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Chirc nang tinh lwong: Lap bang cham cong NLD

Dé Iap bang chAm céng trong chirc nang tinh lwong, ngwdi dung thwe hién nhw sau:

Bwéc 1: Vao ng dung TaxOnline™ > “Tinh lwong” > “Cham céng lwong ¢6 dinh/ Cham
cdng lwong san pham/ Cham cong lwong thei vu” > Hb tro ngudi dung thwe hién cham
cong nguwoi lao dong theo thoi gian, ghi nhan gio lam, cac khoan phat sinh chi phi hoac khen
thwéng va téng hop thanh bang chdm céng téng hop khi két thuc thang.
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Bwéc 2: Tuy chon hinh thirc chdm céng ma don vi st dung

Muc “Cham céng lwong ¢é dinh”:
Biéu mau nay tw dong lay théng tin ttr vi tri cong viéc lwong cd dinh va théng tin chi tiét nguoi
lao dong twong trng theo vi tri cong  viéc dé dé hé tro ngudi dung thue hién chdm céng, co thé
tao nhiéu 1an chAm céng trong 1 thang hoac tao 1 1an chAm coéng cho nguyén thang, tly theo
mod hinh hoat ddng cta don vi va cach thirc chi tra lwong cho nguwoi lao dong (tra
lwong thang, nira thang hodc lwong tuan...).
Tao 1an chdm cbéng trén danh sach thang bén trai, chon vao dé xuét hién ndi dung bang cham
cong & bén phai, nhap thdi gian can chadm cdng vao hang cham cong tlr ngay . . . dén ngay . . .
> nhan Téng hop lai thoi gian, bén dwdi sé hién ra danh sach ngudi lao ddng trong nhém lwong
cb dinh theo tirng ngay.
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Bang “Gi® vao/ra”: Nguai dung cé thé thuc hién cham cong truc tiép vao bang thong tin nay
hoac tao file mau (co 2 file ho trgr cho cham cong may hoac cham cong bang tay) dé nhap thong
tin cham cdng, sau do thyc hién nap vao wrng dung.
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Bang “Phu cap” va “Thwéng”: thue hién ghi nhan nhitng khoan phu cap (xang xe, cong tac )
...) hoac thuéng (I, tét, doanh so ...) cé phat sinh trong ky cho nguwdi lao dong, lam co s& xuat
théng tin vao bang “Téng hop”.
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Bang “Tong hep”: thirc hién tdng hop toan bg s6 liéu tir 3 bang dau tién dé ghi nhan sb téng
thoi gian lam viéc trong ky va ’Eéng cac khoan phu cap, thuwéng cla ngwdi lao dong, lam co s&
dé xuat dwoc ra bang Ilwvong tong hop va bang lwong tinh thué TNCN.
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Muc “Chém’cﬁng Iwong san 'phém” va “Cham cong lwong théi vu” cach thue hién twong
tw nhw “Cham cong lwong co dinh”, lvu y trong “Cham cong lwong san pham” sé cé thém
2 bang dé ghi nhan théng tin cham cong tinh hwédng theo san pham hoac doanh thu cia nguoi

lao déng.
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Bwéc 3: Nhan “Lwu (F5)” dé lwu lai thdng tin sau khi da hoan tat nhap liéu.

Lwu y: Néu lwu lai xudt hién thdng bao 16i, kiém tra néi dung nao hién thj 16i d6 thi hiéu chinh lai
SO liéu cho dung.



