HUONG DAN CAI PAT CHAM CONG TREN GETFLY CRM
Pé st dung duoc module chdm cong, ban can tién hanh cai dit chdm cong theo hudng dan sau:

Budc 1: Ban truy cip vao phin cai dit chAm cong theo huéng din.
Vao Cai dat > HRM > Cham cong — Tién lwong. (Néu khong hién thi phan HRM thi ban vao Phéan quyén bat
1€n nh¢é)
Trong phan nay c6 4 phan:
- Cai dat chdm cong
- Thoi gian lam viéc
- Ngay lam vi¢c
- Ngay nghi
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Bude 2: Ban truy cip vao phin CAI DAT CHAM CONG. ’ ,
Phan cai dat chﬁgn cong co6 2 lya chon: cham cong theo IP (Cham cong theo IP tinh cta Internet) va GPS (Cham
cong theo dia diém).

- Cham cong theo GPS cho phép ban dat nhiéu dia diém chim cong khac nhau. Nhan sy phai dén dia
diém do6 thi moi chdm cong duoc, ngoai pham vi d6 thi khong cham cong dugc.
- Chéam cong theo IP thi yéu cau doanh nghiép ban phai str dung dich vu Internet ¢ dia chi IP tinh. Nhan
su phai truy cdp vao dia chi IP d6 thi méi c6 thé chim cong dugc.
Céach cai dat dja diém chim cong:

NEU BAN CO 1 PIA PIEM CHAM CONG

CHAM CONG THEO GPS

Trén man hinh, ban sé léy toa d6 dia diém chim cong béng cach nhép vao phﬁn léy toa d6 > Ban dd bén canh
hién thi dang dia diém toa d6 cta ban.
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Sau d6 ban dién BAN KiNH cho phép chdm cong va an va Luu ap dung.
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Ban chuyén sang ché d6 cai ddt cham cong theo dia chi IP. Ban diém thong s dia chi IP & 6 cai dit, luu y MOI

DIA CHI IP VIET TREN 1 DONG.



< Cai dat
CA NHAN CAU HINH HRM
Thong tin & ahan Hopdéng ~ Chinhsich Thué Giadinh~ Dantéc Téngido Nhanvién ~ Chidm cdng - Tién luong ~

Thong bdo qua email
Str dung giai phap chdm céng ctia GetFly m Khéng ‘

Théng béo tir hé théng
") Ch&m céng str dung dinh vi G @ m cdng sUr dung internet IP

Céc dia chi IP cho phép (mdi IP tré dong)

HE THONG [ 192.168.10.10 |
192.168.10.11

Théng tin coéng ty

C4&u hinh chung

Email Marketing Luu va &p dyng

Tich hop

Call Center

Phan quyén

Binh nghia dir liéu
C&u hinh Affiliate
CRM

HRM

BAN CO NHIEU PIA PIEM CHAM CONG KHAC NHAU

(Cong ty co nhiéu vin phong, dia diém lam viéc khac nhau, nhiéu chi nhanh)

Néu ban c6 nhiéu vin phong khac nhau va mudn cai dat chdm cong nhiéu dia diém thi mdi vin phong ban sé& cai
dit dia chi chidm cong khac nhau.

Ban s¢€ truy cap vao phian QUAN LY PHONG BAN va truy cdp vao phong ban ma ban mudn cai dit dia diém
cham cong.

Phong ban Sl e Y Bancédn huéng din? Py Théng tin c& nhan
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Ban truy cap vao phong ban mudn cai dit chdm cong. Sau d6 LAY TOA PO, cai dit BAN KINH CHAM
CONG va Lua Ap dung nhu trén.
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Ban lam tuong tu véi cac phong ban khac.

Tuong ty ban ¢ thé chuyén sang ché d6 cai dat chim cong theo dia chi IP.
Khi ban cai dat cham cong theo GPS hoac IP thi tat c4 cac nhan sy trong phong ban d6 phai dén dia diém ma

ban da cai hodc dang nhép vao dia chi IP ban dat thi moi chdm cong duoc.

Bude 3: Ban cai dit THOI GIAN LAM VIEC
Ban dién cac thong s6 thoi gian bat dau lam viée, thoi gian két thuc, thoi gian cho phép di tre, vé som (thudong

1a 5phat).
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Budic 4: Ban cai dit NGAY LAM VIEC

CAU HINH HRM

Hopdéng ~ Chinhsach Thué Giadinh~ Dantéc Téngido Nhanvién ~ Chdm cong - Tién luong ~
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Budre 5: Ban cai diit cic NGAY NGHI 18 trong niam.

CAU HINH HRM

Hopddng ~ Chinhsach Thué Giadinh~ Dantdc Téngido Nhanvién ~  Chdm céng - Tién luong ~
B Cai dat chdm coéng
Nam ()
Thai gian 1am viéc
Ngay lam viéc

Tén ngay nghi () Ma cham céng Ngay nghi

Ngay bit ddu (%) Ngay két thic (%)

Ghi chd

# Tén ngay nghi Ngay bit ddu Ngay két thic M3 chdm céng
1 Nghi Test 05/07/2018 05/07/2018 L
2 Nghi 1&2/9 02/09/2018 02/09/2018 L

Thé 13 ban Hoan thanh cac budc cai dit chAm cong.

Cai dit cham céng
Th&i gian lam viéc

Ngay nghi

Ghi chd Thao tac
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CACH CHAM CONG CHO NHAN VIEN

Sau do, héng ngay cac ban nhan sy budi sang dén 1am viéc hodc trudce khi ra vé s& truy cap vao chim cong.
Ban co thé chdm cong trén may tinh hodc dién thoai di dong.

1. CHAM CONG TREN MAY TiNH
Hing ngay sau khi cac ban nhan vién ding nhdp vao tai khoan ban sé truy cap vao phan chim cong theo huéng
dan sau.
Ban s€ truy cdp qua géc man hinh bén tay trai:

o\ a 2519 2 _
() GETFLY i@ Khéch hang (F2) @ Marketing F3) 2] Bén hang (F4) @ cskH Sl kno(Fe) AR KPI(FT) = % )F; vikimchi (2
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> POANH SG CA NHAN
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ﬁ% » THU NOI BO (242) I Théng 7 . 2018 Tai xubng

* CONG VIEC (F9)
*'h * LICH CHAM SOC Vé sém, vé mudn Téng ving Téng ca Téng céng
y{ R CH ) (0 Phit) S6'm 0 (0 Phiit) mudn 0 (0 Phiit) Véng 0 (CP 0,KP 0) 0Gid 1/24

* TAI LIEU

» CAI AT

e CAIREAR ti gian vao Thei gian ra Loai Téng gior Céng

I: CHAM CONG j - 0 0
* TIEN LUONG - 0 0

Nhép vao niit CHAM CONG VAO trén man hinh. Néu ding dia diém chim cong h¢ thong s& luu lai thoi gian
cham cong.

N ~ .. Ch&m cdng thanh céng ! :
Q Bang cham céng: 07/2018 - Ban Giam Pdc o & < TONG CONG
0/24
Théng Nam
‘ Ché&m cbng ra Thang 7 v 2018 [ Tai xudng
Bi sém, di mudn Vé sém, vé mudn Téng véng Téng ca Téng céng
Sé'm 0 (0 Phiit) muén 1 (0 Phit) S&'m 0 (0 Phiit) muén 0 (0 Phit) Véng 0 (CP 0,KP 0) 0Gio 0/24
Ngay The&i gian vao Thei gian ra Loai Téng gior Céng

01/07-CN - 0 0

02/07-T2 - 0 0

03/07-T3 - 0 0

04/07-T4 - 0 0

05/07-T5 - 0 0

06/07-T6 - 0 0

07/07-T7 -1 - Bi muén busi sang va khéng ch&m céng bui chiéu 8 0

08/07-CN - 0 0

08/07-CN 0 0

Tuong ty khi ban mubn chim cong ra thi nhap vao nat CHAM CONG RA trén man hinh hé thdng ghi nhan thoi
gian cham cong ra cho ban.



2. CHAM CONG TREN PIEN THOAI DI PONG

Ban dang nhép vao app trén dién thoai di dong sau d6 truy cap vao man hinh lga chon khéc.

W Pon hang

Lich cham séc
Thu ndi bd

¥ CallCenter

/~ Chién dich

B chat ndi bo
° Chat véi ching toi
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[ 1]
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Khéch hang Cdng viéc

f

GetFly
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< CHAM CONG
i e v

Chon thang Théng 7
Chon ndm 2018
Tén tiéu chi Théng ké
S8 1an di sém 0
S6 phut di sém 0p
S6 1an di mudn 0
S6 phit di mudn 0p
S6 1an vé sém 0
S6 phut vé sém 0p
S6 lan vé tré 0
S6 phtt vé tré 0p
S6 lan vang 0
Véng cé phép 0
Véng khéng phép 0

Trén man hinh chinh c¢6 nat CHAM CONG VAO va CHAM CONG RA. Ban nhip vio CHAM CONG VAO

hoic CHAM CONG RA khi mudn ghi nhén thoi gian chim cong vao cta minh.




BANG THEO DOI KET QUAN CHAM CONG NHAN SU
B6 phan Nhan sy ¢6 thé theo ddi chdm cong cua cac nhdn sy trong cong ty & 1 man hinh chim cong riéng. Dé
truy cdp vao man hinh nay thi ban s€ thao tac nhu sau:
(Z)HGETrY  igh kndchhing F2) @ Marketing F3) []Bénnang ) ‘@ CsKH Sl knoFe) @R KPI(F7)
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LR V(00:00- V(00:00- V{00:00- V(00:00- V(00:00- V(00:00- ) © © ©
» 8y 66 00:00) 00:00) 00:00) 00:00) 00:00) 00:00)
> THUE
V(00:00- V(00:00- V{00:00- V(00:00- V(00:00- -§18:42-) ) “ “ )
00:00) 00:00) 00:00) 00:00) 00:00)

> BAO HIEM

B6 phén Cham cong c6 thé diéu chinh chdm céng khi nhan su quén chdm cong hodc xin nghi phép khong thé
chim cong dugc. Ban c6 thé didu chinh thoi gian chim cong, ly do cham cong, va 1y do vi sao lai c6 sy thay d6i
chim cong bang cach nhép tryc tiép vao ngay ma ban mudn diéu chinh thoi gian cham cong nhu sau:
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2 ré ~
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22 Ban Gidm e 00:00) 00:00) 00:00) 14:00) 00:00) 00:00)
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578 Lé Thi Hanh Np - Nghi viéc riéng cé phép, c6 luong
-1 - Bi mudn budi sang va khéng chdm cdng budi chiéu
) V(00:00- V(00:00- V(00:00- Ly do | - Khéng cham cong gid ra
596 Bio Hanh ) T Ty X/2 - Bi [am 1/2 ngay (ca)

M - Bi mudn cé ly do

2 V(00:00- V(00:00- V(00:00- $ - Vé sdm c6 Iy do ’
CT - Dicong tac
nnnnn o afeb..@ 2 v Cap nhét Déng

Cuéi thg’mg, ban co6 thé download file chAm cong nhan sy dé tinh lvong cho nhan sy béng viéc nhép chuot vao
phan TAI XUONG ¢ goc man hinh bén tay phai. ]
Chuc ban sw dung Module Cham cong hiéu qua!



