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B6 cong cu timesheet di mé ta dé tinh phi

Tai liéu thwe chién ERP « Al-X — ai-x.vn » Cap nhat 2026-08-23 05:35:00

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

Hwéng dan Bo cong cu timesheet di mé ta dé tinh phi

B& cong cu di kém SOP-BILLING-05, gitp luat s va Bd phan Ké toan ddm bao timesheet di chi tiét dé xuét hoa

don chinh xac, tranh khach hang tw chéi thanh toan.

1. Danh muc biéu mau

Quy tdc mod ta timesheet chudn hoa
(Time Entry Guidelines)

Tham chiéu khi ghi timesheet hang
ngay

héa don

2 Bang timesheet chi tiét theo vu viéc Ghi nhan hang ngay, tbng hop theo
ky xuét hoa don
3 Checklist ra soat trwdc khi xuat héa | Trwdc khi chdt héa don gl khach
don (Pre-bill Review) hang
4 Dashboard chét lwgng timesheet va | Ra soat hang thang

2. Muc dich cua tirng biéu mau

Quy tdc mo t& chuan hoa giup luat sw biét cach ghi timesheet du chi tiét; Bang timesheet chi tiét 14 nguén di liéu
chinh dé xuéat hoa don; Checklist @m bdo khéng xuat héa don khi con dong thiéu chi tiét; Dashboard gitp Luéat

su diéu hanh theo dbi ty 18 héa don dwoc khach hang chap nhan.

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

Quy tdc mo ta timesheet
chuén hoa

Luat sw didu hanh

B& phan Ké toan

Luat sw didu hanh
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Bang timesheet chi tiét | Luatsw/Tro ly Luat sw phu trach Bo phan Ké toan
theo vu viéc
Checklist ra soat trwdc khi | Luat sw phuy trach B6 phén Ké toan Luat sw diéu hanh

xuat hoa don

Dashboard chét Ilwong | Bo phan Ké toan Luat sw didu hanh CEO/BOD
timesheet va hoa don

4. Hwéng dan dién tirng trwdng

M6 ta cong viéc phai cu thé dén mirc khach hang hiéu dwoc (vi du "Soan thao luan ctr phan bac don khang cao,
muc 3-5" thay vi "lam viéc vu an"). Gi¢ cong phai ghi theo don vi 0.1 gi& (6 phut), khéng lam tron qua thé. Pon gia
phai khdp véi hop déng dich vu da ky, khoéng tw diéu chinh.

5. Vi du c6 dir liéu minh hoa

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

Nguyén Van D Tranh chap thwong mai - | Soan thdo luan c& phan | 3.5
Coéng ty ABC bac don khang cao, muc
3-5

6. Quy tac validation

Khéng dwoc chép nhan dong timesheet c6 md ta dwdi 10 tlr hodc thudc danh sach cum tw cédm (lam viéc vu an,
nghién ctu hé so, x& ly cong viéc). Khong duwoc xuat hda don khi con dong timesheet chua qua ra soat Pre-bill
Review. Gi®&» cong mét dau viéc vuot ngudng bat thuwong (vi du trén 6 gier cho mét viéc soan thdo don gian) phai

c6 giai trinh.

7. Cong thirc KPI

Ty lé timesheet dat chudn mé tad = S6 dong du chi tiét + Téng s6 dong timesheet x 100%. Ty |é héa don dwoc
chap nhan toan bd = Sé héa don khéng bi thdc méc/tir chdi + Téng s6 héa don x 100%. Sé 1an phai gidm gia do
khéng gidi trinh dwoc = dém sb trwong hop trong ky, muc tiéu 0.

8. Ban mo ta dashboard

Xem chi tiét day du tai phan Dashboard chét lwong timesheet va hda don bén duwdi.

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

Excel: sheet Master_Data lwu Quy tdc md td chuan héa va danh sach cum tir cAm, sheet Nhap_lieu la Bang
timesheet chi tiét v&i cong thirc tw tinh gia tri hdéa don (gier cong x don gid). ERP/phan mém quén ly vu viéc: hé
thdng tw ddng canh bao khi mé ta dwéi nguwdng ky tw téi thiéu hodc trung cum tir cAm.

10. Tiéu chi xac dinh biéu mau da hoan thanh

Moi vu viéc tinh phi theo gi® cé Bang timesheet chi tiét day dd; thang gan nhat dat téi thiéu 95% dong timesheet
dat chudn mé ta; Dashboard chat lwong timesheet va héa don da chay téi thiéu 2 quy lién tiép v&i ty 1& hda don
dwoc chap nhan toan bo trén 90%.
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Checklist ra soat trwwéc khi xuat héa don (Pre-bill Review)

Dung ngay trwéc khi Bd phan Ké toan chét héa don chinh thirc gri khach hang.

Nguwoi lap: Luat sw phu trach - Nguwdi kiém tra: Bo phan Ké toan - Ngudi phé duyét: Luat sw diéu hanh

Checklist trwére khi xuat héa don

1 Moi dong timesheet c6 mo ta du chi | []
tiét chua?
2 Khéng con dong nao dung cum tw | []

cam (chung chung) chua?

3 Gio céng c6 khép voi don gia theo | []
hop ddng chuwa?

4 C6 dong gio cong bat thwong chua | []
dworc gidi trinh khong?

5 Bang chi tiét timesheet da sdn sang | []
dinh kém héa don chwa?

Vi du dién mau:

1 Toan bd 45 dong timesheet thang | (dung)
nay déu moé ta cu thé?

Checklist sau khi xuat héa don
- [1Da gti hda don kém bang chi tiét timesheet cho khach hang.
- [1Pa lwu trir héa don va timesheet vao hd so vu viéc.
- [1Néu khach hang thédc mac, da ghi nhan vao Nhat ky thdc mac va giai trinh.
Tiéu chi hoan thanh
Toan bd 5 muc checklist déu dat ((dung)) trwdc khi héa don dwgc xuéat chinh thire; khéng cé hda don nao gwi di
khi con dong timesheet thiéu chi tiét.

Template & Field Guide — Bd cong cu timesheet du mé ta dé tinh phi

§1. Quy tdc mo ta timesheet chuan héa (Time Entry Guidelines)

Nguwdi lap: Luat sw didu hanh - Nguoi kiém tra: B phan Ké toan - Nguoi phé duyét: Luat sw diéu hanh
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Cum tr cAm ™) Text (VD: lam viéc vu an, nghién ctru
hd so)
Vi du mé t& dat chuan *) Text
Sé ky tu tdi thiéu * Sé
Vi du minh hoa:
Lam viéc vu an Soan thao luan cr phan bac don khang cao, muc 3-5

§2. Bang timesheet chi tiét theo vu viéc

Nguwoi lap: Luat sw/Tro ly - Nguoi kiém tra: Luat sw phu trach - Ngu&i phé duyét: B6 phéan Ké toan

Luat sw ) Text

Vu viéc ) Text

Ngay *) DD/MM/YYYY

Mb ta cong viéc *) Text tw do, cu thé (t6i thiéu 10 tiv)

Gidr céng (*) S6 (don vi 0.1 gi®)

Don gia/gi® *) Sé (VND), theo hop ddng

Gia tri (*) Sé (VND), tw tinh

Vi du minh hoa:

Nguyén Van D Soan thao luan c phan | 3.5 3.500.000d
bac don khang cao, muc
3-5

Validation: mé ta cong viéc dwdi 10 t&r hodc tring cum tlr cAm sé bi tir chdi; khong dwoc xuat héa don khi con
dong timesheet vi pham quy tac.

Dashboard chat lwong timesheet va héa don — Mé ta thiét ké

Nguoi 1ap: Bé phan Ké toan - Ngudi kiém tra: Luat sw phu trach - Ngudi phé duyét: CEO/BOD
Déi twong st dung: CEO/BOD, Luat sw diéu hanh, Luat sw phu trach, B6 phan Ké toan.

Tan suét cap nhat: hang thang (khi dung Excel) hodc theo thdi gian thue (khi tich hgp phan mém quan Iy vu viéc).

1. Muc tiéu

Cho Luat sw diéu hanh va Ianh dao thay ngay chat lwong timesheet toan cong ty, ty 1& héa don dwoc khach hang
chap nhan, dé cai thién théi quen ghi timesheet va gidm tranh cai thanh toan.
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2. B4 cuc dashboard

Hang 1 — Chi s6 tdng quan: ty |é timesheet dat chuidn mé ta, ty 1& héa don dwoc chdp nhan toan bo, tbng gia tri
héa don bj giam do thac méc trong ky.

Hang 2 — Bang luat sw theo ty |& timesheet dat chuan: sap xép tang dan, xac dinh nhu cau dao tao.
Hang 3 — Bang vu viéc c6 nhiéu thdc méc tir khach hang: phan tich nguyén nhan dé cai thién quy trinh.

Hang 4 — Xu hwéng ty 1& héa don dwoc chip nhan theo thang: danh gia hiéu qua cai thién chéat lwong.

3. Ngudn dir liéu

Quy téc mé ta timesheet chudn hoa, Bang timesheet chi tiét theo vu viéc, Checklist ra soat trwdc khi xuét héa don.

4. Cach doc dashboard

Nhin Hang 1 d& nam téng quan chét lwong timesheet va hoa don. Vao Hang 2 dé xac dinh luat sw can dao tao
thém vé cach ghi timesheet. Xem Hang 3 dé cai thién quy trinh cho cac vu viéc thuwdng bj thdc méc. Dung Hang 4
dé danh gia xu huéng cai thién qua cac thang.

5. Tiéu chi san sang s dung

Moi vu viéc tinh phi theo gi®& c6 di¥ liéu timesheet day du trong hé thdng; dbi chiéu thi cdng khép sb liéu mot 1an
v&i héa don da xuat; da dung qua ti thiéu 2 quy ra soat lién tiép ma khong phat sinh trwdng hop phai gidm gia do
khéng gidi trinh dwoc chi tiét.

Xem thém: SOP-BILLING-05: Timesheet di mé ta dé tinh phi — quy trinh di kém b 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.
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