Odoo — Tang ca

QUY TRINHPANG KY VA DUYET OT

I. Trweong hop 1: CBNV ding ky OT trwéc thoi gian OT (OT 2 bwérc)
Luu y:
- CBNV can phaidangky OT trudc khi thuc hién ting ca.
- Truong hop CBNV ding ky OT ca dém (Ddi véi CyberTech va
CyberLotus), thuchién dangky OT binh thuong, gio quy dinh va muc luong
OT ca dém s& dugc hé thdng tu dong tinh todn va hién thi théng tin theo
tung loai OT.
1. Pangky OT

1.1.CBNV diang kyOT
Buwéc 1: Taigiao dién chinh caa odoo chon Cham cong

Buwéc 2: Taigiao dién Cham cong, trén thanh céng cu chon Ting ca
Cham cong Chimcéng Tang ca

Buoc 3: ChonTao

Khitao OT, OT sé ¢ trang thai Dy thao
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Buwéc 4: Dién thongtin
Luu y: Khdngduogc bo trong cac truong gach dam.

- Théngtin caa CBNV nao thisé& cap nhat, dién théngtin cia CBQL va Giam

doc phu trach (Giam doc trung tam/Giam d6¢ khéi/T dng giam d6c);

Thong tin nhan vién Nguai phé duyét

Nhan vién 55] Nguyén Thily Duong = Ngudi quén Iy [CBIDO154] Mai Tign Ho -~ [
Chirc vu Nhan vign Hé trotridnkl = ' Chie vu Truéng phong phan mé = [
Phong/Ban Phang phan mém 4 = @ Giam déc -
Thoi gian tang ca du kién Thoi gian téng ca thuc té

Thai gian bat d3u - Théi gian bat dau -
Thai gian két thic B Thai gian két thic -
Thai gian du kién 0,00 Théi gian thue t& 0,00

Loai OT -

Xéc nhdn mdt budc O

N&i dung cdng viée

K&t qua cng viéc

Ghi cha

Théng tin tang ca
#. Loai OT Thai lug...

- Pién thoi gian tang ca du kién & phan Thei gian bat dau, Thoi gian két
thuc. Khidién xongthoi gian, tong thoi gian OT theo ké hoach s&hién thi &

phan Thai gian dwkién;
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Thai gian téng ca du kién

Thai gian bat dau 21/12/202118:30:00 ~
Théi gian két thic 21/12/2021 23:30:00 =
Théi gian du kign 5,00

Loai OT Mgay trong tudn -

Khi chon thoi gian 1am viée, 0doo sé tir dong nhdn dién duwoc Loai OT. P4
voi Thir 7, odoo dang nhdan dién la Ngay thuong (Ngay lam viéc binh
thuongq). Nhung tuy thudc vao cdc don vi, co don vi sé khdng lamvigc thir 7,
hogcmét thang 1am 2 ngay thiz 7, thi CBNV cdn linh déng chon lai Loai OT
cho dung.

- Chonloai OT la: Ngay thwong, Ngay nghi hoic Ngay Nghi I& tuong ung;

- Pién nodi dung cdng viéc OT tai phan Ngi dung cong viéc; CBNV c6 thé
dién ludn. Két qua OT tai phan Két qua cdng viéc (tuy nhién sau khi OT

can phaixem lai két qua va stra sao cho dang véi két qua thuc té).

N&i dung céng viéc Tang ca)
K&t qua cong viéc
Ghi chu

Buwoc 6: Luu
Buwéc 7: CBNV chon GUT TOI QUAN LY dé CBQL duyét
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Tang ca / OT/2021/00001

I/ TAO

oiroooiney | e | v

=>OT & trang thai CHO QUAN LY PHE DUYET

CHO QUAN LY PHE DUYET

1.2. CBQL vao duygt ding ky OT

Sau khi CBNV nhan GUI TOI QUAN LY. Khi d6 0doo s& giri mot thong bao dén
cho CBQL qua phantin nhantrén odoo, CBQLs&nhan vao tén OT trong théng
bao d6=> Chuyén d¢én OT ciia CBNV d6 luén.

O Phan Thi Linh . X

Hom nay

Administrator
¥ Bancé don dang ky OT dang cho duyét, chi

o,

tiét] 0T/2021/00004]

- Néu CBQL déng y voi OT d6, CBQL chon GU1 TOI GIAM POC dé
GDbBP/GbK duyét.
Tang ca / OT/2021/00001

o
GU1 TO1 GIAM BOC m HUY

=> OT ¢ trang thai CHO GIAMPOC PHE DUYET

CHO GIAM DOC PHE DUYET

- Néu CBQLkhongdongy voi OT @6 thinhan HUY.
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1.3. GPTT/GPK/TGP vao duyét ding ky OT

Sau khi CBQL di dongy véi dang ky OT cia CBNV va nhan GU1 TOI GIAM
POC. Khidé odoo s&giri mot thongbao dén cho GPTT/GPK/TGD qua phan tin
nhan trén odoo, GBTT/GPK/TGP sénhin vao thongbao d6 => Chuyén dén OT
cua CBNV d6 luon.

O Phan Thi Linh . X

HOom nay

Administrator
¥ Bancoé don dang ky OT dang cho duyét, chi
tiét] 01/2021/00004]

- Saukhi GP duyét va dongy véi OT d6, GP chon GU1 TOI NHAN VIEN
dé CBNV x&c nhan lai thoi gian OT thuc té va két qua céng viéc sau khi
tangca.

Tang ca / OT/2021/00001

/W TAD

o i | e | i

=> OT & trang thai XAC NHAN THOI GIAN OT

XAC NHAN THOI GIAN OT
- Néu Gb khongddngy v6i OT d6 thinhaAn HUY.

2.SaukhiOT

Sau khi OT, CBNV vao dé chinh stra Thoi gian thucté OT va dién cac théngtin vé
Két qua congviéc OT. OT dang & trangthai XAC NHAN THOI GIAN OT.

2.1. CBNV xac nhdn théi gian, két qud OT sau khi OT

Buéc 1: Chamcdng => Chon Ting ca
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Buwéc 2: Chon OT can xac nhan thoi gian thuc té => Chon Sira

Buwéc 3: Chinh sira lai théng tin vé thoi gian thuc té, két qua cong viéc. Khdng
duoc bo trong nhimg truong gach dam.

- Néu thoigian OT it hodc nhiéu hon thai gian OT du kién thi CBNV can dién

thoi gian OT thuc té vao muc Théi gian ting ca thuc té.

Thai gian tang ca du kién Thoi gian tdng ca thuc té

Thai gian bat dau 21/12/202118:30:00 ~ Thai gian bat dau 21/12/20271 1800:00 ~
Thai gian két thic 21/12/2021 23:30:00 -~ Théi gian két thic 21/12/2021 23:30:00 ~
Thii gian du kién 5,00 Théi gian thuc té 5,50

Loai OT Mgay trong tudn -

- Pién kétqua OT dat duocvao phan Két qua cong viéc.

- Phan Ghichu: Ghird thoi gian bat ¢au va thoi gian két thic OT.

Buwéc 4: Luu => Chon GU'T1 TOI QUAN LY dé CBQL duyét OT sau khiOT
Tang ca / OT/2021/00001

sUa BRI

o0 qutner | e | i

=>OT & trang thai CHO QUAN LY PHE DUYET

CHO QUAN LY PHE DUYET
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2.2.CBQL vao duygt két qua OT

Sau khi CBNV chon GU'T1 TO1 QUAN LY dé CBQL vao duyét két qua OT. Khi
d6 odoo sé& giri mot thongbao dén cho CBQL qua phantin nhin trénodoo, CBQL
s& nhan vao tén OT trong thong bao d6=>Chuyén d¢én OT ciia CBNV d6 luon.

O Phan Thi Linh . X

Hom nay

Administrator
% Banco6 don dang ky OT dang cho duyét, chi
tiét] 0T/2021/00004]

CBQL vao duyét két qua OT cho CBNV, néu ddngy voi OT d6 thi CBQL chon
GUIT CHO GIAM POC dé GDTT/GPK/TGD duyét.

Tang ca / OT/2021/00001

sUA R

Gl TOI GIAM BOC m HUY

=>OT & trang thai CHO GIAMDPOC PHE DUYET

CHO GIAM DOC PHE DUYET

2.3.GDTTIGPK/TGP vao duyétkét qua OT

Sau khi CBQL chon GU'T TOI GIAM POC. Khi d6 odoo s& gui mot théng béo
dén cho GPTT/GDK/TGD qua phantin nhantrén odoo, GPBP/GPK s&nhan vao
tén OT trong thong bao d6 => Chuyén dén OT caa CBNV d6 luon.
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O Phan Thi Linh ™
Hom nay

Administrator
¥ Banco don dang ky OT dang cho duyét, chi
tiét] 07/2021/00004]

GPTT/GDK/TGPD vao duyét két qua OT cho CBNV => Néu dong y chon PA
PHE DUYET.

Tang ca / OT/2021/00001

stia BRI
AP DUET ke | HOY

_ . . PHE DUYET
=>OT é trang thai PHE DUYET

Luu y: CBQL/GP mubn xem toan bo don OT chua duyét hay da duyét: tai giao
dién chinh chon Cham cdng, trén thanh cdng cu man hinh cua cham céng chon

Téng ca, click vao timgdon OT dé duyét.

Chimotog  TAngow  Gpattagnd  igort Trimbet om Deoel Rdoshs OO My o cing  Miychém cing - Gl hirn am™m 3- ¢!

¢t [0 v NI Frang s Thet g e 2 Theitl gian bt theis Lap Tl gan dghiin Th gan Bgu M A dang oleng wie  Papag el !

gooaogpoocao

Oooaga
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Sau khi phiéu OT da dugc phéduyét, thongtin vé loai OT trong khoang thai gian
OT duoc hién thi & bang Thong tin ting ca.

Information Overtime
£ Typn OF Thivt oy
1012
2 0T}

J OT

Céac loai OT s& dugc hién thi dlngsé gio taibang luong

#. Miéu ta Ma S& ngay SG gid  Hop dong

1 Normal working days paid at 100% WORK100 0,00 0,00 11/2021/HBLD-CT
2 Overtime normal days paid at 150% WORK150 0,00 0,00 11/2021/HDLD-CT
3 Overtime off days paid at 200% WORK200 0,00 0,00 11/2021/HPLD-CT
4 Overtime night normal days paid at 210% WORK210 0,00 0,00 11/2021/HDLD-CT
5 Overtime night off days paid at 270% WORK270 0,00 0,00 11/2021/HBLD-CT
6 Overtime holiday days paid at 300% WORK300 0,00 0,00 11/2021/HBLD-CT
7 Overtime night holiday days paid at 390% WORK390 0,00 0,00 11/2021/HBLD-CT
8 Tign hd tro com trua LUNCH 0,00 0,00 11/2021/HBLD-CT
9 Late day LATE 0,00 0,00 11/2021/HBLD-CT
100ff day paid at 100% OFFDAY100 0,00 0,00 11/2021/HBLD-CT
110ff day not paid OFFDAYO 0,00 0,00 11/2021/HBLD-CT
12Ngay l&/phép HOLIDAY 0,00 0,00 11/2021/HDLD-CT

Thém mét déng

0,00

Il. Trwong hop 2: Pang ky OT sau theoi gian OT (OT 1 bwérc)
Luu y: Pay la truonghop CBNV da OT nhung chua kip dang ky OT, thi CBNV

tao tangca va chon xacnhan 1 budéc.

Buéc 1: CBNV vao odoo chon Cham cong

Buwéc 2: Taigiao dién Cham cong, chon Ting ca

Cham cong Chdm céng Tang ca
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Buwoc 3: ChonTao

Tang ca

TAO

Khitao OT, OT sé ¢ trangthai Duthao.
Buwéc 4: Bién thongtin
Pién cic thong tin twong ty nhu OT 2 budc, nhung sé& la chon Xac nhan 1 budc,

thongtin Thoi gian ting ca thuc té s& ty dongcap nhattheo Thoi gian ting ca

=R

du Kkien.
Thong tin nhan vién Ngudi phé duyét
Nhan vién [CBIDO155] Nquyén Thit = = Ngudi quan ly [CBIDO154] Mai Tién Ho ~ (7
Chirc vu Nhanvién Ho trotriénkl ~ 7 Chic vu Trudng phong phan mé ~ 7'
Phong/Ban Phong phan mém 4 ~ [ Giamddc -
Thoi gian téng ca du kién Thoi gian tang ca thuc té
Thoi gian bit dau 18/12/2021 18:30:00 ~ Théi gian bat dau 18/12/2021 18:30:00 ~
Thai gian két thic 18/12/202123:30:.00 =~ Thai gian két thic 18/12/2021 23:30:00 ~
Thai gian du kién 5,00 Thai gian thuc té 5,00
Loai OT Ngay nghi -
Xéc nhan mot budc =2

Noi dung cong viéc

Két qua cong viéc

Ghi cha

- Dién noi dungcodngviéc OT tai phan Ndi dung cong viéc.
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- Pién két qua OT vao phan Kétqua cong viéc.
Buwoc 6: Luu
Buwéc 7: Chon GUTTOI QUAN LY dé CBQL duyét
Tang ca / OT/2021/00001

sua BRI

O C

=>OT & trang thai CHO QUAN LY PHE DUYET

CHO QUAN LY PHE DUYET
Khi d6 odoo s&giri mot thongbaodén cho CBQL qua phan tin nhan trén odoo,
CBQL s& nhan vao tén OT trong théng bao d6 => Chuyén dén OT ciia CBNV d6.

Buwéc 8: CBQL duyét ludn két qua OT cho CBNV, sau 36 CBQLchon GU'l TOI
GIAM POC d¢ GPBP/GDK duyét.

Tang ca / OT/2021/00001

suA BRre

Gl Téh GIAM BdC m HUY

=>OT & trang thai CHO GIAM POC PHE DUYET

CHO GIAM DOC PHE DUYET

Khi d6 odoo s&giri mot thongbao dén cho GBTT/GPK/TGP qua phantin nhan
trén 0doo, GPTT/GDK/TGP sénhan vao tén OT trongthong bdo d6 => Chuyén
dén OT ciua CBNV do.

Buic 9: GPTT/GPK/TGD vaoduyét két qua OT cho CBNV => Néu ddngy chon
PHE DUYET.



Odoo — Tang ca

=> OT & trang thai HOAN THANH
Sau khiphiéu OT da duoc phé duyét, thongtin vé loai OT trongkhoang thoi gian
OT duoc hién thi & bang Thong tin ting ca.

Information Overtime

£ Typw OF Thivt hrgog

Céac loai OT s& duogc hién thi dlngsé gio tai bang luong.

#. Miéu ta Ma S@ ngay S6 gid  Hop dong

1 Normal working days paid at 100% WORK100 0,00 0,00 11/2021/HDLD-CT
2 Overtime normal days paid at 150% WORK150 0,00 0,00 11/2021/HDLD-CT
3 Overtime off days paid at 200% WORK200 0,00 0,00 11/2021/HBLE-CT
4 Overtime night normal days paid at 210% WORK210 0,00 0,00 11/2021/HBLD-CT
5 Owvertime night off days paid at 270% WORK270 0,00 0,00 11/2021/HDLD-CT
6 Overtime holiday days paid at 300% WORK300 0,00 0,00 11/2021/HBLD-CT
7 Overtime night holiday days paid at 390% WORK390 0,00 0,00 11/2021/HDLD-CT
8 Tign hd trg com trua LUNCH 0,00 0,00 11/2021/HBLD-CT
9 Late day LATE 0,00 0,00 11/2021/HBLE-CT
100ff day paid at 100% OFFDAY100 0,00 0,00 11/2021/HBLD-CT
110ff day not paid OFFDAYD 0,00 0,00 11/2021/HBLE-CT
12Ngay 1&/phép HOLIDAY 0,00 0,00 11/2021/HDLD-CT

Thém mét dong
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I11. So @6 quy trinh ding ky OT

1. So' @6 quy trinh diing Ky, thuc hién OT

QUY TRINH PANG KY VA THUC HIEN LAM THEM GIO

Ciac buéc Trach nhi¢m Quy trinh Thoi gian thue hién Biéu méu
Trwéc khi thue hién it
B1 TBP < Ping ky 1am thém gio > nhét 1 tudn (dw4n), 2 | CB.NS.QT.08-BM.01
F ngay (phét sinh)
No
Sau khi nhén dugc
B2 GDK/TGD Phé duyét diing ky 2 ngay (dw 4n),
1 ngay (phét sinh)
Yes
B3 BP diing ky ’—> Thyc hién va bio cso Theo thoi gk‘;“‘ dading | g NS.QT.08-BM.02
I
B4 GDK/TGP Phé duyét 01 ngy sau khi nhin
dwgce bao cao
Yes
HCNS ] . . Vao ky tinh luong clia
B5 K& toan <Tmh lwong 1am thém gw) thang thue hién lam
thém gio




