Chon ngui phé duyét phé duyét
don

Ngudoi nhan thong bao

Chon ngwoi

Chon ngudi nhan thong bao [
(néu cé)

Ly do

-

Nhap ly do...

- Luu nhap Gui phé duyét



