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Hudéng dan xem bang céng va gidi trinh céng

cua nhan vién trén EasyHRM

L
Cham cong Truc ca

Thiét lap
Danh muc cham cong
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Ky céng Iuong

X&p ca lam viéc

Tiép nhan don xin nghi,
lam thém, di muén/ve sém, ...
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Ghi nhan Xirly
thdi gian cham céng dir liéu cham céng
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Quy dinh chdm céng Céng chuan

Pong bang cong,
gUri va tiép nhan gidi trinh

Téng hop bang céng
sau giai trinh

Téng hop cong Xac nhan bang céng

Chivan tinh lireno

Ngudng thoi gian
di mudn ve sém
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Quy dinh tham nién,
phép nam

Mang wifi
va dia diém cham céng

Nhan vién khi nhan dugc tai khoan thi dang nhap vao http://app.easyhrm.vn/.
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TU DONG HOA TOAN BO QUY TRINH

1. Xem thong tin bang céng chi tiét cua
Vao “Bang cong”

THEO LUONG KHOA HOC

THONG TIN NHAN SU

@@M ui) 1syHRM
GIAI PHAP QUAN TRI NHAN SU TOAN DIEN

Pang nhap tai khoan
Tén khoan (*)

Mat khau (¥) @

O Ghi nhe tai

Quén mat khau

{ bang ky dich vu ]

Ban quyan va phat trién bai Cong Ty C8 Phan Bau Tu Cong Nghé Va Thuong Mai Softdreams

nhan vién.


https://easyhrm.vn/huong-dan-nghiep-vu/huong-dan-xem-bang-cong-va-giai-trinh-cong-cua-nhan-vien-tren-easyhrm/
https://easyhrm.vn/huong-dan-nghiep-vu/huong-dan-xem-bang-cong-va-giai-trinh-cong-cua-nhan-vien-tren-easyhrm/
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Nam Ky luong Céng chuan
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BANG CHAM CONG THANG 5/2024

Théng tin vaora Béng cham céng Lam thém gi& Béng phép
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Tai man bang c6ng, nhan vién sé xem dugc cac thong tin bang céng ca nhan gom:

e Bang cham cong cla thang/nam
e S6 cong chuan cla thang dé
e Thong tin cham cdng van tay (app) tiing ngay trong thang

e Bang cham cong téng hop: Téng hop s6 cong di lam trong thang, tong thoi gian di mudn/vé
sém, s6 cong phép.

e Bang cong lam thém gid: Téng s6 gio lam thém thuc té, téng so6 gid lam thém sau khi nhan hé
s0.

Sau khi xem bang cong, truong hgp bang cong khong ding véi thuc té lam viéc cla nhan vién thi sé
thuc hién gidi trinh cong ngay truc tiép trén hé thong.

2. Gidi trinh cong.

C6 2 céch dé giai trinh c6ng nhu sau.

Cach 1: giai trinh truc tiép trén Bang théng tin vao ra.

Budc 1: Dang nhap vao app.easyhrm.vn bang thong tin dugc HR cung céap.
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Pang nhap tai khoan
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O Ghi nhé tai Quén mat khdu

[ bang ky dich vu ]

Bén quy2n vé phat trién béi Cong Ty C3 Phan Dau Tu Céng Nghé Va Thuong Mai Softdreams

Budc 2: Tai man trang ch( EasyHRM chon module “Nhan vién” dé s dung cac chlc nang dugc cho
phép.
@»EasyHRM -
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Cham céng Hop dong B3o hiém xa hdi Tuyén dung

Budc 3: Tai man “Nhan vién” => Chon “Bang cong”
Tai bang “Thoéng tin vao ra” => Trudng hgp can giai trinh thong tin clia ngay nao thi nhan vién tich
truc ti€p vao ngay can giai trinh => Chon “Tao yéu cau gidi trinh céng"”.
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Sau khi tich vao “Tao yéu cau giadi trinh céng“: Dién nhiing thong tin can thiét dé€ giai trinh chdm
cong.

GIAI TRINH CHAM CONG Giri phé duyét dé
ngw i phé duyét
xem va duyét don

Ngay gidi trinh(*)

Loai vi pham(*)

16/5/2024 Quén checkout
Gid vao(*) Gigra(*)
08:00 17:30
Pién nhitng théng tin can thiét dé Kieu cong(*) Nau phé duyti(t)

giai trinh céng gém:

1. Chon loai hinh vi pham,

2. Gio' vao/ gio'ra,

3. Kiéu céng,

4. Ngwdi phé duyét,

5. ngwoi nhan théng bao (néu cé),
6. Ly do giai trinh. 1

X - Bi lam ¢ ngay

Ngudi nhan théng bdo

Ly do

Céc théng tin bat budc can ké khai dé hoan thién giai trinh chdm céng gom:

¢ Chon loai vi pham
* Gio vao/ra

e Ki€u cong

e Ngudi phé duyét
e Ly do giadi trinh.

Sau khi hoan thién théng tin giai trinh c6ng thi nhan “Gui phé duyét” dé nguoi phé duyét nhan dugc
gidi trinh va xem xét phé duyét theo ding quy dinh cla cong ty.



Cach 2: Pang ky giai trinh cham céng trong man “Pang ky”
Budc 1: Tai man “Nhéan vién” => Chon “Pang ky” va chon “Gidi trinh cham céng”

= NHAN VIEN Ho s Bang cong Phiéu lvong Dang ky Hop dong ‘ % Lfm
Nghi
BANG CONG CA NHAN imudn vé sém
Lam thém gi¢' =
N&m Coéng chuan

Lam viéc ngoai don vi, cong téc

B s ING THANG 5/2024

Xéc nhén déi ca

Théng tin vao ra Bang cham cong Lam thém gior Béng phép P
Dang ky dat phéng
Thg5/2024 TONG HOP DON DANG KY
Thir 2 Thir 3 Thar 4 Thar 5 Thi 6 Tha 7 Chti nhat SRt 0
1 2 3 4 5
.- © 08:09-17:48 ® 08:06-17:34 © 0802-17:34 Nghi phép 0
* Mudn:9p ® Mubn: 6 p ® Mubn:2p Lam thém gis o
Lam ngoai céng ty 0
6 7 8 9 10 11 12 .
® 08:01-17:42 o 07:58-17:32 * 08:03-17:34 ® 08:00-17:35 e 08:04-17:33 ® 08:01-17:32 Gidi trinh cham cong 0
e Mudn:1p ® Mudn:3p ® Muén:4p o Muén:1p
13 14 15 16 17 18 19
® 08:04-17:39 ® 08:08-17:33 * 08:07-17:51 ® 08:08- .- .-
® Mudn:4p ® Mujn:8p * Mudn:7p
20 21 22 23 24 25 26
. .- .- .- .-

Budc 2: Tai man “Giai trinh cham céng” thi nhan vién chon “Thém méi” dé thém thong tin giai
trinh cham cong.

B Goi phé duyit

Ngay giai trinh(*) Loai vi pham{*)
13/3/2023

Gig vaol*) Gid ra(*)

Kigu cang(*) Ngudi phé duyét

Ly do

Sau khi dién thong tin giai trinh xong thi chon “Gui phé duyét” dé chuyén vé tai khodn cla nguoi
phé duyét dé duyét.
Khi gui gidi trinh cong xong thi ngay giai trinh sé dugc ghi nhan trong lich st giai trinh cham cong.



Giai trinh cham cong

Trang thai Mam Ky luang
Tatca (4) 2023 Théang 2/2023

STT  Ngay giai trinh Loai vi pham Vaora Kiéu céng Trang thai Ly do khong phé ...
1 28/02/2023 Khac 08:00-17:30 Nghi phép ca ngay Phé duyét

2 11/02/2023 Khac 08:00-17:30 Nghi phép ca ngay Phé duyét

3 27/02/2023 Quén checkin 08:00-17:30 Dilam ca ngay Phé duyét

4 06/02/2023 Quén checkin 08:00-17:30 Bi lam ca ngay Phé duyét

Téng 56 ban ghi: 4 1-4 ban ghi m 15/ trang

Sau khi gidi trinh cong xong va trang thai “Phé duyét” thi nhan vién quay lai man “bang cong” =>
Chon “Bang cham céng” => xem “Théng tin téng hop” da ding chua. Néu chua ddng thi bao lai
nhan su dé cap nhat lai thong tin.



