VTN Hudng dan dang ky nghi phép online

1. M¢ trinh duyét web va truy cap duong dan http:/ims.pvshipyard.com.vn

2. Giao dién man hinh DPang nhap

INTERNAL MANAGEMENT SYSTEM

Tai khoan

Mat khau

Luu y:

¢ Tai khoan dang nhap la tai khoan hé théng ma Céng ty
da cadp cho mdi ca nhan (vi du tuantran, cuongnguyen),
hoac chinh la dia chi email da bo phan md réng
"@pvshipyard.com.vn".

¢ Nhiing ai khéng cé tai khoan/dia chi email thi dang nhép
bang ma s& nhéan vién, VD: MS0001, password: 123465

Poc k¥ phan luu y bén dudi dé dién thong tin dang nhap cho ding. Tai khoan
ma ban ding nhip vao mdy tinh hing ngay, hodc chinh 13 tai khoan email (d3 bo

di phan mé rong @pvshipyard.com.vn) va mat khau email cia moi nguoi.



r

3. Truy cap muc Request / Yéu cau => Absense / Nghi ché d6

| Shipyard

@& Dashboard

¥= Request/ Yéu cdu

Wehicle, Equipment
Work / Lénh sdn xudt

Scaffolding / Gian gido

Absence / Nghi ché do

Procurement

Information / Théng tin

4. Tao phiéu nghi phép méi, chon Add New

Personal Approval

Add New

(Tab Personal 13 ciia minh, tab Approval 1a ciia ngudi quan 1y dé duyét nghi phép)



Absence / Nghi ché dé

Personal Approval

M3 s6 nhan vién: MS9999 Ho va tén: Nguyén Vin A
Loai nghi phép:

P - Nghi phép nam v
Thdi gian nghi:

tlr  Céangay v 07/07/2021 dén  Cangay v 08/07/2021
Ngi nghi: Ly do:

TP. H6 Chi Minh Nghl viéc riéng
Dién thoai lién hé: Ngudi lam thay (néu cd):

090000000 Nguyén Van B

E-mail ngudi quan ly (b3t budc):

cuongly @pvshipyard.com.vn Check ‘ Ly Viét Cudng

Théng tin thém (néu cén):

Close / Bdng Submit / Nép

5. Pién day du thong tin vao Form miu
6. Bam nat Submit dé giri yéu cau nghi phép
7. Luuy:

- Ban c6 thé stra, x04 phiéu néu phiéu dang & tinh trang Cho duyét, bﬁng
cach mé phiéu d6, bAm Stra dé cap nhat lai thong tin, bam Xo4 néu mudn
x04 phiéu nghi phép d6. Thao tic xong bam nit Submit.

- Trong truong hop phiéu di dugce duyét ma ban mudn thay d6i thong tin
nghi phép hodc khong nghi phép nita thi thao tac nhu sau:

Tim va mo phi¢u d6, Bam Revise/Stra doi

Revise/ Stia doi



Revise / Stfa déi X

Phi€u nay d3 dudc duyét. H3y chon kiéu revise:

Q Stra dbi ndi dung va submit lai

Xod phiéu d3 yéu ciu

Nhap ly do (bat budc) ‘

e Sira d6i ndi dung va submit lai
Chon muc nay néu céan sira lai théng tin nghi phép. Vi du nhu thay doi
ngay nghi, loai nghi phép.... BAm OK.
Luc nay toan bd dir li¢u cii s€ cho phép chinh stra.
Sau khi thay d6i xong, tién hanh Submit/Nop lai phiéu véi Revision méi.
e Xo4 phiéu d3 yéu cu
Chon muc nay néu mudn huy phiéu nghi phép. Nhap 1y do vao 6 text
va bam OK.

8. LAy thong tin s6 ngay phép nim con lai nhu hinh

Absence / Nghi ché do

N&m: 2021 Théng tin nghi phép theo nam Théng tin nghi bl toan bo

Dashboard

Request / Yéu ciu
Procurement

7= Information / Théng tin >

Absence / Nghi ché a6

Inventory / Tén kho




