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PHAN LOAI NGU'O'l DUNG TREN HT HRIS

l. Bang miéu ta phan loai nhdm nguwoi dung cia TNG

Pudi email
nam trong AD

1 cuaTNG
{Tham khao
muc Il )

Pudi email

khéng ndm

trong AD cua
2 TNG

(Tham khao

muc Il )

> AD duogc hiéu & day 13 hé thdong xac thuc phuc vu cho viéc single sign on cdc hé thong khac nhau st dung cho TNG:

outlook, HRIS,...

A

Co6 truy cdp mang ndi bd TNG ( tham khao muc 1l )

A-1: Ngu&i ding truy cip dwoc HRIS, stf dung duoc
self service dé xin nghi phép, di mudn vé sdm, xem
phiéu Iwvong, xidc nhan nhan sw

A-2: Dv 4n sé& phai cip account Local truc tigp tai
HRIS, account nay dc lap vdi account Outlook

Khong c6 truy cdp mang ndi bd TNG ( tham khao muc 1ll)

B-1: Ngudi ding truy cap dwoc HRIS chi khi nao ding k&t ndi mang nii bd (
Vi du vé hdi s& chinh lam viéc/ hop) . Do Bia diém lam viéc chi y&u khong
co két ndi mang ndi b, viéc truy cadp HRIS la khéng thwérng xuyén. Nhém nay
nén chi dé & dang quan tri di¥ liéu tai HRIS va khdng thuc hién truy cap

B-2: Nhom nay chi dé & dang quan tri di¥ lidu tai HRIS
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PHAN LOAI NGU'O'l DUNG TREN HT HRIS

Il. Danh muc cac dudi email nam trong AD cia TNG

STT

O 00 N o U B W N

=
o

Puodi mail
vidgroup.com.vn
tnpvn.com.vn
tng-holdings.vn
tnssecurity.com.vn

goldview-tnr.com.vn
baovenhatviet.com.vn

mltech.com.vn
tnl-lease.vn
tnh-hotels.vn

msecurity.com.vn

M6 ta
Dubi mail cli cha tap doan TNG
Khong cé thong tin
Dudi mail cua tap doan TNG-Holdings VN
Dudi mail cong ty CP dich vu bao vé TNSSecurity
Khong cé thong tin
Pudi mail ciia cong ty Bao vé Nhat Viét
Dub6i mail cua cua M1T
Pudi mail clia cong ty dau tw va cho thué tai sdn TNL
Dudi mail cia cong ty TNH

Khoéng cé thong tin



PHAN LOAI NGU'O'1 DUNG TREN HT HRIS

Il. Danh muc cac dudi email nam trong AD cia TNG

STT
12
13

14

15
16
17
18
19
20
21

Puodi mail
tnrholdings.com.vn

tnsholdings.com.vn
tnsproperty.com.vn

tpf.com.vn
vone.com.vn
tnrholdings.vn
tniholdings.vn
tnteco.vn
mtalent.com.vn

sojohotels.com

Pubi mail cong ty TNR
Pubi mail cong ty TNS

Dudi mail Cong Ty C6 Phan Pau Tu Va Quan Ly Bat Ddng San Tns Property

Khong co thong tin

Dubi mail cong ty bao vé Vone
Pubi mail cong ty TNR

Pubi mail cong ty TNI

Pubi mail cong ty TNTech
Pubi mail cong ty Mtalent

Pubi mail SojoHoltels



PHAN LOAI NGU'O'l DUNG TREN HT HRIS

I1l. Danh muc cac dia diém lam viéc dang dwo'c truy cdp mang ndi bd cha TNG

Theo thdng tin tir TNTech chi cé hé thdng mang nam tai 54A Nguyén Chi Thanh (Mién
Bac va 180 — 192 Nguyén Cong Tr&r (Mién Nam) a cé mang ndi bd clia TNG.
Cac dia diém lam viéc khac, du c6 mdy chdm cong, cd may ban nhung khdng nam trong

mang ndi b cua TNG
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TRUY CAP VAO HE THONG HRIS

= Truy cap vao hé théng theo dwdng dan:

http://hr.tnginter.com

= Pang nhap User ID, Password tuvong ing
HUMAN RESOURCE INFORMATION SYSTEM

Bam Login
bs @)

Select a Language

= Lwuy:

Tieng Viel

Ap dung cho cac d6i twong A-1, A-2

User D

User ID: viét day da thong tin duéi email

Password

VD: HOA123@TNGINTER.COM
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PHAN LOAI NGU’O'l DUNG TREN HE THONG HRIS

TRUY CAP VAO HE THONG HRIS

MOT SO TIEN iCH CHO CAN BO NHAN VIEN (ESS)

MOT SO TIEN iCH CHO CAN BO QUAN LY (MSS)



GIOI THIEU CHUNG

= Tién ich cho Can bd nhan vién_ESS (Employee self service) la mdt cong cu duwoc st dung
cho cdn bd nhan vién dé xem, cdp nhat cac di¥ liéu cda minh trén hé thdng va thuc hién

twong tac mot sé cac quy trinh online.

= Bang tién ich nay, thdng tin cta nhan vién ludn dwoc cdp nhat mdi nhat, dong thdi giam

thi€u th&i gian va cdng strec chia bd phan nhan sw cda to chirce.
= Hé théng hoat déng khi sir dung mang ndi bd ciia TNG.

=  Poi twong st dung: doi twong A-1, A-2
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Man hinh Can bo nhan vién

Khi bAm dang nhap, hé thong diéu hudng vao man hinh “Can bd nhan vién”
¥ Can Bo Nhan Vién (TNG)
Gidi thiéultruyén thong So D6 To Chire Quan Ly Théd Gian

6 HANH VI LANH BAO
: @ © ¢
A &A 4A

Hr Servicedesk OnBoarding

€28

aliin

Thong tin ca nhan




Man hinh Can bo nhan vién

Tai man hinh Cdn bd nhan vién, bAm chudt vao biéu twong “Théng tin cd nhan”

* Can B Nhan Vién (TNG)

Gie thiufnaydn théng 5o D8 T8 Chire Ouidn L Thidl Gian

& HAMN W LANH oAD

e ey n- w42
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1 .Xem/ cap nhat thong tin ho tén nhan vién

Puong dan: Can bd nhan vién > Thong tin cd nhan > Ho tén

< Can Bd Nhan Vién Thong tin co’ ban
g Nguyén Van A(®
CVC QT Hé thing va CL
Cép.ngét anh
& Dia chi Ht} tén
t;’ Thang tin lién he Nguyén Van A Hién tai

A Trang thai hdn nhan

F§ Hotén

€ Liénlac khn
=3 Qua trinh céng tac

&, Théng tin bdo hiém
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1 .Xem/ cap nhat thong tin ho tén nhan vién

> Khi mudn cdp nhéat lai thong tin, bAm chon tén nhan vién

< Can B3 Nhan Vién Thong tin co ban

Nguyén Van A©
i CVC QT Hé théng va CL

Cap nhat anh

= Bia chi HQ tén

&0’ Thong tin lién hé Nguyén Van A Hién tai 3

B Trang thai hdn nhan

F§ Ho tén Thfmg tin HO {én

8§ Lién lacknén
Ngay thay déi | 23/06/2020

& Qua trinh cdng tac

&, Théng tin bao hiém Name Format | Viét nam v

“First Name | Nguyén Van
> Hoan thién cic théng tin tai man hinh hién thi:
- Ngay thay doi
- First name: Ho, tén dém
- Last name: Tén
- Bam Save dé lwu lai di¥ liéu

*Last Name |A
Ho va tén MNguyén Van A
Formal Mame Mguyén Vin A

Tén day da Nguyén Van A



A\

2 .Xem/ cap nhat thong tin dia chi trén hé théng

Puwong dan: Can bd nhan vién > Thong tin ca nhan > Pija chi

T man hinh “Théng tin co ban” tim dén muc “dia chi” & gbc trai man hinh:

CBNV xem théng tin dja chi tai man hinh hién thi

Bam chudt vao dia chi hién tai dé chinh slra théng tin (néu cd), Iwu y: CBNV chi xem, chinh stra dwgc théng tin loai dia

chi la “hién tai” trén hé thong

< Can B¢ Nhan Vién Thong tin cor ban
Nguyén Van A®
: CVC QT Hé thing va CL
Cap nhat anh
iz Piachi Dia chi
£ Théng tin lién hé Dia chi nha
Sé nha 100
a Trang thai hén nhan Ngd 477 Nguyén Trai
Phudng Thanh Xuan Nam Hién tai >
B Hotén ) .
Thanh Xuan TP. Ha Nai
€& Lien lac khén Thanh Xuan
® Qua trinh cong tac
- ¢ Hom thw
&, Théng tin bao hiém Khang tén tai dif ligu
Thém email

a, Théng tin xac thirc 15



3. Xem/ cap nhat thong tin dién thoai lién lac

Puong dan: Can bd nhan vién > Thong tin ca nhan > Thong tin lién hé

T&r man hinh “Théng tin co ban” tim dén muc “théng tin lién hé” & gbc trai man hinh:
> CBNV xem thong tin dién thoai tai man hinh hién thj

< Can Bo Nhan Vién Thong tin co ban

Nguyén VinA®
CVC QT Hé théng va CL

Cép nhat anh

o Dia chi

Thong tin lién hé

t. Théng tin lién hé Dién thoai
+

A Trang thai hon nhan

Number Extension Type u tién
By Hotén

091/234-5677 Mobile v >
5 Lienlac khén

098/212-2099 Home

,ﬂ, Qua trinh cdng tac



e AN

3. Xem/ cap nhat thong tin dién thoai lién lac

» Truwong hop thém mdi, bam dau “+” tai man hinh

Théng tin lién hé

Dién tho‘V
+

NMumber Extension

091/234-5677

088/212-2099

Hoan thién cic théng tin tai man hinh hién thi:

- type: chon trong danh muc

- Number: nhép s6 dién thoai

- Extension: s6 may |é néu co

- Wu tién: tich chon néu la théng tin duoc uu tién

- BAm Save dé luu lai di liéu

Type u tién
IMabile v >
Home >
Thay déi So dién thoai Save |

“Type
LFu tién

Number

Extension
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e AN

3. Xem/ cap nhat thong tin dién thoai lién lac

> Trwong hop chinh sira thong tin da ton tai, bAm chon loai s6 dién thoai can chinh sira:

Thoéng tin lién hé

Dién thoai
+
Number Extension Type u tién
091/234-5677 Maobile v >
098/212-2099 Home >

Hoan thién cac théng tin tai man hinh hién thi:

Thay déi S0 dién thoai |Save‘
- type: chon trong danh muc
A
- Number: nhép s6 dién thoai Vutien O

. ~ ’ 2 N , Number |098/212-2099
- Extension: s0 may lé néu cé

Extension

- Wu tién: tich chon néu la thdéng tin dwgc wu tién

- Bam “X6a” dé xda dong dir liéu

Xoa

- Bam Save dé lwu lai dit liéu



4. Xem/ cap nhat thong tin dia chi email

Puwong dan: Can bd nhan vién > Thong tin cad nhan > Thong tin lién hé
T& man hinh “Théng tin co ban” tim dén muc “théng tin lién hé” & gbc trai man hinh:

> CBNV xem thong tin email tai man hinh hién thi

< Can Bo Nhan Vién

Thong tin co ban

Nguyén Van A
. CVC QT Hé théng va CL

Céap nhat anh

= Dia chi .| TIOonyg ur nern ne .
Dién thoai
t, Théng tin lién hé
+
&L Trang thai hon nhan Number Extension Type Wu tién
Ei Ho tén 091/234-5677 IMobile W
Q3 Lien lac khan 098/212-2099 Home
&, Qua trinh cdng tac
&, Théng tin bao hiém
+
&, Théng tin xac thurc
Dia chi email Type Fu tién
&, Ky luat _
ABCDEF@MSB.COMWVN Business v
&, Théng tin ngudi than
ABCDEF@MSB.COMWVN Home

[ ] = = o = )
an Mau xac nhan nhan suw
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4. Xem/ cap nhat thong tin dia chi email

» Truwong hop thém mdi, bam dau “+” tai man hinh

Email /

Dia chi email Type u tién

ABCDEF@MSB.COMVN Business v 3
ABCDEF@MSB.COM.VN Home 5

> Hoan thién cic théng tin tai man hinh hién thi: Thay déi Dia chi thw dién to save |
- Loai email: chon trong danh muc o

Loai email v
- Dia chi email: nhap dia chi email Vutien O
Dia chi email

WUu tién: tich chon néu la théng tin duwoc wu tién

BAm Save dé lwu lai dit liéu
20



4. Xem/ cap nhat thong tin dia chi email

> Truwong hop chinh sira thong tin da ton tai, bAm chon loai s6 dién thoai can chinh sira, lwvu y Can bd nhan vién khéng

duoc chinh sira loai email “Business”:

Email
+
Dia chi email Type Fu tién
ABCDEF@MSB.COMVN Business o 3
ABCDEF@MSB COM.VN Home >
> Hoan thién cic théng tin tai man hinh hién thi: Thay déi Dia chi thw dién tir save|
- Loai email: chon trong danh muc Loai email

. ? o A N . . 2 . Vu tién |:I
- Dia chi email: nhap théng tin dia chi email
Dia chi email |ABCDEF@MSB.COM.VN

- Wu tién: tich chon néu la thdéng tin dwgc wu tién
- Bam “X6a” dé xda dong dit liéu §

21
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5. Cap nhat anh dai dién

Puwong dan: Can bo nhan vién > Thong tin ca nhan > Cap nhat anh
T man hinh “Thong tin co ban” tim dén link “cap nhat anh” & gdc trai man hinh:
> Bam vao “upload” dé chon anh tir mdy tinh cd nhan

> Bam Lwu dé lwu lai dir liéu

< Can Bo Nhan Vien

Cancel Select Photo

Nguyén Van A Tép dinh kém

CVC QT Hé thing va CL /
' Choose From
ﬁ:ép ah3t anh / O
E’ Blia chi : # H ! ‘ ‘ DI

t;_'t' Théng tin lién hé Upload HR Photlo No Photo

My Device
B Trang thai hdn nhan y

B8 Hotén




6. Xem/cap nhat thong tin tinh trang hon nhan

Puong dan: Can bo nhan vién > Thong tin cd nhan > Trang thai hon nhan
Tl man hinh “Thong tin co ban” tim dén muc “Trang thai hén nhan” & goc trai man hinh:

> CBNV xem théng tai tai man hinh hién thi

< Can B& Nhan Vién Thong tin co ban

Nguyén Van A(®)
CVC QT He théng va CL

$

Cap nhal dnh

i Dt Trang thai hon nhan ‘ Lwu |

&2 Thang tin ign hé Hién tai Chua ldp gia dinh

B Trang thai hén nhin Thay doi tinh trang hén nhan

*Trang thai moi v

“Ngay D

B Hotén
€5 Lign lac khén

® Qua trinh cong tac
& 23



6. Xem/cap nhat thong tin tinh trang hon nhan

> Khi muén thay déi tinh trang hdn nhan, tai man hinh hién thi, cAp nhat cic théng tin:
Trang thai md&i: chon trong danh muc

Ngay: ngay bat dau hiéu lyc tinh trang hdn nhan mai

BAm Luu dé lwu lai di¥ liéu

Trang thai hdon nhan
Hién tai Chuwa I3p gia dinh

Thay dbi tinh trang hén nhan

“Trang thai méi | Dalagpgadinh

“Ngay | 01/05/2021

=



7. Xem/cap nhat thong tin lién lac khan cap

Puong dan: Can bo nhan vién > Thong tin ca nhan > Lién lac khan

TU man hinh “Théng tin co ban” tim dén muc “lién lac khan” & géc trdi man hinh:

> CBNV xem thoéng tai tai man hinh hién thj

> Bam nut “Thém lién lac khan cap” dé tao mai thong tin lién lac khan cdp cho CBNV:

< Job Summary Thong tin co ban

Nguyén Van A
CVC QT Hé théng va CL

C&p nhat anh

iz Dia-chi Lién lac khan

2 Thang tin lién hé 2
A% g - Khong t8n tai di liéu

& Trang thai hén nhan Thém lién lac khan cap

B Hotén

€5 Lien lac khan

&, Qua trinh cong tac

&, Thang tin bao hiém



7. Xem/cap nhat thong tin lién lac khan cap

Tai man hinh “Lién lac khan cap” nhap cic thong tin dwgc hién thi:

“Nguoi lién lac”: Nhap thong tin ho va tén

Relationship: m&i quan hé cia CBNV v&i “ngudi lién lac”, chon trong danh sach hién thi

NGt “wu tién”: tich chon khi théng tin nay la wu tién hang dau, nat nay chi sang khi c6 nhiéu hon 1 théng
tin lién lac khan.

Thay déi Lién lac khan cap ' save |

*Nguwoi lién lac |[Lé ThiB

“Relationship

WFu tién

Dia chi
Khang tén tai dik liéu

Add Address

$6 dién thoai
Mo data exists. At least one phone number is required.

Thém sé dién thoai
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7. Xem/cap nhat thong tin lién lac khan cap

Tai cum théng tin “dia chi”, bAm vao “Add Address” :

> Tich chon “Same as mine” néu cung dia chi v&i
nhan vién, hé théng s& tu dong hién thi thong tin
theo dia chi cia nhan vién

» Nhap cac thong tin dia chi:

» Pijachi1: S6 nha/ sé Phong

» Pija chi 2: S6 Toa nha/ Puong

» Pia chi 3: Khu ph8/ Phuong / X3

» Pia chi 4: Ghi ti€p néu cac dong trén cé dia chi dai

= Quan/ Huyén: nhap thong tin Quan/ Huyén

= Tinh/ TP: chon trong danh sach dugc hién thi

> BAm Done

Thay doi
Same as mine

Loai dia chi
Québc gia
Dia chi 1
Dia chi 2
Dia chi 3
Dia chi 4

Quéan/Huyén

Tinh

M3 buru dién

Dia chi

Hién tai

Viet Nam

S6 nha 100
Ng6 477 Nguyén Trai

Phwdng Thanh Xuan Nam

Thanh Xuan

TP. Ha Néi

27
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7. Xem/cap nhat thong tin lién lac khan cap

Tai cum théng tin “s6 dién thoai”, bAm vao “Thém sé dién thoai” :

> Nhap cac thong tin so dién thoai:

= Type: loai s6 dién thoai chon trong danh sach hién thj

=  Number: nhdp s6 dién thoai

= Extension: s6 may |é (néu cd)

> Tich chon “Same as mine” néu théng tin s6 dién thoai cung véi thdng tin s6 dién thoai cia CBNV, hé théng sé tu dong
hién thi théng tin theo s6 dién thoai cla nhan vién.

> Bam done

> BAam Save dé lru di liéu lién lac khan cap

Thay déi Lign lae Khan cap Syue |

Thay doi S0 dién thoai Done |

‘W en fps (La T
"Bl adioanninigs Ve e -

Same as mine

*Type  Nobile

Elin chi
LARTR TR (n [T R 1 " Py =3
"‘Number (091/234-5677
Add Address

Extension

Bo diin Thoa

M LS Eewills B EBAT (A i £ LY

Tham sb dan thoal 28




7. Xem/cap nhat thong tin lién lac khan cap

> Khi mudn chinh stra dit liéu “lién lac khan cap” d3 nhap, bAm chudt vao dong dit liéu dé thuc hién chinh sira va
lwu lai
> Khi mudn thém mdi dong dit liéu “lién lac khan cap” bam vao dau “+”

Lien IW

+
Nguwéri lién lac Relationship Fu tién
LEThiB Me dé v >
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8. Xem/cap nhat thong tin ngwoi than

Puong dan: Can bd nhan vién > Thong tin ca nhan > Thong tin ngwdi than

T&r man hinh “Théng tin co ban” tim dé€n muc “Théng tin nguoi than” & gbc trai man hinh:

> Bam nut “Thém” dé thém mdi théng tin:

Nguyén Van A
S CVC QT Hé thang va CL

Ca&p nhat anh

i@ Biachl Théng tin nguwéi than

Lich st d& xuat thay ddi'thém madi ngudi than

t, Théngtin lién he

B Trang thai hén nhan Dependent/Beneficiary ID © Ho vatén ©
1 0 L& Thi Huyén
(S Hotén
3 Lién lac khén 2 02 Nguyén Van B
3 03 Nguyén Van C

&_‘ Qua trinh eong tac
&, Théng tin bao hiém
a': Théng tin xac thuc

&, Ky lust

& Thong tin ngwdi than

Quan hé v&i nhan vién &

e dé

Anh

Anh

\

Péi tirong

Khdang giam trir
Khang giam trir

Khang gidm trir

Chi tiét
Chi tigt

Chi tigt

Chi tigt

3 rows

Edit

Edit

Edit

Edit
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8. Xem/cap nhat thong tin ngwoi than

» Nhéap thong tin ho tén:

= Ngay hiéu lyc: ngay sinh nhat
cla nguoi than

= Hovatén dém

= Tén

Add New Dependent Information
M3 nhdn vién 021016 Mguyén Van &

Dependent/Beneficiary 1D 00 Draft
Thong tin ho tén

*Ngay hiéu lwc|24/06/2020 |5

*Ho va tém dém

*Tén
Thong tin chi tiét
Mgay sinh = Mei sinh
Quéc gia o
Tinh/Thanh phé a
*Ngay hiéu lwe|24/06/2020 |
*Quan hé v&i nhan vien[_ ~|
“Gigitinh_____ v
*Tinh trang hén nhﬁnlj
[ student [ pisabled [ smoker
Occupation

31



8. Xem/cap nhat thong tin nguoi than

» Thong tin chi tiét, nhap cac thdng tin tai man hinh
hién thi:

= Ngay sinh

"= Noisinh

= Quéc gia: chon trong danh sich hién thj

= Tinh/ TP: chon trong danh sich hién thj

= Ngay hiéu lyc: Ngay sinh nhat cia nguwoi than

= Quan hé vdi nhan vién: chon trong danh sach hién thj

»  Gidi tinh: chon trong danh sach hién thi

= Tinh trang hén nhan: chon trong danh sach hién thj

= Nghé nghiép: Nhap nghé nghiép cta nguoi than

Théng tin chi tiét
Mpay sinh (01/01/1981 |
Qudc gia | VNM |0

Tinh/Thanh phd HAN @

*Npdy hiéu lwc | 24/06/2020 (A

*Quan hé vai nhan vién

*Gidi tinh
*Tinh trang hén nhdn[Chua G2 v
[ student

Occupation |bac s

|_| Disabled

Nui sinh

[ Smoker
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8. Xem/cap nhat thong tin nguoi than

> Théng tin dia chi, nhap cac théng tin tai man hinh hién thi:

Ngay hiéu lyc: Ngay nhap thong tin dir liéu

Loai dja chi: chon trong danh sach hién thi

Home: dia chi hién tai

Qudc gia: chon trong danh sach hién thj

Dja chi 1: S6 nha/ s6 Phong

Dja chi 2: S6 Toa nha/ buong

Dja chi 3: Khu ph6/ Phuwong / X3

Dja chi 4: Ghi ti€p néu cac dong trén cé dia chi dai
Quan/ Huyén: nhap théng tin Quan/ Huyén
Tinh/ TP: chon trong danh sach dugc chon

Théng tin dia chi
Ngay hiéu lwc|09/03/2020 |5
Loai dia chi HOME |
Same Address as Employee
Quic gia VNM
Bia chi 54 nha 100

Bia chi 2 Ngb 477 Nguyén Tréi
Bia chi 3 Phuwdng Thanh Xudn Ham
Bia chi 4

QuédnHuyén Thanh Xudn Ma bru dién

M3 tinh HAN

Bam nut “Same address as Employee” néu thong tin dia

chi cGia nguoi than cung vdi thong tin dia chi cia CBNV, hé

théng sé tu dong hién thj théng tin.

Bam diu “+” dé thém dir liéu

BAm dau

o n

dé xda dir liéu.

Tim | Xem tat

Bau tién

( 1coad

33
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8. Xem/cap nhat thong tin nguoi than

> Thong tin “Ma xac thuc cong dan theo qudc gia”: nhap théng tin chirng minh thw/ thé cadn cwdc cdng dan/ hod chiéu

Qudc gia: chon trong danh sach hién thi

Loai ma xac thue: chon trong danh sach hién thi
M3 s6: nhap sb ID

Ngay cap

Noi cap: chon trong danh sach hién thj

Primary ID: tich chon néu day la m3 wu tién
Bam dau “+” dé thém dong dir liéu

Bam dau “-” dé xéa bdt dong dit liéu

Mz xdc thiee céng din theo quoc gia Thaydol | Tim | (@ | fF  Bautién 4 1cua1 » Cuol
“Guoc gia r;_l‘l'i::' o i Ten phong ban Ma s0 Date issued M3 tinh Primary 1B
VNM  [@ [CCCD  [oy Thé can eude cong dan 10212354563 | 0012019 ) .8 @ @ 4] 1o
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8. Xem/cap nhat thong tin nguoi than

» Thong tin “Dién thoai lién hé”:

* Loai dién thoai: chon trong danh sach hién thj

= SO dién thoai

= S may 1é: néu cd

= Preferred: tich chon néu day la m3 wu tién

= Bam dau “+” dé thém dong dit liéu

= Bam dau “-” dé xda bét dong dir liéu

bién thoai lién hé

Loai dién thoai

1 | Mohile v 098/212-2666
Email
Loai email
1 | Business v

50 dién thoai

Thay doi | Tim | Xemtat | (21| &

Bia chi email

nguyenvanb@gmail com

» Thong tin “Email”:

* Loai email: chon trong danh sach hién thi

» Pija chi email: nhap dija chi email

Thay doi | Tim | (2 |

50 may le

Pautién (4 1coa1 (b Cuoi
Preferred Flag
s 4] [=]
Pautién (4 1coa1 (b Cuoi
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8. Xem/cap nhat thong tin ngwoi than

> Bam Submit d€ hoan thanh viéc cip nhat, thong tin dwoc cdp nhat tai man hinh “thdng tin ngudi than”

» Khi muén chinh stra lai théng tin d3 nhap, bam vao nat “edit”

= Khi mudn thém mai théng tin ngudi than, bAm nat “Thém”

Thoéng tin ngw&i than

Lich sir d& xuat thay ddifthém mdi nguwdi than

Thém

3 rows
Dependent/Beneficiary ID & Ho va tén © Quan hé v&i nhan vién & Bdi twong © Chi tiét © Edit
1 01 L& Thi Huyén Me dé Khang giam trir Chi tiét Edit
2 02 Nguyén Van B Anh Khong giam tri Chi tiet Edit
3 03 Nguyén Van C Anh Khong giam trir Chi tiet Edit
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9. Xem thong tin qua trinh cong tac

Puwong dan: Can bd nhan vién > Thong tin ca nhan > qua trinh cong tac
Tl man hinh “Théng tin co ban” tim dén muc “Qua trinh cong tac” & goc trai man hinh:
> CBNV xem thong tai tai man hinh hién thj

Nguyén Vin A
CVC QT Hé thong va CL

Thong tin co’ ban

Cap nhit anh
m Dia chi Qué trinh cong tac
& Thang tin lién hé Thong tin céng viéc 4 rows
‘ General ‘ Job Information Work Location Salary Plan Compensation Show All
B Trang thai hon nhén
Org © ERN ¢ Effdt ¢ Seq ¢ Action ¢ Action Reason ©
B Hotén
EMP 0 01/01/2020 0 DataChg TOHD
3 Lignlac khin :
EMP 1 01/01/2020 0 Kiém nhiém/Didu déng Theo yéuc
}_, Qua trinh cdng tac
EMP 0 30M111/2019 0 Data Chg TNSTV
&, Théng tin bao hiém
EMP 0 30/09/2019 0 Hire Thir viéc

a_. Théng tin xac thue 37



9. Xem thong tin qua trinh cong tac

> Tab General: thé hién cac thong tin chung cla CBNV

= Quan hé t6 chire (org): cho biét mdi quan hé cla ngudi lao dong vai td chirc: Cong tac vién hay cdn bd nhan vién
= Ngay hiéu lyc: ngay hiéu luc twong (rng véi tirng ban ghi cong viéc cia nhan vién

= Action: quyét dinh twong &rng v3i qua trinh cong tac cia CBNV.

= Action reason: ly do twong &ng véi quyét dinh phia trén.

Qua trinh coéng tac

Théng tin céng viéc 4 rows
General Job Information Work Location Salary Plan Compensation Show All

QOrg < ERN & Effdt < Seq © Action T Action Reason ©

EMP 0 01/01/2020 0 Data Chg TODHD

EMP 1 0101722020 0 Kiém nhiém."ﬂiéu dang Theo yéuc

EMP 0 3011/2019 0 Data Chg THSTV

EMP 0 30/09/20159 0 Hire Thi¥ viéc
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9. Xem thong tin qua trinh cong tac

> Tab Job information: thdng tin cong viéc, cap bac twong &rng vai qua trinh lam viéc cdia CBNV.

Qua trinh cbng tac

Théng tin cong viéc 4 rows
General Job Information Work Location Salary Plan Compensation Show All
Org © Effdt < Seq © Ma cong viec ©  Jobcode © Supervisor Level © Ham < Position Class
EMP 01/01/2020 0 HEO0155 CVC QT Hé théng va CL Band 3 Chuyén vién chinh
EMP 01/01/2020 0 HIo105 CVCC CLPTTC C2 Band 4 Chuyén vién cao cép
EMF 30112018 0 HED155 CVC QT Hé théng va CL Band 3 Chuyén vién chinh
EMP 30/09/2019 0 HEO0155 CVC QT Hé théng va CL Band 3 Chuyén vién chinh

39



9. Xem thong tin qua trinh cong tac

> Tab Work location: thdng tin vé vij tri cong viéc, cong ty, phong ban, dia diém lam viéc, Can bd quan ly truc tiép

cla tirng ban ghi cong viéc gan vdi CBNV.

Qua trinh cong tac

Théng tin céng viéc 4 rows
General Job Information Work Location Salary Plan Compensation Show All
Org & Effdt < Seq ¢ Positon descr © Ma cong ty © Dept descr © Location descr & Bao cao toi ©
EMP  01/01/2020 0 CVC QT Hé théng MTL Quan tri Hé thing Hdi s& chinh Ha Ngi  Lé Viét Hung
EMP 0100172020 0 CVCCCLPTTCC2 MTL Chién lrgc Phat trién Té chirc Héi s& chinh Ha Néi ~ Nguyén Ngoc Cuong
EMP  30/11/2019 0 CVC QT Hé thing MTL Quan tri Hé thing Hdéi s& chinh Ha Ngi  Lé Viét Hung
EMP  30/09/2019 0 CVC QT Hé thing MTL Quan tri H& thing Héi s& chinh Ha Ngi  Lé Viét Hung
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9. Xem thong tin qua trinh cong tac

» Tab Salary plan: ngach, béac, lvong ctia CBNV.

Qua trinh cong tac

Théng tin cong viéc 4 rows
General Job Information Wark Location Salary Plan Compensation Show All
Org & Efidt < Seq ¢ Sarary Plan © Salary grade © Béc lwong & Paygroup © Lich lam viéc ©
EMP 01/01/2020 0 Thang bang lreng chic danh MTL 0 Monthly
EMP 01/01/2020 0 0 Monthly
EMP 3011172019 0 Thang bang lrong chirc danh MTL 0 Monthly
EMP 3010972019 0 Thang bang lreng chic danh MTL 0 Maonthly
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9. Xem thong tin qua trinh cong tac

> Tab Compesation: Chi tiét tirng khoan thu nhdp cta CBNV. BAm vao link “Components” dé& xem cac khoan thu

nhap chi tiét twong &ng vadi tirng ban ghi cong viéc cha CBNV:

Qua trinh céng tac

Théng tin cong viéc

4 rows
General Job Information Waork Location Salary Plan Compensation Show All
Qrg © Effdt < Seq © Annual Rate © Monthly Rate ©  Daily Rate ©  Hourly Rate © Tiénté ¢ % thay déi © Components &
EMP  01/01/2020 0 430000000.000 40000000.000  1846153.846  230769.230769 VND Components
EMP  01/01/2020 0 VND Components
EMP  30/11/2019 0 430000000.000 40000000.000  1846153.846  230769.230769 VND Components
EMP  30/09/2019 0 430000000.000 40000000.000  1846153.846  230769.230769 VND Components

Lwru y: Qua trinh cdng viéc cé trén hé thang hién tai la thdng tin cdng viéc cdia ban ghi dau tién va ban ghi
md&i nhat & cong ty hién tai ca Can bd nhan vién.
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10. Xem qua trinh tham gia bao hiém

Puong dan: Can bd nhan vién > Thong tin c¢a nhan > Thong tin bao hiém
TU man hinh “Théng tin co ban” tim d&én muc “Théng tin bado hiém” & gdc trdi man hinh:

> CBNV xem thong tai tai man hinh hién thj

| Nguyén Van A

b iban Bao hiém x3 héi || Biohiémyté || Thanhtodnché 45 || Théng tin khac
CVWC QT He thang va CL

i 410 M& nhdn vién 021016
Cap nhat anh
Tén nhdn vién Mguyén Van A
P chi Chi tiét
" Théng tin lién hé
L 45 g Ngay hiéu lwe 01/01/2018

B Trang thai hén nhan Trang thai S0 dung
&
5 Hotén II:F;mll-l 1]

Suss . S0 56 BHXH 123456
{‘ Lién lac khan o
50 tien (VND) 9,000,000

. r Y - a
& Qua trinh cdng tac Hinh thirkc Cong ty

,&, Théng tin bao hiém Loai bién ddng T Téang mai
® . Chirc danh
- Thiéng tin xac thirc
Nevi dong BH céng ty of phin quan tri ngudn nhan ye MTL

&, Ky luat N

. i dun
&, Thang tin ngudi than . P
&, M&u xac nhén nhén su =[Thbao

T

Xem tat Diutién 4 1chad

Tham gia BHXH:

Tham gia BHYT:
Tham gia BHTN:

Tham gia BHTM, BNN:
Tham gia KPCD:

Lwong tdi thidu viing:
DiF ligu lich su:
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11. CBNV xem thong tin xac thuwc trén hé thong

Puong dan: Can bd nhan vién > Théng tin ca nhan > Thong tin xac thuc

> CBNV xem thong tin vé xac thuc bao gdbm thong tin: s6 chirng minh thuw nhan dan, thé can cudc cong dan, ho

chiéu cé trén hé thong

< Can Bd Nhan Vién Thong tin co’ ban

Nguyén Van A
CVC QT Hé thong va CL

Cap nhéat anh

m Diachi Thong tin xac thuc
*@ Théng tin ién hé Lich str d& xuat thay déi ma xac thurc

1 row

2 Trang thai hén nhan Qudce gia < Loai ma xac thwe © National ID < Date Issued © Issuing Authority < Primary ID < Edit

WNIM Chirmng minh nhan dan 123456789 11/05/2016 CCs Yes Edit

B4 Ho tén

€§ Lién lac khan
&, Qua trinh cong tac

&, Théng tin bac hiém

a, Théng tin xac thuc

&, Ky luat
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12. Xem thong tin ky luat

Pwong dan: Can bd nhan vién > Thong tin ca nhan > Ky luat

Tl man hinh “Thoéng tin co ban” tim dén muc “Ky luat” & goc trai man hinh:

> CBNV xem thong tai tai man hinh hién thj
Nguyén Van A
! CVE QT Hé thaong wa CL

Cap nhat anh

oy Diachi
%, Thang tin lién hé

B Trang thai hdn nhan

8 Ho sr >

Q Lign lac khén
&3 Cua trinh cdng tac
&, Thong tin bdo hiém

&, Thong tin xdc thue

&, Ky luat

a_' Thong tin nowei than

Disciplinary Action Himt thire ky hiat Giai phagy i Iy
Nguyén Van A Ma nhan vién 021016
Total Incident 1
Hanh vi vi pham ki gt Tim | Kam tat Fautign 4 1coad b Cubi
Type 000 Hanh vivi pham ky 6§t EEdng

Reported Dete 247062020

Mé ta| Vi pham E!h_’;m b Khodn | Bieu 20 NOLE — Khién trach” “CBNV cd hanh vivi pham gquy F.
dinh, quy lrinh cia MSE hadc phap ludl phuna chira gay thigl hai-cho MSE”

24

CBQL tnec titp

Purge Date 24/12/Z020
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13. CBNV tao yéu cau nghi/ vang mat trén hé théng

> Pwong dan: Can bo nhan vién > Quan ly thi gian > Pang ky nghi

» CBNV thuyc hién tao dé xuat nghi ngan ngay/ dai ngay trén hé théng

" Can B0 Nnan Wién [ Thc)
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13. CBNV tao yéu cau nghi/ vang mat trén hé théng

> Tai man hinh hién thi, chon “tén loai nghi” trong di* liéu danh muc hién thj
> Luuy: TH CBNV cé nhiéu hon mét cong viéc chinh thi phai chon chirc danh céng viéc trude khi thue hién cac
budc tiép theo

< Cén B Nhan Vién Quan ly th&i gian

() Ding ky nghi De xuat nghi /

lﬂ! Cancel Absences

*Chirc danh céng viéc | CVC QT Hé thdng va CL +

1 Lich si¥ nghi

*Tén loai nghi ‘ v|

57 Yéu cdu bd sung chdm cdng 01.MNghi Phep

02.Nghi Ufng Phép

03.Nghi Khéng Lreng

04.Nghi Om

05.Nghi Thai San

06 Nghi Bl

07.Nghi Con Om

08 .Nghi Khdm Thai

m 09.Nghi Kham Thai Ché& Ba CTy

5= Lich s YC BS cham céng

10.Mghi Sinh Nhat

11.Nghi Cuwdi

12 Nghi Cu&i Con/Cha/Me

13.Nghi Hiéu com‘w:jchi":ngfchame
14.Nghi Hiéu Ong Ba

15.Nghi Ché B4 Vo Sinh Con
16.Ngay Bi Céng Tac

17 Ngay Bi Hoc

18.Ngay Bi Bwdng

19. V& sém 0.5h -




13. CBNV tao yéu cau nghi/ vang mat trén hé théng

> Nhap cadc théng tin tai man hinh hién thi:

Tén loai nghi: chon trong dit liéu danh muc

Ly do: chon ly do nghi

Ngay bat dau, ngay két thuc

Half day: bdm chon néu I3 nghi nlra ngay

Sang/chiéu: néu nghi nira ngay chon nira ca dau/ nira
ca sau, truong nay chi xuat hién khi chon “half day”
Khoang thoi gian: hé théng ty dong tinh toan

Dy bao: Dai véi truong hop nghi phép, hé théng cho
phép kiém tra han mirc phép cta nhéan vién.

Ghi cha: nhap ghi chd néu cé

Bam “dé trinh” dé trinh Ién cap phé duyét

Pe xuat nghi

*Tén loai nghi
*Ly do

*Ngay bat dau
Ngay két thuc
Ntra ngay
Sang/chiéu

Khoang thé&i gian

Ghi chu

01.Nghi Phép

Nghi phép
25/06/2020
25/06/2020

Y

A4

Niraca dau v

0,50

Dw bao

Ngay

‘ D& trinh ‘
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13. CBNV tao yéu cau nghi/ vang mat trén hé théng

Khi bAm “Dy bdo” ddi véi nghi phép, hé thong tra
két qua “dd diéu kién” hay “khéng du diéu kién

Gia tri tra lai- DU DKDw bao thanh congVao lic: June 25 2020 at 08:53:38

Béng y

= Khi bdm link “chi tiét dy bdo” hé théng hién thj chi tiét
han mic phép va sé ngay phép d3 sir dung ciia CBNV

Eligibility Details

1. Téng phép nam duoc hudng tinh dén hién tai (b + ¢ - d)

7.00
a. Phép nam nay dwoc hwdng tinh dén hét nam

12.00
b. Phép ndm nay dwoc hwrdng tinh dén hién tai

5.00
. Phép nam trudic chuyén sang (Théng Thudng)

3.00

- | View Forecast Details |

c. Phép nam trirdc chuyén sang (Tang Thém)

0.00
d. Phép nam trudc chuyén sang nhung khéng str dung (Thang Thudng)

2.00
d. Phép nam trudc chuyén sang nhung khéng st dung (Tang Thém)

0.00

(]
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13. CBNV tao yéu cau nghi/ vang mat trén hé théng

> Sau khi bAm “Dé trinh” s& c6 email gtti vé cho Can bd nhan vién va Cap thAm quyén théng tin yéu cau

Xin nghi cta CBNV

Wed 6/24/2020 12:00 PM

Ban vira khdi tao thanh cdng mot yéu cdu dang ky Nghi Phép
To Hanh Dao Thi (MT-QTHT)

Thén glri: Ban,
Ban vira khdi tao thanh cng mat y&u cdu ding ky Nghi Phép vdi thong tin chi tiét:

- Tén loai nghi: Nghi Phép

- Mgay bat dau: 25/06/2020
- Mgay k&t thuc: 25/06/2020
- Ly do:

¥éu cau nay cla ban da dugc chuyén di va chér Can bd Quan Iy phé duyét trudc khi dwgc ghi nhan vao hé thdng. Ban s nhan
duwoc théng bao tir hé théng tai budc phé duyét cla cdp quan Iy, Lwu v ring néu ban nghi phép tir trén ba ngay trd 1&n, ban s&
can t&i it nhat 2 cdp phé duyét thi hé thdng maéi ghi nhan, Ban cd thé kiém tra luén phé duyét bing cach vao Approval chain
trén man hinh miéu ta yéu ciu nghi/ vang mat.

puwérng dan truc tigp téi yéu ciu cha ban
http://pstrain.msb.com.vn/psp/ps/EMPLOYEE/HRMS/c/ROLE EMPLOYEE.GP ABS 55 XFER.GEL?
Action=UE&TRANSACTION MNBR=172865&EMPLID=0244438EMPL RCD=0&BGN DT=2020-06-
258&PIN TAKE NUM=250079&END DT=2020-06-25

Dy 1a thuw gi¥i ty dong, ban vui 1ong khdng phan hoi lai dia chi email nay.

Moi thic méc cin hd tro, ban vui long lién hé véi dw 4n HRIS bing cach tao yéu cu qua hitp://support.mtalent.com.vn.
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13. CBNV tao yéu cau nghi/ vang mat trén hé théng

> Bam “Approval Chain” dé xem Can bd tham quyén phé duyét va trang thai cta viéc phé duyét yéu ciu

Pé xuat nghi
Tén loai nghi
Ly do
Ngay bat dau
Ngay két thuc
Nira ngay
Sang/chiéu

Khoang thé&i gian

n Trang thai

Ghi chua

Lich st yéu cau

Approval Chain

01.Nghi Phép
MNghi phép
25/06/2020
25/06/2020
e

Nira ca dau v
0,50 Ngay

Bé trinh

*Quan ly nghi

% Dang che

Nguyén Van B
ByPosnSupervsr

Approval Chain

BPang ché&
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13. CBNV tao yéu ciu nghi/ vang mat trén hé théng

> Lwu y: Tai thoi diém hién hanh dwa HRIS sir dung & bén tap doan TNG, quy trinh xin nghi/ vang méat
dua vao trai nghiém cho ngudi dung dwoc xay dwng theo nguyén tic phé duyét sau:

NE&u Can bd nhan vién xin nghi dwdi 3 ngay lam viéc (<=3) thi yéu ciu xin nghi dwoc day 1én 1 cap

phé duyét |a Can bd quan ly truc ti€p cdia Can bd nhan vién

= NE&u Can bd nhéan vién xin nghi trén 3 ngay lam viéc (>3) thi yéu ciu xin nghi dwgc day 2 cap phé
duyét:

- Cap 1: Can b6 quan ly tryc tiép ctia Can bd nhéan vién

- Cap 2: Can b6 quan ly truc tiép cap 2 cia Can bd nhan vién

= Nguyén tac nay s& duwoc ap dung dén khi cé théng bdo khac dwoc ban hanh.
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14. CBNV xem lai lich sir dé xuat nghi/vang mit

> Duwong dan: Can bo nhan vién > Quan ly thi gian > Lich st nghi

> CBNV xem lai lich st @& xuat nghi/ vang mat dugc thuc hién trén hé thong

< Can B$ Nhan Vién Quan Ly Th&i Gian
Xem thong tin dé xuat 1 row
! Cancel Absences -
n
De trinh 25/06/2020 5
Pé xuét bd sung cham céng NA
Lich stk dé xudt BS chdm cong

f-1 Xem log cham céng hang ngay m
i1 Bang ky lich Lviéc linh déng

£ Lich st d/ky lich LV linh déng

5 Xem lich lam viéc

f~1 Xem bang céng thang
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14. CBNV xem lai lich sir dé xuat nghi/vang mit

> Bam biéu twong “cai phéu” dé thiét Iap tham s& tim kiém

= Ngay bat dau = Reset: tich chon néu muén hly cac thiét 1ap tham s vira

= Ngay két thuc chon.

= Absence: chon loai nghi »= Done: bdm chon néu mudn dung tham so vira thiét lap

» Trang thai: chon trang thai phé duyét = Cancel: bAm dé thoat khdi man hinh thiét [ap tham s6
Cancel Loc tiéu chi

Xem dé xuat
PEID‘BFE[”Q

) L. Ngay bat diu

Xem théng tin dé x
- Ngay két thac | 22/09/2020
]

. Absence | Tt ca cac loai v
01.Nghi Phep ‘
Pé trinh Trang thai | Téat ca cac trang thai v

NA

Reset




14. CBNV xem lai lich sir dé xuat nghi/vang mit

> Bam chon dé xuadt mudn xem thong tin chi tiét

> Bam chon “Approval Chain dé xem trang thai phé duyét

*Quan ly nghi

% Dang ché

Nguyén Van B
ByPosnsupenvsr

B Chwa dwoc dinh tuyén

Nhiéu Can bd phé duyét
Can bd quan Iy cap 2 (MSB)

Approval Chain

DPang cho
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15. CBNV hay dé xuat nghi/vang mat da dé xuat

> Pwong dan: Can bo nhan vién > Quan ly thoi gian > Cancel Absences
> Truong hop CBNV mudn hiy yéu cdu dang ky nghi d3 dé xuat

» Bam chon chirc ndng loc dé tim yéu ciu dang ky nghi can Hay

< Can Bd Nhan Vién Quan Ly Th&i Gian
i) Bang ky nght Cancel Absences
Xem théng tin dé xuét 2 rows
! Cancel Absences -
E Lich str nghi 01.Nghi Phép
Be trinh 29/06/2020 - D2/07/2020 5

| Dé xuét bd sung chém céng

01.Nghi Phép

B Lich str @& xuat BS cham cong o
Be trinh 25/06/2020 5

| Xem log cham céng hang ngay m
1 Bang ky lich L vi&c linh déng

F1 Lich st diky lich LV linh déng



15. CBNV hay dé xuat nghi/vang mat da dé xuat

Cancel Absence

Return to Cancel Absences \
| Cancel Absence

Absence Details

> Tai man hinh thong tin chi tiét: T kol nghl 01.Ngid Phép

Ly do Nghi phép
n s ?
- .
Comments: nhap ly do huy Mgy bit gk 202020
Y s Ngay két thac 25/06/2020
u ”
= Bam nut “Cancel Absence m sy
(ra ngay

Sang/chiéu Niraca dau
Khoang thé&i gian 0,50 Ngay

Trang thai P& trinh

Ghi chu

Cancel Details

Cancel Reason | Chon ly do nghi +

\

Comments




15. CBNV hay dé xuat nghi/vang mit da dé xuat

Luyuy:

> V3&i Yéu cau dang ky nghi chwa duoc CBQLTT phé duyét, khi CBNV thuc hién Hay yéu cau sé hay
truc tiép trén hé thong.

» V@i nhitng Yéu cau dang ky nghi d3 duwoc CBQLTT/Cap tham quyén phé duyét, khi CBNV thuyc
hién Hay yéu ciu can duoc CBQLTT phé duyét
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16. CBNV nhan duo'c thong bao sau khi CTQ phé duyét dé xuat

Sau khi cap thAm quyén phé duyét, CBNV cd thé biét duoc yéu cau cla minh duwogc: phé duyét/ tir choi
» Cach 1: CBNV nhan théng bao qua hé thong.

= CBNV chon biéu twong 14 c& bén gdc phai cia man hinh sau khi dang nhap

- I Thao tac {4) Alents (7) Vizw All
f Q% ! @ —

® YEu ciu xin nghi cho Nouyen Van A3 b tir chai

YZ£u cdu xin hily d2 xua nghi cho Pham Thi Thiy 43
. Bl "‘;J G
P R L
|
&y cau xin noghi cho Pham Thi Thiy d& duore phé
e | - = —=t—
‘ ® Y&u cau xin nghi cha Pham Thi Thaiy da8 dooc phé
dUréli
® Y&u cau xin nghi cho Pham Thi Thay d3 duoc phé

duyat

Yéu cau xin hity 3 xudt nghl cho Pham Thi Thiy d3
diroc phe duyél

Yéu ciu xin nghi cho Pham Thi Thiy da duoc pha
duyst
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16. CBNV nhan dwoc thong bao sau khi CTQ phé duyét dé xuat

» Cach 2: CBNV nhan thong bao qua hom thu cd nhan

Wed 6/24/2020 2:14 PM

D t@msb.com.yn
CBOLTT d4 tir chdi Yéu cdu ddng ky Nghi Phép cda ban
To Hanh Dao Thi (MT-QTHT); B Hanh Dao Thi (MT-QTHT)

Than glri: Ban,

Quan ly truec ti€p da tir chdi Y&u cdu dang ky Nghi Phép cla ban vdi thong tin chi tiét:
- Tén loai nghi: Nghi Phép

- Ngay bat d3u: 25/06/2020

- Ngay két thac: 25/06/2020

- ¥ ki€n cla Quan Iy truc tiép: NO

puwing dan truc tidp tdi yéu cdu cla ban
http://pstrain.msb.com.vn/psp/ps/EMPLOYEE/HRMS/c/ROLE EMPLOYEE.GP ABS 55 XFER.GBL?

Action=UETRANSACTION NBR=172865&EMPLID=024445&EMPL RCD=0&BGN DT=2020-06-
25&PIN TAKE NUM=250075&END DT=2020-06-25

Péay |a thu g tw déng, ban vui long khdng phan hai lai dia chi email nay.

Moi thac mac c&n hd tro, ban vui long lign hé v&i du 4n HRIS bang cach tao yéu ciu qua http://support.mtalent.com.vn.

Tran trong,
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16. CBNV nhan dwoc thong bao sau khi CTQ phé duyét dé xuat

> Luwuy: treong hop CBNV dang ky lai d6i véi ngay nghi da bi CBQL tir chdi phé duyét
> Pwong dan: Can bd nhan vién > Quan ly thoi gian > Lich st nghi

= S&r dung chirc ndng Loc dé tim ngay mudn dang ky lai
= Chinh stra thong tin nghi va chon nat Dé trinh

< Can B6 Nhan Vién Quan Ly Th&i Gian
il Bang ky nghl Request Details
Reaturn to View Regussts
' Cancel Absences -
| Détrinh
1 Lich ste nghi “Tén loai nghi | 01.Nghi Phép v]
71 B8 xuat bd sung cham cong "Lydo | Nghi phep M
- i *Ngay bat dau |29/06/2020 [
1 Lich stk d& xuat BS cham cong
Ngay két thue | 02/07/2020
5] Xem log cham cong hang ngay ’ ————
m Nira ngay | 2 N
71 Bang ky lich L.viéc linh dong Kheang thei gian 4,00 MNgay

Trang thai Canceled
1 Lich st diky lich LV linh ddng
Dw bao

1 Xem lich lam viéc

Ghi cha | YEU U nighl trén 3 ngay

1 Xem bang cong thang

Lich siF yéu cau

Xem ngay nghi con |ai
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17. CBNV xem lich lam viéc trén hé thong

> Duwong dan: Can bd nhan vién > Quan ly thi gian > Xem lich 1am viéc

< Can Bo Nhan Vién Lich thang

|l Péng ky nghi ) .
Lich thang

I Cancel Absences Nguyén Van A ME nhén vién 024449
Previous Month [06- Thang Sau v|[2020 v Next Month
o Lich sl nghi
Chii nht T2 Thi ba Thir fwe Thie nam Thie sdu Thir bay

8:00-17:30 l 8:00-17:20 2 3:00-17:30 i 8:00-17:30 & 8:00-17:20 i 3:00-12:00 E

| e xuat bo sung cham cong 8:0034- 5:30CH 8:00SA- 5:30CH 3:00SA- 5:30CH 8:0034- 5:30CH 8:00SA- 5:30CH 3:00SA-12:00CH

5 Lich sir d& xudt BS chdm céng
_;I_' ¥em |{Jg Chél’T’I C{llng hang ngély OFF I 3:00-17:20 ﬁ 8:00-17:20 E 3:00-17:20 m 3:00-17:20 _1 8:00-17:20 E 3:00-12:00 E
B00SA-5:30CH | S:00SA-5:30CH | 3:00SA-5:30CH | &00SA-5:30CH | S:00SA-530CH | S:00SA-12:00CH
5 Déng ky lich L.viéc linh ding m
57 Lich st d/ky lich LV linh dn OFF Mlangaran 15| wooaran 18|ancaran 1 sooqran aooran 13| sooaze 20
' : ' B00SA-5:30CH | B:00SA-530CH | S:00SA-5:30CH | &00SA-5:30CH | S00SA-530CH | S:00SA-12:00CH

1 Xem lich lam viéc

oazoo 21
0SA-1Z00CH

04730 23| gpoaran 28
0SA-5:30CH | 8:00SA- 5:30CH

ml

| Xem béng cﬁng théng CFF 21 2:00-17:20 22 2:00-17:30 23 2:00-17:30 24
2 8 30

G
054~ 5:30CH G

e

<O
<O

OFF 28



18. CBNV xem bang céng thang trén hé thong

> Duong dan: Can bd nhan vién > Quan ly thoi gian > Xem bang cong thang

Bam chon “in bao cdo” tai ky cbng mudn xem

|l Péang ky nghi

P! Cancel Absences

ME nhan vién 021016 Nauyén Van A 30T00%73 CVE OT He hona
5| Lich si¥ nghi
Thay dgi | Tim | Xemtat | (3] Eg Dautién 4 1cual o Cudi
pp— L £z z . Mi nhan vién Ky con In béo cdo
7 D& xuat bd sung cham cdng =il il o
1021018 T1042018 In bdo cdo

[ Lich sl dé xuit BS cham cong

— Xem log chdm céng hang ngay

— Béang ky lich L.viéc linh déng

[ Lich s diky lich LV linh ddng

— Xem lich lam viéc

- - . . 63
[ Xem bang céng thang




19. CBNV xem phiéu lwong trén hé thong

> Puwong dan: Can bo nhan vién > Phiéu lwong

v Can Bo Nhan Vién (TNG)

Giéi thiguftruyén thong Phiéu Luong

B HANH VI LANH BAD |

Quan Ly Thoi Gian

Thong tin ca nhan

So Po To Chirc
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19. CBNV xem phiéu lwong trén hé thong

» Man hinh tiép theo s& xuat hién, CBNV cé thé chon dé xem Ilwong hang thang cla minh bang cach lua chon
“Nhoém cac ky tra lwong” sau dé chon “Print Report”

> Lruy:

= N&u tich chon English thi bdo cdo s& hién thj dudi dang tiéng anh

» Chi cé bang lvong dugec tinh todn trén hé théng HRIS mai xuat hién phiéu luong tai day, khéng xuat hién phiéu

lwvong qud khi, tinh ngoai hé thong.

< Cin B6 Nhan Vién (TNG) ¥ Phiéu Lwong Nhan Vién

Ma nhén vién: 021016 Biao Thi Hanh
Thay déi | Tim | Xemtét | (2] [ Gutien ‘4 1100f11 '* Cudi
M3 nhdn vién Mhom cac ky Tén phong ban English Print Beport Mgay chi tra
1 021016 0520 PRG1_MTHO Tinh lirerng thang 0572020 L] Print Report || 25/05/2020
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20. Xem so’ do6 to chirc

> Hé théng ho tro CBNV xem dwoc co cau cla td chirc: so d6 td chirc cé chira CBNV, so d6 thé hién ca cip quan ly,
déng nghiép cling nhw cadc CBNV dudi quyén.

> Puong dan: Can bd nhan vién > So d6 t6 chirc
* Can By Whin Wign [TNG]

i oy kg

Go BEE OEVEN

WANM CHO | KNH RAD
|
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20. Xem so’ do6 to chirc

> BAm vao “Xem so d0” dé xem co cau td chire clia ban than minh

» Hodc nhap diéu kién tim kiém dé xem co cau t6 chirc bat dau tr 1 ngudi khac: cé thé theo tén CBNV, m3

nhan vién, cong viéc,...

» CBNV linh hoat diéu chinh cac node trén cay so do t6 chirc bang cach bam chudt vao tén cla ngudi ma muén

xem thoéng tin chi tiét.

< Can Bo Nhan Vién

Co cau t6 chirc

Tim kiém so dé td chiee | Tim theo tén, céng viéc, dia diém ..

» ""'-‘

M Xem hd so

¥ Muc da xem (0)

» Uu thich (0)

[ Xem so ds ] A—-"'/
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20. Xem so’ do6 to chirc

< Search Resuits

Bui Quéc Khanh Cao Thi Thanh
Tf}ng Giam Boc T... Hwong
Trurdng Ban M&A
s 3 Directs

Company Directory Org Chart

Nguyén Thi Nguyét
Hwong
Chi tich H6i dong ...
& 5 Directs

Tran Xuan Quang ' ®
Téng Giam ddc

Ma nhan vién 003022
Sé dién thoai
Email QUANGTX@MSB.COM.VN

«» 26 Directs / 570 Total

Chu Lé Tam Chu Ngoc Minh Hoang Tién Long Ha Thi Bich Hanh
Pho TGD PT Khéi ... | Tétredng Té Chuy... | Téng GiamBécT... Trwdng Ban Ké toan
s 2 Directs an 1 Directs s 22 Directs

Focus Level
Lé Tién Ngoc Nguyén Minh Chau  Nguy
Phé TGB PT Khéi ... Téng Giam dbc Vic... | Téng
& 1Directs
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20. Xem so’ do t6 chirc

> Hé thong ho tro xem cdc thdng tin ciia CBNV trén
cay so do6 td chirc:

= Compesation: thdng tin vé tong thu nhap theo
nam cta CBNV theo tirng ban ghi cong viéc

= Personal details: thong tin ca nhan ciia CBNV
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20. Xem so’ do t6 chirc

> Compesation: thdng tin vé tong thu nhap theo ndm cdia CBNV theo tirng ban ghi cdng viéc

Compensation History

NguyZn Van A )
Compensation History Thay doi | Xemiat | [l  Saufign 4 12072 » Cudl

Ngay thay doi Amount Change Type Source Tian té Job Title

0170172020 Kigm niigmBisu dong Base Salary VMND CVCC CLFTTG G2

30/094201% 480,000 000.00 Tuyan mal Basa Salary VND CVC QT HE thong va CL

lssued Cumency
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20. Xem so’ do6 to chirc

» Pesonal details: thong tin ca nhan cta can bd nhan vién

< Company Directory Org Chart

Nguyén VanA(®
CVC QT Hé thong va CL

%

Cdp nhat anh

5y Diachi

£ Thang tin lién hé
B Trang thai hon nhan
B Hotén

€3 Lién lac khén

&, Qua trinh cdng tac
&, Théng tin bao hiém
&, Théng tin xac thuc

luat

!l
)

&, Thong tin ngurdi than

[ ] = . L= =
&n Mau xac nhan nhan su

bPia chi

Pia chi nha
Sé nha 100
Ngé& 477 Nguyén Trai
Phudng Thanh Xuén Nam
Thanh Xuan TF Ha Ngi
Thanh Xuan

Hom thw
Khong ton a1 diF ligu

Thém email

Thong tin co’ ban

Hién tai
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20. Xem so’ do6 to chirc

> Tai so d6 t6 chirc, kich chudt vao tén cia CBNV dé xem cac thong tin lién quan dén CBNV

> Tab “thong tin lién lac” thé hién thong tin: m3 nhan vién, dia chi email tai t6 chirc cdia CBNV (Loai dia chi Business)

Company Directory Org Chart < Company Directory Org Chart

Nguyén Van A
CVCC Quan Iy Nguon von |
Mgudn von | - TNR Nguyén Chi Thanh

Cap nhit anh
Nguyén Vin B  Thém wu thich 2 Xem so do
(Gidm #dc Quan Iy
. 4 Grocss t.. Théng tin lién lac Thﬁng tin lién lac
‘ 1, Céutric bao céo
° — +
CVCC Quin ly Ngudn v «5 Béng cap 3
Ma nhan vién 024449
*5 Théng tin cdng viéc
AN il vidn B24448 Toa nha
S i thogd E About
Emml Thur dién tie
Bia chi
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19. Xem so’ do t6 chirc

= Tab “C3u tric bdo cdo”: thé hién théng tin cdn bd qudn = Tab “d6ng cap”: danh sdch CBNV d6ng cap trén so do t6
ly cha CBNV chirc

€ Compory Diveciory Qg Char

Mguyen Vin A -
LW ol by Py el | s
Piggaey it 1+ TR Pz ST < Company Directory Org Chart Ho so
T & e
Nguyen Van A
e Tl wr il A e ur il CVCC Quén Ij Nouon vdn |
Ngudn von | - TNR Nguyén Chi Thanh
Thadmp T Wiy 1 Capnhat &nh
t"' s Mguyin Thi NMgunekt Huomg
T Cltn rran o cdn | TN flcl Hil =g Oube b| ' Y Thém wu thich 2 Xem so db
£ Bang clp ! R, Théng fin ién lac Déng cap
Tran Xudn Quang
k5 5
W Thingln clagvide ﬂ Téng Sism dic L 1, Céutnic bdo cdo
MY Al 2 5 .
= + Daong cap 3 i ) i
Name | Title Email / Phone Department / Location
Higuydn Mang Hutmg % Thang fin cong viéc EmplID 018948 ;
Cilden a8 TAI chink ABC@MSB.COM.VN Ngudn von |
Nguyén Hai Linh L . 5
B About L o TNR Nguyén Chi Thanh
NV Quén Iy Ngudn van | o
Nguydn Van C EmplID 024410 L
Teirddg B Wisilbh wlih ) Ngudn vdn |
Nauyén Ngoc Cuong - TNR Nguyén Chi Thanh ’
CVCC Quan Ij Nguén vén | o
Nytyln Van EmplID 024421 L
Gl i Cluaih Iy lgpiidn i | - Ngudn vdn |
Nguyén Thi Lanh L TNR Nauvn Chi Tharh 3
L uyén Chi Than
CVCC Quan Iy Ngudn von | o
Nguyén ¥in A

EWCE Tl by Mndishn il |
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19. Xem so’ d6 to chirc

Khi CBNV la cdp quan ly, sé c6 1 Tab théng tin Direct: danh sach cdc CBNV duwdi quyén.
Khi muén xem thong tin chi tiét ctia CBNV nao, kich chudt vao théng tin ciia CBNV dé.

< Company Directory Org Chart H6 S0

Nguyén Vin B
Giam ddc Quan Iy Ngudn von |
Mgudn von | - TNR Nguyén Chi Thanh

Y Thém wu thich

£, Théng tin lién lac Directs

T Céu triic béo cdo

4« Directs 4

Name / Title

&% Dong cap 2 Empl 1D 018948

] iR A Nguyén Hai Linh

“& Théng tin cdng viéc L . s
NV Quan Iy Ngudn von |

B About

Empl ID 024410
Nguyén Ngoc Cwong
CVCC Quan If Nguén vén |

Empl ID 024421
Nguyén Thi Lanh
CVCC Quan I Nguén vén |

Empl ID 024449

Nguyén Vin A
CVCC Quan If Nguén vén |

i Xem so b

Email / Phone

ABC@MSB.COM.VN

Department / Location

Ngudn vdn |

TNR Nguyén Chi Thanh

Ngudn vén |

TNR Nguyén Chi Thanh

Ngudn vin |

TNR Nguyén Chi Thanh

Ngudn vbn |

TNR Nguyén Chi Thanh
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NOI DUNG

PHAN LOAI NGU’O'l DUNG TREN HE THONG HRIS

TRUY CAP VAO HE THONG HRIS

MOT SO TIEN iCH CHO CAN BO NHAN VIEN (ESS)

MOT SO TIEN iCH CHO CAN BO QUAN LY (MSS)

75



GIOI THIEU CHUNG

MSS (Manager self service) — day la tién ich duoc thiét k& dé can bd quan ly:

Xem dwogc thong tin clia cdn bd nhan vién dudi quyén
Thuc hién phé duyét cac yéu cau dugc dé trinh 1én: yéu cdu nghi phép,...

Tang tinh twong tac vai Can bd nhan vién, d6ng thoi gidam thiéu thoi gian va cong

strc cta bd phan nhéan su khi cdp nhat moét sé thong tin cho can bd nhéan vién.

Doi twong sir dung: déi twong A-1, A-2
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Man hinh Can b6 quan ly

Khi bAm dang nhap, hé théng diéu hudng vao man hinh “Can bd nhan vién”

> Bam chuyén sang tac vu “Can bd quan ly”
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Man hinh Can bo quan ly

> Man hinh thé hién cac chirc ndng tac vu cha vai tro Can bd quan ly

' Manager Self Service (TNG) |

Hr Servicedesk - 3 Sor D5 Té Chire Deé Xuat Gia Han Hop Déng

Cals

Pé Xudt Tiép Nhan Sau Thir Viec [l Dé Xuit B Nhiem Pé Xuit B5 Nhiém Lai Dé Xuit Mién Nhiém D& Xuat Diéu Chuyén

X 2"y
7
e ! L

Dé Xuit Théi Viec Pé Xuat Thay Déi CBQL CBQL Pang Ky Lich Linh Péng Xem Bao Cao
@ E

Lich sir phé duyst Manager dashboard




1. Cay so d6 to chirc

> Company Directory (cay so’ d6 to chirc)

= Muc dich: CBQL c6 thé vao xem co ciu t6 chirc tai cdy so d6 té chirc va xem dwoc thong tin cia CBNV

dudi quyén ngay trén so do té chirc

=  Thong tin chi tiét dwoc thé hién @ muc 20_xem so d6 t6 chirc thudc ndi dung I&n sd 3 “Mot sb tién ich

cta Can bo nhan vién (ESS).
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2. Thong tin Can bd nhan vién dwdi quyén

> La biéu twong “théng tin tdng hop CBNV” trén man hinh “Can bd quan Iy”

¥ Mandger Seif Ssrvice [TNG)

S Bé To Chie

B Xt Thep M Sou Thir Vide D Xipdr Bo Nhigmn

(i .%o

D¢ Xudt Disu Chuyen D Xudt Thod Vide

&
Ay
- 2

-

Ljeh sur phvib dunyft Manager dashboard
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2. Thong tin Can bd nhan vién dwdi quyén

> Man hinh hién thi cdc CBNV dudi quyén

w Search Options

Tim nhan vién cap dwdi cia ban |Dién tén, chirc danh va email | Search |
Chon can b 4 TOWS

Mame / Title / Ma nhan vién Directs / Total Ma Phéng ban

Nguyén Hai Linh
NV Quan Iy Mgudn vén | Ngudn vén | >
018948

Nguyén Ngoc Cwong
CVCC Quan Ij Ngudn vén | Ngudn vén | >
024410

Mguyén Thj Lanh
CVCC Quan Ij Ngudn vén | Ngudn vén | >
024421

Nguyén Van A

CVCC Quan Ij Ngudn vén | Nguén vn | b
024449

81



2. Thong tin Can bd nhan vién dwdi quyén

> Mudn xem théng tin chi tiét cia CBNV nao thi bAm vao CBNV d6 trén man hinh

Chon can bd < Gn 86 Chadn Lf Page Title
N Nguyén Van A
€VCE Qudn b Nouon v

SeiectDitferent Employes

MName [ Title / Ma nhan vién

Nguyén Hai Linh 8 Summary Summary

NV Quan Iy Ngudn vin | Jab Details
018948

Personal Competencies Licenses and Cerfifications Responsibilities

1.0 038
Skndmchngtic  Thid gian lam
cang viég hién (2

‘ i

m Honors end Awerds

: Therz are na Bicenses and

Nauvén Maoc Cwon These are no personal competancies i S B mlemamrgamﬁnaii%lnt
quy go : q ? o Nz Van A ceitificafions for Nguyen Van quyin VanA

CVCC Quan Iy Nguén vén |

024410

Nguyén Thi Lanh
CVCC Quan Iy Ngudn vén
024421

There are no honors and awards for
Nauyén Van A

Nguyén Van A
CVCC Quan Iy Nguén vén |
024449
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2. Thong tin Can bd nhan vién dwdi quyén

> Cac théng tin trén tab Tong quan bao gém:

Job details: Théng tin vé cdng viéc va thoi gian lam viéc cia CBNV.
Personal competencies: théng tin vé nang luwc cd nhan cia CBNV
Licenses and certifications: thong tin vé gidy phép chirng chi cha CBNV
Responsibilities: théng tin vé trach nhiém cdia CBNV

Honors and awards: théng tin vé thi dua khen thudng cia CBNV

Education: théng tin vé bang cip ctua CBNV.
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2. Thong tin Can bd nhan vién dwdi quyén

> D& xem chi tiét tirng théng tin, bAm chudt chon biéu tuwong théng tin d6

> Man hinh théng tin chi tiét cda Job Details

Job Information

Job History
Tén vj tri cong viéc
Business Unit
Phéng ban
Dia diém
Cdng viéc
Ma cdng viéc
Thei gian lam viéc
Thé&i gian LD theo quy dinh
Trang thai nhan sw
Org Relationship
Years of Service

Ngay cudi ciing thwe higén

Job Details

CVCC Quan Ij Ngudn vén |
CTY CP Déu T TNG Holding VN
Mgudn vdn |

TMR Nguy&n Chi Thanh
CVCC Quan Ij Ngudn vén |
001194

Toan thdi gian

40,00

Hiéu lwc

Can bi

1.0

010772019

Cong viéc

Ma cong viéc

Thi gian lam viéc

Thei gian LD theo quy dinh
Trang thai nhan sw

Org Relationship

Years of Service

Ngay cudi ciing thwe hién
Years in Current Job

Mgay bat dau cdng viéc hién tai
Supervisor Level

Ham

Position Class

Job Details
CVCC Quan Ij Ngudn vén |

001194

Toan thai gian
40,00

Higu luc

Can bd

1.0
01/07/2019
0.8
01/09/2019

NE - NG
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2. Thong tin Can bd nhan vién dwdi quyén

» Xem cac thong tin khac ctia Can bd nhan vién:

< Talent Summary

/ Thao tac Page Title

Nguyén Van @ Job and Personal Information »
CVCC Qudn 1y N 1

Seleol Differenl Emplops Deve.lu.pmer‘ll

2 Summary

View in Talent Summary

View in Company Directory Details Personal Competencies Licenses and Certifications Responsibilities

| | 1.0 0.8

Shnamelngtac  Thoi gian lam Thre are-no . . There are no licenses and o i
R o personal competencies e 2o\ There-are no responsibilities for
cang 'Elne;_crrll;zen tai for Nguy@n Van A cerfifications for Nguyen Van A win VanA

m Horors and Awards Education

There are no honors and awards for There are no education ftems for
Nguyen Van A Nguy®n Van A
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3. CBQL nhan thdong bao sau khi CBNV dé xuat
xin nghi/vang mat

> Sau khi CBNV thuc hién dé xuat nghi/ ving mat trén hé théng, CBQL s& nhan dwoc thdng tin nhu sau:
= Céach 1: CBQL nhan théng bao qua hé thong

- CBQL chon biéu twgng 14 c& géc phai man hinh sau khi dang nhap
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3. CBQL nhan thdng bao sau khi CBNV dé xuat
xin nghi/vang mat

Cach 2: CBQL nhan théng bao qua hom thw ca nhan

Wed 6/24/2020 5:59 PM

O TCECT N

HE_TEST Peoplesoft@msb.comwvn
Ban vira nhan duge mdt yéu cdu déng ky Nghi Phép
To Hanh Dao Thi (MT-QJTHT)

Than glri Ban,

Ban vira nhan duwoc mét yéu ciu ding ky Nghi Phép vdi thong tin chi tiét:
- Ho t&n ngudi tao: Nguyén Van A
- M3 nhan vién: 024449
- Chirc danh: CVCC Quan ly Ngudn vén |
- Loai vAng mat d& xuat: Nghi Phép
- Ngay bat dau: 25/06/2020
- Ngay két thic: 25/06/2020
- ¥ ki€n chi tiét ti¥ can b ndi trén:

Y&u ciu nay da dwoc chuyén dén chiy ban phé duyét trudc khi dwoc ghi nhin vao hé thdng. Xin vui lang truy cdp hé théng theo
dueng dan dwdi day va phé duyét yéu ciu dang ky Nghi Phép tai man hinh Manager Self Service.

Puérng dan: hitp://pstrain.msb.com.vn/psp/ps/EMPLOYEE/HRMS/c/ROLE. MANAGER.GP ABS S5 XFER.GBL?
Action=U&S&TRANSACTION MNBR=172865&EMPLD=024445&ENMPL RCD=0&BGN DT=2020-06-
25&PIN TAKE NUM=25D0798&END DT=2020-06-25

Dy Ia thw gli tw dong, ban vui ldng khdng phan hdi lai dia chi email nay.

Moi thic mac can hd trg, ban vui long lién hé véi dw an HRIS bing cach tao yéu ciu qua http://support.mtalent.com.vn.
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4. CBQL thuwc hién phé duyét dé xuat yéu ciu
nghi/ vang mat

>
>

Can bd quan ly cé thé phé duyét dé xuat yéu cau nghi/ vang mit cho CBNV theo mdt trong cac cach sau:
Cach 1: Phé duyét tir email bao tai hom thw ca nhan.

Can c& vao mail bdo vé hom thu cd nhan vé yéu cau can phé duyét cia CBNV

CBAQL click vao duwong link dinh kém tai email > hé thong diéu huwdng vao man hinh dang nhap hé thong HRIS.

Nhép thong tin User ID, Password dang nhap > Hé théng diéu hwdng vao man hinh phé duyét dé xuat nghi.

€2 Reply €2 Reply All (2} Forward G5 IM
Wed 6/24/2020 5:59 PM
HR_TEST_Peoplesoft@msb.com.vn

Ban vita nhan dugc mot yéu ciu dang ky Mghi Phép

To Hanh Dao Thi (MT-QJTHT) ~
Than gi Ban, -
Ban vira nhan dugc mdt yéu cau ding ky Nghi Phép vdi théng tin chi tigt: HUMAN RESOURCE INFORMATION SYSTEM

- Ho tén ngwédi tao: Nguyén Van A

- M3 nhan vién: 024449

- Chi¥c danh: CVCC Quan ly Ngubn vén |
- Loai vAng m&t d& xudt: Nghi Phép

- Ngay bat dau: 25/06,/2020

- Ngay k&t thic: 25/06/2020

- ¥ ki&n chi tigt tir can bd ndi trén:

7]

:

J

Y&u c3u nay da dugc chuyén dén ché ban phé duyét trude khi dwoc ghi nhdn vao hé thdng. Xin vui longAruy cdp hé théng theo ’

duwéng dan dwdi day va phé duyét yéu ciu ding ky Nghi Phép tai man hinh Manager Self Service.

Pwirng dn: http://pstrain.msbh.com.vn/psp/ps/EMPLOYEE/HRMS/c/ROLE MANAGER.GP ABS S5 XFER.GBL?
Action=U&TRANSACTION NBR=172865&EMPLID=024449&EMPL RCD=0&BGN DT=2020-06- it u Language

Bay 13 thuw gl tw ddng, ban vui ldng khang phan hdi lai dia chi email nay.

88

Moi thac méc can hd tro, ban vui lang lién hé wéi dw dn HRIS bang cach tao yéu ciu qua http://support.mtalent.com.vn.




4. CBQL thuwc hién phé duyét dé xuat yéu ciu
nghi/ vang mat

» Cach 1: Phé duyét tir email bao tai hom thw ca nhan.

> Doi vai truong hop nghi phép, tai man hinh phé duyét :

= B3am nut “Dy bdo” dé kiém tra diéu kién nghi cla = BAm link “chi tiét du bdo” dé xem chi tiét han murc
CBNV, hé thong tra két qua “du diéu kién” hay phép va sé ngay phép da s&r dung ciia CBNV

“ A 2 YN N
khéng du diéu kién Eligibility Details

1. Téng phép nam dugc hudng tinh dén hign tai (b + ¢ - d)

7.00
P . . . s e . a. Phép nam nay dwoc hurdng tinh dén hét nam
Gia tri tra lai: DU PKDw bao thanh céng!Vao lic: June 25,2020 at 08:53:38 12.00
= . b. Phép ndm nay dwroc hudng tinh dén hién tai
Béng y 6.00
c. Phép nam treedic chuyén sang (Théng Thuang)
3.00
. View Forecast Details
c. Phép nam tredic chuyén sang (Tang Thém)
0.00
d. Phép nam trude chuyén sang nhwng khdng str dung (Théng Thwédng)
2.00

d. Phép nam trudc chuyén sang nhing khdng str dung (Tang Thém)



4. CBQL thuwc hién phé duyét dé xuat yéu ciu

nghi/ vang mat

» Cach 1: Phé duyét tir email bao tai hom
thu ca nhan.

Tai man hinh hién thj:

- Approver comment: nhap théng tin ghi

chd néu co
- Bam Approve: dong y phé duyét dé xuat
- Bam Deny: tir ch6i phé duyét dé xuat

- Bam Pushback: day yéu cau nghi/ vang
mat Ui 1 budc phé duyét lién trudec, tinh
nang chi s& dung khi yéu cau dé qua 2 cap
phé duyét, nghia la nghi t* 3 ngay lam

viéc tr& 1én.

Absence Request

#aQ %> i@

Nguyén Van A
CVCC Quan I Ngudn von |

\ | Approve ‘ Deny

Pushback

Absence Details
Tén loai nghi 01 Nghi Phép Ly do  Nghi phép
Ngay bat dau 25/06/2020 Ngay két thic 25/06/2020

Nira ngay Khoang théi gian 1 Ngay

Dw bao

Chi tiét dy bao
v Requester Comments

There are no requester comments

w Request History

Lich sir y&u cu 5
Approver Comments
ding § phé duyét
b
Approval Chain >
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4. CBQL thuwc hién phé duyét dé xuat yéu ciu
nghi/ vang mat

> Cach 2: Phé duyét tir hinh c& trén hé théng

=  CBQL chon biéu tuong 13 c& gdc phai man hinh sau khi dang nhap

= Click chudt vao dé xuat can phé duyét

= S& dung tinh ndng “Du bdo” dé kiém tra diéu kién nghi ciia CBNV d&i vdi nghi phép
Thuce hién phé duyét dé xuat tai man hinh hién thj: Phé duyét/ T ch8i/ Pushback

€ Do 15} Mo Wi

)
A\ gy Van A

VS i gusdiy st T | (iR Dy | Plinhtc
i

Azarice Dwdnits

Thao tac (2) Alsts

LT T T T o i ) Mg we b i

P—— 91




4. CBQL thuwc hién phé duyét dé xuat yéu ciu
nghi/ vang mat

> Céach 3: Phé duyét tir man hinh “Phé duyét” trén hé thong
> Puwong dan: Can bo quan ly > Phé duyét

* Matager Sell Service [TNG)

Lich sir phis duryin

D4 Mude Gia Han Hop Ddng
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4. CBQL thuwc hién phé duyét dé xuat yéu ciu
nghi/ vang mat

> Cach 3: Phé duyét tir man hinh “Phé duyét” trén hé thong

" (4 thé tim kiém dé xuat phé duyét bang cach chinh stra tham sé tim kiém tai hinh “cai phéu”

- Type: Chon loai phé duyét nghi/ phé duyét hdy dé xuat nghi

Cancel Filters
- Requester, from: CBNV khai tao yéu cau, chon trong danh muc Fe [ m— .
- Date Period: chon trong di¥ liéu hién thi Requester | Pham Thi Thily v
% ° ’, . ) From | Pham Thi Thay w
- Bam Filter dé tim kiém két qua loc | :
Date Period | This Week A4
- Reset: thiét 1ap lai tiéu chi tim kiém Reset

- Cancel: thoat khdi man hinh tham s6 tim kiém

= Bam chudt chon dé xuat nghi/ vdng mat cia CBNV can phé duyét

< Can BJ Quan Ly Pending Approvals
View By | Type hd -
n
& Al 1
Absence Request 1 row
Il Absence Request 1 Absence Request 01.Nghi Phép, 1 Ngay - NA Routed
4 g p, 1 hgay
Nguyén Van A 25/06/2020 24/06/2020
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4. CBQL thuwc hién phé duyét dé xuat yéu ciu
nghi/ vang mat

» Cach 3: Phé duyét tir man hinh “Phé duyét”

trén hé thong

= Tai man hinh hién thi:

- S dung tinh ndng “dy bdo” dé kiém tra diéu s
kién nghi cia CBNV d8&i v&i nghi phép e R
- Approver comment: nhap thong tin ghi chu iy
néu co

- B&m Approve: ddng y phé duyét dé xust /

- Bam Deny: tir chdi phé duyét dé xuat

- Bam Pushback: day yéu cau nghi/ vang mat lui ‘
1 bwdc phé duyét lién trudc, tinh ndng chi st .
dung khi yéu cau dé qua 2 cdp phé duyét,

94
nghia la nghi tr 3 ngay lam viéc tro 1én.



4. CBQL thuwc hién phé duyét dé xuat yéu ciu
nghi/ vang mat

» Lwuy Treong hop CBQL phé duyét huy dang ky nghi cua CBNV

» CBQL thuc hién phé duyét twong tu, cé 3 cdch phé duyét nhu vira trinh bay:

= Cach 1: Phé duyét tir email bao tai hom thw ca nhan.
= Cach 2: Phé duyét tir hinh co trén hé théng

» Cach 3: Phé duyét tr man hinh “Phé duyét” trén hé thong

95



5. CBQL xem lich si* phé duyét dé xuat trén hé thong

> Hé thong ho tro CBQAL cé thé xem lai lich st nhitng dé xuat d3 duwoc phé duyét trén hé thong.

> Duong dan: Can bd quan ly > Lich st phé duyét

Be Xuat Bo Nhiém

Do

Dé Xuat Mién Nhiém

o

Lich sir phé duyét

oo

Dé Xuat Diéu Chuyén
o
@ ®
dik ik
Tas

¥ Manager Self Service (TNG)

So b6 To Chirc Dé Xuit Gia Han Hop Béng D& Xust Tiép Nhin Sau Thir Viéc

o

Dé Xudt Ba Nhiém Lai

||

CBAL Ding Ky Lich Linh Béng
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5. CBQL xem lich str phé duyét dé xuat trén hé thong

Tai man hinh hién thi, bAm chudt tai muc
“Danh sach yéu cau nghi”

Nhap tham s6 tim kiém:
Trang thai luéng cong viéc:
Dé& trong: hién thj tat ca

My pendings: cac yéu cau dang chd phé
duyét

Denied: cac yéu cau d3 bj tir chdi
Approved: cac yéu cau duwgc dong y

TUr ngay — dén ngay: Nhap thoi gian mudn
tim kiém

Bam “Tim kiém” > Hé théng hién thi cic
yéu cau thda man tiéu chi tim kiém

< Can Bé Quéan Ly

7 Phé duyét BS log cha

“ Danh sach yéu cau nghi

Cac yéu cau nghi I

Tim kiém
Trang thai ludng céng viéc| v |
Tir ngay|27/03/2020 e Bén ngay 231092020
Tim kiém

]
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5. CBQL xem lich str phé duyét dé xuat trén hé thong

> Bam chon dé xuat ma CBQL mudn xem thdng tin chi tiét

R
Yéu cau nghi Thiay dal | Tim | Xem i3t | (0| 5 Daubén 4 1.3¢f3 b Cudl
ChiBietnghi || Dubi Ghicha | =W
I "Wia nhan vidn Hova En Job Title "Ngay bat dau "Wty ket thue "Tén It nghe f=ason g‘&iﬂnu M Ir:JEs!" NP SO e Source Traog ihal Cancel Reasun
024445 Nguyén Vana 257067202 2506202 {1 Mohi Fhep Maghi phap 1 Naay Cha xac dinh Nhan vien Cancel In-Progress
024449 Mouyen ViR A FNOEZ020 ORG7020 07.Mahi Phép Mghi phep 4 Maay Chuaxac dmh  Nhan vién Canceled
024449 nggén Van A 2a/0672020 2602020 ']r-cl s ne Mgay Gicong fac 1 Naay Chuazac gmh  MNhan yien B phe duyel
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5. CBQL xem lich str phé duyét dé xuat trén hé thong

> Hé théng didu huwdng dén thong tin chi tiét cla dé xuat nghi/vang mat ma CBQL phé duyét

Absence Details

Nguyén Van A

J CVEC Quan Iy Malsdn von |
Huwong dan
Xem chi ligt trang thal cda'yéu cau va phé duyst

Chi figt

Ngay bat dau 26/062020
Mgay k&l thic 28/062020 Mahi dai ngay
Mirangay  Sangl/chisu
Ten loal nghi 16 Moay £i Cang Tac
Ly do Ngay dicdng lac

Khoang thod gisn 1,00 Naay

Teang thai 3 phe duyst

Lich stF yéu cau B3 lidn
Enpraval Process Trang thai Hao w3 t&n Bate Gl el

Absence Reguesat Kac nhan ng-;én Van 4 250672020

Absence Rsques) £ duyél Meuyén Van B 254067020 dong y phé diyet

oK




THANK YOU
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