HUONG DAN CAI PAT PHAN MEM MAY CHAM CONG
MITA Pro

I. CAIPAT SOL SERVER

Siuae N neran - snare witn ~ surn ruew Tolaer
MName Date modified Type
L Win32 9/15/2015 5:57 PM File folder
L Wing4 9/15/2015 5:57 PM File folder

D¢ cai dt SQL Server (néu may tinh win32 bit thi vao thw muc win32 nguoc lai néu may win64
bit thi vao thu muc win64 dé cai SQL)

O day 1a may win 32 bit nén vao thu muc win32

A i b
er » TOOLS (E) » backup » 5QLServer Khach hang » Win32 - | +3 | Search
n library = Share with « Burn MNew folder

Name ’ Date modified Size

| Caidat 9/14/20159:11 AM  Text Document 1KB

‘i_‘ﬂ dotMetF:35setup 9/14/2015 5:55 AM  Application 2,803 KB

=77 SQLEXPR32 9/14/2015 5:26 AM  Application 37,325 KB

ﬁ' SQLServer2005_SSMSEE 9/14/2015 5:28 AM Vindows Installer ... 39,418 KB

[ WindowsXP-KB942288-v3-86installer 9/14/2015 5:51 AM  Application 3,250 KB

Ta tién hanh cai file SQLEXPR32 trudc roi tiép tuc cai file SQLServer2005_SSMSEE.
Cai dat file SQLEXPR32:

P Microsoft SQL Server 2005 Setup. X P Microsoft SQL Server 2005 Setup 3] P dicrosoft SQL Server 2005 Setup X
End User License Agreement Installing Prerequisites Installing Prerequisites
Installs software componerts required prior to instaling SAL. Installs softwars companents required priorto instaling SAL
> Server > . >
WICROSOET SCETWARE LICENSE TERHS ~ Sc) Server Cormporient Upidate wi nstal the fallowing componerts GL Server Componert Update wil nstal the falawing components
e for QL Sarver Setup: enuret for GO Server Setup:
MICROSOFT SOL SERVER 2005 EXPRESS EDITION SERVICE
PACK 2
v

These license terms are an agreement between Microsoft SQL Mative Client Microsoft SOL Native Client
Microsoft Corporation (or based on where you Microsoft SQL Server 2005 Setup Support Files  Microsoft SQL Server 2005 Setup Support Files
live, ome of it affiliates] and you, Floass
yead them. They apply to the softvare named
abowe, which includes the media on which you
received it. if any. The terns also apply to any
HicTosof ¢ ik Instal to continue. T recired compenents were installe sucessfuly.

* updates,

* supplements.

= Internst-based services, and

* support services 4

¥ § accept the licensing tems and conditions

Print Cancel

Nhan next Nhén Install Nhan Next

icrosoft SQL Server, 2005 Setup

i& Microsoft SOL Server 2005 Express Edition Setup 3] 1& Microsoft SQL Server 2005 Express Edition Setup

]

Registration Information Feature Selection
The fellowing information wil personalize your installation.

» Welcome to the Microsoft SQL
Server Installation Wizard

Select the program features you wank installed,

The Name field must be filed in prior ko praceeding. The Company field i aptional. Click an icon in the Falowing st ko change how a Feature is installed,

Feature description

Instals the SQL Server Datahass

X | Client Components Engine, tocls for managing relational
X_-| Connectivity Components and KML daka, and replication,
X_-| Software Development kit

Setup will help you instal, madiy or remave Micrasaft Hgme:
0L Server. To continue, ick Nex!

o®

Company:

This Feature requires 116 MB on your
hard drive. It has 2 of 3 subfeatures
selected, The subfeatures requirs 59
M8 on your hard drive,

Installation path

ids advanced configuration options ci\program Fiesiirosoft QL Serverl
Bisk Cost..,

o | e ] (e ) C o ]

Nhan Next NhAin Next Nhan Next
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i Microsoft SQL Server 2005 Express Edition Setup E| i Microsoft SOL Server 2005 Express Edition Setup E| i Microsoft SOL Server 2005 Express Edition Setup. E|

Authentication Mode

The athentication mode specifies the security used when
connecting to SQL Server.

Configuration Options Error and Usage Report Settings
Configure user and administrator accounts Help Micrasaft improve same of the SQL Server 2005 companents
a and services.

Select the authentication mode to use For this installation,

automatically send Errar reparts for SOL Server 2005 to Micrasoft or your corporate error

= [ porting server. Errr reports nclude information regarding the condtion of QL Server
This option enables users without administrator permissions ta run a separate 2005 when an error oceurred, your hardware configuration and other data. Error reports
instance of the SQL Server Express Database Engine. nay unintentionally include personal information, which will not be used by Microsoft.

Q pr gi Y, by. P n .

O Mixed Mode (Windows Authentication and 5L Server Authentication)

Specify the <3 logon password below: Automatically send Feature Usage data for SOL Server 2005 to Microsoft, Usage data
[ sd user to the SQL Server Administrator role includes ananymaus information about your hardware canfiguration and how yau use aur
saftware and services.

This option adds the user who is running the SQL Server Express installation program
| | to the SQL Server System Administrator role. By defaLk, Lsers on Micrsoft Windows
Vista operating system are nat members of the SQL Server System Administrator role,

By instaling Microsoft SOL Server 2005, SQL Server and its companents wil be configured to
automaticaly send Fatal service error reparts to Microsoft or a Corporate Error Reporting

| | Server. Microsoft uses error reports to improve SQL Server functionalty, and treats al

information as confidertial

[ cpek J [ mext> J[ comeel | C ) C oo Lo [ e ) C e ] =

Nhan Next Nhan Next Nhan Next

Mext> | [ Cancel

Microsoft SQL Server 2005 Express Edition Setup X B Microsoft SQL Server 2005 Setup [ Il ™ Microsoft SOL Server 2005 Setup Xl

Ready to Install Setup Progress

Completing Microsoft SQL Server 2005 Setup
Setup s ready to begin installation.

The selected components are being configured Setup has finished configuration of Microsaft SQL Server 2005

Setup has enough information te start copying the program files, To proceed, click Install, To Refer to the sstup error Iogs For information describing any failure(s) that occurred during
change any of your installation settings, click Back. To exit setup, dick Cancel, setup, Click Finish to exit the installation wizard,

Product Status v
[T Setup finished
— —— (2301 Setus Supsort Fles Setup finished Ta minimnize the server surface area of SQL Server 2005, some Features and services are
The following components will be installed: - 30L Setup Support Ples =25t finishec disabled by default for new installations, To configure the surface area of 5L Server, use the
(4501 Hative Client Setup Finished
+  SOL Server Database Services (9501 vss witer Serup firished
(Datbase Services) (2501 Server Datahass Services Setup finished Surface Area Configuration tool,
Configuring and Managing SQL Server ~
Express

+  Forimproved manageability and security, SOL
Server 2005 provides more control aver the SQL
Server sulace area an your system. To minimize
the surface area. the following default
configurations have been applied to your
instance of SOL server.

o TCRIP connections are disabled

<o | [imal ] [_conedl .

gt 55 ‘ e

Nhan Install Nhan Next Nhan finish
Xong file 1.

Cai file 2: SQLServer2005_SSMSEE

1 Microsoft SOL Server Management Studio Express Setup X i Microsoft SOL Server Management Studio Express Setup El 1& Microsoft SOL Server Management Studio Express Setup X

» welcome to the Install wizard for Microsoft License Agreement Registration Information

0L Server Management Studio Express Plesse read the following lizense sgreement: carefuly, The following infarmation will personalize your instalation,
Seplictys ymomel maifhy @ el e SRl S Enter our name and the name of your organization in the filds below.
Management Studio Express. To continue, click Mext. MICROSOFT SOFTWARE LICENSE TERMS -~

HNICROSOFT SQL SERVER 2005 MANAGEMENT STUDIO EXPRESS

WARNING: This program is protected by copyright law and

These license terms are an agreement betmeen Microsoft

o Inkernational breaties.
o Corporation (or based on where you live, one of ita Company:
' affiliates) and you. Please read them. They apply to

the software nemed sbove, which includes the media on
vhich you received it, if any. The terms also apply to
any Microsoft

O seear T b i P earas grasmmert
(1 da nat accept the terms in the license agreement

ST T | [

< Back Jii Hext > ] [ Cancel
I4
Nhéan Next Nhén Next Nhén Next
. Microsoft SQL Server Management Studio Express Setup. E\ i, Microsoft SQL Server Management Studio Express Setup E| ik Microsoft SQL Server Management Studio Express Setup rg|

Feature Selection Ready to Install the Program N Completing the Microsoft SOL Server

Select the program Features you want installed Setup is ready to begin instalation. Management Studio Express Setup

Click an icon in the Following list £ change how a Feature is installed. Click Install to begin the installation. Setup has installed Microsoft SGL Server Management: Studio

Express successfully, Click Finish to exit.
Feature description

Instals intsractive
management: kals for running
5QL Server, induding 50U
Server Management Studio
Express.

1F you wark to review or ehange any of your installation settings, click Back, Click Cancel o
exik Setup,

Instalation path

Ci\Program FilesiMicrosoft SCL Servery

I <Back Il Wext > ] ( Cancel |

<Back [ Instal Cancel

Nhan Next Nhan Install Nhén Finish
Xong file 2.
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Il. CAIPAT PHAN MEM
Chay file Setup.exe trén dia CD giri kém theo may. Trong truong hop cai phan mém trén Win 7 hay
Vista thi nhan phai chudt chon “Run as Administrator” hay giam mac bao mat cua hé thong window vé
muc thip nhat sau d6 khoi dong lai may tinh rdi méi tién hanh cai dat. Chay file Seup 22 ancr

& MitaPro2015 - InstallShield Wizard

1% MitaPro2015 - InstallShield Wizard

i& MitaPro2015 - InstallShield Wizard

Customer Information Destination Folder

Welcome to the InstallShield Wizard for

MitaPro2015 Please enter your information, Click Next ta install ko this folder, or click Change ko install ko a diffierent

The IrstalShicld(R) Wizard wil install MitaPro2015 an yaur Wty Py G Install MitaProz015 ta:
| compuker. To continue, click Next. Ci\Program Files|MitaCoSoftware)MikaProzn1 5]
Organizatian:
WARNING: This program is protected by copyright law and
inkernational treaties. |
Ll
Installshichd Instalishield

Nhan Next Nhén Next Chon dwdng din cai dit, néu
khong thi de mac dinh

1% MitaPro2015 - InstallShield Wizard [

1% MitaPro2015 - InstaliShield Wizard

i MitaPro2015 - InstallShield Wizard

Setup Type Ready to Install the Program InstallShield Wizard Completed

Choose the setup bype that best suits your needs, The wizard is ready to begin installation.

Pl lect tup .
1532 selert 3 setup type. Click Install to bgin the nstalation. The Instalishield Wizard has successfully installed MitaFrazois.
J— T you want to review of change any of your installation settings, click Back. Click Cancel to || Click Finish to exit the wizard,
(@ Lomplete; exit the wizard.
Al program Festures will be installed. (Reuires the most disk
space)

[] Launch MitaProzo1s

() Custom

Chaase which pragram Features you want installed and where they
will b installed. Recommended for advanced usars.

InztaliShisld Instal|Shield

(<o [ mew> J[ cocel ] [ <psk [ gl [ cancel <k ==
Chen Complete -> Next Nhin Install Nhin Finish
Attach dir liéu vao May tinh.

—

B @) Accessaries v =) Connect to Server
e cames , =
@ st 3 Miciosolr-
2 :vu:v:l(.;lmel Microsoft A Windows server System
s

SQL Server200s

P

G Coock Express
2 Remats Assetance

© Wirdows Media prayer

23 Wrvdows Messanger
@ Windows Movie Moker
@) Meoco s Scftmare
) Maciot offcs

@ 5 Prooam s vt

o - Server ype: D atabase Engine

Server name:

Authentication: | Wwindows Authentication - |
User name: THANHMD-03B CO4 3 dministrator
Passward: | |

Remember password

[ LConnect ][ Cancel H Help ][ Options >» ]

T ol dat 51 [Conpan
[FS5 FSSRmS—— e e

Mé SQL Ién Nhan Connect dé vao SQL Click phai Database —> Attach
R G0 e

5 sowt - [ Hew

&
H
H

+ Gereral 1 W ricrosalt rontpags = S General
=
[ ES=—3 Casbases  alach
MO Fie Locoion Dachwe | Achds  Dwnm  Sims  Memsge

MOF Fie Locaren Databace . Almchis  Owow St | Mestaor b=
il Microeo

[ coPognnFieshen. () MITACDSGL  MITACOSGL  THANH

[r——— MITACES L b o
Ouiggnal File Narms Fil Ty Cument Fia Path Mt sage Original Fie Mame: FleType  Cumert Fie Path Messay
e Err— | (Mg Jom CPumng
Server - MITACDSOL ogLDF  Log CoPogesm FlerMiso.. (]
TRAHAD G3ECTS ALEXPRE TRANHND B0 SOLEFRE
[— [C:\Prooram FilessMitaCoS oftwaresMitaF o201 Shdate | \
THANHND-036 008\ driisiac | Dbt Filee®, et =] GBS\l
o corvmction oy -
5y — [P T ACESEL mar ] F———
[ S=ne=l ]
| Pec=cei

Feady Ready

Chon dén dit liéu (dix liu nam trong
_ thy muc data caa phan mém), c6 thé
Nhan Add chép 2 file dir liéu dé 1 thu muc rieng Nhin OK

cling duoc. Roi Attach lai dit liéu.
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- Khi d6 dir liéu dugc Attach vao
SQL -> chon ché boi den (do la
may chu deé két noi dén phan mém).

A2 a0 0BT,
it i

B6i den -
>Copy

Mat khau

Tao tai khoan

- Khi ta cai phan mém xong, chay
phan mém Ién thi s& xuat hién form
dang nhap.

|

MITTACO

PHAN MEM CHAM CONG

T&n ngudi ding

- Nhin vao nt ty chon dé chon dit ligu
cho phan mém, néu khong chon dir liu
thi phan mém khdng thé dang nhép duoc.

T
MITAC G,

® SQL Server

-~ Access

SOL Server

T May chi IT-H57D89PBTCULASOLEXPRESS
Té&n ding nhap

Mat khau

! Nhd tai khoan ding nhap Co s& di lieu  MTACOSAL

® Quan tri ~Nhan vién

Cap nhat

[ — | [ — | [ o KIS tra ket ni | I

Do hién tai phan mém chi chay duoc véi CSDL la SQL Server nén ban phai chon la SQL Server ->
nhap tén may chu cua ban -> nhap tén dang nhap va mat khau (néu SQL co tao username déng nhép, con
khong tao thi cd thé bo qua budc nay) —> nhap tén co so dir liéu -> kiém tra két noi -> cap nhat.

Khi c4u hinh co s dit liéu xong thi ching ta s& tién hanh dang nhap vao phan mém.

TEén ngudi ding

Mat khau

Tao tai khodn

admin

Jre——

| MNhg tai khoan dang nhap

® Quan tri ~Mh3n vién

[ egngnhae || Tawehen || oy |

Ldc nay mac dinh phan mém s& khong c6 tai khoan dé dang nhép, dé tao duoc tai khoan dang
nhap ching ta lam nhu sau: nhan vao muc Tao tai khoan -> tao tai khoan dé dang nhap vao phan mem.

Khi teo xong chlng ta tién hanh dang nhdp:

Nhap tén tai khoan.
Nhap mat khau.

Néu sau nay chlng ta ma phan mém 1én va mudn luwu lai tén ngwoi dung va mdt khau thi

check vao 6 Nhg tai khodn dang nhap.
Check vao muc Quan tri.

Nhén nat ddng nhap.

Khi diing nhap thanh céng thi s& vao duoc giao dién chinh cua phan mém.

e - T s

Hién tai phan mém c6 nhiing phan chinh diwoc chia ra thanh nhiing muc (menu) nhu sau:

-HE THONG
-NHAN VIEN
-BAO BIEU

- MAY CHAM CONG
-CHAM CONG
- TRQ GIUP

Huéng dan st dung phan mém MITA Pro
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——————————————— 5005 phin mém  Thing tnrhin sy Srhnhs
Meru -
=Hé Thiing

- Ban Lam Vidc
Chon DiF Liéu
-Nhit Ky Sif Dyng
Thay Dl Ngudi Ding
+Phan Quyn
- Dl M3t Khau
Ty Chon
C3 D3t Thisi Gian Tai D Ligu Ty Béng
- Chay Nén
X6a DT Lidu Chdm Cng
= DiY Ligy
-Sao Luu DIY Ligy
Phyc HBi DI Ligu
= Ngdn Noit
- Vietnamese
English
Chinese
- Japanese
Korean
Biéng Chirong Trinh
Nhan Vién
| Chiim Céon

N N .

Ban lam viée: T ——
H& Théng | May Chdm Céng  Nhan ¥ign  Chdm

-1f  BanLam Vigc

£ Chon DX Ligu

&  MNhEtK§ ST Dung

22 Thay B4 Mgudi Ding

Phan Quysn

Bii Mat Khau

Tiry Chon

B %0

Cai B3t Thdfi Gian Tai DIF Ligu T 8ng

Chay MNEn

¥da DT Ligu Chim Cing

D0F Ligu 3

MNgdn Mgl >

8 aJa

Bdng Chuahg Trinh

So' d6 qudn 1y: cho phép ngudi dung biét dugc so dd to chirc cua phan mém.

Thong tin nhan sy cho biét duoc thong tin nhan su cta ngay hi¢n tai trén phan mém (tdng sé
nhan vién, van tay, nhan vién nam, nhan vién nix, sé nhan vién c6 va vang mit).

Sinh nhdt: chirc nang nay cho phép nguoi quan Iy biét dugc nhitng nhan vién nao c6 sinh nhat
trong ngay hién tai va sinh nhat trong thang.

Chon di liéu: nhw phan tly chon lan diu ding nhap dé dang nhap vao phan mém.

MITACO

Access ® SQL Server

SOL Server

May chi IT-HE?DBIFBTCULASOLEXPRESS
Tén dang nhap

Mat khau

Co s div ligu  MTACOSOL

Kigm tra k&t ndi

[ Cap nhat |

Nhdt ky si dungq:

Cho phép ngu(‘)’i quan tri biét duoc nhitng user nao da ding nhap vao phan mém va thyc hién
nhirng thao tac gi vao thoi glan nao.

LI

=
o MITA
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Thay doi nguoi dung: cho phép ngudi dung thay d6i 01 tai khoan khac bing céch thoat tai
khoan hién tai va dang nhap bang 01 tai khoan khac.

Phéan quyén: cho phép nguoi quan trj tao va cip quyen cho nhiing nguoi ding dugc sir dung
nhitng chirc nang nao cua phan mem.

= e Thirg i © W Cnbmcoon BaoBH T ke

=

Doi mat khdu: giap ngudi diing c6 the doi lai mat khau khi dugc quan trj tao cho 1 user, chirc
nang nay ciing gitp cho ngudi dung thay doi lai mat khau khi mat khau bi 1.

Thay ddi mat khau x|

A

MITA

Thay déi mét khiu

Iat khiu cii
Mat khdu mai
Nhap lai mat khiu méi

| Béngy || nhaprai |

Pé thay d@si mdt khau méi: nhap mat khau cii -> nhap mat khiu méi -> nhap lai mat khiu méi
thém lan nira -> Bong y.

Tuy chen: chirc nang cho phép chung ta tao nhirng théng s cho phan mém dung dé tinh luong
va tinh cdng cho nhan vién.

£ Tiry chon x|
Tﬂvchon MITACE

Hé s6 cham cong | Tinh iong | Baidign cong ty | Bao higm - Thal gian | Thangbao

Heé sé ngay chinhat 3

HE 56 naay thi bay

1
HE sEngay I8 1 HE s§ting camite 3 2
3

Ca Hé sGtang camic 4 1

Lam trén: tinh bing phit
LY o8 15 Lam tron 0
T 16 2én a0 Lam tron 0,5
T 31 DEn 45 Lamtrén 0

Too 46 & Lamtron 0,5

||

Cai dat thoi gian tdi di liéu tw dong: khac voi phién ban Mitaco5 V2 chi co 2 muc gio, riéng
& phién ban nay nguoi st dung co thé cai dugc nhiéu muc gio, nhung néu muon st dung chirc nang
nay thi phan mém sé khéng duoc tat ma phai thu nho xuong thanh taskbar.

Thai gian tai by d6ng =]

Gicr Tai

||:|-;l: [—N Them | | Haa |

Xoba di ligu chdm codng: cho phép ngudi dung cé thé xda gio cham cong trén phan mém cua
01 nguoi hoac nhiéu nguoi va xo6a theo ngay.
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-

Thao tac: - X6a toan bg: x6a hét gid cham céng cta nhan vién dugc chon trén phan mém.
- Xo0a theo ngay: x0a gio cham cong cua nhan vién dugc chon tir ngay dén ngay.

- Check vao 6 phia truéC ma nhan vién (dang check ¢ 6 nao thi nhan vién do duoc chon) -> Xoda.

Diz liéu: cho phép ngudi ding sao luu va khoi phuc lai dir liéu khi can thiét.
Sao heu div ligu Phuc héi da ligu

x|

mSao luu ;1& [=7] MIWTTACO

580 L

.Ph;_nc hai dir lidu MITTACO

Phuc hol -

Chon difliéu [MITACOSGL = Chon difligu |FiTASGEED

Chon file sao luu
‘__0 | Phuche | [ chon e |

Chon file sao luu
o | saoww || chonnai |

Ngén ngir: ¢ phién ban nay cho phép chung ta dugc sur dung da ngon ngir (Viét, Anh, Trung

Quéc, Nhat Ban va Han Qudéc).
* MAY CHAM CONG :

EF Phan mem cham cong MitaAttendance - [Xin Chao]

Thi hai ngay 28 thang 9 nam 2015

o HE Thmnq May Cham Cng | MhanVién Ch3m Cing BaoBigu  Trd Gidp

N PR N Tai Dl Ligu v & May Ti
Xin chéo Nguyen Dinh Thanh ‘ £ T?‘ N'jaﬂ.vm YE M‘?y T
. Khai B4o May Cham Céng 4 Tai DO Ligu Chim Cong
Mhé&p m& cham céng & Nhan Vién Gilx Cha Bing Kif May Chém Céing T TaiNhdn Vien Len Méy Chirm Céng
- —
8l%in Chio & l' | Dif Ligu Chém Céng Tir HOD

Lutu DI Ligu Ty Bdng Khi Chdm Cing

104

H||"I'"

Thing Tin May Chi

Tai diz liéu:

Tai nhén vién vé may tinh: khi minh ding ky nhan vién trén méay chdm cong xong, minh ¢6 thé tai nhan

vién tir may cham cong vé thi nhiing nhan vién s& co trén may tinh khdng can phai thém mai trén méy tinh.

Thao tac: Chon may -> check nhan vién dugc chon -> check tai van tay (néu may cham cong
c6 dung van tay) -> Duyét tir may cham cbng -> (cho khi phan mém duyét xong) tai vé -> cho phan

mém tai xong la hoan thanh phan tai nhan vién.
Tai dir liéu chdm cdng: tai gio ra— gio vao tir may cham cong vé phan mém

g

=
MITR
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Thao tac: Check (chon vao may chim cong can tai) -> (phan lua chon tai) chon tat ca -> Tai dit liéu.
Tai nhan vién Ién may chdm cong: chirc ning nay cho phép nguoi ding cd thé tai thong tin
nhan vién va diu van tay (khong c6 gio ra vao) Ién nhitng may cham céng khac.

Vi du: trong cong ty c6 10 may cham cong thi ching ta khong thé cho timg ngudi dang ky hét
10 may, ma chi can ding ky trén 1 may thoi, rdi ding chirc nang tai nhan vién 1én may chim cong dé
dua nhén vién nay 1én 9 may chidm cong con lai thi nhan vién nay c6 thé cham duoc hét trén 10 may.

atoix

= Mg My ChimCeny MhknVAn  Chimctm BB Tk

sl 1 =
e [0 e seacer | 2, Ton et v,

Thao tac: O phan cAu tric cong ty chon b phan -> chon nhan vién can chuyén bang cach check vao
6 trudc ma nhén vién -> nhan nat chuyén xuong -> (muc ndi dung tai 1én) check chon nguoi dung, van tay
(néu muon tai 1én van tay), khudn mat (néu muon tai 1én khuén mat) -> tai 1én may cham cong.

Khai bdo may chdm cong: (chuc nang thém méi va quan ly théng tin trén may cham cong)

Thamma [ L oy
Cal dat chung [Quan 1y dor liéu
Théng tin ket el

Kifu Kt N
TERAR

Meco0001
1

102 1681 201
[ — Tée a6 truyén
[IZ |

A38hauglang, dyndns. org

5335151600654
¥l cho phép st dung

237

26/09/2015 1:39
Z0ML00_TET

an00

Thao tac:

- Thém mai may chiam cong: nhan nit thém mai -> nhap thong tin caa may cham cdng vao -> Liru.

- Chinh sira thdng tin ciia may cham cong: trén danh sach may cham céng & muc quan ly thiét
bi ->chon vao may can sura chira -> stra lai théng tin & muc cai dat chung -> Luu.

- X6a may chim c6ng: chon may chim céng can xda -> nhan nit xoa.

- Kiém tra két ndi: xem thdng tin trén may cham cong hién co.

- Pang ky may cham cong: cho phép dang ky may cham cong vai phan mém dé co thé két noi
duogc véi may cham cong.

Ding ky may cham cong:

TCR/ TP

192.168.1.201

t 4370

KEt Nl b xa

S8 dang kv

1

yen 115200

33shaugian

cé

@.dyndns.org
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Thao tac: chon may cham cong -> két ndi (néu két ndi thanh cong, s& hién Ién sé serial) ->

nhap sé dang ky -> dang ky.
Di# ligu chdm cong tir HDD:

ern charn cong Mitanttendanes - [Guan Ly USE1

Thit tu ngy 7 thang 10 ném 2016 . M8 TRENG My Chim CARQ  Nhan vien  Chimcong  Ba0 BIEL  Tro G
i Nguyén Binh Thanh ﬁ_% m \Q’___»-j) (e F: l
- C g e S
i | &2 ||| b wén_ir chdm corg_nn cén _ca tam wiée_Lich T va Ra_Lich Trinh Ca Lam vigc_Gan a cho nhs
G o ©
Tt rhan vign | T o 160
Nhan vien [van tay
Chon tae tin rhan vien B Lo ahan vien
. 8 Cham B .
M8 fahan viar T fhan visn ong e The Phan Quysn | Password
» oooo \an Phuong . cooponoon 14
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*NHAN VIEN :
So d qudn 1y:
Cong ty
E =

Cép nnst

- Khu vuec.

M8 ehu e Kvoona

Tan khu vic Hanh chinh

2

: = Thém mai:

Tai nhan vién:

+ Chon thé Tai nhan vién -> chon
tiép the Nhan vién - > Chon tap tin
nhan vién -> chd phan mém doc
file dir liéu nhan vién xong -> nhan
nit Luu nhan vién dé hru danh
s&ch nhan vién vao phan mém.

Tdi van tay:

+ Chon thé Nhan vién -> chon
tiep thé Van tay -> chon tap
tin van tay -> cho phan mem
doc file dir liéu van tay xong -
> nhan nat Luu van tay dé luu
van tay cua nhan vién vao
phan mem.

e Luu ¥: phai tai nhan vién vé

;. -

trudc rdi maéi tai van tay.

Tdi di# liéu cham cong:

+ Chon thé Tai dit liéu -> nhan
nat Tai tap tin dir lieu cham
cong -> cho phan mém doc
xong la hoan thanh (khi doc d
liu phan mém s& tu dong luu
vao co so dir ligu).

Nhap thdng tin cong ty -> cap nhat

e Nhén nat thém méi -> nhap théng tin
[rveme || conone | see Khu vuc -> cap nhat.

SR Sira: chon khu vuc can stra -> cap nhat.

. /| Xéa: chon khu virc can xda -> cap nhat.

Huéng dan st dung phan mém MITA Pro
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- Phong ban.

PBEOO00T

| Theém mei || caprhat || xea |

M Phong 3 Tén Phong

s MCona Ty Makhuvie | lEn

» |Penooot |cTonn01 [kvoonor K toan
PBO0O02 cTon001 Kyonnot Nhéin st

cvaooo!
e
Phong ban [Fhenew =]

[Thémmai | [ Coprhat | [ #ea |

B Chare v W& Cang Ty T R Ve ™ Pheng Ban
cron001 2

Quadn Iy nhan vién :

Thém méi: nhan nat thém méi ->
nhap tén phong ban -> chon khu vuc
chira phong ban -> cap nhat.

Swa: chon khu vuc cé chira phong
ban can sira -> chon phong ban ->
stra thong tin phong ban -> cap nhat.
Xéa: chon khu vuc c6 chira phong ban
can x6a -> chon phong ban -> xda.

Thém méi: nhan nat thém méi -> nhap
tén chuc vu -> chon khu vuc va phong
ban can thém -> c4p nhat.

Swa: chon khu vuc va phong ban co
chtra chuc vu -> chon chac vu can sta
-> cap nhat.

Xoa: chon khu vuc va phong ban ¢6 chaa
chirc v > chon chire Vi ¢an xda -> cip nhat.

Tur giao dién chinh caa phan mém -> nhan nGt Nhan vién hoic chon menu Nhan Vién chon

Quan Ly Nhan Vién.

Cho phép chinh stra thdng tin caa nhan vién khi tai tir may cham cong vé phan mém.

+ Thém méi (khi khong dang ky nhan vién tir may cham cong, néu da dang ky va tai vé tir may
cham cdng thi khdng can phai thém mai nh&n vién): nhan nat thém mai -> nhap thong tin céa
nhan cho nhan vién (luu y: & muc hinh anh nén chon anh ¢ dinh dang *.png) -> nhan nut

Luu dé luu nhan vién do lai.

+ Chinh siza nhan vién: Chon phong ban ¢ nhan vién can sira -> chon nhan vién -> chinh sira

lai théng tin nhan vién -> nhan nat Luu.

+ X6a: Chon phong ban c6 nhan vién can x6a -> check vao 6 phia truéc ma nhirng nhan vién

can x6a -> nhan nat Xoéa -> chon Yes.
+ Chuyén phong ban:

e

=] Chon phong ban c6 nhan vién can
chuyén -> check chon nhitng nhan
vién -> nhan nit chuyén phong ban ->
Xuét hién hop thoai chuyén phong ban
-> chon phong ban can chuyén ->
nhan nut dong y.

Huéng dan st dung phan mém MITA Pro
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+ Report:
e Danh sach nhan vién (excel): xuat toan bo danh sach nhan vién ra File EXCEL.

4 ] [ ]| s KB i - e - o o
e e PP PP e I | et oo o BT s e

e Thdng tin chi tiét nhan vién (word):

Import nhan vién:

- Chirc ning ndy cho phép ching ta c6 thé dua
L. ®md. B3 danh sich nhan vién c6 san cua minh tir file

: e excel dé dua vao phan mém.

Luu y: danh sach nhan vién trong file excel

cua chlng ta phai theo mau ma phan mém

cung cap san, de xem file mau -> nhan vao

ndt xem file mau.

+ Import danh sach nhan vién vao phan mém

-> nhan nit mé file (chon dén file excel cua

ban) -> chd phan mém doc xong danh sich

nhan vién -> nhan nit Luu vao CSDL.

FiEss CE M PRTACCZAL | o T Gl ik s

Khai bdao luong: . .
1. Lwong co ban (khai bao lvong cho nhan vién): tir giao di¢n trén phan mém -> menu Nhan vién
-> khai bdo luvong -> luong co ban.

maAEE S @ m.@ ﬂ Chon bo phan c6 nhan vién can khai
bao luong -> chon nhan vién -> nhép
luong co ban (luong nay la deé tinh tién
bao hiém, néu tién bao hiém tinh theo
tién luong hop dong thi nhap luong co
ban bang luong hop dong).  -> nhap
lwong hop ddng -> néu luong dugc
tinh theo luong hop dong thi check vao
lwong hop dong, nguoc lai tinh theo

S — = san luong thi check vao san luong.
2. Phu cdp:
e — = + Thém méi: nhan nGt thém moi  -> nhap

o ol S, Tham e [ L o vim  DC wémtaca

thong tin phu cip -> check vao st dung ->
nhan nit luu.

+ Chon phu cdp can chinh sira -> chinh sira lai
thong tin phu cp -> nhan nut luu.

+ X06a phu cdp: chon phu cip can x6a -> nhan
nat xoa.

3. Phu cdp —tam teng lwong cho nhan vién (cho phép thém phu cip, tam tmg lwong, .. cho nhéan vién):

Thao téc: tir giao dién cua phan mém -> chon menu Nhan Vién -> khai béo luwong -> phu cip —
tam Ung luong cho nhan vién.

Huéng dan st dung phan mém MITA Pro Trang 11
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* CHAM CONG :

Phu Cﬁg :

+ Chon phong ban -> chon nhan
vién -> chon phu cap nhap so
tien -> nhan nut Thém.

+ Xéa: chon nhan vién can x6a phu
cap -> chon phu cap -> Xoa.

+ X6a tdt cd: chon nhan vién can
X0a phu cap -> xda tat ca (x0a hét
tat ca phu cap cua nhan vién do).

Tam wng lwong :

+ Chon phong ban -> chon nhan
Vvién -> nhap so tién -> nhap ly
do -> nhan nut Thém.

+ X6a: chon nhan vién can xda
tam Ung luong -> chon tam
ung -> Xoa.

+ Xéa tat ca: chon nhan vién can
x6a tam ung luong -> x0a tat
ca (x6a hét tit ca tam tng
luong cua nhan vién do).

Vipham :

+ Chon phong ban -> chon nhan
vi,én‘-> nhap Vi pham-> nhap
so tien -> nhan nat Thém.

+ X6a: chon nhan vién can xda vi
pham -> chon vi pham -> Xoéa.

+ X0a tat cd: chon nhan vién can x6a
vi pham -> x0a tat ca (xda hét tat
ca vi pham ctia nhan vién do).

Tao ca lam viéc: menu Chiam Cong -> Khai Bao -> Ca Lam Viéc.

MITA

Huéng dan st dung phan mém MITA Pro

Trang 12



+ Thém mdi: nhdn nat Thém Méi -> nhap théng tin cua ca lam viéc (gio giac, di tré, vé

som, tang ca) -> Luu.

Céch khai béo ca lam viéc:

 Nhap gio vao gio ra caa ca lam viéc (gio nay 1a gio chinh thirc bat dau tinh cong va két

thuc tinh cong).

o Néu ca lam viéc d6 c6 nghi trwa thi nhap gio bat dau nghi trua va hét gio nghi trua.

e Kbhai bao gio xac dinh ca:

+ Gio bar dau vao: 1a gio bt dau chdm vao ciia nhan vién, vi du gid bt dau tinh cdng
la 08:00 thi gi¢ bat dau vao s€ 1a trudc gio bat dau tinh cong 1a trude 08:00, €6 the
bat dau tur IQC 06:00. Thi khi ching ta cham c6ng tir 06:00 tro di thi s€ nhan duoc
gio cham, néu khong thi sé khong xac dinh.

+ Gio két thic vao: c6 thé nhap khoang gitta ca, vi du ca 1am viéc tir 08:00 -> 17:00
thi nhap gitra ca khoang 11:00.

+ Gio bdr dau ra: gio bat dau ra s& sau gid két thic vao la 1 tiéng, néu két thic vao la
11:00 thi bat dau ra la 11:01.

+ Gio ket thic ra: 1a gio sau gio ra keét thic tinh cdng, néu sau ca do6 co tinh ting ca
thi gio ket thic ra phdi khai bao sau gio tang ca, neu khong thi gio cham cong cua
ban s€ khong hiéu ca (khong xac dinh dugc ca).

e Khong co gio ra thi tinh tong (nghia la c6 gio vao ma khong c6 gio ra): mac dinh khi
ching ta cham cong thicu gio ra thi phan mém sé tinh bang 0, nhung néu ching ta nhap
vao tong so phut la bao nhiéu thi khi cham cong thicu gio ra thi s€ ty dong tinh cho
ching ta la s6 phut ching ta mai nhap (trir gio di tré néu co).

e Khdng c6 gio vao thi tinh tong (nghia 1a co gio ra ma khong co gio vao): cling giéng nhu
khdng 6 gio ra, mac dinh khi ching ta cham cong thiéu gio vao thi phan mém s& tinh bang
0, nhung néu ching ta nhap vao tor]g s6 phat 1a bao nhiéu thi khi cham cbng thleu gio vao
thi s& tu dong tinh cho chung ta la s6 phat ching ta maéi nhap (trir gio vé sém néu co).

e Xem ca nay la ca dém: néu check vao muc nay thi khi lam ca d6 thi s& hiéu 1a ca dém.

e Tinh b trir cho ca nay: khi sir dung chirc ning nay khi di lam tré thi ¢6 quyén di vé tré
de bu lai cho thoi gian di tre.

e Di tré - Vé som:

+ Trir gio di rré: néu check vao muc nay thi khi di tré phan mém mai trir, con khong
check cho du co di tre thi phan mém ciing khong trir gio.

+ Trar gio vé sém: néu check vao muc nay thi khi vé sm phan mém mdi trir, con khang
check cho du cé vé som thi phan mém ctng khong trir gio.

+ Cho phép tré, cho phép sém: nhap vao thoi gian (s6 phuat) dé cho phép di tré va vé sém.

+ Bat dau tinh di tré tir thoi gian ndy: néu check vao muc nay thi khi hét thoi gian cho phép
di tr¢ thi méi bat dau trer. Vi du: néu 08:00 bat dau tinh cong va cho phép tre la 5 phdt,
khi cham céng lc 08:06 thi khi tinh cong sé& la 1 phat, néu khong check s& la 6 phat.

+ Bar dau tinh vé som tur thoi gian nay: néu check vao muc nay thi khi hét thoi gian cho
phép V& sém thi méi bat dau troe. Vi du néu 17:00 la hét gio tinh cdng va cho phép Ve

sém la 5 phat, khi chim cong vé Iic 16:54 thi khi tinh cong s& 1a 1 phit, nguoc lai néu
khong check s¢ 1a 6 phut.

e Tang Ca:

+ Xem ca nay la tang ca mirc (1, 2, 3, 4): khi check vao thi ca lam viéc d6 s& hiéu 1a ting
ca theo mirc ma minh da chon.

+ Xem cudi tuan la tang ca mirc (1, 2, 3, 4): khi check vao thi khi lam viéc ca d6 vao
ngay cuoi tuan s€ hiéu la tang ca theo mirc ma minh da chon.

Huéng dan st dung phan mém MITA Pro Trang 13



+ Xem ngay ¢ la tang ca mirc (1, 2, 3, 4): khi check vao khi téi ngay IZ thi ca d6 sé tinh
tang ca theo mirc ma minh da chon.

+ Téang ca truéc gio 1am viéc: khi check vao muc nay thi khi chdm cong truée gio lam
viéc, phan mém s& tinh ting ca tuy thuéc vao minh khai bao sé phut. Vi du: nhap vao 6
ting ca trugc gio 1am viéc 30 phat, thi khi ching ta chim cong truge gio 1am viéc 30
phdt thi phan mém s& tinh ting ca con chdm trudc 29 phit thi s& khong tinh ting ca.

+ Tdng ca sau gio 1am vi¢c: cling giéng nhu tang ca trudc gio lam viéce, khi check vao
muc nay thi sau gio lam viéc phan mém clng s€ tinh ting ca. Vi du: sau gio lam viéc la
17:00, ta khai b&o trén phan mem la tang ca sau gio lam viéc 30 phdt thi khi ching ta
cham céng ldc 17:31 thi phan mém s& tinh ting ca, con cham cong truéc 17:30 thi s&
khong dugc tinh tdng ca.

+ Tong gio lam dat dén: muc nay cho phép ching ta khi khai bao néu 1am vuot qua thoi
gian bao nhiéu thi sé tinh tang ca.

+ Tang ca trudc gio 1am viéc dat dén (sb phat) s& trir di (s phat).

Tao lich trinh vao ra (chitc nang cho phép phan mém it 1y cach d@é hiéu dwoc gio nao vao ra).

Menu cham cdng -> khai bo -> lich trinh vao ra.

i
o T B s o Hoa

e Thém méi: nhan ndt thém méi -> nhap thong tin lich trinh vao ra -> Luu.

+ Chon tir may: trén may cham cong co chirc nang di véo, di ra. Khi chung ta di vao hoac
di ra ma c6 chon tir may rdi cham cong thi khi chon chirc nang nay phan mém sé& hiéu
gid nao vao, gio nao ra.

+ Tuw dong - khong qua dém: khong can phai nhan di vao hodc di ra tir may cham céng,
ma chi can cham trén may cham cong thi phan mém s& tu dong hiéu nhu sau: cham lan
thir nhat phan mém s& hicu 1a di vao, cham Ian thir 2 phan mém s& hiéu 1 di ra, cir thé
lién tiép vao ra. Chirc ning nay khong co chirc ning chim cong qua dém.

+ Theo ID may: d6i véi truong hop nay thi minh s& gan may cham cong nao la di vao, thi
khi chdm cong trén may d6 phan mém sé& hiéu 1a vao va nguoc lai. mubn sir dung chirc
ning nay thi ban phai c6 2 may chiam cong tro 18n thi méi co thé gan duoc 1 may vao
va 1 may ra. Nhiing may cham cong nao ma gan sé ID 1, 3, 5, 7, 9 thi phan mém sé
hiéu 1a may VAO. ID 2, 4, 6, 8, 10 thi sé hiéu l1a may RA.

+ Tw dong — Qua dém (24h): chirc nang nay thi cich cham va xir 1y hoan toan twong tur
Véi chirc nang ty dong khong qua dém, nhung ¢ thém 1 tinh ning 1a hiéu duoc ca qua
dém. Vi du: ca 22:00 -> 06:00.

+ Phén theo gio: chirc nang nay hoan toan phu thudc vao muc gio xac dinh ca cta ca lam
viéc. vi du: néu gio xac dinh ca 1a 06:00 -> 11:00 la khoang vao thi ching ta cham céng
bao nhiéu lan trong khoang nay thi phan mém sé& hiéu la VAO, nguoc lai tir 11:01 ->
23:59 la khoang ra thi cham cdng trong khoang nay sé hiéu la RA.

+ Gio dau la vao, gio cudi la ra trong 1 ngay: phan nay danh cho cang ty c6 bo phan ngay
lam chi c6 1 ca 1am viéc duy nhat va khong tinh qua dém. Khi sir dung chtrc nang nay cho
nhén vién thi nhan vién ngay hém do chdm cong bao nhiéu lan cling dugc, t6i thiéu 2 lan
dé phan mém tinh cong, cach tinh cua chic nang nay la s& ldy gio chim cong dau tién cua
ngay hém do6 1a gio vao, va gio cham cong cudi cling ciia ngay hom do s 1a gio ra.
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+ Tinh theo gio;, lam bao nhiéu tinh bao nhiéu: chire néng nay cho phép khong tinh cong
ma chi tinh ra dugc gio 1am, phan mém s& ldy gio ra trir gio vao dé tinh duoc s gio.
Tao lich trinh cho ca lam viéc (tgo ca cho bé phdn): menu méay cham céng -> Khai béo ->
Lich trinh cho ca lam viéc.

e Thém méi: nhan nat thém méi -> nhap tén lich trinh -> Luu.
e Sira: chon lich trinh can stra ->Luu.

e X6a: chon lich trinh can x6a -> Xo6a.

e Chon ca cho lich trinh: chon lich trinh -> chon ca tét ca.

=)

" Khi chon ca tit ca -> xuét hién form nhu hinh bén
-> chon ca lam viéc twong ung theo ngay. Vi du:
thar 2 @én thir 7 lam ca Sang, chiéu va Hanh chinh
thi check vao ca Sang, Chicu va Hanh chinh va tu
thir hai dén tha bdy, chu nhat khong lam thi dé
e trong -> dong y.

e X0&a ca tat ca: chon lich trinh can xda ca -> nhan n(t xoa ca tat ca.

Scp xép lich trinh cho nhan vién: chirc ning nay cho phép chiing ta gan ca cho nhan vién, tai vi
khi nhan vién mai dang ky va tai vé phan mém thi chi 1a 1 nhan vién va chua hiéu ca lam viéc, vi thé
ching ta phai gan ca cho nhan vién.

Chon menu Chiam Céng -> Sap Xep I1ch trinh cho nhén vién.

[_. oS S

137373737

Chon bé phdn ¢6 nhan vién can gan ca -> check vao 6 phia truéc ma nhan vién, check
nhirng nhéan vién nao Ia cung 1 lich trinh (néu nhan vién lam cung lich trinh nhiéu qué, c6 thé dé
chuét tai danh sach nhan vién -> click phai -> chon tat ca) -> Lich trinh vao ra (chon lich trinh dé
phan mém sap xép gio vao, gio ra) -> Lich trinh [am viéc (chon lich trinh c6 chua ca lam viéc
cia nhan vién) -> Luu sap xep.

Dé bo sap xép -> check chon nhirng nhan vién can bo sap xép -> Bo sip xép.

Phép nam: khi nhan vién nghi phép nam thi chiing ta c6 thé ding chiic nang nay dé dang ky
phép ndm cho nhén vién.

Menu Cham Cong -> Phép Nam.
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e Thém phép nam cho nhan vién:

+ Chon phong ban c6 chira nhén vién nghi phép nam -> check chon nhén vién
nghi phép nam -> chon thang -> check chon ngay nghi (néu nghi nira ngay thi
check vao nira ngay, nghi 1 ngay khéng check chon nira ngay) -> Céap Nhat.

o X6a ngay nghi phép nam cho nhan vién: chon nhan vién cd ngay nghi phép nam can xéa -> Xda.
o Néu mudn xda tat ca phép nam cua nhan vién nao dé: chon nhan vién -> Xoa tit ca.
Di cong tac: chlrc nang nay cho phép khai bao di cong tac cho nhan vién.

=

e Thém di cong tac cho nhan vién: chon phong
i o ban -> check chon nhan vién -> chon thang -
> chon ngay -> chon ca lam viéc -> nhap ly
D= = I do -> Cap nhat.
Sl 3 T s ‘
R J| e Xo0a cong tac cho nhan vién: chon nhan vién
E—C —— " S— —— - -> chon ngay cong tac cua nhan vién -> Xoa.
e Xo0a tit ca cong tac cho nhan vién: chon nhan
i _ vién -> Xoa tat ca.

Khai bao cac loai nghi va ky hiéu.
Céc ngay 1&: menu Cham Cong -> Khai Bao Cac Loai Nghi va Ky Hiéu -> Cac ngay 2.

B M o | o Thém m¢i: nhan nat Thém méi ->
. = nhap thong tin ngay I -> L.

von [ e Stra thong tin ngay I&: chon ngay I8
I Se—— can stra -> sura thong tin -> Luu.

B e X6a: chon ngay I& can xda -> Xoa.

Ky hiéu chim cong: menu Cham Cong -> Khai Bao Céc loai nghi va ky hiéu -> Ky hiéu cham cong.
Nhap ky hiéu chdm coéng -> Luru.

K¥ hiéu chdm céng x|
Ma KHO0001
Bi tré Tr
V& sdm: Sm
Bi lam va vi& ding gid =
Téng ca po

Thiu gid vao: |
Thigu gid ra:
Viéng

Chua x€p ca:

Phép ndm P
Ngay 1& L
Cong tac: cT
VE tré Wit
Cudi tudn: |
s - z 4 A - s s | gty | \ v - 4 - z
Céc Loai Vang: menu Cham Céng ->Khai-Bae-CacLoai-Nghi Va Ky Hiéu -> Cac Loai Vang.
[ x N - Je . A~ , - A
v Eemn d * e Thém m¢i: nhan nGt thém mégi -> nhap
- T thong tin loai vang -> Cap nhat.
Ky higu 3 Nira ngdy nohi cd phép P2 ~ A R . z . z
. 2 e Sua thong tin loai vang: chon loai vang ->
T v stra thong tin-> Cap nhat.
Tang & L ~
e 2™ o B e Xo6a: chon loai vang can x6a -> Xo6a.

Thém gio: khi nhan vién quén chiam cong, nhung dé tinh du cong thi ta c6 thé thém gio trén phan mém.
Menu Cham Cong -> Thém gio.

Huéng dan st dung phan mém MITA Pro Trang 16



I3
e |

Chon phong ban cé nhan vién can thém gio ->
check chon nhéan vién -> chon thang -> chon
ngay -> néu muén thém gio nao thi chon gio
d6 (néu mudn thém gid vao khong thém gio ra
thi chon gio vao va bo chon gio ra) -> sua gio
e can thém -> Thuc hién.

Khai b4o ving cho nhan vién (cho phép khai bao béo ving nghi ché &6 cho nhan vién)

=l®1 x|
=
MITA
2
) | an e Vo T Wacciowvna |AeCwa | Toapnn | newca | amom e
et ™ o e |

e Khai béo vang cho nhan vién: chon phong ban -> check chon nhan vién -> | chon thang
-> chon ngay -> chon loai vang -> nhap théng tin -> Luu.
e X0a ving cho nhan vién: chon phong ban -> chon nhan vién -> Xda.
e Xo0a tat ca loai vang cho nhan vién: chon phong ban -> chon nhén vién -> Xda tat ca.
BAO BIEU :

Gio cham cdng: menu Béo Biéu -> Gio cham cong.

Chon phong ban hoac
cbng ty -> chon nhan
vién riéng lé hoac click
phai trén danh séch nhan
vién chon tat ca -> chon
tr ngidy dén ngay ->
chon hang doc hoac
= 4 hang ngang -> Cap nhat.

=& ma e .= Chon phong ban -> chon nhan
-7 viéen -> chon tr ngay dén
ngay -> Xem gio.

Excel

-—_7—]
P e ——
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Nhan vién hién hanh (diém danh nhan vién): menu Bao Biéu -> Nhan vién hién hanh.

TR ,..‘%| Chon ngay -> check Toan b hoac
B chi nguoi dung hoic Theo phong
ban -> Cap nhat.

=" Chon phong ban hoc
—  cOng ty -> chon nhén
vién -> chon tur ngay
dén ngay -> check
vao c6 tinh luong
(néu  muén  tinh
luong), nhap tinh
cbng -> Tinh cdng.

EEEET)

Bao biéu: chi tiét

T8 e reme e ] e e R 3 \.: 3
: P e . tung nguol  tung
Felw [+l 4] x]ovlimliwnlolelals] s  r o v R Y
BANG CHI TIET CHAM CONG ngay.
'ren nlll\dél vmfn Van A Phong ban: Nhan sy
i | 1 50 phit | ul }n...—..r.,.; ‘
1 54 phit v .
j—) Vins v 9 | i
Carum
e | W | Teb | som | viwd | cw | césg | Tom | Tew | Tows | Toss |y
] ] s ] o
T
T NN T T
:
55
;
T
[ e ——]

— m Béo biéu: chi tiét thoi

Bad Good g T =
s (T - . 5 i n
. gian lam viéc.
x Z (anan acan A AF (a6 aw ] a1 a1 Ak ai aman Ao arg
£ BANG CHAM CONG CHI TIET TU NGAY 01092015 DEN N
=
T
e Eaa—— - o Bé.O biKU' t:\n ho.
o . o=
i - At ][] | e e Gemerai B Y E‘nmal ] Baa acod Hm T W ;:gu'ﬁr e " 0 g -p
| BT (8 0 ] (s ot I S S

[ r Bn.yrﬂgy o iy i m»thi

-‘IF

s ) [ ) x| o [ om N o L3 a R s T u v w
1
11111
a
a BANG TONG HQP CHAM CONG
s Tl gy £3/03/2015 in nghy 30/09/2015
SR CoNE el
Gl chmg Ngay chng Tanges P E i
: slelelalslalalslidlals
10 S | 3 > v i
n > 0 i
2 v 0 £
n
f
) Truomg v pasn pau g ik
x.
-
)
2
2
n
)
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Calibri -l

SO ]

painter || B 0 ][l <[ & A ]| (B ] ]| i eroe o cenner - [
o = =

| a1 ~ G )

G D E

(A N [ ol ®e] | Shwiap Ted Genera

ot b b Sioniod
£ vy Gies]  [emgiweiion Trissd
Béo biéu: Bang luong tirng nhan vién.
Két thic tinh cong va tinh luvong.
————————— TR

styles

DTN 0] o

@ Cong tv chiing tdi chuyén cung cap cac loai may van phong sau

May chidm cong van tay

May chadm cong kiém soat clia ra vao
May cham cong khudn mat

May chdm cong thé cam (ing

May chdm cong thé gidy

May tuan tra bao vé

E E & FFEFE

May huy gidy

E E EFEEE

May dong cong vén

May in bill (dong két néi véi mdy cham cdéng)
May dém tién, dén soi tién

Méy kiém tra ngoai té

Thé cam (ing, thé tui, thé Mifare, thé ma vach
Thé Nhan Vién, thé chdm cong

Linh kién may chdm cong cac loai...

< Dich vu stra chita may, thay muc in, ruy bidng cham cdong tan ngi...

RAT HAN HANH PU'Q'C PHUC VU QUY KHACH HANG
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