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5 BWO'C PANG KY TAl KHOAN AmA CHO DOANH NGHIEP

1. Truy cap website: ama.it.com
Go to: ama.it.com

A : ama.it.com
Pang ky _|—> 2. Chon thé loai AmA Business

Sign up Choose AmA Business Category
s s A HFEAMA BUZES)

Cl?ck chon: Bt dau _|—> 3. Chon Géi Dich Vu phu hop
Click to: Start Select your service package

AR | TP BEEHRSES

Click: Chon goi _|—> 4. Nhap Thong tin ding ky theo mau

Click to ChOOSi a package Fill in the registration form
REBRRESR EHE T E

Click: Xac nhan ‘ 5. Xac thuc tai khoan, hoan tat.
Click: Confirm Verity, complete registration
AU v compete 7ed

GUEFF SC R E
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€ 3 ¢ %[amaitam]<— | 1 ool TRCRR

1 Truy cap website: ama.it.com

Go to: ama.it.com

Tin tde
Chinh sach \
HA: ama.it.com
Lién hé
AmA o 2. Dang ky
DINH VI CHAM CONG |
Gidi phap s8 héa Quan ly nhan sy cho moi Doanh nghiép Slgn up
=7 S EH

Trai nghiém san pham dung thir mién phi ngay

Két ndi véi AmA

K K




5 BWO'C DANG KY TAl KHOAN AmA CHO DOANH NGHIEP

¢ 30

amaitcom

Lua chon AmA cho ké hoach ctiia ban

Trai nghiém mién phi
Ung dung AmA

. Binh vi chdm céng béng sinh tréc hoc
. Thiét Iap ca kip lam viéc cha nhén vién

. Soan thao dgn tif theo nhu cdu cla tiing

nhdan vién

. S{ dung tdi da 5 tai khodn (bao gém tai

khodan Qudn tri)

. Mién phi trai nghiém (ng dung trong 12

thang

/ DPang ky tai khoan a

AmA Business

. Binh vi chdm céng béang sinh trdc hoc.

. Thiét Iap ca kip lam viéc cho nhan vién

chinh thifc va nhén vién parttime.

. Soan thao don tif theo nhu cdu cla ting

nhdn vién.

. Phdn céng quan ly phé duyét cdac don td.
. Xudt bang téng két céng, bang Iuong cla

nhan vién vé email cla Quan trj vién va
tlfng nhan vién.

. Luu trif, quan ly hd s cla phéng ban,
nhan vién.

. Bang tin ndi bé tric quan, tudng tac da

chiéu

. Lam mdi tai khoan ng dung.

9. Khoéng gidi han tai khoan sif dung Ung

dung.

o &y

1. Chon thé loai AmA Business
Choose AmA Business Category
HFEAMA BVZER)

2. Click: Bat dau

Click to: Start
S OTEFE - TTAE
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€ 3 0 % amaitcom

CRTRS

Lua chon Goi nhu cau clia Ban

COBAN

7.000d [ Thengitk

1. Thiét lap i da 2 dia diém
I vige wi 3 ca kip cho nhan
vién chinh thiic va parttime.

2. Binh vi chdm céng béng sinh
tréic hoe.

3. Soan thdo daon tlr theo nhu
cdu nhén vién.

4. Phan céng quan Iy phé duyét
cdc ddn .

5. Bdo cdo tinh hinh nhén su
dang trong ca lam viée.

6. Xudt File béng téng két céng
cla nhén vién.

7. Tao, nhdp dir liéu phéng ban;
xudt théng tin hé s nhan sy
cd bdn.

8. Luu trlf, quan Iy hé so cla
phong ban, nhan vién.

9. Bang béng tin ndi bd nhanh,
true quan, Wang tac, da
chiéu.

10. Lam mdi téi khodn Ung dung.

TIEU CHUAN

10.000d [ thangrrx

CAO CAP O\

15.000d [ thangrTk

« Bao gém tt ca tinh niing cla
Goi Ca Ban

« Thiét 1ap tai da 10 tru sd lam
vige va 5 ca kip.

« Xufit théng tin chi tiét vé hd
so nhdn su: HBLD, biing cdp,
ching chi,...

= Bao gbm tdt cd tinh nédng cla
Goi tidu chudn.

« Thiét 1ap tru sd lam vige vé
ca kip khang gidi han.

= Théng béo phiéu lugng qua
email cda nhan vién.

DANH CHO PAI LY
Vui léng lién hé tryc tiép

AmA

Phat trién bén viing cung AmA

1. Sén séing chia & co hai vé
déing hénh 1du déi.

2. Bdo vé Bai ly trude nhing
bién déng thi trugsng.

3. Bdo vé khdch hiang cla Bai
Iy, dém béo tinh céng béng
trén hé thdng phan phéi.

4. Clng Bai ly md réng thi
trudng, md rdng kénh phan
phdi.

5. Chinh sdch chiét khéu mua
héng dinh ky t&t nhat thi
trusng.

1. Lua chon géi dich vu phu hop
Select your service package
BEEHIR S EE

2. Click: Chon géi
Click to choose a package

RITAFEEE
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€ 3 (0 % amaitcom o Q%

I Thiét 1ap théng tin Céng ty Buwéc 4

1. Nh3p thong tin theo form dang ky

Anh dai dién

Fill in the registration form
Cang ty

Cong ty ABC 1E BT

Tén tiéng Anh/viét tét Ma s thué

ABC M 56 thud 2. Click: Xac nhan

Bia chi

Click: Confirm

Bia chi chém edng
& )
Nguai quan tr S dien thoai sm i’t ﬁﬁ Z/(

Nguyén A 56 dién thoai

Email

dangthuthao.la@gmail.com

Mat khéu

LR L)

Béing viéc dang nhap/ding ky, ban déng ¥ véi cac didu khodan sir
dung cla AmA




5 BWO'C DANG KY TAl KHOAN AmA CHO DOANH NGHIEP

Xac thuc tai khoan AmA - Dinh vi cham cong e x

AmA - Dinh vi chim cdng «techsama 1 coms

tome v

Xéc thwe Email cho tai khoan AmA - Binh vi chdm céng
¥Xh.chdo Ouf ik~ Cong ty TNHH TMDV Cdng Ngh¢ Bao Minh 1. Ldy m3 xac thye tai khoan tir

Ching 13i xin chdin thanh cim on Quy khach da dang ky tai khodn vi trdr thanh mdt thanh vién cia AmA - Dinh vl chim cong ema[l da dang ky.
Go to the registered email to get the

Diy & md xéc thire cla quy khach account verification code.

1 _.[-] P BRI T L T 50 6
M xdc thye ndy ¢ hibu e trang vong 30 phit kik & khi ding ky

Bng viéc xdc thuc email, Quy khach ¢6 thé bao vé tai khoan cia minh d4 tranh bi ngudi khéc ki dung email cia minh déng ky tai khoan vao muc dich xéu

Néu cén hd tro, Quy khiich hiy Bdn hd hom thu cham soc khich hing: sale@ama i com
Hin hanh duoc phuc vy Quy khéch, chao trén trong |

AmA | GIAIPHAP SO HOA QUAN LY NHAN SU CHO MOI DOANH NGHIEP

L) 200V6Thj Dang, phutng Tan Mg, TP. HCM

AmA 0383 100 130

DINH V| CHAM CONG o tech@ama.it.com - sale@ama.it.com
2] amaitcom
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€ 3 0 % amaitcom

2. Nhap MA XAC THU'C vao hé

Trang cha th(’i'ng AmA
Bang gia
e Enter the VERIFICATION CODE from the email
Tin tdc E
Chinh séch into the AmA system.
a - ” - e kd 2N /—\ ? Z\:
Lién hé xdc th l."c tal khoan MEFRHEDIGA G2 IFFFFIAMA ?%/Z/l,
WlKing it mbe i i e 3. Xac nhan, hoan t4t ding ky.
dé xac thyc tai khoan
Verity, complete registration
| 3B 8 5 0 1 9 — R
2 > BUFH R

® 00

© Viét Nam
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1. Thiét |ap théng tin Cong ty, dia diém, ca lam viéc
Set up company information, locations, and work shifts
RENAMER. Tt MyR

» 2. Tao phong ban, nh3p hé so nhan vién, phan céng ca kip
Create departments and enter employee profiles
BIZZFBMHRARTER

L 3. Phan cong nguwoi quan ly & phé duyét don tw
Assign managers & approval workflows
NEEEEFREHHME

L » 4, Caidat Bang luong

Payroll Settings
FRRE

L » 5. Ddng tai Bang tin ndi bo
Activate employee app accounts

BUER IR AKF

|, 6. Kich hoat tai khoan AmA cho Nhan vién
Activate employee app accounts

HUE R TR K

L, 7. Theo ddi cdc bdo cdo tir hé thong
Monitor reports from the system

MR i iRkE
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Thiét 13p thong tin Cong ty, dia
diém, ca kip.

Set up company information, locations,
and shifts.

RENTER - RMITR.

==
B
B
E
=
En
=
Em
LS
|3

1. Cap nhat anh bia.
Update wallpaper.

SERTEEAR.

2. Cap nhat hinh dai dién DIA DIEM LAM VIEC Khoang cach cham céng CA LAM VIEC

Update profile picture. L }
BEFTSLR. o Chi nhéanh 1 - @ Casang

96 dudng 45, phudng Tan Hung, Tp H® Chi Minh 08:00 - 12:00
Ca chiéu
Q Van phong céng ty o @ 13:30 - 17:30
28/83/15 Hd Thanh Bién, Ph. Chanh Hung, Tp HCM
o Chi nhanh 2 50
200 dudng s6 9, Phudng Tan My, Thanh phd H6 Chi Minh
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Thiét 1ap thong tin Céng ty, dia diém,
ca kip.

Set up company information, locations, and
shifts.

REATSMER - MRAER.

3. Cai dat cac dia diém lam viéc.
Set up work locations.

2B T Fih .

4. Cai dat ca lam viéc.
Set up work shifts.
SETIENIR.

Sau khi nhap du thong tin, Click Xac
nhan dé€ hoan tat thiét lap.

After entering all the information, click
Confirm to complete the setup.

WAZZERG RN LITHRE.

Chinh Stra
Tén dia diém (VN): Tén dia diém (EN): Tén dia diém (CN):

Vin Phong Céng ty Company Office REDAE

Dia Chi (VN): Dia Chi (EN): Bia Chi (CN):
28/83/15 HO Thanh Bién, P. Chdnh Hung, Tp. 28/83/15 Ho Thanh Bien, Chanh Hung Ward BAARIA28/83/155, B, BAEERT

Khoang cach chim cdng(mét):
50

THUGNG A e | Tung Lnann

Bando  Vetinh / ' . Bat Biru Phat Dail- )
7 ChiaThanh Tam (Phat.> 1

AN PHU DONG

AP TIEN LAN Emart Phan Huy, h:h'\o/
BA DIEM f

L
&
&

S
G LOTTE Mart G Vép
U '

Beta Cinemas

0 ﬁ@é& Nha the LagsQuang (@) Quang Trung\oj '
A San'golf Tan Son Nhﬁt'@' PHUONG 10 |

0% i . % :
e TAN THG| NHAT # ~ Y
Abita / - Trudmg Dai =

- L A Y s \ Siéu thi Emart
XA VINH LOC A e Tha ] pho hog Cong@, \o/ Pllfan V'aanr'i"

%
] “dy, oot nghiép
i N|{Ther Gido @) " _Ho Chi\Minh TP‘H?/
DIG\FNB@/I.' /X 6o May ) ? ol SR 1t ik <

[ 4 ONGWIER
. i GIA DINH
i That ¢y, | e, s 4
i Tam\@/ g Tan @/

PHUBNG 13 CONGVIEN oo HUTECH - Par hot
AEON MALL TAN PHU@ T Ny, | Hoang @ cong nghéTPHCM‘
rnhL(:cB-@ o D, TR s

g-g,VF . NhaGaVi ‘ll‘

: Cong \ Vlén a
“hita Vinh Nohiem (€23 ki e
2 . Phim t&t | D liéu bén dd £2025 Google |D\eu khoén  Bao céo mul Imbnruﬁi

— D

hg Vinh Léc A

Chu Béo BBQ Buffet o
GOOQ'GVENH LoC B . Nugng Tan Phi N7



7 BWOC THIET LAP TAl KHOAN AmA DANH CHO QUAN LY

Tao Phong ban, hé so’ nhan vién, phan

cong ca kip.
Create departments and employee profiles.

BIZERI JARARTER.

1. Thém Phong ban.
Add departments.

ARINERT ).

2. Thém nhém trong Phong.
Create groups within departments.

FTERR I e/ A,

3. Thém tén nhan vién thuéc Phong/ Nhom.
Add employee names to Departments/
Groups.

AMRTHRRPREE]//INE.

9 AmA

B6 phan
Q Tim nhan vién
b Chitich h
» Gidm déc
v Hanh chinh Y.

[ - 2 Phongnhansy ]

Lé Mai Thao Chi

BUi Thi Phuang Linl

Pe

Lam Tuyét Lan

% Dang Thi Thanh Bic

4, Phong tai chinh
“* t6ng hop

-

o Phong quén Iy tai
-
san

-

-

2, Phong IT

-

2%, Phang phap ché

-

2%, Phang dio tao
» | Taichinh ké toan

» - Sanxudt kinh doanh
) Kinh té ké hoach

4 Dautu

@ Lé Mai Thao Chi
. Chire vu: HR
Gidithieu  HoSo  Taikhodn AmA
THONG TIN CHUNG

Can cudc cong dan
096199001463

Gidi tinh
Qj Nit

-

Ngay sinh
18-9-1991

£ 2

S6 tai khoan
7508205144443 Ngén hang Agribank - Chi nhanh Pha
Tan- Ca Mau

M s6 thué ca nhan
8702505990

Dia chi thudng trd
19A Mac Thién Tich, Phirdng Xuén Khénh, TP Can Tho

> @ a

® «

0 O

Email
thaochi189@gmail.com

Trinh d6 chuyén mén

Quan ly nhén sy

Thdi gian lam viéc

Ca séng (08:00:00 - 12:00:00)
Ca chiéu (13:30:00 - 17:30:00)

Luong déng BHXH
10.000.000

Dia chi tam trd
52 Nguyén Thj Tan, Phugng Chanh Hung, TP. Ho Chi Minh

i
)
L
0
¢

Ngay nhan viéc
1-8-2022

Thai gian thir viéc
2 Thang

Lién hé
0384014362

S6 BHXH
9422119788

L9 trinh phat trién%
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4. Nhap profile chi tiét cda tirng nhan vién.
Enter detailed profiles for each employee.

MASNRTAFEARER.

9 AmA

B3 phan

Q Tim nhén vién

)

)

4

-

-

-

Cha tich

Gidm déc

Hanh chinh

2, Phéng nhan sy

2 L& Mai Thao Chi

£ BUi Thi Phuang Linl
£ L&m Tuyét Lan

2 Dang Thi Thanh Bic

4 Phong tai chinh
“* t6ng hap

4 Phong quan Iy tai
- ,
san

2% Phong IT

2%, Phong phép ché
2 Phong dao tao
Tai chinh ké todn
San xudt kinh doanh
Kinh té k& hoach

Déu tu

Lé Mai Thao Chi
Chiecvu: HR

Tai khoan AmA

>

idi thiéu Ho6 Sa

THONG TIN CHUNG

5 Can cudc cong dan
096199001463

4 Ngdy sinh Gidi tinh
ﬁ 18-9-1991 Q‘)‘ Nir

S6 tai khoan
7508205144443 Ngan hang Agribank - Chi nhanh Phu
Tan- Ca Mau

M s6 thué ca nhén
8702505990

Dia chi thudng tri
A Mac Thién Tich, Phuéng Xuan Khénh, TP Cén The

H

W

@

Email
thaochi189@gmail.com

Trinh d6 chuyén mon

Quan ly nhan sy

Thdi gian lam viéc

Ca sang (08:00:00 - 12:00:00)
Ca chigu (13:30:00 - 17:30:00)

Luong dong BHXH
10.000.000

Dia chi tam trd
52 Nguyén Thj Tan, Phugng Chanh Hung, TP. Ho Chi Minh

shads  Ngay nhan viéc
1-8-2022

9 Thai gian thir viéc
\ :
2Théng

\. Lién hé
0384014362

S6 BHXH
9422119788

& L9 trinh phat trién"




7 BUOC THIET LAP TAl KHOAN AmA DANH CHO QUAN LY

N\
o JO g 2 0 W @ # ()
BS phan
Q Tim nhan vién

Phan cong nguoi quan ly va phé
duyét don tur.

Assign managers and approval roles.
NEEEESFARE

1. Chon Nguwoi duyét phép: La ngudi cé vai tro
duyét don cho nhan vién theo so d6 phan céng
quan ly. Khi nhan vién lam don s& chon nguoi
duyét don phu hop.

- Select the approver: The manager responsible for
approving requests based on department. When
employees submit a form, they must choose the
appropriate approver

- BEEMNA - RIEES T2 BB B FALKIRET
EHE, T LEXFEHELZENNHIEFMA -

2 Chon Ngwoi nhan thong bao: La ngudi thudc bd
phan c6 lién quan dén viéc theo ddi cong, ca cla
nhan vién: K& toan, Quan ly nhan sy, Tién luong.

- Select the person to receive notifications:
Typically staff from Accounting, HR, or Payroll
who need to follow attendance data.
SIEEEVGRHAG WS - ASBSFHFRE
BEFXIZHERHMEXAR -

£ BUi Thi Phuong Linl

2 Lam Tuyét Lan

2 Ding Thi Thanh Bic

4, Phong tai chinh
“* t6ng hap

4 Phong quan Iy tai
-,
san

» 2. PhongIT

-

2%, Phong phap ché

-

2%, Phong dao tao
Tai chinh ké toan
San xuét kinh doanh
Kinh té ké hoach
Pautu

Quan ly thiét ké

Marketing

Cham soc khach hang

+ Thém phong ban

Gigithieu  Ho So

THONG TIN NHAN VIEN

© O I De

Tén déng nhap
B12.thaochi

Mat khau:

REEREIE R

Dia diém chdm cong
Vén phong cong ty

Khoang cach chdm cong
50m

Lé Mai Thao Chi

Chic vu: HR

Tai khoan AmA

Ca Lam Viéc

s

- Ca sang (08:00 - 12:00)
- Ca chigu (13:30 - 17:30)

Hinh thic chdm cong
Ca lam viéc ¢6 dinh

@D Chém cong bt ké khoang cach

@D Sinh trac hoc khi chdm cng

NGUGI DUYET PHEP

.
sy 3 Diép Pan Tam
QW Giamdac

¢ Chinh Sita
’ NHAN THONG BAO
Cao Thi Bao Vy

Tai chinh ké toan

Phan Thiy An
Tai chinh ké toan

_J
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Budc 4

Cai dat Bang lwong.
Payroll Settings.
FEHRIRE.

1. Vao menu.
Go to the menu and.

AR,

2. Chon Macro lvong.
Select Marco Payroll.
E1E Marco T -

9 AmA

Bo phan

Q Tim nhén vién

» Chd tich
» Giam déc
» Hanh chinh

» Tai chinh ké toan

» San xuét kinh doanh
» Kinh t€ k& hoach

» Dau tu

> Quanly thiét k&

» © Marketing

»  Cham soc khach hang

o

Tai khoan AmA

Chirc vu: HR

Gidi thiéu Ho Sa

THONG TIN CHUNG

Cén cudc cong dan
096199001463

s44  Ngay sinh Gidi tinh
18-9-1991 le Nir

| 2

S6 tai khoan
7508205144443 Ngan hang Agribank - Chi nhénh Phi
Tan- Ca Mau

M4 sG thué ca nhan
8702505990

Dia chi thudng trd
19A Mac Thién Tich, Phuéng Xuan Khénh, TP Cén Tho

> A

Lé Mai Thao Chi

[ 1]
=

n «

0 O

Email
thaochi189@gmail.com

Trinh d6 chuyén mén

Quan ly nhén sy

Thdi gian lam viéc

Ca sang (08:00:00 - 12:00:00)
Ca chiéu (13:30:00 - 17:30:00)

Luong déng BHXH
10.000.000

Dia chi tam trd
52 Nguyén Thi Tan, Phugng Chanh Hung, TP. Ho Chi Minh

©

e Q@

Trai nghiém goi cao cap

[ Marco lugng

$ Bang lueng

Ngay nhan viéc
1-8-2022

Thdi gian thi viéc
2 Thang

Lién hé
0384014362

S6 BHXH
9422119788

L trinh phét trién"»
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Budc 4

Cai dit Bang lwong

2. Vao Bang Macro don
Nhap thong tin vao cac hang muc trén bang
hién thi:

A

Lwu y:

- STT 1- 7: Hé théng tu truy xuat dir liéu twr
BANG KET CONG. N&u mudn diéu chinh
thong tin cla cdc hang muc nay thi phai
diéu chinh tir Bang két céng.

- STT 8 tré vé sau: Tuy thudc vao bang
lwong cha tirng Cong ty ma cd su diéu
chinh sao cho phl hgp véi tiéu chi cla
Cong ty.

Lwu y: & Cot ky hiéu, Quy wdc ciu tric nhu
sau: chit in hoa, khéng dau, tdi da 10 ky tu.

9 AmA

g 2 0 W @ E (0

BangMacrodon [N Bing gis i Macrodon || Bang Macra phie H Bing Cot Lugng ¢ luong ‘
BANG MACRO BON ©)

STT TEN MACRO KY HIEU Y NGHIA NGUON DU LIEU

1 Nghi c6 phép NCP Nghi ¢ phép trong thang Tir béng cong

2 Nghi khéng phép NKP Nghi khdng phép trong thang Tir béng cong

3 Ngay cbng chuin NCC S6 ngay cong chuan cla théng hién tai Tif bang cdng

4 S6 ngay cong hién tai NCHT S6 ngdy cong hién tai trong thang Tit bdng cong

5 Téng gidf cong hién tai TGCHT  Téng gid cong hién tai trong thing Tit bdng cong

6 Téng gidl cong tang ca hién tai TGCTC Téng gid cong tang ca hién tai trong thang Tir bang cong

7 Luiong déng bdo hiém x& hoi LBHXH  Luong dong bdo hiém x hoi trén hgp dong BHXH

8 Ludng théa thuan T Ludng thda thuén Nhap liéu

9 An tria AR Antrva Nhap liéu

10 Boing phuc DPH Dong phuc Nhap liéu

1 Dién thoai DTH Dién thoai Nhap liéu

12 Xang xe di lai XXDL Xang xe di lai Nhap liéu

13 Giam trif gia cnh GTGC Gidm trlt gia canh Nhap liéu

a Thém mdi macro N‘hép‘liéu

Activate-Wincows
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» W
Buodrc 4 9‘"‘“ g 2 0O W @ # (0]
Macro don i'IF._\m]gi,slul\hmuzllnl ‘ Bing Matro phi i Bang Cat Lueng ’ Cing the leang
. e o d ? I
Cai dat Bang luvong
TEAM IT AMA Thang - Nam:  04-2025
3. Vao Bang Gia Tri Macro Don T
A ., . 2 N 2 PR LUONG THOA " o GIAM TRU GIA
Nhap gid tri cua tung hang muc trong bang STT | NHAN VIEN N AN TRUA DONG PHUC DIEN THOAI XANG XE DI LAl chwm
hién thi.
1 Trang Nguyén Khang 15000000 730000 415000 300000 400000 11000000
Go to the Single Macro Value Table 2 TranCéng Du Hinh 14000000 730000 415000 300000 400000 11000000
Er\ter the value for each item in the 3 | N T 14000000 720000 415000 300000 A0 i
displayed table.
4 PHAM TUAN HOANG 13000000 730000 415000 300000 400000 11000000
S, [l .
HEAR—RER o . 5| Nouyén VinTidn 18000000 730000 415000 300000 400000 o000 b
EETRHERBPHAS I NBENEE - ,
6 TRANDINH KHOI 15000000 730000 415000 300000 400000 11000000
7 NGUYEN HUA GIA PHUC 15000000 730000 415000 300000 400000 11000000
8 TAHOANGHA 15000000 730000 415000 300000 400000 11000000
9 TRANTHAIBAO 8000000 730000 415000 300000 400000 11000000
10 VU THANH DUONG 8000000 730000 415000 300000 400000 11000000
11 HOANG HUY CANH 8000000 730000 415000 300000 400000 11000000
gm' mﬁ.
Bang nhdp liéu ctia thang hién hanh sé hoc tif thang géin nhat
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Buwédc 4 QAM g 2 0 W @ # (0

Bang Macro don H Bang gia tri Macro dan [ Bang Macro philc ﬂ 8ang Cot Luong Céng thirc luong
e v ?
Cai dat Bang luvong
BANG MACRO PHUC @
5 Y kd A
4. Vao Ba ng Macro Phirc STT TEN MACRO KY HiEU CONG THUC
Nhap tén cac hang muc trong c6t Macro. 4 1
1 Luong thuc t& theo gid cng LTTT6C LTT*TGCHT/(NCC™8) 0
Lu’u !'!: 2 Dan gid gid cong DGGC LBHXH/(NCC*8) U
3 Luang theo gi¢ cng thuc té LTGCTT TGCHT/(NCC*8)*LBHXH U
C:Ot Cong thU'C dU'Q'C su dU ng C?IC (‘:ac‘ph(?p 4 Tién thudng KPI TTKPI LTTTGC-LTGCTT-ATR-DPH-DTH-XXDL U
tinh: [+, —, x, +, 7, %. () ], con sO va ham if.
5 Téng thu nhap TIN LTGCTT+ATR+DPH+DTH+XXDL+TTKPI U
. 1 )
Do6i v&i ham if thi nhap chit if viét thuong, 6 Bdohidm i hoi BHXH LBHXH'8% o0
va trong 1 cong thirc phai du 3 vé, gilra cac 7| Blotidnyte BT B B 0
~ \ ~ ~
vé dung dau phay.
8 Bao hiém that nghiép BHTN LBHXH*1% D
9 Tang thu nhap chiu thué TNCN TINCT TTN-ATR-DPH-DTH U
10 Thu nhép tinh thué TNCN TNTTT If(TTNCT-BHXH-BHYT-BHTN-GTGC>0, TTNCT-BHXH-BHYT-BHTN-GTGC,0) U
1" Thué thu nhp ca nhan TINCN If(TNTTT<0,0,if(TNTTT <=5000000,TNTTT*5%,f(TNTTT<=10000000,(TNTTT-5000000)*10%+250000,f(TNTTT<=18000000,(TNTTT-10000000)*15%+750000, U
12 Téng khau trif TKT BHXH+BHYT+BHTN U
13 Téng tién ting ca TIc TGCTC*DGGC 2 U
a Thém mdi Macro phtic
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Buéc 4 Q $ 2 0 W @ # (0)

Bang Macro don I Bang gié tri Macro'don { Bang Macro phizc [Ba’ng Cot Luang ] Cénig thirc luong ‘
e 3 ?
Cai dat Bang lwong CAC COT LUONG HIEN HANH ©)
. 2 ~ STT TEN COT CONG THUC PHAN LOAI

5. Vao BANG COT LUO'NG

Nhap tén cot, cdng thirc va phan loai. 1 Luongthdathudn m Luorg 0
2 S6gigcong TGCHT Théng tin thém 0

Go to the Salary Column Table

- 3
Enter the column name, formula, and 1| HeniNERTeRcag e i 0
classification. 4 | igedsén Lok Liong 0
+
s + 3. 5  Dongid gig cong DGGC Théng tin thém
B AR RTIR o
A\

EEUAg U‘g N @ﬂ*ﬂﬁj\gﬁi ° 6 Luong theo gid cong thyc té LTGCTT Thong tin thém U
7 S8qidting ca T6CTC Thng tin thém 0
8 Antus ATR Phu cip 0
9 Déng phuc DPH Phu cip U
10 Diénthoai DTH Phu cip 0
11 Ngay cong tic Ngay D
12 Hanmic Théng tin thém 0
13 | Cong técphi Théng tin thém U
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Budc 4

Cai dat Bang lwong

6. Vao Cong Thirc Lwong

Chon THU TU HIEN THI TRONG LUONG tao
nhitng tén cét hién trong bang luvong chi
tiét, chon CONG THU'C TINH CAC CQOT va
thiét 1ap cac cdng thirc dé tinh phan thyc
lanh.

Go to Salary Formulas

Select Display Order in Salary, create the
column names to be shown in the detailed
payroll table, choose Column Calculation
Formulas, and set up the formulas to
calculate the net payable amount.

BAFEANIRE

e IRPNERE - QZETHR
MRP BRI - EFE FIHHERT -
FREFTUHELATENAT

9 AmA

g 2 0 W @

Bang Macroddn | Bang gid tri Macro dan | Bang Macro phfc

Bang Cot Luang | Céng thifc lwong ‘

CAU TRUC HIEN THI VA CONG THUC TINH LUONG

PHONG BAN

BOD

BP Néivu

BP Ké todn

Phong Dy &n

BP MRB

BP Phap Ché

TEAM IT AMA

SALE

THU TU CAC COT HIEN TH| TRONG LUONG

Thang

Ludng thda thuan => S6 id cong => Ludng thyc té theo id cong => Luang theo gid cong thyc t& => Téng thu nhap => Téng khau trlt => Téng thu nhap chiu thué

TNCN => Thu nhap tinh thué TNCN

Luong théa thuin => S6 gid cong => Luang thuic t& theo gidf cong => Lutdng theo gid cong thuc t& => Téng thu nhap => Téng khau trif => Téng thu nhap chiu thué

TNCN => Thu nhap tinh thué TNCN => Téng tién ting ca

Ludng thda thuan => S6 gid cong => Luong thyc té theo gid cong => Ludng theo gi& cong thuc té => Tdng thu nhap => Téng khéu trlr => Téng thu nhap chiu thué

TNCN => Thu nhap tinh thué TNCN => Téng tién ting ca => Dién thoai

Ludng théa thuan => S6 gid cong => Ludng thyc t& theo gid cong => Luang theo gid cong thic t& => Tdng thu nhap => Téng khau trlt => Téng thu nhap chiu thué

TNCN => Thu nhap tinh thué TNCN => Téng tién ting ca => Tién thudng KPI => Cong tac phi => Xang xe, di lai

Ludng thda thuan => Tign thudng KPI => Ludng thuc té theo gid cng => Ludng theo gid cng thuc té => Téng thu nhap => Téng khéu trlf => Téng thu nhap chiu thué

TNCN => Thu nhap tinh thué TNCN

Ludng thda thuan => 56 id cong => Ludng thuc té theo gid cong => Luang theo gi& cong thuc t& => Tdng thu nhap => Téng khau trlf => Téng thu nhap chiu thué

TNCN => Thu nhap tinh thué TNCN => Téng tién téng ca

Ludng thda thuan => Lugng thyc té theo gidf cong => S6 gid cng => Luang theo gid cong thuc t& => Téng thu nhap => Tdng khau trlt => Téng thu nhap chiu thué
Activate WincTéngjdu it

TNCN => Thu nhép tinh thué TNCN => Dang phuc

Lugng cd ban => S6 gid cong => Ludng thuic té theo giéf cong => Ludng theo gid cong thuc t& => Tign thudng KPI => Tang khéu trir => Téng thu nhéb chid thué TNCN ‘T6ng thu hhép -

=> Thu nhép tinh thué TNCN => Dién thoai => Cdng tac phi => Xéng e, di lai

-Ném:  08-2025

CONG THUC TiNH

CAC cot

Téng thu nhdp -
Téng khdu trit

- Téng khiu trlf +
Téng thu nhdp

Téng thu nhp -
Téng khéu trit

Téng thu nhp -
Téng khau trit

Téng thu nhap -
Téng khéu trit

Téng thu nhp -
Téng khéu trit

Téng thu nhép -

Téng khéu trit
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Budrc 4 Q 8 2 0 W @ 40

‘ Thang - Nam:  07-2025 [|TEAM m ‘
. e v ?
Cai dat Bang lurong ™
TEAM IT %@ B
7. GUti bang lwong cho nhan vién o O THOA | SOGI0 | LUONGTHYCTETHEOGIO = LUONGTHEOGIGCONG | TONGTHU | TONGKHAU | TONG THUNHAP CHIUTHUE | THU NHAP TiNH THUE _— 6U
STT | 13TEN NHAN VIEN THUC LAN IN
Chon BANG LUONG chon gCri mail béng ) " THUAN CONG CONG THUCTE NHAP TRU TNCN TNCN ; EMAIL
. - AY ~ oA Ay
lrong chi tiét cho tirng nhan vién, tirng 1 Trang Nguyén Khang 15.000.000 142,06 11.580.978,26 11.580.978,26 1158097826 1575000 10.135.978,26 0 1000597826 & =
phong ban hodc toan cong ty. R
2 TrinCong DuHanh 14000000 64 4869.565,22 486956522 486956522 1470000 34245652 0 33095652 2B =
3 NgoTreuVt 14000000 151,19 11503.586,96 11503.586,96 1150358696 1470000 10.058.586,96 0 10.033.586,96 =
Send the payroll to employees g 8
i PHAM TUAN
Select Payroll Table to send detailed | e 13.000.000 16272 1149652174 149652174 149652174 1365000 10051521,74 0 0B 8 0=
payslips via email to each employee, )
department, or the whole company. 5 Nguyén Van Tién 18000000 136 13304347,83 13.304347,83 1330434783 1890000 11.859.347,83 0 41434783 B ©
6 TRANDINH KHOI 15000000 1836 149673913 149673913 149673913 1575000 135223913 473913 13323913 8 =
R P A =
RIEFRAREARL NGUYEN HUA GIA
P b 7 >z SER > — ] .000.! .000. 000! L.U00. D1l 100 A 420 o
£ TAS kg T RBMET iR 1| e 15000000 184 15000000 15000000 15000000 1575000 13555000 980,000 134500 &
N = L AILT G ELAN/NS
wENuRIL - g g o -
A5 S B AE] 8 TAHOANGHA 15000000 184 15000000 15000000 15000000 1575000 13555.000 980,000 134500 B &
9 TRANTHAIBAO 8.000.000 184 8.000.000 8,000,000 8.000.000 840.000 6.555.000 0 7.160.000 8 ©
10 VO THANH DUONG 8000.000 183,83 79926087 79926087 79926087 840000 65476087 0 71526087 B @ ®
11 HOANG HUY CANH 8000.000 144 6.260.869,57 6.260.869,57 6.260.869,57 840000 481586957 0 542086957 2B @&
TONG CONG: 104.960.869,58 =
A - ~ A ‘4
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Theo ddi cac Bao cdo tir hé thong - Monitor system reports - 12251k %K

Q ama a =2 O w @ s (O)

BANG CONG NHAT BANG KET CONG

4 > 2025-07 =| Tat Ca ~ Tim nhén vién Q Hanh chinh ~ :
THOI GIAN 28 29 30 31 01 02 03
TEN NHAN VIEN Thit 2 Thia 3 Thir 4 Thit 5 Thit 6 Thir 7 CN
‘O' ;f) IE\;Iinh Higu v v v v v v V'
‘®. ;noa[i) Trong Tin v o P \/ _ P o
@ o v v v v v v v
@ o v v v v v v v
& D v v v v v v v
@ rmmiacrens v v v v v v
& T v v v v v v Y
wel ;?:ftzaa? vy 17:31 v v v’ \/ e \/ N

1. BANG CONG NHAT - DAILY TIMESHEET - &%
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Theo ddi cac Bao cdo tir hé thong - Monitor system reports - 12251k %K

NHAT KY PON TU 01-07-2025 . 3107-2025 [
VI TRi NHAN VIEN  NHATKY CHAM CONG ~ DITRE  VESOM  CONG TAC NGHi PHEP  PART-TIME
TatCa v | Tatca Q
Tén Nhan Vién Thai Gian Bia diém M&i dung cong tac Ngudi duyét app Trang thai

Vii Manh Cu'éng 00:00:01 - 28/07/2025 Lé Anh Phucng

X ] Sunwah Quan trac IGn nghiéng dy &n . Pa duyét
Phong Du an 23:59:59 - 28/07/2025 Phong Dy an I
D8 Thanh Tuin 00:00:01 - 25/07/2025 ) hop cc phu thuan vs xir Iy d5u ndi Nguyén Vin Hoang D
Pheng Du an 23:59:59 - 25/07/2025 235 nve Phong Du an
Nguyén Hifu Tho 00:00:01 - 25/07/2025 . . . Lé Anh Phuang " 0

X ] Dw an Pessi Long an Hop, kiém tra hi sg . Ba duyét
Phong Du an 23:59:59 - 25/07/2025 Phong Dy an
Nguyén Ty V 17:00:00 - 24/07/2025 L& Pham Nhat Han

guyen Iy Iy il ngan hang BIDV nép bé sung hd so nam Fhat Rang DA duyét

BP K& todn 17:30:00 - 24/07/2025 BP K& toan

2. NHAT KY DO'N TU - SUMMARY TIMESHEET - hnBEF0ia 155
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@ Theo ddi cac Bao cdo tir hé thong - Monitor system reports - 12251k %K

- " =

BAO CAO PON TU

L d i
o (o] o
b ; 21 TRE ’x VE séMm x CcONG TAC

NHAT KY DON TU
VI TRi NHAN VIEN NHAT KY CHAM CONG D1 TRE VE sOM CONG TAC NGHIi PHEP
Tat Ca v ) T&tCa
Tén Nhan Vién Thgi gian vao ca Ly Do

© =
M

NGHIi PHEP

PART-TIME

Ngudi duyét app

01-08-2025 - 31-08-2025

Trang thai

(=)

o PART-TIME

NHANSU: 20720 | oo

Offline Online

{ \“ Nguyén Ai Nhu

\ Y/ Chu tich

/ || LéThi Héng Hanh
A\ § Chi tich

A\ D3 Manh Cudng

§ ‘ Chii tich
(&S “Digp CaniNgsn |/
S P/ S HAMASEo activate Windows

3. THEO DOI SO LWONG NHAN VIEN TRONG CA LAM VIEC - MONITOR THE NUMBER OF EMPLOYEES ON SHIFT - M4 A £ MR T AL
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Budc 6

Kich hoat tai khoan trng dung cho
nhan vién
Activate app accounts for employees

AR EEN AWK

Sau khi khai tao hoan tat, Ngwdi quan tri glri thong
tin tai khoan AmA cho tirng nhan vién, bao gém:
Tén dang nhap (hoic sb dién thoai) va mat khau;
dong thoi hudng dan nhan vién diang nhap va st
dung app AmA trén dién thoai di dong.

After setup is complete, the administrator sends
AmA account login credential: Username (or phone
number) and password; also provide guidance for
employees to log in and use the AmA app on their
mobile phones.

HVRIETERE, BERZN AMAKFERA
EEBNURT - 8 P& (NEBESE ) A
&5 ; FENESRTEFI EERIFER AmA
N -

Q AmA

Bo phan
Q Tim nhan vién

v | Chitich
£ Nguyén Ai Nhy
2 L& Thj Hong Hanh
£ D6 Manh Cudng
v | Giam déc

2 Ly GiaAn

£ CaoNguyén Thé Phuo

~ DiépPan Tam

v Hanh chinh
v 2. Phong nhan sy

2 L& Mai Thao Chi

& BUiThi Phuong Linl

& L&m Tuyét Lan

2 Diang Thi Thanh Bic

2 Phong tai chinh
t6ng hop

) ® Phong quan Iy tai
- ,
san

» 2 PhongIT

Gigithiégu  Ho So

THONG TIN NHAN VIEN

Lé Mai Thao Chi
Chire vu: HR

Tai khoan AmA

Vi NGUGI DUYET PHEP

@  Téndangnhép
@5 B12.thaochi

6 Mat khau:
chi123 @

Ca Lam Viéc (¢ =
- Ca séng (08:00 - 12:00) [ &/ Dl B Thon

- Ca chiéu (13:30 - 17:30) Giam déc

Hinh thic chdm cong

Dia diém cham cong

<o

Ca lam viéc ¢6 dinh

Van phéng cong ty @D Chém cong bt ké khoang cach
9 Khoang cach chém cong @D Sinh trac hoc khi cham cong
50m

+  NHANTHONG BAO
Cao Thi Bao Vy
Tai chinh ké toan
; Phan Thiy An
Tai chinh ké toan




DANG TAI BAN TIN NOI BO CONG TY

1. Nhap tiéu dé va ndi dung bai viét.
Select the department to receive the

notification.
BMANERAMANE,

2. Tai lén File dinh kém: hinh anh,
video, file, link YouTube.

Upload announcement files: images,
videos, documents, YouTube links.
EEMHE - BR. G50, X,
YouTube &1,

3. Chon Phong ban cian nhan théng
bao va LU'U.

Enter the title and content of the
post and SAVE.

MR RERPCEINE I HRTE

y . Dang Thao ®
| i

G @ CHUC MUNG LEGO KHANH THANH NHA MAY TAI VIET NAM

& Nha méy san xudt 8 chai cda LEGO tai Binh Duong déng thd xdy dung vao thang 11/2022 tai Khu cdng -
nghiép VSIP Ill, vdi t8ng vén dau tur 1,36 ty d6 la M. Day |3 nha méy thir 6 trén toan cau va thir 2 tai chéu A cia '
v

Tap doan LEGO (Dan Mach). Bay cling la nha may cé tién do xay dung nhanh nht cla LEGOE.

@ KTEST tham gia vao dy &n vdi vai trd Tu vén Phap Iy & Kj thuat xay dung vi cac pham vi cong viéc:

ity chinh quy hoach 1/500.

EATham dinh BCNCKT. >
— e e e d

& Nhi méy san xust d choi cia LEGO tai Binh Duang déng thé xdy dung véo thang 11/2022 tai Khu cong nghiép VSIP Il vdi tdng vén dau tu 1,36 tj d6 la My. Day
13 nha méy this  trén toan cu va thér 2 tai chau A clia Tap doan LEGO (Ban Mach). Béy cing I nha méy c6 tién d6 xy dung nhanh nhét ctia LEGOE].

(@ KTEST tham gia vao dy én vdi vai tro Tu vén Phap If & Ky thudt xéy dyng v céc pham v cong viéc:

@iz chinh quy hoach 1/500.

[Bthém dinh BCNCKT.

[@ham dinh thiét k& i thust

[xin phép xéy dung.

ENghiém thu hoan thinh dua cong trinh vio sif dung.

°DmgThn » BOD / BP Noi vu / BP Ké toan / +8



7 BWO'C SU DUNG TAl KHOAN AmA DANH CHO NHAN VIEN

1. Tai &'ng dung AmA vé dién thoai
Download the AmA app to your phone
EFHLTE AmA TR A

— 2. Check in - out khi |én ca, xuéng ca
Check in - out to start and end

TR EVEFIT IR

_» 3. Soan va glti cac don tlr theo yéu cau
Create and submit requests as needed

BREFREFHFREXSFHBIER

—— 4. Xem tinh trang duyét cac don tu
Track the approval status

EEFIFRNFARS

L » 5. Xem gio cong, bang luvong
View your working hours and payslips

BETFNESTHESR

L » 6. Cap nhat thong tin ndi b cong ty
Receive internal company updates

A R NERME B

L » 7. Lam mdi tai khoan cé nhén
Update your personal account

EHDAKF
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AmA - DINH V|
CHAM CONG

{AN MEM DINH VI CHAM CONG.

@

5,0
Kk ko ke

Tinh Nang Méi >

- Stfa 16i thong bao phan dang nhép.
- Sifa 13 hién thi ban tin.

TEOT CONG TY CO PHAN K TEST

we CARE your concerns

Ly Ha Pan
Churc vu: Nhan vién

v Nhat ky cham cong

Thir 2,05/08/2024
08:15:30

Ngay lam viéc
Gio vao ca

Dia diém lam viéc Trusd

Khoang cach 0.01 km

- Thém tinh ndng tai anh va video.

Q@ orte

Xem Trudc

09:00
* CONG TY CO PHAN K TEST

e CARE your concenns

| Vaoca @

D
H YUongssos

buong so.12

<
(3
e,
©

Cong vién
Nguyén ®ong Chi

® B B © ©

am céng  Bang tin Bon tr Luong Cai dat

uéng s6 12

Cong tac

Nhat ky

Thang 10, 2024

T2 T3 T4

3 4

10 1

17 18

24 25
Thai gian

® cangy
Bat dau
06/10/2024
08:15

Ngudi duyét don
#® Théo bang
Dia diém cong tac

Noi dung cong tac

Két thuc
06/10/2024

1215

Chi tiét don tir

2

L

DPON CONG TAC

09:00 - 09/12/2024

Ngudi yéu cau
Thoi gian bat dau
Thai gian két thic

Dia diém cong tac

Noi dung cong tac

Ngudi duyét don

Ly Ha Pan
08:30 - 09/12/2024
15:30 - 12/12/2024

18 BUi Thi Xuan,
phuong 2, ba Lat,
Lam Dong

Trién khai du an
méi

Lé Minh Hiéu

L& Minh Higu da TU CHOI don
CONG TAC ctia ban
Ly do tr chdi: Chua trién khai

° 08:15-04/01/2024

Xem tinh trang duyét cac don tw

Soan va giri cac don tir theo yéu cau
Create and submit requests as needed
RIEFREEHIREXSMHIFR

Track the approval status

Check in - out khi Ién ca, xuéng ca
EERBFENFARS

Check in - out to start and end
TR EVIFN T BE

Tai t'ng dung AmA vé dién thoai
Download the AmA app to your phone
EFHNLETHANAITRNA
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09:00

TE®T CONG TY CO PHAN K TEST % CONG TY CO PHAN K TEST

IE®T CONGTY CO PHAN K TEST
we CARE your concerns we CARE your concerns

we CARE your concerns

vateniune s Lay!

THUYC LANH o
Théng 06, 2024 ~
20976744 d ¥
74 . Ly Ha Pan
Churc vy: Nhan vién

Ngay cong
Ngay cong chugn % 8o "9 Thay d8i anh dai dién
Gid& cang chuan . ; = y ai die

Bon gia gid cong ; L .

Giér cong thyc té { ] ¢ o | @ 5 (i
Nghi 1& X i I FN Ngén ngir
Nghi co phép 2% g’ —

Nghi khéng phép | ' — f‘,, D3i mat khau

Phu cap Tét K TEST, tét vui tuoi va am ap!
14:00+17-01-2024 X
Pdng phuc 415000

Dién thoai 900 000 LA

Xdng xe, di lai 200 000

Thudng NHAN VIEN LAI XE

Thudng KPI 1000 000
« Trinh d6 van héo: 12/12

DA &t vu q Xe 1agn sCobraglatlibn. MO TA CONG VIEC
« L61x6 cin than, tuon thi nguyén tic

Tuyén dung nhan sy

£ Ly Haban 14:00+10-11 - 2024

? B 6 O BB ® ? B &

o) v=! > =

O & O o ® © & B © O
Chamcéng Béng tin Bon tir uong Cai dat Cham cong  Bang tin Bon tir Luong Cai dat hdm cong  Bang tir Don tir Luong sl At

Xem gio cong, bang lwong Cap nhat théng tin ndi bd céng ty Lam méi tai khoan ca nhan
View your working hours and payslips Receive internal company updates Update your personal account
BEIENBSIHRE BN B NERE BB BHAIKS






