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Agenda

= Logon.
= Application Structure.
= Employee Information Management.

=  Managing Time Attendant, Over Time, Leave & In-

Late/Out-Early.
= Supporting Tools for TimeSheet.
= Salary Calculation (Payroll).

m  Permission & Security settings.







Logon

Simple step to logon:

= Open IE or FireFox

m Accessing to URL ‘http://xXxx.xxx.Xxx.xxx/easycom’

L | 0 mg B~ M nz F" E i
File  Edit ‘iew History  Bookmarks  Tools  Help

Google p

- C X f |

higp: 160,20, 120,252 8080/ easycom/




Logon (cont...)

m Select Company.

m Enter Username and Password.

m Enter Captcha (depend on setting for each customer)

= Click on Login button.

Company: |.vtm demo 1j

Usernaime: |
Passworil .'j
Enter code: -usﬂ
65652 = L
& Login |

easyZOM Web Application Version 3.0

Managing company with easyCOM is e |




Application Structure




Application Structure

There are three levels as follows:

= Module: outer layer, each Module contains multiple

Function Groups.
= Function Group: middle layer, it is group of Function.

= Function: each function perform a given task.




Application Structure (Cont.)

VTM VietNam: Systern Administrator

-

== @ k4 v

Harizontal Menu . Logout

Main Menu b

-

= iﬂiHuman Resource {5l
]
= g% Employes Managemer
P} oy a
m Emplovees List
m Emplovees List (Tel
[ﬂ Insurances

r‘] Import Mew Employ
m Lpdate Bank Accou
m Update Employes =
i'g Reports
= |@Iﬁmekeepel Managemen
H DTimesheet

:l% Reports

@ £% TAData

:li 2 salary Management

? |

= E& Salary Management
e ml| Calculate Salary
i'é Reports

=8 ¥ | -
||Settmus

= iII.:I Company Structure
1] | 7

- Employees List *

General Personal wiork Info otk Histary Leave Skil Calification Education Farnily
Basic Infomation [1] Inage
Full Marme®*; & i i3

Mguyen Thi Moo Giau
Mick Marne: Gidu
Ermployes ID*: 11644 [y
hoose sexy: @ Fernale ) Male C -
Position & Office location [2] Office Contact [3]
Position™®: Chief > Office phone extension:
Divigion®: STAFF w Maohile phone:
Departrment™; Gereral Affairs-I i Office emai:
Office™: hd Fax nurmber:

H *,
Section™; Hurnan Resource-I b Notes
Title*; Office Staff et
Reg. W/Date: ['H
Stop W/Date: |
Save ] [ Reset ] [ Cancel

Labour Dependan| =

You can switch between Tree View menu system and List-based menu
system. Above is Tree View menu, on next slides we will take List-based
menu system to describe functions.




Application Structure (Cont.)

Main Menu

¥TM VIET NAM Corporation Co., Ltd: System Administrator

/ 1, Main Menu 0 Logout

® Employees
Employees (Terminated)

Export Employes

l

Export Leave

Module

& Shift Assigment

& Detail Infout-Early/Late-OT

# Time Recorder Raw Log Downloader
® Cross-Over Department Users

® Cross Check

® Create Wark Day

Modify Leaye

Modify Early/Late

Time Recorder Raw Data
Other Function

Human Resource | Time Recarders Seftings
ﬁ Staff & Salary Timesheet Management %} Modification/&pproval @Pa"rrull
® Organization Tree ¢ Shiftkey Imparter * Modify Attend ® Payrall
® Organization Tree (Terminated) # Shiftkey (2 tabs) * Modify Overtime ® Meal Report

® Multiple Meals

® Salary Histories

® Salary Matrix

® Import New Employes

¢ Update Card ID

® Update Employes Status

¢ Update Salary History

® Update Bank Account Mumber
¢ Update Resighation Date

¢ Update Late Rigistration

® Update Allowance and Deduction
¢ Update Harmful

® Update Union

e —
Tuesday 01/09/2009 | 5:30 PM (Page loaded in 0,01231 secands)




Application Structure (Cont.)

¥TM YIET NAM Corporation Co., Ltd: Systemn Administrator /f -
Wi Maiti 1. Main Menu 0 Logout
‘Human Resource Time Recorders Settings |

ﬁ Staff & Salary Timesheet Management '%} ModificationfApproval @!Pavrull

& (Qrganization Tree & Shiftkey Importer & Modify Attend Payroll

& (Qrganization Tree (Terminated) # Shiftkey (2 tabs) & Modify Overtime Meal Report

® Employees & Shift Assigment o Modify Leave Multiple Meals

® Employees (Terminated) ® [etail InfOut-Early/Late-0T o Modify Early/Late Salary Histories

& Crport Employee ¢ Time Recorder Raw Log Downloader ® Time Recorder Raw Data Salary Matriy

* Euport Leave * Cross-Over Department Users ¢ Other Function Irmport New Employee

* Cross Check
* Create Work Day

Function
Group

Update Card ID

Update Employee Status

Update Salary History

Update Bank Account Mumber
Update Resignation Date
Update Late Rigistration

Update Allowance and Deduction
Update Harmful

Update Unian

Tuesday 01/09/2009 | 5:30 PM (Page loaded in 0,01231 seconds)




Application Structure (Cont.)

YTM VIET NAM Corporation Co., Ltd: System Administratar / AT

Main Menu
‘Hurman Resource Time Recarders | Settings |
ﬁ Staff & Salary %Timesheet Management | ﬁ%} Modification/&pproval ﬂjpayrull
® (Organization Tree o Shiftkey Imparter o Modify Attend ® Payroll
® Jrganization Tree (Terminated) ® Shiftkey (2 tabs) o Modify Overtime ® Meal Report
& Employees ® Shift Assigment ® Modify Leave ¢ Multinle Meals
® Employees (Terminated) & Detall In/out-Early/Late-0OT o Modify Early/Late ® Salary Histories
® Eunort Employee ® Time Recorder Raw Log Downloader ® Time Recorder Raw Data # Salary Matrix
® Fynort Leave ® Cross-Over Department Usars ® (ther Function ¢ [rnport Mew Employee
® Cross Check ® Update Card ID
® Create Work Day ¢ Update Employee Status
¢ Update Salary Histary
¢ |pdate Bank Account Number
¢ Update Resignation Date
- # Update Late Rigistration
F U n Ctl O nS ¢ pdate Allowance and Deduchion
# Update Harmful
¢ Update Union

Tuesday 01/09/2009 | 5:30 PM (Page loaded in 0,01231 seconds)




Employee Information Management




Employee Information Management

Mainly perform following tasks:

m Searching for employee.

= Deleting employee (or terminating).

= Adding new employee.

= Viewing detail information of particular employee.

= Updating employee’s information.




Employee Information Management (cont,)

Steps to do:

= Going to module named ‘Human Resource’.

= Clicking on function named ‘Employees’ under Function

Group named ‘Staff and Salary’.

(Look at the picture)




Employee Information Management (cont)

VTM YIET NAM: System Administrator vEMm / .+ Main Menu . Vertical Tree View Menu  :Logout

Main Menu
Hurman Resource | Time Recorders | Settings |
ﬁ Staff & Salary %\Timesheet Management ﬁ%} Modificationf Approval @jpavrull
-

® nsurances ® Shiftkey (2 tabs) & Modify Cvertime & Payroll

® Export Insurance ® Shift Assigment & [Modify Leave & Euport Salary To Bank

* Export Emplovee Dependant I ® Detail InfOut-Early/Late-OT & Modify EarlyfLate ® Salary Histories

* Employees ® Time Recorder Raw Log Downloader # | ate Early Report ® [mport Salary History

* Employees (Terminated) ® Cross Check & OyverTime In Month Report & Salary Matrix

® Cuport Employee o Scheduled WorkingDay o Month In Leave Report ® Calculate Salary

® Export Emplovee(Terminated) ® Create Work Day & OT &nd Leave In Summary & ~llowance Employee

® Export Emplovee Brief & OT For PIT Report & Cuport Other &llowance

® Import Mew Employee ® Compensation Leave History Report & [nput Allowance

® Lndate Employee Status & \Wrong Shift Report & Tnput Deduction

® Lindate Bank Account Mumber & Import Allowance

® |Update Card 1D ¢ Import Deduckion

& PIT Dependant Report




Employee Information Management (cont.)

Displaying working employees

Employees list

EmployeslD

Emp. ID Full Mame

10003 Le Hoai “/u

10010 Mouyen Tan Cuong
10011 Huynh Thanh Thao
10012 Duong Dink Duyen
10014 o Tan Mink Hoang
10015 Tran Dac Tien
10016 Doan Thanh Hiew
10015 Do %an Long
10023 Tran Duc Dung
10026 Le “an Duan
10025 Duong Thai Hank
100350 Phan “Yan Linh
10033 Mouyen GCiuoc Hung
10035 Phan Thi Maoc Tri
10039 Ly Boi Dinh

o Add new | o Remove

Page 1

Full Marne

Zection

Ao, Eng'g-l

|

Production-|

Parts Production-D
Parts Production-|
Parts Production-D
Production-|

Factory Maintenance-|
Production-|

G|

Production-|

Factory Mairtenance-|
Part= Production-|
Purchasing-|

Purchasing-|

of 280

&8 Find

M|

Position

A=zt Manager
TL

Supervizor
Chief

A=zt Supervisor
Azst Supervizor
Supervisar
A==t Chief

A=zt Manager
A==t Chief

A=zt Supervisor
A=zt Supervizor
A=zt Manager
Supervisor

Azst Supervisor




Employee Information Management (cont.)

Searching for employee:
= By EmployeelD:
Enter ID into the textbox ‘EmployeelD’.

Click on ‘Find’ button to search.

Employees list

ErmployesID [1 0033 ] Full Marne

Emp. ID Full Mame =ection Position =

10033 Mouyen Guoc Hung Partz Production-| Az=21 Manager




Employee Information Management (cont.)

Searching for employee:
= By Employee Name:
Enter Employee Name into textbox ‘Full Name'.

Click on ‘Find’ to search.

Employees list

EI'|'||:I|III':.-'EE!ID[ ] Full Mame  Huynh Thanh Thao [ﬁﬂ?Find}]

Emp. ID Full Mame =ection Pozition
10011 Huynkh Thanh Thao Production-| =Uperyisar




Employee Information Management (cont.)

Deleting employee:

m Selecting employee.

= Click on ‘Remove’ button or press Del key to delete.

[ 10011 Huynh Thanh Thao Production-| SUperyisar ]
10033 Phan Thi Mgoc Tri Purchasing-| Superyisar
10039 L Bai Dink Purchasing-| Azt Supervisor

oy Add new[_ﬁ.‘; Flemwe] 4 4 |Pagelt |of2s0| B B | &




Employee Information Management (cont.)

Viewing detall information:

= Double click on the employee you want to view detalil

Information.

Employees list

EmplayeeID Full Mare 8 Find

Emp. ID Full Mame =ection Position

10043 Le “inh Long A8 A==t Supervisor
10046 Tran Thi Thanh Ha iseneral Affairs-| Azst Chief

10043 Tran Thanh Mga Human Fesource-| =Upervisar




Employee Information Management (cont.)

Adding new employee:

= Click on ‘Add new’ button to add new employee.

10077 Pham Thi Ngoc Diem Production-D ATL
10051 Mouyen Thi Phuong izeneral Affairs-D =L

[_l;!. Add new] dRemove | |4 4 | Page|z [of230 | b B | &

Actions: Adding New, Viewing and Editing
employee’s information is performed on the same

form.




Employee Information Management (cont.)

Common information of employee.

General Personal Wo'ork Info Wiork Hiskory Leave Sikill Cualificakion Education Farmily Labour Cependan =
Basic Infomation [1] Image

Rl Peine: Liyehy L 1 Insert Image
Mick narme: Thao

Ermployes code: 10011

i_hoose sexy: () Female @ Male

Position & Office location [2] Office Contact [3]

Position: SuUpErvisor w Oiffice phone extension:

Diivision: STAFF » Mobile plhone:

Departrnent: Production-I » Office email:

Office: MSWIC Factory w Fax rurmber:

section: 1st Production-I > NnEce

Title: Office Staff )

Reg. W/ Date: e

Stop W Date: 4

Motes: this ermployes had worked for MNSYC with ermployee code:

Save ] [ Reset ] [ Zancel




Employee Information Management (cont.)

Personal Information of Employee.

eneral Personal “Whark Info “Whark Historsy Leawve Skill Cualification Education Fannily Labour Dependar; =k
Personal Infomation [1]
Birthday: 0s/05/1979 = Birth Place: Hao Chi Minh [ Married [ 1]
F.eligior: Mlative Country: | wiet MNam b
Home Address & Transportation [2] ID Card & Passport [3]
Horme Phone: 0909-447570 ID Card Mo 271336816
Horne Ernail: Issue Date: 14/01/19905 ]
Permmanent aD, A42, Cluster G, Trung Dung IszLe Place: Dong Mai
Lodress: Ward, Bien Hoa, Dong MNai
Pravince Passport Mo
Temp Addresss: 59/B , 22 Team, Cluster I, Tan Issue Date; iz
Hiep WWard, Bien Hoa, Dong Mai ; —
Province Expried Date: HE
Transpart: wehicle (< 18km) »| || Issue Place:
Account [4] Employee Card ID [5]
Account Mo; O1z10003 76538 Current Employes CardID: | Qo047 25606697 4
Tax Code: EmployvesCardlD From Date - Action
Employee Status [6]
Current status: Mormal vworking i
From Date: 4
Save ] l Reset ] [ Cancel




Employee Information Management cont)

Employee’s Work Info.

n-l General ” Personal H "Hm'h?lnfu l Work History ﬂ Leave H Skill ﬂ Qualification u Education ]J Family _ Labour ﬂ Deperl:!arjli:

Group Name From Date To Date
ACT 020252000 020202002

,_Jnddnnu | Remove




Employee Information Management cont)

Employee’s work history.

1-[ General || Personal || workInfo | Wurk[%jstwr | teave || Skl | Qualfication | Education || Famiy | Labour | Dependa +

Company Name Company Address Position Last Salary Work From Wiork To Reason To Resign |
Phurong Mam 123 Ngﬁ Zia Twr Leader FO000I0 O A 2007 30032009 Luwong thfm

L&nddrmu | o Remove




Employee Information Management (cont)

Employee’s Leave.

'i-l General H Personal ” Work Info ﬂ Work History ” I.bi'g: h Skill H Qualification __ Education ” Family ﬂ Labwour “ Deparl:lani:_‘i
14 |

Leave Month morii v Leave Year ‘e v| #R Fiter
Leave Date =  From Dwate | To Date Leave Hour  Leave Hind Approved
270452009 27m4,2003 29004,2009 24 Perzonal

| Addrnew | Remove




Employee Information Management (cont)

~ Employee’s SKkill.

q-j General Jj Personal ]j work Info H work History Jj Leave UI Ekr& | Qualification L Education Jj Family || Labour ﬂ Dependan = |

Skill Motes
m Commmunicstion
nz Englizh




Employee Information Management cont)

Employee’s Qualification.

'1-1 General “ Personal ” Work Info ﬂ Work History “ Leave h Skill f Iluaiirr{ftiun “ Education ﬂ Fanmily h Labour J i::'euﬁrhﬂaj +
LY

Gualfication LeveliGrade Ciitained Date Izsued Motes
University Good 01 /052005

L&Addmw | o Remaove




Employee Information Management cont)

Employee’s Education.

'1-1 General H Personal ” Work Info ﬂ Work History “ Leave L Skill ﬂ Qualification iJ Edui{:n “ Family | Labour ﬂ Deperu:lar! j__
1 .

Schoal Type LeveliGrade From Date To Date Place |
Prirmsary Zood 01 01 52001 OE=S2005 HG Chi Minh

L&nddrmu | o Remove




Employee Information Management cont)

Employee’s Family.

'i-l General “ Personal ” Work Info “ Work History “ Leave | Skill ﬂ Quialification “ Education | FamEg | Labour H Deperdaq E

+ |
Mame Birth Day Carrier Relation
Mguryen Yan B 051051350 Cha Father
Le ThiC 0505950 e hother

I_E Add rew | . Remove




Employee Information Management cont)

Employee’s signed contracts.

'1-1 General “ Personal ” Work Info H Work History “ Leave L Skill ﬂ Quialification u Education _. Famity ” I.al:urg “ Dependan! :IL

Social No, 123456769  Health No, 987654321  Prob. Start 01/06/2009 9 Prob, End 01/08/2003 [# Res. Date [3 Update
| . |
Cordract Mo Lakbour Mame Start From End At |
100000 1 M&m (1/08/2009 |




Employee Information Management cont)

Dependant of Employee.

ht tersmal u Work Info L' Wiork History u Leave “ Skill ” Qualification ﬂ Education H Farnily H Labour _ Dewlrsmt EJ Security | =
s\

Number Of Dependent  Number Of Document  From Date Mote
3 1 140872009

L&nddrmu | o Remove




Employee Information Management cont)

Permission settings for employee.

;'F,«Emal Work Info _ YWiork History :_ Leav;”-ﬁkiﬂ ||_ Qualification ” Education ” Family-_”-.Lalmur =— Dependant ”5'5':%1? I-Ir

l Change Password

Access Level: Mormal User |*~*

Display Hurnan Resource: |7
Display Time Recorders: [

Display Settings: "] To setup system parameters, create account

Update




Time Attendant, Over Time, Leave,

In-Late/Leave Early & Shiftkey
Management




Time Attendant Management

Invoke Time Attendant:

= Going to module named ‘Human Resource’.

= Click on function named ‘Shift Assignment’ under function

group named ‘Timesheet Management'.

(Look at the screenshot)




Time Attendant Management (Cont.)

LLTH%ELEAM: System Administrator vem / 4 Main Menu . Vertical Tree View Menu . Logout
Hurman Resource ‘Time Recorders | Settings |
ﬁ Staff & Salary %‘Timesheet Management F?%J Modificationf&pproval @Payrull
. 2 =
® [nsurances & Shiftkey (2 tabs) * Modify Overtime & Payroll
® Export Insurance ® Shift Assigment ¢ Modify Leave ® Export Salary To Bank
¢ E:port Employes Dependant & [Detail InfOut-Early/Late-0T & Modify Early/Late ® Salary Histories
® Employees ® Time Recorder Raw Log Downloader ¢ | ate Early Report ¢ [mport Salary History
® Employees (Terminated) ® Cross Check * CyerTime In Month Report ® Salary Matrix
® Export Employes & Scheduled WarkingDay ¢ Month In Leave Report & Calculate Salary
¢ Export Employee(Terminated) ® Create Work Day ¢ T And Leave In Summary ¢ Allowance Employee
® Export Employee Brisf & (T For PIT Report # Export Other allowance
¢ Import New Employes & Compensation Leave History Report ¢ [nput Allowance
¢ Update Employee Status & \Wrong Shift Report ¢ [nput Deduction
¢ Update Bank Account Number ¢ [mport Allowance
® Lpdate Card ID ¢ [mport Deduction
¢ DIT Dependant Report




Time Attendant Management (Cont.)

Interface to manage Time Attendant:

E--S-hift-ﬂ-ssigﬂmgnts-ﬂy Department

Section: ' Section. .. Ei. Group |Grn:nur:n... EiEmplweeIDg%: Drate At Time Direction
Period: | 2010-08 v From Date: 16/05/2010 To Date: 15/06/2010 &8 Find 290052010 07:4%00  In
Emp. ID Full Mame Date - Tirme In Tirme Ot Shift Key OT Hour Locked Ui el e ot
10049 Tran Thanh Mga 21032010 - [
1DD49TranThanhNga s o .
10049 Tra.—. Tha.—.hmga zgmggm |:| e e e R e S 5 i
10049  Tran Thanh Mga 272010 o7r3917 ]
10049  Tran Thanh Mga 2EMS2010 073827 19:09:54 ] 2
10049  Tran Thanh Mga 25052010 o7-40:10 170729 ]
10049  Tran Thanh Mga 24052010 0735358 21:23:09 4 1.5
10049  Tran Thanh Mga 22052010 07:39:30 172639 ]
10049  Tran Thanh Mga 21052010 o741:12 2004437 =] 3.3
10049  Tran Thanh Mga 200552010 073754 173414 B 0.3
10049  Tran Thanh Mga 19052010 07 36:31 2004247 =] 3.3
10049  Tran Thanh Mga 18032010 0735027 17:11:54 5]
10049  Tran Thanh Mga 1702010 073342 19:07:20 =] 2

I

I{| i | Ei




Time Attendant Management (Cont.)

Options to show Time Attendant:

= By Section.

= By Group.

= By EmployeelD.

= According to salary.

After selecting, click on ‘Find’ button to display Time

Attendant of Employee.

Section: =ection... ¥ Group | Group.. v EmployesID 10049

Petiod:  2010-06 v  From Date: 16/05/2010 To Date: 15/06/2010 &8 Find




Time Attendant management (Cont.)

Updating Time Attendant:

To change Time Attendant, you should click on the cell containing data

you want to change, then enter new information. easyCOM will

automatically recalculate Over Time, In-Late, Out-Early and Leave.

shift Assignments By Department

Section: | Section... || Group | Group... » EmployesID 10049
Period:  2010-06 » From Date: 16/05/2010 To Date: 15/06/2010 &8 Find

Emp. 1D Full Mame Date « Time In Time Ot =hift Key OT Hour Locked
10049  Tran Thanh Nga 08062010 B [ *'*

10049 Tran Thanh Moa Oy E2010 073655 I 16:30:00 "ﬂ"l

5
10048 Tran Thanh Moa OBME2010 0 ]
10049 Tran Thanh Mo 05062010 073922 172722 B




Over Time Management

Open form to manage Over Time:

= Going to module named ‘Human Resource’.

= Click on function named ‘Modify Overtime’ under the

function group named ‘Modification/Approval’.

(Look at the screenshot)




Over Time Management (Cont.)

VTM VIET NAM: System Administrator yEm / o Main Menu . Vertical Tree View Menu . Logout

Main Menu
m Time Recorders | Settings |
@ Staff & Salary %‘Timesheet Management [@1’4‘} Modification/Approval M @Payrull
T i
® [nsurances & Shiftkey (2 tabs) * Modify Overtime & Payroll
® C:rport Insurance * Shift Assigment ¢ Modify Leave ® Export Salary To Bank
e Euport Employes Dependant & Detail Infout-Early/Late-CT & Modify Early/Late ® Salary Histories
® Emplovees ® Time Recorder Raw Log Downloader & | ate Eatly Report ® Import Salary Histary
¢ Employees (Terminated) & Cross Check & OyverTime In Month Repaort ® Salary Matriy
® Export Employes ¢ Scheduled WaorkingDay & Month In Leave Report ® Calculate Salary
¢ Crport Employee(Terminated) e Create Woark Day & OT And Leave In Summary ® Allowance Employes
& Euport Employese Brief & OT For PIT Report & Euport Other Allowance
* Import Mew Employes & Compensation Leave History Report ® Input Allowance
¢ |pdate Emplovee Status & ‘Wrong Shift Report ¢ [nput Deduction
® |pdate Bank Account Mumber ¢ Import Allowance
e Update Card ID ¢ [mport Deduction
¢ PIT Dependant Report




Over Time Management (Cont.)

Interface to manage Over Time:

Overtime
Section: [?Egﬂc_un... E:gGrDup; I[En_au_:!in:un... i.‘:EEmpIn:q.-'eeID '_“I_D_D4El_
From Date: ._1|:|.|'E|5:|?|;|11:| "“_E_ETD Dake: L:Ip_.n‘lj_ﬁ.n?l]*l 0 :Ijl &8 Find
Emp. ID Full Mame Date Time In Time Out Apr, Hour: Org. Hour: OT Kind Approved
100449 Tran Thank Moa 10052010 073451 19:39:45 25 25 Wiork Day
10043 Tran Thanh Mga 12052010 073951 19:39:02 25 25 Work Day
100449 Tran Thanh Moga 14052010 073621 19:06:58 2 2 Work Day
10043 TranThenhNos  1BMS2010 O7SE04 170218 8 8 Dayofft
100449 Tran Thanh Moga 17052010 073342 19:07:20 2 2 Work Day
10049 Tran Thanh kMoga 19052010 073651 20:4247 a5 a5 Work Day
100439 Tran Thanh Mga 20052010 or37y54 173414 05 05 Work Day
100449 Tran Thanh Mga 21052010 o741:12 2004437 35 35 Wiork Day
100449 Tran Thank Moa 24052010 073538 21:23:09 4 4 Wiork Day
100439 Tran Thanh Mga 26052010 0735827 19:09:54 2 2 Work Day
100449 Tran Thanhk Moa 010s2010 073224 17.48: 36 ns ns Wiork Day
100439 Tran Thanh Mga 04062010 073631 19:11:23 2 2 Work Day

|__E Add new |__E Remowve




Over Time Management (Cont.)

Options to show Over Time:

= By Section.

= By Group.

= By EmployeelD.

= By period of time.

After entering criterion, click on ‘Find’ button to show Over

Time

Sectiony  Zection... ¥oGroups  ecton.., ¥ EmplovesID 10049

Fram Date: 10/0572010 19 To Date: 10062010 9 A Find




Over Time Management (Cont.)

Editing Over Time:

To change Over Time, click on the cell containing the value

you want to modify, then you are in Edit Mode. Enter your

new value. The software will automatically save new data.

Overtinme

Seckion: =ection... ' Group:
From Dake: 100552010

Emp. ID Full Mame

10043 Tran Thanh Mga
10049 Tran Thanh Moa
10049 Tran Thanh Moa
10043 Tran Thanh Mga

Section..

8 To Date: 00062010

Date -

1052010
12M552010
140572010
16052010

Titne In

07:34:51
0v:39:51
O7:36:21

07:56:04

* EmployesID | 10043

Org. Hour: OT Kind

¥ &8 Find
Time Ot
19:3945 25
19:39:02
19:06:58 2
17:.0216 &

2.5

25| 24
2
i

Wiork Day
Work Day
Work Day
Day Off

Approved




Over Time Management (Cont.)

Deleting Over Time:

Click to select the record of Over Time that you want to

delete, then press Del key on the keyboard or click on

‘Remove’ button below to delete it.

10049 Tran Thanh Mga 26052010 oF38:27y 190954 2 2 Work Day
10043 | Tran Thanh Naa D200 073224 174836 05 05 Wiork Day [
10049 Tran Thanh MNga 04062010 073631 19:11:23 2 2 Work Davy [ ™

| Add new[_,;i, Remove ]




Over Time Management (Cont.)

Adding new record of Over Time:

Click on ‘Add new’ button below to add a record. Then enter

all mandatory data on that record.

10043 Tran Thanh Mga 260552010 ofas2y 1909054 2
10043 Tran Thanh Mga 010652010 of3224 174836 03
10043 Tran Thanh Mga O4m62010 o363 1901123 2

[_d Add mew ]_,;l, Femove

2
0.5
2

Work Day
Wiork Day
Work Day




Leave Management

Steps to open form to manage Leave:

= Going to module named ‘Human Resource’.

= Click on function named ‘Modify Leave’ under the function

group named ‘Modification/Approval’.

(Look at screenshot)




Leave Management (Cont.)

-

VTM YIET NAM: Systsm Administrator vEm / . Main Menu . Vertical Tree View Menu  :Logout

Main Menu
Human Resource ] ‘Time Recorders | Sethings |

ﬁ Staff & Salary %\Timesheet Management I ﬁ%} Modification/ Approval llﬂlﬂpayrull

® [nsurances ® Shiftkey (2 tabs) * Modify Overtdme ® Payroll

& Export Insurance & Shift Assigment & Modify Leave & Export Salary To Bank

® Cxport Employee Dependant ® Detail In/Out-Early/Late-0OT & Modify Early/Late ® Salary Histories

® Employees & Time Recorder Raw Log Downloader & | gte Early Report & Import Salary History

® Employees (Terminated) & Cross Check & OverTime In Month Report ® Salary Matriy

s E:nort Employee ¢ Scheduled \WorkingDay # Month In Leave Report & Calculate Salary

# Export Employee(Terminated) & Create \Work Day ® 0T And Leave In Summary ® Allowance Employes

® Cxport Employes Brief * OT For PIT Report ¢ Export Other Allowance

& Import Mew Employee & Compensation Leave History Report & [nput &llowance

® lndate Employes Status ® YWrong Shift Report ® Input Deduction

o |pdate Bank Account Mumber o Import Allowance

& |pdate Card ID & [mport Deduction

& PIT Dependant Report




Leave Management (Cont.)

Interface to manage Leave:

User Leave

Department | Department ...

Emp. I Full Mame

10043 Tran Thanh Mga
10049 Tran Thanh Mga

oy Add new | o Remove

w | || From Date 010452010 [2 EmployeeID 10049 A Fln-:I
LvDate - Lvamount Leawve Approved
11052010 8 Compensation Day of [#]
17042010 g Compensation Day of [&]

Page 1 |of 1 - s CheckfUnCheck all ||




Leave Management (Cont.)

Options to show Leave.:

= By Department.
= By EmployeelD.

= By period of time.

After entering criterion, click on ‘Find’ button to sow

| eave.

User Leave

Depattrment  Departmert w || From Date 01/04/2010 [ 9 EmployeeID 10049 &8 Find

Emp. 1D Full Mame LvDate - Lvamount  Leave Apnproved




Leave Management (Cont.)

Updating Leave:

To change Leave, click on the cell containing the

value you want to change, then enter new value. The

software will automatically save new data.

User Leave

Department  Depatment . w [/ From Date 01104/2010 [5 EmploveelD 10049 8 Find
Emp.ID  Full Mame LvDate - LvaAmount  Leawe Approved
10049 Tran Thanh MNga 11 /052010 & Compensstion Day of [¥]

10049  Tran Thanh Mga 1 704/2010 & [Llnpaid| w ] [¥]




Leave Management (Cont.)

Deleting Leave:

Select the Leave record that you want to delete, then
press Delete key on the keyboard or click on

‘Remove’ button to delete.

20003 Bui Thi Thuy Tram 02104/2010 & Unpaid
20003 | Bui Thi Thuy Tram 07042010 5 Unpaid 1
20003 Bui Thi Thuy Tram 05/04/2010 & Unpaid ]

) Add new [_:;'- F:emu:we] Page 1 of3 b B @ & CheckiionCheck all [




Leave Management (Cont.)

Adding new Leave:

Click on ‘Add new’ button to create new Leave

record. You have to enter all data on that record.

20003 Bui Thi Thuy Tram 050442010 & Unpaid il
20003 | Bui Thi Thuy Tram : 07/04/2010 5 Unpaid 1
20003 Bui Thi Thuy Tram 05/04/2010 & Unpaid ]

[_d Add new] o Remove Page 1 of3 B B & CheckiiUnCheck all [




Managing In-Late/Out-Early

Steps to open In-Late/Out-Early:

= Going to module named ‘Human Resource’.

= Click on function named ‘Modify Early/Late’ under the

function group named ‘Modification/Approval’.

(Look at screenshot)




Managing In-Late/Out-Early (Cont.)

VYTM VIET NAM: System Administrator
Main Menu

vEm / . Main Menu . Wertical Tree View Menu

~Logout

Human Resource

‘Time Recorders |

Sethings

® Employees

® Employees (Terminated)

s E:nort Employee

Export Employee(Terminated)
Export Employes Brief

Import Mew Employee
Update Employee Status

o |pdate Bank Account Mumber
& |pdate Card ID

ﬁ Staff & Salary %\Timesheet Management
® [nsurances ® Shiftkey (2 tabs)
& Export Insurance & Shift Assigment
® Cxport Employee Dependant ® Detail In/Out-Early/Late-0OT

Time Recorder Raw Log Downloader
Cross Check

Scheduled WarkingDay

Create Wark Day

& Modify Overtdme

i e [
| ?EJ Modification/Approval l\ﬂlﬂpawu"

& Modify Leave
I & Maodify Early/Late

& | gte Early Report

& OverTime In Month Report

# Month In Leave Report

® 0T And Leave In Summary

® 0T For PIT Repart

& Compensation Leave History Report
® YWrong Shift Report

Payroll

Export Salary To Bank
Salary Histories
Import Salary History
Salary Matrix
Calculate Salary

&llow ance Employes
Export Other allowance
Input Allowance

Input Deduction
Import &llowance
Import Deduction

PIT Dependant Report




Managing In-Late/Out-Early (Cont.)

Interface to manage In-Late/Out-Early:

Early/Late Managements

#3 Find

IDddate -

15052010
14052010
13052010
12052010
100052010
050552010
OV 0s2010
05052010
O0S0S2010
04,022010
03052010
29042010

Emp. I 10049

=hift

oo o@D oo @ o oD o @m @ @ M m

oy Add new | o Remove

E.Start

Qi 31:00
09:00:00
10:30:00
Qi 0000
QG 0001
05 00: 00
09:15:00
05 00: 00
10:00:00
Qi 00: 00
Qi 00:00
Q0000

FPage|1

Full Mare | Tran Thanh Mga

E.End

17:09:59
19:06:55
170731
19:39:02
19:39:45
17:11:24
17:14:30
17:11:25
17135354
1730040
18:05:29
17:12:47

af 1

Month 5

Early

o o o o o o o o o o o o

~ Year 2010

Late
1
1.5
3
0.5
0.5
0.5
1.5
0.5
2.5
0.5
0.5
0.5

b




Managing In-Late/Out-Early (Cont.)

Updating record of In-Late/Out-Early:

To change In-Late/Out-Early, users click on the cell

that you want to modify value. The software will

automatically save c

Early /Late Managements

g8 Find  Emp. ID 10049

|Ciclate - Shift E Start

150352010 G 05:51:00
140352010 G 09:00:00
130352010 G 10:50:00

Full Marme | Tran Thanh Moa

E.End

17:09:59
19:06: 58
170731

nanges.

Month 5 w Year 2010 v 8 Filker
Early Late
I 1

| of 15

a 3




Managing In-Late/Out-Early (Cont.)

Delete record of In-Late/Out-Early:

Click to se

want to de

ect the record of

ete, the press De

n-late/Out-Early that you

ete on your keyboard

click on ‘Remove’ button to delete.

040352010
03032010
290472010

G 05: 00;00 175040
G 05: 00:00 18:03:29
i 05:00:00 171247

o Add e [ o Remove ] Page 1 of1

=

=
0.5
0.5

R

)




Managing In-Late/Out-Early (Cont.)

Adding new record of In-Late/Out-Early:

Click on ‘Add new’ button to create a record with no

data. You have to enter all mandatory data.

05052010 5 10:00: 00 17:13:34 0 25
030502010 6 08 00: 00 180829 0 05
290412010 5 08 00: 00 17:12:47 0 05
01/05/2010 a0 0 0

|_d Add new I_EI, Remove _ . Page 1 |of1 e




Shiftkey Management

Open form to manage Shiftkey:

m Click on module named ‘Human Resource’.

= Click to select the function ‘ShiftKey (2 tabs)’ under

function group ‘Timesheet Management'.

(Look at screenshot)




Shiftkey Management (Cont.)

;LTJ;EHEAM: System Administrator vEm / . Main Menu . Vertical Tree View Menu  :Logout
Human Resource ] ‘Time Recorders | Sethings |
ﬁ Staff & Salary [ Timesheet Management ] ﬁ%} Modification/ Approval '\ﬂlﬂpayrull
|
® [nsurances ® Shiftkey (2 tabs) & Modify Overtdme ® Payroll
& Export Insurance & Shift Assigment & Modify Leave & Export Salary To Bank
® Cxport Employee Dependant ® Detail In/Out-Early/Late-0OT & Maodify Early/Late ® Salary Histories
® Employees & Time Recorder Raw Log Downloader & | gte Early Report & Import Salary History
® Employees (Terminated) & Cross Check & OverTime In Month Report ® Salary Matriy
s E:nort Employee ¢ Scheduled \WorkingDay # Month In Leave Report & Calculate Salary
# Export Employee(Terminated) & Create \Work Day ® 0T And Leave In Summary ® Allowance Employes
® Cxport Employes Brief * OT For PIT Report ¢ Export Other Allowance
& Import Mew Employee & Compensation Leave History Report & [nput &llowance
® lndate Employes Status ® YWrong Shift Report ® Input Deduction
o |pdate Bank Account Mumber o Import Allowance
& |pdate Card ID & [mport Deduction
& PIT Dependant Report




Shiftkey Management (Cont.)

Interface for managing Shiftkey:

Shiftkey 1 {16-31) Shiftkey 2 (1-15)

‘hddrnew | Remowe  Month & v Year 2010 v EmployesID #8 Filter &5 Export
Emp.ld =« MName Cepartment Year Morth 016 D17 D18 D19 D20 D21 D22 D23 D24 D25 D26 D27 D25 D29 D30 DX
10003 Mguyen Thanh Le  A-Mfg. Eng'g-l 2010 ] 0 G ] G ] ] G 1] ] G ] G G ] G 1]
10003 Le Hoai Wu A hifg. Eng'g-l 2010 ] 0 G ] G g ] G a g G ] g G ] G 1]
10010 Mguyen Tan Cuong Q& 20 ] a G ] G ] ] G a ] G ] g G ] G a
10011 Huynh Thanh Thao  Production-| 200 ] 1] G ] G g ] G a g G ] g G ] G a
10012 Duong Dinkh Duyen Parts Productio 2010 G 0 5] G G G G G 0 G G G G G G G 0
10014 %o Tan Minh Hoang Parts Productio 2010 ] 0 G ] G ] ] G a ] G ] = G ] G a
10015 Tran Dac: Tien Parts Productio 2010 E 1 4 4 4 4 4 4 o 4 4 4 4 4 1] 4 1
10016 Doan Thank Hiew  Production-| 2mn E 1] B E E E E E 1] E E E E E E E 1
10018 Do “an Long Factory Mainter 2010 E 1 B E E E E E 1] E E E E E E E n
10023 Tran Duc Dung Production-| 2mn E 1 B E E E E B o E E E E B E B 1
10026 Le “an Duan G| 2mn ] n B ] B ] ] B 1] ] B ] B B ] B n
10028 Duong Thai Hanh  Production-| 2mn ] 1 B ] E ] ] G 1] ] B ] B G ] G 1
10030 Fhan %an Linh Factory Mainter 2010 ] 1] B ] G ] ] G 1] ] G ] G G ] G 1
10033 Mguyen o Hung Parts Productio 2010 = ] ] G [ G = [ 0 G ] G =] ] = [ ]
10035 Phan Thi Mgoc Tri Purchasing-l 2010 ] a G ] G ] ] G a ] G ] g G ] G 1]

Page|l |of327 | b B | &




Shiftkey Management (Cont.)

Updating information on Shiftkey:

To change Shiftkey, click on cell containing data that
you want to modify, then enter new value. The

software will automatically save.

shiftkey 1 (16-31) || Shiftkey 2 (1-15)

4 Addnmew | Remove Month §  w Year 2010 v EmployesID #8 Filker E_I Expart:
Emp.Id «  Mame Department Year honth D1e D17 &8 D9 D20 DM D22 D23 D24 D25 D26 DY D28 D29 Dao D
10003 Mguyen Thanh Le  A-Mfg. Eng'g-l 2010 B 0 B B G B B B l 0 B E G B B G B 0

10005 Le Hoai Yu A-mfg. Eng'g-l 2010 = o G g = G g = 1] G = & G = = G o




Supporting Tools for Timesheet




Working Schedule

Steps to open form for managing Schedule:

= Going to module named ‘Human Resource'’.

= Click on function named ‘Scheduled Working Day’ under

the function group named ‘Timesheet Management'.

(Look at the screenshot)




Working Schedule (Cont.)

YTM VIET NAM: Systemn Administratar
Main Menu

vem / o Main Menu 2 Vertical Tree View Menu

. Logout

Hurman Fesource

Time Recorders |

Settings

ﬁ Staff & Salary

® Jnsurances

Export Insurance

Export Employee Dependant
Employees

Employees (Terminated)
Export Employee

Export Employee(Terminated)
Export Employee Brief
Import New Employes
Update Employves Status
Update Bank Account Mumber
Update Card ID

%\Timesheet Management

Shiftkey (2 tabs)

Shift Assigment

Detail InfOut-EarlyfLate-OT

Time Recorder Raw Log Downloader
Cross Check

Scheduled WorkingDay

ﬁ%} Modification/Approval
[

@Payrull

Create Work Day

Modify Overtime

Modify Leave

Maodify Early/Late

Late Early Report

OyerTime In Month Report

Month In Leave Report

OT &nd Leave In Summary

QT For PIT Report

Compensation Leave History Report
YWrong Shift Report

Payroll

Export Salary To Bank
Salary Histories
Import Salary History
Salary Matrix
Calculate Salary
allowance Employes
Export Other Allowance
Input Allowance

Input Deduction
Import Allowance
Import Deduction

PIT Dependant Report




Working Schedule (Cont.)

Interface to create Schedule:

Scheduled Working Day

Group | Administrative W Month 5 @ Year 2010 V|

SUH MOHN TUE WED THU FRI Holiday 00:00:00 2350000

S|

Shift1 neww 05:50:00 14:00:00
16 Shift2 nesy 07:50:00 1 6:00:00

Shifta newe 13:50:00 22:00:00
23

Technician 2 21:00:00 0% 00:00
- ;




Working Schedule (Cont.)

Steps to create a Schedule:

Step 1: Selecting Group.
Step 2. Selecting Month and Year.

Step 3: Selecting date.

Step 4: Selecting Shiftkey.

If you want to change Schedule, please re-do all

steps mentioned above.




Exporting In-Late/Out- Early For Checking

Exporting In-Late/Out-Early:

= Going to module named ‘Human Resource’.

m Selecting function named ‘Late Early Report’ under the

function group named ‘Modification/Approval’.

(Look at the screenshot)




Exporting In-Late/Out-Early for Checking (cont)

Main Menu

VTM VIET MAM: System Administrator

Human Resource

v / o Main Menu . Vertical Tree Wiew Menu . Logout

‘Time Recorders |

Settings

@ Staff & Salary

%\Timesheet Management

[ ﬁ%} Modification/ Approval

]@Payrull

® [nsurances

® Export Insurance

® Export Emploves Dependant

& Emplovees

& Emplovees (Terminated)

& Export Employee

& Export Employes(Terminated)
& Export Employes Brief

& [mport New Employee

® |Ipdate Employee Status

o |Ipdate Bank Account Number
® |Ipdate Card ID

Shiftkey (2 tabs)
Shift Assigment

Cross Check
Scheduled YWorkingDay
Create Work Day

Detail Infout-Early/Late-0T
® Time Recorder Raw Log Downloader

Maodify Cvertime
Maodify Leave
Modify Early/Late

Payraoll
Export Salary To Bank
Salary Histories

Late Eary Report

Import Salary History

OverTime In Month Report

Manth In Leave Report

OT &nd Leave In Surmmary

OT For PIT Report

Compensation Leave History Report
YWrong Shift Report

Salary Matrix

Calculate Salary
Allowance Employves
Export Cther Allow ance

Input Allowance

o Tnput Deduction

o Import Allowance

o Import Deduction

¢ PIT Dependant Report




Exporting Over Time to Check

Exporting OT-based Record:

= Going to module named ‘Human Resource’.

m Selecting the function named ‘OverTime In Month Report’

under the function group called ‘Modification/Approval’.

(Look at the screenshot)




Exporting Over Time to Check (cont.)

YTM VIET NAM: Systemn Administratar
Main Menu

Hurman Fesource

v / 4 Main Menu . Vertical Tree View Menu . Logout

Time Recorders |

Settings

ﬁ Staff & Salary

%\Timesheet Management

ﬁ%} Modification/Approval
[

@Payrull

® Jnsurances

Export Insurance

Export Employee Dependant
Employees

Employees (Terminated)
Export Employee

Export Employee(Terminated)
Export Employee Brief
Import New Employes
Update Employves Status
Update Bank Account Mumber
Update Card ID

Shiftkey (2 tabs)

Shift Assigment

Detail InfOut-EarlyfLate-OT

Time Recorder Raw Log Downloader
Cross Check

Scheduled WorkingDay

Create Work Day

Modify Overtime
Modify Leave
Maodify Early/Late
Late Early Report

OyerTime In Maonth Report

Month In Leave Report

OT &nd Leave In Summary

QT For PIT Report

Compensation Leave History Report
YWrong Shift Report

Payroll

Export Salary To Bank
Salary Histories
Import Salary History
Salary Matrix
Calculate Salary
allowance Employes
Export Other Allowance
Input Allowance

Input Deduction
Import Allowance
Import Deduction

PIT Dependant Report




Exporting Leave for Checking

Exporting Leave data:

= Selecting module named ‘Human Resource’.

= Clicking on the function named ‘Month In Leave Report’

under the function group named ‘Modification/Approval’.

(Look at the screenshot)




Exporting Leave for Checking (Cont.)

VTM VIET NAM: System Administrator

Main Menu yEM / o Main Menu . Vertical Tree View Menu Logout

Hurnan Resource ‘Time Recarders | Settings |

ﬁ Staff & Salary

%‘Timesheet Management

l ﬁ%_} Modification/&pproval l@lpﬂm"

® [nsUrances & Shiftkey (2 tabs) & Modify Cvertime Payrall

® Czport Insurance * Shift Assigment e Modify Leave Export Salary To Bank
® Export Employee Dependant & Detail InfOut-Early/Late-0T & Modify Early/Late Salary Histories

® Employees ® Time Recorder Raw Log Downloader ® | ate Early Report Import Salary History
* Employees (Terminated) ® Cross Check & OyverTime In Month Report Salary Matrix

® Export Employee ® Scheduled WarkingDay & Month In Leave Report Calculate Salary

# Ezport Employee(Terminated) & Create Work Day & 0T &nd Leave In Summary Allowance Employee
® Export Employee Brief e T For PIT Report Export Other Allowance
® Import Mew Employes & Compensation Leave History Report Input Allowance

® Update Employee Status ® YWrong Shift Report Input Deduction

® |pdate Bank Account Number Import Allowance

& |pdate Card ID Import Deduction

PIT Dependant Report




Exporting of Wrong Shift Data

Exporting of Wrong Shift ShiftKey:

= Going module named ‘Human Resource’.

= Clicking function named ‘Wrong Shift Report’ under the

function group named ‘Modification/Approval’.

(Look at the screenshot)




Exporting Wrong Shift Data (Cont.)

VTM VIET NAM: System Administrator
Main Menu

Hurman Resource

vem / o Main Menu . Vertical Tree View Menu Logout

‘Time Recarders |

Settings

ﬁ Staff & Salary

%‘Timesheet Management

I ﬁ%_} Modification/&pproval I@lpﬂm"

® [nsurances

® Export Insurance

® Export Employee Dependant

® Employees

* Employees (Terminated)

® Export Employee

# Ezport Employee(Terminated)
® Export Employee Brief

® Import Mew Employes

® Update Employee Status

® |pdate Bank Account Number
& |pdate Card ID

Shiftkey (2 tabs)
Shift &ssigment
Detail InfOut-Early/Late-0T

Cross Check
Scheduled WarkingDay
Create Work Day

Time Recorder Raw Log Downloader

Madify Cvertime

Modify Leave

Maodify Early/Late

Late Early Report

OyerTime In Month Report

Maonth In Leave Report

OT &nd Leave In Summary

QT For PIT Feport

Compensation Leave History Report

YWrong Shift Report

Payrall

Export Salary To Bank
Salary Histories
Import Salary History
Salary Matrix
Calculate Salary
Allowance Employee
Export Other Allowance
Input Allowance

Input Deduction
Import Allowance
Import Deduction

PIT Dependant Report




Payroll Calculation




Payroll Calculation

Basic Steps to calculate Salary:

Task 1: Salary Calculating.

Task 2: Exporting Salary into multiple formats.




Payroll Calculation (Cont.)

Open Salary Calculation (B1):

= Going to module named ‘Human Resource’.

m Selecting the function named ‘Calculate Salary’ under the

function group ‘Payroll’.

(Look at screenshot)




Payroll Calculation (Cont.)

;ETHHF:,EHE“M: System Administrator vem / o Main Menu . Vertical Tree View Menu Logout
Hurnan Resource ‘Time Recarders | Settings |
ﬁ Staff & Salary %‘Timesheet Management ﬁ%_} Modification/Approval |] mi Payroll I
® [nsUrances & Shiftkey (2 tabs) & Modify Cvertime & Payroll
® Czport Insurance * Shift Assigment e Modify Leave ¢ Cxport Salary To Bank
® Export Employee Dependant & Detail InfOut-Early/Late-0T & Modify Early/Late ® Salary Histories
® Employees ® Time Recorder Raw Log Downloader ® | ate Early Report & Import Salary History
* Employees (Terminated) ® Cross Check & OyverTime In Month Report ® Salary Matrix
® Export Employee ® Scheduled WarkingDay & NMonth In Leave Report ¢ Calculate Salary I
# Ezport Employee(Terminated) & Create Work Day & 0T &nd Leave In Summary ® Allowance Employee
® Export Employee Brief e T For PIT Report & Export Other Allowance
® Import Mew Employes & Compensation Leave History Report ¢ Tnput Allowance
® Update Employee Status ® YWrong Shift Report ¢ Input Deducton
® |pdate Bank Account Number ¢ Import &llowance
& |pdate Card ID # Import Deduction
¢ PIT Dependant Report




Payroll Calculation (Cont.)

Form to start Payroll calculation:

Calculate Salary
Option

Select Salary Periods: | 2010-05| v
From Date: IEID4IED1Ij |
To Date: 15/05,/2010

Standard Working Day: 26

Approve by

) Employes 1D

() Departrment v

|

Make | | i_ancel




Payroll Calculation (Cont.)

Steps to make Payroll system:

Step 1. Select the month of Payroll.
Step 2. Select whom get salary.

Step 3. Click on ‘Make’ button to process.




Payroll Calculation (Cont.)

Notice:

After calculating, If you change any factors of
following Shiftkey, OT, In-Late/Out-Early, or Leave,
then you have to re-calculate all, before making

Payroll.




Payroll Calculation (Cont.)

Open dialog to create Payroll (Task 2):.

= Going to module named ‘Human Resource’.

= Clicking on function ‘Payroll’ under the function group

named ‘Payroll’.

(Look at screenshot)




Payroll Calculation (Cont.)

VTM VIET NAM: System Administrator
Main Menu

lﬁ Hurman Resource I

vem / o Main Menu . Vertical Tree View Menu Logout

‘Time Recarders

Settings

® Export Insurance

® Export Employee Dependant
® Employees

* Employees (Terminated)

® Export Employee

# Ezport Employee(Terminated)
® Export Employee Brief

® Import Mew Employes

® Update Employee Status

® |pdate Bank Account Number
& |pdate Card ID

Shift &ssigment

Detail InfOut-Early/Late-0T

Time Recorder Raw Log Downloader
Cross Check

Scheduled WarkingDay

Create Work Day

Modify Leave

Maodify Early/Late

Late Early Report
OyerTime In Month Report
Maonth In Leave Report
OT &nd Leave In Summary
QT For PIT Feport

YWrong Shift Report

Compensation Leave History Report

ﬁ Staff & Salary %‘Timesheet Management ﬁ%_} Modification/Approval |] 'ﬂﬂ' Payroll I
[
|
® [nsUrances & Shiftkey (2 tabs) & Modify Cvertime & Payroll

i

¢ Cxport Salary To Bank
® Salary Histories

& Import Salary History
® Salary Matrix

¢ Calculate Salary

® Allowance Employee
& Export Other Allowance
¢ Tnput Allowance

¢ Input Deducton

¢ Import &llowance

# Import Deduction

¢ PIT Dependant Report




Payroll Calculation (Cont.)

Form to export Payroll:

Export Payroll
General
Select Salary Periods: | 2010-05 v |

From Date: 16/04,/2010 To Date: 150052010

Standard working Day: 26
| Tax Reduce @ by % ) by amount

a} ."l,'l

Export By

() Export. by Employee 1D
(") Expart by Group ¥

@ Expart Al
Order of page: 1

Option

@ Export Payroll Detail () Export Payroll Full
Export For Terminated Employees

’_ Export H Cancel J




Payroll Calculation (Cont.)

Steps to export Payroll:

Step 1: Selecting the month you want to export.
Step 2: Selecting whom to appear on Payroll.
Step 3. Selecting Report Type.

Step 4. Clicking on Export button.

Check the check-box ‘Export For Terminated

Employee’ to include resigned employees.




Permission & Security Settings




Permission & Security Settings

Tasks to do to set Permission & Security:

m Create ‘Access Level'.
= Modify ‘Acces Level'.

= Assign Permission to User.




Permission & Security Settings (cont.)

Create ‘Access Level’:

m  Going to module named ‘Settings’.

m Click on function named ‘Access Level under the

function group ‘Security’.




Permission & Security Settings (cont)

YTM YIET NAM Corporation Co., Ltd: System Administrator / -
Main Menu 1. Main Menu 0O Logout

I Human Resource I Time Recorders

F:":"n
.M Company Structure T System Setu
gup Company sy P
® CJrganization ® Company Info ® Mosign Access Privileges Report

o Define Secyrity Token Mame

® Access Level

& Anplication Modules
o ~pplication Resources

& Sottings/Parameters

Tuesday 01/09/2009 | 6:03 PM (Page loaded in 0,00429 seconds)




Permission & Security Settings (cont.)

List of created ‘Access Level'.

-

Midec Yietnam Corporation Co., Ltd: System Administrator e

Access Permission Maintenance ! 1. Main Menu O Logout

Fole Action

Mormal User Edit|Delete
Duyét OT Edit|Delete
Ciuan Tri (highest) [Edit|Delete
1G4 Group [Edit|Delete

Rola:

|Er|ter F=:|:|IE|

AT
Thursday 27/02/2009 | 5:28 PM (Page loaded in 0,00106 seconds)




Permission & Security Settings (cont.)

Create new ‘Access Level’:

m Enter a name to textbox ‘Role’.

m Click on ‘Enter Role’ button to create.

Role Action

MNarmal User Edit|Delete
Duyet OT Edit|Delete
uan Tr thighest) [Edit|Delete
G& Group Edit|Delete

Role

Enter Fole




Permission & Security Settings (cont.)

Update ‘Access Level’.

Click on ‘Edit’ next to the right side of the ‘Access

Level’ that you want to modify. Then you got screen

to edit It.
Role Action
Marmal Lser Edit|Delete
Duyet OT Edit|Delete
Quan Tri (highest)|Edit[Delete
GA Group Edit|Delete
Role:

Enter Fole




Permission & Security Settings (cont.)

Form to edit ‘Access Level’:

Raole: |Duyet OT

Enter Fole |

Assigned Security Tokens Ayvallable Security Tokens

1 ANy one can use Femaye

2Basic Reports  Remove

20T Input Femove
4 Hidden Test A
5 Mot Used fi¥ulw
G Mot Used A
7 Mot Used A
2 Mot Used fi¥ulw
9 Mot Used A
10 Mot Used Al
11 Mot Lsed Al
12 Unknown Aold
13 Unknown A
14 Linknown Al

15 User Management and System Administration Add




Permission & Security Settings (cont.)

Change name of ‘Access Level’:

m  Enter new name to textbox ‘Role’.

= Click on ‘Enter Role’ to update new name.

Folef Duyet OT

l Enter Role l

Assigned Security Tokens Ayailable Security Tokens
1lAny one can use Remove
2 Basic Feports Femove

30T Input Femove
4 Hidden Test Add
5 Mot Used Add
6 Mot Lsed Add
7 Mot Used Add
2 Mot Lsed Add
9 Mot Used Add
10 Mok Used Add
11 Mot Used Add
12 Unknown Add
13 Unknown Add

14 Unknown Add
15 User Management and System Administration Add




Permission & Security Settings (cont.)

Add new level to ‘Access Level’:

Click on ‘Add’ link to add a Access Level to Role.

Fole: Duyet OT

Enter Role

Assigned Security Tokens Syailable Security Tokens

14Ny one can use Remove

2Basic Reports Remove

30T Input Femowve
4 Hidden Test Add
S Mot Lsed Add
B Mot Lsed Add
7 Not Lsed Add
2 Mot Lsed Add
9 Mot Lsed Add
10 Mot Lsed Add
11 Mot Used Add
12 Unknown Add
13 Unknown Add
14 Unknown S d
15 User Management and System Adrministratior&dd




Permission & Security Settings (cont.)

Revoke ‘Access Level’ from Role:

Click on ‘Remove’ link to revoke a Access Level member

from Role.
Fole: Duyet OT
[Er‘uter Riole

Assigned Security Token Avallable Security Tokens

1 ANy one can uselRemove

2Basic Reports |Remove

30T Input Femove
4 Hidden Test Sdd
5 Mot Used Add
5 Mot Used Sdd
7 Mot Used Sdd
8 Mot Used Add
9 Mot Used Sdd
10MNot Used Sdd
11 Mot Used Sidd
12 Unknown Add
13 Unknown Sdd
14 Unknown Sdd

15 Lser Management and System Administration Add




Permission & Security Settings (cont.)

Grant Permission to User:

m  Click on ‘Change Password’.

= Enter Permission Assignment form.

m  Select ‘Access Level'.

m  Select module which is accessible to the User.

= Click on ‘Update’ button to grant permission to the User.




Permission & Security Settings (cont)

#Frsonal | Workinfo | WorkHistory | Leave | skl |_| Qualification ]J Education ” Family | Labour ,_ Dependant | Smﬂ?y |»

[_ﬂumuﬂmﬂd__
Access Leval: 'Mormal User iv

pr—

Display Hurnan Resource: | [
Display Time Recorders:

Display Settings:

B

To setup system parameters, create account

| | Update |




Terminologies & Comments

m  —asyCOM is commercial name of Human Resource
Information System, HR software, Payroll software of VTM

Vietham

0 asyAccounting is commercial name of Accounting

Software, Accounting System of VTM Vietnam.

0 asyERP is commercial name of Enterprise Resource

Planning, ERP of VTM Vietnam.

0 asyHotel is commercial name of Hotel Management
Software, Front Office Software, PMS software, Property

Management System of VTM Vietnam.




