sO CHAM CONG

S6 Cham Céng la mot tng dung cham cong theo thi giam lam viéc thue té, khi
vao ca lam viéc nguwdi lao dong can phai Check in, khi hét ca lam viéc ngudi lao
dong can phai Check out. Bén cudi ky tinh lwong, ngwoi quan ly sé download so
liéu thei gian da lam viéc trong thang dé tinh lwong cho nhan vién, trén co sé mot
ngay céng lam viéc du 08 gio.

Hon niva, S6 Chdm Coéng con la mét (rng dung héd tror dac lwe cho doanh nghiép,
trng dung gitip cho viéc ghi nhan dwoc soO thdi gian da lam viéc thuc té, Cung cap
cho nguwdi quan ly di¥ liéu cham cong day du, nhanh chong, gitp cho cong viéc
tinh lwong cta ngwdilao ddng day du va chinh xac.

Nguwdi quan ly co thé Theo déi k& hoach thwe hién cong viéc, Phan cong cong
viéc, nhan bao cao thyrc hién coéng viéc hang ngay.

Ngoai ra, trng dung cung cép tién ich g&ri don Xin nghi phép triec tuyén moi lic,
moi noi. Nhan két qua dwoc duyét hay tlr chdi ngay sau khi ngwdi quan ly phé
duyét/ttr choi.
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HUGNG DAN CAI DAT UNG DUNG
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CAI DAT

Théng tin lién hé cia nha phat trién ~
& Trang web

Email

@  Chinh sdch bao mét

Cai dat ing dung cho dién thoai hé diéu hanh iOS

1. Truy cap App Store co san trong dién thoai

2. Nhap tir khoa tim kiém "S6 chdm céng"

3. Click Cai dat
Sau khi da cai ddt thanh céng, Khi khéi chay tng dung lan dau
tién, quy vi can dong y cho ting dung st dung mét sé quyén han

cdnthiét.

Cai dat ung dung cho dién thoai hé diéu hanh Android

1. Truy cap CH Play c6 san trong dién thoai

2. Nhap ttr khoa tim kiém "S6 chdm cong”

3. Click Cai dat
Sau khi da cai ddt thanh céng, Khi khéi chay ing dung lan dau
tién, quy vi can dong y cho ting dung st dung mét sé quyén han

canthiét.



HUGNG DAN SU DUNG UNG DUNG

3.1 Huéng dan st dung chung

Sau khi ban cai dat iing dung S6 Cham Cong dé tim hiéu, iing dung sé yéu cau dang
nhap bang tai khoan da ton tai trong hé théng. Néu ban chua dugc don vi nao
cap/tao chotaikhoan thiban c6 thé dang ky mét tai khoan méi dé dang nhap:

Dang nhap tai khoan DBang ky tai khoan
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Trong truong hop ban dang ky mét tai khoan méi, mac dinh tai khoan maéi sé giéng
nhuban chualam viéc cho mét don vi/cdng ty nao, hay gibng nhuban chua quanly
moét don vi/cong ty nao.Vivay sé cé 2 mucdich sirdung cho ban lua chon:

1. Néu ban can Cham Céng nhu mét nhan vién, thi ban sé can phai chon mét
noi lam viéc, sau khi hoan tat, tai khoan cua ban sé ducgc sit dung cac chuc
nangdanh chonhanvién.

2.Néu ban can ap dung cham céng cho don vi/céng ty ban thiban can dang ky
théng tin don vi/céng ty, sau khi hoan tat, tai khoan ctia ban sé sirdung cac
chicnangdanh cho quantri.

Dang ky ap dung

Chon noi lam viéc cho don vi/céng ty
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3.1 Huéng dan st dung chung (tié€p)

-Pé& trai nghiém chiic nang Cham Céng, ban c6 thé chon nai lam viéc cé sén trong
hé théng co tén "Dung thiSé Cham Céng", don vi nay gibng nhumot don vi/cdng
ty dangap dung S6 Cham Cong.

Buoc 1 Buéc 2 Buoc 3 Buoc 4
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Nhan 'Dé nghi tiép nhan' d& hoan thanh

- Sau khi trai nghiém cac chiic nang Cham Coéng, ban cé thé dang ky thong tin don
vi/céngty dé ap dung cho doanh nghiép ctia minh.

bang ky ap dung
cho don vi/cong ty
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3.2. Huéng dan st dung cho tai khoan Nhén Vién

- Tai khoan Nhan vién la mét tai khoan cé cac chidc nang chi danh riéng cho tai
khoan nhan vién, tai khoan nay théng thudng dugc ngudi quan tri/ngudi quan ly
taolap va cung cap cho ban, hoac ban c6 thé dang ky mot tai khoan méivaluachon

ndilam viéc dé trai nghiém cham céng giéng nhumét nhan vién.

-Néu da dugc cap thong tin tai khoan turdon vi/cong ty, ban chiviéc tién hanh dang

nhapvasudung.

- Néu ban dang ky mot tai khoan mdai dé trai nghiém thi ban can lam theo huéng

dantaitrang3.

* Dé str dung chirc ndng chinh Cham Céng, khi téi noi lam viéc ban chi
can nhan CHECK IN va hoan thanh theo théng bao, va khi ket thuc gio
lam viéc, ban chican nhan CHECK OUT va hoan thanh theo théng bao.

Dang nhap vao &ng dung Man hinh méac dinh
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Théng tin tai khoan

Ho va Tén tai khoan

Gi® hé thdng

Nut bam CHECK IN/CHECK OUT

Tén don vi/Cong ty
Dia chi clia don vi/cong ty

Viét don xin nghi phép
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3.3. Huéng dan si dung cho tai khodn Admin/Quan ly

- Tai khodn Admin/Quan ly la mét tai khoan cé cac chiic nang chi danh riéng cho

viéc quan ly, tai khodn nay thong thudng la tai khoan dugc hé théng chi dinh khi

dang ky ap dung cham céng cho donvi/céng ty.

- Taikhoan Admin cé toan quyén quan ly nhiing tiénich ma hé théng cung cap.

- Tai khoan Quan ly (Quan tri vién) dugc Admin trao quyén quan ly mét sé chiic
ndang nhatdinh nao do.

Dang nhép vao rng dung
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Quan ly thanh vién Theo dbi ké& hoac thwc hién cong viéc Quan ly cong viéc Xem bao cado Cham céng



% HUGNG DAN SU DUNG UNG DUNG

3.3. Huéng dan st dung cho tai khoan Admin/Quan ly (tiép)

3.3.1. Huéng dan quan ly thanh vién

Dang nhéap vao trng dung Danh sach thanh vién
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3.3. Huéng dan st dung cho tai khoan Admin/Quan ly (tiép)

3.3.2. Huéng dan quan ly céng viéc

Dang nhéap vao trng dung Danh sach thanh vién
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3. Huéng dan s dung cho tai khoan Admin/Quan ly tai Website

*Vi trén ung dung chi quan ly mét sé chiic nang chinh nhat dinh, nén dé nghi
tai khoan Admin/Quan ly néu muén quan ly day da vui long quan ly truc tiép
tai website: http://sochamcong.com titrinh duyét may tinh.

Trang chi | www.sachamcong.cor X + == “
< ¢ @ i) sochamcong.com v @ 0 In 0 =
sO CHAM CONG

QI Hudng din: % Hotline:
=] File hirding ddin slF dung +84) 08 3939 565¢

TRANGCHU  GIOITHIEU TINHNANG SUPDUNG  LIEN HE

Chao miung ban dén véi

S6 Cham Céng

Dang nhap véi tai khoan twong (rng

(& Béng nhip ® |+ - 0O “
« C @ @ & sochamcong.com/login - @ In @ =

DANG NHAP!

1 Ghi nhir

Bang nhap

Cuén mdt khdu? Tao tai khodn @
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3. Huéng dan s dung cho tai khoan Admin/Quan ly tai Website (tiép)

-Giaodién quanly trén trinh duyét may tinh

(@ Trang quén tri x |+ - O “
&« e o (@ sochamecong.com/users/ o O m o =
# Trang chd = :
Nguyén Van Luan
(dirQCtor) E Bon xin nghi phép ché duyét [1]
© Tai khoan
¥ Théng tin tai khoan Théng tin tai khoan: Cap nhat
» Xin nghi phép
Hovatén: Nguy&n Van Luan (director)
L e Bia chi e-mail.  director@sochamcong.com
& Quan Ij chim cong s6 dién thoai: 0000000000
@ Quan Iy Dy an Trye thude don vi: Cap nhatsira
Téndonvi Céng ty TNHH $6 Cham Céng
M s6 thué: 0102030405
Biachi Dai Kim
Dién thoai: 0422117988
Cap nhat théng tin Cap nhat théng tin Thdéng bao
don vilcong ty tai khoan
n 2 ’ . 2 4
- Chuyén muc quan ly don xin nghi phép
(@ Trang quén tri x |+ - O “
& & @ @ sochameong.com/nghiphe CON - B+ In @ =
# Trang chd = .- =

NguyenVanlLuan  RECHERSTRRpreeH:
(director)
# Trang chi

© Tai khoan

» Théng tin tai khoan

Nguy&n Vén Luén (office
+  Xin nghi phép

IR ™ R ey I

16/02/2019 | 13-02-2019
worker)

& Thanh vién 2 Nguy&n Van Luin (Manage) 11/02/2019 01 B3 duroc duyét 11-02-2019

W Quén Iy cha

@ Quan ly Dy dn




HUGNG DAN SU DUNG UNG DUNG

3. Huéng dan s dung cho tai khoan Admin/Quan ly tai Website (tiép)

3.1 Quan ly thanh vién

(@ Trang quén tri x |+ - B n
& & @ @ sochamecong.com/thanhvien/ CON - B+ i @ =

# Trang

Nguyén Van Luan

Quaén ly thanh vién

(director)
# Trang chi
© Tai khoan
Nguyén Van Luan (office officeworker@sochamcong.com Nhan vién Nhan vién S x
» Thém thanh vién EL=)
v Danh séch thanh vién 2 NguyZn VAn Ludn (Manage)  manage@sochamcong.com Quan tri vién Quan Iy S x
Click vao tén tai khoan dé thay di thong Click d& phan quyén cho tai khoan Quan
tin hoac resset dang nhap cho nhan vién tri vién dwoc phép truy cap, quan ly cac

chuyén muc nhat dinh

- Tao tai khodn cho nhan vién

(@ Trang guin tri =+ -8 n
« c o @ & sochamoang.com,t 9 o mnm =
' # Trang chil “
@ Tai khadn
Tao tai khodn

& Thanhién
«  Thiim thanh vin Ho vi tén
» Danh sich thanh wén
E-mail
Bign thoai

it khiu

Nhip lai mat khau

Hinh thire Chim céng Mhan vién vin phang vl "
Qua img dung v
Quyén han [-Chgn mét--] v

I Em

Két nap nhan vién d oo tai khodn:

[—Chon quyén han—] | v ] m
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3. Huéng dan s dung cho tai khoan Admin/Quan ly tai Website (tiép)

3.2 Quan ly Cham céng

- Chic nang cham cong tai website mac dinh chi cé tai khoan Admin/Quan ly cham
cdng cho cacthanhvién khac (trong trudng hgp thanh vién dé khong strdung dién
thoai thong minh dé cai dat iing dung).

-Dé& chdam céng cho moétthanh vién nao do, ban chon

=>'Quanly chdm cong' -> 'Cham céng'-> chon tén thanh vién -> Check IN, khi hét
giglamviéc, ban thao taclai tuong tuong dé Check OUT cho thanhvién.

@ Trang quin ti ¥ | -+ -9
« c @ @ sochamcong.com,/chamcong,/add, - @1 wm =

Nguyén Van Ludn
(director)

Qudn |y Cham cdng

# Trang chi

Nguyén Van Luan (Manage)

Chém cong

& Chim céng Ngay Gier Check in 1:37 13-02-2019

* Checlan- Checkout

» Béo céo

» Xt file Excel

- Xem bao cdo cham céng
+

@ Trang quin ti x -9
€« [ @ sochameong.com,baocan/chames o @ 1Y nm =
# Trang chd = ‘o "
Ngu_\aé.n Van Luan Quan Iy Cham céng
(director)
# Trang chi
#  Nhin vién Check in Dia diém Check out Dja didém 56 gier

Mgay 11-02-2019
1 Nguy&n Van Ludn (office worker) 00:01 11-02-2019 9 00:04 11-02-2019 9 ] 00.03

Ngay 10-02-2019

» Checkin- Checkout 2 NguyEn Van Ludn (office worker) 22:37 10-02-2019 v Li] 22°55 10-02-2019 9 Li] 0047
+ Béocio 3 NguyEn Vn Ludn (ofce worker) 22:30 10-02-2019 v L] 22°39 10-02-2019 v Li] 00.09
r— Ngéy 04-02-2019
4 Nguyén Van Ludn (office worker) 00:01 04-02-2019 v 1517 04-02-2019 v a 1516
5 NguyEn Van Ludn (offce worker) 07:53 01-02-2019 v L] 2359 01-02-2019 v [i] 16.05
] NguyEn Van Ludn (office worker) 00:01 01-02-2010 Ll 07.52 01-02-2019 v Li] 0751

Ngay 30-01-2019

7 NguyEn VaEn Ludn (office worker) 00:01 30-01-2019 v 0000 30-01-2019 9 Li] 1.1

Ngay 29-01-2019

8 Hguyn Van Ludn (office worker) 12:03 20-01-2019 v LL] 2350 29-01-2019 v Li] 11.55
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3. Huéng dan s dung cho tai khoan Admin/Quan ly tai Website (tiép)

3.2 Quan ly Cham céng (tiép)

* Pé cho sé liéu cham coéng dat hiéu qua nhat, méi don vi/cédng ty can théng
nhat cac quy tac nhat dinh/ché tai dé dam bao quyén loi cho cac thanh vién
nhu Vao caCheckin-hétca-CheckOut.

- Théng thudng méi ky tinh luong, ké toan can tap hop bang cham céng dé cé s6
liéu cho viéc tinh luang. Néu tap hap so liéu theo cach cham tha cong thi can doi
hoithém thaigian, doikhigay nhamlan.

-D6ivai S6 Cham Coéng, ban chi can chon thai gian la ngay, hodc thang dé tai file c6
day dudirliéu, s6 giglam viéc cianhanvién.

@ Trang quin ti ¥ | -+ a
« [ T spchamoong.com/cha e o @ 1Y mm =
# Trang chu »

Nguyén Van Luan

h Qudn |y Cham cdng
(director)

# Trang chi

Chaon theo npay Chon theo thang 12-02-2019

céing

* Checlan- Checkout
» Béo céo

v st file Excel

Tai file excel 13y s6 liéu thai gian cac thanh vién da chdm céng dé tinh luong,
S lieu co thé tai theo tiing ngay, hodc tiing thang.
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