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TONG QUAN
CONTENTS

. Gigi thiéu:
Introduction
1. Muc tiéu: Xem, cdp nhdt va quan ly thong tin tai trang Power Vietjet Home.
Purpose: Viewing, updating and managing information on Power Vietjet Home.
2. Pham vi si¢ dung: Trén toan hé thong Vietjet Home.
Scope: All systems of Vietjet Home.
3. Péi twong sir dung: Tat ca cdc nguwoi ding ¢d User Mis va Admin qudn trj trang Power
Vietjet Home.
Eligible users: All users with User Mis and Admin of Power Vietjet Home.

Il. Céc chirc ning chinh:
Main Functions:

1. Phan quyén st dung
User Authorization
2. Bang nhap
Log-in
3. Thdng tin nhan vién.
Employee Information
4. Cap nhat thoéng tin ca nhan
Updating Employee Information
5. Phé duyét cap nhat théng tin ca nhan.
Approving employee information update
6. Danh ba
Contact List
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Phan 2
Part 2
HE THONG CHU'C NANG
FUNCTIONS SYSTEM

I. Quan ly thong tin:

Information Management:

1. Phan quyén sir dung
User Authorization
T4t ca Can bo Nhan vién Vietlet duoc sir dung hé théng Power Vietjet Home.
All Vietjet staff are eligible to use Power Vietjet Home.

2. Pang nhap
Log-in

a. Budc 1: Nguoi dung truy cap hé thong Vietjet Home theo duong dan
Step 1: Users access to Vietjet Home via the link

https://vietjethome.com

b. Budc 2: Nhap thong tin theo yéu ciu gom tén dang nhap va mat khiu, vao dugc man hinh
Vietjet Home, xem hinh 1.

Step 2: Fill in all required information including username and password, to access to
Vietjet Home home page, see image 1.

Quadn ly
cong van

Lich Tin tic

Vdn héa an todn

W 10SA

Nauoi Vietjet

Qudn Iy tdc vu Ldp hoc Vietjet

(Hinh 1) / (Image 1)

¢. Buéc 3: Nhan vao biéu tugng trén hinh 1, hién thi trang thong tin Power Vietjet Home, xem
hinh 2.

AR \',
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Step 3: Click on the icon on image 1, the system shows a VietjetHome information page, see
image 2

t l- - chio
VleJe Home © | NGUYEN VAN TEST DUYET [Help o
(]
©hh Bang dinh gia Aokt ite @ THONG TIN CHUNG - GENERAL INFORMATION @
KPI & Evaluation (=
. Ho | Tén 16t | Tén | M3 NV | Quék tich NGUYEN | VAN TEST | DUYET | V009999 | Viét Nam
Ejﬂ t’;gn o Last Name | Middle Name | First Name | Employee Code | Nationality NNGUYEN | VAN TEST | DUYET | VJ009999 | Vietnam
Tén thudng goi TESTDUYVET
Théng tin nhn vién #oct Moime
Empioyee information Ngay thang n3m sinh 12/02/1991
Birth Date
Cap nhit thong tin ca nhan Giditinh ¢ Nam (Male) ' Nl (Female)
Update employee information
Gender
Tai chinh Quin I TT | Chikc danh NGUYEN VAN TEST QUAN LY | Kiém soat vién
B Finance Direct Manager Nome | Position NGUYEN VAN TEST QUAN LY | Kiem soot vien
Chd & hién tai 2, Thi trén Vinh Tuy, Huyén Bic Quang, Tinh H3 Giang
Cong viéc Current address
5 Tasis =
SSCMND 250806645
1D number
Danh ba
e Contact list S8 Gién thoai nha | S dién thoai di dong +84972315120

e | Celiphone

Chic danh | Loai hop Gong Tiép vién Trudng | HOLD 01 nam

Tin tirc
News

s Position | Type of labor contract Purser | Fixed Term Contract - 1 Yeor
L Ngdy bt d3u l3m vigc | Ngiy ky HD. 17/06/2019| 17/08/2019
Biéu mau Company Join Date | Controct Stort Date.
2y Forms

Phong ban B Phin Vin Phong

536 790 Division/Deportment

L) 7raining Trinh d8 hoc van Caoing
Education tevel College Degree

"Riige";?ic:m':fe‘?:‘:é‘ Tiinh 3 chuyén mdn Hach todn ktodn
" Professional skil Hoch toan ke ton

NgosingT Tiéng Anh{Chiing chi khic)
Language besi g jon & Score) EnglishiOthers)
Nang khidu ahit

(Hinh 2) / (Image 2)

3. Thong tin nhan vién
Employee Information

a. Truong hop 1: Khi thdng tin nhan vién chwa dugc cap nhat day du.
Case 1: Employee information has not been updated.
i. Budc 1: Nguoi ding chon chiie nang “Théng tin nhan vién™ hé thong s& hién thi canh
bao xem hinh 3.

Step 1: A warning message will pop-up when users choose a function “Employee
Information”, see image 3
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~ Warning!
CnbG nhsn vién Khing duge thyc hign chic
‘ning "In thing tin" do thng tin hign tai chua
auge chp nhit hoge chia Bue duyEt.
(Stoffare not allowed to perform the function
“Print Information” because the current
information has not been updated o approved.)
‘Théng tin nhin vién chita ddy di. Cin b nhin
viEn cin cip nht diy di thang tin cic ngi

+ QUAN HE GIA DINH - FAMILY RELATIONSHIP
+ QUAN HE XA HOI - SOCIAL RELATIONSHIP
+ BANG CAP/ CHUNG CH - ACADEMY/

ox

(Hinh 3) / (Image 3)

ii. Budc 2: T noi dung canh bao xac dinh thong tin CBNV nhu sau:
Step 2: From the warning message, employee information is defined as
- Khong thuc hién dugc chirc nang “In thong tin”, hoac;
Cannot perform a function “Print Information”, or;
- Thong tin chua duoc cap nhat, hoac;
Employee information has not been updated, or;
- Thong tin chua dugc duyét, hoac;
Employee information has not been approved, or;

- Can cap nhat day du thong tin ¢ noi dung sau: Thong tin chung, ho chiéu, thdng tin
nguoi lién he, quan hé gia dinh, quan hé xa hoi, bang cap.

Staff need to update all required fields including: General information, passport,
contact person’s information, family  relationship, social relationship,
qualifications/certificates.

iii. Buéc 3: Bam “OK” va thyc hién chiic nang “Cap nhat thong tin ca nhan”
Step 3: Click “OK” and perform a function “Update Employee Information”
b. Truong hop 2: Khi thong tin nhan vién da duoc cap nhat day du.
Case 2: Employee Informaion has been updated.
i. Céch 1:
First Way

Trang/Page 5/54
Tai liéu nay chzza cac thong tin la tai san cua HDBank.
Cam sao chép, in an dudi bat cir hinh thiic nao néu khong dwoc sy cho phép cua




HDBank'

Cam két lgi ich cao nhét

Huwéng dén sie dung Xem & Cdp nhgt thdng tin trén Power Vietjet Home
User Guide Viewing & Updating information on Power Vietjet Home

- Tai man hinh théng tin chung, nhan vao dé xem thdng tin chi

tiét, hinh 4.

) ) ) Employee Informati i i
On a general information screen, click on to view detalil
information, see image 4.

KP1 & Bang dénh gié
(© fartd

..- THONG TIN CHUNG - GENERAL INFORMATION

Lich
(i) Foi

Théng tin nhan vién
Employee information

Cép nhit théng tin cd nhan
Update emoioyee information
Tai chinh

Finance

=) Cone
() i

Q Danh by
Contsct kst
) Tin tixc

D) News
Biéu méu
9 Forms
mn Teo

Traning

Xép logi & Nhgn xét
Rate & Comments

[ T=TTinlV] )

Ho | Tén 16t Tén | Ma NV Quékc tich
Lost Nome | Middie Nome | First Nome | Employee Code | Nationalry
Tén thang ot

tick Nome

Ngiy thing nsm sinh

&irth Dote

Giditinh

Gender

Quény TT |Chic dankh

Direct Manger Nome | Pestion

Ch3 3 hiEntal

Current oddress

sscunp

IDramber

$5.in thosi nha | S5 dién thoai di déng

Home phone | Cellghane

Chilc denh | Losi hop déng.
Fossen Type of labor controct
Ngby bt @by lam viee | Nghy by KD
Company Join Dote | Controct St Date
Phéngben

DivisionDepartment

Trinh 8 hoe vén

Educotion Level

Trinh 86 chuyén mén

Frofessiono skil

Ngosingd
tongue (Quatifi

Nang khidy
Potientiol| Gited

Ty 54 thidy bin thin (Ning khiu khéc)
Seifintroduce (other skil)

Shthich

Fobby

Xem thng tin chi it

View detoils

NGUYEN | VAN TEST | DUYET | V009995 | Viét Nam
NGUYEN | VAN TEST | DUYET | Wio09933 | Vietnam

TESTOUYET

12/02/1991

# Nam (Male) /N (Female)

NGUYEN VAN TEST QUAN LY | Kiém sost vién
NGUYEN VAN TEST QUAN LY Kiem oot vien

2, Thi triin Vioh Tuy, Huyén Bic Quang, Tinh Ha Giang
250806645

saa912315120

Tiép vién Triing | HDLD 01 nim

Purser | Fived Term Coatroct - 1 Year
17/06/2019 | 17/08/2019

85 Phan Vin Phing

Cao Ding

Coliege Degree

Hach todn ke todn

Audit-Accounting
Tiéing Aah{Ching chi khéc )
English(Others)

ahit

word

dhuch

e

(0]

ii. Hoac cach 2: Chon “Thdng tin nhan vién” nhu hinh 5.

(Hinh 4)/ (Image 4)

Second Way: Choose “Employee Information” as shown on image 5.

vieljet yome

Thongtln  Linhé  Soc khoe Hogtdgng Dénhgié  Taichinh  Tham khao thong tin
/n‘Vletjet Home Information  Contact Health information  Activity ~ Assessment Finance  Referronce

[©)'5 & Bing gin gié
)P & Evaivaton

Cap nhit
Updste em;
Tai chinh
Einance

=) ¢ igc
@

-._ THONG TIN CHUNG - GENERAL INFORMATION ¢

Ho| Tan 6t Tén | M8 NV | Quéc tich
Lost Name | Middie Norme | First tHome | Employee Code | Notionaiity
Tén thuing got

Nick Nome.

Ngby thing ndm sinh

Dateof irth

Giéatinh

Gender

Chik danh | Logi hop ddng

Position| Type oflabor controct

Nghy bt by Lam v  Ngiy kj HD
Compony Join Dote | Contract Start Dote
Phongben

Division Deportment

Quin 1§ TT | Chdc danh

Direct anoger Nome | Pesiton

@ i
Cantact st
Gﬂn tie
) News =
NGUYEN VAN TEST DUVET
\ Bidu miu vafi‘nfﬂ'ﬂlmﬂl nam
| - Purser | Fied Term Controct 1 Yeor

. 0065000

Xép logi & Nhan xét
Rate & Comments
g >

¢ et
Vear of Services at Vietet ir

M8 55 thué thu nihip cé nhdn
Personal income Tax Nomber
Emal Congty | Email ci nbin
Compony email| Personal Emal

N sinh | Nguyén quin
Ploce of birth | Dormicite
Dintéc| Tangisa
Ethnic group | Religion
Tinh trang hdn nhdn
Mrto! status

M5 khdu thubng tri

@ Xnchso
WGUYEN VAN TEST DUYET | Help
; &)

NGUYEN | VAN TEST | DUYET | VJ009999 | Vit Nam
NGUYEN] VAN TEST | DUYET | ia03998 | Vietrom

TESTOUYET
12j02/1991
# Nam (Male) - N@(Female)

Tiép vién Truiing | HOLD 01 nim
Purser | Fixed Term Contract -1 Yeor

17/06/2019 | 17/08/2019

B4 Phin Vin Phing.

NGUYEN VAN TEST QUAN LY | Kiéém sodit vién
NGUYEN VAN TEST QUAN LY | Kiem soot vien
1ném

2year

7099189

Tinh Hoa Binh | Tinh Nght An

Kinh | Phit gido
Kinh | Buddhism

D thin

Single

abe, Thi trin Tay Ding, Huyén Ba Vi, Thanh phé K Ni

iii. Thong tin chi tiét gdm cac tab: Thong tin, lién he, stc khoe, hoat dong, danh gia, t

A\

(Hinh 5) / (Image 5)

chinh, tham khao théng tin. Hinh 6.

ai
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Detail information including: Information, Contact, Health information, Activity,
Assessment, Finance and Reference. See image 6.

V’eyet”ome ? n;;:t‘uvlnrtsvnw:uw o

4 Vietjet Home

Thongtin  Liénhé  Sirc khoe Hogtdgng Dénhgia  Taichinh  Tham khao thong tin
Information  Contact Health information ~ Activity ~ Assessment  Finance ferrence

@ THONG TIN CHUNG - GENERAL INFORMATION =)

/&) KPI & Bing danh gia ey
@z
Ho | Tan 16t | Tén | M8 NV | Qusc tich NGUYEN | VAN TEST | DUYET | VJ009999 | Vit Nam
lk,, Lost Nome | Middle iome | First iome | Emplcyee Code  Notianolty NGUYEN | VAN TEST | DUYET | V1003999 Vietnarm
i) Calendar Tén thudng gol TESTOUYET
Nick ome
T
8 E Ngiy thing ndm zinh 12/02/1991
Dote of birth
Cép nhit théng tin cé nhan Gidi tinh. # Nom (Male) ' N (Female)
Update employee information - Gender
Tai chinh k Chi: danh | Logi hap Gbng Tiép vién Truing | HOLD 01 nim
o: & sl o s
Ny bit dbu lim vide | Ngay kj HD 17/06/2019] 17/08/2019
=) Cong viée Company Join Date | Controct Star: Dote
[E) S D 4 pany
Phangban B3 Phan Vin Phong
0 Danh bg Division/Department
Confact list Quén 1 TT| Chic danh NGUYEN VAN TEST QUAN LY | Kiém sodt vién
Diect Manoger Kame | Position NGUYEN VAN TEST QUAN LY | Kiem soot vien
| VA . | s8nimbnhnghim talVietet A 1nim
NGUYEN VAN TEST DUYET Vear of Services ot Viegjec Alr Iyear
G 2 i STV Intg IS vy e M3 55 thuf thu nhp <& hin 8370091896
| o Purser| Fived Term Cantroct- 1 Year A
006000 e
R0 1o Company email Personal Email

: Not sinh | Nguyén quén Tinh Hoa Binh | Tinh Nght An
Xép logi & Nhan xét Ploce of birth | Domicile
Rate & Comments Din t5c | Tongido Kinh | Phit giéo
e el s
Tinh trang hén nhsn e thin
Marital stotus Single
4 H khdu thudng tri abe, Thi triin Tiy Ding, Huyén Ba Vi, Thinh ph Ha N§i
(Hinh 6) / (Image 6)

iv. Nhan vao tab thong tin can xem, vi du nhu:

Click on each tab to view information of that tab, for example:
- Xem thong tin lién hé: Hinh 7

Contact information: Image 7

Théng tin Lién he ™ Sirc khée Hoatdéng  Danh gia Taichinh  Tham khao théng tin
information \_Conract J Health information  Activity Assessment  Finance Referrence
NGUJI LIEN HE - CONTACT
STT M&i quan hé Ho v tén Pién thoai Noi céng tic Dia chi cd quan
Relationship Full Name Phone Company’s Name Company Address
Daddy +16193578989 X&@ Pai Yén, Huyén Chudng M¥, Thanh ph& Ha N§i
2 Me Mommy +16193578988 zxc
STT| M&i quan hd| Ho va tén| Ngaysinh | CMND/H8 Chigu| Pi&n thoai Ndi céng tic Pia chi cd quan
No | Relationship| Full Nai Date Of Birth| ID/Passport Phone Company’s Name Company Address
daddy 15/07/2020 123, X& Ba Trai, Huy&n Ba Vi, Thanh ph& Ha N&i 33333333333333, X3 Kim Linh, Huy&n Vi Xuyén, Tinh Ha Giang

2 Me mommy  17/07/2020 2323, Andorra ad 13, Andorra
QUAN HE XA HOI - SOCIAL RELATIONSHIP

STT| Hovatén| Bidnthoai Bia chi Bdn vi cing tac Mdi quan hd
Full Nai Phone Company Address Relationship
we 02756162312 55555555555 1244 Dong nghiép ct

2 qwr 02756888881 mmmmmmmmmmmm, Xa Busng Am, Huyén Bac M&, Tinh Ha Giang 666666666, Xa Bao Toan, Huyén Bao Lac, Tinh Cao Bing Céc méi quan hé khac

(Hinh 7) / (Image 7)
- Xem théng tin suac khoe: Hinh 8

Health information: Image 8
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Théng tin Lién hé e khode Hoat déng  Danh gid Tai chinh
Information  Contact [th informa] Activity Assessment  Finance

THONG TIN CHI 56 Cd THE/BODY MASS INDEX INFORMATION

STT | Ngiy Chiu cao (cm) C&n niing (kg) Nhém méu Trang thii cin niing Huyét ép Nhip tim lic nghi Thin nhidt Két luSn
Date Height (cm) Weight (kg) Blood type State Of Weight Blood Pressure Heart Rate At Break Hypothermia Conclusion

Khéng c6 di liéu (No data)

Théng tin chi s6 BMI/BMI Ratio
Gay/Thin: BM| < 18.5

Binh thudng/Normal: 18.5 - 24.9
Thifa cén/Overweight: 25 - 29.9
Béo phi/Fat: == 30

THONG TIN TIEM CHUNG/VACCINATION INFORMATION

Khéng 6 dil ligu (No data)

TIEU sU BENH/DESEASE HISTORY INFORMATION

STT Ngay Ndi kiém tra K&t ludn
Date Examination Place Conclusion

Khéng 6 dil liéu (No data)

(Hinh 8) / (Image 8)

4. Cap nhat thong tin ca nhan.
Update employee information
(Danh cho user nhap)

(For users’ usage)

a. Budc 1: Nguoi ding chon chirc ning “Cap nhat thong tin ca nhan” hé thong sé hién thi
canh béo, bAm “OK” xem hinh 9.

Step 1. Users choose a function “Update employee information”, and click “OK” on a pop-
up warning message, see image 9

- Luuy: Néu thdng tin nhan vién cia CBNV chua dwgc cap nhat hoic chua dugc duyét hé
thdng hién thi canh bao “khéng thuc hién dwoc chirc ning In thong tin”.

- Notes: A warning message “Staff are not allowed to perform a function Print

Information” will pop-up in case of employee information has not been updated or
approved
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Warning!

Cénbg nhin vién Khang due thi hign chilc
ning "In thang tin™ do thong tin hign tai chia
dutgc cap nhit hodc chuta duige duygt.

(Hinh 9) / (Image 9)
b. Bude 2: Nguoi dung nhap cac thong tin sau:

Step 2: Users type in following information:

STT Tén Trudng BitBugc | DU Ghi chd
chinh
No Field’s Name Compulsory Edit Remarks
Thoéng Tin Chung/ General Information
- Bt buc nhap/ Compulsory
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.I THONG TIN CHUNG - GENERAL INFORMATION (*) 5

“Cdc théng tin dudc cdp nhét dudi ddy nhdm muc dich phuc vu céng tdc nhén su do dé dé nghi cdec CBNV cdp nhét day
dd va chinh xdc nhdm ddm bédo quyén lgi va ché dé cho CBNV”

“All information below serve the work of PD so please update all required information correctly to ensure your rights and benefits”

(Cdc trudng/muc cé déu () IG bdt budc nhdp théng tin / All fields/boxes with star sign (*) is compulsory) @

Ho | Tén L6t | Tén | M& NV | Quéc tich (%) NGUYEN | VAN TEST | DUYET | VJ009999 | Viét ‘.NGUYEN |

Last Name | Middle Name | First Name | Nam .

Employee Code | Nationality NGUYEN | VAN TEST | DUYET | V009999 | Vietnam ‘VAN TEST |
DUYET |
V009999 |
‘ Vietnam | Viét Nam M

Tén thudng goi TEST DUYET ‘ TEST DUYET |

Nick name L

Ngay thang ndm sinh 12/02(1991 ‘ 12/02/1991 |

Birth Date L

(Hé théing 5& miic dinh hi€u Id ngéy 01 vé thdng 01 vdi triidng hdp khdng cd ngdy hodc khéing cd thdng / The system will automatically fill in the first date
(01st} and first month {January) for cases without date and month or the first date (01st) for cases without date)

Gidi tinh ¥/ Nam (Male) || Ni¥ (Female) ‘ Nam | Male .
Gender \
Chujc‘danh | Loai hdp d&ng Tlép\rlerl. Trudng | HDLD 01 ndm ‘ o | e .
Position | Type of labor contract Purser | Fixed Term Contract - 1 Year .

‘ HBPLB 01 nam | Fixed Term Contract ... ¥
Ngay bt d&u lam viéc | Ngay ky HD 17/06/2019 | 17/08/2019 ‘ 17/06/2019 |
Company Join Date | Contract Start Date \

‘ 17/08/2019 |

Email Céng ty | Email cd nhan (*) testaccount1003@vietjetair.com | testaccount1003@vistjetair com |
Company email | Personal Email testaccount1003@vietjetair.com \ J

| testaccount1 003@vietjetair com |
Ndi sinh (*] | Nguy&n quén (*) Thanh phé Ha N§i | abc, Australia

|V|etnam | VIiEt Nam -

Place of birth | Domicile

| Thanh phé Ha N&i | Ha Noi

|Austra\ia | Uc M

[abc ]
Dan tdc | Tén gido Kinh | Khéng | Kinh <|
Ethnic group | Religion Kinh | None . J

| Khong | None M
Tinh-trang hén nhén D?c thin |DE>C than | Single -
Marital status Single L J

2 N P - - o o

H& kh&u thl!dn‘g i (*) 17‘3 abc, X3 Ba Trai, Huy&n Ba Vi, Thanh phé | Vietnam | Viét Nam .
Permanent residence Ha N&i

4

| Thanh phé Ha N6i | Ha Noi

4

| Huyén Ba Vi | Ba Vi District

| Xa Ba Trai | Ba Trai Commune M

|123 abc |

Dinh kém file hé kh&u dé thay d&i théng tin (*) /
Attach permanent residence files to adjust the
information (*)

Choose Files

logo_12.png @ O X
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S8 dién thoai nha | S6 dién thoai di dong (*) 035878888 | 0342424289 ‘.035878888 ‘
Home phone | Celiphone . .
10342424289 |
Facebook | Viber | Zalo | Wechat | WhatsApp | facebook.com/abcxyz | 0| 0342424282 | ‘ facebook.com/abcxyz ‘
Instagram | Linkedin | Khac | Other 0342424282 .
0 |
10342424282 |
‘ 0342424282 ‘
‘ WhatsApp ‘
‘ Instagram ‘
‘ Linkedin ‘
| Knac |
Nang khiu(*) Pé bong, ca hat Dé béng, ca hat

Potiential | Gifted
L )
(NEu 6 thi dign théng tin, vi du ca hdt, chai thé thao (dd banh, céu 6ng, tennis, boi 18i...), cd vua, cd tudng. Néu khdng cé thi ghi khéng / If yes, please fill
in information. I.e: singing, playing sport (soccer, badminton, tennis, swimming...), chess. If no, please type "No")

Tu gidi thiéu ban thén (N3ng khigu khac)(*) Khéng ( Khén
Self introduce (other skill) ¢
J |
S thich(*] Khéng knan |
Hobby ¢
y
Ho, tén I6t, tén Thong tin duoc lay tir hé
1 Last name, middle name, first thong
name Information is already
M3 NV available on the system
2
Employee code (Staff ID)
Quéc tich X X
3
Nationality
Tén thuong goi x | Thong tin dugc ldy tir hé
4 ) thong
Nick name _ _
' Information is already
5 Ngay thang nam sinh X" | available on the system
Birth date
Giai tinh X
6
Gender
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Chac danh X
7 .
Position
. Loai hop ddng X | Thong tin duoc ldy tir hé
Type of labor contract thong
Ngay béit dau 1am viéc Info_rmanon is already
9 available on the system
Company join date
. Ngay ky hop ddng
1
Contract start date
" Quan ly truc tiép/Chirc Danh
Direct manager name/ Position
, M4 s6 thué thu nhap ca nhan
1
Personal income tax number
Email Cong ty
13 _
Company email
Email ca nhan X X
14 _
Personal email
Noi sinh X X
15
Place of birth
Nguyén quan X X
16 o
Domicile
Dan toc X
17 )
Ethnic group
Ton giao X
18 o
Religion
o Tinh trang hén nhan X
1
Marital status
Ho khau thuong tri X X
20 Permanent residence
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Dinh kém file h¢ khau X X
21 | Attach a family registration
book
o Nhan L™ | 4& upload Ho khau 18n hé théng.
Click on L7 [ 5 upload Family Registration Book to the system

e Nhin @ & xem hinh anh H¢ khiu di upload 1én hé théng.

Click on ‘@ to view the image of Family Registration Book uploaded on the system
o Nhin © dé x6a hinh anh Ho khéu da upload 1én hé théng.

Click on o to delete the image of Family Registration Book uploaded on the system

e Nhian & dé tai hinh anh Ho khau da upload 1én hé théng.

Click on e to download the image of Family Registration Book uploaded on the system

Chd & hién tai X X
22
Current address
S dién thoai nha X
23
Home phone
y S6 dién thoai di dong X X
Cellphone
Facebook/Viber/Zalo/Webchat X
/WhatsApp/Instagram/Linkedi
n/Khac
25
Facebook/Viber/Zalo/Webchat
/WhatsApp/Instagram/Linkedi
n/Others
Ning khiéu X X | Vidu ca hdt, choi thé thao
Potential/ Gifted (dd banh, cau long,
tennis, boi lgi...), co vua,
Co tuong..

26 Ex: singing, playing sport
(soccer, badminton,
tennis, swimming...), chess

)7
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Ty gidi thi¢u ban than (nang X
khiéu khac)

27| self introduction (Other skill)

S6 thich X
Hobby

28

e  Luu thong tin chung nhéan
To save general information, click on

+* Ngoai Ngit/ Language besides mother tongue
- Bit budc nhap/ Compulsory

% NGOAI NGU - LANGUAGE BESIDES MOTHER TONGUE(*)

Ngoai ngif 1 - 1% Foreign Language

Ngoai ngii (*)| Loai béng(*) | K&t qua(*) Ti€ng Anh | Chiing chi ti€ng Nhat
Language | Qualification Level | Result English | Japanese certificate

Ngay cdp | Ngay hét han
Date of Issue | Expiry date

‘T\éng Anh | English v

‘ Chirng chi tiéng Nhat | Japanese cert... ~

‘ Két qua |

‘ Ngay cap ‘

‘ Ngay hét han ‘

Binh kém file bing ngoai ngll d€ thay di théng
tin / Attach foreign language certificate files to
adjust the information

Choose Files
(Tru'dng hap khéng dinh kém vui ldng chan Iy do /
If not, please choose the reason)

[SL’r dung dwoc ngoai nglr nhung khé... ™

Add Save Foreign Language

Ngoai nglr X X
29

Language

Loai bang X X
30

Qualification level
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Tén chirng chi X X | Nguoi dung phai nhap tén
ching chi khi chon
“Chung chi khac” & phan
loai bing

Certificate’s name

31 Users have to key in
certificate’s name when
choosing “Others” on
qualification level field

Két qua X X
32
Results
Ngay cip X
33 _
Date of issue
Ngay hét han X
34 )
Expiry date
25 Pinh kém file bang ngoai ngit X X
Attach language certificates
Chon ly do khong dinh kém file X X | Bét budc Chon ly do néu
ngoai ngl khong upload file bang

36 Choose a reason for not cap

attaching language certificates Choosing a reason is
compulsory if users do not
attach certificates

A< 13 RESNEN Add
e  Thém van bang ngoai ngtr nhan .

To add more language certificates, click on m

< M . ~ X Save Foreign L
e  Luu van bang ngoai ngr nhan
. . : : Save Foreign L
To save language certificates information, click on
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¢ CMND/ Identity Information

- Bit budc nhap ddi véi nhan vién Viét Nam/ Compulsory for all Vietnamese staff.

% CMND - IDENTITY INFORMATION(*) ®

@Viét Nam O Foreign

CMND/Cin cudc cong dan 1 - 15t [dentity Card

$6 CMND/Cén cudic cong dan*] "S@ CMNDICCCD
ID number/Citizen Identification .

Ngay cdp(*) | Noi cip(*)
Date of Issue | Place of Issue

‘Ngay cap (dd/immi/yyyy) ‘
(HE théng s& mdc dinh hi€u Id ngdy 01 vé théng 01 vdi ‘ - Chon | Select - M

triidng hop khing cé ngdy hodic khéng cd thdng / The
system will automatically fill in the first date (01st) and
first month (January) for cases without date and

Dinh kém file CMND dé thay dgi théng tin{*) / Attach
identity information files to adjust the information(*)

month or the first date (01st) for cases without date) Ehooselliles

[ Ho&c st dung hinh anh xac thuc bdng CMND / Or
using authentication images of national ID card( )

Add | Save Identity Information

S6 CMND/Cin cude cong dan X X
37 | (CCCD)
National ID Card number
Ngay cip X X
38 _
Date of issue
Noi cap X X
39 _
Place of issue
Pinh kém file anh X X
40 CMND/CCCD
Attach images of national ID
card
o Nhan L°=™ [ khi sit dung hinh anh CMND/CCCD dugc chup tir thuyét bi nhu dién thoai,
may tinh...
Click on L™ | \when you use your ID images saved in your electronic devices such as

mobile phones or computer
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[ Ho#c sti dung hinh &nh xac thuc bang CMND / Or

o ing authentication i fnational ID card - N AL

e Hoic tich chon using authentication images of national ID card( ) khi st dung hinh anh truc tiép tir
eKyc.

[ Ho#c st dung hinh anh xac thue bang CMND / Or
using authentication images of national ID card( )

Or tick on when you use image from eKyc

e Khi them CMND/CCCD nhén hoic x6a CMND/CCCD nhan

Click on m to add a national 1D card or Wl to delete it

z Save Identity Information
e Luu CMND/CCCD nhan _

. . Save Identity Information
To save national ID card, click on _

e Luuy:
Notes:

+ Néu ngudi Vit Nam phai tich chon © Vi€ Nam ya nhap c4c truong thong tin trén,
Vietnamese staff have to tick on ® ViE¢Nam 44 key in all above fields

+ Néu nguoi nudc ngoai phai tichchon VISt Nam = Foreizn  pithysc nhap cac

truong théng tin Ho chiéu.

Expats have to tickon © Vi€t Nam @© Foreign 5.4 key in all compulsory fields
in passport section.

% Giay phép lai xe (GPLX) / Driving License
- Khéng bét budc nhap/ Optional
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% GPLX - DRIVING LICENSE ©
GPLX 1 - 1% Driving License
Hang(*) | Ndi cap(*) A2 | CAQuang Nam |A2 <
Class | Place of Issue ‘ ‘
CA Quéang Nam
Ngay cap(*) | Ngay hét han 01/07/2020 ‘ 01/07/2020 ‘
Date of Issue | Expiry date J
‘ Ngay hét han (dd/mmiyyyy) ‘
Binh kém file GPLX d& thay déi théng tin(*) /
Attach driving license files to adjust the
information(*)
Choose Files
GPLX.JPEG @ © L
GPLX 2 - 2" Driving License
Hang(*) | Ndi cap(*) B2 | CATPHCM | B2 o
Class | Place of Issue ‘ ‘
CA TPHCM
Ngay cap(*) | Ngay hét han 08/07/2020 ‘ 08/07/2020 ‘
Date of Issue | Expiry date J
‘ Ngay hét han (dd/mm/yyyy) ‘
Dinh kém file GPLX dé thay déi théng tin(*} /
Attach driving license files to adjust the
information(*)
Choose Files
GPLX1_12.JPEG @ © X
Hang X X
41
Class
Noi cap X X
42 )
Place of issue
Ngay cap X X
43 _
Date of issue
Ngay hét han X
44 _
Expiry date
binh keém file GPLX X X
45 | Attach images of driving
licenses
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o Nhén L= | 4& upload GPLX Ién hé théng:

Choose Files

Click on to upload driving license to the system
+ Nhan @ @& xem hinh anh GPLX d4 upload 1én hé théng
Click on ‘@ to view images of driving license uploaded on the system

+ Nhin © 44 x6a hinh 4nh GPLX da upload 1én hé¢ thdng.

Click on o to delete images of driving license uploaded on the system
+ Nhén == dé tai hinh anh GPLX da upload 1én hé théng.
Click on e to download images of driving license uploaded on the system

e Khi them GPLX nhan m hoic x6a GPLX nhan

Click on to add driving licenses or click on Wil to delete them

x Save Driving License
® Lwu GPLX nhan _
. ; . Save Driving License
To save driving licenses, click on

< Ho chiéu/ Passport

- Bat budc nhap dbi voi nhan vién nudc ngoai
This section is compulsory for all expats

- Khdng bat budc nhap doi véi nhan vién Vit Nam
This section is optional for all Vietnamese staff

= HO CHIEU - PASSPORT(*) ©
Ho chiéu 1- 1 Passport Khéng cé hd chidu
(No passport)

Tén trén hd chiu(") ‘ Hotén
Full name as per Passport —

S8 hé chiéu(™) | Quéc gia cip(™) ‘ 6 hé chidu
Passport number | Issuing country - -

Ngay cdp | Ngay hét han ‘Nga-.- cép
Date of Issue | Expiry date

\
‘ — Chon | Select — . ‘
|
|

‘ Ngay hét han

Binh kém file hé chifu d& thay d8i thang tin(*) / Attach passport files
to adjust the information(”)

Choose Files

HoZc sif dung hinh &nh xéc thuc bing hé chigu / Or using
authentication images of passport{ ]

Tén trén ho chiéu X X
46

Name on passport | ‘x}fx' ¥
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S6 ho chiéu X X
47

Passport number

Qudc gia cap X X
48

Isssued country

Ngay cap X
49 _

Date of issue

Ngay hét han X
50 )

Expiry date

¥l Khéng cé hé chiéu

X A LA SA s N No passport,

e Néu khdng c6 ho chiéu tich vao (No passpory
| Khéng cé hé chiéu

If you do not have a passport, tick on (No passport)

Choose Files

e Nhén dé upload Ho chiéu Ién hé thong

Choose Files

Click on to upload passport images to the system

+ Nhan ‘@ @& xem hinh anh Ho chiéu da upload 1én hé théng
Click on ‘@ to view images of passport uploaded on the system
+ Nhin @ 4 x6a hinh anh Ho chiéu da upload 1én hé théng

Click on o to delete images of passport uploaded on the system
+ Nhén ke dé tai hinh anh Ho chiéu da upload 1én hé thong.

Click on e to download images of passport uploaded on the system

Hoic
Or

Hodc st dung hinh dnh xéc thu'c bing hé chigu [ Or using

« Tich chon authentication images of passport [ )

tiép tir eKyc.

khi st dung hinh anh truc

Hodc stf dung hinh &nh xéc thuc bing ha chidu / Or using

Tick on authentication images of passport { |

eKyc
e Khi thém Hé chiéu nhan m hodc x6a Ho chiéu nhin

in case of using images from
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Click on to add passports or click on to delete them

R e z Save Passport
e Luu Ho chiéu nhan
. Save Passport
To save passport, click on

% Thong tin ngwai lién hé (Nhap thong tin 02 nguoi lién h¢)
Contact person’s information (Key in at least 02 contact people)

Bit budc nhap
Compulsory

:. THONG TIN NGUOI LIEN HE - CONTACT PERSON’s INFORMATION (*)

Nguidi lién hé 1 - 1° contact Person
L3 CBNV t3p doan|")

Cé(Yes) # Khéng(Ma)

caporaeamples [1otng o
Ho v t&n("} | M&i quan h&("} Daddy | Cha |Daddy
Name | Relationship Daddy | Father

|Cha | Father
58 gign thosi ring(") | 56 dign thosi cd quan | Email(”] +16193575989 5193575950

Personal phone mumber | Company phone number| Email

Tén cng ty| Bia chi cdquan

Company’s Name | Company Address

Nguidi lién hé 2 - 2™ Contact Person
L& CBNV tip dodn|")

ABC | X3 ai ¥én, Huyén Chudng M¥, Thanh phé H N&i

Cé (Yes) « Khéng(Mo)

| S6 dién thoai co quan

# Khdng cd email / No email

Email

|ABC

|V\etnam | Vigt Nam

|Thénh phd Ha Ndi | Ha Moi

|Huyér| Churong Mj | Chuong My District

|Xﬁ Bai Yén | Dai Yen Commune

|Sﬁ nha, dwéng

s comraeanploees [1oing Mo
TR P
Hova ténl")| & quan (| Mommy | Me |Mommv
Name | Relaticnship Mommy| Mother
| Me | Mother
58 dién thoai rigng]*] | 58 dién thogi cd quan | Email(*] +16193578988 16193578988
Personal phane number | Company phane number | Email
|Sﬁ @ién thoai cor quan
# Khéng cé email / No email
Tén cbng ty| Bia chi cd quan ™ |m

Company’s Name | Company Address

|-- Select couniry | Chon qut‘)c gia-—

|—— Chon Tin/Thanh phé | Select Province/City —

|-- Chon QuanMuyén | Select District -

|-- Chon PhudmgXa | Select Ward —

|
|
|
|
Email |
|
|
|
|
|
|

|Sﬁ nha, dwéng

Save Contact Person's Information

61 La CBNV tap doan X X
As corporate employee

Ho va tén X X
52

Full name
53 | Mbi quan hé X X
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Relationship

o S6 dién thoai riéng
Personal phone number

- S6 dién thoai co quan
Company phone number

Tén Cong ty
56

Company’s name

bia chi co quan
57

Company address

n . NFETR A e Save Contact Person's Information
e Luu thong tin nguai lién hé nhan
, . . . Save Contact Person's Information
To save contact person’s information, click on

¢ Thong tin Pang

- Khéng bét budc nhap
Optional

Communist party information

Thé Dangvién | Noi cdp
Communist Party membership Card | Issued
place

Ngay két nap | Ngay chinh thic
Date of Admission | Official Date

S THONG TIN DANG - COMMUNIST PARTY INFORMATION

05170223 | Dang b0 khoi co quan kinh te
trung uong

01/04/2020 | 07/05/2020

®

‘05170223 ‘

‘Dang bO khoi co quan kinh te frung uong ‘

‘01:0432020 ‘

‘0750532020 ‘

Binh kém file thé Dang dé thay d&i thdng tin /
Attach communist party information files to
adjust the information

Choose Files

GPLX15.JPEG @ @ L

Save Communist Party Information
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Thé Bang vién X
58 | communist party membership
card

Noi cap X
59
Issued place

50 Ngay két nap X
Date of admission

Ngay chinh thirc X
Official date

61

binh kém file th¢ Bang X X

62 | Attach images of communist
party membership card

z Choose Files

e Nhan dé upload the Dang Ién hé théng.

Choose Files

Click on to upload communist party membership card to the system

+ Nhan @ & xem hinh anh the Dang da upload 1én hé thong

Click on ‘@ to view images of communist party membership card uploaded on the
system

+ Nhin © d& x6a hinh dnh thé Péang da upload 1én hé théng.

Click on 0o to delete images of communist party membership card uploaded on the
system

+ Nhan e dé tai hinh anh thé Pang d3 upload 1én hé théng.

Click on ke to download images of communist party membership card uploaded on
the system

e Xoa thong tin Pang nhan

Click on to delete communist party information

n . . X Save Communist Party Information
e Luwu thong tin Pang nhan
. . . . Save Communist Party Information
To save communist party information, click on
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*%+ Hoan canh séng
Living Situation

- Bat budc nhap
Compulsory

a HOAN CANH SONG - LIVING SITUATION(*) ®

Ban than{*)
Personal situation

T gidi thiéu ngdn gon ve badn thdn CBNV / Brief self~introduction

Gia dinh({*)
Family situation

)

Gidi thidu ngdn gon vé thanh phéin Gia dinh cia CBNV, VD: Gia dinh céng chifc, Gia dinh cé céng vdi
cach mang, Gia dinh vién chdc, Gia dinh vdn hda, ... / Brief introduction of employees’ family, for
example: Family members working as civil servants, government officials, family members with
meritorious services to the revolution,...

Bia phudng(*)
Local situation

Gidi thidu ngdn gon vé dia phu'dng séng cda CBNV, VD: Khu phd vdn Rda, ... / Brief introduction of
local residential area

MNhan xét cda quan by
Management cormments

Sawve Living Situation

Ban than X X | Ty gigi thidu ngan gon vé

63 | Personal Situation ban than CBNV

Brief self-introduction

Gia dinh X X | Giéi thiéu ngan gon vé
thanh phan Gia dinh cua
CBNYV, VD: Gia dinh
cong chuc, Gia dinh c6
cbng véi cach mang, Gia
dinh vién chure, Gia dinh

Family Situation

64 van hoa, ...

Brief  introduction  of
employee’s  family, for
example: family members
working as civil servants,
government officials, 4
family members with ¥/ F
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meritorious services to

revolution
Dia Phuong X X | Giéi thiéu ngin gon vé dia
Local Situation phuong sdng cua CBNV,
65 VD: Khu phé vian hoa, ...

Brief introduction of local
residential area

A . N > A X Save Living Situati
e Luu thong tin hoan canh song nhan
- . . . . . Save Living Situati
To save living situation information, click on

** Quan h¢ gia dinh (Nhap téi thiéu 02 nguoi than)
Family Relationship (Key in at least 2 relatives)

- Nhap thong tin nguoi than bao gom: B me rudt, anh chi em rudt, vo/chong, con, CBNV
can nhan nat Thém dé cap nhat day da nguoi than caa minh.
Key in relatives’ information including: legal parents, legal siblings, legal spouse, legal
children, users have to click on “Add’ button to fully update all relatives.

- Bét budc nhap
Compulsory
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A{'a QUAN HE GIA BINH - FAMILY RELATIONSHIP(*) @

-(*) | Chon | Select — v
Tinh trang{*) | M3t (Pass Away) | Con (Alive) | — Chon | Select — .
Status -

La CBNV tip doan(”) [ 6 (¥es) [/ Khdng (No) | Chon | Select — .
As corporate employees _
Hovaten) | Ho va tén |
Full name
Dién thoai(™) | Email(”) [l Khéng cd = dién thoai / No phone number
Phone | Email |D &n thoai |
(N6i dung quan trong, vui Iong cung cdip chinh xdc./ Important - -
T e T e ) ) Khéng cd email / No email

| Email |

Ngay sinh(*} | CMND/H8 Chiéu

| MNgay sinh (dd/mm/fyyyy) |
Birth Date | 1D/ Passport number

|CVIND.-'HG Chiéu |

(HE théng s& mdc dinh hiéu [d ngdy 01 vd thdng 01 v trudng hgp khéng cd ngdy hodc khéng o6 thdng ./ The system will autometicolly fill in the first date (01st) and first month (January) for coses without
date ond month or the first date (015t for cases without date)

Bia chil*)

— Select country | Chon qudc gia — v
Address | o 4 d

| - Chon Tinh/Thanh phé | Select Province/City — -

|-- Chon Quan/Huyén | Select District — '|

| — Chon Phrérng/Xa | Select Ward — v

|D_a chi dwong

Tén Céng ty | Bia chi c quan

|Tén Cdng ty
Coempany's Name | Company Address
| -- Select country | Chon qudc gia - -
| -- Chon Tinh/Thénh phé | Select Province/City - -
|—— Chon Quan/Huyén | Select District — v
| -- Chon Phurdng/x3 | Select Ward — -
|D_a chi dwing |
Chon méi quan hé X X
66 ) _
Relationship
Tinh trang X X | Néu nguoi than da mat thi
hi can nhap Ho va tén
Status chi can nhap Ho va te

67 If relatives have passed

away, users only need to
key in full name

68 La CBNV tap doan X X
As corporate employee

Ho va tén X X
69

Full name

bién thoai X X

70
Phone number

71 | Email X X
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Ngay sinh X X
72

Birth date
. CMND/H¢ chiéu X

ID/Passport number

bia chi X X
74

Address

Tén Cong ty X
75

Company’s name

bia chi co quan X
76

Company address

e Khi thém méi quan h¢ gia dinh nhan m hoic x6a nhan

. Add . .
Click on - to add new relatives or click on lksil to delete them
e [Luu thong tin Quan hé gia dinh nhin

To save Family Relationship information, click on

+** Quan h¢ xa hpi

Social Relationship
- Nhap thong tin quan hé x& hoi gdm: Pong nghiép ci, ban.

Key in social relationship including: former colleagues, friends.
- Khéng bét budc nhap

Optional
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Quan h& x3 hai 1 - 1t Social Relationship

ia®3 QUAN HE XA HOI - SOCIAL RELATIONSHIP

@®

Quan h&(") -
R:JZ':fo:shr'p ‘ Chon | Select — |
La CBNV tip doin €6 (Yes) [ Khéng (No) ‘ Chon | Select — _|
As corporate employses
Ho v tén(™) ‘ Ho va tén |
Fuil name
zin th‘oEai | I_Ermail ‘ S dign thoai |
ne | Lmail
(Wi dung quan trong, vui Idng cung cdp chinh xdc / Important Khéng c5 email / No email
content, please provide it accurately) ‘E\‘Wal |
g;::::ﬁng & ‘ - Select country | Chon quéc gia — v |
‘ -- Chon Tinh/Thanh phd | Select Province/City - v |
‘-- Chon Quén/Huyén | Select District — '|
|- Chon PhutmglXa | Select Ward — |
‘SG nha, diremng |
Téncéngty\f)ia(l.hicdquan » ‘Tén Céng ty |
Company’s Name | Company Address
‘,, Select country | Chon gudc gia — '|
‘ - Chon Tinh/Thanh phd | Select Province/City — N |
‘-- Chon Quén/Huyén | Select District — '|
|- Chon PhutmglXa | Select Ward — |
‘Sc’: nha, diréng |
Quan hé X X
77 ) _
Relationship
La CBNV tap doan X
78
As corporate employee
Ho va tén X X
79
Full name
bién thoai X
80
Phone number
81 | Email X
bia chi cbng tac X
82
Address
Tén Cong ty X
83
Company’s name
bia chi co quan X
84
Company address
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. Add - . . .

Click on - to add new social relationship or click on

e Luru thong tin Quan hé x4 hdi nhan
To save Social Relationship information, click on

Delete

e Khi thém méi quan hé xa hoi nhan m hodc x6a mi quan hé x& hoi nhan

to delete it

Optional

+« Kinh nghiém lam viéc trwéc khi vao VietJet
Working Experience
- Khéng bét budc nhap

Lam viéc tai - Worked at: abc(*)

Tl théng - D&n thang (*)
From-To

Chifc danh gan nhét | Loai kinh nghiém
Last position | Type of experience

Nhiém vu

Responsibility

Théng tin lién hé dé xac nhén
Address & phone verification

ﬁ KINH NGHIEM LAM VIEC TRUGC KHI VAO VIETJET - WORKING EXPERIENCE

05/2020 - 05/2026

abc | Hé trd kinh doanh/ H8 trg tin dung
abce | Business support / Credit assistance

‘abc

‘ 11/05/2020

‘ 15/05/2026

‘abc

‘M‘iér“ vu

Théng tin li&n hé déxdc nhin

el

Binh kém file kinh nghiém lam viéc dé thay dgi
thong tin / Attach working experience files to
adjust the information

Choose Files

KinhNghiemLamVieci.png @ © X

Save Working Experience

®

‘ Hé tro kinh doanh/ Hé tro tindung | ...~

Last position

Lam viéc tai X X | Nhap tén cong ty da lam
g5 | Working at Viée trude do
Key in your former
companies’ name
o6 Tur thang dén thang X X
From - To
Chuc danh gan nhét X
87
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Loai kinh nghiém X

Type of experience

Nhi¢m vu X

Responsibility

Théng tin lién hé dé xac dinh X

Address and phone verification

binh kém file kinh nghiém lam X
Viéc
Attach a resume describing all

your former working
experience

Choose Files

Nhan dé upload file kinh nghiém lam viéc 1én hé thdng

Choose Files

Click on to upload a working experience resume to the system

+ Nhan ‘@ dé xem file kinh nghiém 1am viéc di upload Ién hé théng
Click on ‘@ to view the working experience resume uploaded on the system
+ Nhin @ 4é x6a file kinh nghiem 1am viéc da upload Ién hé théng

Click on o to delete the working experience resume uploaded on the system
+ Nhan B dé tai file kinh nghiém lam viéc da upload 1én hé thong.
Click on ke to download the working experience resume uploaded on the system

X6a thong tin kinh nghiém 1am viéc nhan , thém kinh nghiém lam viéc

nhan

Click on to delete working experience information, or click on to add new
working experience information

Luwu thong tin Kinh nghiém lam viéc nhan
To save Working Experience, click on

% Cong viéc hién tai
Current Job

- Khéng bt budc nhap

Tai liéu nay chzza cac thong tin la tai san cua HDBank.
Cam sao chép, in an dudi bat cir hinh thiic nao néu khong dwoc sy cho phép cua HI

Trang/Page 30/54




!"!R?ahnkht Huwéng dén sie dung Xem & Cdp nhgt thdng tin trén Power Vietjet Home
User Guide Viewing & Updating information on Power Vietjet Home

Optional

aa CGNG\HEC H|EN TAl - CURRENT JOB @
Lam viéc tai/Working at:
T ngay - B&n ngay Hién tai | Hién tai ‘
From-To — /
Chifc danh gan nhét | Loai kinh nghigm Chuy&n vién |Chuyén AT ‘
Last position | Type of experience Chuyen vien J

|Lea| kinh nghiém ‘

Tir ngay dén ngay Thong tin duogc lay tir hé

92 thong

From-To

Che danh gén nhét Information is default on

93 the system
Last position

o1 Loai kinh nghiém
Type of experience

% Bing cap/Ching chi
Qualification/Certificate
- Bat budc nhap

Compulsory
@ BANG CAP/ CHUNG CHi - ACADEMY/ CERTIFICATE(*) )

- (%) ' '
|-— Chon | Select -- v

La trinh d6 hoc van(*) Il co(Yes) | Khong (No) |__ Chon | Select — .

Education Level

Truding(*} | Hinh thic dao tao(*) | . x |
Trwérng cap

Institute Name | Form of Education L J
|—— Chon | Select — - |

Thdi gian d&o tao: TUndm | D&n ndm l . l
Tir nam

From | To (Year)
[E)én nam l

Chuyé&n nganh(~) | Xép loai | Ngay cdp bang |,, Chon | Select — -

Major | Classification | Date of Certificate L J
|-— Chon | Select - -

|Ngay cAp (da/mmiyyyy) |

Théng tin lién hé xac minh(*}

Address & phone verification

(Théng tin ho t&n va s8 dién thoai cia Gido vién hudng

dén/ Gido vién chu nhiém/ Phéng ddo tao - s dién

thoai cdo phong ddoe tao/cda trudng / Instructor’s Full

Name and Phone Number / Instructor / Head Teacher

/ Training Room - Training Office / School’s Phone

Number)

]

Binh kém file bing cdp/ching chi dé thay d&i théng
tin{*} / Attach Academy/Certificate files to adjust the
information(*)}

Choose Files

Add Save Academy/Certificate ‘
.l
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Trinh do hoc van X X
95
Education level
Truong X X
96 o
Institution name
Hinh thic dao tao X X
97 _
Form of education
Thoi gian dao tao X
98
From —To (Year)
Chuyén nghanh X X | Néu chon chuyén nganh
Major khéac }hl Ca\n nhap Tén
chuyén nganh
99 )
Users have to key in
major’s name in case of
choosing “Others” option
Xép loai X
100 o
Classification
Ngay cap bang X
101 | Issued date of
certificates/qualifications
Thong tin lién hé xac minh X X | -Thdng tin ho tén va sé
Address and phone verification dién thoai cﬁa_fslac_)Awen
hudng dan/ Gido vién chu
nhiém/ Phong dao tao — s6
dién thoai cua phong dao
tao/cua truong.
Instructor's Full Name
102
and Phone Number /
Instructor / Head Teacher
/ Training Room -
Training Office / Institute’s
Phone Number)
-Néu nhap Théng tin lién
hé xac minh thi khéng bét
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budc Pinh kém file bang
cap/chung chi.

Qualifications/certificates
files are not required if
verification  information

provided
103 | Pinh kém file bang cip/ching X X | Néu dinh kém béng
chi cap/chang chi thi khéng

bat budc nhap Thong tin
lién hé xac minh.

Attach
qualifications/certificates
Verification information is
not required if
qualifications/certificates
files attached

Choose Files

e Nhén dé upload file Bang cip/Chung chi 1én hé théng.

Choose Files

Click on to upload qualifications/certificates to the system

+ Nhan ‘@ @é xem file Bang cAp/Ching chi da upload 1én hé théng

Click on ‘@ to view qualifications/certificates uploaded to the system
+ Nhin © dé xoa file Bing cap/Ching chi da upload 1én hé thong

Click on ) to delete qualifications/certificates uploaded to the system
+ Nhén ke dé tai file Bang cAp/Chung chi da upload 1én hé thdng

Click on e to download qualifications/certificates uploaded to the system
e Khi thém Bang cap/Chting chi nhan

Click on to add new qualifications/certificates

e Luwu thong tin Bang cap/Ching chi lam viéc nhan
To save qualifications/certificates, click on

+¢ Khen thuwéng/Ky luat
Commendation/Discipline
- Khéng bét budc nhap
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Optional

Ly do

Khen thudng/Ky ludt 1 - 15 Commendation/Discline

Khen thudng/Ky ludt(*)
Commendation/Discipline

Hinh thiic khen thudng/ky ludt

Forms of Commendation/Discipline

S8 Quyét dinh | Cp khen thudng/ky lust
MNumber of decision | Reward,/Discipline level

Ngudi ky | Ngay ki
Signed by | Date of signature

Q KHEN THUGNG/ KY LUAT - COMMENDATION / DISCIPLINE

@
| — Chon | Select — ':
|. -- Chon | Select —- '.
56 quyét dinh l
|. -- Chon | Select —- |

|Ngu‘c‘}'i ky

|Ngay ky (dd/mm/yyyy) |

Ly do
Reason :
Pinh kém file khen thudng /ky luat dé thay dﬁithﬁng//
tin{*} / Attach Commendation/Discipline files to adjust
the information{™}
Choose Files
|
Khen thuong/Ky luat X X
104 ) o
Commendation/Discipline
Hinh thirc khen thuéng/ky luat X
105 | Forms of
commendation/discipline
S6 quyét dinh/Cip khen X
thuong/ky luat.
106 o
Decision number/
Reward/Discipline level
Nguoi ky X
107 _
Signed by
Ngay ky X
108 )
Date of signature
Ly do X
109
Reason
110 binh kém file khen thudong/ky X X
luat
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Attach
commendation/discipline
decisions
o Nhan <™ | 4& upload file Khen thuéng/Ky luat 1én hé théng.
Click on L% | {4 upload commendation/discipline decisions to the system

+ Nhan ‘@ @ xem file Khen thuéng/K luat da upload 1&n hé théng.
Click on ‘@ to view commendation/discipline decisions uploaded to the system
+ Nhin @ 4é x6a file Khen thuong/K§ Iuat di upload 1én hé théng.

Click on o to delete commendation/discipline decisions uploaded to the system
+ Nhén = dé tai file Khen thuong/Ky luat da upload 1én hé théng.

Click on e to download commendation/discipline decisions uploaded to the system
e Khi thém Khen thuéng/Ky luat nhan hoic x6a Khen thuong/K§ luat nhin B

Click on m to add new commendation/discipline decisions or click on m to delete
them

¢ Luwu Khen thuwéng/Ky luat nhan
. N . . . Save Commendation/Discipline
To save Commendation/Discipline information, click on

% Thong tin stic khée, thong tin tiém chiing, tiéu sir bénh.
Health information, vaccination information, disease history
- Khéng bét budc nhap
Optional
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‘ﬁ' THONG TIN SUC KHOE - HEALTH INFORMATION ©
Chigu cao (cm) | Can n3ng (Kg) | BMI 168 | 65 |'168 |
Height | Weight | BMI . .

|65 |
o |

Trang thai can nang | Nhém mau

|Trang thai can néng |
State of weight | Blood type L

| -- Chon | Select - -
Huy£t 3p | Nhip tim ldc nghi | Than nhiét 80| 36.9 | Huyét ap |
Blood pressure | Heart rate at break |
Hypothermia | 80 |
369 |
Két lua_an. binh thudng binh thudng
Conclusion P

Binh k&m file khdm siic khde d& thay d8i théng
tin / Attach health information files to adjust the
information

Choose Files

)é“ THONG TIN TIEM CHUNG - VACCINATION INFORMATION

Tiém chiing 1 - 15 Vaccince

Save Health Information

Delete

. - c o a o
B tiém chung céc loai vaccine(*) Viém Gan B |V\ém Gan B | Hepatitis B N

Vaccination history Hepatitis B

|22f07;201 5

DPinh kém file théng tin tiém chiang dé& thay dbi
théng tin / Attach vaccination information files
to adjust the information

Choose Files

Add Save Vaccination Information

TIEU SU BENH - DISEASE HISTORY ©

Ngay 19/03/2020 thuc hién ki€ém tra siic khoe tai: Bénh vién Pai hoc Y Dudc - Carried out a health
examination at Dai hoc Y Duoc Hospital on 19/03/2020

Ket luan(*) Men gan cao ‘ 19/03/2020 ‘
Conclusion |

‘Dai hoc Y Duoc ‘

Men gan cao

el

Dinh kém file théng tin tiéu sif bénh dé thay
déi théng tin / Attach disease history files to
adjust the information

Choose Files

Add Save Disease History

[ N
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Chiéu cao X
111 _
Height
BMI X | Chi s6 khoi co thé
112
BMI Body Mass Index
Trang thai can nang X
113 _
Weight
Nhém mau X
114
Blood type
Huyét ap X
115
Blood pressure
Nhip tim luc nghi X
116
Heart rate at break (rest)
Than nhiét X
117 )
Hypothermia
Két luan X
118 _
Conclusion
9 binh kém file kham stc khoe X
11
Attach health check documents
20 Pba tiém chung cac loai vaccine X X
1
Vaccination history
Ngay tiém chung X
121 S
Vaccine injection date
Dinh kém thong tin tiém chung X
122 | Attach  vaccine  injection
documents
Ngay két luan bénh X
123 )
Date of consultation
Tén bénh vién két luan bénh X
124 _
Consultation at
125 | Loai bénh ly X
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Diseases’ name

126

Dinh kém thong tin bénh ly X

Attach medical documents
regarding to the disease

Choose Files

e Nhin
Ién hé thong.

dé upload file théng tin strc khoe/ thdng tin tiém chung/tiéu st bénh

Choose Files

Click on to upload health information/vaccination information/disease
history to the system

e Khi thém thdng tin tiém chung/tiéu sir bénh nhan hodc x6a thdng tin tiém
chang/tiéu sir bénh nhan
Click on m to add vaccination information/disease history to the system or click

on to delete vaccination information/disease history

~ . ” £ Save Health Informati
e Luu thong tin sirc Khée nhan
. . . Save Health Informati
To save Health information, click on
A . A . x Save Vaccination Information
¢ Luu thong tin tiém ching nhan _
. ) . . ) Save Vaccination Information
To save Vaccination information, click on

e Nhén xem thong tin tiém chang.

Click on to view vaccination information

n Y A x Save Disease History
e Luu thong tin tiéu sir bénh nhan _
To save Disease History information, click on

¢. Luu va chuyén duyét cap nhat thong tin c& nhan

Save and submit employee update requests
i. Tich chon: “Téi d3 kiém tra va hoan toan chiu trach nhiém...”

@To‘.-‘ d3 kiém tra va hoan toan chju trach nhiém véi cdc théng tin do ban than khai nhu trén
(I hereby declare that all the information given above is true)

Tick on the box: “I hereby declare that all the information given above is true”

@To‘.-‘ d3 kiém tra va hoan toan chju trach nhiém véi cdc théng tin do ban than khai nhu trén
(I hereby declare that all the information given above is true)

Tai liéu nay chzza cac thong tin la tai san cua HDBank.
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ii. Nhan danh s6 1 trén hinh 10 dé lwu nhap viéc cap nhat théng tin ca nhan.
. @ save . .
Click on to save a draft version of your update (See number 1 on image 10)

. 9s d Send . s , 2 .
iii. Hoac nhan danh so6 2 trén hinh 10 dé Iuu va chuyén duyét cap nhat thong
tin ca nhan.

i @ Save and Sen ) .
Or click on to save and submit your update to your HOD/direct
managers for approval (See number 2 on image 10)

Cap nhat thong tin ca nhan Quan Iy yéu cau Pheduydtybuciu T
Updaze App

= = THONG TIN CHUNG - GENERAL INFORMATION (')6
“Cdic théng tin dudc cdp nhét dudi déy nhdm muc dich phuc vu cdng téc nhén sy do dé d& nghj cdc CBNV cdp nhat day
dd va chinh xéc nhdm dam bdo quyén Igi va ché dg cho CBNV™

Al information below serve the work of PD so please update oll requived information correctly to ensure your rights and benefits*

=l (Cée trudng/myc o6 dbu ) id bt budc nhdp thiag tin /Al with stor sign 1 is ®
D et Mo ASh i ieEy [ oAl NGU - LANGUAGE BESIDES MOTHER TONGUE(®) ®
Aztoch your avatar? =) —_—
Choose File —
1)
i 5
e % CMND - IDENTITY INFORMATION(®)
E=] cpix-oriving License ©
% B HocHitu - passporT(r) ©
NGUYEN VAN TEST
ISR Vit LUDLD U1 s @  THONG TIN NGUS! LIEN HE - CONTACT PERSON’s INFORMATION ©®
Chuyen vien | Fimed Term Controct - 1 Year D =

ﬁ@@oe &) THONG TIN DANG - COMMUNIST PARTY INFORMATION ©

ﬁ HOAN CANH SONG - LIVING SITUATION(*)

(o]
"}‘ QUAN HE GIA BINH - FAMILY RELATIONSHIP(®) ©
| 3 k @22 QUAN HE XA HOI - SOCIAL RELATIONSHIP

0]

BB XINH NGHIEM LAM VIEC TRUGC KHI VAO VIETJET - WORKING EXPERIENCE ©

L¥,, CONG VIEC HIEN TAI - CURRENT JOB @

SoTTE - 7 3 < ()

Bin ik video i thidu bin thin BANG CAP/ CHUNG CHI - ACADEMY/ CERTIFICATE(®) S
Attach your wdeo to introduce yoursel

Choose File @ KHEN THUSNG/ KY LUAT - COMMENDATION / DISCIPLINE ©
20200714_135746.mpa @ © X

= T~ THONG TIN SUC KHOE - HEALTH INFORMATION ©

Dinh kiém dnh ndn
ALIoch your Bockground imoge

Choose File

cats_animals_kittens.jpeg @ © X

T4l G5 kiém tra va hoan todn chiu tréch nhiém vérl céc théng tin do ban thin khai nhw "

(! hereby declare that all the Infolmven ags Ilu

(Hinh 10) / (Image 10)

iv. Sau khi luu nhap/luu va chuyén duyét cap nhat thdng tin c& nhan thanh cong déu hién
thi thong bao nhu hinh 11

A message “Successful updated” will pop-up to notice you either a draft is successfully
saved or an information update request has been successfully sent for approval
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" o Updated successfully!

(Hinh 11)

v. Sau khi di chuyén duyét, néu nguoi ding tiép tuc vao cap nhat thdng tin, hé thong sé
hién thi canh bao nhu hinh 12.

After submitting the update request, users will see a warning message as image 12 below
if users continue to perform information update.

Warning!

Hién tai Anh/Chj dang c6 ban yéu cau trong
trang thai "Chd duyét”.

Anh/Chi dudc digu chinh nhung khong thé
chuyén duyét.

Vui long lién hé ngudi kiém duyét 4€ dudc
duyét thong tin.

(Your submission form is on the "Pending" status
at the moment.

You are allowed to adjust information but are not
able to submit them for approval.

Please contact the supervisor for your information
approval.)

(Hinh 12) / (Image 12)
d. Quan ly yéu cau
Request management
i. Puong dan: Cap nhat thdng tin c& nhan (danh s6 1)>Quan ly yéu cau (danh s6 2) xem
hinh 13

Link: Update employee information (number 1) > Request management (number 2) as
shown on image 13
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1eljetjome 8 Lo
V J H e s NGUYEN VAN TEST DUYET | Help o
Cap nhat théng tin cé nhan Phé duyét yéu cau
Upidsto amployoe nformation | Reauest minsgersent | Approve reguest )
My cBu hosic Tén/MS nhin én Titngly Dénngsy Trang théi
i Content From Bote o Dote Stons
O i s | (rmme Tha :
e Téng 55 dongTotsl records: 38
) Colendar —
LY 1 PVJ00988809 282020170039 VJoossss NGUYEN VAN TEST VJoossss 28/09/2020 Rejected
o 2 PYID0353609232020085645 Waosses NGUYEN VAN TEST Worssss 23/08/2020 Approved
Cdp nhilt thong ohm 3 PYID0S33809212020152247 VJoossss NGUYEN VAN TEST VJoossss 21/09/2020 Rejected
@ . PUICO89005212020134702 V3630 Li Nt Binh Wonssss /w2020 Daft
l'j;l"‘g"' on s PYI00353509192020154253 Woossss NGUYEN VANTEST Waossss 18/08/2020 Approved
@nm 5 PUID0853509 182020153547 \orsses NGUYEN VAN TEST Voosses 18/09/2020 Fejected
B YT 1 PUICOS40515T020141125 Vicsess L oh ks \onsses 15/09/2020 Fending
on s PUI00853809 102020153353 Voosses NGUYEN VAN TEST Voosses 10/09/2020 Approved
[ Danh by on ) PYI08S3509032020141154 Wovsses NGUYENVANTEST Wo0sse8 08/09/2020 Approved
Contact lat on 10 PYID03538090T2020113936 Woossss NGUYEN VAN TEST WJoosssa o7/oa/2020 Approved
Tin tirc on 1 PI00859808182020090504 \orsses NGUYEN VAN TEST \onsses 18/08/2020 Approved
bizs on 1 PYI00353508112020104107 WJoosssa NGUYEN VAN TEST 008858 11/08/2020 Approved
% e on 13 PYI0838508112020103950 Wovsses NGUYEN VANTEST V008858 11/08/2020 Approved
g Forms on = PUI00853808117020103351 \oosses NGUYEN VAN TEST onssss 11/08/2020 Approved
. on 15 PYI00353808102020102328 008858 NGUYEN VAN TEST WJo0s8sa 10/08/2020 Approved
1’; ?n':-‘,.?: o 16 PUI00S38808052020162843 Woosssa NGUYEN VAN TEST Woossss 05/08/2020 Approved
on i PYI00888508052020150622 Woosses NGUYEN VAN TEST 0858 05/08/2020 Approved
m‘:ﬂég:ﬂ"f:;“ TN 1® PUI00858807302020172418 Wonssss NGUYEN VAN TEST W00sss8 30/07/2020 Approved
D% 19 PYJ00858807302020104927 Vo0sss8 NGUYEN VAN TEST VJ00ssss 30/07/2020 Approved
o 2 [ erre——— Vioossss NEUEN VAN TEST Vioosass 3000712020 Approved
on a PUID035380T302020104430 Voosses NGUYEN VAN TEST 008858 30/07/2020 Approved
L1y a2 \Jo08ssa NGUYEN VAN TEST \Jopssss 3000712020 Approved

(Hinh 13) / (Image 13)
ii. Tim kiém yéu cau:
Searching requests
- Tim theo M4 yéu cau hoac Tén/Ma nhan vién.
Searching by request ID or staff ID
- Hoac tim tir ngay dén ngay tao yéu cau.
Or searching by requests submitting date (from — to)
- Hodc tim theo trang thai.
Or searching by status
- Nhap diéu kién tim kiém (d4nh s6 1) va nhan niit “Search” (d4nh s6 2) & hinh 14.

Key in searching conditions (number 1) and click on “Search’ button (number 2) as
shown on image 14

Quan ly yéu cau Phé duyét yéu cau
Request management Approve request

Cap nhat théng tin ca nhan
Update employee information

M3 yéu cau hodic T&n/M3 nhan vién 0 Tl ngay D& ngay Trang thai
Content From Date To Date Status e
388 ] [05/09/2020 ] 11/09/2020 ] \Tét ca :D'

(Hinh 14) / (Image 14)
iii. Xem thong tin tim kiém yéu cau.

Viewing searching results
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Téng s6 déng/Total records: 33

1 P\VJ00838809282020170033 VJongss3 NGUYEN VANTEST VJoossss 28/09/2020 Rejected
on 2 PVJ00835809232020085645 Woogsss NGUYEN VANTEST VJoossss 23/09/2020 Approved
(oL 1Y 3 P\VJ00838809212020152247 VJongss3 NGUYEN VANTEST VJoossss 21/09/2020 Rejected
® 4 PVJC989009212020134702 WCsss0 L& Nhét Binh VJoossss 21/09/2020 Draft
on 5 P\VJ00838809182020154253 VJongss3 NGUYEN VANTEST VJoossss 18/09/2020 Approved

Hanh déng Mayéu ciu Ma nhan vien Tén nhan vién Npuditao Ngay tao Trang théi hd sd
Action RequestID StaffID Staff Name Requester Requested Date Status
o6%

(Hinh 15) / (Image 15)

STT | Tén Truwong

No Field’s name

Dién giai

Description

Hanh dong

Action

-NUt @ xem chi tiét: Nhitng truong thong tin c6 cap nhat thay déi, hé
thdng s& hién thi dé nguoi dung nhan biét.

Click on @ to view details: The system will highlight all changes
made by users

Tén thudng goi TEST03
Nickname

Ngay théng n&m sinh 09/04/1987
Birth Date

(Hé théng s&mdc dinh hiéu (G ngdy 01 va thdng 01 vdi trudng hop khéng cd ngdy hodc khéng cé théng / The system will automatically fill in the first date (01st) and first month
{January) for cases without date and month or the first date (01st) for cases without date)

Gidi tinh # Nam (Male) Nii (Female)

Gender

Chiic danh | Loai hop dbng Chuyé&n vién | HBLD 01 nim

Position | Type of labor contract Chuyen vien | Fixed Term Contract - 1 Year
Ngay b3t dau lam viéc | Ngay ky HD 17/06/2019 | 17/08/2019

Company Join Date | Contract Start Date

Quan Iy TT| Chiic danh NGUYEN VAN TEST DUYET | Tiép vién Trugng
Direct Manager Name | Position NGUYEN VAN TEST DUYET | Purser

(Nh@p md nhéin vién quan Iy &€ digu chinh théng tin / Fill
in direct manager’s ID to adjust information)

Ma 56 thué Thu nhdp ¢ nhéan 8370991896

Personal Income Tax Number

Email C8ng ty | Email ca nhan (*) testaccount1003@vietjetair.com |

Company email | Personal Email testaccount1003@vietjetair.com

Ngisinh (*) | Nguyén quan (*) Thanh phé Ha N&i | abc, Australia

Place of birth | Domicile (ﬂb[ D
Dan toc | Ton gido Kinh | Khéng

Ethnic group | Religion Kinh | None

Tinh trang hn nhén Déc than

Marital status Single

H3 khdu thudng trd (*) 123 abc, X& Ba Trai, Huy&n Ba Vi, Thanh ph& Ha N&i

Permanent residence

Chd & hién tai (*) 678, Thi trdn Na Dudng, Huyén L8¢ Binh, Tinh Lang

Nt D xoa yéu cau khi yéu cau chua dugc duyét

Click on oto delete employee update requests

TU CHGI YEU CAU/CANCEL REQUEST *
!jqiii:fi: | PVJC964809152020141126

M3 nhan vién | \ICacas

StaffID

Tén nhén vién

Staff Name

N&i dung ghi chii

| L& Binh Kha ‘
| |

Tai liéu nay chera cac thong

Cdm sao chép, in dn duwdi bdt cir hinh thic ndo néu khdng diroc su cho phép ciia HDB
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Click on * to return a draft version for re-updating personal
information

TRA VE BAN NHAP/RETURN TO THE DRAFT ®

M3 yéu ciu

‘ PVJ00888809182020153547 |
Request No

M3 nhan vién
StaffiD
Ténnhanvién
Staff Name

‘ VJoossss |

‘ NGUVEN VAN TEST |

NGt *= xem tién do xir Iy yéu ciu

Click on 2 to view the status of requests

TIEN 8 XU LY YEU CAU/REQUEST PROCESSING PROGRESS

JO0538 15/08/2020 02:11:35

In process 15/09/2020 0231126

M4 yéu cau

Hé thdng ty sinh ma yéu cau.

2
Request code | Request code is automatically generated by the system
Ma& nhan vién | Ma nhan vién dugc cap nhat thong tin.
3
Staff ID Staff ID of an employee being updated
Tén nhan vién | Tén nhan vién duoc cap nhat thong tin.
4
Staff name Full name of a requester
: Nguoi tao M4 nhan vién ciia nguoi tao yéu cau.
Requester Staff ID of a requester
Ngay tao Ngay tao yéu cau.
6 Request Request generated date
generated
date
Trang thai hd | C6 céc trang théi hd so:
S0 There are many statuses as following:
Status - Luunhép
7 Draft
- Cho duyét
Pending
- Da duyét
Approved

Tai liéu nay chzza cac thong tin la tai san cua HDBank. X
Cdm sao chép, in dn duwdi bat cir hinh thirc ndo néu khéng dwoc s cho phép ciia HDI
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- Tur chéi duyét
Rejected

5. Phé duyét cap nhat thdng tin ca nhan
Approving employee information update requests
(Danh cho user duyét)
(For users granted permission to approve requests)

a. Quy trinh duyét:
Approval procedure
i. BOM, BOD, HOD: CBNV yéu ciu -> Nhan Sy duyét.

BOM, BOD, HOD: Management staff submit requests -> PD conducts final check and
approval

ii. Phi Céng: CBNV yéu cau -> Co Trudng Cin Ctr duyét -> Nhan Sy duyét

Pilots: Staff submit requests -> Respective Base Captain approves the requests -> PD
conducts final check and approval

iii. Tiép vién: CBNV yéu cau -> Chuyén vién chuyén mén phu trach duyét -> Nhan Sy
duyét

Flight Attendant: Staff submit requests -> Cabin Crew Executive in charge approves the
requests -> PD conducts final check and approval

iv. Nhan vién phong Nhan su: CBNV yéu cau -> HOD duyét -> Nhan su duyét.

Staff of PD: Staff submits requests -> HOD approve the requests -> PD conducts final
check and approval

v. Nhan vién cac phong ban con lai: CBNV yéu cau -> HOD hoic Quan ly truc tiép dugc
HOD phan cong duyét -> Nhan Sy duyét.

Staff of other departments (excluding PD): Staff submit requests -> HOD or Direct
Managers assigned by HOD approve the requests -> PD conducts final check and
approval

b. Cac budc thuc hién:
Steps
i. Budc 1: Nguoi ding vao theo duong dan “Céap nhat thong tin c& nhan” (danh sé
1)=>Phé duyét yéu cau (danh sb 2) xem hinh 16.
Step 1: Users access via the link “Update employee information” (number 1) ->
Request Approval (number 2) as shown on image 16
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Xin chio
@ ucj.t'u-:.wzs'uJ\Er\wp‘ .
1

vieyet

Home

Cap nhat thong tin ca nhan Quan Iy yéu cdu
4 Vietjet Home

@ duy céu
s
. THONG TIN CHUNG - GENERAL INFORMATION (*
@KPliﬁingdinh gid -la ”ﬁ
= P & Evaluation *Cdc théing tin dulgc cp nhdt dudi ddy nhdm muc dich phuc vu ciing tic nhdin sy do d5 88 nghi cdc CBNV cp nhit ddy dii v chinh xdc nhdm dam bdo quysn Igi va ché
6 cho CBNV®
(i . ) § .
BJ Calondar U o ensure your
p - 113 b - @
! -
" Ho | Ten 16t | Tén | M3 NV | Qudc tich () NGUYEN | VAN TEST | DUYET | V3009998 | Vidt Nam NGUYEN
Lot Name | Midale Name | First Nome | Employes Code | Notionality  NGUYEN | WAN TEST | DUYET | 11609999 | Vietmam
e’ ion

VAN TEST

A — 4
DUYET
&b— 7 VJ009%99
b

Vietnam | Vit Nam

Tin thung g Test —
Nickname R
Nghy théng ném sinh e —
Bate ofbintn
S W hink i 31 BT (HE thsing s2 mbsc dinh Aié i ngdy 01 vi thing 01 The
Attoch your avator( month or the first dote (01a¢)far coses without dote)
Choose File e # Mam(Male) N [Female) -

Gander
anhchandung.PNG @ O &
Chic danh | Loai hep dang. Tiép vién Trding | HBLS 01 nim
Posivon| Type oflabor controct Purser | Fiwd Term Controct-1 Year

HBL D1 nam | Fixed Term Contract - 1 Year

Nghy bt @bu liem vite | Wghy b HB 17/06/2018 | 170812019 o
Company Join Dot | ControctStare Dote
178018
NGUYEN VAN TEST DUYET
Tiép wéin Tryng | HOLD 01 nim Qi TT| Chdzdomh WCUNER W TERT QUAN R | K cik v va0arTT?

Furser| Fived Tem Contract -1 Year Direct Mancger Name | Fositian NGUYEN VAN TEST QUAN LY | Kiem soat vien

(Hinh 16) / (Image 16)

ii. Budc 2: Tim kiém yéu cau can duyét.

Step 2: Searching requests
- Tim theo M4 yéu cau hozc Tén/M4 nhan vién.
Searching by request code or staff ID
- Hoic tim tir ngay dén ngay tao yéu cau.
Searching by request generated time (from date to date)
- Hoac tim theo trang thai.
Searching by status of requests
- Nhap diéu kién tim kiém (d4nh s6 1) va nhan nit “Search” (d4nh s6 2) & hinh 17

Keying in searching keywords/conditions (number 1) and click on “Search” button
(number 2) as shown on image 17

Cap nhat théng tin ca nhan Quan Iy yéu cau Phé duyét yéu cau
Update employee information Request management Approve request

M3 yéu c3u hodc Tén/M3 nhan vién !! T ngay BDEn ngay Trang thai
Content Frem-Da LD Status
Q ‘ 13/06/2020 ] 11/09/2020 ] ‘Chdﬂ@ - ‘

(Hinh 17) / (Image 17)

iii. Budc 3: Cac hanh dong c6 thé thuc hién trén yéu cau: Xem yéu cau (danh sb 1), duyét
y&u cau (danh s 2), tir chéi duyét yéu cau (danh s 3), xem tién do xt Iy yéu cau (danh
s6 4) xem hinh 18.
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Step 3: Actions that can be done on request management page: Viewing requests
(number 1), approving requests (humber 2), rejecting requests (number 3), viewing the
status of requests (number 4) as shown on image 18

Cap nhat théng tin ca nhan Quaén ly yéu cau Phé duyét yéu cau
Update employee information Request management Approve request
M3 y&u cau hodc Tén/Ma nhan vién Tir ngay Dénngay Trang thai
Content From Date To Date Status
| | [soeas | [smon | [oro owst 1 Penang -
Téng s6 dong/Total records: 2 OAppmve

e

N _ Chi nhianh/Phong/Trung tdm (Level  CV Nhan su phu trich duy&t Manhan Ngudi Ngay tac Trang théi
Hanh dong ‘ Khu vvc (Level 2) S 5 . Ténnhan vién
. . = 4) Responsible Human Resources vién b tao Requested' dnyet
Branch/Department/Center Officer StaffID
©QOM 1 HocVién Hang Khong VJC9s48 L& Binh Kha \VJo08888 15/09/2020  Pending
Vietjet
@03 2 Kh&i Khai Thac Bay B Phan Van Phong VJ0ossss  NGUYEN VAN VJ008888 15/09/2020  Pending o
TEST

(Hinh 18) / (Image 18)

- Xem yéu ciu: Bam nat © dé xem nhiing truong thong tin da cap nhat can duyét, xem
hinh 19

Viewing requests: Click on @ (5 view all requests that needed to be approved, see
image 19

r - - e
Place of birth | Domicile abc ﬁ}

Déantéc | Ton giao Kinh | Khéng

Ethnic group | Religion Kinh | None

Tinh trang hén nhén Poc than

Marital status Single

HG khéu thudng trii (*) 123 abc, X3 Ba Trai, Huyén Ba Vi, Thanh phé Ha N&i

Dinh kém file hd khdu d& thay d6i théng tin (*) / Attach

Permanent residence i i . i
permanent residence files to adjust the information (*)

Choose Files

logo_i2.png @ &

Ché & hién tai (*) 678, Thij tradn Na Dudng, Huyén Léc Binh, Tinh Lang
Current address Sdn
S dién thoai nha | S6 dién thoai di déng (*) 035878888 | 0342424289

Home phone | Cellphone

Facebook | Viber | Zalo | Wechat | WhatsApp | Instagram |  facebook.com/abcxyz | 0| 0342424282 | 0342424282
Linkedin | Khac | Other

Nang khigu(*) Da béng, ca hat

Patiential | Gifted

(Néu cé thi dign théng tin, vi du ca hdt, chai thé thao (dd banh, cdu Iéng, tennis, bai I6i...), cd vua, cd tudng. Néu khéng co thi ghi khéng / If yes, please fill in information. l.e: singing,
playing sport (soccer, badminton, tennis, swimming...), chess. If no, please type "No")

T gidi thi€u ban than (Nang khigu khac)(*) Khéng
Self introduce (other skill)

S& thich(*) Khéng
Hobby

%NGOAI NGU - LANGUAGE BESIDES MOTHER TONGUE(*)

Ngoai ngii 1 - 1%t Foreign Language

Ngoai ngtl (*)| Lcu‘al ba.ng( )| KEt qua(®) Tlénngnh | Chitng chl‘tléng Nhat g Nhat | Japanese
Language | Qualification Level | Result English | Japanese certificate
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(Hinh 19) / (Image 19)
iv. Duyét yéu cau

Approving requests

_ Céch 1: Tai m3i yéu ciu bam vao diu @ dé duyat yéu cAu cap nhat thong tin c& nhan,

hinh 20.
Method 1: On each of request, tick on o to approve the employee update requests, see
image 20
Cap nhat théng tin ca nhan Quan Iy yéu céu Phé duyét yéu céu
Update employee information Request management Approve request
M3 yéu cau hodc Tén/Ma nhan vién Tu ngay Dénngay Trang thai
Content From Date To Date Status
‘ [17/06/2020 } [15/09/2020 } ‘.Ch()‘ Duyét | Pending -

Téng s8 dang/Total records: 1 QApprove

Chi nhanh/Phong/Trung tim (Level CV Nhén su phu trich duyét Ma nhin
Hanh déng Khu vu'c (Level 2) ) nsib ,e‘ Hur;yan 5 vin Tén nhan vién | Nguditao Ngay tao Trang théi duyét
Actio StaffName | Requester| Requested Da
g BranchyDepartment/Center Officer StaffID -
o

& 1 Khd&iKhai Thac BG Phan Van Phong VJoossss NGUYEN VAN VJ008888  15/09/2020 Pending
Bay TEST

(Hinh 20) / (Image 20)

- Heé thong hién thi man hinh “Approve request”, nhap noi dung ghi chi va bam nit
nhu hinh 21.

The system will show a “Approve request” screen, typing notes (if any) and click on
as shown on image 21

DUYET YEU CAU/APPROVE REQUEST

Ma yéu cau ‘ PVJ00888809152020112541 |

Request No

Ma nhan vién ‘ VJ0oossas |

StaffID '

Tén nhan vién ‘ NGUYEN VAN TEST |

Staff Name '

N8i dung ghi chad .

Note o 2
s

Approve

(Hinh 21) / (Image 21)

- Céch 2: Tai mdi yéu ciu bém vao ddu ¥ d& duyét nhanh timg yéu ciu cap nhat théng
tin ca nhan, hinh 22.

Method 2: On each of request, tick on the box I at the end of the request to quickly
approve the request, see image 22 \\

AR ‘\H*I '
Trang/Page 47/54 N
Tai liéu nay chzza cac thong tin la tai san cua HDBank.

Cdm sao chép, in dn dudi bat cit hinh thizc ndo néu khéng duwoc sw cho phép cria HE D




HDBank Huwéng dén sie dung Xem & Cdp nhgt thdng tin trén Power Vietjet Home

Cam két loi ich cao nhét . . . . . . . .
User Guide Viewing & Updating information on Power Vietjet Home
Cap nhat théng tin ca nhan Quan Iy yéu cau Phé duyét yéu ciu
Update employee information Request management Approve request
M3 yéu cau hodc Tén/M3 nhan vién T ngay bénngay Trang thai
Content From Date To Date Status
| | [so0s020 | (1000 IE T

Téng s6 dong/Total records: 2 e @ Approve

. _ Chi nhanh/Phong/Trung tdm (Level|  CV Nhén sy phu trdch duyét M3 nhdn o . Ngudi Ngay tac Trang théi
H Khu vuc (Level 2) y " Tén nhén vién »
4) Responsible Human Resources vién Name tao Requested duyét
Branch/Department/Center Officer StaffiD Requeste Date

@QO®™ 1 HocVién Hang Khong VJC9848 L& Binh Khé VJ008888 15/09/2020  Pending
Vietjet
@@OM™m 2 KhdiKhai ThicBay BG6 PhanVan Phong VJooasas NGUYEN VAN VJ008888 15/09/2020 Pending [m]

TEST

(Hinh 22) / (Image 22)

- Céch 3: Dé duyét nhanh tat ca cac yéu cau cap nhat thdng tin c& nhan, tich chon nit

All
va bim nl'Jt xem hinh 23.

All
Method 3: Click on and then to quickly approve all pending requests, see
image 23.

Cap nhat théng tin ca nhan Quan Iy yéu cau Phé duyét yéu cau
Update employee information Request management Approve request
& yéu cau hodc Tén/Ma nhan vién T ngay Dénngay Trang thai
Content From Date To Date Status
‘ [ 19/06/2020 ‘ [ 17/09/2020 I | Cher Duyét | Pending M

9 Approve

Téng s8 dong/Total records: 2

. " Chinhdnh/Phéng/Trung tim (Level  CV Nhan sy phu trich duyét Ma nhan Ngudi Ngay tao Trang thai
Hanh Khu vvc (Level 2) y - Tén nhén vién
: 4) Responsible Hurman Resources vién [ tao Requested duyet
Branch/Department/Center Officer StaffID

VJCo548 Lé Binh Kha VJ0088ss 15/09/2020 Pending

©@O% 1 HocViégn HangKhong
Vietjet

&

VJ00sa88  NGUYEN VAN VJ0O88B8 15/09/2020  Pending

@©@O©O®m 2 KnhdiKhai Thac Bay B Phan Van Phong
TEST

(Hinh 23) / (Image 23)
v. Tir chbi duyét yéu cau
Rejecting requests

- B&m vao nit @ dé tir chdi duyst yéu ciu, hé théng hién thi man hinh dé nhap Iy do/ni
dung tir chdi, bAm nat “Cancel” hinh 24.

Click on 0 to reject the request, typing a reason for reject and click on “Cancel”
button on a pop-up screen, see image 24
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TU cHOI YEU CAU/CANCEL REQUEST

M3 yéu cau

| PVJ00888809152020112541
Request No L

M3 nhén vién

| VJoogsss
StaffID L

Tén nhén vién

| NGUYEN VAN TEST
Staff Name L

M&i dung ghi cha

Note ‘ 0
L g %

(Hinh 24) / (Image 24)

vi. Xem tién do xt ly yéu cau
Viewing the status of requests
- Bam vao nut "™ @é xem tién do xi ly yéu cau, hinh 25

Click on " to view the status of all requests, see image 25

TIEN DO XU LY YEU CAU/REQUEST PROCESSING PROGRESS

Tao y&u cdu/Request Creation

VJ008888 15/09/2020 11:25:41

Duyét yéu ciu/Request Approval

In process 15/09/2020 11:25:41

(Hinh 25) / (Image 25)

6. Inthong tin
Print Information
- C6 2 cach dé in thdng tin.
There are two ways to print information

a. Céch 1: Chon “Théng tin nhan vién” (danh s6 1), bim nat in S (danh s6 2) dé thuc hién
in théng tin nhan vién, xem hinh 26.
Method 1: Choose “Employee information” (number 1) and then click on @ button
(number 2) to print employee information, see image 26
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e f:vﬂv?:vlu TESTDUVET | Help
vieget - ¢

Thongtn  Liénhg  Sirc khoe Hoptdgng Dinhgia  Taichinh Tha ml(luwmomﬂﬂ e
s i
/ﬁ‘Viet]et Home Information  Contact Health information  Activity Assessment Finance  Refe
(<]
® 'méNGTmcnuNG-GENERALlNFoRMATlo

@) Bang dénh gid
2% KPs & Evalustion
Ho | Tén 16t Tén | M3 NV | Quéc tich MNIV‘N'WIDW|W|WI—I
,_-K,, Lost Nome | Middle Name | Firss Nome | Employee Codle | Nationality NGUYEN | VAN TEST | DUYET { VJ009339 | Vietnam
@) Caiendsr Tén thulsng gol o
i "
(1] i —
Dote of birth

Cap nhit thong tin ca nhan

|Update empioyee information
B Tai chinh
Finance
Nghy bt @bu thm vikc | Nighy k5 HO 17/06/2019] 17/08/2019
Company Join Dote | Controct Start Date

-—
Ef;‘); vige h 4
l Phangban 85 Phin Van Phong

Giditinh # Nam (Male)  N@(Female)
Gender

Chic danh | Logi hop Gdng. Tiép vién Trtdng | HOLD 01 nam
/‘ Posttion | Type of labor contract. Purser | Fixed Term Controct - 1 Year

Q Danh bo Division/Deportment
Contact st

Quén I TT| Chic danh NGUYEN VAN TEST QUAN LY | Kiém sodt vien
Direct Manager Name Posven NGUYEN VAN TEST QUANLY | Kiem soot vien
Tin tirc >
lews = A
NGUYEN VAN TEST DUYET Yeorof Services ot Vetjet 2yeor
G 050 miu Tifpwtla g KBS o1 il M8 35 thu th nhép cé nhin 870091896
| et Purser| Fived Term Controct- 1 Year P b T ks
006000 et -
3o Tao s ")
ol Conporyerel PenaneEnot
Noh zinh | Nguyén quén Tinh Haa Binh | Tinh Nght An

Place of birth | Domicile
Dint5c | Ton giéo Kinh | Phit gido
Ethric group | Religion Kink | Budiahisem

Tinh trang hn nhin e thin
Mortol stotus Singie
HO khu thading rd ‘abe, Thi trén Tay Ding, Huyén Ba Vi, Thanh ph Ha Ngi

(Hinh 26) / (Image 26)

Xép logi & Nhin xét
Rate & Comments

b. Cach 2: Chon “Cap nhat thong tin nhan vién” (danh sé 1), bdm ndt in s (danh sb 2) @é
thuc hién in théng tin nhan vién, xem hinh 27.

Method 2: Choose “Update employee information” (number 1) and then click on @
(number 2) to print employee information, see image 27

eyjet © ot €)
L)
Home
i st tn c v Ou nyouu P duyityiu ciu e
Uy emen
A Vietjet Home e [ Approvs requent
. THONG TIN CHUNG - GENERAL INFORMATION (*|
@KPILB‘nthgnl wony (
Pl & Evalustion “Céc théng tin duigc cfp nhit dudi ddy nhdm myc dich phyc Vit cong téc nhén sy do dé dé nghj céc CBNV cdp nhét ddy di v chinh xéc nhdm dém bdo quy@n Igi vi ché
9 P iy P ng g y e
s 6 cho CBNV"
(i) pm Al information below serve the workof P o please updote al equired information correctly o ensure your ights and benefits™
Ho| Tén 16| Tén | M3 NV Qudc tich (* NGUYEN | VAN TEST | DUYET [ V009999 | Vigt Nam NGUYEN
Lost Nome | Middle Name | First Nome | Employee Code | Nationaiity NGUYEN | VAN TEST | DUYET | 009998 | Wietnam:
VAN TEST
c
l DUYET
W v
=) Cong v
@
T thung goi TESTOUYET
(Yo Nick name
Contact ist Ngdy thing nm sinh 12/02/1991 12
Date of birth.
Do = T i i o 3 6 = by
- Adach youi vertart month o the first date (015¢) for coses without dote)
() 80 miu Choase File ;:;r:n < Nam (Male) | N (Female)
9 Forms anhchandung.PNG @ © &
Chukc danh | Losi hap d3ng. Tiép vién Trdng | HOLD 01 nam
A Dao Teo Poaition | Type of labor contract. Purser | Froed Term Controct - 1 Yeor
Traning 1 Year
Xép toai & Nhan xét Ngiy bt &3u lam vidc | Ngiy ke HO 17/06/2019 | 17/08/2019
Rete & Comments Company Join Date| Controct Start Date
NGUYEN VAN TEST DUYET
,wm,w' HOLD 01 niln Quin 1§ TT | Chic danh NGUYEN VAN TEST QUAN LY | Kidim sodt vién V07T
u Direct Monoger Nome | Position NGUYEN VAN TEST QUAN Y | Kiem soot vien
manager's ID to odjust information)

(Hinh 27) / (Image 27)

7. Danh ba
Contact List

a. Budc 1: Nguoi ding chon chirc nang “Danh ba” hé thong s& hién thi man hinh Danh ba,
xem hinh 28.
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VIEJet ? icjxi‘é‘:"'.\nrsi'r\n‘-‘:"wdpo

Home

Danh by
3 Contact list
A Vietjet Home e b o
Loal tim ksdim/Search By i Dung Cia Tim/Content
e — :
KP & Ei

Téng 58 dang Total recards: 0
B Cliersr

mangl nhdn vién
P it théng tn

‘-f' Uipdts &
il chinh
Finance

=) Cong viée

:

Xép logl & Nhan xét
Rate & Comments

(Hinh 28) / (Image 28)
b. Budc 2: Nguoi dung chon loai tim kiém (danh s6 1) va noi dung can tim (d4nh sé 2), nhan
nat (danh sb 3) dé tim kiém, xem hinh 29,
Step 2: Users choose one option from search by drop-down list (number 1); type a

searching content (number 2) and then click on button (number 3) to perform a
search function, see image 29

i. Két qua tim kiém danh ba hién thi nhu sau

Searching results are shown as below

Danh ba

Conract list e
Loai tim ki€m/Search By NGi Dung Can Tim/Content

[Nhén vién | Employee [VJCBBBI e I

Téng s6 dong/Total records: 1

Héanh déng M3 nhdnvién| Tén nhan vién Email Cty Email Cnhan SBT nha SDT didong Céngty| Ténphongban | Tén chidcdanh
StaffID Staff Name Company's Email | Personal Email Home Phone Number| Mobile Phone Number| Compan; Department Job Title

@ 1 VJC9991 Nguyén Thanh bat dat26@vietjetair.com dat26@vietjetair.com 0773316388 B PhanVan Hanh Tiép vién Tap sy

(Hinh 29) / (Image 29)
ii. Xem thong tin danh ba

Viewing contact list information

STT | Tén Truong Dién giai
No Field’s name Description

-Nat @ xem chi tiét: Bé xem thong tin cia nhan vién.
Click on @ button to view detail information of staff

1 Hanh dong Luuy:

Actions Notes:
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< Chicdp Quan ly méi dugc phan quyén tinh ning nay dé xem
théng tin nhan vién.
Only management staff are granted permission to view their
staff information

< Khi xem ho nhan vién nao s& hién thi ma nhan vién ay tai

You are looking at staff 1D: V20099395

day xem hinh 30

Staff ID that users are viewing is shown here

You are looking at staff ID: V009999 A
see image 30

Z . , Click here to go back to your page - , by N
<+ Bam vao nut s& tré vé man
hinh cda user nguoi dung.

Click here to go back to your page

Click on

users’ own screen

button to go back to

vielyet yome § ) i)

(S KPI & Bing danh gia Anh a3l dida ® 1o 5 AL INFORMA

L"@}m“vm,___” ot THONG TIN CHUNG - GENERAL INFORMATION

o1 Tén 0t Tén | M3 NV | Quoc tich NGUYEN | VAN TEST | DUYET | V3009999 | Vidt Nam
Last Name | Midde Name | Fist Name | Employee Code| Nationality NGUYEN | AN TEST | DUTET | 003999 | Vetnam

Tén thibnggoi TeSTOUET
Nicktlome

g ] Nl thing nim snh 12j02j199
i NER simooe
o Giitinh © Nam(Mals) ~ N(Fomale)
-— Gender
I3 Qudn I§ TT| Cndc danh NGUYEN VAN TEST QUAN LY | Kidm sodt vidn
\ Direct Manoger Name | Position NGUYEN 4N TEST QUAN LY | iem soct ien
D ¢ cnbdnental 2, Th trn Vinh Tuy, Huydn Bic Quang, Tinh Hi Giang.
Currentoddress
sscnD 250800845
o
a4 dién thosi di dir saasmnsi0

Tidp vidn Trudng | HOLD 03 nim
Purser | Fned Term Controct -1 Yeor

17/06/2019 |17/08/2019
84 Phia Vin Phing

Cao Ding
College Degree

Hach todn ki toin
Aucit-Acccvoting

Tidng Anh(Ching chi khic)
fifcoton & Score] English(Others

(Hinh 30) / (Image 30)

M4 nhan vién | M4 nhan vién can xem thong tin.

? Staff ID ID of staff that users want to view information
Tén nhan vién | Tén nhan vién can xem thang tin.

} Staff name Name of staff that users want to view information
UserMis UserMis cua nhan vién.

) UserMis UserMis of staff

Trang/Page 52/54
Tai ligu nay chiza céc théng tin 1a tai san cua HDBank.




!"!Pt?ahnkht Huwéng dén sie dung Xem & Cdp nhgt thdng tin trén Power Vietjet Home
User Guide Viewing & Updating information on Power Vietjet Home

Email cong ty | Email cbng ty caa nhan vién.
5 | company Company email address of staff
email address
Email cad nhan | Email ca nhan ctia nhan vién.
6 | Personal Personal email address of staff
email address
S6 dién thoai | S6 dién thoai nha cua nhan vién.
7 nha Home phone number of staff
Home phone
number
Sb dién thoai | Sb dién thoai di dong cuia nhan vién.
8 di dong Mobile phone number of staff
Mobile phone
number
Cong ty Tén Cong ty nhan vién lam viéc.
9
Company Name of company that staff are working for
Tén phong Tén phong ban nhan vién truc thudc.
10 | ban Name of department that staff belong to
Department
Tén chuc Tén chuc danh cua nhan vién.
11 | danh Job title of staff
Job Title
--------- HET---------
--------- END---------
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