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1 GIOI THIEU PHAN MEM TiNH CONG HRAD

1.1 Mé phan mém HRAD.
Sau khi cai dat, biéu tuong phdn mém cham cong HRAD xuét hién trén Desktop. Nguoi

sir dung c6 thé khoi dong HRAD bang cach Click vao biéu tuong nay.

J S

Computer Skype

Man hinh dang nhap mo ra, nguoi dung nhap username, password va click luu mat khau

dé 1an sau khong phai nhap lai, click Pang nhap hodc nhan Enter dé vao phan mém:

() Bang nhip

Tai khodn HRE 3 =
Bing nhip
Mt khiu
. Béng
Luu mét khdu
Co s& div lidu | fashy - ‘ Thiét lip
Ngon ngly | vn - ‘
. A ’ 5 A A
Giao dién chinh ctia phan mém:
7J HRAD. - e e e
Phin hé Tiychon Civasd lam viéc Trd giip
: 5
: PEiMK  Tudéng Husng din
Hanh chinh - Nhan su (UHV) <<| [&E8an 1am vigc ‘ﬁmé’m sodt tu déng |
[ Khai béo lifang
[ Tinh o N
E ] K::)an ".:E ngodi Quan Iy tign Irdng(3)
- Bdo cdo = = =
B o cat
Khai bdo  Tinh lwdng  Khoan tinh
Iugng ngoai
Bdo cdo(1)
Bdo cdo tinh
Iugng
Cai dat(2)
Khoan tinh ~ Tham sd
Ifang tinh Iudng
Quan ly chdm cdng
Quan Iy nhan vién
Quan Iy tién luong
. My chi: hbl £ Cd sd dif lidu: € Nguai diing: HRF Ngay lam vigc [30/10/2018 [~ H ) Internst =4 Tw van hd trg: 0903 222 603

Cbng ty TNHH cong nghé Hoa Son
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1.2 Y nghia hinh anh va phim tit trong phain mém HRAD

STT | Hinh anh Chirc ning Phim tit
Phim tit dp dung tai man hinh chirng tiv
1 i Thém moi ching tir trong giao dién nhap liéu Ctrl + N
Thém mdi
2 o Chén thém ching tir m&i trong giao dién nhap liéu & vi tri Ctrl +1
Chén dang
———— | dang chon
3 Chinh stra chirng tir dang chon trong giao dién nhap li€u Cul+M
Sira
4 ', Hoan thao tac voi chung tir dang: Thém maoi, Chen, Chinh | Ctrl + Z
Thay mdi , \ e
stra, Tim ki€ém.
5 x Xba ching tur dang chon. Ctrl+ D
Xda
6 ] Nap mai lai danh sach. F5
Map lai
7% vl Nhép diéu kién truy van dit liéu. Ctrl + F
Tim kiém...
8* ! Thuec thi xuat két qua truy van. Cul+ X
Thure thi..
9 =] Luu chiing tur. Ctrl + S
Luu
10 IE Xem ching tir dau tién.
Dang dau
11 “ Xem ching tir lién trude.
Dangtnr..
12 b Xem chimng tir lién sau.
Dang sau
13 71 Xem ching tir cudi cung.
Dang cudi
14 = Xem lugc sir ndi dung da thao tac.
Lugcs
15 Sao chép ndi dung cua dong phia trén no. Crt+K

Ghi chii: hai thao tac 7 va 8 phdi luén thuc thi cing nhau méi tim kiém dwoc thong tin

chirng tu.



2 QUANLY HQP PONG LUONG.

Muc dich: Quan 1y cong viée luu trit théng tin HGP PONG LUONG ky két giita chu
doanh nghiép va nguoi lao dong.
2.1 Khai bdo hop dong lao déng cho nhén vién mdi.
Duwong din: Module Quén 1y tién luong >> Khai bao luong

1. Tim dén NV cin B L . . o e WSS

Hés¢ Dichuyén Chicndng Tiychon

khai bao hgp dong | | & - -

7. A B* M3 NV Tén day di Hova chu‘ dem Tén  Gidithh  Ngdy sinh 53 CMND. B9 phan Chicws  Nhom M3CC |Bang cftic Ngayvaolam -+
mO’l . (Neu ChlIa Vén phong 01148 L& Hng Phuong Thio L& Hang Phuong  Thao it 17/07/1988 EBZIZMSUSS Line Layout B 1148 09/03/2018 E
n A . =+ Froduction 01249 Pham Van Thao Pham Van Thao Nem 15/03/1995 ] 321548755 Line Helper A 1249 04/09/2018 [+]
nhap thong tin NV : \L,‘q:;ehouse 00621 L& Minh Thién L& Minh Thién Nam 01/09/1995 =] 301548614 Line Privterld A 621 28/07/2017 [+]
, A . Deluery 00824 L& Thanh Thusn L& Thanh Thuin Nam 26/02/1987 ] 321205319 Line Printer A 824 13/10/2017 |+
do thl tien hanh Drier 00935 Trin Trung T Tiin Trung Tin Nam 30/04/1995 ] 321516802 Line Helper A 35 01/03/2018 [+]
 Cooker 00147 L& Vin Ton L6 Vin Tén Nam 25/08/1989 [ 321372537 Line Printerld B 147 09/08/2016 [+
thém mé'l NV Clean 00580 L& Thi Ngoc Trinh L& ThiNgoc Trinh NI 15/06/1997 = 321545546 Line Layout B 580 18/07/2017 [+
. - Khutn 00644 Téén Thi TG Troh Teén Thi TG Trh NG 05/01/1988 [+]301282605 Line Layout A 644 03/08/2017 [+ B
- My 00283 Nauyén Thi Tric Hguyén Thi Tric Ni 00/00/0000 E321395655 Line Layout B 283 m/n/znma
Son
% - Press Téng: 89 -
2 Nhén n /t SL"I.E Conveyor !4 [ i ] 3
' u * gg Hap dang, phu luc ‘
Rotary [ ssheut Tt ngay Bénngy | Mokl Moy ket thicthyct Nhdm mifc Liong [ Note
- Auto HBODG/2018 DUAL/2016 [«] 00/00/0000 [+ 00/00/0000 [+]  0O/00/ (]88 cic khon rong chung [+

. Electric \Whdir o déy dé thém dong mdi Dién gidi nhém mic krong M3
3 . Tal l’IlLlC hqp BB cac khoan Iwong chung

dong, click vao

9
A
biéu tu‘o’ng : Khoén liang Makhon | L. —L 2
Luong CB (3 bao gbm 5% phy cdp dfc hai)(Basic Wage,include 5% toxic alo LCB 3,645,196
Nhan vao day dé thém dong mdi phy cip ning ki poNL 300,000
Trg cap dién thoai TCOT
7
A QA Phy c&p An toan vé sinh vién PCAT
4 ) Nhap SO h D- p Phy ¢ip tham nién pCTN 40,000

\Whdlr vo day d€thém dong mei

dong”, “Tu ngay”,

3,985,196

5.Chon nhom muc
luong 1a “Bo cac
khoan lwong” dé
phan mém sinh ra
cac dong nhdp cac
khoan tién luong.

6.Nhap “Sé tién”cho
cac khoan luong.

, I
7.Nhan nut Luu dé

luu lai

Cong ty TNHH cong nghé Hoa Son
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2.2 Cdp nhit thay déi lwong (Hop dong méi, Phu luc hop dong)
Duwong dén: Module Quan 1y tién lvong >> Khai bao luong

Budc Chup man hinh
1. Tim dén NV céan eitioory R —— Y e e

Hosd Dichuyén Chicndng Tiychon

stahay thémhop || &8 = - = o x o o o 0 W 4 > on 8 = &

| lvu  Thémmdi Chéndong  S'a  Quaylsi  X6a  Saachép Nl Truyvin Thuchié. Déngdiu Déngin. Déngsau Dangcudi DGiMK  Tyddng Hucng din

X a* M3 NV Tén d3y i Howchidém | Tén  Geithh  Ngaysinh SiCMND | BGphan | Chicw  Mhom M3 CC [Bang c/tic Nayvaokm
dong, phu luc - Van phong 01148 L& Hing Phurong Thao L& Hing Phuong ~ Thao NiF 17/07/1988 | »|321340089 Line Layout B 1148 09/05/2018 =
- Production 01249 Pham Vin Thio pham Van Thio Nam 15/03/1995 [ |321548755 Line Helper A 1249 04/08/2018 [+
é’l Warehouse o0g2t L& Minh Thién L& Minh Thign Nam 01/09/1995 [#] 301548614 Line printer Id A 621 28072017 |
m E‘Zﬁve 00824 L& Thanh Thuin L& Thinh Thuin Nam 26/02/1987 [] 321205319 Line Printer A 824 13/10/2017 [+
Drww 00935 Tran Trung Tin Tran Trung Tin Nam 30/04/1995 Ezzlslsauz Line Helper A 935 m/uz/zmm
Cooker 00147 L& Vin Tén L& vin Ton Nam 25/08/1989 [ |321372537 Line Printer Id B 147 09/08/2016 [+
, . Clean 00580 L& Thi Ngoc Trinh L& Thi Ngoc Trinh i 15/05/19975321545545 Line Layout B 580 13/07/20175
2 Nhén nﬁt Sura Khuin 00644 Tén Thi T4 Trinh Téén Thi T Trinh NGF 05/01/1988 [+]301282605 Line Layout A 644 03/08/2007 ] -
" * Mau 00283 Nguyén Thi Tric Nguyén Thi Tric NiF 00/00/0000 [+] 321385665 Line Layout 8 283 01/11/2016 = |
San
Press Téng: 89 o
Conveyor K 1 J b
A
3. Tai muc hop i« e e
) * * * Rotary S8 hiéu HD Tif ngdy Dén ngay ‘ Ngay ky Ngay két thic thc t& Nhém mitc ifang Note
A . A Auto HD000/2018 03/08/2017 E 01/09/2018 00/00/0000 00/00/0000 EBﬁﬁ:khuéﬂ leng chung
dong, click Chuot Flectrc HBO02/2018 w2/03/2018 [2] b = = [<80 cic knoan kiong chung
(Wi va diy G them ding o Thém dang
21 h\ Chén déng
phai va chon -
v X6a déng
“Nhan doi dong” s
g Khoanlg|  nop Ehautibxel W Knogn s |
4 . A QO A ’9 Lfong CB (03 bao gom 5% phu cip dachg 1™ KEm LCB 3,645,196
. Tal COt SO HD Phu cip ning luc Rochlah PONL 300,000
, Trg cip dién thoal eliendiin TCOT
A 7 4 A ) - Sipagp
n ap al hoac ncu la Trg ciip pece ‘p i Tece
° ° ° Phy cdp An toan v& sinh vién (NG PCAT
hu luc thi thém Phy cip thim nién Kudt Excel pCTH 40,000
p e —— Inbéng
. . \Whah vao day G& thém ding md .
7 Ancit
~ e ’9 A : 3,985,196
chit “-PL” sau s6

HD, nhap cot “Tu
ngay” cua hop
doéng méi ...
5.Nhap lai “S6 tién”
cho céac khoan.
151
6.Nhan nut L dé

luu lai

3 NHAP CAC KHOAN LUONG QUAN LY NGOAI HE THONG.

Muc dich: Trong tinh lwong, do tinh chat riéng biét cia doanh nghiép ma c¢6 cac khoan tién
phai quan 1y bén ngoai bang excel. Cac khoan nay s& dugc dua vao hé thong dé ra bang tinh tién
lwong chung tra cho ngudi lao dong vao cudi thang.

Duong din: Module Quan 1y tién lvong >> Khoan tinh ngoai
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A B = D E F G |

M3 NV Ho tén Bd Phin XEp loai Tién thuwéng
00001 Nguy&n Thi Kim Thuyét |Office A 500,000
00016 HB Thanh Ut Qac A 500,000
00020 L& Minh Phong Khudn C 100,000
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=
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w
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(=]
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it
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Xep_Loai | Chuyen_Can | ® H

. Khoan tinh ngo
Hésd Dichuyén Chircnang Tiy chon
B & B ¢ X B $ 4§ R M 4 b b § & @&

=4
1. Nhan Thém mdi

Khoan muc

i
56 phi

A ~ 2 M khoén Ghi chi
2. Nhap cot T -
Ep Ioai
< , 9y M0003/2018 27/10/2018  2018/08
Tha,ng . Ch()n M0004/2018 27/10/2018  2018/09
\Whal véo déy 0 thém déng mdi
N4 2
loai “Khoan
2
muc...
. A .
3. Click chudt phai
\ , Chi tigt
o phan Chi tiét W tivan vén Yeloa _Gadnw | 5L | U GED
9, \Nhan véo déy d€ thém dong mdi
A A
chon Nhap khau
* * , Thém dong
. Y A Nhap khdu tr Excel
tir Excel. Ctra s6 L
im kiém
’ = A1~ Lo nhanh
chtrc ndng D6 dir Lcthen it
n . n Sipigp
liéu tir Excel hién Gt g
Xudt Excel
ra Inbing
: Jncot
L&p bang

Céng ty TNHH céng nghé Hoa Son “
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4_ Trén Cﬁ'a 56 lém =1 s Tin Luang K - Excel

Fle  Home Insert Pagelayout Formulas  Data View  Add-ns  Help  TEAM Tell me what you want to do

tuan tu nhu sau: —— ;
Chon File, Chon A : c o ; Fo | s N R

1 M3 NV Ho tén B8 Phdn X&p loai Tién thuwéng
A ~, 2 (00001 Nguy&n Thi Kim Thuy&t |Office A 500,000
Sheeta dong du 3 /00016 HD Thanh Ut ac A 500,000
A z A 4 [ooo20 L& Minh Phong. Khudn c 100,000]
hﬁu excel bat dau 5| @ Nhap dir ligu ti Excel 3 ) 4 i 3 [ESEERT)
3
\ N\ \ & 7| | c:\users\PvT\Desktop\Tign Luong Khéc.xdsx Chaon file
tr dong nao tdi . — Lomte | [
2| chon vorkshest Chen dong tf 2 gen 4 Wap dir iéu
d(‘)l'lg 1’12‘10 . ]é M3 NV Nhan vién X8p loai  Gia don vi ] SL } S4 tien Ghi chi ‘ it bang Cét Excel
” 11| |oooo1 Nguyén Thi Kim Thuy&t A - 500,000 Ma NV A
5 O khung ChOl’l 06t = | Ha Thanh (¢ A =] 500,000 Nh&n vién B
. v < 13} | 00020 L& Minh Phong C [=] 100,000 x&p loai D
3 N oA 18 \hs viio sy 66 thém dong mor Gid dan vi
1 i
bang va cot s "
\ e 3 Sé tign E
EXCCI, Ngu’O'I - Ghi chd
< , 19 INh3n vio diy d& thém dong mdi
dung quan sat 2
21
5 i
A 22/
Sheet Excel dé 2
~ A 24
chon ma cdt >
2
27
Excel (A,B,C,D, | L
——— —— = -

...) ding v61 Cot | wm
bang dir lidu phan
mém & bén trai.

6. Nhan

Map dif liéu

7. Nhan

K&t thic

4 TINH LUONG VA XEM BANG TINH LUONG

4.1 Tinh lwong
Muc dich: Tinh ra s6 tién cac khoan tinh lwong cin ct trén sb liéu bang cham cong, hop
ddng lwong va cac khoan cong thém, giam trir ngoai hé thong.
Duwong din: Module Quan 1y tién luong >> Tinh luong.




4 Qe i T M h e o
Hoso Dichuyén Chitcndng Tiychon
1.Nhan nat Thém méi
2 A , Ma [énh Ngay lap Dien gidi Thang Nhém NV Nhan vién
al n 1n PRO001/2018  30/10/2018 bo1a/10 NGi bd
€ tao (v B [ =]
* * PRO02/2018  30/11/2018 [+ 2018/11 Ngi bb
lu,o,ng ChO théng Wi vao ddy dE thém déng mdi
2.Chon Thang

(nhép b phén,

B

F B ¢ X B 4§ 4 R4

7
nhém NV néu
Chi tiét tinh liong
14 A
tlnh rleng) STT[ Ma v Ho tén Biphdn  MacC  Tirngyy Bénngdy | Ngay Nghi Nghi Mghi 4 [STT] Khoan muc Gid trisg Kt B
cong phép OB 18\ [\ rang Ca (93 bao gom 5% phy cAp dic hai)(Be 3,471,615.0
— — = 2Phy cdp nang lyc 250,000.0 =
. 100968 L& Thi Thiy Ai o 968 01/10/2018 [+ 31/10/2018 220 D —— L6150 F
A q 20008 Ngd ThiNgoc Anh oA 8 01/10/2018 <] 31/10/2018 2340 mnnz mhghépiﬁm 2 STIL6150
3. Nhan 300327 Trn Vin Hodi Anh Auto 327 01/10/2018 || 31/10/2018 230 - e
PR = 3Trg cdp dién thoai
400391 Diép Thé Anh Auto 391 01/10/2018 [<] 31/10/2018 220 T cp peae
N R = :
dé tinh 1 pm e @ g
€ 1mn uong' i Hem An v /1 =l 10y : 6Phy cap tham nién
, , 701001 L&V3 Tusn Anh Press 1091 01/10/2018 [+] 31/10/2018 209 Trd cép nudi con
Ch‘ d'\ kh A 801185  Pham Cng Tuin Anh  Auto 1185 01/10/2018 [+] 31/10/2018 220 L
. . = 7Lurgng gid (Basic hours; 16,690.5
0 aen 1 Xuat 900005 Nguyén Nht Anh Electric 5 0U10/2018 [5] 31/102018 220 nmg iga;n‘nnt@n ph)épnﬁm 1500
h, N hA b , 1000979 TzwnhVaana Auto 979 01/10/2018 [+ 31/10/2018 220 g g gom phu o3 (pasic hour) T4
1@1’1 t Ong aO 1101007 Lé Minh Bao Qc 1007 01/10/2018 (] 31/10/2018 230 §58 ngay cong(Day) 20
1201054 Lé Quang Bio Rotary 1054 01/10/2018 [4] 31/10/2018 220 .5 gy nah phéo nim (d2y)
A\ hY 1301069 Cao Hodng Bao Press 1069 01/10/2018 [7] 31/10/2018 220 o Lo
Hoan thanh. l‘\ = | = = . 1058 ngay nghi ché df (day) i

4.2 Bdang tinh lwong
DPuwong din: Module Quan 1y tién luong >> Béo cdo >> Béo cdo tinh luong

r
1.Chon Thang XEIML  ssoceosnn uong 1 T e i
Xi'lybdocde Phan i am vié
I4 r .
bao céo. x G 8 R NS L
2 Ch B.X ~ Théng: p01g/10 || 01/10/2018 []-| 31/10/2018 [-] whanvién: | | chons: 6 ngibg =l
. on bieu mau g b ;
. Biéu mAu: Bang tinh ludng [+] Phong ban: | | chon nhém: | ]
(13 2 4
Béang tinh
IGN nhé [7]Xem trang in [7]Thue do Chon File: E]
2N A
1110’1’1 .(ChQnB.o [N NN, NN NN NNAE RN NI NIHN NN AT, NP RN RN N NN NNAT. RN NN RN NI, RRAA RN R
A ‘ A &
ph(m, Nhom can . BANG TIEN LUONG
E THANG 201810
loc). 5
A , E
3_ Nhan nut - |[sTT| MéEss HovaTén Ngayvao lam |Nhom | BG phan ViTri Lwong CB  |Lwong gitr| Luongtinh | S8 [5G ngay|SG ngay| Ngay | Tong |Téngngay | Nghi | Tong tigi
E (Code) (FULLNAME) (lointdate) ((group)|  (Pos) (Dibaogdm| (Basic | phépndm | ngay | nghi |nghichd| 18 | ngay |cong(work| trir | cBngkl
3 JtEHE g e & 2M 5% phucdp | hours) (Basic | cong | phép | do |Holida| cong |daysdon't|lwong | bao gon
= - - E dochai) | AIZICH |Wage+=2 | (Day) | ndm | (day) | day) | (work | include PN (A
Lip bdo cdo 3 (Besic |JZE2| 224ns E22| (day) | B2 | 22 | days) | annuel donitin
d . E Wage,include network AZF| B | E= leave day) amout
E 5% toxic mentary+Lor T TR annual |
E allowance) service
: A 21 = =gz allowance]
4.Click chu¢t phai ] § !
\ X E 100001 Nguy&n Thi Kim Thuyét 13/07/2016 |C vanphong  |Office 4094423 19,685 5,134,423 q q 9 14
va Ch()l’l Xuat 1 1] 4299144 20,669 5,134423 14 1] 14 22
. 47 2/00004 L& Quéc Phang 00/00/0000 |A Electric Electrican Id 3,986,034 19,164 2 23| 23 3,5
Excel ra Flle th E 20005 |NguyBn Nhat Anh 18/07/2016 B |lectric Electrican 3827456 18,400 4537456 29 2| 2] 32
~ , , K 400006 Nguy&n Thi Lign 18/07/2016 |C \Vanphong  |Office 4,299,144 20,669 5,339,144 20f 20 2 32
tren |l|ay t]“l]_ E {00007 Tong Thi Linh 00/00/0000 |C  |vinphang . | 1 13 1
X 600010 L& Thanh Toan 01/08/2016 |8 Khuon Screen 3,827,456 18,401 4287456 21 2| 2 3,0+
« n »

4.3 Phiéu tinh lwong
DPuwong din: Module Quan 1y tién lvong >> Béo cédo >> Béo cdo tinh luong

Céng ty TNHH céng nghé Hoa Son “
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Budc Chup man hinh

1.Chon Thang xem T

Go Phanhé Taychon Cifaslamvigc Trd giip

r r
bao cao. x 3 @ & B © W <« » w § o &
H uStExcel XuftPDF Save SaveAs S Mail  Trang &u Trangtr.. Trangsau Trang cui DEIMK Ty déng Hugng din
2 -~
*A A Thang:  2018/10 01/10/2018 [=|- | 31/10/2018 [~| Nhan vién: Chonsd: S ndi bo -
2.Chon Biéu mau ]

Biéu méu: |Phicu Ligng Fhéng ban: Chon nhdm:

“Phiéu tinh
' n Ghmhﬁ [IXem trang in (@) Thitgc do Chon Fie: E]
lu’O’I’lg (ChQnB.o SN TN, FNOUN N EE: FEOC N U INE: U IEN WU IEE: OV SO IUE: IO MOV R O IEUC IO NEOUINY: IO FOIE: |

\
h d n Nh 0’ m C én Y| [CONGTY TNHE UNHWASIN VINA 2018710 CONG TY TNHH UNIHWASIN VINA 201810 E
p ity q [MsT(codg EEE 00001 IMST (Code) 2B 00004 E
1 Tén (FULL NAME) 0|2 Xguy;n Thi Kim Thuy#t Tén (FULL NAME) 012 L& Quoc Phong .
IOC) . 1] [Nedy volam (Joint date) IS 13/07/2016 [Ngiy vao lim (Toint date) 2 A2 00/00/0000 F1
1 1 [Nhém(group) IE c [Nhom(group) I§ A £
4 , q  [BiwhinPos2H Van phong [B3 phin (Pos)= Electric E
3 . Nhan nut E i dung Luong! i dung Tuong] | Lwongll £
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5 Danh muc cac khoan tinh lwong

Muc dich: Phan mém c6 sin danh muc cac khoan tinh luong di thiét 1ap cong thuc sin.
Nguoi ding néu khong can thay doi gi thi chi xem qua danh muc nay, khong nén thay d6i. Néu
can thém stra can lién hé nha cung cap phan mém dé duoc hd tro.

Duwong din: Module Quan 1y tién luong >> Cai dat >> Khoan tinh luong

Budc Chup man hinh

— Khodn tinh luong o (S
A Hosd Dichuyén Chifcndng Tay chon
e - o : =4 v Y 2 S 7 2 & g
1 . Nhén nﬁt Thém mdi ; hﬂu Thém méi Ché::'nng Qui fai x); e N:; Jai Tru;)vﬁn mgié naE:]dau Dﬁn:tru DﬂnZsau nb;mcum DSQMK Tc_r:;ng Hun'usn
S'I'F‘ Ma khoan | Dién giai muc tinh Iidng Loai khoan Tinh théng‘ M khoan, gid tri thif 1 Ma khoan, gia tri thif 2‘ Phéptodn | ‘H\e‘n thi In dam Lam tror ~
R 9 s SNC_LAM S6 ngay cing(Day) Tinh cdng thitc E O work_days El [ ] m} E
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Phu cip thém nién PCTH
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6 CONG CU TiM KIEM THONG TIN

Muc dich: Tim kiém va loc cac thong tin can thiét theo di€u ki€n nguoi st dung.
6.1 Tim kiem
1.Click Chll()t phal Danh sach nhén vién
1én bang dir liéu va MENV | Hovachidém | Tén Tén day du [Gidithh  Chitc v Phéng ban
ChOl’l “Tim kiém”‘ NV 0001  Nguyén Van Anh Nguyén Van Anh Nam CN K& todn

. o NV 00021 TRAN DUY BA TREN DUY BA Nam NV
2.Chon cO0t muon tim | ||y gogos [

2 _
. D = —— x Jfm Tim kiém
klém. NV 00003 6 U e - ——-I_ am
N NV 00015 it  —
3.Dién gia tri tim ny ooo17 || Timtrén cdt: | Ta G cic ot | | am Loc néng cao
kiém. NV 00011 am Cai dét béng
) NV 00018 I Tim ’ Thodt l am Kudt Fxcel
4.Chon “Tim” dé NV 00001 e — am In bing
 n , NV 00001 LE PHUC CHINH LE PHUC CHINH Mam P
huc hién th . X . . . An cot
thye hien thao tac NV 00011 NGUYEN THI THANH DIEM NGUYEN THI THANH DIEM  Nif
MV 00015 MGUYEN DIEN NGUYEN DIEN Mam cH
Téng: 159
| Kl m

6.2 Loc nhanh dii liéu

1' Cth Chuot phal Danh séch nhan vién ‘
chon “Loc nhanh”. MENV | Hovacht dém |  Tén Tén day du [ Gidi tinh Chirc vu
NV 00021 Loc dif liéu - . = Nam NV
NV 00021 N MY
. ~ M3 NV 2 a m
2. Nhap chir can lgc. NV 00022 ifl S e dem S
nv 00011 1|72 - 2 Tim kiém
MV 00002 Lgc nhanh
Gidi tinh ;
) vys R NV 00017 ' R
3. Nhan “Nap lai” dé WY ooote fiEhe v e
o n M3 CC Cai dat bang
Refresh du lleu Céng/thing Xudt Excel
ban dﬁu C.céng v.tay [ [F= In bing
’ An cot
Téng: 7
. < 1

6.3 Loc c6 diéu kién
Muc dich: Loc cac thong tin theo mdt hoac nhiéu diéu kién phtrc tap.

Duong ddn: Chon bang can loc thong tin>> Chon chuot phai >>Chon loc nang cao >> Xuét hién
hop thoai nhu hinh.

Cbng ty TNHH cong nghé Hoa Son
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1. Chon Chuﬁt phél Danh séch nhan vién |
’ « o MENV | Hovachidém | Tén Tén day di | Gidithh  chirc v Phang ban | micc |
Ch()l’l L(_)C nang NV 0001 Nguyén Vin Anh Nguy&n Vin Anh Nam cN K& todn
5 NV 00021 TRAN DUY BA TRAN DUY BA Nam NV
cao . NV 00004 T e C—a— - - [ = ) 37
Ap A NV 00003 = — P = e - =
. . NV 00015 || Cot Phép so sanh Gid tri S
2. Chon c6t can loc 2 Tim ki .
|| Loc nhanh
3. Ch()l’l phep SO |Té” E”Tmng khoang — EHA:C [ |E] Loc ndng cao
. A q.a ©va @ ok 3 4 Cai dit ban
sanh(diéu kién LG BE —I[<]w o001 Z e ot
IQC) ]:\ bang
A .y . A An cat
e BT T E
loc. | Rlm— == -
5. Chon “Thuc PV ]
Thém digu kien | Tham c4c didu kién cho viéc loc.

hién ” dé hoan tat
viéc loc. [-]: X6a bo cac dong diéu kién vira thém .

Nap ai

: Refresh dit liéu vé trang thai ban dau.
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