Quiy trinh thiét Iap ca lam viéc dé xuét ra cac bao cdo phan mém BioTime.

DAu tién la cai dat cac quy tic nhu tinh toan, tang ca, trang thai chdm cong xen ké hay trang thai thi set nhw hinh
(céi nay k bat budc k phai don vi nao ciing dung)

Piém danh

-

M3 thanh toan Quy tac toan cau

Cai dat co ban Khong c6 cai dat lich trinh Quy dinh tang ca Cai dat tinh toan

Gio Iam viéc téi da* 12,0 Gid(s) Théi gian thay déi ngay*

Quy dinh ghép n& Pau tién va cudi cing

Tang ca ngay Vo higu

Piém danh
.

M thanh todn Quy tac todn ciu Gitv gidi lao

& Ddu Trang~ T Bdloc -

Tén Théxi gian bt diu Théxi gian két thic Théx lrong(phit)

NGHI TRLYA 12:00:00 13:30:00 90

Vi du gi& nghi ca hanh chinh tlir 12h-13h sé set nhw hinh dwéi

Chinh sra x

Tén®  MNGHI TRIFA ICécIoa_.i tinh todn* Ty déng khau trir |

Cai dat co ban Cail dit quy tdc

Thési gian bdt ddus  12:00:00 Thési gian két thic 13:00:00

Thai lwgng(phat)* 90 Phit(s)

Bwéc 2: Tao calam viéc



DPiém danh

-~

M3 thanh toan

Quy tac toan cau Gi gidi lao Gity gidi lao

& Ddu Trang= T Béloc -

3

Xoa | Thém thoi gian bigu thuing | Thém théi gian bidu linh hoat

Tén Céc loai Bing ky vao Béang ky ra Théi gian lam viéc Gidr gidi lao Mgay lam viéc Cac loai cong viéc Ting
THUF 7 Binh thu&ng 08:00:00 12:00:00 240 o 1.0 Lam viéc binh thuéng -]
HANH CHINH Binh thuing 08:00:00 17:30:00 570 20 1.0 Lam viéc binh thuéng -]

Vi du ca hanh chinh 8h -12h va 13h -17h set nhw hinh duéi

Chinh slra b4
Tén*  HAMH CHINH Gidr lam vige chi dinh*

Cai dat co ban Cai dat gidi lao Cai dat thii gian khong theo quy dinh Quy dinh ting ca Cai dit quy tic

Biéng ky vao =] 08:00:00 Dang kyra = | 17:00:00 Vgt 0 MNgay
e X Bat ddu Check-Out  16:00:00 Vugt 0 MNogay
at dau Check-In=  07:00:00 Vgt 0 MNgay .
Két thic Check-In | 0%:00:00 Vgt 0 MNgay Két thic Check-  18:00:00 Vgt 0 MNgay
=
Mgay lam vigcs 1,0 MNgay Cai dit mau sdc
=Chi ¥

1.TAt ca cic cai dit trong ngay giao nhau |3 dwa trén Check-In.

Ghi chi: B4t d4u check-in va két thic Check-in la thoi gian cho phép nhan vién cham cong trong khodng dé phéan
mém méi ghi nhan la cé chdm vao. Néu chdm ngoai khodng dé xem nhw nhén vién khéng chdm vao (check in).
Twong tw nhw phén check out

Cai dat dwoc phép di sém vé muon thdi gian bao lau thue hién nhw hinh duéi:

Chinh sira
Tén*  HANH CHINH Gigr [am wigc chi dinh*
Cai 45t co bdn Cai dat gidi lao Cai d&t théi gian khdng theo quy dinh Quy dinh tang ca
Gidr vao cin thidt™  Cé Gitra chnthidt*  Cé
I Cho phép vao & ( Phait(s) Cho phép vé =5m* 0 Phiit{s) I
Théi gian chim cé its)
Khodng chim céng®  Duys trén quy tie orgiEn Ctzr:;;";g, Phiit{s)
Can of vao trang thai  Khong Théi gian thay d& 000000
bam cang® ngay*

Sang tab “Cai dat giai lao” dé chon gi® nghi gii lao cho ca nhw hinh dwéi:



Chinh slra

Tén*  HAMH CHINH Gitr [am vige chi dinh®

Cail dat co ban Cai dit gidi lao Cai dit théi gian khéng theo quy dinh Quy dinh ting ca Cai dit quy tic

Tén Théi gian bat dau Thii gian két thic Thivi lvong(pht) Cac loai tinh todn

NGHI TRUA 12:00:00 13:30000 90 Tu diing khiu trir

Néu 14 ca lam viéc qua dém 22h-6h sang set nhw sau:

Chinh sira
Tént  BAGQVE Gity 13m viéc chi dinh®

Cai dat co ban Cai dat giai lac Cai dat thii gian khéng theo quy dinh Quy dinh tang ca Cai dat quy tac

Bing kyvao *  22:00:00 Dangkyra* 06:00:00 Vot 1 Ngay
o . Bat ddu Check-Out  05:00:00 Vugt 1 Nagay
Bat dau Check-In*  21:00:00 Vugt 0 Mgay N
Két thic Check-In = 23:00:00 Mgt 0 Mgay KEt thic Check-  07:00:00 Vot 0 Ngay
Out *
Ngay l3m viger 2 MNgay Cal dat mau sac
*Chi y

1.T4t ca cac cai dat trong ngdy giao nhau 13 dua trén Check-In.

Bwéc 3: Tao lich trinh ca:

Piém danh

M3 thanh toan Quy tic toan cau Gi gidi lao Gi& gidi lao Ca

& Déu Trang = T Bdloc =

X6a 7 e 2 m r = Chit
Théi gian bidu Bon vi Chu kir Ca tr ddng Ting ca tudn
LTHC HANH CHINH THF 7 Tudn 1 Khéng ) [ m

Vi du lich trinh ca cho ngwdi lam hanh chinh gém thir 2-6 la ca hanh chinh, thi 7 1a ca thi 7 riéng sé set nhw

sau:



Chinh sira b4

Ténca* LTHC Ca tr ding V& hiéu

Cai dat chung Quy dinh ting ca

&), Thai gian bigu on it Tudn Chuky* 1
Tén Pang ky ... Bang kyra Gikgiail... Cha Mhat] Thir Hai  Thir Ba Thir T Thir Mam Thir 53u  Thir Bay
HANH C.. 080000  17:30:00 90 1 HAMH . HANH .. HAMH _. HANH .. HANH__ |THEF7
THIF 7 08:00:00  12:00:00

Bwéc 4: Phan lich trinh calam viéc cho nhan vién

Piém danh

r

M3 thanh toan Quy tic toan ciu Gir giai lao Gitr gidi lao

& DAu Trang = T Bdloc =

M3 bd phan Tén bd phan 56 lrong nhin vign

Lén lich phdn cng

Lich trinh nham

Lich trinh nhén vién

Lich tam thén

C6 nhiéu loai phan ca lam viéc nhw hinh trén, cé thé 14 theo nhém, nhan vién, bd phan,... tuy khach hang lya
chon.

Bwéc 5: Tinh toan thi gian lam viéc



Piém danh n

a

M3 thanh ten Tinh tadn 4
Phong ban & =&  Mikhinvign Tén nhan vién Q Moay bit du  2021-10-01  Mgay kétthic  2021-10-05 | 5
& ich phan of O Department .

Lén lich phén céng Crtpre M3 nhan vién Tén nhan vién Ho Mgy thug B4 Phin Chire vy
OKIEMTRA & V3 021-09-

Vi e e ke T oooo7 Ngé Van Binh 2021-09-16 KIEMTRA
OKIEMTRA 00011 Fham Thi Nhur 2021-09-16 KIEMTRA

# Chap thuan HAN_SILICON 2

ORan_; oooz0 Tang Thi Thu Hién 2021-09-16 HAN_SILICON
OJMAICAT B

Naay I8 QPcs o022 Bl Thi Cham 2021-09-16 HAN_SILICON
OIN_DAN P

- 00047 D4 Bize Thing 2021-09-16 HAN_SILICON

Khéng c6 lich trinh kAo —
O DACTINH 00061 L& Thi Thao 2021-09-16 HAN_SILICON
OSMT_DIP s

B0 Gio ngdy OBaoTRI oo0a4 Luu Thi Hing 2021-09-16 MAICAT
QKTHUAT 00085 Pham Thi Hién 2021-09-16 KIEMTRA

Béo cdo tuan OTOSANXUAT
OKTOAN 00088 Tran Thi Ket 2021-09-16 KIEMTRA
D CHATLUONG booas Hodng Bich Lign 2021-09-16 PCB
O KHSX
OKTSX 00021 Nguyén Thi Phuong 2021-09-16 KIEMTRA
JBGD ooogs Nguyén Thi L& Hang 2021-09-16 KIEMTRA
OXNK

-

Cau hinh JHCNS oo105 Mguyén Thi Hoan 2021-09-16 HAN_SILICON
ONHANSU
apPsx a0 w B8 2 s . 14 5 Ténoconoz7eBanani 1| Trana VR

Bwéc 6: Xuat bao cao

C6 thé chon va xuét cac bao céo khac nhau cho phu hop véi khach hang

CIN_DAN .
EEI Khing cd lich trinh OKHO
O DACTINH o
. OsMT_DIP
€4 Bio cdo ngay C)BAOTRI o
: O KTHUAT ot
Bio cio tuan OTOSANXUAT
OKTOAN ot
Bao cdo thang O CHATLUONG o
OkKHSX
Tém tat béo co OKTSX o
(] =1en] o
. COIXNK
Cau hinh CIHCNS ot
O MHAMSLU

LUU Y:
1/ Phan lich trinh tw ddéng tim ca

Néu trong 1 ngay c6 nhiéu ca lam viéc khac nhau, va nhan vién lam viéc khoéng theo 1 chu ky lam viéc nhét dinh.
Vi dy: CA1: 7h-15; KIP1: 7h-19h. Ta can tao 2 ca lam viéc nhw trén va phan lich trinh ca véi tinh nang tw dong
tim ca nhw hinh bén dwi:



Chinh sira x

Ténca® CAKIP :ah;déngm

Cai dat chung CQuy dinh ting ca

€} Thai gian bidu Bonw? Tudn Chuky* 1
Tén Bing k.. Dingly.. Gid gidi.. ChiM.. ThirHsi ThirBa ThirTe  ThirM.. ThirSsu  Thir Bay
HANHC.. 08:00:00 17:3000 90 1 ALK, CATK. CATK. CALK. CALK. CA1K.]

THF 7 08:00:00 | 12:00:00

TEST QF-00:00 130000
CAT Q70000 150000
KIF 1 QF-00:00 150000

Tai méi thir trong tuan sé& déu thém cac ca do, phan mém sé dwa vao thdi gian check infout dé tw dong gan vao
ca lam viéc v&i khoang thoi gian twong rng.

2/ Tao th&i gian chadm coéng bang tay

Dung dé thém thoi gian chdm cong trén phan mém cho NV nao dé vi viéc dét xuat ma ho khong thé téi cty dé
cham duwoc. Hoac dung dé test cac ca va bao cao lam viéc

LLCLL 1987 Cao Xuin Dirc
4

Thiri gian chém cong®  2021-10-08 10:55:00 Trang thi chdm céng” | Ding ky vio

M céng viée Tép tin dinh kém Khéng cé tép o duge

L do {mg dung

3/ Tuy chon thdng tin xuét béo céo
C6 thé Iwa chon cac trwdng cot thong tin ctia bdo cao dé xuat nhw hinh dudi.

V6i 5 |4 tich chon céc thdng tin can xuét bao cdo, 6 la dé lwu lai lan sau khdng phai thiét lap.



Diém danh fal
M thanh todn Téng thai gian the
Phéng ban ® = Nhanvién Cao ¥usn Birc Thei gian ngay  Nguei ding d3 xéc « 2021-10-01 - 2021-10-08 a 4
O Department Luru bé cye Ti bd cyc 6 » r
OITpro
CKIEMTRA [Fhan wien 50. = 12n nhan.. 5 Phan Nosy = The = Theck In . Check Out . Thor oo, Thaigian.. Céng ] E &Q gt
CIKIEM TRA Nhsn vién SO.
- 1987 CaoXuin.. SMARTID  2021-1001 Thisiu  KIP1 07:00 1200 1200 10
Tén nhén vién
DIHAN_SILICON 1587 CaoXuin.. SMARTID  2021-1002 Thibdy  CA1 0700 1500 0800 10
CIMAICAT 3 Ho
1987 CaoXuin.. SMARTID  2021-10-03 Chi nhit 00:00 0000 00 5
Biét danh
1987 CaoXuin.. SMARTID  2021-10-04 Thi hai cal 07:00 1500 0800 10 . s
Gigi Tinh
1987 CaoXuin.. SMARTID  2021-10-05 Thiba KIP 1 07:00 1800 1200 10 . 0
Mz Bé Phin
1987 CaoXuin.. SMARTID  2021-10-06 Thi tu KIP 1 0700 1800 1200 10 . 0
86 Phin
1987 CaoXuin.. SMARTID  2021-1007 Thindm  KIP1 07:00 12:00 1200 10 [
13 vi tri
1987 CaoXuin_.. SMARTID | 2021-10-08 Thissu  KIP1 07:00 1800 1200 10 Chac Vi
Ngay
=]
CIXNK
OHCNS
CNHANSU
oesK
DO KINHDOANH

4/ Tao nghi phép

Buwéc 1 vao day dé thiét 1ap loai nghi

Chinh stra
ME"
Leai®
Binh dang® i Bidu tvong

Lam trdn 567 Téi thidu*

Hién thi Thir tis*

Cai a5t mau sic

Ma t3

Buéc 2:

Vao day dé set ngay nghi cho nhan vién



Thém vao

Mhan vign®

Théxi gian bit diu* Théi gian kit thac*

M3 thanh todn® Tép tin dinh kém

Ly do trng dung

Xong nhén phé duyét méi duwoc

Piém danh

Ma thanh tosn R khdi

£ DéuTrang= T Biloc =

Thém vao Xéa Thém sé leong lén Tir chéi Thu héi Nhip

Mz nhin .. Ténmhin.. BsPh. Trnhtaocdén.. Théigianbit.. Théigiankétt. Lydoing.. Théigiandng.. MSthanh . Trang thii phé_. Bink

1 Pham Thi  KIEM.. | - 2021-1012 2021-10-13 2021-10-15 Sick Leave -



