HUGONG DAN KHOI TAO THONG TIN HE THONG

Ngudi dung thuc hién dang nhap hé thong easyHRM, hé thong bat popup khdi tao thong tin hé théng
(d6i v6i cac don vi da bo qua khdi tao cé thé thuc hién vao man Hé thong/Thiét 1ap/Khdi tao thong tin
hé thong):

- D6i v6i khach hang khdng st dung cham cong thi chon “bo qua”

- D6i v6i khach hang ¢ s dung phan hé cham cbng thi chon “déng” dé thuc hién khéi tao thong tin

KHOI TAD THONG TIN EASYHRM

Quiy khach vui long khdi 130 thang tin hi thiing. Kié khai BHXH ,
quy khidch cd thé chon bé qua.
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- Boi wéi khach hang khéng sir dung
chém céng thi chon "bé qua”

- Déi véi h hang ¢é sir dung
phan hé cha céng thi chon "déng"
@& thure hién kh&i tac théng tin

Budc 1: Khéi tao théng tin mau hop dong
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Tai buée 1: hé théng s khdi tac

méc dinh 8 miu hop déng, nguéi
ding c6 thé thue hién thém mai, sira
hodc xda mau cla hé théng



https://easyhrm.vn/huong-dan-nghiep-vu/phan-he-he-thong/huong-dan-khoi-tao-thong-tin-he-thong/

e - Tai budc 1: hé thong sé khdi tao mac dinh 8 mau hop déng, ngudi dung cé thé thuc hién thém

mai, chinh stra hodc x6a mau cla hé thd

e - Ngudi dung thuc hién an “Tiép theo” dé chuyén qua budc 2 hodc an Luu nhap dé luu tam va

khéi tao sau.
Budc 2: Khéi tao thong tin phu cap
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Tai bude 2: hé théng s& khai tac mdic dinh
céc logi phy cap va sb tién ap dyng, ngudi
ding c6 thé thue hién thém mdi, stra hodic
xba loai phy cp

An “tiép theo™ d& chuyén qua
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B phia &p ding Thas the

Chon bé phan ap dung
cho loai phy cdp
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e - Tai budc 2: hé théng sé khai tao mac dinh cac loai phu cdp va so tién ap dung, ngudi dung cé

thé thuc hién thém mdi, chinh stra hodc xda loai phu ca

e - Ngudi dung thuc hién an “Tiép theo” dé€ chuyén qua budc 3 hodc an Luu nhap dé luu tam va

khg’ji tao sau.
o - An quay lai d& quay lai budc 1

Budc 3: Khdéi tao ky cong luong
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Ki céng luong

Tai budrc 3: hé théng khéi tao méc dinh

ki cong luong tai thang hién tai

Nguéi ding thye hign chon ngay nghl

—{ tuan theo lich lam viéc cia don vi dé
hé théng phan biét cac ngay nghi trong

ky cong 46

An “tiép theo" dé chuyén qua
buédc 4
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- Tai budc 3: hé thong khai tao mac dinh ky cong luong tai thang hién ta

- Nguoi dung thuc hién chon ngay nghi tuan theo lich lam viéc cta don vi dé hé théng phan biét
cac ngay nghi trong ky cong dé.

- Ngudi dung thuc hién an “Tiép theo” dé chuyén qua budc 4 hodc an Luu nhap dé luu tam va
khéi tao sau.

- An quay lai dé quay lai budc 2

Budc 4: Khoi tao ca lam viéc

= HETHENG Thisng tin diing ki . Bu 18 chi Thi ihodn v nhbm thi khod Kchii tas théng tin hé thing B imngdl ,.-

An “tiép thec" dé chuyén qua

-
Danh muc ca lam viéc
sTT Y Tém Kidu ca G vbo al g (m_'mm o Kok céng Lam ca ngay Ky céng khémg di lam Thao tie
hi mighi lam
o: (4]
a
-]
B
:IZ‘:G Tal budrc 4: hé théng sinh méc dinh 3 ca
Gy bt b gl lam viéc trong ngay tuong Ung véi thei
Giir it thise nghi gian lam viéc va kiéu cong di lam trong
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e Nguéri dung cé thé thue hién thém méi,
chinh sira hodc xda ca lam viéc
e - Tai budc 4: hé thong sinh mac dinh 3 ca lam viéc trong ngay tuong Ung véi thoi gian lam viéc
va kiéu cong di lam trong ngay
e - Nguoi dung c6 thé thuc hién thém mdi, chinh stra hodc xda ca lam viéc
e - Nguoi duing thuc hién chon ngay nghi tuan theo lich lam viéc cta don vi dé hé théng phan biét
cac ngay nghi trong ky cong do.
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- Ngudi dung thyc hién an “Tiép theo” dé chuyén qua budc 5 hoac an Luu nhap dé luu tam va
kh{ji tao sau.
e - An quay lai dé quay lai budc 3

Budc 5: Khéi tao thang bang luong



HE THiNG Thing tin ding ky dich v i 14 chin Tl kihodin vl nhém £ khods TS i Khdil 120 Ehong tin hé thing I, :. = P a

An "tidp theo" 8é chuyén qua
buéc &

THANG BANG LUTONG

E1a Mk ngach huong Tén ngach uomg T

[}
CTTLLH

Tai burdre 5: Hé thong khéi tao céc ma ngach, tén
ngach, béc luong tuong ng v mic hé sé co
ban (4n vao ddu + dé thém chi tiét bac luong)
Mguéi ding c6 thé thém méi, chinh sira hodc xoa
ngach lwong khing ap dyng

o

e - Tai budc 5: Hé thong khéi tao cdc méa ngach, tén ngach, bac luong tuong ting véi muic hé so co
ban (an vao dau + dé thém chi tiét bac luong)

e - Nguoi duing cd thé thém mdi, chinh sita hoac xda ngach luong khéng ap dung

e - Nguoi dung thuc hién an “Tiép theo” d€ chuyén qua budc 6 hodc an Luu nhap dé€ luu tam va
khéi tao sau.

o - An quay lai dé quay lai buéc 4

Budc 6: Khéi tao thang bang luong
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Tai buére 6: hé théng khéi tao cac mau
quyét dinh tuong Ung véi cac loai quyét
dinh

Ngurdi ding cd thé thyc hién thém mai,
chinh sira, xda cac miu quyét dinh

o

e - Tai budc 5: Hé théng khéi tao cac ma ngach, tén ngach, bac luong tuong ting véi mic hé sé co
ban (&n vao dau + dé thém chi tiét bac luong)

e - Nguoi dung c6 thé thém mdi, chinh sira hoac xda ngach luong khéng ap dung

e - Nguoi dung thuc hién an “Luu” d€ hoan thanh cac budc khdi tao hodc an “Luu nhap” dé khéi
tao sau.



e - Sau khi khéi tao thanh cong, hé thong sé bao da khadi tao. Ngudi dung cé thé truy cap hrm dé
xem lai cac thong tin khéi tao & trén.

=  HETHONG Théng tin diing 1 §u 18 ehid Tii khodin v b thi khod: Thi# lip

“r.

Da khai tao



