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1 Kinh doanh HN LIVE SANG Hdi phong nha b (LS) Co6 8 ngudi thudc phong ban nay

« Phéng ban

« Ngay nghi 2 Kinh doanh HP Ca hanh chinh (CHC_HP) C6 2 ngudi thudc phong ban nay

Tai ligu

Hé Thang N 4 TEAMA Ca hanh chinh (CHC_HN) €6 3 ngudsi thudc phong ban nay

Bon tu v

5 TEAM B Ca sang thif 7 (CS7_HN) €6 2 ngudi thudc phong ban nay
6 TTSINH CCH (CHC) C6 2 ngudi thudc phong ban nay
7 phéng Pao tao LIVE HANH CHINH (LCH) C6 3 ngudi thudc phéng ban nay
8 PHONG TTS Ca hanh chinh (CHC_HP) C6 3 ngudi thudc phong ban nay

MODULE CA LAM VIEC Module Ca lam viéc la phén thiét 1ap cac quy tac nén tang vé thoi gian lam
viéc cho tung phong ban / tirng cd nhan dé nhan sy cé thé cham cong - tinh luong vé sau. Cau truc
Module: Ca lam viéc dugc chia lam ba phan chinh:

. Cau hinh: Nai thiét lap cac khung thai gian lam viéc cla cong ty.

Phong ban: Noi ap dung cac khung thai gian lam viéc da dugc thiét l1ap vao ting nhom
phong ban dé quan ly lich lam viéc cia phong ban/cé nhan.
Ngay nghi: Noi thiét 1ap cac nghi ngay mac dinh theo chu ky nam.

. CAU HINH Phan C&u hinh nhdm muc dich thiét 1ap cac khung gid 1am viéc chinh xac.
. Truy cap va Thém mdi Ca lam viéc:
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o Click Ca lam viéc/Chon Cau hinh va Danh séch ca lam viéc sé hién ra.
o Click vao Thém mdi ca lam viéc dé€ md man hinh Tao méi ca lam viéc.
3. Dién théng tin Ca lam viéc:

Sida ca lam viée
{1} Thdng tin Ca lam vige
Tén ca* Wit 1t Gy wivo ® Gidrm *
Ca hdnh ehinh CHC D@30 17:30
Bat diau gid nghi K&t thic gié nghi Chedk in trudc Check out sau
100 1550 D51 1750
- RO B mibo Tivil 1l & i nam [ RGEY Thill by

.

o Pién Tén ca va Tén viét tat cha ca lam viéc.
o Dién Gio vao va Gio ra theo quy dinh cta cdng ty (Mang tinh hinh thirc)
> Pién Thoi gian bat dau nghi va Thoi gian két thdc nghi theo quy dinh cla cong ty.
o Check in truéc: Day la cach hé théng hiéu Gid vao cla cong ty. Nhan su chdm céng
trudc thoi diém nay dé€ mai duoc tinh la di lam ddng gio.
m Vi du: Néu Gio vao la 8:00, Check in truéc dé€ la 8:01. Diéu nay cé nghia la néu nhan su chdm coéng

IGc 8:00 van hgp Ié (dlng gid), nhung néu chdm céng IGc 8:01 sé bj tinh 1a di lam muén.

o Check out sau: Ap dung tuang tu véi gid ra.
m Vi du: Néu Gid ra la 17:30. Check out sau la 17h30. Diéu nay c6 nghia la néu nhan su chdm céng tur
17h31 thi sé tinh la chdm c6ng di vé dling gid. Néu chdm cbng vao ding 17:30 hoac sém hon thi sé
tinh la di vé sém.

4. Thiét l1ap Tan suat 1ap lai:

(1) Thing tin ca lam wide

Ténco* Wik vdn - Gl wio * Giéd ra *
Ca hanh chink CHC 0&:30 1730
Bat ddu gid nghl it thise gid nghl Check in trude Chack out sau
LT00 1350 0651 1730
B mahai B maba B i B i nam B i sau Thil biéry

{2) Thn suft lap lai cus ca ldm vide
-
o Tich vao cac 6 trong dé chon nhiing ngay trong tuan ma khung gio lam viéc nay sé dugc
ap dung lap lai trén bang lam viéc cia phong ban/bd phan.
5. Luu C&u hinh: - B&m Tao mdi/Luu dé thém ca lam viéc méi vao danh séach.
o Luu y: Néu bam Hoan téac, toan bd cac budc thiét 1ap sé dugc hoan tra lai vé budc ban
dau.

2. PHONG BAN A. THIET LAP PHONG BAN VA AP DUNG CA MAC DINH
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3. Truy cap va Thém mdéi Phong ban: ° Click vao Ca lam viéc/Chon Phong ban dé mé man
Danh sach phong ban.
o Click vao Thém md&i phong ban.
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3. bién théng tin Phong ban
o Tén phong ban: Dién tén phong ban/bd phan dang lam viéc.
o Chon ca lam viéc mac dinh: Chon ca lam viéc da cau hinh d€ ap dung mac dinh cho phong ban dé.

Tén phéng ban *

Phong TTS

Chon ea mdc dinh *

o
O
@]

Hodn the m—Phéng ban da dugc thém vac danh sach
4. Luu cau hinh:
o Click nGt Thém. NGt nay sé chuyé&n thanh nit Sta, thé hién viéc cau hinh phong ban da hoan tat.

o Phong ban mdi tao sé dugc b6 sung vao danh séch, hién thi Tén phong ban, Ca lam viéc mac dinh, va S6 nhan

su dang nam trong phong ban dé.

o Luu y: Anh chi cé thé thuc hién hanh déng sra phong ban. Tuy nhién, khéng thé x6a nhiing phong ban da c6

nhan su
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B. PHAN CA LAM VIEC

[

Phan ca chia lam hai phan: Phan ca phong ban (thay d6i ca dp dung cho ca nhém) va Phan ca nhan
su (thay d6i ap dung cho tirng ca nhan).

B1. Phan ca phong ban
1. Truy cap Phan ca phong ban:

2. © Click vao Phan ca phong ban.
o Cac ca mac dinh sé bat dau chay va dugc tinh theo khung gid da cau hinh.
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4. Bc“i-sung/Thay d6i Ca lam viéc cho Phong ban (Ghi de):

o Click vao “Thém ca md&i” hoac click truc ti€p vao ngay can thém/thay d6i ca lam viéc trén lich (vi du: thém ca

lam viéc vao ngay thi bay).

o Chon phong ban va chon ca lam viéc mdéi d€ thém/thay d6i (Ca mdéi phai cdu hinh & Phan Cau hinh mai xuat
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hién & day).

o Thiét lap Thaoi gian bat dau va Thai gian két thic dp dung cho ca lam viéc b6 sung.

o B&m Luu. Ca lam viéc sé dugc dp dung trong khung thaoi gian da vach ra, theo tan suat da dugc Cau hinh trudc

do.

B2. Phan ca nhan su

1. Truy cap Phan ca nhan su:
2. ° Click vao Phan ca nhan su. Man hinh lich phan ca cho ting nhan vién sé hién thi.

Fidie ot Tiing nhada vide

3. Thay d6i/B6 sung Ca lam viéc cho Nhan vién: o Click “Thém ca méi” hoac click truc ti€p
vao ngay muén thay déi/bé sung thoi gian lam viéc méi cho nhan vién.

thang 10 mdem 3035

Thi Ths Tha Ths Thi Thi
] ] &

+REL man Comng - Cu nank owm » i deh Cusg - Lo monk cwms v iiG aeh Loy - Lo senh cwes + RS dnh Cumng - Cu nenk e WL sk Comng - Ca ek +AEL manCamng - o ans e
WA Guie < G e o 0T Gyl © G WD = e | G A A WA Guin « G SR T i, | G Bk ik WL e« G Sk sk
L pretuer - Co eeh chee w0 gy Co b chrke w0 pewr . o ek ek ® B preh - Co herh cher L pavh - Cn benh il w1 pavher . Co berh ek
D e w0 g el - Cxmank chinh W Bng b - C2 amk. chinh i g e - (2 mani chinh WL Brong ed - (2 hann cinh 5L Bmng i - Ca i chinh

& 7 ] a n
o BEL i Cuseg - Cx nank v & B0 i Eusieg - s 5 B i f g - i Rk o BEU i Lumeg - Cn sk e S BB dmn Zoseg - Cn nank cewn s BEL GmiCamng . Cx sank e
UG Cuwle « G S S WD Gl « G S S WD e ¢ Gl A ] SUCL Dl | b el S WD D« G S
RT pree | T bl e T B pester T b e SR prae D bl pee WET ph O b e D psher O beeh s
WL Thng 15 - Oz iani-chinh w00 g S - Cziank coinh w0 Teng HS - Oz mamk-chinh w BN g 1S5 - Cz o chinh w15 - Cz ek chinh WL g WSS - Oz ani chinh

] " L] w4 ]
* ESL i Calag - £ Rdnh cunk il sk Catag - £2Raakchinh oL A Calng - Ca e chinh T RS0 e Culag - G2 e cink
WL U - o Sy st W1 P U G S sty W - G e st WL i - i iy st O T p———
L R e L WU b b e WO b b BE b O e T e
WAL S s - L ik ok W e b - £ ey o W S b - L e o B e s - L i e WA Eng e - L R Al

= " " " ]

® 31 anh Caleg - CumanR chink

R e Dhrpen - o ey i

5 il A Cuteg - Ca Ak chinh

L P D - G R Sl

® KL i Cufng - Cn a8 chinh

AL e s - G R S

» EIL AR CaSeg - Cumana chinh

AL e Chpes - L Ry S

= i3l h Culing - Ca P cinh

W e D - G R S,


https://docs.tourkit.vn/uploads/images/gallery/2025-10/image-1760600782687.png
https://docs.tourkit.vn/uploads/images/gallery/2025-10/image-1760600794456.png

o Chon nhéan vién va chon ca lam viéc méi muén ap dung.

o Thiét lap Thoi gian bat dau va Thoi gian két thdc ma nhan vién sé ap dung ca lam viéc
nay.

o B&m Luu. Nhan vién dé sé ap dung ca lam viéc mdi. Tuy nhién, ca lam viéc chi dugc ap
dung trong khung thoi gian da vach ra, theo tan suat da Cau hinh trugc dé.

e LUuy:

o Ca lam viéc da thém khong thé xba. Anh chi chi cé thé ghi deé 1én ca d6 bang ca lam viéc khac
hodac Ca nghi.

> Ca nghi la dang ca tréng (khéng c6 lich lam viéc) dugc code ra dé xur ly cac thiét lap sai. Viéc ghi
deé Ca nghi lén ca cli khong gay dnh hudng téi bang cham céng - tinh luong.

o Trudng hop x(r ly thiét |ap sai bang cach ghi dé Ca nghi chi 4p dung véi cac thiét 1ap Phan ca
nhan su.

Phién ban #3
Duoc tao 21 thang 1 2025 03:42:33 badi Tran Thi Giang
Pugc cap nhat 16 thang 10 2025 07:48:34 badi Tran Thi Giang
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