Hudng dan st dung Time Off

1. Muc dich: Phan hé Time Off dung d€ quan ly nghi phép cta nhan vién

2. Huéng dan st dung:

Giao dién phan mém

| @ Dang nhap vao duong link sau: ................. (link do Quan tri vién cap).

Luu y:
A * Chi dang nhap vao dugc khi dugc cap user & password.
* Cap quyén truy cap ERP Odoo, do b6 phan IT cap dua trén phé duyét cia BGD.

=> Sau khi dang nhéap, ban sé thdy ctra s6 man hinh chinh nhu sau. Pay la man hinh toan quyén st dung cac phan
hé ERP, ban c6 thé sé thay it hon tuy thudc vao quyén truy cap ma ban dugc cap.

() httpsy//erp.daviteq.com/web
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NEu ban lam cho chinh minh, thi vao My Time Off

N&u ban lam gitp déng nghiép, ban vao Approvals
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Time Off  MyTimeoff

All Time Off / TRAN YEN CHAU on Sick Time Off: 0.00 days (2024-01-24)

A= DISCARD

P0G REFUSE  MARK AS DRAFT Time Off Type TO APPROVE APPROVED

o Field: holiday

status_id
s Object: hrleave

SiCk Time Ofﬂ AR Ccmex; { .m'\_n'\anager_\ea\

o Domain: [ ["requires_sll

m’: True 'employee_id: employee_id}

Sick Time Off & Modifiers: {"readonly
. o 0Onchange: 1
Unpaid o Relation: hrleave type
Dates From To
Duration 0.00 Days
Description

Supporting Document o xracH FILE

Mode By Employee -

- Time Off Types: chon loai time off

Employee: default user cta ban, ban cé thé chon lai tén clia déng nghiép, néu ban lam gitp

- Dates: Thaoi gian nghi phép
- Duration: t6ng thoi gian nghi phép

- Description: Ly do nghi phép

Supporting documents: dinh kem cac tai liéu

Khi ban nhan ndt Save, nguoi duyét Time Off cho ban sé nhan dugc email dé nghi duyét phép cho ban. Néu cép trén
cla ban duyét thi nhan nut"Approve", va néu khong duyét, ho sé nhan "Refuse."


https://daviteq.com/en/manuals/uploads/images/gallery/2024-01/EwkmjONOAKgJihtF-image-1706084505168.png
https://daviteq.com/en/manuals/uploads/images/gallery/2024-01/aLmthYPQuPiqCzLQ-image-1706084677428.png

Time Off  MyTimeoff  Overview

Approvals  Reporting  Configuration

{ ¥} TRAN YEN CHAU (daviteq_production_odoo1 5 web_new)
All Time Off / DUONG MINH LE on Unpaid: 16.00 hours on 2024-02-15

save [ENEVYG)

/17 <y 1
FUGGEE [REFUSE | MARK AS DRAFT APPRovEn Outgoingemail  Lognote @ Schedule activity

20 Follow &1 4

Unpaid

v Planned activities ------
/ !
Wl f Today: Time Off Approval for NGUYEN HOL THO
Create and Edit.

DUONG MINH LE in 2024

New Unpaid Request created by TRAN YEN CHAU

None 20 ~ r A . > TS 2 r

Dates From 15/02/2024 To 17,/02/2024 gd| thong bao veé mail cua ngu‘d| quan |y
Management Board / Productionin February
[] Half Day [] Custom Hours - Today
Duration 2.00 Days (16 Hours) NGUYEN HOU THO: 3 day(s) 05/02/2024 - 07/02/2024 TRANYEN CHAU ¢
P —

Description Ve qué an tét .' + Duration (Days): 2.00 = 3.00
Mode By Employee -

TRAN YEN CHAU -6 minuies age
@ Time Off created

Né&u ban |1 ghi sai, ban cé thé "Set to Draft" va sa lai. M6t khi phi€u da dugc duyét va nhan nudt, ban khéng thé x6a
duoc nita, chi c6 ngudi quan ly Time Off cla ban mai cé quyén "refuse" réi xéa don clia ban ma thoi
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