Hwéng din tao va phé duyét diéu chinh lwong

I.  Quy trinh diéu chinh lwong

Quy trinh diéu chinh lrong

CBQL tao dé xuat
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Bude 1: CBQL tao dé xuat ting/giam luong cho
CBNV

Giri thong bdo dén C&B va CBNV duoc didu
chinh luong

Burde 2: TPHCNS phé duyév/tir chéi

- Phé duyét: Giri dén GBTC

- Tir choi:
+ Tir chdi dé didu chinh théng tin => Vé
budc 1
+ Tir choi: Nhap 1y do => Déng yéu cau

C6 thong bao dén CBNV, C&B

Bude 3: GDTC phé duyét/Tir chéi

- Phé duyét: Gui théng bao dé CBQL, C&B,

TP.HCNS

- Tir chéi:
+ Tir chéi dé didu chinh théng tin == Vé
budc 1

+ Tir chdi: Nhap 1y do => Déng yéu cau
C6 thong bao dén CBNV, C&B

Burde 4: GD phé duyét/Tir chéi
- Phé duyét: Giri théng bao dén CBNV, CBOQL,
C&B. TP.HCNS, thang béo téi ké toan truémg
- Tir chdi: Ly do tir chéi, Giri théng bao dé CBNV
CBQL, C&B, TPHCNS, quay vé B3

+ Yéu cau diéu chinh lai cac théng tin luong =>
day vé bude 3

+ Tir chéi diéu chinh => bong yéu cau

Bude 5: Xuat quyé‘t dinh



II.  Huwéng din tao va phé duyét yéu ciu diéu chinh lwong
CBQL 14 ngudi tao phiéu diéu chinh lvong cho CBNV cta minh
Buwéc 1: CBOL la nguwoi tao phiéu diéu chinh lwong cho CBNV ciia minh.
Buwéc 1.1: Tai giao dién Odoo, chon menu Nhan vién
Tai giao dién ctia Nhan vién, chon diu “+” dé thém cac menu, sau do6 chon menu Piéu

chinh lwong
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Didu Chinh Lirong

Nhan vién Search.. - -
Diéu chuyén cong tac
Tao T Béloc = Nhéom theo L&  Tam hodn HOLD 8
& PHONGIBAN Administrator ® Cao Thi Ngoc Linh Ti kylgia han HDLD i
Tét ca ADMIN NCANVO73 T
at ca Warkinn Nhan vién dich vu ¢

Chon Tao

Diéu Chinh Luong

Tao |3

Buée 1.2: CBQL dién cac thong tin:
(Luu ¥: cac trudng ddm khong duoc bo trong, day 13 cac truong thong tin bit budc)

- Chon nhan vién (CBQL nao thi sé chi chon dugc CBNV minh quan 1Y), sau khi
chon nhén vién duoc diéu chinh luong cac théng tin ctia nhan vién d6 s& tu cap
nhat.

- Céc thong tin TP.HCNS, GD tai chinh, GP phu trach s€ dugc tu dong cap nhat.

- Chon loai diéu chinh lwong (ting lwong hodc giam luong), ngdy bat dau duoc
diéu chinh luong.

- Nhap néi dung 1y do diéu chinh lvong.



Thoéng tin nhan vién

Nhén vién [ECID012) Bii Thi Hing

Chirec vy Chuyén vién H8 tro khach hang
PhongiBan Trung tdm H8 tro khach hang

CcBaL [ECIDO0S] Binh Thi Huong Quiynh
Chirc vy Trwéng Trung tdm H& tro khach hang

Thang tin diéu chinh lwrong

Loai diéu chinh Tang lvong
lwong

Ly do Diéu chinh luvong
Ghi chi

Thong tin luong:

Ngwoi phe duyét

- (' TPHCNS [ECID041] Binh Thi Huong - &
- ([ Giam déc tai chinh [NCANV002] B8 Thi Thu Hudng - &
~ [ Giam déec [ECID001] Phan Trong Thuy - &
4=

- &

~ Ngéy bét déu 14110/2021 -

- Céc thong tin lvong cili cua CBNV d6 s€ duoc tu dong cap nhat

- Chon kiéu lvong: theo bac hodc theo thang, theo gio.

- Mitc luong, ché do lvong cii s€ ty dong cap nhat theo HDLD.

- Nhap vao mtc lvong mdi, cac ché do dai ngd mai, cac phu cap méi s€ tu dong

cap nhat theo phu cip cii, néu c6 thay d6i gi thi CBQL sé& chinh stra lai.

Théng tin lrong

Théng tin lwong ci

Kiéu lwong Gidr
Miec lwong 38.000,00
Céu trisc lwong H& tro khéch hang - 01/03/2021

# Phu cap hang thang
1 Phu cdp khac
2 Phu cdp dién thoai

Thém mét dong

Théng tin lwong méi

v Kiéu lwong Thang R
Mirc lwong 40.000,00
- [ Céu tic lwvong H3 tro khach hang - 01/03/2021 - &
Mk Iwong cii Mure lwong
500.000,00 500.000,00

0.00 0,00

=> Sau khi dién dy du cac thong tin, 4n Luu => phiéu Diéu chinh luong & trang thai

Du Thio.

D thao

- Sau khi CBQL tao phiéu diéu chinh luwong s& c6 théng bao dén nhan vién C&B
va CBNV duoc diéu chinh luong.

Binh Thi Hwrong Quynh
Y¥&u cdu Biéu chinh lrong cda nhin vién
Bii Thi Hang d3 dwrgc tao, chi tiét:

SA2021/11/00016



- CBQL chon Giri téi TP.HCNS dé giri ¢én TP.HCNS x4c nhan (phé duyét).
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m Tao & Action 13/14 < >
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Thong tin nhan viéen Ngwoi phe duyét

Nhan vien [ECIDO012] Bii Thi Hang TPHCNS [ECID041] Binh Thi Huong
Chize vy Chuyén vién H tro khach hang Gidm déc tai chinh [NCANV002] D3 Thi Thu Huéng
Phong/Ban Trung tam H3 tro khdch hang Giam déc (ECID001] Phan Trong Thiy
csaL [ECID00S] Binh Thi Huong Qujnh

Chize vy Truéng Trung tam H3 tro khéch hang

Thong tin diéu chinh lwong

Loai diéu chinh Téng luong Ngay bit dau 1511172021
Iwong

Diéu chinh luong & trang thai Ché' TP.HCNS phé duyét.

Chér TR.HCNS phé duyét

Buwoc 2: TPHCNS phé duyét
TP.HCNS s& nhan thong bao trén odoo => kich vao tén phiéu diéu chinh luong trong
thong bao.
Pinh Thi Hrong Quynh
Ban oo mét yéu ciu didu chinh lrong cla
nhan vién Bi Thi Hing dang chiy xdc
nhan, chi tiét: SA/2021/10/00002
Khi kich vao tén phiéu diéu chinh lwong, s& chuyén dén man hinh thong tin cta phiéu

diéu chinh lwong do.
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m Tao & Action U1 <>
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Cho TRHCNS phé duyét

SA/2021/10/00002

Thong tin nhan vién Nguwoi phé duyét

Nhan vien [ECID012] Bii Thi Hing TRHCNS [ECID041] Binh Thi Hurong
Chirc vy Chuyér tro khch hang Giam déc tai chinh [NCANV002] B Thi Thu Huong
Phong/Ban Trung o khch hang Gidm déc [ECIDO01] Phan Trong Thiy
cBaL [ECID005] Binh Thi Hurong Quynh

Chise vy Trudng Trung tam H tro khich hang

Thong tin diéu chinh lwong

Loai diéu chinh Téng luong Ngay bét dau 151112021
lwong

Ly do Bidu chinh luong

Ghi chi

Thang tin lvong

Thong tin lwong cii Thong tin lwong méi

Kiéu lwong Gio Kiéu lwong Thang

Misc lvong 38.000,00 Mic luong 40.000,00

Céu tric lwong HB tro khich hang - 01/03/2021 Céu tric lwong HB tro khich hang - 01/03/2021
# Phy cép hang thang Misc luong cii Mic luong
1 Phu clp khac 500.000,00 50000000
2 Phy cép dién thoai 000 0,00

TP.HCNS s& xem xét => chon Phé duyét/Ttr chéi diéu chinh lwong cia CBNV.



- Phé duyét: Néu TP.HCNS phé duyét thi s& c6 thong bao dén CBNV duoc diéu
chinh, CBQL va nhéan vién C&B.
Binh Thi Hwong
O Yéu ciu Diéu chinh lrong cla nhan vién
Bli Thi Hang d3 dwrorc x&c nhan.
SAR021M10/00002

Chuyén sang trang thai Chd GDTC phé duyét

Chdr GETC phé duyét

Va c6 thong bao dén CBQL cua nhan vién duge diéu chinh luong, nhan vién C&B.
- Tir choi:
+ Tiur chdi diéu dé yéu cau chinh thong tin: Nhap 1y do => Xac nhan =>

Chuyén vé budc trude dé didu chinh thong tin.

Ly do tir chéi

Ly do tir chéi Y&u ciu diéu chinh théng tin

Ly do Diéu chinh lai théng tin

+ Tu chdi yéu cau diéu chinh lwong: Nhap 1y do => Xac nhin => Péng

ycu cau.
Ly do tir chéi x
Ly do tir chéi Tir chéi yéu ciu v
Ly do

Tir chéi yéu ciu nay

, . i Pé tir choi
Chuyén sang trang thai Pa tir choi

Va c¢6 thong bao dén CBNV duoc diéu chinh, CBQL va nhan vién C&B.



Binh Thi Hrong
o Yéu cau diéu chinh lrong cia nhan vién
Bii Thi Hang 33 bi tlr choi.
SAI2021/10/00002
Buwoc 3: GD tai chinh phé duyét
Giam dbc tai chinh s& nhan théng bao trén odoo => kich vao tén phiéu diéu chinh
luong trong thong bao.

Binh Thi Hwrong

o Ban cd phiéu diéu chinh lrong ciia nhan
vién BUi Thi Hing dang chd phé duyét, chi
tiét: SA2021/10/00002

Giam dbc tai chinh s& xem xét => chon Phé duyét dé phé duyét diéu chinh lwong cho

CBNV.
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Phé duyét | Tir chdi Chr GBTC phé duyét
SA/2021/10/00002

Thong tin nhan vién Ngwoi phé duyét

Nhan vién [EC TPHCNS

Chise c ang 9
Phong/Ban Trung tam HB tro khich han Giam déc [ECIDO001] Phan Trang Thiy
cBaL E

Chirc v T

Thong tin diéu chinh lwong

Logi diéu chinh Tang luong Ngay bit dau 15/1112021

Iwong
Lydo Bidu chinh luong
Ghi chi

Thong tin luong
Thong tin lwong cii Thong tin lwong méi
Kiéu lvong Gy 3 Thing
Misc lvong 38.000,00 40.000,00

Céu triic lvong HB tro khch hang - 01/03/2021 HG tro khach hang - 01/0312021

- Phé duyét: Néu GDPTC phé duyét thi s& c6 thong bao gui dén GP phy trach dé
GD phu trach phé duyét.
Va c6 théng bao dén CBNV dugc diéu chinh lwong, CBQL, nhan vién C&B va
TP.HCNS.

B0 Thi Thu Hirdrng
o Yéu cau Biéu chinh lvong cla nhén vién
Bui Thi Hing d8 dwoc xdc nhan.
SAL021M10/00002
Chuyén sang trang thai Ché Giam déc phé duyét.

Chir Giam doc phé duyét

- Tuwr choi:



+ Tiur chdi didu dé yéu ciu chinh thong tin: Nhap 1y do => Xac nhan =>

Chuyén vé budc trude dé diéu chinh thong tin.

Ly do tir chéi *
Ly do tir chéi Y&u céu diéu chinh théng tin v
Ly do Diéu chinh lai théng tin

+ Tiur chdi yéu ciu diéu chinh lwong: Nhap 1y do => Xac nhan => DPéng

N A
ycu cau.
Ly do tir chéi *
Ly do tir chéi Tir chéi yéu céu v
Ly do Tir chéi yéu ciu nay

, . i Dé tir choi
Chuyén sang trang thai Pa tir choi

Va c6 thong bao dén CBNV, CBQL cua nhan vién dugc diéu chinh lwong, nhan vién

C&B va TP.HCNS.

D6 Thi Thu Hwrérng

o Yéu cau diéu chinh lrong cia nhén vién
B0i Thi Hang d3 bi tlr choi.
SA/2021/10/00002

Buwiéc 4: Gidm doc phu trach phé duyét
Giam dbc phu trach s& nhan thong béo trén odoo => kich vao tén phiéu diéu chinh
luong trong thong bao.

D6 Thi Thu Hwéng

o Ban co phiéu diéu chinh lrong cla nhan
vién Bii Thi Hing dang chéy phé duyét, chi
tiet: SA/2021/10/00002



Giam dbc phu trach s€ xem xét => chon Phé duyét/Tu chdi diéu chinh lvong cho

CBNV.
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Sira NRELY
P [ o |

SA/2021/10/00002

Thong tin nhan vién
Nhan vién [ECI
Chire vy ci
Phéng/Ban Trung tar
ceaL

Chize vy

Thong tin diéu chinh lwong

Loai diéu chinh Tang luong
Iwong

Ly do Biéu chinh lrong
Ghi chi

U1 <>

Chor Gidm adc phé duyét

Ngwoi phé duyét

Ngay bt dau 151172021

- Phé duyét: Néu GP phu trach phé duyét thi phiéu diéu chinh lwong s& chuyén

sang trang thai Hoan thanh.

Hoan thanh

Va co thong bao dén CBNV duoc diéu chinh, CBQL cua nhan vién d6, nhin vién

C&B, TP.HCNS va GDTC.

Phan Trong Thiy

o Yéu cau Biéu chinh long cla nhén vién
Bii Thi Hang g3 durgc xdc nhén, chi tiét:
SAZ021M10/00002

- Tw choi:

Phan Trong Thiy
o Yéu cau diéu chinh lrong cla ban g3
dirre xac nhan. SA2021/10/00002

+ Tir chéi diéu dé yéu cau chinh thong tin: Nhap 1y do => Xac nhan =>

Chuyén vé budc trude dé dicu chinh thong tin.

Ly do tir chdi x
Ly do tir chédi ¥&u cau diéu chinh théng tin v
Ly do Diéu chinh lai théng tin

+ Tur chéi yéu cau diéu chinh lwong: Nhap 1y do => Xac nhan => Péng

y€u cau, chuyén sang trang thai Pa tir choi.



Ly do tir chéi x

Ly do tir chéi Tir chéi yéu ciu v

Ly do Tir chéi yéu ciu nay

, _ i Pé tir choi
Chuyén sang trang thai Pa tir choi

Néu GD phu trach tir chdi c6 thong bao dén CBNV duoc diéu chinh luong, CBQL cua
nhan vién do, nhan vién C&B, TP.HCNS va GPTC.

Phan Trong Thiy
o Yéu cau diéu chinh lreng cia nhan vién
Bli Thi Hang d3 bi tlr chéi.
SALZ021M10/00002
Buwéc 5: Hoan thanh diéu chinh lwong
Sau khi GD d4 phé duyét s& c6 thong tin ngay phé duyét, sé quyét dinh, file quyét dinh
diéu chinh lwong s& duoc dinh kém ludn tai truong QD Diéu chinh lwong

Thong tin diéu chinh Iwong

Loai diéu chinh Tang lvong Start Date 06/12/2021
lwong Number Contract 00015/2021/QBL-ECB
Ngay phé duyét 061212021

QD Diéu chinh lwong & QP Bidu chinh Ireng Binh Nhu Kién. docx
Sau khi diéu chinh luong cia CBNV hoan tit, dén ngay diéu chinh luong trén phiéu
diéu chinh, thong tin luong cia CBNV (thong tin HDLD) s& tu cap nhat thong tin

luvong.



