Phan ca va Cham
cong(Shift &
Attendance)




Bang cham
cong(Attendance) va Cham
cong(Check-in)

Trong hé thong quan ly nhan sy (HRMS), Cham cong(Check-in) va Bang cham
cong(Attendance) déu lién quan dén viéc theo doéi thai gian lam viéc ctia nhan vién, nhung chiing
c6 su khéac biét vé muc dich va cach s dung.

1. Cham cong

Employee Check-in la qua trinh nhan vién ghi nhan thdi gian vao lam va rgi khdi noi lam viéc.
Viéc nay cé thé dugc thuc hién thong qua nhiéu phuong thic nhu:

e May cham céng van tay hoac thé tu
e Ung dung di déong hoac web
e GPS hoac WiFi khi lam viéc tu xa

Muc dich caia Cham cong(Check-in)

v Ghi lai thoi gian nhan vién bat dau va két thic ca lam viéc.
v Gilp theo doi gio lam thuc té, so véi ca lam viéc dugc phan cong.
v Cung cap dir liéu dé tinh todn bang cong (Attendance) va luong.

Vi du vé Cham céng(Check-in)

Nhan vién Thaoi gian Check-in Thoi gian Check-out Téng thoi gian lam viéc
Nguyén Van A 08:00 AM 05:00 PM 9 gio

Tran Thi B 08:30 AM 05:30 PM 9 gio



2. Bdng cham céng / Diém
danh nhan vién

Bang cham coéng la ban ghi chdm cong téng hop cla nhan vién trong mot khoang thoi gian nhat
dinh (thudng la theo ngay, tuan hoac thang). D liéu t&r Cham cong(Check-in) sé dugc st dung dé
xac dinh tinh trang Cé6 mat (Present), Vang mat (Absent), BDi mudn (Late), Vé sém (Early
Leave), Nghi phép (Leave), Lam thém gio (Overtime).

Muc dich cua Bang cham cong

v Xac nhan nhan vién cé di lam theo lich hay khong.
v Tinh todn céng va ho trg x(r ly bang luong.
v Kiém soat tuan thu thai gian lam viéc.

Bang cham cdng téng
hop(Attendance)

Ngay Nhan vién Trang thai Gio vao Gio ra Ghi chu
01/03/2024 Nguyén Van A Present 08:00 AM 05:00 PM Pu cbng
01/03/2024 Tran Thi B Late 08:30 AM 05:30 PM Di muon 30 phut
01/03/2024 Lé Van C Absent - - Khéng cé check-

n

Su khac biét gira Employee
Check-in va Attendance

Tiéu chi Employee Check-in Attendance

Pinh nghia Ghi nhan thai gian vao/ra cla nhan T6ng hop trang thai cham céng trong
vién ngay/thang

Dir liéu dau vao May chdm coéng, ing dung, GPS D{r liéu tir Employee Check-in



Tiéu chi Employee Check-in Attendance

Muc dich Theo dbi thai gian thuc té lam viéc Xac dinh c6 mat, nghi phép, di mudn,
vang mat

Ung dung Quan ly gid lam, ca lam Quan ly nhan sy, bdng céng, bang
luong

Dich thuat va Giai thich

1. Attendance Date - Ngay Cham Céng
e DAy la ngay ma hé théng ghi nhan su c6 mat hoac vang mat ctia nhéan vién.
e Vi du: Néu ban di lam vao ngay 05/03/2024, thi Attendance Date sé la 05/03/2024

2. Attendance Request » Yéu Cau Cham Céng
e DAy la yéu cau do nhan vién hoac quan ly gti |én hé thong dé chinh sira hoac bo
sung d{t liéu cham coéng.
e Vidu:
o Néu nhan vién quén Check-in, ho c6 thé tao Attendance Request dé cap nhat
gio lam viéc.
o Néu c6 16i trong dir liéu cham cong, nhan vién cé thé gui yéu cau sra doi.

Vi du vé Attendance Request

Ngay yéu cau Nhan vién Ngay cham céng Ly do yéu cau Trang thai
06/03/2024 Nguyén Van A 05/03/2024 Quén Check-in Pang cho duyét
07/03/2024 Tran Thi B 06/03/2024 Sai gio Check-out Da duyét
08/03/2024 Lé Van C 07/03/2024 Di céng téc khdng Bi tUr chéi

cham cong

Tom tat

e Attendance Date la ngay ghi nhan cham coéng.
« Attendance Request la yéu cau chinh sra hoac b6 sung théng tin cham cong.



Két luan

« Employee Check-in chi don thuan la ghi nhan thai gian vao/ra cdia nhan vién.

o Attendance la d{r liéu t6ng hgp tlr Check-in dé danh gié trang thai lam viéc cta nhan
vién.

e C3 hai déu quan trong trong viéc quan ly nhan sy, dam bao tinh chinh xac khi tinh luong
va kiém soat tuan thu gio lam viéc.



