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TAI LIEU HUONG DAN POC HIEU
NGHIEP VU CO BAN CUA HE THONG SAP BUSINESS ONE

Ma Nhém Tai Liéu : Nhém 1 - Tai Liéu Hwéng Dan Doc Hiéu Co Ban Nghiép Vu SAP B1
Ma Hiéu Tai Liéu : 1090100101
Ngay Lap Tai Liéu :10.02.2023

Tinh Trang : Con hiéu lyc - Bang ap dung
Ap Dung P6i V& : Phadn mém Quan Ly Nguén Lwc Doanh Nghiép SAP Business One 10.0, PL02
Tén Tai Liéu : Huwéng dan doc hiéu co ban Nghiép Vu Quan Tri Thong Tin Nhan Sy [Employee

Master Data]

1. DPwéng dan truy cap’

Nghiép vu Quan Tri Théng Tin Nhan Sy dwoc dinh nghia trong méi trwdng hé théng SAP Business One
(sau day goi tat 1a “SAP B1”) 1a Nghiép vu [Employee Master Data] thudc Modules [Human Resources] va
duoc truy cap theo dwdng dan, nhw sau:

- Truy cap thu cong: Main Menu — Modules [Human Resources] — [Employee Master Data]

- T6 hop phim tat: Alt + M — H — select [Employee Master Data]

2. Muc dich str dung

Nghiép vu Quan Tri Théng Tin Nhan Sw [Employee Master Data] duwoc ding dé khai béo, tra ctru va té
chtrc quan tri co s& di¥ liéu lién quan dén théng tin ngudi lao ddng cta té chirc/doanh nghiép.

ng dung co ban ctia nghiép vu nay cé thé dung vao cac cdng viéc, nhu:

- Xay dwng hd so nhan sw cho cdng nhan vién cla t6 chirc/doanh nghiép:

- Xac dinh va quan tri chi phi van hanh theo nhan vién (hay con dwgc goi la “Cost Center per Employee”)
clia td chirc/doanh nghiép;

- Quan ly cac hoat dong cua ngwoi lao ddng khi dwgc phan cong st dung tai nguyén tai khoan nguwdi dung
SAP B1 tai td chirc/doanh nghiép;

- Ghi nhan cac hoat déng clia ngudi lao ddng twong (ng theo nghiép vu cdng viéc khac trén hé théng SAP
B1 tai té chirc/doanh nghiép

--- Tai liéu nay thudc ban quyén sé& hiru cia CONG TY CO PHAN HOA BINH ---
--- Nghiém c&m sao chép va str dung ngoai pham vi cong viéc clia Cong ty va cac Bon Vi Thanh Vién dwéi moi hinh thiére -
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3. Giao dién nghiép vu
Nghiép vu Quan Tri Théng Tin Nhan Sy [Employee Master Data] dwoc hién thi nhw hinh bén dwéi:

Main Menu Employee Master Data Q@E
CONG TY CO PHAN HOA BINH
SAP Admin First Name Pang Employee Code 0200
Middle Name Minh Ext. Employee No.
J FEES Drag .5 Relate Last Name L& Active Employee
E}  Administration
_ Job Title IT Deputy Manager
) Financials Position Manager - Office Phane 4842837540187
& CRM Department T hd Ext.
Branch - Mobile Phone
¥ Opportunities Manager Nguyén, Phong Pager
-
@ Sales - A/R User Code manager Home Phone +84909535822
Sales Employee -Mo Sales Employre Fax
"= Purchasing - A/P Cost Center E-Mail dang.le@hbc.com.y
. Linked Vendor
£%  Business Partners
J Address Mermbership I Administration ] Personal ] Finance [ Remarks [ Attachments ]_
Banki
g Work Address Home Address
ez Inventory
Bﬂl " Street 346-350 Bu'dng 6 7 Street 1019 Hau Giang
Street No. Street No.
&l Production
T MRP
ﬁf Service
gr_s‘ Human Resources
Block Phuréng Tan Tao Block Phuang 11
O Employee Master Data Building/Floor/Room Building/Floor/Room
B Time Sheet Zip Code Zip Code
City Thanh phd HA Chi Minh City Thanh phd HG Chi Minh
5 Human Resources Repor | county Quan Binh Tan County Quan 6
State hd State bad
Country Vietnam v Country Vietnam hd

4. Chu thich khai bao trwwé'ng théng tin co’ ban
- Vung [General Area] - First Name: Tén cla nhan vién
— Tén clha nguoi lao ddng la moét chudi ky tw bang chi¥ cho phép gb tiéng Viét, cé d4u, khoang trang
va chtra Ky tw dac biét
— D06 dai cho phép, 1a 50 ky tw (bao gbm ca d4u tiéng Viét va khoang trédng, néu cd).
— Loai théng tin khai bao: Bat budc
- Vung [General Area] - Middle Name: Tén dém cla nhan vién
— Tén dém cta nguoi lao dong 1a mét chudi ky tw bang chir cho phép gb tiéng Viét, c6 dau, khoang
trdng va chira ky tw dac biét
— D& dai cho phép, 1a 50 ky tw (bao gdbm ca dau tiéng Viét va khoang trang, néu co).
— Loai théng tin khai bao: Tuy chon
- Vung [General Area] - Last Name: Ho cla nhan vién
— Ho ctia ngudi lao ddng 1a mét chudi ky tw bang chi¥ cho phép gé tiéng Viét, cé dau, khoang trdng va
chira ky tw dac biét
— Do dai cho phép, la 50 ky tw (bao gébm ca dau tiéng Viét va khoang trdng, néu co).
— Loai théng tin khai bao: Bat budc

--- Tai liéu nay thudc ban quyén sé& hiru cia CONG TY CO PHAN HOA BINH ---
--- Nghiém c&m sao chép va str dung ngoai pham vi cong viéc clia Cong ty va cac Bon Vi Thanh Vién dwéi moi hinh thiére -
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- Vung [General Area] - Job Title: Chirc danh cong viéc ctia nhan vién

— Churc danh céng viéc 1a mét chubi ky tw bang chiv cho phép gb tiéng Viét, co6 dau, khoang trang va
chtva ky tw dac biét; Trwong thong tin nay can thiét phai dwoc quy dinh bdi Giam déc cua té chirc/doanh
nghiép

— Do dai cho phép, la 20 ky tw (bao gébm ca dau tiéng Viét va khoang trédng, néu co).

— Loai théng tin khai bao: Bat budc

- Vung [General Area] - Position: C4p bac/Vi tri nhan vién

— Cép bac/Vi tri nhan vién 1a mét chudi ky tw bang chir khéng cho phép sir dung dau tiéng Viét va
khéng chap nhan ky tw dic biét

— Truwdng théng tin nay dwoc khai bao qua hinh thirc lwa chon théng tin gbc da dwoc dinh nghia sén
trong hé théng SAP B1

— Nhan sy chiu trach nhiém quan ly di liéu cda tram vui l6ng lién hé Quan tri vién SAP B1 dé duoc
hwéng dan va dinh nghia théng tin gbc, néu can thiét.

— Loai thdng tin khai bao: Tuy chon

- Vung [General Area] - Department: Phong/Ban tric thuéc cta nhan vién

— Phong/Ban trwc thudc ciia nhan vién la mot chudi ky tw bang chiv khéng cho phép s dung dau
tiéng Viét va khéng chip nhan ky ty dac biét

— Trwéng théng tin nay dwoc khai bao qua hinh thire Iwa chon théng tin géc da dwoc dinh nghia sén
trong hé théng SAP B1

— Nhan sy chiu trach nhiém quan ly di liéu ca tram vui l6ng lién hé Quan tri vien SAP B1 dé duoc
hwéng dan va dinh nghia théng tin gbc, néu can thiét.

— Loai théng tin khai bao: B&t budc

- Vung [General Area] - Branch: Chi nhanh tric thudéc cia nhan vién

— Phong/Ban trwc thudéc ciia nhan vién la mot chudi ky tw bang chi¥ khéng cho phép s dung dau
tiéng Viét va khéng chip nhan ky tw d&c biét; Trwdng thong tin nay can thiét phai dwoc quy dinh béi Giam déc
clia t6 chirc/doanh nghiép

— Trwong théng tin nay dwoc khai bao qua hinh thire lwa chon théng tin géc da dwoc dinh nghia sén
trong hé théng SAP B1

— Nhan sw chiju trach nhiém quan ly di¥ liéu cGa tram vui long lién hé Quan tri vién SAP B1 dé duoc
hwéng dan va dinh nghia théng tin gbc, néu can thiét.

— Lwu y: Trwrong thong tin nay chi nén dwoc sir dung trong trwong hop tram SAP B1 hién hanh kich
hoat khai thac dich vu [Multiple Branch]. Vui ldng tham van y kién ctia Quan tri vién SAP B1 trwéc khi st dung
dich nay.

- Vung [General Area] - Manager: Quan ly truc tiép cGa nhan vién

— Quan ly trye tiép cha nhan vién 1a nguoi chiu trach nhiém truc tiép quan ly cong viéc hang ngay cla
nhan sy dang can dwoc khéi tao thdng tin trong [Employee Master Datal.

— Quan ly truc tiép ctia nhan vién la théng tin dwoc lwa chon dwdi dang “Master Data” - di liéu “con”
cua tap hop dir liéu tai [Employee Master Data]. Vi vay, thong tin [Employee Master Data] cua ngudi quan ly
trwc tiép phai dwoc khai bao trwdc théng tin ciia nhan vién chiu sw quan ly twong rng.

— Loai théng tin khai bao: Tuy chon

--- Tai liéu nay thudc ban quyén sé& hiru cia CONG TY CO PHAN HOA BINH ---
--- Nghiém c&m sao chép va str dung ngoai pham vi cong viéc clia Cong ty va cac Bon Vi Thanh Vién dwéi moi hinh thiére -
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- Vung [General Area] - User Code: Tai khoan nguoi dung SAP B1 dwoc lién két véi nhan vién, néu co.

— Loai théng tin khai bao: Tuy chon

— Lwu y: mét tai khoan nguéi dung SAP B1 chi dwoc lién két véi mot ma nhan vién duy nhéat.

- Vung [General Area] - Sales Employee: Ma dai dién Chuyén vién ban hang hoac Chuyén vién mua
hang dwoc lién két véi nhan vién, néu cé.

— Ma dai dién Chuyén vién ban hang hoac Chuyén vién mua hang 1a mét chudi ky tw béng chir cho
phép st dung tiéng Viét va khéng chap nhan ky tw déc biét.

— Trwdng théng tin nay dwoc khai bao qua hinh thirc Iwa chon théng tin gbc da dwoc dinh nghia sén
trong hé théng SAP B1

— Nhan sy chiu trach nhiém quan ly di liéu ca tram vui ldng lién hé Quan tri vién SAP B1 dé duoc
hwéng dan va dinh nghia théng tin gbc, néu can thiét. Vui ldng tham khao thém théng tin tai Nghiép Vu Céu
Hinh [Sales Employees/Buyer - Setup]

— Lwu y: Mot ma dai dién Chuyén vién ban hang hodc Chuyén vién mua hang chi dwoc lién két voi
mo&t ma nhéan vién duy nhat. Ma dai dién nay sé la mot trwdng théng tin dwoc lwa chon tai mot sb Nghiép Vu
Giao Dich thuéc Module [Sales - A/R] va [Purchasing - A/P], dé lam co s& do lwdng cac chi sé c6 lién quan,
néu co.

— Loai thdng tin khai bao: Tuy chon

- Vung [General Area] - Employee Code: Ma nhan vién

— M4 nhan vién la chudi ky tw bang chir va’hodc sb, khédng cho phép sir dung tiéng Viét va khéng
chap nhan ky tw dic biét.

— D6 dai cho phép, la 50 ky tuw.

— Theo quy dinh tai [HBG], trwdng théng tin nay chi chdp nhan chudi ky tw la s6, d6 dai mac dinh & 04
ky tw, dwoc hiéu 1a sé dém tang dan theo s lwong nhan vién da dwoc khdi tao trong pham vi mot tram SAP
bat ky (Iwu y: s6 dém nay khong phan biét va khong bi chi phdi bi viéc nhan vién con lam viéc tai don vi hay
khéng). S& dém cla trwong nay duoc xac dinh trong khoang sé tir 0001 dén 9999. Trwong hop mot tram SAP
bat ky da kh&i tao hon 9999 ma nhan vién, thi Nhan sy chju trach nhiém quan ly di¥ liéu clta tram vui long lién
hé Quan tri vién SAP B1 dé dwoc huwéng dan thém.

— Loai thdng tin khai bao: B&t budc

- Vung [General Area] - Ext. Employee No: Phan mé& rong ctia Ma nhan vién

— Ma nhan vién la chubi ky tw bang chir va/hoac sb6, khong cho phép st dung tiéng Viét va khong
chép nhan ky tw dac biét.

— D6 dai cho phép, la 20 ky tw.

— Theo quy dinh tai [HBG], trwdng théng tin nay chi chap nhan chubi ky tw 1a sb, d6 dai mac dinh & 04
ky tw. Dinh nghfa va quy wéc dét sd cho trwdng thong tin nay dwoc quy dinh béi Giam déc clia td chirc/doanh
nghiép.

— Loai théng tin khai bao: Tuy chon

- Vung [General Area] - Active Employee: Tinh trang khai thac ciia ma nhan vién

— Tinh trang khai thac ctia ma nhan vién la mot ky tw bang chir theo 6 lwa chon bang dau (“v”). Néu

0 lwa chon dwoc danh dau (“¢v7”) thi gia tri nhan ve 1a “Y”; nguoc lai 1a “N”;

--- Tai liéu nay thudc ban quyén sé& hiru cia CONG TY CO PHAN HOA BINH ---
--- Nghiém c&m sao chép va str dung ngoai pham vi cong viéc clia Cong ty va cac Bon Vi Thanh Vién dwéi moi hinh thiére -
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— Trwdng hop 6 chon cla trwéng thdng tin nay duwgc danh dau (v/) (“Y”) © ma nhan vién nay duoc
hiéu la dang cé hiéu lwc st dung; Nguoc lai, trwéng hop 6 chon cla trwéng théng tin nay khdng dwoc danh
dau (v) (“N”) © ma nhan vién nay dwoc hiéu 1a hét hiéu lyc st dung (nhan vién nghi viéc).

— Loai théng tin khai bao: Bat budc

- Vung [General Area] - Office Phone: Sé dién thoai ban tai van phong lam viéc clia nhan vién

— S6 dién thoai van phong lam viéc cla nhan vién la mét chudi ky tw bang sé, khéng cho phép st
dung tiéng Viét va chi chap nhan mot loai ky tw dic biét, & “+”.

— Theo quy dinh tai [HBG], trwdng théng tin nay la mét chudi ky tw bang s, viét lién, khéng khoang
cach, va thé hién ma vung dién thoai quéc gia |a “+84” thay thé cho sbé “0” d3u tién ctia day sb.

— Loai théng tin khai bao: Bat budc

- Vung [General Area] - Ext.: S& dién thoai ban “mé rong” tai van phong lam viéc (S6 “Extension”) cla
nhan vién

— S6 dién thoai m& rong van phong lam viéc clia nhan vién 1a mét chubi ky tw bang sb, khéng cho
phép st dung tiéng Viét va khéng chap nhan moét loai ky tw dac biét, 1a “+”.

— Loai thdng tin khai bao: Tuy chon

- Vung [General Area] - Mobile Phone: Sé dién thoai di ddng dwoc cong ty cAp phat cho nhan vién

— S dién thoai di ddng dwoc cdng ty cap phat cho nhan vién la mét chudi ky tw bang sb, khéng cho
phép st dung tiéng Viét va chi chap nhan mot loai ky tw dac biét, 1a “+”.

— Theo quy dinh tai [HBG], trwérng thong tin nay 1a mét chubi ky tw bang sb, viét lién, khdng khoang
cach, va thé hién ma vung dién thoai qubc gia la “+84” thay thé cho s6 “0” diu tién cltia day sb.

— Loai thdng tin khai bao: Tuy chon

- Vung [General Area] - Home Phone.: S6 dién thoai di déng ca nhan clia nhan vién

— Sb dién thoai di ddng dwoc cong ty cap phat cho nhan vién la mot chudi ky tw bang sb, khéng cho
phép st dung tiéng Viét va chi chap nhan mot loai ky tw dac biét, 1a “+”.

— Theo quy dinh tai [HBG], trwérng théng tin nay 1a mét chubi ky tw bang sb, viét lién, khdong khoang
cach, va thé hién ma vung dién thoai quéc gia |a “+84” thay thé cho s6 “0” diu tién cltia day sb.

— Loai théng tin khai bao: Tuy chon

- Vung [General Area] - Email: Dia chi email ciia nhan vién

— Dia chi email cla nhan vién la mét chudi ky tw bang chir va/hodc sb, khédng cho phép st dung tiéng
Viét va chap nhan ky tw dac biét.

— Loai théng tin khai bao: Tuy chon

- Vung [General Area] - Linked Vendor: Ma Nha cung cip (Nha cung cap hang héa/Nha cung cép dich
vu tai chinh/Nha cung c4p dich vu Logistics/Nha cung cap dich vu khac) dwoc lién két véi nhan vién, néu co.

— Ma Nha cung cép dwoc lién két véi nhan vién |4 théng tin duwoc lwa chon dwdi dang “Master Data” -
di¥ liéu “con” cla tap hop dir liéu tai [Business Partner Master Data - Vendor]. Vi vay, thong tin [Business
Partner Master Data - Vendor] clia Nha cung cap phai dwoc khai bao trwdc théng tin cla nhan vién chiu sw
lién két twong &ng.

— Loai théng tin khai bao: Tuy chon

- Bang chi tiét [Address] - Work Address: Dia chi noi lam viéc cla nhan vién. Bao gbm céac truéng
théng tin chi tiét, nhw sau:

--- Tai liéu nay thudc ban quyén sé& hiru cia CONG TY CO PHAN HOA BINH ---
--- Nghiém c&m sao chép va str dung ngoai pham vi cong viéc clia Cong ty va cac Bon Vi Thanh Vién dwéi moi hinh thiére -
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-- Street/Tén Pworng: La mot chudi ky tw bang chiv va’hodc sb, cho phép st dung tiéng Viét va chap
nhat ky ty dac biét; D6 dai 100 ky ty;

-- Street No./S6 nha: La mot chudi ky tw bang chi¥ va/hodc sb, cho phép sir dung tiéng Viét va chap
nhat ky ty dac biét; Do dai 100 ky ty;

-- Block/Phworng: La mot chubi ky tw bang chir va/hodc sb, cho phép st dung tiéng Viét va chap nhat
ky tw dac biét; Do dai 100 ky tw; Theo quy dinh tai Hoa Binh Group, truéng théng tin nay phai thé hién day dd
dinh nghia “Phwérng/Xa/Thi TrAn” va khong viét tét dbi véi dia danh dang duwoc khai bao. Vi du: Phuéng Tan
Tao A, Thj Tran Tri Ton...

-- Building/Floor/Room/Vin phong/Sé hién tang cta tda nha van phong: La mot chudi ky tw bang
chi» va/hodc s, cho phép sir dung tiéng Viét va chip nhat ky tw dic biét; D6 dai 100 ky tw

-- Zip Code/Ma bwu cuc: La mot chudi ky tw bang sb; Do dai 20 ky tw

-- City/Tinh: La mét chudi ky tw bang chir va/hoac sb, cho phép st dung tiéng Viét va chap nhat ky tw
d&c biét; Do dai 100 ky tw; Theo quy dinh tai Hoa Binh Group, trwéng théng tin nay phai thé hién day da dinh
nghia “Tinh/Thanh” va khéng viét tat di véi dia danh dang dwoc khai bao. Vi du: Thanh Phé H6 Chi Minh,
Tinh An Giang....

-- County/Quan: La moét chudi ky tw bang chir va/hodc sb, cho phép st dung tiéng Viét va chap nhat
ky tw dac biét; Do dai 100 ky tw; Theo quy dinh tai Hoa Binh Group, truéng thong tin nay phai thé hién day da
dinh nghia “Quéan/ Huyén/ Thi xa/ Thanh phd thudc tinh/ Thanh phé thudc thanh phd ” va khéng viét tat dbi véi
dia danh dang dwoc khai bao. Vi du: Quan Binh Tan, Thanh Phd Tha Bic, Thanh Phd Long Khanh....

— Loai théng tin khai bao: B4t budc

- Bang chi tiét [Address] - Home Address: Dia chi noi & hién tai ciia nhan vién. Cac dinh nghi vé nhitng
trwong théng tin chi tiét cha trwdng théng tin nay dwoc hiéu twong tw nhw trwong théng tai “Sub-Tab
[Address]-Work Address”

— Loai thong tin khai bao: Tuy chon

- Bang chi tiét [Membership] - Role: Vai trd cong viéc ctia nhan vién

— Vai trd céng viéc clia nhan vién mét chudi ky tw bang chir khéng cho phép st dung dau tiéng Viét
va khéng chap nhan ky tw d&c biét

— Trwdng théng tin nay dwoc khai bao qua hinh thirc lwa chon théng tin gbc da dwoc dinh nghia sén
trong hé théng SAP B1. Theo co s& dir liéu méac dinh ctia phién ban phan mém hién hanh, théng tin gbc da
dwoc khai bao trwéc bao gom:

Sales Employee: Nhan vién dwoc khai bao théng tin la Nhan vién kinh doanh. Lwu vy, “Sales
Employee” tai trwdng thong tin nay hoan toan cé y nghia doc lap va khéng lién quan dén viéc khai bao théng
tin cho nhan vién tai trrong thong tin “General Area-Sales Employee”.

Purchasing: Nhan vién duwgc khai bao théng tin 1a Nhan vién mua hang

Technician: Nhan vién dwoc khai bao théng tin 1a Nhan vién ky thuat. Day 1a théng tin bat budc dé
xac dinh ky thuat vién khi khai thac hoat dong [Scheduling] ctia nghiép vu [Service Call].

— Lwu y: Néu nhan vién dwoc khai bao théng tin khéng thudc 1 trong 3 loai hinh vai trd céng viéc néu
trén, trwdng théng tin nay co thé dé tréng; Mot nhan vién cé thé dwoc khai bdo d&m nhan nhiéu hon 1 vai tro
cOng viéc tai trwong théng tin nay.)

--- Tai liéu nay thudc ban quyén sé& hiru cia CONG TY CO PHAN HOA BINH ---
--- Nghiém c&m sao chép va str dung ngoai pham vi cong viéc clia Cong ty va cac Bon Vi Thanh Vién dwéi moi hinh thiére -
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— Nhan sy chiu trach nhiém quan ly di liéu ctia tram vui long lién hé Quan tri vien SAP B1 dé duoc
hwéng dan va dinh nghia théng tin gbc, néu can thiét.

— Loai théng tin khai bao: B4t budc

- Bang chi tiét [Membership] - Team: Nhém/Té céng tac trwc thudc ctia nhan vién, néu cé.

— Nhém/Té cong tac tric thudc clia nhan vién l1a mot chudi ky tw bang chir khéng cho phép sir dung
d4u tiéng Viét va chdp nhan ky tw dac biét; Trwdng théng tin nay can thiét phai dwoc quy dinh béi Giam déc
clia tb chirc/doanh nghiép

— Trwdng théng tin nay dwoc khai bao qua hinh thirc Iwa chon théng tin gbc da dwoc dinh nghia sén
trong hé théng SAP.

— Nhan sy chiu trach nhiém quan ly di liéu ca tram vui ldng lién hé Quan tri vién SAP B1 dé duoc
hwéng dan va dinh nghia thong tin gbc, néu can thiét.

— Loai thdng tin khai bao: Tuy chon

- Bang chi tiét [Administration] - Start Date: Ngay bat d4u lam viéc ctia nhan vién

— Ngay bat dau lam viéc ctia nhan vién la mot chudi ky tw bang sb va dinh dang bat budc dwéi hinh
thire “2 s ngay/2 sb thang/4 sd ndm = dd/mm/yyyy”

— Loai théng tin khai bao: Bat budcdau

- Bang chi tiét [Administration] - Termination Date: Ngay két thic 1am viéc cla nhan vién, néu co

— Ngay bat dau lam viéc ctia nhan vién [a mot chudi ky tw bang sb va dinh dang bat budc dwéi hinh
thire “2 sb ngay/2 s6 thang/4 s6 nam = dd/mmlyyyy”

— Loai thdng tin khai bao: Bat budc khi Nhan vién nghi viéc

- Bang chi tiét [Administration] - Termination Reason: Ly do két thic céng viéc cla nhan vién, néu co

— Ly do két thic cong viéc ctia nhan vién la mét chudi ky tw bang chi» khéng cho phép s dung dau
tiéng Viét va khéng chap nhan ky tw dac biét.

— Trwong thong tin nay dwoc khai bdo qua hinh thirc lwa chon théng tin gbc duwoc dinh nghia sén
trong hé théng SAP B1. Nhan s chju trach nhiém quan ly di¥ liéu cta tram vui ldng lién hé Quan trj vién SAP
B1 dé dwoc hwédng dan va dinh nghia théng tin gbc, néu can thiét.

— Loai théng tin khai bao: Tuy chon

- Bang chi tiét [Personal] - Gender: Gidi tinh ctia nhan vién.

— Gidi tinh cla nhan vién 18 mot chubi ky tw bang chir khéng cho phép st dung d4u tiéng Viét va
khoéng ch&p nhan ky tw dac biét. Trwdng théng tin nay chi dwoc ton tai dwdi 1 trong 3 lwa chon theo quy wéc
gbc da co sén trén phdn mém:

Male: Nam
Female: N
Not Specified: Khéng xac dinh
— Loai théng tin khai bao: Bat budc
- Bang chi tiét [Personal] - Date of Birth: Ngay sinh ciia nhan vién

— Ngay sinh clia nhan vién 18 mét chudi ky tw bang sb va dinh dang bat budc dwdi hinh thirc “2 sb
ngay/2 sb thang/4 sb nam = dd/mm/yyyy”

— Loai thdng tin khai bao: Tuy chon

--- Tai liéu nay thudc ban quyén sé& hiru cia CONG TY CO PHAN HOA BINH ---
--- Nghiém c&m sao chép va str dung ngoai pham vi cong viéc clia Cong ty va cac Bon Vi Thanh Vién dwéi moi hinh thiére -
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- Bang chi tiét [Personal] - Country of Birth: Noi sinh (theo qudc gia) ciia nhan vién

— Noi sinh (theo quéc gia) clia nhan vién 1a mét chudi ky tw bang chir khéng cho phép st dung dau
tiéng Viét va chap nhan ky tw dac biét;

— Trwéng théng tin nay dwoc khai bao qua hinh thire lwa chon théng tin géc da dwoc dinh nghia sén
trong hé théng SAP.

— Nhan sy chiu trach nhiém quan ly di liéu cda tram vui ldng lién hé Quan tri vien SAP B1 dé duoc
hwéng dan va dinh nghia théng tin gbc, néu can thiét.

— Loai thdng tin khai bao: Tuy chon

- Bang chi tiét [Personal] - Marital Status: Tinh trang hén nhan cla nhan vién.

— Tinh trang hén nhan cla nhan vién 1a mot chudi ky tw bang chir khdng cho phép st dung déu tiéng
Viét va khéng chap nhan ky tw dac biét. Trwdng théng tin nay chi dwoc ton tai dwdi 1 trong 4 lwa chon theo
quy wéc gbc da co san trén phan mém:

Single: Béc than
Married: D4 két hén
Divorced: Da ly hén
Not Specified: Khéng xac dinh
— Loai théng tin khai bao: Bat budc
- Bang chi tiét [Personal] - No. of Children: Sé lwong con cai ciia nhan vién.
— S6 lwong con cai ctia nhan vién 1a mét ky tw bang sb.
— Loai thdng tin khai bao: Tuy chon
- Bang chi tiét [Personal] - ID No.: S6 CMND/CCCD cuia nhan vién.

— S& CMND/CCCD ctia nhan vién la mét chudi ky tw bang chiv va/hoadc sb, khéng cho phép st dung
tiéng Viét va khéng chap nhan ky tw dac biét.

— D6 dai: 64 ky tw

— Loai théng tin khai bao: Bat budc

- Bang chi tiét [Personal] - Citizenship.: Quéc tich ciia nhan vién.

— Québc tich cha nhan vién Tinh trang hén nhan ctia nhan vién la mét chudi ky tw bang chi¥ khéng cho
phép sir dung d4u tiéng Viét va khéng chap nhan ky tw dac biét. Trwong théng tin nay mét sw lwa chon trong
danh sach da dwoc dwng sdn cb dinh trong phién ban hién hanh ctia phan mém

— Loai théng tin khai bao: Tuy chon

- Bang chi tiét [Personal] - Passport No..: S6 Passport ctia nhan vién.

— S Passport cia nhan vién la mot chudi ky tw bang chir va/hodc sb, khdng cho phép str dung tiéng
Viét va khéng chap nhan ky tw dic biét.

— D6 dai: 64 ky tw

— Loai théng tin khai bao: Tuy chon

- Bang chi tiét [Personal] - Passport Expiration Date:: Ngay hét han Passport cia nhan vién.

— Ngay hét han Passport clia nhan vién [a mét chudi ky tw bang sb va dinh dang bat buéc dwéi hinh
thirc “2 s ngay/2 sb thang/4 sd ndm = dd/mm/yyyy”

— Loai thdng tin khai bao: Tuy chon

--- Tai liéu nay thudc ban quyén sé& hiru cia CONG TY CO PHAN HOA BINH ---
--- Nghiém c&m sao chép va str dung ngoai pham vi cong viéc clia Cong ty va cac Bon Vi Thanh Vién dwéi moi hinh thiére -
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- Bang chi tiét [Personal] - Passport Issue Date:: Ngay cip Passport ctia nhan vién.
— Ngay cép Passport ctia nhan vién |a mét chudi ky tw bang sé va dinh dang bat budc dwdi hinh thire
“2 s6 ngay/2 s6 thang/4 s6 nam = dd/mm/yyyy”
— Loai théng tin khai bao: Tuy chon
- Bang chi tiét [Personal] - Passport Issuer:: Co quan cip Passport clia nhan vién.
— Co quan cép Passport cia nhan vién 1a mot chubi ky tw bang chir va/hodc sb, cho phép s dung
tiéng Viét va chap nhan ky tw dac biét.
— D06 dai: 254 ky tw
— Loai théng tin khai bao: Tuy chon
- Bang chi tiét [Finance] - Salary: Mic lwong clia cGa nhan vién.
— MUrc lwong cla nhan vién [a mét chudi ky tw bang sé.
— Loai thdng tin khai bao: Tuy chon
— Trwéong théng tin nay cé phan lwa chon phu kém theo tai 6 lién k&, cho phép Nhan sw chiu trach
nhiém quan ly di liéu cda tram xac dinh mdc lwong chi trd cho nhan vién la dwgc xac dinh theo: Gio (Hour),
Ngay (Day), Tuan (Week), Thang (Month), Nam (Year), Ntra Thang (Semimonthly)
- Bang chi tiét [Finance] - Employee Cost: Chi phi giao khoan cho nhan vién.
— Chi phi giao khoan cho nhan vién 1a mét chudi ky tw bang sb.
— Loai thdng tin khai bao: Tuy chon
— Trwdng théng tin nay cé phan lwa chon phu kém theo tai 6 lién k&, cho phép Nhan sw chiu trach
nhiém quan ly di liéu cla tram xac dinh mcrc chi phi giao khoan cho nhan vién la dwoc xac dinh theo: Gid
(Hour), Ngay (Day), Tuan (Week), Thang (Month), Nam (Year).
- Bang chi tiét [Finance] - Bank: Thong tin ngan hang thu hwéng clia nhan vién
— Théng tin ngan hang thu hwéng ctia nhan vién 1a mot chudi ky tw bang chir va’hodc sb, cho phép
st dung dau tiéng Viét va chép nhan ky tw dac biét. Tredng théng tin nay mét sw Iwa chon trong danh sach da
dwoc khai bao tr Nghiép vu Quan Tri Théng Tin Ngan Hang [Bank - Setup] cua tram. Nhan sy chju trach
nhiém quan ly di liéu cta tram vui long lién hé Quan tri vién SAP B1 dé dwoc hwéng dan va dinh nghia théng
tin gbc, néu can thiét.
— Loai thdng tin khai bao: Tuy chon
- Bang chi tiét [Finance] - Account No. : Tai khodn ngan hang thu hwéng ctia nhan vién
— Tai khoan ngan hang thu hudng cla nhan vién 1a mét chudi ky tw bang chi» va/hoac sb, khéng cho
phép sr dung d4u tiéng Viét va khdng chap nhan ky tw dic biét.
— D6 dai: 100 ky tw
— Loai théng tin khai bao: Tuy chon
- Bang chi tiét [Finance] - Branch No. : Chi nhanh ngan hang thu huwéng ctia nhan vién
— Chi nhanh ngan hang thu hwéng cia nhan vién 1a mét chudi ky tw bang chir va/ho&c sé, cho phép
str dung dau tiéng Viét va chap nhan ky tw d&c biét.
— D6 dai: 100 ky tw
— Loai théng tin khai bao: Tuy chon
- Bang chi tiét [Remarks]: Ghi chu khac lién quan dén théng tin ctia nhan vién

--- Tai liéu nay thudc ban quyén sé& hiru cia CONG TY CO PHAN HOA BINH ---
--- Nghiém c&m sao chép va str dung ngoai pham vi cong viéc clia Cong ty va cac Bon Vi Thanh Vién dwéi moi hinh thiére -
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— Ghi cht khac lién quan dén théng tin ctia nhan vién la mot chudi ky tw hodc mot doan mé ta théng
tin bang chi¥ va/hoac sb, cho phép stir dung dau tiéng Viét va chap nhan ky tw dac biét.

— D6 dai: 256000 ky tw

— Loai théng tin khai bao: Tuy chon

- Bang chi tiét [Attachments]: Phan dinh kém tai liéu khac cd lién quan dén nhan vién

— Phan dinh kém tai liéu khac c6 lién quan dén nhan vién la noi cho phép Nhan sw chju trach nhiém
quan ly di liéu cta tram cé thé dinh kém cac tai liéu van ban hoac/va hinh anh khac cé lién quan dén nhan
vién. Vi du: Hinh anh nhan vién, Bang cip cta nhan vién,......

5. Lwu y va chi dan sir dung

- Céac thong tin dwoc khai bao tai Nghiép vu Quan Tri Théng Tin Nhan Sy [Employee Master Data] hau hét
Ia nhirng thdng tin thuéc dang cho phép cap nhat khi co thay déi. Du vay, Nhan sw chiju trach nhiém quan ly
d¥ liéu cla tram can lwu y réng:

(i). Théng tin ctia mdt [Employee Master Data] can thiét phai twong (rng va ding véi théng tin cia mét
nhan vién tén tai thwc té (du nhan vién dé con lam viéc hodc da nghi viéc) ctia don vi/doanh nghiép;

(ii). Khéng khuyén khich ngudi dung ghi dé thong tin clia mét nhan vién mai vao théng tin da khéi tao
cua moét nhan vién ci (khéng con lam viéc) trwvde dé.

(ii). Trwrong hop cé nhan sy tré lai lam viéc sau khi da chinh thic nghi viéc (bét ké sw tré lai lam viéc
tai cung tram hodc khac tram da nghi viéc trwdc do), thi nhan sw nay van sé dwoc khai bao théng tin nhan sy
md&i nhw thdong 1é binh thuwdng. Quy tac tai kich hoat/lwa chon lai trwong théng tai “Vung [General Area] -
Active Employee” sé khdng dwoc ap dung trong moi treedng hep co lién quan.

- Trong khuén khé s dung hé théng SAP B1 tai [HBG], co s& di liéu tai Nghiép vu Quan Tri Théng Tin
Nhan Suv [Employee Master Data] c6 thé lién d&i hodc/va anh hwdng dén cac van dé sau, néu co:

(i). Bao cao/Bang k&/Bang phan tich lién quan dén doanh sb ban hang/doanh sé mua hang theo nhan
vién cta Cong ty;

(ii). B4o cao/Bang ké/Bang phan tich lién quan dén lvong hiéu qua ban hang/hoa héng mua hang theo
nhan vién ctia Cong ty;

(iii). Bao cao/Bang ké/Bang phan tich Nghiép vu giao dich (hay con goi la “Nghiép vu van hanh”) khac
theo nhan vién hodc Phong-Ban hodc Nhém/Té cong tac;

(iv). Bao cao/Bang ké&/Bang phan tich chi sé KPIs hodc “Cost-Center” theo nhan vién ctia Cong ty.

- Tai liéu nay dwoc xay dwng dwa trén cac dinh nghia chung va théng nhat theo nhirng quy tac nhat quan
do phan mém SAP B1 quy dinh, nhdm muc dich thich nghi héa v&i méi trwong st dung tai [HBG]. Vi vay,
nguwoi dung can lwu y khdong nén hiéu rang day 1a tai liéu chudn muwc duy nhét khi t'ng dung phan mém SAP
B1 tai méi trwong lam viéc khac, néu co.

- Cac trwdng thong tin dwoc ngudi dung khai bao, néu trai hoac xung dét véi nhivng quy dinh dwoc néu tai
Diém 4 tai liéu nay, c6 thé sé dan dén nhirng sai léch vé két qué bao cao hodc tac dong tiéu cuc dén co sé div
liéu chung cua tram.

--- Tai liéu nay thudc ban quyén sé& hiru cia CONG TY CO PHAN HOA BINH ---
--- Nghiém c&m sao chép va str dung ngoai pham vi cong viéc clia Cong ty va cac Bon Vi Thanh Vién dwéi moi hinh thiére -
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6. T6 chirc ngwoi dung va nhan sw
- Nghiép vu Quan Tri Théng Tin Nhan Sw phu hop khai thac déi véi tai khodn ngudi dung SAP B1, nhw
sau:
-- Loai [PRO/P]: Toan quyén truy cap: Thao tac va Tra ctru thong tin;
-- Loai [CRM/C]: Toan quyén truy cap: Thao tac va Tra ciru thong tin;
-- Loai [LOG/L]: Khéng c6 quyén truy cap
-- Loai [FIN/F]: Khéng cé quyén truy cap
- Nghiép vu Quan Tri Théng Tin Nhan Sy phu hgp v&i nhan sy thudc vi tri:
-- Giam dbc/Trwdng phong Nhan su;
-- Chuyén vién quan tri nguén nhan luc - Phong Nhan Swy;
-- Giam déc t6 chirc/doanh nghiép.

--- Tai liéu nay thudc ban quyén sé& hiru cia CONG TY CO PHAN HOA BINH ---
--- Nghiém c&m sao chép va str dung ngoai pham vi cong viéc clia Cong ty va cac Bon Vi Thanh Vién dwéi moi hinh thiére -
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