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Cau truc luong(Salary
Structure)

Trong VHTHR, Cau trdc luong la mét mé hinh xac dinh cach tinh luong cho nhan vién. N6 bao gom
luong co ban, phu cap, khau trir, thué, va cac khodn lgi ich khac.

1. Thanh phan cua Cau truc luong
trong VHTHR

Khi tao mot Cau trac luong, ban can thiét 1ap cac yéu té sau:

A. Thong tin chung

e Tén cla cau trdc luong: Tén cla cau truc luong (vi du: "Luong Nhan vién Ké toan").
Cong ty: Cong ty ap dung cau truc luong.

Kich hoat: Kich hoat hoac v6 hiéu hda cau truc luong.

Tu bang chdm céng: Néu dugc chon, luong sé tinh theo sé gid lam viéc tir bang cham
cong.

B. Thanh phan luong (Salary Components)

Trong ERPNext, cé 4 loai thanh phan luong chinh:

1. Earnings (Thu nhap)
e Luong co ban (Basic)
e Phu cap an trua, di lai, nha & (Allowance)
e Tién thudng (Bonus)
e Hoa hong ban hang (Sales Commission)
2. Deductions (Khau tru)
e Bao hiém xa héi (Social Insurance)
e Thué thu nhép cé nhan (Personal Income Tax)
e Cac khoan khau trir khac (Other Deductions)
3. Employer Contributions (Péng gép cua cong ty)
e COng ty dong bao hiém (Company Insurance Contribution)
e Cac khoan phuc lgi khac (Other Benefits)
4. Other Components (Cac thanh phan khac)
e Khodn thudng hoac khau trir dac biét theo chinh sach céng ty



Méi thanh phan cé thé dugc thiét 1ap bang céng thuc tinh toan (Formula) hoac gié tri cé dinh
(Fixed Amount).

C. Cau hinh bé sung

e Payroll Frequency: Chon tan suat tra luong (Hang thang, Hang tuan, Hang ngay, v.v.).

e Salary Slip Based On Attendance: Néu bat, luong sé dugc tinh dya trén dir liéu cham
cbng.

e Max Working Hours: S6 gio lam viéc t6i da néu luong dua trén bang cham cong.

2. Phan cong co cau luong(Salary
Structure Assignment) trong VHTHTr

Sau khi tao Cau truc luong, ban phai gan né cho nhén vién bang cach s dung Phan céng co
cau luong(Salary Structure Assignment).

Chon nhan vién can ap dung.

Nhap muc luong co ban phu hop.

Chon ngay hiéu luc cla cau trdc luong.

Hé thong sé tu déng ap dung cau tric luong vao phiéu luong (Salary Slip).

3. Vi du thuc té

Gia sir ban tao Cau truc luong cho nhan vién van phong véi cac thanh phan sau:

Thanh phan Loai Gia tri/Cong thuc
Luong co ban Thu nhap(Earnings) 10.000.000 VND
Phu céap di lai Thu nhap(Earnings) 1.000.000 VND
Bao hi€m xa hoi Khéau trir(Deductions) 8% * Basic
Thué TNCN Kh&u tri((Deductions) 10% * (Basic + Allowances)

Khi gan Cau trac luong nay cho nhan vién va tao phi€u luong, hé thong sé tu dong tinh toan
luong theo cbng thuc.

4. Loi ich cua Cau truc luong trong
VHTHr



0 Tu déng héa bang luong - Khéng can nhap thd cong timg khoan.

[ Dé dang diéu chinh luong - Cap nhat cau tric mét Ian, 4p dung cho tat ca nhan vién.

0 Tich hgp véi bang cham céng - Tinh luong theo thoi gian lam viéc thuc té.

[0 HO6 tro nhiéu loai khau trir va phu cap - Linh hoat cho nhiéu chinh séach luong khac nhau.



Phan cong co cau
luong(Salary Structure
Assignment)

Phan céng co cdu luong(Salary Structure Assignment) la qué trinh gadn mot cau tric luong cu thé
cho mot nhan vién hoac nhém nhan vién. Diéu nay gilp xac dinh muc luong co ban, cac khodn phu
cap, khau trur va lgi ich khac theo chinh sach cla cong ty.

1. Thanh phan cua Phan coéng co cau
luong(Salary Structure Assignment)

Khi thuc hién phan céng co cau luong, hé théng VHTHr sé thiét |ap cac yéu to sau:

e Cau truc luong: Chon mot mau luong cé san phu hop vdéi vi tri cong viéc, cap bac hoac
phong ban.

Muc luong co ban: Luong c6 dinh cla nhan vién trudc cac khoadn phu cép va khau tru.
Phu cap: Cac khoan phu cdp nhu phu cap an trua, di lai, nha @, dién thoai...

o Khau tru: Bao hiém xa hoi, thué thu nhap ca nhéan, cac khoan khau trir khac.

Loi ich khac: Bdo hiém y té, thudng nang suat, quy huu tri...

Hiéu luc ap dung: Ngay bat dau va két thic cla co cau luong.

2. Muc dich cua Phan coéng co cau
luong(Salary Structure Assignment)

e Dam bao tinh minh bach trong viéc tra luong.

e Ty déng hda qua trinh tinh luong va khau trir.

e Gidm thiéu sai sot khi tinh toan luong.

e Gilp nhan vién hiéu ré quyén lgi cia minh.

e Dé dang diéu chinh muc luong khi cé su thay déi vé chirc vu hoac chinh séch.

3. Cach thuc hoat dong trong VHTHr



e Khi mot nhan vién méi dugc tuyén dung, HR sé gan Salary Structure phu hgp.
e Néu c6 su thay d6i vé luong hodac phu cap, HR cé thé chinh stra hoac gan lai cau tric mai.
e HRMS sé ty ddng tinh todn luong dua trén Phan céng co cau luong moi ky tra luong.

Vi du thuc té

Gid st cong ty c6 hai cau tridc luong:

1. Nhan vién van phong:

e Luong co ban: 10.000.000 VND

e Phu cép an trua: 500.000 VND

e Phu cép di lai: 1.000.000 VND

e Bdo hiém xa hoi: 8% luong co ban
2. Nhan vién san xuat:

e Luong co ban: 8.000.000 VND

e Phu cép doc hai: 2.000.000 VND

e Bao hiém xa hoi: 8% luong co ban

Khi HR gan Phan céng co cau luong, VHTHr sé tu déng dp dung cong thic nay vao bang luong.



Thanh phan luong(Salary
Component)

Thanh phan luong(Salary Component) la cac khodn thu nhap, khau tru, va déng gép cla coéng ty
dugc st dung dé tinh luong cho nhan vién. Trong VHThr, Salary Component |a nhiing yéu to
riéng lé tao nén Cau trac luong(Salary Structure ), gilp hé théng tu déng tinh todn phiéu luong
(Salary Slip).

1. Cac loai Salary Component
trong Frappe HRMS

Frappe HRMS chia Salary Component thanh 3 nhém chinh:

A. Thu nhap(Earnings)

La cac khodn ma nhan vién dugc nhan thém vao luong:
[0 Luong co ban (Basic Salary) - Khoan luong cé dinh ma nhan vién nhan duoc.
0 Phu cap (Allowance) - Cac khoan hé trg nhu:

e Phu cap di lai

e Phu cap nha ¢

e Phu cap an trua
0 Thudng (Bonus) - Tién thudng doanh s, thudng nang suat.
[l Hoa héng (Commission) - Danh cho nhan vién ban hang, tinh theo phan tram doanh
thu.

B. Khau tru(Deductions)

La cac khoan bj trir vao luong truéc khi nhan vién nhan luong thuc nhan:

[[1 Thué thu nhép ca nhan (Income Tax) - Tri theo quy dinh cGia nha nudc.

[[1 Bao hiém xa héi (Social Insurance) - Nhan vién phai déng mét phan bao hiém.
[[] Bao hiém y té (Health Insurance) - Khau trir theo chinh sach cong ty.



(Il Tam ung luong (Loan Repayment) - Tru cac khoan nhan vién vay truéc dé.

C. bong gop cua cong ty(Employer
Contributions )

La cac khoan ma coéng ty déng goép thay cho nhan vién:

[[1 Bao hiém xa héi cong ty déng (Company Social Insurance Contribution)
[[] Bao hiém y té do céng ty déng (Company Health Insurance Contribution)
(1] Quy huu tri (Retirement Fund)

2. Cach tao Thanh phan
luong(Salary Component)
trong VHTHTr

Khi tao mo6t Thanh phan luong(Salary Component), ban cé thé thiét lap:

1. Tén Salary Component (Vi du: "Phu cap di lai").

Type (Loai thanh phan) - Chon Earnings, Deductions hoac Employer
Contributions.

Amount hoac Formula - Nhép so tién c6 dinh hoac cong thiec tinh toan.

Affect Net Pay - Néu chon, khodn nay sé anh hudng dén luong thuc nhan cla nhan vién.
Variable Based On Taxable Salary - Néu bat, thanh phan nay sé bi tinh thué.
Condition (Piéu kién ap dung) - Chi ap dung khi dap ing diéu kién cu thé (VD: chi cho
nhan vién c6 tham nién trén 1 nam).
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3. Vi du vé Thanh phan
luong(Salary Component)
trong thuc té



Vi du 1: Luong co ban (Basic Salary)

e Type: Earnings
e Amount: Gia tri c6 dinh (Vi du: 10.000.000 VND)
o Affect Net Pay: [] Co

Vi du 2: Bao hiém xa hdi (Social
Insurance)

e Type: Deductions
e Formula: 8% * Basic Salary
o Affect Net Pay: [] Cé6

Vi du 3: béng gép bao hiém y té cua
cong ty

e Type: Employer Contributions
e Formula: 3% * Basic Salary
o Affect Net Pay: [] Khdng (vi cong ty déng thay cho nhan vién)

4. Loi ich cua Salary
Component trong HRMS

0 Tu dong héa bang luong - Gidm sai sét khi tinh toan.

[ Dé dang diéu chinh - C6 thé cap nhat thanh phan luang ma khéng can thay déi toan bd cdu
trac.

0 Minh bach - Nhan vién cé thé xem chi tiét luong cla ho trong Salary Slip.

0 Tich hop véi chinh sach thué va bao hiém - Gilup doanh nghiép tuan thi quy dinh phap luat.

5. Két luan

Thanh phan luong(Salary Component) la nén tang giip HRMS tinh todn badng luong chinh xac va
linh hoat. Khi két hop cac Salary Component lai véi nhau, chdng tao thanh Salary Structure, tu



do ap dung vao Salary Slip dé trd luong cho nhan vién.



Phan cong co cau luong
hang loat(Bulk Salary
Structure Assignment)

Phan cong co cau luong hang loat(Bulk Salary Structure Assignment) la tinh nang gilp ban gan
(assign) mét cau truc luong (Salary Structure) cho nhiéu nhan vién cung luc thay vi phai
lam thu céng tiing ngudi moét. Diéu nay gilp tiét kiém thoi gian va ddm bao tinh nhat quan trong
quan ly luong.

1. Khi nao can dung Phan cong
co cau luong hang loat?

e Khi ¢6 nhiéu nhan vién can ap dung cung moét cau tric luong.

» Khi cdng ty thay déi chinh sach luong va can cap nhat luong cho toan bd nhan vién.

 Khi tuyén dung hang loat va cén gan luong cho nhém nhan vién mdi.

e Khi ap dung cac chinh sach luong theo phong ban (VD: Nhom ky thuat cé luong khac
nhém ban hang).

2. Cach si dung Phan cong co
cau luong hang loat

Budc 1: Truy cap Phan cong co cau
luong hang loat

e Vao HR > Tra luong > Phan céng co cau luong hang loat



e Nhan Tao méi dé tao moét dot gan luong méi.

Budc 2: Chon cac thong tin chinh
e COng ty: Chon cong ty ap dung.

e Cau truc luong: Chon Salary Structure muén gan cho nhéan vién.
e C6 hiéu luc tir ngay: Chon ngay bat dau ap dung.

Budc 3: Chon nhan vién can ap dung

e C6 thé chon ting nhan vién hoac loc theo phong ban, vi tri, cap béc, loai hop dong.
e Hé théng hién thi danh sach nhan vién phu hop.

Budc 4: Xac nhan va Luu (Save &
Submit)

e Sau khi ki€m tra danh sach, nhan Submit dé hoan tat.
e Hé thong sé tu dong tao Salary Structure Assignment cho tirng nhan vién.

3. Laoi ich cua Phan cong co cau
luong hang loat

[l Tiét kiém thoi gian - Gan luong cho nhiéu nhan vién cung Itc thay vi lam ting ngudi.

0 DPoéng bd dir liéu - Dam bao tat ca nhan vién trong cing mét nhém cé chinh sach luong giong
nhau.

[l Giam sai sét - Tranh 16i nhap liéu thu cong.

[0 Tu déng héa bang luong - Gilip qua trinh tao Phiéu luong nhanh hon.

4. Vi du thuc té

Céng ty ABC can ap dung Salary Structure "Nhan vién van phong" cho tat ca nhan vién
hanh chinh t&r 01/04/2025. Thay vi vao tung ho so nhan vién dé gan luong, HR c6 thé:



M& Phéan céng co cau luong hang loat.

Chon Salary Structure "Nhan vién van phong".

Loc danh sach nhan vién theo phong ban: Hanh chinh - Van phong.

Nhan Submit va hé théng sé tu dong gan luong cho tat cd nhan vién dugc chon.

W

5. Két luan

Tinh nang Phan céng co cau luong hang loat gitip HR dé dang ap dung chinh sach luang cho
nhiéu nhéan vién cung ldc, tiét kiém thoi gian va gidm thi€u sai sét trong quan ly luong.



T~

Luong tam giu(Salary
Withholding)

Luong tam gitr(Salary Withholding) la viéc tam giit mét phan hoac toan bd luong ctia nhan
vién do mot sé ly do cu thé, thay vi trd ngay trong ky luong hién tai.

Trong VHTHTr, Luong tam gilr(Salary Withholding) c6 thé dugc ap dung khi nhan vién chua hoan
thanh mot s6 nghia vu hoac khi cé yéu cau phép ly lién quan dén luong.

1. Khi nao can dung Salary
Withholding?

[[] Thu viéc (Probation Period) - Cong ty gilt lai mét phan luong cho dén khi nhan vién hoan
thanh thoi gian thu viéc.

[[] Cham dut hop dong (Resignation/Termination) - Cong ty tam giilt luang dé ki€m tra xem
nhan vién c6 vi pham hgp déng hay can trir vao cac khoan ng.

(1] Nghi viéc khong bao truéc (Absconding/Notice Period Violation) - Néu nhan vién khéng
tuan tha thoi gian béo trudc khi nghi viéc, céng ty c6 thé gilr lai luong.

[[1 Hoan thanh nghia vu tai chinh (Loan Repayment/Debts) - Néu nhan vién c6 khodan vay tu
cbng ty, mot phan luong cé thé bi gilr lai dé thanh toan.

11 Yéu cau phap ly (Legal Requirements) - Luong cé thé bi gilr lai do yéu cau tir chinh quyén
hoac theo I1énh toa an (vi du: ng thué, cap dudng).

2. Cach su dung Luong tam
giu(Salary Withholding)

A. Tao Luong tam giu(Salary
Withholding)



10 Vao HR > Payroll > Salary Withholding
2[] Tao méi (New) va nhap thong tin:

e Nhan vién (Employee)

e SO tién bi giir lai (Withholding Amount)

e Ly do giilr luong (Reason)

e Thoi gian gilt luong (Effective From - To)
30 Luu va xac nhan (Save & Submit)

B. Tich hop véi Salary Slip

 Khi tinh luong (Salary Slip), hé théng sé tu dong tru sé tién bi giir lai.
e NEu cbng ty quyét dinh tra lai phan luong da gii, c6 thé tao Salary Adjustment hoac
Release Salary Withholding.

3. Vi du thuc té

Ve .~ N " A
Vi du 1: Giu luong nhan vien trong
N\ = ] 2 " A
thoi gian thu viec
e Nhan vién A dang trong thoi gian thir viéc 2 thang. Cong ty quyét dinh gilr lai 20% luong
mbi thang.
e Trong hé théng, HR tao Luong tam gilit(Salary Withholding) véi sé tién tuong (ng.

e Khi nhan vién hoan thanh thi viéc, céng ty co thé gidi phéng sé tién bi giir va tra lai
trong ky luong tiép theo.

Vi du 2: Gilt luong do nhan vién nghi
viéc khong bao trudc

e Nhan vién B ky hop dong yéu cau bao trudc 30 ngay khi nghi viéc.

e Nhan vién nay rai cong ty ma khdng bao trudc, cong ty quyét dinh gilr lai 50% luong
thang cuéi cung.

e Hé thong ty dong cap nhat khoan luong bi gilr trong Phiéu luong.



4. Loi ich ciua Luong tam
giit(Salary Withholding)

0 Giam rui ro tai chinh - Ddm bdo nhan vién tuan thu hgp dong trudc khi cong ty thanh toan day
du luong.

[0 Tich hgp tu déng - Khdng can tinh toan tha cong, gidm sai sét khi khau trir luong.

0 Tuan thu phap luat - Gilp doanh nghiép x& ly cac yéu cau gilr luang theo quy dinh phap ly.

[ Dé dang quan ly va bdo cdo - Hé théng HRMS Iuu trir toan bd lich s gilr luong, gitp kiém
toan dé dang.

5. Két luan

Luong tam gitr(Salary Withholding) trong VHThr gitip doanh nghiép ki€m soat luong nhan vién mot
cach hiéu qud, dac biét trong cac truong hgp thi viéc, nghi viéc khdong bédo trudc hoac yéu cau
phap ly.



Thudng duy tri nhan
su(Retention Bonus)

La khodn thudng tai chinh ma cong ty trd cho nhan vién dé khuyén khich ho & lai lam viéc
trong mét khoang thoi gian nhat dinh, dac biét trong cac tinh huéng quan trong nhu:

e Du an quan trong can nhan vién c6 kinh nghiém.
e Thoi ky chuyén déi nhu sép nhap céng ty (M&A) hodc téi cau trac.
e Giilt nhan tai khi c6 nguy co nhan vién nghi viéc hang loat.

Vi du thuc té

e CONng ty A dang trai qua qua trinh tai co cau va muén gilr chan cdc nhan su quan trong.
Cobng ty quyét dinh dua ra Retention Bonus 50 triéu déong cho nhiing nhan vién cam
két & lai it nhat 6 thang.

e MOt cong ty THHH Phan mém VHTSoft can hoan thanh du an I16n trong 1 nam, nén quyét
dinh thudng 10% luwong hang nam cho céc nhan vién quan trong néu ho khéng nghi viéc
trong thai gian dé.



