AIX »+ QUY TRINH VAN HANH CHUAN (SOP)

Bd cdng cu bang cham gi® theo dau viéc

Tai liéu thwe chién ERP « Al-X — ai-x.vn + Cap nhat 2026-07-11 08:14:00

Phién bén PDF mién phi — lién hé Al-X dé nhan bo biéu méu dién sén & tw van 16 trinh.

Hwéng dan Bé cong cu bang cham gi® theo dau viéc

B& cong cu di kém SOP-TIMESHEET-04, giup PM va Diéu phdi vién ddm bao timesheet phan anh dung cong viéc

thuc té.

1. Danh muc biéu mau

1 Danh muc dau viéc dw an (Task List) | Thiét 1ap dau dw an, cap nhat khi
WBS thay déi

2 Bang chdm gi&® theo dau viéc | Ghi nhan hang ngay, tbng hop hang
(Timesheet by Task) tuan

3 Checklist kiém tra timesheet M®i ky trwdc khi PM phé duyét

4 Dashboard timesheet va bat thwong | Ra soat hang tuan
gi& cébng

2. Muc dich cua tirng biéu mau

Danh muc dau viéc chuan hda cac lwa chon khi nhan sy ghi nhan gi& cong; Bang chadm gi¢ la nguén di liéu
chinh cho tinh chi phi dw an; Checklist ddm bao PM kiém tra day du trwdc khi duyét; Dashboard gitp Diéu phéi
vién phat hién sém xu huéng béat thuong.

3. Ngwoi lap, ngwoi kiém tra va ngwoi phé duyét

Danh muc dau viéc dw an PM dy an Diéu phéi vién PM dy an
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Bang chdm gio theo dau | Nhan sy PM dy an PM dy &n
viéc

Checklist kiém tra | PMdy an Diéu phédi vién PM dv an
timesheet

Dashboard timesheet Diéu phdi vién PM dy an CEO/BOD

4. Hwéng dan dién tirng trwdng

Mbi dong timesheet phai gan dung mét dau viéc cu thé trong Danh muc dau viéc, khéng duwoc dé tréng hodc ghi
"khac". M6 t& cong viéc phai cu thé (vi du "CAu hinh module Ké toan - phan hé Céng no"), khéng ghi chung chung
"lam dw an". Gi& céng ghi nhan theo ngay, khéng dén ca tuan vao mét dong.

5. Vi du c6 dir liéu minh hoa

Vi du mang tinh minh hoa, khéng phai sb liéu that.

Tran Thi B DA-2026-0234 Cau hinh phan hé | 6.5 Céu hinh but toan tw
Ké toan doéng cong no

6. Quy tac validation

Khéng chap nhan dong timesheet khéng gén dau viéc cu thé. Gid cong mét ngay vuot 10 gior phai co ghi chu gidi
trinh. PM khong duwoc phé duyét timesheet chwa dbi chiéu véi % hoan thanh dau viéc twong &ng.

7. Cong thirc KPI

Ty & timesheet gan dung dau viéc = S dong cé dau viéc cu thé + Tong sb dong timesheet x 100%. Ty 1& nop
dung han = Sé timesheet ndp trong ky + Téng sb timesheet can ndp x 100%. Sé 1an phat hién bat thwong = dém
s6 dong bi danh dau can giai trinh trong ky.

8. Ban mé ta dashboard

Xem chi tiét ddy du tai phan Dashboard timesheet va b4t thwdng gid cong bén dudi.

9. Hwéng dan sir dung trong Excel va khi chuyén 1én ERP

Excel: sheet Master_Data lwu Danh muc dau viéc dung chung, sheet Nhap_lieu ghi nhan timesheet hang ngay,
cbng thrc ty tinh téng gi®& theo nhan sw/dw an. ERP/PM tool: hé théng tw déng chdn ndp timesheet néu dong
khéng chon dau viéc, tw ddng canh bao khi gi¢ cong vuot ngudng ngay.

10. Tiéu chi xac dinh biéu mau da hoan thanh

Toan bd dw an dang chay cé Danh muc dau viéc day du trong hé théng timesheet; timesheet tuan gan nhét dat
100% dong gan dang dau viéc; Dashboard timesheet d& chay ti thiéu 4 tuan lién tiép khéng phat sinh bat thueng
bi bd sot.

Checklist kiém tra timesheet trwéc khi duyét
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Dung ngay khi PM chuén bj phé duyét timesheet ky ctia d6i dy an.
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Nguwoi 1ap: PM dw an - Ngudi kiém tra: Diéu phéi vién ngudn lyc - Ngwdi phé duyét: PM dw an

Checklist trwwéc khi duyét

1 Moi dong timesheet co6 gén dau viéc | []
cu thé trong WBS chuwa?

2 M6 ta cong viéc c6 da cu thé, khong | []
ghi chung chung chua?

3 D3 d6i chiéu gior cong véi % hoan | []
thanh dau viéc thwc té chwa?

4 C6 dong nao vuot nguwdng gio | []
cong/ngay chwa gidi trinh khéng?

5 Timesheet c6 ndép dung han trong ky | []
khéng?

Vi du dién mau:

Toan bd 24 dong timesheet tuan nay
déu gén dau viéc cu thé?

(ding)

Checklist sau khi duyét

- [1Da chuyén timesheet da duyét cho Ké toan dw an.

- [1 D4 lwu trr timesheet vao hd so dw an.

- [1Da ghi nhan céac trwdng hop bat thuwdng (néu cé) vao Nhat ky bat thuwdng gior cong.

Tiéu chi hoan thanh

Toan bd 5 muc checklist déu dat ((dung)) trwdc khi PM phé duyét chinh thirc; khong cé timesheet nao duwoc duyét

khi con dong ghi mé ta chung chung hodc chwa dbi chiéu tién do.

Template & Field Guide — B6 céng cu bang cham gi® theo dau viéc

§1. Danh muc dau viéc dw an (Task List)

Ngudi 1ap: PM du an - Ngudi kiém tra: Didu phéi vien - Nguwdi phé duyét: PM du an

Ma dw an

(")

Text
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Ma dau viéc *) Text, tw sinh
Tén dau viéc *) Text
Giai doan WBS ) Text
Trang théi *) Chwa bat diu / Pang lam / Hoan
thanh
Vi du minh hoa:
TASK-045 Céu hinh phan hé Ké toan Trién khai k¥ thuat

§2. Bang cham gi® theo dau viéc (Timesheet by Task)

Nguoi 1ap: Nhan sy - Nguoi kiém tra: PM dw an - Ngudi phé duyét: PM du an

\Y

Validation: khéng duoc dé tréng trudng Ma dau viéc hodc Mo ta cong viéc; gi& cong moét ngay vuot 10 gior bat

Nhéan sw ) Text

Ngay * DD/MM/YYYY

M3 dAu viéc ™) Text (chon tir Danh muc d4u viéc)
Gio cong ) S6 (gi®)

Mo ta cong viéc

Text tw do, cu thé

Trang thai duyét

Che duyét / Da duyét / Can gidi trinh

i du minh hoa:

Tran Thi B

Céu hinh phan hé Ké toan | 6.5

CAu hinh but toan tw dong
cbng ng

budc phai cé ghi chu gidi trinh trwwdc khi PM duyét.

Dashboard timesheet va bat thwong gio cong — Mo ta thiét ké

Ngudi lap: Diéu phdi vién - Nguoi kiém tra: PM dw an - Nguoi phé duyét: CEO/BOD

Déi twong st dung: CEO/BOD, Piéu phéi vién ngudn lwc, PM dw an, Ké toan dy an.

Tan suét cap nhat: hang tuan (khi dung Excel) hodc theo thoi gian thuc (khi tich hop PM tool).

1. Muc tiéu

Cho PM va lanh dao thdy ngay timesheet ndo chwa gan dung dau viéc, gid cong nao bat thwong, dé chan chinh
trwdc khi anh hwéng dén tinh chi phi dw an.
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2. B4 cuc dashboard

Hang 1 — Chi sé tdng quan: ty 1& timesheet gén ding dAu viéc, ty 1& ndp dung han, sé bat thuwdng phat hién trong
ky.

Hang 2 — Bang timesheet can giai trinh: liét ké cac dong vwot ngwdng gie cdng hodc méd ta chung chung.

Hang 3 — Bang ddi chiéu gi®» cong vs. tién d6: so sanh gid cong ghi nhan véi % hoan thanh dau viéc dé phat hién
[éch Ion.

Hang 4 — Xu hwéng ty 1& timesheet dat chuén theo tuan: danh gia cai thién chat lwong ghi nhan theo thoi gian.

3. Nguon div liéu

Danh muc d4u viéc dw an, Bang chdm gi¢ theo dau viéc, Checklist kiém tra timesheet.

4. Cach doc dashboard

Nhin Hang 1 d& ndm tdng quan chét lwgng timesheet. Vao Hang 2 dé x& ly ngay cac trwéng hop can gidi trinh.
Xem Hang 3 dé phat hién dau viéc c6 gid cong léch I1&n so voi tién dd. Dung Hang 4 dé danh gia xu hwéng cai
thién.

5. Tiéu chi san sang s dung

Moi dw &n dang chay c6 Danh muc dau viéc day du trong hé thdng; timesheet tudn gan nhat déi chiéu tha céng
khép véi tién do thuc t&; da dung qua tbi thiéu 3 ky ra soat lién tiép ma khong phat sinh timesheet khong gan dau
viéc bi bd sot.

Xem thém: SOP-TIMESHEET-04: Bang cham gi® theo dau viéc — quy trinh di kém bd céng cu nay.
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Can bo SOP nay chay
trén hé thong thwc té?

Al-X thiét ké 16 trinh ERP & Al 90 ngay riéng cho doanh nghiép cta ban:
chuan héa di lieu — SOP sbé héa — dashboard diéu hanh.

ai-x.vn/contactus

Tai liéu phat hanh mién phi béi Al-X (ai-x.vn). Vui Iong khéng chinh stra ndi dung khi chia sé lai.


https://ai-x.vn/contactus
https://ai-x.vn

