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GIOI THIEU CHUNG
Base HRM giai quyét viéc mot td chirc s& duge van hanh nhu thé nao; quyén han, trach nhi€ém, vai
trd cuia moi ¢4 nhan sé dugc phan dinh ra sao, di kém véi cac chinh sdch nhan sy hi¢u qua.
Cu thé:
Organization chart: M6 hinh hoa so dd t6 chirc mot cach truc quan, phan anh cau trac bén trong
clia cong ty ciing nhu mbi tuong quan giira cac bd phan va ca nhan trong t6 chirc
Position: Chuin hoa cac chic danh nhiém vy, bang mo ta cong vi¢e va yéu cAu ctia mdi vi tri dé
mdi ban nhan vién hiéu dugc vai tro cia minh
Job function: Hé théng hoa nhitng nhiém vu cong ty can thuc hién, d6i chiéu véi workload hién tai
ctia nhan vién, nham diéu phdi, phan bo va tdi wu ngudn luc, cling nhu dua ra cac quyét dinh tuyén
dung dung dan kip thoi
Work rules and Policies: Hé thong chinh sach duoc thiét ké khoa hoc, minh bach 1 rang 1am cin
ctr dé ra cac quyét dinh
Document: Luu trir nhitng tai liéu quan trong ma nhan sy can nam duoc trong qué trinh lam viéc va

phat trién tai cong ty nhu Handbook, Ho so ning luc.

PANG NHAP VA THIET LAP QUYEN
1. Ping nhip hé thong.
Ngay khi Base.vn khoi tao hé thong cong ty, ban s& nhin duoc email tir Base Platform thong bao

dén ngudi quan tri (owner) bao gdm tén, Email va mat khiu tam thoi dé ding nhap hé théng:

Base Platform <no-reply@base.vn>
101 160 -

Xin chao, Huyen

Ban dirgc mai tham gia TACE COMPANY béi Nguyén Vi, Day 13 thdng tin tai khodn
cua ban:

Ho vatén: Nguyen Huyen

Email: huyens1196@gmail.com

Tén ngwéi dung: @ntthuyn

M3t khiu tam théi: GXHICTYPPY

Ngay bay gi¢r ban cé thé mé hé théng_qudn Iy tai khodn dé bé sung théng tin & dai
mét kh&u va bt dau 1am viéc.

Sau d6, ban c6 thé an vao muc “ Bat dau lam viéc” d¢ vao hé thong cua Base.vn.



Nhiing lan sau, ban s€ khong can vao Email méi c6 thé vao hé thong cua Base nita. Ban c6 thé truy

cap vao hé thong ctua Base bang cach vao trang chu cua Base.vn va chon muc Pang nhéap.

o Base.vn TRANGCHU ~ SANPHAM ¥  GIAIPHAP ¥  KHACHHANG  CONGTY  BAOCHi  RESOURCES Déng nhap Dang ky

Nén tang quan tri
doanh nghiép toan dién

Giai phap quan tri Doanh nghiép #1 Viét Nam dugc tin dung bai
+8,000 doanh nghiép hang d4u.

Dang ky ngay Lién hé tu van

Hé diéu hanh doanh nghiép 4.0

Tich hgp tét ca cac ing dung doanh nghiép clia ban dang can trén cuing mot nén tang duy nhat.

Khi vao giao dién hién thi Dang nhép trén hé théng clia Base, man hinh giao dién Dang nhap s&

hién thi nhu sau:

o

Login
Welcome back. Login to start working.
Email
Your email
Password Forget your password?

Your password

@ Keep me logged in

Login with Google Login with Microsoft Login with SAML

O day, ban s& su dung Email cua minh va Mat khiu tam thoi dé dang nhap vao h¢ théng cua minh

M . A < in to start i
biing cich in vio muc T



2. Caidat App admin

Dé phan quyén 1 tai khoan tré thanh App Admin ciia Base HRM, ban thao tac nhu sau:

e Ban truy cép vao https://account.base.vn/ hodc Base Account trén thanh app.

e Ban click vao I'J'ng dung: tai day s& hién thi ra toan bd cac ung dung theo goi dich vu dang ki.

Sau d6 chon muc “Quan ly app admins” cia Base HRM

A

Ung dung

e Khi popup hién thi, ban @tag username can phan quyén va chon Cap nhat dé hoan tat thao tac.

Base Inside
inside.base.com.vn )

1 System owners, Phudc Hoang Tir, Chu Minh Chau, Nguyén Duy Khanh, Bui Quynh
Nhu, Nguyén Hong Nhung, Phuing Nhat Linh, Bui Trung Thanh

Base Office

office.base.com.vn

u System owners, Kiéu Van Anh, Chu Minh Chau, Nguyén Duy Khanh, Bui Quynh Nhu,
Nguyén Hong Nhung, Phung Nhat Linh

INSIDE.ENTERPRISE
Hét han 10/02/2030

BASIC
Hét han 10/02/2030

Base HRM
hrm.base.com.vn - N

System owners, Tran Drc Manh, Thu Ha Petro Nam Ninh, Dinh Cuong, Chj Linh, Tran
Tthhanh Tam, Tran Thi Anh, Nguyén Hao Hiép, Chi Huong Khai Nguyén, Chi Mai Khai Nguyen

Kiéu Van Anh, Nguyén Tuyét Nhi, Chu Minh Chau, Vi Hang, Phan Hong Ngoc, Diép Vi, Nguyén
Minh Hiéu, Nguyén Duy Khanh, Bui Quynh Nhu

GROWTH
Hét han 10/02/2030

Base Booking
booking.base.com.vn
1 System owners

Base Payroll

BOOKINGADVANCE
Hét han 10/02/2030

PAYROLLBASIC



https://account.base.vn/

QUAN LY ADMIN UNG DUNG X

Admin Ung dung
Select app admins

@manhpetro @hathu @cuongt

3. Ung dung Base HRM

Sau khi cai dat trong Base Account, ban s€ thyc hién cac thao tac cai dat trong Base HRM. Sir dung
Base HRM bang cach chon biéu tuong Base HRM ¢ danh sach tng dung, hoic vao duong dan

link https://hrm.base.vn/


https://hrm.base.vn/

Base Me
Co6ng nhan vién

Base Referral
Gigi thiéu (ng vién

N

Ung dung

Base Onboard
Hoéi nhap

Base Timeoff
Nahi Phén va VVAnn

| notifications

Base HRM+

yB, Kiéu Van Anh - @vananh
jiis #S=anDs installed - Tai khoan - base.com.vn - Ddng xuét

Base E-Hiring
Tuyén dung

Test Center v1
Kiém tra Online

Base Reward
T&ng thudng

Base Visitor

Kharh mei

Language: Tiéng Viét -

A8, Base Payroll

Base HRM

Nhan su

Test Center
Kiém tra Online

8
©

Base Vision

Nhéan dién khuén mat

>

Base Timesheet

NuAn IV rAnn

Sau khi vao Base HRM, man hinh s& hién thi nhu sau:

Filter apps

O
=

Base Payroll
Tinh Luong

B

Base Asset
Quan ly tai san

Base Case
Vipham va su vu

Base Schedule

OnAn ¥ cAnn (NAnA

OL XXX

Base Checkin
Cham céng

Base Goal
Muc tiéu

Base Square
Mang hoc tap

O

Base Tracker

I irnn eAn nhaAm

X X
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4. Phan quyén tai khoan trong Base HRM

Cai dat

Van phong

Khu vuc / Chuyén mén
Phan loai nhan su
Phan loai hop dong

do nghi viéc

uat

Cai dat chinh sach

nhan sy
Chinh séch bao hiém
Chinh séch thué

Chinh sach nghi phép

Phan quyéen

Ifu6ng du lie
Thanh phan luong

Bang thong béo

Phéan quyén

qu trén Base HR

GRANTED USER
Tran Dirc Manh
Thu Ha Petro Nam Ninh
Dinh Cuong
Chi Linh
Tran Thi Thanh Tam
Tran Thi Anh
B Nguyén Hao Hiép
@ chiHuong Khai Nguyén
@ chiMai Khai Nguyén
@) Kieu Van Anh
2 Nguyén Tuyét Nhi
@ chuMinh Chau
@ viiHang
. Phan Hong Ngoc
@ pigpva
e Nguyén Minh Higu
. Nguyén Duy Khanh

@J BUi Quynh Nhu

LICH LAM VIEC VA NGHI

CHUC DANH

Nhén vién kinh doanh
Consultant Manager
Trudng nhom kinh doanh
Chuyén vién C&B
Designer

Nhan vién kinh doanh
Chuyén vién C&B

Trudng nhom kinh doanh
Designer

Chuyén vién C&B

Truéng nhom kinh doanh
Designer

Nhan vién kinh doanh
Trudng nhém kinh doanh
Nhan vién kinh doanh

Trung nhém kinh doanh

bang cach vao “Phan quyén” trong muc cai dit cua Base HRM.

PROFILE
v Da phan quyén

v D phan quyén

TEAMS VA QUAN LY

TT CANHAN VA LIEN LAC < 123 reco Page1 v
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) Full time 2 [ The Elite 03/03/2016

) Full time 2 (5 The Elite 02/04/2016

Ctrahang 1 “ The Elite 29/10/2016

O Lichlamviécvan.. (I TheElite 28/12/2016

) Cirahang 1 The Elite 27/01/2017

5 Fulltime 2 9 The Elite 26/02/2017

Lich lam viéc TGH. ?| The Elite 01/11/2019

) Lich lam viéc TGH... [ The Elite 27/04/2017

Ca Dai bao vé 2 [ The Elite 26/06/2017

) CaDibio vé 2 9 The Elite 26/07/2017

Ca Doi béo vé 2 1 The Elite 25/08/2017

5 Caboibdové 2 The Elite 24/09/2017

) Cabaibaove2 °) The Elite 23/11/2017

) Ca Dbi bdo vé 2 [ The Elite 22/01/2018

) CaDoibdové2 [ The Elite 23/03/2018

REPORT

v Daphanquyen v

v Daphanquyen v
a phar

2 phar

) phar
Chua phan

v Daphanquyen v

DOCUMENT

DPaphanquyen v Daphanquyen v Daphanquyen

COMPANY ACCOUNT
v Daphanquyen v Daphan quyén
v Daphanquyén v Daphan quyen
] Chua ph
A Chua ph:
] Chura ph:
c ] Chura phan
v
v Daphanquyen v DPaphan quyen
v Daphanquyen v Daphan quyen
v Daphanquyen v Daphan quyén
u ] Chua phar
v Daphanquyen v Daphan quyen
v Daphanquyén v Daphan quyen
v Daphanquyén v Daphan quyen
v Daphanquyén v Daphan quyen
v Daphanquyén v Daphan quyen
+ Daphan quyen v Daphan quyén
+ Daphan quyen

+ Daphan quyen

3 phan quyen

3 phan quyen

3 phan quyén

a phan quyen

- Company: Co ciu cong ty

- Account: Ho so 1y lich va trang thai nhan vién

- Profile: H6 so nhan sy

Quan 1y ho so nhan su

Quan 1y ho so, cac thong tin tuy chinh, thiét 1ap va loc bo ho so

v Daphan quyen
v Daphan quyen
v D phan quyén

v Daphan quyén
) phar

2 phar

hwa phar

+ Daphan quyén
+ Daphan quyen

) phan
n

v

v

v

v

v

v

Da phan quyén

Da phan quyén

Daphanquyen v
Daphanquyen v
Daphanquyen v

Daphanquyen v

Daphanquyen v
Daphanquyen v
Daphanquyen v
Paphanquyen v

Paphanquyen v

Da phan quyén

Daphanquyen v

PAYROLL
v Daphan quyén

v Daphan quyen

Da phan quyén
Da phan quyen
Da phan quyen

D3 phan quyen

1 phér
pa |‘)hén quyén
Da phan quyén
Da phan quyén
Da phan quyén
Da phéan quyén
Chua phar

Da phan quyén

C6 thé phan quyén cho timg tai khoan App Admin trong Base HRM c6 thé thao tac ting dé muc

Nhap d8 tim kiém Q

MERIT
+ Daphan quyén

+ Daphan quyen

Pa phan quyen
pa phan quyén
Da phan quyén

D3 phan quyén

Pa phan quyén
Pa phan quyén
a phan quyén
Pa phan quyén
Da phan quyén
Da phan quyen

Pa phan quyén

Quan ly thong tin va t6 chiic ctia cong ty: vi tri, van phong, khu vuc chuyén mon va so do to chirc



- Report: Bao c4o dir li€u nhan sy cong ty
Truy cép vao tit ca bao cdo dit liéu nhan sy
- Document: Van ban chinh thirc cua cong ty
Quan ly cac van ban chinh thirc ctia cong ty
- Payroll: Quan ly vé luong
Quan ly lvong va chinh sach luong
- Merit: Gidi thudng, ghi nhan va ching chi
Quan 1y giai thuong va dé ctr
- JF: Quan ly nghi¢p vu
Quan ly va phan chia nghiép vu
- Contract: Hop dong, nhan tuyén va thoi viéc
Quan 1y hop dong, nhan tuyén va thoi viéc
- Career: Chinh sach su nghiép va phat trién
Quan ly su nghiép va ké hoach phat trién ctia nhan su: bd nhiém, ké hoach phat trién, PIP, dé cir
- IP: Quén ly bdo mat thong tin
Quan ly chinh sach tai san tri tu¢, tai san thong thuong va vi pham
- Workrule: Chinh sach lam viéc va vi pham
Quan 1y chinh sach lam viéc
- Legal: Thué, bao hiém va hanh chinh
CAu hinh chinh sach va quan 1y dir liéu
- Timesheet: Lich 1am viéc, nghi phép va chdm cong
Céu hinh chinh sach va quan 1y dit liéu nghi phép, chim cong
- PMS: Danh gid nhan su

Quan 1y hi€u suat va nhan sy

THIET LAP HE THONG HRM
Base HRM & phan mém dé quan 1y tat ca co ché vé nhan sy no6i chung. Chinh vi vy, dé quan 1y va
diéu hanh, ban can cai dit cac thong tin lién quan dén co ché nhan su trong cong ty bang cach chon

muc Cai dat phia bén tradi man hinh.

10



Cai dat Cai dat chung
i € th J C i

Cai dat chung
Thong tin chung

Cong ty
Van phong
Khu vuc / Chuyén mon Ten cong ty
Phan loai nhén sy Base Inc
Phan loai hop dong

Quéc gia
Ly

Vietnam

Dé xuat

S&r ménh
Cai dat chinh sach

B I US 9« = H H

Chinh séch luong
Chinh sach nhan su
Chinh séch bao hiém
Chinh séch thué

Chinh séch nghi phép

Cai dat nang cao

Phan quyé 3l i ié
an quyén Tam nhin - myc tiéu

B IUS ” > = H

5. Cai dat thong tin cong ty
a. Thong tin cong ty

Pé thém cac thong tin cta cong ty, chon muc “Céng ty” trong “Company setting” sau d6 dién cac

thong tin sau:

e Tén cong ty:

Thong tin chung

Tén cong ty

Base Inc

e Thong tin vé qudc gia va loai tién:

Qudc gia

Vietnam

e Surménh cia cong ty:

Don vi tién té

v VND - Vietnamese Dong

== X, XX QBE A X

== x, x* B AW

Pon vi tién té

VND - Vietnamese Dong

11

Tai khoan, hé so va trang théi

files, enrol

Ho so nhan sy

Quan Ii hd so nhén st

Lich 1am viéc, nghi phép va c...
Céu hinh chinh séch va quén Ii di ligu
jhi phép, cham cong

Bdo céo dir liéu nhan su con...

ruy cap vao tat ca bao céo dir liéd
han su

Chinh sach su nghiép va phat...

Quén i sy nghiép hoach phat

trién ca nhan nhiém, k& hoac

Thué, bao hiém va hanh chinh

Cau hinh chinh sach va quan i d liéu

Van ban chinh thire cua céng...
Quén If céc véin bén chinh thic cia
cong ty

Quan li nghiép vu

Quan li va phan chia nghiép vu

Giai thudng, ghi nhéan va cha...

Quan i

2 BASE.. -Q

G



Sir ménh

B I US 9 <« = Hi Hz
e Tam nhin cia cong ty:

Tam nhin - muc tiéu
B I US 9 « = Hi H

W

X, X2 © @ A K

X, X2

Sau khi dién céc thong tin trén, chon muc “Luu lai” dé hoan thién thao tac.

b. Céac van phong cua cong ty

Deé cai dat thong tin vé cac chi nhanh cia Base, vao muyc “Van phong”

12



Tim nhanh van phong ~ Q

Cai dat Danh séch van phong

1an li van phéng tai BA N

# VAN PHONG LIEN HE
Cai dat chung
@ = 91 NAM NINH  HQ ‘Dlen thoai: 02253749380 Chinh sia v
QLS, Hung g, Hong B F T
Van phong famnn !
Kh ) = " .
MANH THINH ‘Dlen thoal. No phone Chinh stra
Phan loai nhan sir Vam San, An Duong, Hai Phong, Vigt Na ! '
hop dong _ ¥ ia .
= VINHOMES MHT14-05 ‘ Digathosi: o phone Chinh st +
Lj do nghi ation H ach Dar T V nes Imy Hi 1 1g 18001 N Er N ]
ek Tru s& chinh Weland pién thoai: 0942987456
ru s chinl ‘ elan ° ai: Chinh stta
T Skylak 1 g N l uan Narmr N T an| W
Cai dat chinh sach
Chinh séch luong - NBAS leen thoai: No phone Chinhsira v
A mail: No ema
Chinh sach n
Chinh séch bao higm = viMe ‘D'e" thoai: +84 2435 406001 Chinhsira
! mail: No ema
Chinh sach thué
2 nghi phép H& Chi Minh f)ien thoai: +84 2435 406001 Chinh sta »
i Minh 'mail: No emai
Cai dat nang cao — Vin Phong Mirest DPién thoai: +84 2435 406001
&n Phong Miresto =n thoal: Chinh stra v
Phan qu ! Fmall o ema
Trudng di liéu tuy chinh L .
= Duéan1 f)len thoai: +84 2435 406001 Chinh stra
Tha % 4 Ng Hi anl 2. l )| T B A

Du an 2 Dién thoai: +84 2435 406001

Tao mdi mot van phong bang cach chon “Tao méi” phia trén cung bén phai man hinh

e Dién céc thong tin trong hop hién thi:
+ Tén van phong
+ Dia chi van phong
+ S6 dién thoai

+ Dia chi Email

13



TAO VAN PHONG MOl X

Tén van phong *
Tén van phong *
Dia chi van phong *
113 Tran Duy Hung, Phudng Trung Hoa, Quan Cau Giay, Ha Noi.

S6 dién thoai Dia chi email

+84 2435 406001 Dia chi email

Sau khi dién xong cac thong tin, chon myc “Luu lai” dé hoan thanh thao téc.

Deé chinh stra cac thong tin vé chi nhanh, chon muc “Chinh stra” cudi tén chi nhanh do6

14



Cai dat Danh sach vén phong Timnhanhvanphong  Q

N

ua ir ng

# VAN PHONG LIEN HE
Cai dat chung
91 r:lAM NINH [ o] ‘Dlen thoai: 02253749380 W
Van phong namninhdiesel@gmail.com
Khu vuc / Chuyén mén = MANH THINH Dién thoai: No phone
T 225 QLS, Narr T Duong, Hai g, Nal E Nc ail
Cai dat dja diém trén ban do
Phan loai ho A ‘
et bii i = VINHOMES MHT14-05 Dién thoai: No phone Xem dia diém trén bén do
Ly d hi viéc ove Station Hot ! ng \ v ne veria, H g, Hai C 00, Viét Nam Email: No emai
Webhooks
DB xuat > = )
xud - Tru s& chinh Weland Dién thoai: 0942987456
S mes Skylake PF ! A n N Ha N Email: anhtt homes.vn X6a
el v L A 1 Qua Nam Tir Liém, Ha Ni o
Cai dat chinh sach
Chinh - NBAS fié" "}‘fai: No phone Chinhsira ~
NBAS o emai
Chinh
Chinh = VIMC Dién thoai: +84 2435 406001 Chinh sira =
Noi E Nc ail
Chinh
Chinh = H& Chi Minh DPién thoai: +84 2435 406001 Chinhata =
Chi Minh E Nc ail
Cai dat na x N " N
ai dat nang cao - Van Phong Miresto Pién thoai: +84 2435 406001 .
. R Chinhstra v
Phan quyén NI ! el
= Duan1 Dién thoai: +84 2435 406001 A
4 NgL Hi int nh | E r Chinh siza ~

Du én2 Dién thoai: +84 2435 406001
5 a E r 3

e Chinh stra thong tin: Chinh cac thong tin cua chi nhanh da cai dat
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CHINH SUA VAN PHONG X

Tén van phong *
91 NINH

Pia chi van phong *

54 QL5, Hung Vuong, Hong Bang, Hai Phong

So dién thoai Pia chi email

02253749123 ninhdiesel@gmail.com.vn

e Thém checkin client: Thém du li€u checkin

+ Tén client: Tén cua loai checkin
+ Loai client: Cac loai checkin:
e Local machine: M4y chdm cong
e Web checkin: Checkin online
e Mobile checkin: Checkin qua di¢n thoai
e Self claim
e Wifi_checkin: Checkin qua dia chi Wifi
e Base visitor: Check in bang camera
e Ble checkin
e Nfc checkin
e Cloud checkin

16



Client password: Mat khau cua loai checkin
Dja chi IP cua client: Dai IP ctia hé thong mang cua cong ty
Truong hop can thanh vién xét duyét dir liéu checkin, chon muc “Yéu cau x4ac nhan lai dit

ligu checkin" va tag té€n thanh vién quan ly.
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ADD INTEGRATED CHECKIN CLIENT X

Van phong *

91 NAM NINH v

Tén client *

Tén client *

Loai client *

local_machine v

Client password

Client password

Dia chi IP cua client

Dia chi IP cua client

|:| Yéu cau xac nhan lai dir liéu check-in
|| Chichap nhan check-in ctia nhan vién cting van phong

|| Chi chap nhan check-in di véi mot s lich 1am viéc dugc chon

e (Cai dat dja diém trén ban dd
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Cai dat dia diém trén ban do

lanoix —

©. 47 D. Nguyén Tuan, Nhan Chinh, Thanh Xuan, Ha Ni, Vietnam
7T e & 7 L Trung tam Nghe thuat > AT
2 NHAN CHINH duong daiVincom L2, NGA TU s¢
B @) Q Rap Beta Thanh Xuan % mc}’fihém dibd
akelPark quénﬁ?]?:\r‘llﬁr;\(ll]gg o W p.Nhan Ho2  vinhomes Royal City@
<& =AW Truong Cao dang <
& c
\3\\/%\{0\3‘ Viét bac COTT]D|EX° (=] Céng Thuong Ha Noi THUONG DINH 5
° Q- e ¥
Licogi*3 L8
L&, I3 E] 4
7@ 2
énhyién/Hoc C8 (=] : Y
ruyeniBoICong An B g 8 y Thuong Binh [ L
i g Trudng Dai hoc <& Qs_? KHUONG TRI!
. G R &
(6?‘&’ @ THANH Khoa hoc Xa héi va... - @ a
© XUAN TR B L Phan Thuong i 30 bong Dam Hong 1 ¢
4?}3 Nha sach Tién Thg i r
(=) THANH @ 8 a B
XUAN BAC
1 Vénv <
g Ga Vanhibai 3( 8 o thlro,,g N San Bénc
Y ; San béng Dam He
) Trudng Dai % @ Cong ty C3 phan ANDONGILIII
1g Cao Pang  hoc Ha Noi (7] @] bdng dén phich nuéc...
leng S6 1 o =)
9 TruongTiéu Truong Cao ~ KHUONG DINH
& Timeline Coffee hoc Ha Dinh Dagaitkishol
o'Phlng Khoan99 a Quan Thanh-Xuan L
urant 5 Q)] B . +
: 9 B - a @LOKA SPACE +
“Phi : ; Tops Market9 dam Rute — ¢y Z ‘
Phung Khoang((l) Tr:ggré%gg' Nguy&mXién TSl SAN DO wmm 1
n}:ihé Giao Vién Y hoc phéna xa
GO gl?a. Ll L V- thong Van tai Keyboard sho::::&smAMk;g data ©2023 | Terms of Use | Reporta map error

e Xem dia diém trén ban do
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Xem dia diém trén ban do

N ‘ - mv;\\le" Cam Rive
Ma Satellite . i
P | THANGILONG PORT@
Bé&n Do Léq
R D, Hun,
i Hrong Nhung 9 Vuong Doy Camela Hotel & Resort
e @
oNg Van L4¢ HUNG VUONG 5 @)
Q
Van Anh @ S
QBéi May.Hlan Nant 2T Store - Chuyén ‘\Q'rbb
Chg 2089 gia may tinh bang... a Khu tai di
Trudng-Xanh Tué : . 9 Vinhome Xi:
Re Durc Hai Phong CAM L6 QHlm Lam Hung Vuong ,
7 San béng H6 Da Cho
D 5 :
b, Nam
0‘?9 An%n &
N -. @ Bénh vién giao thong f
van tai Hai Phong S
& o Anlac2
e
A4 Trugng THPTE) ~
) Héng Bang
= 9l
An Boéng Trang 9 s Ga Thudl
5ong RE L&u Dé Vugng Phuc Mega Market
. - 8
Cong ty c6 phanDich
- = vu Ky thuét Bao An...
Van Tra’
Cho Vinh Khé@ ~ (e . @ ;
VAN TRA Oc 96 Thuy Linh co so1 Q\)B_\o‘(\ao
T YTNATKHENC o Sung cu .
XOM BAC Hoang Huy d&\‘*\w +
o
binh Lang Van Cu@ %,)AN DONG cong Ty Ac Quy —
94, Tia Sang Hai Phong
GO gle Keyboard shortcuts Map data ©2023 Terms of Use Report a map error

c. Cac b phan trong cong ty

Dé cai dit thong tin vé cac bo phan trong cong ty, chon muc “Khu vue/Chuyén mén” trong phan cai

dat
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Cai dat Khu vuc / Chuyén mén e Q

ar h k r L 161

MA KHU VUC - CHUYEN

# PHAN LOAI NHAN SU’ TRANG THAI
Cai dat chung MON
Cong ty < i 2 =,
0Ly = Phét trién san pham | proau v sin -
Van phona I velopmer
Kh / Chuyén mé )
u vuc uyén mon _ Kinh doanh | . P st -
Phan loai nhan sur
loai hop dong )
- Marketing | markets v Stra v
nghi viéc Marketi
P& xudt . . N
Cham séc khéch hang | v Sia v
tomer Service
Cai dat chinh sach
Chinh séch luong = Van phong E v Sia v
Chinh séch nhan sy
Chinh séch bo hiém = VAN PHONG HITECH | v Sia v
e
ch thug
h nghi phép = QUAN LI SAN XUAT | o v sia v
n
Cai dat nang cao N B .
= QUAN Li CHAT LUQONG | orct v Stra v
Phan quyén ng c6
Trudng dir ligu tily chinh
SAMSUNG | ) v Stra v

Thaphah#mluong N
6 J

’ p e f orc o]
ne @ 2 BASE.. 4]

béo

Khu vyc / Chuyén mon Pt Q
# PHAN LOAI NHAN SU mﬁ”“ RGN TRANG
9ty = Phét trién san pham | product v Sia v
Vén phong fict developmer
Khu vuc / Chuyén mén o Kinh doanh | v Sia v
Phan loai nhan su
Phan loai ho
Lot Marketing | < s v Stra v
Ly do nghi “
e xuat s b R
Cham séc khach hang | v Sta v
Cai dat chinh séch
Van phong | i v Stra v
= VAN PHONG HITECH | ozFce v sia -
= QUAN Li SAN XUAT E v St v
Cai dat nang cao 2 . ~
HeGUIIE, = QUAN Li CHAT LUONG ] ercr v Stia +
Phan quyén
Trudng di liéu tiy chinh
= SAMSUNG | \ v Stra v
Thapk 3 luong
= MICRON |

Sau d6 dién cac thong tin trong bang hién thi:
e Tén khu vuc - chuyén mon

e Ma khu vuc - chuyén mén
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TAO KHU VUC - CHUYEN MON MO

Tén khu vuc - chuyén mon *

Tén khu vuc - chuyén mén

Ma khu vuc - chuyén mon

Ma khu vuc - chuyén mén
Mo ta

Miéu ta ngan

Sau khi dién xong thong tin, chon muc “Tao méi” dé hoan thién thao tac.

Dé chinh stra, hay x04 ndi dung mot bo phan, chon muc “Sura” phia bén phai mdi bod phan:
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Khu vyc / Chuyén mén

Danh séch khu vuc - Chuyén m
# PHAN LOAI NHAN Sy

= Phat trién san pham

Product developmen

— Kinh doanh
Sales

= Marketing

6. Cai dat phan loai nhan sw

MA KHU VUC - CHUYEN
MON

TRANG THAI

Y Xem chitiét

Xoéa

Trong phén cai dat cia HRM, chon muc “Phan loai nhan sy" trén thanh menu bén trai man hinh nhu

sau:

Cai dat Phan loai nhan sy

# PHAN LOAI NHAN SU
Cai dat chung
Céng ty = VAN PHONG
N P N AVIEC TU
Van phong
Khu vie / Chuyén mén Ban thai gian
Phan loai nhan sy ) ‘ ‘
Phan loai hop dong = Chinh thire
nghi viéc
P& xudt = Thir viec
Cai dat chinh sach .

Thoi vu

Chinh séch luong N “

Chinh nhan su An i
Thuec tap sinh

Chinh séch bao hiém c tar

Chinh séch thué

= FULLTIME HITECH

Chinh sach nghi phép
P Full-time Dy an
Cai dat nang cao N
Phan quyén

= BAN HANG CA 24/7

Trudng di liéu tly chinh

Thaghah=gluong

BAN HANG THEO CA

bao

MA

VANPHONG

parttime

chinh-thuc

trainee

contractor

intern

fulltime-hitech

full-time-du-an

ban-hang

ban-hang-theo-ca

Dé thém cac phan loai nhan sy, chon tao méi va dién thong tin:
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TRANG THAI
v Sira v
v Stra v
v Stra v
v Stra v
v Stra v
v Sira v
v Stra v
v Stra v
v Stra v
v Stra v
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TAO LOAI NHAN SU MOl X

Phan loai nhan su *

Phan loai nhan su *

7. Cai dit phan loai hop dong

Trong phﬁn cai dat cua HRM, chon muc “Phéan loai hop déng" trén thanh menu bén tradi man hinh
nhu sau:
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Cai dat Phén loai hgp déng Locnhanh

>anh séch loai hop dong

# HOP DONG CHINH SACH THUE MAC DINH CHINH SACH BAO HIEM MAC DINH

Cai dat chung

Cong ty = HD thir viéc Thué theo hé s6 phan tram c6 ... Dinh mic riéng Sira v
Hop dong thir

oo
B MAULYLICH2C.docx [ hdtv_miresto-fixed 1

Khu vuc / Ch
Phan loai nhan sur = HD khong xac dinh thoi han Stra v
Hop dong lao déng Khang x4c dinh thasi han
Phan loai hop dong
Ly do nghi HD lao dong 01 nam Stra v
Hop déng lao d J am
= HbD 06 thang Stra v
Cai dat chinh séch Hop ddng lao ddng 06 thang
Chinh séch luong
= HD lao déng thai vu Stra v
Chinh séch nhan sy Hop dong
Chinh s: bdo hiém
= HD dich vu Sta v
Chinh séch thué Hop dor ,
Chinh sach nghi phép
= HD hoc viéc Stra v
Hop dér )C Vi
Cai dat nang cao
Phan quyén = Chinh Thic Thué TNCN Standard (luong co ban) Stra v
Trudng dit liéu tiy chinh B HBLD_LuongduoigM
Thaphghigluong
bio Soyéu ly lich Thug theo biéu Iy tién Standard (luong co ban) Stra v
B MAULY LICH 2C.doc 000.. -Qi

Dé thém cac phan loai hop dong, chon tao méi va dién thong tin:

THEM LOAI HOP DONG MO

Loai hgp dong *

Hop ddng 1 ndm

Hop ddng thir viéc * Chinh sach thué& mac dinh * Chinh sach bao hiém ma...

Co v Thué theo biéu liyt v Standard (luong grc v
Miéu ta va céc chinh sach theo kém
B I US HHEZ=ZS =9 «%E A K I

Miéu ta va cac chinh sach theo kem

Nguoi theo doi

Nguai theo doi

File mau (.docx)

Choose File | No file chosen

Goi y: Ban ¢ thé str dung file mau (DOCx) dé tao hgp dong tu dong

CAU HINH NHAC NHG NGAY HET HAN HOP DONG
Nhac nhé trude

30

Thong bao dén

| Nhap @ dé tag ‘
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8. Cai datly do nghi viéc

Trong phén cai dat cuia HRM, chon muc “Ly do nghi viéc" trén thanh menu bén trai man hinh nhu

sau:
Cai dat Ly do nghi viéc
Danh séch Iy do xin nghi viéc
# TEN LY DO
Cai dat chung
= Not specified

Found another job offer

Personal reason

Ly do nghi viéc
= Do not meet performance expectation
Dé xuat

Cai dat chinh séch Conflict with teams or managers

= Culture mismatched

= Violation of work rules or other policies

Chinh sach nghi phép

Cai dat nang cao

éu tly chinh

Pé thém cac 1y do nghi viéc, chon tao méi va dién thong tin:

TAO MOI LY DO XIN NGHi VIEC

Tén ly do *

MALY DO

na

moveout

personal

performance

conflict

culture

discipline

Loc nhanh

Stra v

Stra v

Stra v

Sta v

Stra v

Sira v

-QaQB

Tén ly do *

Ma Iy do *

M3 Iy do *

Bo qua
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9. Cai dit dé xuat

Lua chon cho phép nhan sy dugc dé xuat cap nhat thong tin ca nhan cta ho

_L‘f.

e

Cai dat

Cai dat chung

Cong ty

Van phong

Khu vuc / Chuyén mon
Phan loai nhan su
Phan loai hgp déng

Ly do nghi viéc

Deé xuat

Cai dat chinh sach
Chinh sach luong
Chinh sach nhan su

Chinh sach bao hiém

Thiét lap dé xuat

Quan ly th p dé xuat
Cap nhat thong tin ca nhan

Cho phép nhan su dugc dé xuat cap nhat thong tin cd nhan cua ho
Ludng duyét

& Mot nguoi duyét

Ngudi duyét

& Ngudi quan Ii ho so va tai khoan nhan su (Profile & Account)

10. Cai dat chinh sach lwong

Trong phﬁn cai dat cia HRM, chon myc “Chinh sach luong” trén thanh menu bén trai man hinh nhu

sau:

Cai dat

Cai dat chung
Ccongty

Van phong

Khu vuc / Chuyén mén

Phan loai nhan sy

e xuat

Cai dat chinh sach

Chinh sach luong

Chinh sach luong

Loc ahar Q

# TEN CHINH SACH MA TRANG THAI
= Mo‘r‘nhly ?ayroll monthly v Stra
= The Elite v Sira ¥
Monthly 02 v Sira v
= The Ann v Sira v
= FULLTIME HITECH - LUONG HANG THANG v Stra v

Dé thém cac dé muc trong bang lwong, chon vao tén bang lwong hién tai:
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Cai dat Chinh séach luong "o Q

Quan i chinh sach luong

# TEN CHINH SACH MA TRANG THAI
Cai dat chung
Van phong
Khu vuc / Chuyén mén = ( The Elite v Stra v
Phan loai nhéan sy
Phan loai hop dong = Monthly 02 v sia v
Ly dong
ot = The Ann v Sta v
Cai dat chinh sach = ( FULLTIME HITECH - LUONG HANG THANG v Stra v

Chinh sach luong

Man hinh s& hién thi nhu sau:

Monthly payroll X

Chinh stra Can duyét Tric Import + THEM TRUONG M1

v Théng tin nhan sy profile

Luong co ban

custom_ei — Khong cé miéu ta FLOAT

ts-normal

custom ts normal — Khong cé miéu ta FLOAT
v Thu nhap incomes
Thu nhap CHINHSUA  XOA

thu nhap — Khéng c6 miéu ta FLOAT
v Phdc loi benefits
Lai tic

loi tuc — Khong cé miéu ta FLOAT
v Thué cta nhan su taxes
v Bdo hiém cta nhan su emp insurances
v Giam trir khac emp deductions
v Chi phi bdo hiém cua céng ty company_insurances
v Chi phi céng ty (trir thu nhap) company extras

O day, thém cac dé& muc can quan 1y trong bang luong tong ciia toan cong ty nhu sau:

- Chon myc “Thém trudong maoi”
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Monthly payroll

Chinh stra Can duyét Trich xuat Import

X

+ THEM TRUGNG MGI

v Thoéng tin nhan sy profile
Luong co ban
i custom ei — Khong cé miéu ta FLOAT
ts-normal
i custom_ts_normal — Khong cé miéu ta FLOAT
v Thu nhap incomes
Thu nhap
thu nhap — Khong c6 miéu ta FLOAT

v Phic loi benefits
Lai tire
i loi_tuc — Khdng cé miéu ta FLOAT
v Thué cla nhan su taxes
v B&o hiém clia nhan su emp_insurances
v Giam trir khac emp_deductions
v Chi phi bao hiém ctia cong ty company_insurances
v Chi phi céng ty (trir thu nhap) company extras

- Tén truong

- Loai dir liéu (dang s)

- Nhom:

e Thong tin nhan sy

e Thu nhap

e Phuc loi

e Thué cia nhan su

e Bao hiém cta nhan su

e Giam trur khac

e Chi phi bao hiém cta cong ty

e Chi phi cong ty (Trur thu nhap)
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THEM TRUONG MOl X

Tén trudng

Tén trudong

Loai dif liéu

Number, decimal-point v
Nhom

Thoéng tin nhan su ~

Miéu ta ngan

Miéu ta ngan

Sau khi dién xong thong tin, chon “Luu lai” dé hoan thanh tac vu.
Tuong ty, dién ddy du cac d& muc can quan 1y vé bang lwong ctia doanh nghiép.
11. Cai dat chinh sach nhan sy

Trong ph?m cai dat cia HRM, chon muc “Chinh sach nhan su” trén thanh menu bén trai man hinh

nhu sau:
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Chinh sach nhan su Loc nhanh

Chinh séch nhan tuyén, bG nhiém, diéu chuyén, PIP va thoi viéc

. . A =
« Chinh sach nhan tuyén (offers) + TAO CHINH SACH
2 chinh séch
=  General Offer @ Sira v
Terms and conditionsQuy trinh Onboard1. Base incRecruitment team: G offer letter cho nhan su mdi, trong d6 bao gom: c4c gidy to can thié
>han loai nhan s Vanphong  Cham séc khachhang ~ Marketing ~ Kinh doanh  Phét trién san phdm
Phan loai hop d
1o nahi viée = PHP Fullstack Product Offer Policy Sira
- Terms and conditions1. M¢ rong tir chinh séch Offer chungChinh séch nay ducc mé rong tir chinh séch offer chung va can tuan theo chinh s.
S Phét trién san pham
Cai dat chinh sach
Chinh sach luong . < A
@ Chinh sach bd nhiém  TAO CHINH SACH
3 chinh séch
= Chinh séach thang cap Phong Kinh doanh @ Stra v
Chinh séch thug Terms and conditions!. Promotion Ién level mdi theo career path ctia teamPreconditions (Biéu kién can):2 thang gan nhat dat Goals & level cd
Chinh i >hép Vanphdng  Chamséc khachhang ~ Marketing ~ Kinh doanh  Phét trién san phdm
Cai dit nang cao = Promoted to Manager ' stra v
Terms and conditionsI. Promotion Ién level mdi theo career path ctia teamPreconditions (Biéu kién can):2 thang gan nhat dat Goals & level ci
han quyén
Vanphong  Cham soc khachhang ~ Marketing ~ Kinh doanh  Phat trién san pham
dng di liéu tiy chinh
=  Thang cap tiéu chuan (closed) . Stra v
Pending policy
Vvanphong  Chamsockhachhang ~ Marketing ~ Kinh doanh  Phét trién san phdm 000

Chon muc “Tao mdi” phia bén phai man hinh dé thiét 1ap chinh sadch mdi vé nhan sy, man hinh s€

hién thi nhu sau:

PICK A POLICY TYPE

(@) ™ s

Quyét dinh nhan B6 nhiém Tang luvong Diéu chuyén
tuyén

q: A = ol

K& hoach phat trién Yéu cau cai thién Giam cap Termination
hiéu suat

Chon mot loai chinh sach trong cac muc:
- Quyét dinh nhan tuyén
- Bonhiém
- Tang luong
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- Diéu chuyén
- K& hoach phat trién
- Yéu clu cai thién hiéu suat
- Giam cap
- Termination: Hét han hop dong
Sau khi chon loai chinh sach, dién thong tin theo bang hién thj 1én:
- Tén chinh sach
- Loai chinh sach
- Trang thai chinh sach
- Nguoi quan ly
- Nguoi theo doi
- Thoi han duyét (gio)
- Can phé duyét?
- Ngudi duoc héi y kién
- Quy dinh va diéu kién dé dugc phé duyét
- Ap dung cho

Chinh sach nhan sy *

Tén chinh sach

Loai chinh sach Trang thai chinh sach
Kha dung
Ngudi quan ly Ngudi theo déi
Ngudi c6 quyén xem va phé duyét Ngudi theo doi

Thai han duyét (gic)

S6 gig t8i da quy dinh d& hoan thanh xt Iy ban ghi nay

Can phé duyét?
Co
Ngudi duge héi y kién
Ngudi dugc hoi y kién
Quy dinh va diéu kién dé dugc phé duyét
B I US HHEZ =9+ B A K L

M0 ta chi tiét quy dinh thém chinh sach cho nhan su va diéu kién theo doi

Ap dung cho

Phét trién san phdm Kinh doanh
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12. Cai dat chinh sach bao hiém

Deé cai dat chinh sach bao hiém cia cong ty trén Base HRM, chon muc “Insurance policies” trén

thanh menu bén trai thanh menu, man hinh s& hién thi nhu sau:

Cai dat Chinh sach bao hiém

# KE HOACH
Cai dat chung

Cong ty = Standard (luong co ban)

= Standard (luong gross)
) F ), T
o dor X
Phan loai hop déng
Dinh murc riéng

Ly do nghi viéc

e xuat

Cai dat chinh sach

Cai dat nang cao

Phan quyén
Trudng di liéu tuy chinh
luong

bao

vn-standard-basic

vn-standard-gross

DUA TREN

basic_salary

gross_salary

Custom

CONG TY

21.50%

21.50%

21.50%

NHAN sy

10.50%

10.50%

10.50%

Loc nhanh

TRANG THAI

v/ KHA DUNG

v/ KHA DUNG

v/ KHA DUNG

Stra v

Sira v

Chon muyc “Tao ma1” phia trén cung bén phai dé cai dat mot chinh sach bao hiém cho cong ty:

- Tén chinh sach bao hiém

- Ma chinh sach bao hiém

- Dua trén: chinh sach bao hiém dugc tinh dua trén luvong:

+ Luong co ban

+ Tong luong

+ Tuy chinh theo nhan vién
- Phén trim cong ty tra
- PhAn trim nhan vién tra

- Chi tiét chinh sach
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TAO CHINH SACH BAO HIEM

Tén chinh sach bao hiém *
Tén chinh sach bao hiém *

Ma chinh sach bao hiém *

Ma chinh sach bao hiém *

Dua trén *

Luong co ban v
Phan tram céng ty * Phan trdm nhén vién *

Phan tram céng ty * Phan trdm nhan vién *

Chi tiét chinh sach

Chi tiét chinh sach

Cho phép quan ly truc tiép tao phc lgi cho nhan sy dudi quyén
ctia minh

Sau khi dién xong thong tin, chon muc “Luu lai” dé hoan thién thao tac.
13. Cai @it chinh sich thué

Dé cai dat chinh sach thué trén hé thong Base HRM, chon muyc “Chinh sach thué” trén thanh menu

bén trai man hinh. Man hinh s€ hién thi nhu sau:
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Cai dat Chinh sach thué
# THUE
Cai dat chung
Ccongty Thué theo biéu liy tién

uyén mén = Thué theo hé s6 phan tram c6 dinh (10%)
nhén su
Phan loai hop déng Thué@ TNCN

Ly do nghi viéc

Dé xuat

Cai dat chinh sach
Chinh séch luong
Chinh séc

Chinh

Chinh séch thué

Chinh séach nghi phép

Cai dat nang cao

Phan quyén

MA

vn-progressive

vn-fixed-10

t-tnen

TYLE

By law

Fixed 10%

By law

Loc nhanh

TRANG THAI

Q

Sta v
Sira v

Stra v

Co thé cai dat chinh sach thué theo hai dang: Thué theo biéu luy tién, hodc theo sd phén tram cd

dinh.

Cai dat mot chinh sach thué méi béng thao tac chon muc “ Tao méi” phia bén phai. Man hinh s€

hién thi nhu sau:
- Tén chinh sach thué
- M chinh sach thué
- Loai chinh sach thué
+ Proressive tax: Thué theo biéu luy tién

+ Fixed percentage: Thué theo s phan tram c6 dinh
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TAO CHiNH SACH THUE X

Tén chinh sach thué *

[Tén chinh sach thué *

Ma chinh sach thué *

Ma chinh sach thué *

Loai chinh sach *

Bi€u thué Iy tién v

Cho phép quan ly truc tiép tao phuc Igi cho nhan sy dudi quyén
cla minh

Sau khi dién xong, chon “ Luu lai” dé hoan thién thao tac.
14. Cai dat chinh sach nghi phép

Cai dat cac chinh sach vé ché d6 nghi phép trong muc “Chinh sach nghi phép” trén thanh menu bén

trai man hinh.
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Cai dat Chinh sach nghi phép T

n sach ngt J

# TEN CHINH SACH MA LOAI TRANG THAI
Cai dat chung
Standard PTO standardpto fixed KHA DUNG Sira v
= First year PTO standard monthly_increment KHA DUNG Sira
) ) i [ )
SALES thamnien fixed KHA DUNG Stra v
do nghi viéc

P& xuat Pending PTO pendingpto fixed KHA DUNG Sira v

Cai dat chinh sach
Chinh séch luong
Chinh sach nhan su
Chinh

Chinh

Chinh séch nghi phép

Cai dat nang cao
Phan quyén

Trudng di liéu tly chinh

anh.ohzmluol
Thaphah g)uong

béo

Tao méi mot cheé do nghi phép bang cach an vao muc “Tao madi” phia bén phai, man hinh s€ hién

thi nhu sau:
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TAO CHINH SACH NGHi PHEP

Tén chinh sach *

[Tén chinh sach *

Ma chinh sach * Loai chinh sach *

Ma chinh sach * S& ngay phép cd dinh hang ndm v
S8 luwong phép chuan hang nam * Sé ngay phép ton tai da *

12 12

Miéu ta chinh sach

B I US H Hzi=E

9 o Y E A KL

Miéu ta chinh sach

Cho phép quan ly truc ti€p tao phic lgi cho nhan su dudi quyén ctia minh

Tén chinh sach

Ma chinh sach

e Loai chinh sach
+ Fixed number of days per year: Cai dit s6 ngdy mic dinh theo nim
+ Monthly increment: S6 ngay ting theo thang

e S luong phép chuin hang nim

e S ngay phép ton tdi da

e Miéu ta vé chinh sach.

Sau khi dién xong thong tin, chon muc “Luu lai” dé hoan thién thao tac.
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THIET LAP VE CHINH SACH NHAN SU TRONG BASE HRM
1. Co céu to chirc
a. Vi tri cong viéc
Thiét 1ap toan bd vi tri cong viée trong doanh nghiép dé c6 thé quan 1y cac nhiém vu cta timg vi tri
nay. Dé vao thiét 1ap va quan 1y vi tri cong viéc, chon muc “Vi tri cong vi¢c” trén thanh menu bén
trai, man hinh s& hién thi nhu sau:

BASEVN Vi tri cong viéc Fiter positions a

VITRICONG VIEC ~ PHAN LOAI CHO DUYET (66)
Tim nhal

BASE.VN

e 2 2 LY, CH NHOM
Phat trién san pham + TAOVITRICONGVIEC v
a ach nhan su 22 Nhém theo khu vyc/chuyén mén
dong lao dong #  VITRI KHOANG LUONG THANH VIEN TRANG THAI Nhém theo loai vi tri
|2 Phat trién sy nghiép
= CEO 3 20M-50Md d 9 o Sta v i
) Bang luong dinh ky Director » CEO TRANG THA
dh Bao cdo nhan sy . ) @ T3t ca vi tri cong viec
=  Principal Software Engineer 0\ o0via No employee o Sia v
Manager > TechPrincipal K
Thiét ké t6 chic Khéng kha dunc
4u t8 chirc i
Kinh doanh + TAOVITRICONGVIEC v
UA HIEN
B3 Vi tri cong viéc
— i X i i @ Tt ca vitri cong viec
[T panh sach ngl " #  VITRI KHOANG LUONG THANH VIEN TRANG THAI
€2 Vvén ban nhan sy : . ’
g Trudng phong kinh doanh . |, 20va = ‘ec«o ) Sia v . b
Manager > SALE-01
Quy dinh & chinh sach
=  Trudng nhém kinh doanh 10M-25Md No employee o Sta v SAP XEP
@ Quy dinh lam Senior Employee » SALE-02
f @ Thi ty méc dinh
¢ Nhénviénkinh doanh 6  OM-15Md S [ ) Sta v énvit
£ Taisan Tritué Junior » SALE-03
= Trglykinh doanh ¢ T S .
Thanh tyu & Céng hién = S T oM1sMd ) ® Stra 56 lugng nhan v
Y Giai thy
° g5 Nhan vién ban hang 4 Range not available ) { ] Sira v

Staff > NVBH

e Tao loai vi tri cong viéc:

Ban thém céac phan loai vi tri cong viéc bang cach chon myc “Tao méi” -> “Tao loai vi tri mé6i”

BASE.VN Vi tri céng viéc Fifer positions a

: } VITRICONG VIEC PHAN LOAI CHO DUYET (66) Tao vi tri cong viéc madi
m nhanh

Tao loai vi tri mdi
e 2 2 LUA CHO R Tao loai vi tri mdi
Phét trién san phdm + TAO VI TRi CONG VIEC a

BASE.VN
BB coovviconoec
I Hop dong lao dong # VTR KHOANG LUONG THANH VIEN TRANG THAI Nhém theo loai vi trf
|2 Phat trién su nghiép
g CEo 3 20M-50Md @ 9 o Sta v R
Director » CEO TRANG TH

o . @ Tat ca vitri cong viec
= Principal Software Engineer
Manager » TechPrincipal

20M-90Md No employee ([ ) Sia v

Sau d6, ban dién cac thong tin vao bang hién thi:

- Loai vi tri cong viéc
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Loai vi tri

Loai vi tri =

- Miéu ta khai quat
Mo ta khai quat

B I US HHE= = %9 ¢ E A K T,

e
2

Mo ta khai quat

- Khai quat muc ti€u va trach nhiém
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Khai quat muc tiéu va trach nhiém

B I US H H i=

9 << @ [@= A

Khai quat muc tiéu va trach nhiém

- Khai quat yéu cau bo nhiém
Khai quat yéu cau bd nhiém

B I US H Hz i= 9 <> @ EH A

Khai quat yéu cau bé nhiém

Sau khi dién xong cac thong tin, chon muc “Luu lai” d€ hoan tat thao tac cua minh.
e Tao mdi vi tri cOng viée:

Thém mdi mét vi tri bang cach chon muc “Tao mdi” -> “Tao vi tri cong viéc mdi”
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;"; BASE.VN Vi tri c()ng ViéC Filter positions Q
VITRICONGVIEC ~ PHANLOAI  CHO DUYET (66)
Q Tim nhanh .

Tao loai vi tri méi

BASE.VN PP > 2 LUA CHQ
Phat trién san pham + TAOV|TRICONGVIEC | ~ o Nhap vi tri cong viéc tir excel
ch nhan su
Xudt vi tri cong viéc
# VITRI KHOANG LUONG THANH VIEN TRANG THAI Nhém theo loai vi tri

A Phattriéns

‘ & CEo 3 20M-50Md ""{ 9 [ ) Sta v ) )
) Bang luong dinh ky Director » CEO TRANG THA

dh B nhan sy

@ Tit ca vi tri cong viéc
= Principal Software Engineer

20M-90Md No employee [ ) Sira v
Manager > TechPrincipal

Thiét ké t6 chirc g khé dung
calu t8 chirc i
hure Kinh doanh + TAOVITRICONGVIEC = v

S LUA CHON HIEN THI
B3 Vi tri céng viéc

@ T3t A vitri cAna vide
Sau d6 dién day du cac thong tin trong bang hién thi:

- Ténvitri

Tén vitri *
Tén vi tri *
- Mavitri

- Khu vuc/Chuyén mon

- Loai vi tri
Ma vi tri * Khu vue / Chuyén moén * Loai vi tri *

Ma vi tri -- Vui léng chon - N -- Vui 16ng chon - v

- Mota

B I US H H i= =

" > Y E A K T,
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- Muc tiéu va trach nhiém

Muc tiéu & trach nhiém
B I US HHIEIZ= =99« %@ AK

Muc tiéu cua vi tri cdng viéc (KPls, OKRs, ...)

- Céc yéu cau dé dugc bo nhiém

Cac yéu cau dé dugc bd nhiém

B I US H H = = = 9 < @ = A K T,
M6 ta dieu kién dé dugc bé nhiém
- Khoang lvong (min)
- Khoang luong (max)
- Kiém tra khi b nhiém
Khoang luong (min) Khoang luong (max) Kiém tra khi bd nhiém
Khoang luong (min) Khoang luong (max) Khéng

- Phuc loi (Khong bét budc)
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Phtic lgi (Khéng bat budc)

3 Tién thué nha Xéa
(% Phy cdp com Xéa
(5 Bdo hiém ty nguyén Xo6a
(& Paotao Xéa
(& Qua tang sinh nhat X6a
% Van phong pham X6a
& Company trip X6a
(% Phic lginha & Xéa
2 Phuy cép gtri xe Xéa
% PHU CAP CHUC VU L1 Xéa
(% PHU CAP CHUC VU L2 Xéa
3 PHU CAP XANG XE + DIEN THOAI X6a

Add more, press Enter

Hide salary range in public

An hién thj nhan vién & Base Me

Sau khi dién xong thong tin, chon muc “Luu lai” dé hoan thién thao tac.

Ban c6 thé thém vi tri cong viéc béng file Excel nhu sau:

- Download file excel miu va dién thong tin theo nhu trong bang hién thi:

BASE.VN

a Tim nhanh
BASE.VN

anh sach nhan su

[¥ Hop dong lao déng

Vi tri cong viéc

VITRICONGVIEC ~ PHANLOAI  CHO DUYET (66)

Phat trién san phdm

+ TAOVITRICONGVIEC =~ v

Filter positions Q

Tao vi tri cong viéc méi

Tao loai vi tri méi

L 10
Nhap vi tri céng viéc tir excel

Xudt vi tri cong viéc

# V| TRI KHOANG LUONG THANH VIEN TRANG THAI Nhém theo loai vi tri
|2 Phat trién su nghiép
g CE0 3 20M-50Md “i 9 { ] sia v o
Director » CEO TRANG TH
L ) @ Tit ca v tri cong viéc
= Principal Software Engineer 20M-90Md No employee Y sia v

Thiét ké 6 chirc
6 chic

i tri cong viéc

Manager » TechPrincipal

Kinh doanh
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NHAP V| TRi CONG VIEC TU EXCEL X

Chon file Excel

Choose File | No file chosen

Vui long chon mét file Excel vdi thir tur cac cot theo ding vai danh sach dudi dé;l Download?

= 01 Vi tri * name
= 02 Ma vj tri *

= 03. Khu vuc / Chuyén mon * area
= 04. Loai vi tri *

= 05. Khoang luong (min) salary min
= 06. Khoang luong (max) salary max

|| B6 qua céc dong bi 16i

| Ghide dir liéu hién c6 (néu c6) (theo tén vi tri)

Vi tri
Ma vi tri
Khu vuc, Chuyén mon
Loai vi tri
Khoang lvong (min)
Khoang luvong (max)
- Khi dién xong, luu lai file va nhap 1én Base bang cach chon muc “Tao mé&i” ->

“Nhap vi tri cong viéc tir Excel”
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- Nhén vao “Chon tep” dé chon file excel d tao vao hé théng va nhan “Tiép tuc” dé

kiém tra file va muc “Import” dé tai file excel 1én h¢ thong.

b. Co chu td chirc

Co ciu td chuc 12 muc quan ly bo may td chuc trong ndi bd doanh nghiép, hién thi theo dang list

hodc so do cay dé cac thanh vién quan ly nam dugc thong tin co cau trong ndi bd ciia minh.

e Tao phong ban:

Deé tao phong ban trong so do t6 chirc, chon “Co cau td chire” trén thanh menu bén trai, sau do chon

“Tao phong ban” -> “Tao phong ban”

. BASEVN
B uintinhans,
a Tim nhanh

BASE.VN

83 Danh séch nhén sy

[¥ Hop déng lao déng

|2 Phat trién su nghiép

O Bang luong dinh ky

dh B&o céo nhan sy

Thiét ké t6 chirc
5% Co céu t8 chirc
B3 Vitri cong viéc
1 Danh séch nghiép vu

Véan ban nhan sy

Dién cac thong tin trong bang hién thi va 4n “Luu lai” dé hoan thién thao tac

Co c3u t8 chuc

€O CAU TG CHUC BIEU DO TEAMS CHO CHINH SUA

PHONG BAN

01 ~ 5% Dai hoi dong c6 dong

02 ~ &5 SALES

03 4 22 TEAM)> Team kinh doanh 01
04 4 2% TEAM)> Team kinh doanh 02
05 4 2% TEAM)> Team kinh doanh 03
06 525 Marketing

07 4 22 TEAM)> Team Content

08 4 22 TEAM>Team Design

09 4 22 TEAM)> Team SEO

10 ~ 5% Accounting

Tén phong ban
Phong ban cha

Managers

Vi tri danh cho ngudi quan 1y (ké hoach)

Tro ly

Chtrc nang nhi¢m vu
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3
€2:@ao
18400
26080
3
@060

No team members

Loc nhanh phongban Q. Tao phong ban v

QUANLY
‘ Bui Trung T..
@ noiepva

a

Qc

% Nguyén Hon..

@ Chuagiao

@ nNouyénDuy..

@ viHang
@ Chua giao

@ Chua giao

% Nguyén Hon..

Tao team

CEO

Trudng phong kinh d...
Truéng nhém kinh d
Trudng nhoém kinh d...
Trudng nhom kinh d...
CMo

Nhan vién No6i dung
Designer

Chuyén vién SEO

Khéng cé théng tin



TAO PHONG BAN MO

Tén phong ban *

Tén phdong ban *

Phong ban cha * Managers
Toan cong ty v Managers
Vi tri danh cho ngudi quan ly (k& hoach) Troly
- Vuilong chon - v Trgly

Chtre nang nhiém vu
B I US HHEZEZ=Z =9 ¢ %R AR T,

Chure nang nhiém vu

e Tao team:

bé tao nhom céc thanh vién trong so d6 to chuc, chon “Co cau to chuc” trén thanh menu bén tréi,

sau d6 chon “Tao phong ban” >> “Tao team”

= AR .
'IL‘ BASE.VN Co cau té chirc Locnhanhphongban Q| (RO
COCAUTOCHUC  BIEUDD  TEAMS  CHO CHINH SUA

Tao team

PHONG BAN QUAN LY Tao phong ban

BASE.VN
- 01~ s% Daihoi dong c8 dong 5 @ BuiTungT. cEo
88 Dar ch nhén sy

02 - % SALES 3 @ piepva Truéng phong kinh d...
F2 Phat trién sy nghiép 03 4 2% TEAM> Team kinh doanh 01 Qrs@O ¢~ Truéng nhém kinh d...
O Bang luong dinh ky 04 4 22 TEAM)> Team kinh doanh 02 IQQBO 7 NouénHon. Trusng nhom kinh d.
h Béo céo nhan sy 05 4 22 TEAM)Team kinh doanh 03 eL@8O © chuagio Truéng nhém kinh d..

) 06 ~ 5% Marketing 3 . Nguyén Duy..  CMO
Thiét ké t6 chirc
— 07 4 82 TEAM > Team Content ERE@ B virng Nhan vién Noi dung

5% Co céu td chirc -

no 4 0% TCAM . Tanm Raninn . M Ahiva mina RNanimmnar

Sau d6 dién cac thong tin trong bang hién thi, thém céc thanh vién cua team va chon “Luru lai” dé

hoan thanh thao tac.
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TAO NHOM MO X

Tén nhém *

Tén nhém * Y

Trudng nhém Khu vuc / Chuyén mon *

Trudng nhém Phat trién san pham v

Danh sach thanh vién *

Danh sach thanh vién *

» Thém nhanh thanh vién theo nhém

Sau khi tao xong, ban c6 thé xem so d6 t6 churc theo dang biéu dd nhu sau:

BASE INC. Co cdu 8 chirc Fiter departments  Q

COCAUTO CHUC | BIEUPO | TEAMS  CHO CHINH SUA

+ 100% — C

BASE INC.

The company.

Co cau t6 chirc

5% Co cdu t8 chic

Sales Customer Success Hanh chinh - Nhan sy
No team leader No team leader No team leader
% Department 2~ <% Department 3~ <% Department 2 v
ban
Quy dinh & chinh sach
Team Brave Team ACE Hanh chinh Nhan sy
h lam No team leader No team leader No team leader No team leader
% Department <% Department +% Department 2 Department

e Thém chuc ndng nhiém vy méi:

Ban c6 thé tao cac nhom quan 1y cac chirc nang nhiém vu trong muc “Danh sach nghiép vu”:
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BASE.VN

Tim nhanh

BASE.VN
88 Danh séch nhén sy
[ Hop déng lao déng

21 Phat trién su nghiép

Bang luong dinh k

dh Béo

o nhan sy

Thiét ké t chirc
o cau t6 churc
i tri cong viéc
[0 panh séch nghiép vu

2 Van ban nhan sy

BASE.VN

Tim nhanh

BASE.VN

[¥ Hop dong lao dong

2 Phat trién su ngh

Nghiép vu

NGHIEPVY  DUQCGIAO  THONGKE v TG CHUC
# WORKER NGHIEP VU
° Kieu Thi Van Anh @ Tiép can khach hang
MI00014 - Bus Consultant Kinh doanh » Business Consulting
° @ Ngoc Anh @ Demo Gidi phap
EDH11 - Trudng phong Kinh doanh Kinh doanh » Business Consulting
° s,  LéHiruCong birc ) Demo Gidi phap
EDH132 - Chuyén vién C&B Kinh doanh » Business Consulting
° ﬁ Kieu Thi Van Anh @) Demo Gidi phap
MI00014 - Business Consultant Kinh doanh » B
° ».  LéHuuCéng birc 2 Trién khai KH
EDH132 - Chuyén vién C&B Cham séc khéch hang > Custome

Chu Minh Chau

EDH26 - Truéng nhom Kinh doanh

- ®

Nghiép vu

NGHIEPVY  DUQCGIAO  THONGKE v
# NGHIEP VY

° @ Tiép can khach hang

Trién khai KH

s6c¢ khéach hang » Custome

2

T6 CHUC

NHOM

Business Consu...

[daily] [tiep-can-khach-hang] Tigp nhai

hach hang tiém nang tir chién dich Mark
én thoai/gui email gidi thidu y
1 dén cac khach hang tiem nangNhan bit
n&m bét nhu cau cta khach hang dé tir do

ong

Kinh doanh

Quan ly thuong hiéu

Thu hdi ng qua dién thoai
[monthly] [thu-hoi-no-qua-dien-t

Vi tri cong ngudi than khéch hang yéu

[N panh sach nghiép vu

Van ban nha

[daily] [quan-ly-thuong-hieu] Nghién ctu thi trudng va thuonc

Marketing Cam...

Marketing

hiéu ¢ g tyPhan tich nganh, d6i tha canh tranh va xu
huéng thi trudngH® trg én y tuéng sang tao, xay dung ké hoach
va trién kha ién dich marketing

Business Consu...

Goi dién th Kinh doanh
khach hang/h
hutng dan kh

& han

hoai

Sau d6 dién cac thong tin trong bang hién thi nhu sau:

- Tén nghié¢p vu
Tén nghiép vu *
Tén nghiép vu *
- Nhom

- Tinh ldp lai
- Trang thai

Nhom *

- Vuilong chon -

- Mota

Tinh lap lai *

daily
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NGAY BAT DAU

17/09/2022

daily - 2 gioy mi ngay

15/05/2021

daily - 67 gio' mbi ngay

15/05/2021

daily - 67 gity mdi ngay

15/05/2021

daily - 67 gity mdi ngay

15/05/2021

daily - 124 gio méi n

15/05/2021

daily - 124 gio' méin.

WORKERS

@¢-80

No workers

No workers

"4

DA DAN,

Active

Stra

Q_ Filter job functions

GIAO CHO
v Nhap @ dé tag
- XEP HANC
@ Tit ca xép hang
- Vuot trén ky vong -—
Datky vong -
- Thap hon ky vong -
That bai -
- ating
TRANG THA

@ Al statuses

Nhap nghiép vu

KHU VUC
Export job functions
v @ Tat
Giao nghiép vu
ha
Nhap ban giao nghiép vu
int
Export assignment
far _
im s6c khach han
n phong
N ONG HITECH
- QUAN Li SAN XL
JUAN Li CHAT L
\MSUN

Trang thai *



M6 ta
B I US HHE= =9« E AK I

Miéu ta ngan

- Quy trinh tac vu tiéu chuén (SOP)

Quy trinh tac vu tiéu chuan (SOP)
B I US HHIEEZES ="+ E AXKL

Describe how the job function is performed step by step

- SLAs va két qua dugc ky vong

SLAs va két qua dugc ky vong
B I US HHiEZ= =99 «<w% R A K T,

Describe SLAs or outputs by each level

- Che tai & céac yéu cau tuan tha
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Ché tai & cac yéu cau tuan tha

e

B I US Hi H == = 9 ¢» @ @ A A T

Explain how to identify the quality of the outputs (what means good and what mean bad), and how
to handle irresponsibilities

- Nguoi giam sat
- Quanly
- Short code: Ma nhiém vu

Ngudi giam sat Owners Short code

Ngudi gidm sat Owners You can leave it blank

Sau khi dién thong tin xong, chon muc “Luu lai” dé hoan thién thao tac.
Ban c6 thé thém vi tri cong viéc bang file Excel nhu sau:

- Download file excel mau va dién thong tin theo nhu trong bang hién thi:
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NHAP NGHIEP VU

Chon file Excel
No file chosen

Vui long chon mét file Excel vai thir tu céc cot theo ding véi danh sach dudi

Tén nghiép vu

Nhom

Tinh lap lai

Trang thai

Mo ta

Quy trinh tac vu tiéu chu@n (SOP)
SLAs va két qua dugc ky vong
Checkpoints

Ngudi quan ly nghiép vu

Inh fuimatinm wintaharn

- Khi dién xong, luu lai file va nhap 1én Base béng cach chon muc “Tao méi” ->
“Nhép nghi¢p vu”

Nghiép vu Searchiob functions ~ Q

NGHIEP VU HUOC GIAO THONG KE v TO CHUC Thém nghiép vu méi

# NGHIEP VU NHOM WORKERS
KHU vJC E tiob fi i
o a z a . xport job functions
° @ Tiép can khach hang Business Consu... ﬂbJ qo Sim v | port s
[daily] [tiep-can-khach-hang] Tiép nhan, sang loc S Kinh doanh @ Tat .
khach hang tiém nang tir chién di Giao nghiép vu
tugng cho khau salesGoi dién thoa gty Pha
va san pham/dich vu dén cac khach hang tiém nangNhan biét, Nhap ban giao nghiép vu
u nghiép nam bat nhu cau ctia khach hang dé tir do Kint
Export assignment
luong dinh - " . Mar __
° ¢ Quan ly thuong hiéu Marketing Cam... No workers Stra v
Sonhan's [daily] [quan-ly-thuong-hieu] Nghién cuu thi trudng va thuong Marketing séc khach hang
hiéu ctia cong tyPhan tich nganh, dai thii canh tranh va xu
hudng thi trudngH tuéng sang tao, xay dung ké hoach Van phonc
va trién khai céc chién dich marketing
VAN PHONG HITECH
° @ Thu hdi ng qua dién thoai Business Consu... 5 yorkers Sta v QUAN Li SAN XUA
[monthly] [thu-hoi-no-qua-dien-thoai - Goi dién thoai cho khach ~ Kinh doanh
hang/ngudi than khach hang yéu cau khach hang/hd tro nhc QUAN LI CHAT LUONG
h todn no qua han va hudng dan khach hang
A " toan (Nhom khach ha han 30 ngay tr& ‘
[ Danh sdch nghiép vy htodn (NG Khdch hang qus han 30 gy SAMSUNG
n ban nhan su M
° 9 Trién khai KH Customer Onbo... . o here Sia v ‘
¥ [daily] [trien-khai-kh] Ph6i hop cting bo phan trién khai nham Cham séc khéch h PLASTIC
Quy dinh & chinh séch dam béo Giai phap cong nghé dugc ting dung thanh céng cho e R e
Khach hang.Setup hé thdng va dao tao KH BAN LANH DAO
dinh lam viéc KE TOAN
° Phat trién phan mém Developer No workers sta v
[daily] [phat-trien-phan-mem] Xay dung va phat trién tng dung Phét trién san pham KITHUAT
Saa$ hé trg doanh nghiép 1am viéc hiéu qué Phat trién & nang
ai san Tritué cap cac san pham hién c6 cla Base.vn THU MU,
L . HANH CHINE
Thanh tyu & C8ng hién e @ DemoGidiphap Business Consu... o yorkers sia v
[daily] [demo-giai-phap] D& xudt giai phap cong nghé phis hop Kinh doanh NHAN SL
qua viéc thuyét trinh va Demo.Thuong Irong phuong an hop tac
va trién khai cong nghé Trung tam Kinh doanh H5 Chi Minh
. - . Back Office Miresto
° @ Xac thuc nhu cau KH Business CONsU...  , yorkers Sia v
huc nhu cau va d6 ph hop ctia cac khach Kinh doanh Yy 000

[daily] [qualify] X:

- Nhén vao “Chon tép” dé chon file excel da tao vao hé théng va nhin “Tiép tuc” dé

kiém tra file va muc “Tiép tuc” dé tai file excel 1én hé théng.

e Gan thanh vién thyc hién chiic nang nhi€ém vu:
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Dé gén thanh vién thuc hién chirc nang nhiém vu, chon “Tao ma&i” -> “Giao nghiép vu”

BASE.VN Nghiép vu Search job functions ~ Q

NGHIEP VU HUOC GIAO THONG KE v TO CHUC Thém nghiép vu méi

# NGHIEP VU NHOM WORKERS Nhap nghiép vu

BASE.VN KHUVUE - Eport job functi
o a < 2 " . xport job functions
COR T ° @  Tiép cankhéch hang Business Consu... ﬁb g@ sia v port
93 Danh sach nhan sy . o
[daily] [tiep-can-khach-hang] Tiép nhan, sang loc danh sach Kinh doanh Q@ Tat
) khach hang tiém nang tir chién dich Marketing dé tré thanh dgi
Hop déng lao d¢ tuong cho khau salesGoi dién thoai/gti email gidi thidu cong ty Pha

_ va san pham/dich vu dén céc khach hang tiém nangNhan biét, Nhap ban giao nghiép vu
1 Phat trién s nam bat nhu cau ctia khach hang dé tir d6 Kint
Export assignment
- " . Mar
° Cc Quan ly thuong hiéu Marketing Cam... ., yorkers Sta v
[daily] [quan-ly-thuong-hieu] Nghién ctru thi trudng va thuong Marketing Cham séc khach hang
hiéu ctia cong tyPhan tich nganh, i thi canh tranh va xu
huéng thi trudngHb trg 1én y tudng sang tao, xay dung ké hoach Van phong
R va trién khai cac chién dich marketing
Thiét ké t6 chirc VAN PHONG HITECH
Co céu t6 chiic ° @) Thuhdingqua dién thoal Business Consu... o yorkers sia v QUAN L SAN XUAT
[monthly] [thu-hoi-no-qua-dien-thoai] - Goi dién thoai cho khach  Kinh doanh
J Vi tri cong viéc hang/ngui than khach hang yéu cau khach hang/hd tro nhac A & s
B3 Vitri cong viec UAN Li CHAT LUONG
khéch hang thanh toan ng qua han va hung dan khach hang “
[T anh séch nghiép vu phuong thirc thanh toan (Nhom khach hang qué han 30 ngay tr& SAMSUNG

1én nhém B2-B3) "1 - Thyc hién cac cong viéc kh

Chon tén céc thanh vién dugc gén va chirc ndng nhiém vu gan:

GIAO NGHIEP VU X

Chon nhan su *

Type @ to tag

Chon nghiép vu *

Q  Nhap dé tim kiém

Bo qua

Sau khi an tiép tuc, dién thong tin ngay bat dau va so gid 1am viéc mdi ngdy clia cac thanh vién do

va an “Luu lai” @€ hoan thién thao tac
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GIAO NGHIEP VU X

1 NHAN VIEN DA BUQC CHON

0 Kieu Thi Van Anh
MI00014 - Business Consultant

Nghiép vu

Tiép can khach hang (daily) v
Ngay bat dau *

21/07/2023 =

Sd gid lam viéc udc tinh méi ngay

S6 git lam viéc udce tinh moi ngay HOUR
San pham ban giao & SLA
B I US HHEZ=Z = %9¢ E AKX L

Mo ta khéi lugng cong viéc va dau ra
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- Ban c6 thé gén nhiéu thanh vién vai file excel bang cach:

Download file excel mau va dién thong tin theo nhu trong bang hién thi:

IMPORT JOB FUNCTION ASSIGNMENTS

Chon file Excel

Choose File | No file chosen

Vui long chon mét file Excel véi thir tu cac cot theo ding véi danh sach dudi day

Ma nhan su *

EG: A213

Tén nghiép vu *
G:L Relati

Ngay giao *

Khéi luong cong viéc

Ghi cht thém

B6 qua cac dong bi 16

B6 qua

Khi dién xong, luu lai file va nhép 1én Base béng cach chon muc “Tao mai” -> “Nhap ban giao

nhiém vu”

BASE.VN

su
{ Hop dong lao

[ Phat trién su nghiép

O Bang luong dinh

[ Dpanh sach nghiép vu

C2 van ban nhan sy

Quy dinh & chinh sach
(E y dinh lam viéc
[ Chinh sach nhan su

Tri tué

Thanh tyu & Céng hién

i thirong

Nghiép vu

NGHIEP VU

PUQOCGIAO  THONGKE v T6 CHUC

# NGHIEP VU

. @

Tiép can khach hang

[daily] [tiep-can-khach-hang] Tigp nhan, sang loc danh séch
khach hang tiém nang tir chién dich Marketing dé tr thanh dgi
tuong cho khau dién thoai/gti email gidi thiéu cong ty
va san pham/dich vu dén cac khach hang tiém nangNhan biét,
nam bat nhu cau cta khach hang dé tir do

Quan Iy thuong hiéu

[daily] [quan-ly-thuong-hieu] Nghién ctu thi truong va thuong
hiéu © yPhan tich nganh, d6i tha canh tranh va xu
huéng thi trudngH®b trg 1én y tuéng séng tao, xay dung k& hoach
va trién khai cac chién dich marketing

a cong t

Thu hdi ng qua dién thoai

[monthly] [thu-hoi-no-qua-dien-thoail - Goi dién thoai cho kh
hang/ngudi than khach hang yéu cu khach hang/hd tro nhic
khéch hang thanh todn ng qué han va huéng dan khach hang
phuong the thanh toan (Nhém khéch hang qua han 30 ngay tré
1én nhom B2-B3) "1 - Thu hién cac cong viéc kh

Trién khai KH

[daily] [trien-khai-kh] Phdi hop ciing bo phan trién khai nham
dém béo Gidi phép cong nghé dudc ing dung thanh cong cho
Khach hang.Setup hé théng va dao tao KH

Phét trién phan mém

[daily] [phat-trien-phan-mem] Xay dung va phat trién ing dung
Saa$ hé trg doanh nghiép 1am viéc hiéu qua  Phat trién & nang
cép cac san pham hién c6 ca Base.vn

Demo Giai phap

[daily] [demo-giai-phap] D& xuat gidi p
qua viéc thuyét trinh va Demo.Thuor
va trién khai cong nghé

cong nghé phus hop
g lugng phuong an hop tac

Xéc thuc nhu cau KH

[daily] [qualify] X&c thuc nhu cau va dé ph hop cla céc khach

NHOM

Business Consu...

Kinh doanh

Marketing Cam...
Marketing

Business Consu...

Kinh doanh

Customer Onbo...
Cham séc khéch h

Developer
Phat trién san pham

Business Consu...

Kinh doanh

Business Consu...

Kinh doanh

WORKERS

@¢-80

No workers

No workers

No workers

No workers

No workers

No workers

Stra v

Stra v

Sira v

Sira v

Stra v

searchjob functions

Thém nghiép vu méi

Nhap nghiép vu

KHU vyC
Export job functions
@ Tat
Giao nghiép vu
Pha
Kint
Export assignment
Mar
hang
Vén phong
VAN PHONG HITECH

QUAN LI SAN XUAT

QUAN LI CHAT LUC

SAM

MICRON

PLASTIC

BAN LANH DAO

KI THUA

THU MUA

HANH CHINH

NHAN

Trung tam Kinh doanh H6 Chi Min
Back Office Mires
000 -Q

Nh.

Nhén vao “Chon tép” dé chon file excel da tao vao hé théng va nhan “Tiép tuc” dé kiém tra file va

muc “Import” d¢ tai file excel 1én hé thong.
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¢. Van ban
C6 thé luu trit cac van ban diéu hanh trong hé théng cua Base HRM béng cach chon muc “Tao ma6i”

trong phan “Van ban nhan sy” trén thanh menu bén trai:

BASE.VN Employee Documents Quick filters

VAN BAN
# Folder Thai gian tao
CMND Nguyén Hong Nhung sia v
Khong c6 miéu t 053 ngay trude
a b1131dcfa7f0b2aee
[~ Chinh sach chung BUi Trung Thanh sia v
€2 Vén ban nhan su Working policies at Base Enterprise 071 ngay trud
nh & chinh sach S6 tay Nhan vién BUi Trung Thanh sira -
Our employee handbook 071 ngay trude
h 1am viéc
B cb-draft.docx
[ chinh sach nhan sy
3 Tai san Tritué Thong tin Cong ty Bui Trung Thanh sta v
Thong tin t8ng quan vé Base Enterprise 071 ngay trude
Thanh tuu & Céng hién B vcci-base-hd-quang

¥ Giai thudng

Sau d6 dién cac thong tin va tai file dinh kém, chon muc “Luu lai” € hoan thanh.
CREATE DOCUMENT

Folder name

Folder name

Shared with

Product

Sales

Marketing

Customer Success
Customer Development

Back Office

Miéu ta ngan

Miéu ta ngan

Attached files

Chon tép | Khong cé tép nao dugc chon

2. Quy dinh chinh sach

a. Quy dinh lam viéc
Quy dinh lam viéc 1a diéu chinh cac van dé lién quan dén cong tac t6 chirc hoat dong trong cong ty.
Dé quan 1y quy dinh lam viéc trong doanh nghiép, vao muc “Quy dinh lam viéc” trén thanh menu

bén trai man hinh. Man hinh s& hién thi nhu sau:
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BASE.VN Quy dinh lam viéc Loc nhanh

QUYDINHLAMVIEC ~ VIPHAM  DANHGIA TGO CHUC

v Hint: You can use Base Case to manage non-compliances more effectively. - XEMTHU

Nguyén tac lam viéc + TAO MG
dint quan d ar

Quy dinh chung vé Work Rule

Van ban nhan s

Chinh séch chung nhat
Quy dinh & chinh sach = Céc chimg chi va diéu kién bat budc

Quy dinh vé cac ching chi bat buge khi lam viéc tai cong ty
[E Quy dinh lam viéc
R« h nhan su = Nguyén tic quan tri dua theo Chinh sach

cling nhu tat dc doanh nghiép hang dau

uan trong toan b cic quyét dinh ctia Bas
tac quant

Juan tri dya theo cac chinh séch du
Théng béo nay gitp téf han v

y Taisan Tri tué

e Tao nhom quy dinh méi:
Tao nhom quy dinh [am vi¢c méi bang cach chon muc “Thém nhém” trong “Tao mdi” & phia bén

phéai man hinh:

Quy dinh lam viéc Loc nhanh
QUYDINHLAMVIEC ~ VIPHAM  DANHGIA TG CHUC Thém quy dinh
v Hint: You can use Base Case to manage non-compliances more effectively. Thém vi pham

Nguyén tac lam viéc + TAOMGI
£ Vitri cong 40 qu h lién Juy dinh lam viéc

[ Dpanh séch nghiép vu

Quy dinh chung vé Work Rule

C° Van ban nhan su Chin

chung nhat

Quy dinh & chinh séch = Céc chimg chi va diéu kién bat budc
Quy dinh vé céc ching chi bat buéc khi lam viéc tai cong ty

[B Quy dinh lam viéc

= Nguyén tac quan tri dua theo Chinh sach
hin

ch du ng nhu tt c& cac doanh nghiép hang dau

han vién cua Base hiéu ro vé n

ban hanh la nguyén tac nhat quén trong toan bo cac quyét dinh ci:
tacquant

ic quan trj dya the
6i. Thong bao

Tai san Tri tué

Sau d6 dién cac thong tin vao bang hién thi va nhan “Luu lai” dé hoan thién thao tac.
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CREATE A NEW GROUP

Tén nhom

Tén nhom ©

Bo qua

e Tao quy dinh mdi:
Ban c6 thé tao quy dinh lam viéc méi béng cach chon myc “Thém quy dinh” trong “Tao mdi” &
phia bén phai man hinh:

2, BASEWN Quy dinh lam viéc Loc hanh
é QUYDINHLAMVIEC ~ VIPHAM  DANHGIA  TO CHUC

dh 40 nhan su Thém nhém

v Hint: You can use Base Case to manage non-compliances more effectively. Thém vi pham

Thiét ké t6 chirc

Co cau t6 chiirc o . A
Nguyén tac lam viéc

Céc quy dinh lién quan dén quy dinh lam viéc

+ TAO MOI

Quy dinh chung vé Work Rule
Chinh sach chung nhét

Quy dinh & chinh séch = Céc ching chi va diéu kién bat budc
Quy dinh vé céc ching chi bat budc khi lam viéc tai cong ty.

[ Quy dinh lam viéc

= Chinh sach nhan su = Nguyén tac quan tri dua theo Chinh sach

Nguyén téc quan tri dya theo cac chinh séch duoc ban hanh Ia nguyén tic nhat quan trong toan bo cac quyét dinh cla Base ciing nhu tat ca cac doanh nghiép hang dau

Tai san Tri tué trén thé giéi. Thong béo nay gitp tét ca cac nhan vién cua Base hiéu 16 vé nguyén tac quan t

Sau d6 dién cac thong tin hién thi nhu sau:

- Quy dinh lam viéc: Tén quy dinh cu thé
Quy dinh lam viéc

Quy dinh lam viéc
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- Nhoém quy dinh, nguoi giam sat, trang thai (xét duyét/ban hanh), ngay c6 hiéu luc

(ngay lap tirc/chon ngay)

Nhom Trang thai

Nhém 5S v Pa ban hanh v
Ngudi giam sat Ngay co hiéu luc

Ngudi giam sat Ngay lap tic v

- Tong quan: Gidi thiéu tong quan vé quy dinh (hién thi trong trang chinh)

Téng quan

Téng quan

- M0 ta va ché tai ctia quy dinh:
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B I US HHiEZ=Z =9« E ARK7

=
»

Ché tai & cac yéu cau tuan tha

B I US H HiZ= =9« Q@ A K T

S
B

Pinh nghia pham vi va yéu cau chap hanh cho quy dinh

- Hinh thic ky luat ddi voi sai pham:

Hinh thac ky luat déi véi sai pham

i

B I US H H =

” < @ E A K T,

e
x

Hinh thirc ky luat déi véi sai pham
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Sau khi dién xong cac thong tin, chon muc “Luu lai” dé hoan thién thao tac.

e Tao vi pham:

Tao vi pham mai bang cach chon muc “Thém vi pham” trong “Tao mdi” ¢ phia bén phai man hinh:

BASE.VN

Thiét ké t6 chirc
o céu t6 chuc

B3 Vitricéng viéc

Quy dinh & chinh sach

@ Quy dinh lam viéc
[ Chinh sach nhan sy

B Tai san Tri tué

Quy dinh lam viéc

QUYDINHLAMVIEC ~ VIPHAM  DANHGIA  TO CHUC

v Hint: You can use Base Case to manage non-compliances more effectively.

Nguyén tac lam viéc

Céc quy dinh lién quan dén quy dinh lam viéc

= Quy dinh chung vé Work Rule

Chinh séch chung nhét

=  Cac chirng chi va diéu kién bat budc
Quy dinh v& céc ching chi bat bude khi lam viéc tai cong ty

= Nguyén tac quan tri dua theo Chinh sach

Loc nhanh

Thém quy dinh

Thém nhém

Taoméi v

f

Thém vi pham

+ TAO MOI

Nguyén téc quan tri dua theo céc chinh sach duoc ban hanh 1 nguyén tac nhét quan trong toan b céc quyét dinh cla Base cling nhur tét ¢ céc doanh nghiép hang dau

trén thé gii. Thong bdo ndy gidp tat ca cac nhan vién clia Base hidu rd v& nguyén tac quan t

Sau d6 dién cac thong tin trong bang hién thi va chon “Luu lai” dé hoan thién thao téc.

GHI NHAN VI PHAM

Quy dinh lam viéc

Quy dinh chung vé Work Rule

Su viéc vi pham *

Vi pham quy dinh Quy dinh chung vé Work Rule| B ‘

Ngay ghi nhan *

Ngay ghi nhan *

Nguai vi pham * Nguai theo doi

Users responsible for the non-compliance Extra people to get notified
Miéu ta su viéc vi pham
B I US H H E = =9 o+ © E A K T

Miéu ta sy viéc vi pham

Dinh kém

Choose File | No file chosen
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e Quan ly quy dinh lam viéc:
Trong phan quy dinh 1am viéc, c6 thé quan 1y cac quy dinh bang cach chon vao du ba cham cubi
tén cua quy dinh do:
- Chinh stra
- Thém phién ban (cap nhat phién ban mdéi cua quy dinh)
- Ban hanh cong khai (Giri email dén toan bo thanh vién dé ban hanh)
- Thém phién dénh gia (Panh gia muc do hiéu biét ctia cac thanh vién vé quy dinh
theo phan mém Base Test)
- Thém vi pham

- Xoa

Quy dinh chung vé Work Rule Téng quan

DINH KEM

@ Quy dinh chung vé Work Rule
- gt Chinh stra c

a ® E

NHOM TRANG TH, Thém phién ban
Nguyén tac lam viéc Da ban hanh

Thong bao cong khai

THOI GIAN TAO o - o

Bii Trung Thanh 23:06 18/08/2020 Them bai kiém tra kién thie BAI KIEM TRA KIEN THUC
NGAY C6 HIEU LUC (> GHINHAN VIPH Thém vi pham [y Khongcé ky kiém tra nao
Ngay lap tirc v Co

Xéa

NGUOI GIAM SA

@ VI PHAM

Vi pham quy dinh Quy dinh thgi gian...

Quy dinh lam viéc Quy dinh chung vé Work Rule
L F 1
Ngoc Anh
TONG QUAN
Ng i r
Chinh sach chung nhat 18/08/2020
MO TA
Téng quan DAXEM (18)
Work Rules (Nguyén tac lam viéc tai Base inc) |a cach thirc ching ta sé dua nhirng gid tri va sir ménh ctia Base vao céng viéc hang Phan Hong Ngoc
ngay. Work Rules duoc xay dung dua trén sur nhan thirc rang tat ca moi viéc moi nhan vién cla Base dang lam déu c6 anh hudng dén két Chanh van phong 86 KHECN
qua va su phat trién chung cta cong ty, va nhu vay, can duoc dinh huéng va danh gia dua trén nhitng chudn muc cao nhat. Viéc dua ra
nhirng chudn myc cao khong chi gidp tao ra nhirng két qua trudc méat ma con la cach thirc duy nhat dé chiing ta cung nhau xay dyng mot Nguyén Minh Hiéu

Doanh nghiép c6 gié tri va phét trién bén viing. huyén vién C&B

b. Tai san Tri tué
Ddi voi mbi doanh nghi¢p, viéc bdo mat thong tin 1a quy dinh séng con. Chinh vi vay, Base HRM
hd trg ghi nhan nhitng thanh vién quan 1y cc thong tin can duoc bao mat trong doanh nghiép. Cac
thong tin s€ dugc ghi nhan nhu mdt tai san ciia doanh nghi€p. Vao muc “Tai san tri tu¢” trén thanh

menu phia bén tradi man hinh.
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L‘ BASE.VN Tai san tri tué Loc nhanh Q

Q

TAI SAN TRI TUE v DUGCBANGIAO  CHINHSACH  VIPHAM  NHOM TAI SAN

QO Hint: You can use Base Asset to manage physical assets effectively. 5 XEMTHU
£33 Vitri cong viéc

[0 Danh séch nghiép vu

(B Quy dinh lam
séch nhan su

£ Tai san Tri tué

e Tao chinh sach méi:

- Chon muc “Thém chinh sach” trong “Tao md&i” phia bén phai man hinh

‘-‘\ BASE.VN Tai san tri tUé Loc nhanh Q

TAI SAN TRI TUE v DUOCBANGIAO  CHINHSACH  VIPHAM  NHOM TAI SAN

q T Thém tai san
m nhanh
Thiét ké t6 chirc Thém nhém tai san
5% Co cdu td chic QO Hint: You can use Base Asset to manage physical assets effectively. Thém chinh séch

£33 Vi tri cong viéc Thém ban giao tai san
[T Danh sach nghiép vu

€2 Van ban nhan sy

Quy dinh & chinh sach
@ Quy dinh lam viéc

= chi h nhan su

3 Tai san Tri tué

- Sau d6 dién cac thong tin trong bang hién thi:
Tén chinh sach
Téng quan
Nguoi quan ly chinh sach
Nguoi theo doi chinh sach

Miéu ta chinh sach

+ 4+ o+ o+ 4+ o+

Quy dinh, ché tai 4p dung va ky luat (néu co)
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THEM CHINH SACH BAN GIAO TAI SAN TRI TUE

Tén chinh sach

Tén chinh sach =
Téng quan

Téng quan
Ngudi quan ly chinh sach Ngudi theo déi chinh séch

Ngui quan ly chinh sach Ngudi theo déi chinh sach

Miéu ta chinh sach
B I US H H: E = =9 & @ @ A K

Miéu ta chinh sach

Quy dinh, ché tai 4p dung va ky luat (néu cé)
B I US HHIE=E =973 % &R A W

Quy dinh, ché tai ap dung va ky luat (néu c6)

BDinh kém

Choose File |No file chosen

Sau d6 chon muc “Luu lai” dé hoan thanh thao tac.

e Tao mai tai san (dy li¢u thong tin bao mat)

- Chon muc “Thém tai san” Trong “Tao mod1” ¢ phia bén phai man hinh
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BASE.VN Tai san tri tué

TAISAN TRITUE v DUQCBANGIAO  CHINHSACH  VIPHAM  NHOM TAI SAN
Tim nhanh
Thiét ké 6 chirc

" Q Hint: You can use Base Asset to manage physical assets effectively.
hre

€2 vanbannhéans

Quy dinh & chinh sach

[B Quy dinh lam viéc
= Chinh séch

3 Tai san Tritué

- Sau d6 dién cac thong tin trong bang nhu sau:

+ Tén tai san
Tén tai san
Tén tai san
+ Nguoi quan ly tai san
+ Nguoi theo doi
Ngudi quan ly Ngudi theo doi
Ngudai quan ly Ngudi theo doi
+ Dinh gia
Specific_value: Gia trj cu thé
Cost_to_build: Gia tri theo chi phi
Market value: Gia tri theo thi truong

NA: Chua dinh gia

+ Estimated asset value: Udc luong gia tri tai san

65

Loc nhanh

Thém tai san

Q

Thém tai san
Thém nhom tai san
Thém chinh sach

Thém ban giao tai san



binh gia Pinh lugng gia tri

cost_to_build
market_value

|
|
|
r
.

na
. _ = 9 & ® @ A
+ Mo ta
Mo ta
B I U S H H i= = = 99 <» ® B A
Mo ta

+ Quy dinh vé str dung va bao mat
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Quy dinh vé str dung va bao mat

B I US Hi Hz i=:

” & @ = A AN T,

Quy dinh vé sir dung va bao mat

Sau khi dién céc thong tin, chon muc “Luu lai” d€ hoan thi¢n thao tac.
e Ban giao tai san:
- Chon muc “Thém ban giao tai san” trong “Tao mdi” phia bén phai man hinh.

BASE.VN Tai san tri tué Loc nhanh Q

TAISANTRITUE ¥ DUGCBANGIAO  CHINHSACH ~ VIPHAM  NHOM TAISAN
Q Tim nhanh

Thiét ké t6 chirc

Thém tai san
Thém nhém tai san

Q Hint: You can use Base Asset to manage physical assets effectively. Thém chinh sach

Thém ban giao tai san

T2 Vén ban nhén su

Quy dinh & chinh sach

- Ban dién theo cac thong tin sau:
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THEM BAN GIAO TAI SAN

Tén tai san

S& hitu tri tué
Ban giao cho *

Nhap @ dé tag

Chinh sach ban giao *

Tri tué

Ngay ban giao *

Ngay ban giao * =
Cac yéu cau thém khi str dung tai san

B.I U & Hi

H = =

Céc yéu cau thém khi sir dung tai san

Bo qua
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+ Ban giao cho (@ dé tag tén thanh vién)
+ Ngay ban giao
+ Trang thai: Dang thuc hi¢n/Da hoan thanh/ Hoan tac
+Yéu cau thém
Sau khi dién xong, chon muc “Luu lai” dé hoan thanh thao tac.
e Quan ly chinh sach bao mat thong tin:
Khi 4n vao tén chinh sach bao mat thong tin, ban c6 thé thém céc thao tac quan 1y chinh sach:
- Chinh stra
- Théng bao dén toan cong ty
- Thém vi pham (thém céac vi pham bdo mat)
- Thém bai kiém tra kién thirc (Panh gia mirc d6 hiéu biét cua cac thanh vién vé quy

dinh theo phan mém Base Test)

’
- Xoa
< Tri tué Téng quan
DINH KEM
=g
Chint t ) VA
Chinh sira D
(U QUAN 7) TRANG THA Théng bao
Kha dung
Thém vi pham
(=] THOIGIANTAO ) )
Kidu Van Anh 16:04 21/07/2023 Thém bai kiém tra kién thic DANH GIA
ONG QUAN X6a [\j Khéng c6 ky kiém tra nao
Khéng c6 miéu ta
VI PHAM
Chinh séch
[:J No non-compliance record
MO TA
CHE TAI & CAC YEU CAU TUAN THU DAXEM (1)

” Kiéu Van Anh
Giam déc

3. Thanh tyu & cong hién
a. Thiét lap biéu miu
Dé thiét 1ap cac biéu mau lién quan dén cac loai thanh tuu, céng hién trong Base HRM, chon muc

“Cai dat” trong “Tuy chinh"
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BASE.VN Cai dét & Bi€u mau Loc nhanh

CAIDAT | BIEU MAU
LEL]

€2 van ban nhan su

Loai giai thudng + THEM MGI
Quy dinh & chinh sach
(B Quy dinh lam viéc - Yearly award sia v
X chinh sach nhan su '
2 TaisanTrit
9 WS Quarterly award sia v
Thanh tyu & Céng hién
ii thuéng S :
Loai ching chi + THEMMOI
himg chi
C St v

Company certificate
\”/ Ghinhan '
0o Bang xép hang = Team certificate
{8 Tuy chinh L t

Biéu mau cta Thanh tuu va Céng hién s& ¢6 4 loai cu thé:
e Award types: Loai gidi thudng (Giai thudng nam, gidi thudng quy,...)
e Certificates types: Loai ching chi (Chung chi cua cong ty, Chirng chi ciia phong,...)
e Achievement rules: Loai cot mdc (don hang dau tién thanh céng, khach hang thanh cong,
gidi thidu san pham, vuot chi tiéu,...)
e Appreciation rules: Ghi nhan danh gié cao (lam viéc cham chi, hd tro nhiét tinh, ¥ tuong tdt,
khong bao gio tré han hoan thanh,...)
Pé tao thém cac giai thuong va chimg chi cta cong ty, chon muc tao nhém méi phia bén phai”

BASE.VN Cai d&t & Biéu mau Loc nhanh

uan tri nhan st
CAIDAT  BIEUMAU

Loai gidi thudng

Yearly award

Quarterly award
Loai chirng chi

Company certificate

Team certificate

& Tuy chinh

Man hinh s& hién thi nhu sau:
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THEM MOT LOAI MO X

Loai thanh tuu *

Loai thanh tuu

Bo qua

Can dién cac thong tin:
e Loai gidi thuéng hodc chung chi
e Phan loai 1a gidi thudng hay chimg chi (Award / Certificate)
e Mobta
Sau d6 chon muc “Luu lai” dé hoan thién thao tic cia minh.
b. Giai thuwéng
Dé tao mot giai thuong moi trén hé thong Base HRM, vao muc “Giai thuéng” trén thanh menu bén

trai man hinh va chon “Tao mé&i”
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o >
BASE.VN Giai thu’cng Loc gidi thuéng Q
GIAITHUONG  DANH SACH BE CUY QUAN LY BIEU MAU
ban nhan su
a KHU VUC/ CHUYEN MON
Yearly award THEM GIAI THUGNG
Quy dinh & chinh sach Yearly awa @ Titca
(B Quy dinh lam vié GIAI THUONG CHUC NANG / CHUYEN BIEU MAU TRAN. Toan co
[ chinh sach nhén su Phat trién san
@& Employee of The Year Toan cong ty Mau méc dinh [ ] Sta v
Tai san Tri tué Employee of The Year
farketing
2 . 297 % iai & ol iél n "t 3¢ di
Thanh tyu & Céng hién & Gidi thuéng cang hién ) Toan cong ty Mau méc dint ) st~
2 OVND + Ky niém chuong + Certificate
Y Gidi thuéng Van of
g ot (®)  Giai thudng Nhan vién trién vong clia ndm Toan cong ty Mau mac dinh o Sta v o e
s 2.500.000VND + Ky niém chuong + Certificate
Cot mée QUAN Li SAN X
n . A s o . .
e (®)  Giai thuéng Nhan vién Xuat sac clia Nam Toan cong ty Mau mac dint [ Sta v Ll CHAT
000.000VND + Ky niém chuong + Certificate
B: hang A NG
(@ Giai thudng Quan ly ciia nam Toan cong ty Méu méc dint o Sta v MICRON

% Tuy chinh

10.000.000VND + Ky niém chuong + Certificate

Sau d6 ban s& dién cac théng tin trong bang nhu sau:
e Tén gidi thuong
e Tang thudng: gia tri gidi thudng
e [oai gidi thuong
e Khu vyc/Chuyén moén: ap dung cho phong ban
e Biéu mau cua giai thudng
e Trang thai
e Nguoi theo doi
e Mobta
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Sau khi dién xong thong tin, chon muc “Luu lai” dé hoan thién thao tac.

TAO MOT GIAI THUONG M1
Tén giai thudng *
Tén giai thudng *

Téng thudng *

Prized values or any kinds of reward

Loai giai thuong * Khu vure / Chuyén mén *
Yearly award v Toan céng ty

Mau gidi thugng Trang thai
Khéng st dung mau v Kha dung

Ngudi theo doi

Ngudi theo doi

Mb ta

BIUS HHEZ =97« dE A

Mé ta

Cho phép ngudi theo ddi dugc tao thanh tuu
TUY CHON NANG CAO

Cho phép ngudi cu thé duoc tao thanh tuu

56 “

Dé dé cur ng vién cho gidi thuong, vao “Create nomination” trong muc “Giai thuéng” nhu sau:

Q

BASE.VN Giai thudng
GIAITHUONG  DANH SACH DE CUf QUANLY B BIEUMAU

Tim nhanh

Van ban nhan

Yearly award
Quy dinh & chinh séch Yearly award
GIAI THUONG CHUC NANG / CHUYEN
=X chinh sach nhar
Q Employee of The Year Toan cong ty
Tai san Tri tué Employee of The Year

thudng céng hiél

Thanh tyu & Céng hién N o Toan céng ty
DOVND + Ky niém chuong + Certificate
Y Giai thuéng
S (®  Giai thudng Nhan vién trién vong clia nam Toan cong ty
& Chimg chi -~ , ong
000VND + Ky niém chuong + Certificate
Coét moc
Ghi nhan Toan cong ty
Do Bang xép hang
& Gidi thuéng Quan Iy ctia ndm Toan céng ty

10.000.000VND + Ky niém chuong + Certificate

Dién thong tin vao bang nhu sau:

Thanh tyu

Nguoi dugce lya chon: Thanh vién duoc dé cir
Ngay duoc ghi nhan

Ly do dé cur
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BIEU MAU

Mau méc dinh

Mau méc dinh

Mau méc dinh

Mau méc dinh

Mau méc dinh

THEM GIAI THUGNG

TRAN.

Stra

Stra

Stra

Sira

Loc gidi thuéng

- s

Thém gii thudng

KHU VyC

Nhap dé cir

@ Titca

MICRON

CHAT LUON



THEM DE cU

Thanh tuu *

Giai thudng cdng hién
Ngudi dugce lua chon * Ngay dugc ghi nhan *
Ngudi dugc lya chon * Ngay dugc ghi nhén * =]

Ly do

B I US Hi H =

saw

9 < @ E A A T,

Ly do

Chinh sach lién quan *

Giai thudng céng hién

Sau khi dién céc thong tin, chon muc “Luu lai” dé hoan thanh thao tac.

¢. Chirng chi, Cot mdc, Ghi nhin
Thao tac tuong tu “Giai thuong"
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4. Chinh sach C&B
a. Lich lam viéc
Quan 1y lich 1am viéc chung ctia toan cong ty trén hé théng ciia Base HRM bang cach vao muc

“Lich lam viéc” trén thanh menu trong trang chu nhu sau:

BASE.VN LICh lam ViéC Loc nhanh
LICH LAM VIEC CA LAM VIEC MA CHAM CONG B UNG DUNG CHAM CONG
otmoc
¥ LCHLAMVIEC 2 3 T4 s Te 7 o TRANG T
&’ Ghinhan
Dj B Gl = NBAS 06:00-14:00 13:00-17:00 13:00-17:00 13:00-17:00 06:00-14:00 13:00-17:00 13:00-17:00 st .
) Lich 1am vige linh dgng ¢ 13:00-17:00 13:00-17:00 13:00-17:00 13:00-17:00 13:00-17:00 13:00-17:00 13:00-17:00
% Tuy chinh
= Lichlam viécTQHS Cosd1 06:00-14:00 06:00-14:00 06:00-14:00 06:00-14:00 06:00-14:00 06:00-14:00 06:00-14:00 o |~
Danh gid nhan sir Ilslzzil\]ahm viéc linh déng ¢ Y
X Mb hinh danh gia w0 PR I— oo ’o . .
= PYEY ~ 6:00-12:00 6:00-12:01 6:00-12:0 6:00-12 6:00-1 0 6:00-12:00 6:00-12:00
3 Quan trj khung néng luc Ca Doibdo vé 1 ' Stra v
. e Lich lam vigc theo gids gt 13:00-19:00 13:00-19:00 13:00-19:00 13:00-19:00 13:00-19:00 13:00-19:00 13:00-19:00
:/. Phan hdi lién tuc = CaDél béo vé2 8:30-12:00 8:30-12:00 8:30-12:00 8:30-12:00  8:30-12:00  8:30-12:00  8:30-12:00 sie .
Lich Iam vigc linh dgng 9t 13:00-17:00 13:00-17:00 13:00-17:00 13:00-17:00 13:00-17:00 13:00-17:00 13:00-17:00
[ Dénh gi4 nhan sy
) : = Part-time Séﬂg 8:30-12:00 8:30-12:00 8:30-12:00 8:30-12:00 8:30-12:00 8:30-12:00 N .
Sl G Lich lam vigc 6 dinh theo ng st
B Lich lam viéc
- : P 13:30-17:30  13:30-17:30 13:30-17:30 13:30-17:30 13:30-17:30 13:30-17:30
® Nghi phép Part-time chieu sia v
= Lich lam viéc ¢& dinh t t
. 2 Ly
2 VT \ ‘A « i3 1. A ae o . X geA , ~ .
bé tao méi mot lich lam viée, chon muc “Tao méi” bén phai man hinh d€ dién cac thong tin:
Tén lich lam viéc *
Tén lich lam viéc
Loai lich lam viéc Timezone Chinh sachra/ vao
Lich lam viéc cé dinh v GMT+7 v Theo ngay v
S6 ca méi ngay? Céng chuan méi ngay S6 gi& lam viéc méi ngay
2 ca (Sang - Chiéu) v 0 8
Yéu cau checkout? Chap nhan checkin sau Chap nhan checkout truéc
Cé v 60 60
Enrolled by account managers
Yes, enabled v
NGAY CA1 CA2
B THU2 NGAY NGHi hh:mm-hh:mm hh:mm-hh:mm

Standard Shift Standard Shift v
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b. Phic lgi

Cai dat vé phuc lgi cho nhan vién bang cach chon myc “Phuc lgi”

BASE INC.

Quan trj nhé

arch anything

h sach nhéan sur

© Béo mat théng tin

Thanh tuu & Céng hién
Giai thudng
& Ching chi

[#] Thanh tich

o} Biéu mau

Chinh sach C&B

() Lich lam

® Phic lgi

® Nghi phép
Bao hiém

[ Thué

© Ngay nghi l&

Benefit management

PHUCLOI ~ ENROLLMENTS  BENEFIT TYPES

Personal allowance (phtic lgi sinh hoat cé nhan)
Tign thué nha, dién nuéc, chuyén di

a diém lam viéc

BENEFIT

Business allowance (phtc I
Phc lgi ho trg

lam viéc)

BENEFIT

Dao tao & phét trién
Phic li v& d3o tao, phat trién nang luc, phu cap hoc nghé
BENEFIT

Qua téing va vat pham cé nhan

Sinh nhat, hiéu hi, tét thiéu nhi, si

inh con

BENEFIT
Cong cu & dung cu
Phu cap van phong pham, trang phuc, dong phuc

BENEFIT

e [ oai phuc loi (Benefit type)

C6 thé thém loai phuc loi béng cach chon muc “Tao mai” phia bén phai man hinh va chon “ Create

benefit type”
6 BASE ',NC',

= chinh séch nhan sur

) Béo mat thong tin

Thanh tuu & Céng hién

i thuéng
Chung chi

Thanh tich

Benefit management

PHUCLOI ~ ENROLLMENTS  BENEFIT TYPES

Personal allowance (phtc lgi sinh hoat ca nhan)
Tien thué nha, dién nudc, chuyén dia diém lam viec

BENEFIT AMOUNT
Business allowance (phtc lgi lam viéc)
Phuc loi hé tro' hoan thanh cang viée (cong tac phi, di lai, &n trua, &n ca, phu c&p chuyén can)
BENEFIT AMOUNT

Pién cac thong tin trong bang hién thi:

e Benefit type: Loai phtc lgi

e Miéutd

g tac phi, di lai, &n trua, an ca, phu

AMOUNT

AMOUNT

AMOUNT

AMOUNT

AMOUNT

TRANG T.

TRANG T.

TRANG T.

TRANG T.

TRANG T.

TRANGT.

TRANGT.

Sau d6 chon muc “ Luu lai” d€ hoan thién thao tac cua minh.
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Loc nhanh

Q Tan méi v

BENEFIT STATUSES

CREATE BENEFIT

@ Al benefits

INCOME

Active

Inactive

CREATE BENEFIT

INCOME

CREATE BENEFIT

INCOME

CREATE BENEFIT

INCOME

CREATE BENEFIT

INCOME

Loc nhanh

\

BENEFIT

CREATE BENEFIT
@ Ant
INCOME Acti

Inac

CREATE BENEFIT

INCOME

Q

Create benefit

Create benefit type

Create enroliment

Import Excel (Benefits)

Import Excel (Enroliments)



CREATE BENEFIT TYPE

Benefit type *

Benefit type *

Bo qua

e Phuc lgi (Benefit)

Luu lai

Thém cac phic 1oi cu thé bang cach chon “Create benefit” trong muc “Tao m&i” phia bén phai man

hinh.

BASE INC. Benefit management

PHUCLOI ~ ENROLLMENTS  BENEFIT TYPES

h nhan sur ~ Personal allowance (phtc lgi sinh hoat ¢4 nhan)
. Tién thué nha, dién nudc, chuyén dia diém lam viec

BENEFIT AMOUNT

Thanh tuu & C8ng hién

~ Business allowance (phtc lgi lam viéc)

[2] Thanh tich BENEFIT AMOUNT

Sau d6 dién cac thong tin trong bang nhu sau:

e Benefit name: Tén phuc loi

Benefit name

Phiic loi hd trg hoan thanh cong viéc (cong tac phi, di lai, &n trua, &n ca, phy cap chuyén can)

it -
—— |

Create benefit type

BENEFIT
CREATE BENEFIT . Create enrollment

- Import Excel (Benefits)
TRANGT. INCOME O Acti
Import Excel (Enrollments)

CREATE BENEFIT

TRANG T. INCOME

Benefit name

e Benefit type: Loai phuc lgi
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Benefit type Freq

Business allowance (phuc Igi lam viéc)
D3o tao & phat trién

Qua t3ng va vat pham cd nhan

Céng cu & dung cu

Hoat dong cong ty

Bao hiém khdng bt budc

e Frequecy: Tan suat nhan phuc loi

Frequency

v Payroll J

Monthly
Weekly
Yearly
Event-based

e (Ciach tinh phuc lgi:
+ Not counted toward income: Khong tinh gdp vao thu nhép

+ Counted as direct income: Tinh vao thu nhap thuc té

Not counted toward income
v Counted as direct income

e Ché do phic loi:
+ As explained (text): Miéu ta phic loi cu thé

+ Explicit monetary value: Hién thi gia tri tién té

As explained (text)
v Explicit monetary value

e Benefit value: Gia tri phuc loi
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Benefit value *

Benefit value *

e Policy and condition: chinh sach va diéu kién

Policy and condition

=8

B I US H Hi=

" << @ E= A N T

[

s

Policy about the benefit

Sau khi dién xong cac thong tin, nhin “Luu lai” dé hoan thién thao tac.
- Ban c6 thé tao nhiéu phuc loi voi file excel béng cach:

Download file excel mau (Link) va dién thong tin theo nhu trong bang hién thi:

Khi dién xong, luu lai file va nhép 1én Base béng cach chon muc “Tao madi1” >> “Import Excel

(Benefits)”
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Benefit name Benefit type Benefit amount Amount (explain) Frequency Counted as directincome Benefit policy Benefit code
Chi phi dilai Dao tao & phét trién 300000 300000 | monthly yes test chi-phi

Benefit name Tén phuc loi

Benefit type Loai phuc loi

Benefit amount Gia tri cua phuc lgi

Amount (explain) Gia tri cua phuc lgi

Frequency Tan suét

Counted as direct )

income Tinh vao thu nhap trwc tiép

Benegfit policy No6i dung chinh sach phuc lgi

Benefit code Ma phuc loi


https://drive.google.com/file/d/18g5rnm9JBpgrWklbuXB_XGXMlDD8xR75/view?usp=sharing

BASE INC. Benefit management Loc nhanh Q

PHUCLQI  ENROLLMENTS  BENEFIT TYPES
Create benefit

Create benefit type

~ Personal allowance (phdc lgi sinh hoat ca nhan) CREATE BENEFIT BENEFIT

Tién thué nha, dién nudc, chuyén dia diém lam viéc

\t
Import Excel (Benefits)
BENEFIT AMOUNT TRANGT..  INCOME Acti

Import Excel (Enrollments)

Create enrollment

mat thong tin

Thanh tuu & Céng hién

Inac.....
2 Gia - i (c lgi 1am vié
iai thudng Business allowance (phtic lgi lam viéc) CREATE BENEFIT
Phic lgi hé trg hoan thanh cong viéc (cong téc phi, di lai, an trua, an ca, phu cap chuyén can)
BENEFIT AMOUNT TRANGT. INCOME
hi nhan = an dié f
1 = Tién dién thoai 300,000.00 d [ v Sta v
tien-dien-thoai - payroll
p hang
33 Biéu mau
~ Dao tao & phat trién CREATE BENEFIT
- 4 Phic lgi vé dao tao, phat trién nang luc, phu cép hoc nghé
Chinh sach C&B ! suer ! ’
) Lich BENEFIT AMOUNT TRANGT. INCOME
< Phc loi
~ Quatang va vat phdm cé nhan CREATE BENEFIT

D Nghi phép

Sinh nhat, hiéu hi, tét thiéu nhi, sinh con

Bao hiém
BENEFIT AMOUNT TRANG T. INCOME
[ Thué

Nhén vao “Chon tép” dé chon file excel da tao vao hé théng va nhan “Tiép tuc” dé kiém tra file va
muc “Import” dé tai file excel 1én hé thong.

IMPORT BENEFITS FROM EXCEL X

Choose Excel file
Chon tép | Khéng cé tép nao duoc chon

Please choose an Excel file with column orders as below. View sample file?

= 01. Benefit name
= 02 Benefit type
= 03. Benefit amount
= 04 Amount (explain)
= 05 Frequency
= 06. Counted as direct income
= 07 Benefit policy
= 08. Benefit code
Bé qua Tiép tuc

e Thanh vién hudng phuc 1oi (Enrollments)
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Cai dit cac thanh vién theo ché do phuc loi béng cach chon muc “Create enrollment” trong muc

“Tao m&i” phia bén phai man hinh.

—
a BASE INC. Benefit management Loc nhanh a RILE
u nhan st e
> PHUC LOI ENROLLMENTS BENEFIT TYPES Create benefit
e Create benefit type
< Chinh séch nhan sy e JE S
etk Personal allowance (phtic lgi sinh hoat ca nhan) CREATE BENEFIT Create enrollment
© Bomatthong tin Tién thué nha, dién nudc, chuyén dia diém lam viec Qat—
Import Excel (Benefits)
BENEFIT AMOUNT TRANGT. INCOME Acti
Thanh tyu & Cang hign nal Import Excel (Enroliments)
O Gidith ) . P
s Giaithuong Business allowance (phtc lgi lam viéc) CREATE BENEFIT
Phic loi h trg hanh cong viéc (cong tac phi, di lai a, an ca, phu cap cf can)
® Ching chi Phuc loi hé tro hoan thanh cong viée (cang tac phi, di lai, &n trua, &n ca, phu c&p chuyén can)
[] Thanh tich BENEFIT AMOUNT TRANGT. INCOME
Y Ghinhan = ian dia i
Tien dién thoai 300,000.00 & e v Sia v
=) el tien-dien-thoai - payroll
33 Bigumau
Dao tao & phat trién CREATE BENEFIT

Chinh séch C&B Phc loi v& dao tao, phét trién néng luc, phu c&p hoc ngh

) Lich lam viéc BENEFIT AMOUNT TRANG T. INCOME

® Phic lgi

Sau d6 dién cac thong tin sau:
e Benefit: Loai phtc lgi
e Select user: Tag cac thanh vién theo phuc lgi

e Applied date: Ngay thuc hién
ADD ENROLLMENTS

Benefit

Tién dién thoai v

Select users

Select users

» Quick selecting people by user groups

Applied date * Trang thai
Applied date * Active
Extra note
Extra note

- Ban c6 thé thém nhiéu thanh vién hudng phuc lgi véi file Excel bang cach:

Download file excel miu (Link) va dién thong tin theo nhu trong bang hién thi
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https://drive.google.com/file/d/1yZg9vYZPh1WFVHUkFJWT54Z3kA_oP2D0/view?usp=sharing

Employee ID Employee name Benefits Enrollment Date Extra note

BASE-0024 Hién Phycdpdntrua 12/04/2020 note thém théngtin

Employee ID  |[Ma thanh vién (muc employee code trong danh sach nhan su)

Employee name |Tén thanh vién

Benefits Loai phuc loi
Enrollment
Date Neay ap dung
Extra note Ghi cht thém

Khi dién xong, luu lai file va nhép 1én Base bé“mg cach chon muc “Tao mo6i1” >> “Import Excel
(Enrollments)”

Benefit management Loc nhanh Q

PHUCLOI  ENROLLMENTS  BENEFIT TYPES
Create benefit

Create benefit type

= chinh séch nhan su Personal allowance (phtic Igi sinh hoat cé nhan) CREATE BENEFIT BENEFIT . -te enrollment

@ At

Tien thué nha, dién nudc, chuyén dia diém lam viéc

© Bao mét thong tin

Import Excel (Benefits)

BENEFIT AMOUNT TRANGT. INCOME
Thanh tyu & Céng hién
QO Giai thud " e T via
£ GENIT Business allowance (phc lgi lam viéc) CREATE BENEFIT
— Phc loi hé tro hoan thanh cong viéc (cong tac phi, di lai, an trua, an ca, phu cap chuyén can)
) chi hic | hoan thanh ¢ (cong téc phi, di lai, an tru 2, phu cap chuyen can
(] Thanh tich BENEFIT AMOUNT TRANG T. INCOME
Q2 Ghinhan = i&n dié i
= Tiéndién thoai 300,000.00 d e v sia v

O Bang tien-dien-thoai - payrol
& Bang xép hang '
83 Bigu mau

Dao tao & phat trién CREATE BENEFIT

iy >hiic loi vé dao tao, phat trié g luc, phu cép hoc nghé
Chinh séch C&B " ’ e e s eet
(5 Lich lam viéc BENEFIT AMOUNT TRANGT. INCOME
® Phic loi
® Nghiphép Qua téng va vat pham ca nhan CREATE BENEFIT
- Sinh nhat, hiéu hi, tét thigu nhi, sinh con
&) Bao hiém
BENEFIT AMOUNT TRANGT. INCOME

[ Thue

Nhan vao “Chon t€p” d€ chon file excel da tao vao hé thong va nhan “Tiep tuc” d€ kiém tra file va

muc “Import” d¢ tai file excel 1én hé thong.
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IMPORT BENEFIT ENROLLMENTS FROM EXCEL

Choose Excel file

Khong co tép nao dugc chon

Please choose an Excel file with column orders as below. View sample file?

c. Nghi phép

01. Employee ID

02. Employee name
03. Benefits

04. Enrollment date
05. Note

Sau khi da thiét 1ap ché d6 nghi phép trong phan cai dit cua Base HRM, c6 thé vao quan 1y cac ché

d6 nay va gin cac thanh vién trong cong ty trong muc “Nghi phép” trén thanh menu phia bén trai

man hinh.

BASE.VN

Pénh gia nhan su

X M hinh dénh gia

[4 Danh gid nhan su

Chinh séch C&B

B Lich lam viée

O Nghi phép

330 hiém
) Thué

9) Ngay nghi I&

Danh sach cac chinh sach nghi phép

CHINH SACH NGUOUI THAM GIA & TRICH XUAT CAI DAT

Standard PTO First year PTO
KHA DUNG KHA DUNG
= MOTA = MOTA
Chinh séch nghi phép tiéu chuan Mbi thang téng 1 ngay phép

cho nhan vién
3 LOAINGHIPHEP

[3J LOAINGHI PHEP monthly_increment

fixed

SALES

KHA DUNG

MO TA

M®6i 5 ndm tang 2 ngay phép
LOAI NGHI PHEP

fixed

Nhép dé tim kiém Q | Thém ngudi tham gia v I

Pending PTO
KHA DUNG

= MOTA

[ LOAINGHI PHEP
fixed

O day, ban quan 1y mot ché do nghi phép bang cach chon déu “...” trong mdi d& muc:

&3



& TRICH XUAT

€& CAIDAT

',"'; BASE.VN Danh sach cac chinh séch nghi phép
CHINHSACH  NGUOI THAM GIA
/- Chinhan Standard PTO

Oo Béng x&p hang

&} Tuy chinh

DPanh gia nhan su

X M hinh danh gia
9 Quan tri khung nang luc
higu suat

< Phan hbi lién tuc

[4 Danh gid nhan su

Chinh séch C&B

B Lich 1am viéc

@© Nghi phép

@ Phic loi
$) Béo hiém
[ Thué

© Ngay nghi 1&

e Chinh stra: thay ddi cac ndi dung ctia ché d6 nghi phép

KHA DUNG

MO TA

Chinh séch nghi phép tiéu chuan
cho nhan vien

LOAI NGHi PHEP

fixed

First year PTO
Chinh stra
—  Danhdau khong kha dung

Chay cap nhat hang thang

O Nghi phép thung theo tha

Xéa
Lén lich ty dong cong don h

Lén lich tu dong cong hang

Xéa lich tu dong cong hang..

Cbdng don phép ndm
X6a ngay nghi phép ton
X6a ngay nghi bu

Téi vé di liéu nghi phép

e Disable: Panh dau khong kha dung

e Chay cép nhat theo thang

(-]

SALES

KHA DUNG

= MOTA

M®6i 5 nam téng 2 ngay phép

LOAI NGHi PHEP
fixed

Q Thém nguai tham gia v

Nhap dé tim kiém

Pending PTO
KHA DUNG

= MOTA

(] LOAINGHI PHEP
fixed

2 BASE.. -QQB

e Nghi phép thudng theo tham nién: VD: Lam 60 thang thuong 1 ngay,...)

e Lén lich ty dong cong don hang nam

e Lén lich ty dong cong don hang thang

e (Cong don phép nam: tat ca dit liéu phép nam va phép tham nién s& duoc cong don vao phép

ton

e (ac che do xoa

Pé thiét 1ap ché do nghi phép cho cac thanh vién, chon muc “Thém ngudi tham gia” va chon

Thém chinh sach nghi phép”
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BASE.VN

Tim nhanh
© Cotmoc

Ghi nhan

{S} Tuy chinh

Danh gia nhan su
A M6 hinh dénh gia

2 Quan tri khung nang luc
Phan hoi lién tuc
[4 Danh gia nhan sy

Chinh sach C&B

B Lich lam viéc

® Nghi phép

Danh sach cac chinh sach nghi phép

CHINHSACH  NGUOI THAM GIA & TRICH XUAT B CAIDAT

Standard PTO

KHA DUNG

MO TA

Chinh séch nghi phép tiéu chudn
cho nhan vién

LOAI NGHI PHEP

fixed

First year PTO
KHA DUNG

MO TA
M®i thang téng 1 ngay phép

[ LOAINGHI PHEP
monthly_increment

SALES
KHA DUNG

MO TA
Mai 5 ndm tang 2 ngay phép

[ LOAINGHI PHEP
fixed

Sau d6, chon thanh vién dé thiét 1ap ché do nghi phép nhu sau:
Tén chinh sach

Ma3 chinh sach

Loai chinh sach

S6 lugng phép chuin hang nim

S6 ngay phép ton tdi da

Miéu ta chinh sach

&5

— @

Thém ngudi tham gia

Pendi  nnap danh sach tham gia fa

Téi vé dir liéu nghi phép
= MOTA

(3 LOAINGHI PHEP
fixed



TAO CHINH SACH NGHi PHEP X

Tén chinh sach *

Tén chinh sach *

Ma chinh sach * Loai chinh sach *

Ma chinh sach * S6 ngay phép cd dinh hang nam v
S0 lugng phép chuan hang ndm * S6 ngay phép ton t6i da *

12 12

Miéu ta chinh sach
B I US HHIEZ= =9%«¢<%RE A N T,

Miéu ta chinh sach

|| Cho phép quan Iy truc tiép tao phuc loi cho nhan su dudi quyén ctia minh

Sau d6, chon muc “Luu lai” dé hoan thién thao tac.

- Ban c6 thé thém nhiéu thanh vién theo chinh sach nghi phép vdi file Excel bang cach:

Download file excel mau va dién thong tin:
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NHAP DU’ LIEU NGHi PHEP

Chon file Excel

Choose File | No file chosen

Vui long chon mot file Excel vai thir tu cac c6t theo ding vaéi danh sach dudi day. Download?

Ma nhan vién

Tén nhan su

Chinh séach nghi phép
Ngay tham gia

Téng ngay phép dang cé
Phép ton

Phép trong nam

Phép tham nién

Nghi bt

Khong kiém tra trung lap v

Kiém tra va yéu cau bat buéc ma nhan vién phai chinh xac
Khi dién xong, luu lai file va nhap 1én Base bang cach chon muc “Tao méi” -> “Nhap danh sich

tham gia lan dau”
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‘,,’.l AR Danh sach céc chinh séch nghi phép

Standard PTO

KHA DUNG
&% Tuy chinh
= MOTA
Chinh séch nghi phép tiéu chuan
Danh gié nhan su cho nhan vién
M6 hinh dénh gia CJ LoaINGHi PHEP
fixed

n tri khung nang luc

3 Béng theo doi hiéu suat

< Phan hdi lién tuc

[4 Danh gid nhan su

Chinh sach C&B
B Lichlam viéc
® Nghi phép
Phuc loi
Bao hiém
[ Thué

() Ngay nghi 1é

CHINHSACH  NGUUI THAM GIA & TRICH XUAT B CAIDAT

First year PTO
KHA DUNG

= MOTA
M&i thang téng 1 ngay phép
[ LOAINGHI PHEP
monthly_increment

SALES

Nhap dé tim kiém Q Thém ngudi tham gia v

KHA DUNG

= MOTA
Mbi 5 ndm tang

[ LOAINGHI PHEP
fixed

2 ngay phép

Thém ngudi tham gia
Thém chinh sach nghi phép
Téi vé dir liéu nghi phép

MO TA

[ LOAINGHI PHEP
fixed

Nhén vao “Chon tep” dé chon file excel di tao vao hé théng va nhan “Tiép tuc” dé kiém tra file va

muc “Import” d¢é tai file excel 1én hé thong.

d. Phiic loi, bao hi¢m, thué

Thao tac thiét 1ap twong tu nghi phép

Quan tri vé nhan sy trén HRM

1. Danh sach nhan sy

Sau khi thao tac cai dat cac chinh sach, quy ché, noi dung thong tin trong phén cai dat va thét 1ap h¢

thong, ban s& vao phan danh sach nhan sy dé quan 1y toan bd nhén sy trong doanh nghiép dua trén

tat ca chinh sach, quy ché vira cai dat.

D¢ vao quan ly danh sach nhan su, chon muyc “Danh sach nhan sy” trén thanh menu bén trai, man

hinh s& hién thj nhu sau:

‘,["l BASE.VN Danh sach nhan su
t
DANH SACHNHANSY ~ DEXUAT  COCAUTGCHUC NG DUNG M3 RONG
Tim nha
® TONGQUAN  BANGLUONGVAPHUCLQI  THUE BAOHIEMVAHANHCHINH  LICHLAMVIECVANGHI  TEAMS VA QUANLY
BASE.VN
NHAN SU MA TAI KHOAN TRA. CHUC DANH
88 Danh sach nhan sy
- &) Vuong Thi Thu Thao MI00010 @Phuchuynh Chuyén vién Quan ly tai san
[ Hop déng lao dong
i @ Hoang Anh Huy EDH04 @Huyhoang O Chuyén vién SEO
2 Phat trién sy nghiép
. » Pham Héng Nhung MI00013 6 Chuyén vién quan ly tai san
) Bang luong dinh ky
» Dang Binh Trong MI00011 _ Chuyén vién hanh chinh nhén ...
dh Béo cdo nhan su
. Db VanTrong MI00012 O Designer

88

Tim kiém nhan sur Q

TT CANHAN VA LIEN LAC
LICH LAM VIEC
Lich lam viéc qua ...
5 Lich lam viéc TGH...
") Lich lam viéc TGH...
Lich lam viéc TGH...

Lich lam viéc TGH...

A Dang lam vige v

<  123records Pagel v >
CHINH SACH LUONG NGAY BAT DAU

CEl FULLTIME HITECH...  01/09/2022

2/ Monthly 02 01/07/2016
CEl Luong cdng nhat 01/09/2022
Luong cong nhat 01/09/2022
Luong cong nhat 01/09/2022



D¢ tao mdé1 mot nhan sy, chon muc “Tao méi” >> “Thém nhan su” phia bén phai man hinh:

BASE.VN Danh sach nhéan su Tim kiém nhan su Q 2 Pang lam viée v
DANHSACHNHANSY  DEXUAT ~ COCAUTOCHUC  UNG DUNG MG RONG
Tim r GRS M
® TONGQUAN  BANGLUONGVAPHUCLOI  THUE BAO HIEMVAHANHCHINH  LICHLAMVIECVANGHI  TEAMSVAQUANLY  TTCANHAN VA LIEN LAC Nhap danh séch nhan sy
BASE.VN
e NHAN Sy MA TAI KHOAN TRA.. CHUC DANH LICH LAM VIEC CHINH  Nhap thong tin hanh chinh
anh séch nhan sy .
&/ Vuong Thi Thu Thao MI00010 @Phuchuynh O Chuyén vién Quan ly tai san Y Lich lam viéc qua (B FL Nhap thong tin lién lac
Hop dbng lao dong
C' Hoang Anh Huy EDHO4 @Huyhoang O Chuyén vién SEO (Y Lich lam viéc TGH... 5 M Nhap trudng dir liéu tuy chi.
Phét trién su nghiép
) » Pham Hong Nhung MI00013 O Chuyén vién quan ly tai san Lich lam viéc TGH.. ) Lu  Nhap dong nghiép va quan ly
) Bang luong dinh ky
. Ding Binh Trong MI00011 () Chuyénviénhanhchinhnhan . (O Lichlamviec TGH.. ([ Ly  TUY chonnhap khac
dh Bao céo nhan sur
. Db VanTrong MI00012 (@) Designer Lich lam viéc TGH... ) Ly Nhap danh sdch tai khoan do
Thiét ké t6 chirc ' NgaNguy B-001 e} Hanh Chinh (8h-17... ) Ly Nhap nhan sy da nghi viee
utd chirc s PR ! ich xudt
! o 0 Vi Hang EDH10 @hangvu O Nhan vién kinh doanh Full time 2 ) Th  Trich xuat
i tri cong viéc " ) - o
@ Phan Hong Ngoc EDH100 @ngocphan ® Consultant Manager 5 Full time 2 ) T Trich xudt day du thong tin
M pan nghiép vu - Trich xuét tly chinh
@ piepva EDH108 @diepvu @  Truong nhom kinh doanh Full time 2 g Trehxuatilychin
Van ban nhan sur o . Tuy chon trich xuét khdc
uyén Mini ieu EDH116 leunguyen uyen vien ua han 2
Nguyén Minh Hi hieunguys @ Chuyén vién C&B Cirahang 1 1T
& 4 s A . Dong bo thang tin nha
Quy dinh & chinh sach @ Nguyén Duy Khanh EDH13 @khanhnguyen [ ] Designer 5 Lich lam viéc van ... 5Tk ong bo thong tin nhan sy

Sau d6 dién cac thong tin trong bang hién thi:
- Chon username theo tai khoan trén h¢ thong Base
- Ma nhan sy
- Thong tin dugc ddng b tir Base Account
- Thong tin chinh
- Théng tin c4 nhan bo sung
- Tai khoan ngan hang
- Ho so xin viée
- Céc thong tin khac

Sau khi dién xong, chon muc “Tiép tuc” dé hoan thién thao téc.
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Thém nhan sy méi

Chon mét tai khoan *

Nhap @

Ma nhan sy *

Ma nhan su

Thong tin dugc dong b tir Base Account

Tén Ho & tén dém
Tén Ho & tén dém

Email Dien thoai
Email Dién thoai

Chure danh hign tai

Chure danh hién tai

Théng tin chinh

Ngay sinh

- Chon ngay — v — Chon thang — v - Chon nédm — ~
Gigi tinh * Tinh trang hén nhan

- Vui léng chon — ~ —Vui ldng chon — ~
Van phong * Khu virc / Chuyén mén *

- Vui léng chon — ~ —Vui long chon — ~
Phan loai nhan sy * Vitri*

- Vui léng chon — ~ —Vui long chon — ~
Ngay béat dau * Ngay chinh thic

Ngay lam viéc dau tién Ngay chinh thire
Chinh sach luong * Lich lam viée *

- Vui léng chon — - —Vui long chon — v

Théng tin cé nhan bé sung
Dia chi
Dia chi

H6 khau thudng tri

Ho khiu thubng tr

Noi sinh Qudc tich
Noi sinh Qudc tich

CMT/Can cude Ngay cip Noi cdp
CMT/Can cuéc Ngay Noi cdp

Ngoai ra, Co thé thém danh sach nhan sy va cac thong tin béng file Excel theo muc “Tao moi” ->

“Nhép danh séch nhan sy"
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BASE.VN

BASE.VN

88 DEGLEETILEL

Hop dng lao dong
[ Phat trién su nghiég

Bang luong dinh ky

ng Viéc

nghiép vu

Quy dinh & chinh sach

Danh sach nhan su

DANHSACHNHANSY  DEXUAT ~ COCAUTGCHUC  UNGDUNG MG RONG

® TONG QUAN BANG LUONG VA PHUC LOI THUE, BAO HIEM VA HANH CHINH
NHAN sy = MA TAI KHOAN TRA.. =
& Vuong Thi Thu Théo MI00010 @Phuchuynh @)
‘, Hoang Anh Huy EDHO04 (@Huyhoang o
. Pham Hong Nhung MI00013 @)
» Dang Binh Trong MI00011 o
. Db VanTrong MI00012 @]
» NgaNguy B-001 .
@ viiHang EDH10 @hangvu O
@ Phan Hong Ngoc EDH100 @ngocphan O
@ Dpigp Vi EDH108 @diepvu [ ]
@& Nguyén Minh Hiéu EDH116 @hieunguyen [ ]
@ Nouyén Duy Khanh EDH13 @khanhnguyen O

Thao tac dé 1dy mau file Excel:

NHAP DANH SACH NHAN Sy

Chon file Excel

Choose File |No file chosen

Vui long chon mét file Excel vai thir tu cac cot theo ding vai danh sach dudi da

= 01 M3 nhan vién *
Ex: NS001
= 02 Ho & tén dém *
Ex: Nguyén Kim
= 03 Tén*
Ex: Hung
= 04 Email *
Ex: hung@company.vn
= 05 Van phong *
Ex: Ha Noi
= 06. Lich lam viéc *
Ex: Office
= 07 Khu vue / Chuyén mon *

Luu y quan trong

LICH LAM VIEC VA NGHI

TEAMS VA QUAN LY
CHUC DANH

Chuyén vién Quan ly tai san
Chuyén vién SEO

Chuyén vién quan ly tai san
Chuyén vién hanh chinh nhan .

Designer

Nhan vién kinh doanh
Consultant Manager
Trudng nhém kinh doanh
Chuyén vién C&B

Designer

Tim kiém nhan sy Q

TT CANHAN VA LIEN LAC

LICH LAM VIEC

@
O

c)

Ban phai nhap chinh xac théng tin méa nhan sy, email. Email dung dé lién két tai
khoén account khi tao méi nha

Lich lam viéc qua ...

O Lich lam viéc TGH...

Lich lam viéc TGH...
Lich lam viéc TGH...
Lich lam viéc TGH...
Hanh Chinh (8h-17...
Full time 2
Full time 2

Full time 2

(5 ctrahang 1

Lich lam viéc van ...

Kiém tra trung |ap bang *

Ma nhan vién
Cap nhat thong tin néu nhan sy da co trén hé théng

Bé qua cac ddng bj 16i

Bo qua
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CHINH
FL

B M

(B Lu

(B Lu

& Lu

(B Th

@ Th

® Th

0 Th

® Th

Thém nhén sy

Nhap thong tin hanh chinh

Nhép thong tin lién lac

Nhap truong dir liéu tay chi...
Nhép déng nghiép va quan ly
Tuy chon nhap khac >
Nhép danh séch tai khoan do
Nhap nhan su da nghi viéc
Trich xuat

Trich xuat day du théng tin
Trich xuat tly chinh

Tay chon trich xuét khac >

Pong bo thong tin nhan sy >



2. Hop dong lao dong
Dé thém céac hop dong lao dong cho cac thanh vién trong hé thong, vao muc “Hop dong lao dong”

trén thanh menu bén trai man hinh, sau d6 chon “Tao mdi” >> “Create contract”

BASE.VN Hop déng lao déng Tim hop dong Q
HOP DONGLAODONG  QUYETDINHNHANTUYEN ~ QUYETDINH NGHiVIEC ~ CHJ HOP DONG PHAN LOAI HOP DONG CHO'KY DIEN TU Tao mai hop dong
NHAN sy HOP DONG TRANG THAI HIENTAI  THUVIEC Nhap hop dong hién tai >
BASE.VN
= e . L Nhap hgp dong da qua >
00 HD thi & . ;
88 Danh séch nhén Nguyén Thi Hong Duyén hirvige Hethan sia :
NV04 - Chuyén vién HCNS 0. 0! “C:"fd Xuat hgp dong
i Hop dong lao dong 3d 7 A
Duong Van Trang HD thir viec & Tdifile lén hang loat
3 Phat trién sy nghiép o i Héthan Stra ~ ©  1131nansyknong congp aong

MI0004 - B phan du én 01/12 -30/12/2022

».  Tran Phuong Thao HD thir viéc Héthan St v .
MI0003 - - 01/12-31/12/2022 (3 Hop dong hién tai

Sau d6 dién cac thong tin trong bang hién thi:

- Nhén sy: Nhan @ va tag tén thanh vién

- Loai hop ddng

VUI LONG CHON NHAN SU’ VA LOAI HOP PONG X

Chon nhan su

Chon nhan su

Chon loai hgp déng

- Vui long chon - v

Bo qua

Sau d6 bam tiép tuc va dién cac thong tin trong bang hién thi:
- Hop ddng hién tai
- Hop dong thir viéc: Thir viée/Tiéu chuan
- Ngay bat dau
- Ngay két thuc
- Ma hop dong
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- Trang thai hop dong

- Mot ) lya chon tuy chinh

Sau khi dién xong cac thong tin, chon muc “Luu lai” dé hoan thién thao tac.

3. Phat trién sw nghiép

Khi vao muc “Phat trién sy nghi€p” ¢ trén thanh menu bén tradi man hinh, cac dé muc lién quan dén

chinh sach phat trién sy nghi¢p s€ hién thi ¢ trén cing man hinh, dé vao quan 1y chinh sach vdi cac

thanh vién, ban chon vao tirng muc nhu sau:

HHE Phat trién sy nghiép

Tim nhanh

| BO NHIEM TANG LUONG DIEU CHUYEN GIAM CAP LEN KE HOACH YEU CAU CAITIEN B CHINH SACH

NHAN sy VITRI TRANG THAI
BASE.VN
». DéngBinhTrong v/ Trgly CSKH paphe
MI00011/ Base Inc / Cham séc khd 11,000,000 d duyét
hié Kieu Thi Van Anh Trudng phong kinh d... D& phé
n &y nghicp MI00014 / Base Inc / Kinh doant 23,000,000 duyét
Iuong dinh ky
Ngoc Anh Truéng phong kinh d... 9 phé
EDH11/ Base Inc / Vén phong 15,000,000 o duyat

NGAY CHINH THUC DA DA,

09/09/2022

Thang cép tiéu

01/06/2022

Chinh sach than,

01/06/2022

Chinh sach than

Stra v

Stra v

Stra v

Tmkembonhem  Q

88 Tat ca bo nhiém

BG nhiém da duyét
Pang cho duyét

Da tir chai

NGAY CHINH THUC

Dé ap dung chinh sach phat trién su nghiép véi cac thanh vién, chon muc “Tao m&i” phia bén phai

man hinh sau d6 chon nhén vién va chinh sach tuong tng:
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HAY CHON MOT NHAN SU' VA CHINH SACH THEO KEM

Chon nhan su

Chon nhéan su

Chon chinh sach

- Vuilong chon -

Dién céac thong tin trong bang chon muc “Luu lai” dé€ hoan thién thao tac.
THEM QUYET DINH BO NHIEM

Nhan sy Chinh sach

Kieu Thi Van Anh Chinh

h thang c&p Phong Kinh doanh

Vi tri méi * Khu vyc chuyén mén méi *

Truéng phong kinh doanh v THUMUA v
Van phang méi * Loai nhan sy méi *

Base Inc v VAN PHONG v
Luong * Luong co bén *

35,000,000 4,500,000

@ THANH PHAN LUONG >

Khéng d& xuat muc luong cho quyét dinh ba nhiém nay (danh cho ban ghi chua chinh
thurc)

Ly do b nhiém

B I US H H T
Ly do b nhiém
Trang thai Dé xuat boi
Can phé duyét v @vananh
Ngudi duge héi y kién
Ngudi duoc héi y kién
PIC* Ngudi theo dai
@vananh Ngui theo dgi

Dinh kem
Choose File | No file chosen

X ly cac file mau

Toi xac nhan réng nhan vién du diéu kién dé dugc hudng chinh séch nghé nghiép

s “
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Sau khi tao xong mot yéu cau, nguoi xét duyét chinh sach c6 thé vao chi tiét thanh vién dé xét duyét

thong tin

BASE.VN

BASE.VN

h nhan su
[ Hop dong lao dong
[ Phat trién sy nghiép

luong dinh ky

Phat trién su nghiép

BONHIEM  TANGLUONG  DIEU CHUYEN

NHAN Sy / VI TR
Tran Thi Thanh TAm
WEO3 / Base Inc / Van phong

Q Ngoc Anh v
EDH11 / Base Inc / V&n phong

g Vi Héng v
EDH10/ Base Inc / Marketing

GIAMCAP  LENKEHOACH  YEU CAU CAITIEN

TRANG THAI

Trudng phong nhan ...
11,000,000 ¢

Trudng phong kinh d...
15,000,000 ¢

Trudng phong Marke...
30,000,000

B CHINH SACH
NGAY CHINHTHUC DA DA.

/~/
/~/

General Raise

15/12/2022

General Raise

25/09/2022

General Raise

Tim quyét dinh tang o Q

T quye nh
Stra v

Téng luong da duyét

3a Dang cho duyét

Stra v ¢ 4

Da tir choi
Stra v
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