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1. CHON HO SO MY FINANCE
Dé chuyén qua khu vic quan ly hd so MY FINANCE, t&r Menu ngwdi dung, Sales nhan chon

H6 so MY FINANCE.

Ma nhan vién : saigonbpo
Kénh : DSA

1l HO so My Finance
B Hé sd bao hiém
@ o8imatkhdu

Kiém tra CMND
(@) Ve ching téi

® BlackList/Partner

6-) Ngén ngir
@ Mabdomat
® Trg giup
- n B
Ngu#i ding Bang didu khién Chirng tit

Danh sach

2. CHWC NANG THEO DOI HO SO MY FINANCE

2.1. Bang diéu khié

n

Sau khi Sales dang nhap thanh céng, (rng dung s& méc dinh hién thi man hinh BANG DIEU

KHIEN, man hinh nay hién thj cac giai doan cla ho so va sb lugng twong &ng.

SAIGON BPO Ltd.

(6 @ 1]
Méi tao Ba nhan hinh KH
(2) (3)
—0Q
=
o]
Defer SGB Da gui KH b6 sung
(0) (0)
J |
[ | 4
Defer UND Huy
(0) (0)
Ngudi ding Danh séch

m

p —
Da gl DE
[RD]

3

UND xirly
(0)

&

Tatca

Bang didu khién
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Bang sau mé ta y nghia cac giai doan:

Giai doan Trang thai cudi
. Sales da tao hé so méi va da givi qua MY | ...
Ma&i tao FINANCE 'M¢i tao
Sales da nhan hinh chyp cia KH tor MY
P& nhan hinh KH | FINANCE (bao gébm hinh méi, hinh bd sung | “Da nhén hinh KH”
Defer Sales / Defer SGB / Defer UND)
Sales da duyét hinh chup cia KH tor MY
o FINANCE (bao gébm hinh m&i, hinh bd sung | .~ -. ~c»
ba gri DE Defer Sales / Defer SGB / Defer UND) va giriqua | 22 99 DE
DE kiém tra
DE khong duyét hé so va giri Defer SGB dén
Defer SGB Sales, chd Sales xac nhan gri KH bd sung trén | “Defer SGB”
MY FINANCE
a « | Sales da glri thong tin can KH bé sung hinh chup | .. .. 2
E:n gui KH bo (bao gébm hinh can KH bd sung Defer Sales / sﬁi gy KH bo
9 Defer SGB / Defer UND) g
UND x& ly DE d4 duyét hd so va da gl qua UND x@7 Iy “Da guri UND”
UND khéng duyét hé so va giri Defer UND dén
Defer UND Sales, chd Sales xac nhan gvri KH bd sung trén | “Defer UND”
MY FINANCE
. Ho so da bj hiy béi KH / UND / DE (DE hay do | ., ,- ,,
Hay hét 1an defer) Hdy
Bat ki trang thai
Tatca Tét ca hod so thudc tat ca Stage trén trong danh séch

trén
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2.2. Danh sach hé so
T man hinh BANG BIEU KHIEN, khi Sales nhan vé méi giai doan, (rng dung sé chuyén sang
man hinh DANH SACH HO SO va loc ra cac hd so twong (rng véi giai doan da chon.

Vi du nhw hinh bén du6i: Sales nhén vao giai doan “Méi tao”, g dung sé chuyén sang man

hinh cé 2 hé so trong danh séch (2 hé so nay déu cé trang thai cubi la “Méi tao’).

[%) J . Tén khach ha
Méi tao £4a nhan hinh KH Dagui DE NGUYENVANC — " ¢ .
(2) (3) ) @ B 321346757876 @ Mditao
s Trang thai cudi
—© , §6 CMND
~—r
I_] © [+ XEM CHITIET
Defer SGB Da gui KH bé sung UND x(r ly
(0) (0) (0)
NGUYEN VAN A
[_“ A 0001 (@ Mdi tao
o d
Defer UND Huy Tatca
(0) (0) XEM CHI TIE
= B H = =] 5
Ngi Danh sac Bang didu khién Ngudi ding Danh sach Bang didu khién

2.3. Chi tiét ho so

Tt man hinh DANH SACH HO SO, Sales c6 thé xem chi tiét hd so bang cach nhan vao XEM

CHI TIET:

= NGUYEN VAN C

Théng tin khéch hang

NGUYEN VAN C T

Ho va té
3213467578 Mai tao

a . NGUYEN VAN C
CMND/CCCD 5& dien thoal Trang tha
321346757876 0902400244 Mai tao
San pham Thai han S6 tién vay
EVN 36 30,000,000
Trang thai F1 IDF1

NGUYEN VAN A
By 008311000001 @ VO

XEM CHITIE

Ngu#i ding

Danh sich dng didu khién

SAIGON BPO Ltd.
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- [Ho tén KH], [CMND/CCCD], [Dién thoai], [San pham], [Thoi han), [Sé tién vay]: 1a cac
trwdng thong tin Sales da nhap khi tao hd so mai.

- [Trang thai]: ludn hién thj trang thai cudi ctia hd so Edocs-MY FINANCE.

- [Status F1], [ID F1]: 2 trwdng nay sé cé thong tin sau khi hé so da 1én App ID va gl
qua UND xt ly.

2.4. Tim kiém hé so
T man hinh DANH SACH HO SO, Sales c6 thé tim hd so bang cach nhap tir khéa vao 6 tim

kiém (Tén khach hang hodc CMND), trng dung sé hién thj cac hd so thda diéu kién.

[&]

= NGUYEN VAN A
A o

Danh sach
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3. CHUC NANG XU LY HO SO MY FINANCE

3.1. Tao ho so méi

Sales tao hd so mai theo cac bwdc sau:

1) Tl man hinh DANH SACH HO SO, Sales nhan nut e dé bat dau tao hd so mai:

NGUYEN VAN C
[~ EEIETISEEREN * R

XEM CHITIET

NGUYEN VAN A
B3 008311000001 [} Méi tao

XEM CHITIET

Nhén vao day dé
tao hd so maoi

Ngudi ding Danh sich Bang didu khidn

2) Sales nhap céc théng tin nhw bén dwéi (nhirng trwdng c6 dau * 1a bat budc phai co

di liéu):

< Tao hé sa khach hang

Ho vatén ()
NGUYEN VAN A
CMND/CCCD () $6 dién thoai (')
3217 090241
San phim (%)
Employee Cash Loan
Thisi han (%)
12
56 tién vay (*)
30,000,000
Ma s6 thué
123456789
Danh sich chiing ti ()
TAO HO SO
Nhan nut nay dé 1ap
danh sach chirng tir
glri cho KH bd sung

SAIGON BPO Ltd.

A 4th Floor, H3 Building, 384 Hoang Dieu Street,
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2 Y 74 k R « X N ~ I3 a
3) O phan Danh sach chirng tr, Sales nhan nut dé tién hanh Iap danh sach chirng

tr gtri qua khach hang b sung.

Tao hd so khach hang

Danh sach ching tur

KET QUA CANH BAO KH VAY S37  []
CMND/CCCD MAT TRUGC

S6 HO KHAU
XAC NHAN TAM TRU/THUGNG TRU []
HOP BONG LAO DONG |
PHU LUC HOP DONG LAO DONG [
XAC NHAN CONG TAC O
SAO KE TAI KHOAN LUONG O

PHIEU LUONG/XAC NHAN LUGONG [}

4) Sales tick chon cac chirng tir can glri qua khach hang bd sung va nhan nat Déng.

ng dung sé hién thi cac chirng tr da chon cach nhau d4u phay nhw hinh bén duoi.

Danh séch ching tir (*)

CMND/CCCD MAT TRUGC, SO HO KHAU, HINH ANH KHACH
HANG, CMND/ CCCD MAT SAU, THONG TIN THUE BAO - 1414,

TAO HO SO

- Sales phai tick chon di cac chung tir bat budc cho 1 bo hé so, cac chiing tir bat
buéc tinh dén thoi diém hién tai bao gém:
e CMND/CCCD MAT TRUOC
e CMND/CCCD MAT SAU
e SO HO KHAU
e THONG TIN THUE BAO — 1414
- Riéng dbi v&i chimng ter PHIEU THU THAP THONG TIN thi Sales khéng phai tick
chon tai budc nay ma sé tw nhap lidu sau khi khédch hang da bé sung chung ti.
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5) Sales nhan nut TAO HO SO'. ng dung sé glri théng tin hd so nay sang MY FINANCE
cho khach hang bd sung chirng tir va cap nhat trang thai hd so la “Mai tao”. H6 so tao

thanh céng Sales sé thdy thong bao sau:

Théng bao
Tao hé sd thanh céng !

Poéng y

6) Sau khi hé so tao thanh coéng, Sales théng bao va hwéng dan khach hang lén tng

dung My Finance dé cung cép hinh chirng tlr nhw yéu cau.

3.2. Duyét hinh khach hang
Sau khi khach hang da cung cép hinh chirng tir méi / bd sung trén MY FINANCE thi hd so sé
c6 trang thai la “P& nhan hinh KH”, lic nay Sales tién hanh duyét hinh khach hang theo céac

budc sau:

1) Tl man hinh CHI TIET HO SO, Sales nhan nut @ dé (rng dung tién hanh tai xuéng
hinh ching tlr ma khach hang da cung cép tir MY FINANCE.

= NGUYEN VAN A

19 va tén
NGUYEN VAN A
CMND/CCCD

0 dién thoal T
n 0902

rang thal
©a nhén hinh KH
San phim Thési han S tién vay
Employee Cash Loan 12 30,000,000
Trang thai F1 DF

n bé sung

Danh sdch ching tir Sales can KH cung cap (*)

[+,

Ghi chii clia Sales cho DE

Nhan nut nay dé tai xuéng
hinh khach hang da cung
cép trén My Finance & kiém
tra ndi dung hinh da tai
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NGUYEN VAN A

Bang tai chifng tir HK

2) Sau khi tai hinh xong thi ng dung sé& chuyén dén man hinh DANH SACH CHUNG

TU cla hd so. Sales truy cap tirng folder chirng tir va kiém tra hinh bén trong.

-

g 'Oreont | Cac chirng tir khach
—hang da cung cap

- HK

W 2Trang tl‘_}’ My Flnance
0Trang

~  |IDBACK

- 1Trang . \

R Chirng tlr DN: Sales

W 17rang tLI"thép ||éu nhU”bén

- e ho so truyen thong
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3) Sau khi kiém tra xong, Sales sé& c6 1 trong 2 hwéng xi ly sau:
a) Néu chirng tlr khach hang cung cép la hop 1@ thi Sales tién hanh thuc hién cac
bwd&c sau:
- Nhap liéu chirng tir DN (cac budc va quy tac nhap gidng nhw bén hé so truyén
théng).
- Quay ra ngoai man hinh CHI TIET HO SO va nhén nut GUI DE KIEM TRA:

€« NGUYEN VAN A

NGUYEN VAN A

an 0902/
Employee Cash Loan 12 30,000,000
Danh séch chimg tir Sales can KH cung cap (*)

Ghi chii clia Sales

||

Néu chirng tir hop 1é
thi Sales nhan nut
nay dé upload hé so
cho DE kiém tra

NGUYEN VAN A

Théng bao
GUfi DE kiém tra thanh céng

Dong v
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»  Péi véi hé so méi upload qua DE Ian dau thi tng dung bat bubc phai

du céc chung tor bat budc (bao gém ca chiing tir DN).

= Cw méi lan Sales nhan vao nit @ thi (g dung sé luén tai vé hinh
ching tor moi nhét bén MY FINANCE.

= Péi v6i hd so bb sung (Defer SGB, Defer UND) upload qua DE thi tng
dung khéng yéu c&u phéi du ching ter bét budéc nhung phai cé it nhat 1
chieng tee va Sales phai nhép ghi chi & trirong Ghi cha cua Sales.

= Sau khi upload hé so qua DE xong thi trang thai hd so sé la “Péa gt
DE”.

b) Néu chirng tir khach hang cung cap 1a khéng hop 1é thi Sales tién hanh thwc hién

cac buwdc sau:

- Nhén nut &2 §é liét ké danh sach chirng tir can khach hang bé sung lai (cach
lam ciing giébng nhw luc tao hd so ma&i).

- Nhap ghi cha cho khach hang & trwéng Ghi cha caa Sales, (ng dung hé tro
goi y bd ly do cé sdn theo chirng tr ma Sales d3 liét ké, Sales co thé nhap tir

khéa va chon ly do. Sales ciing c6 thé nhap ndi dung tw do.

I CMND/Thé CCCD mé do chét luong anh chup I‘

' CMND/Thé CCCD ma do ban than CMND bi m&
|

CMND/Thé CCCD hét han
Khéng ghi chi théng tin CMND ci trén Phiéu thu thap
théng tin

Tt
CMND/Thé CCCD mérdo chét lugng dnh chup

\ CMND/Thé CCCD md do ban than CMND bj m&s

I Cmnd ]

4 z x ¢ v.bnm @

Vi . @
123 ¢ Laban Key » . Tiep

r

- Nhén nit GUI KH BO SUNG.
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[+,

Danh séch ching tir Sales can KH cung cap (*)

CMND/CCCD MAT TRUGC,CMND/ CCCD MAT SAU,
Ghi chii clia Sales cho DE

CMND/Thé CCCD md& do ban than CMND bj md

R
|

Néu chirng tir khéng hop

Ié thi Sales nhan nuat nay

deé gtri cho KH bé sung lai
bén My Finance

3.3. Duyét Defer SGB
Sau khi Sales upload hd so méi / bd sung thi bd phan DE ciia SGB sé tién hanh kiém tra:

- Néu két qua DE kiém tra hop 1& thi hd so s& dwoc glvi qua bd phan UND ciia MAFC
Xt ly, trang thai sé la “Da gri UND”.

- Néu két qua DE kiém tra khong hop 1é thi hd so sé gl lai Sales bd sung théng tin
chirng ttv, trang thai sé 1a “Defer SGB”.

Cac bwéc sau hwéng dan Sales xitv ly cho hé so Defer SGB:

1) Tw man hinh BANG DIEU KHIEN, Sales nhan vao Defer SGB:

Mdi tao Ba nhan hinh KH Pa gui DE
(6) (3) (2)
= L | (G
=
Defer SGB Ba guri KH bé sung UND i ly
(1) (1) (0)
R I S
Defer UND Hay Tatca
(0) (0)

2) Man hinh DANH SACH HO SO Iuc nay s& hién thj hd so c6 trang thai Ia “Defer

SGB” cung v&i ly do ma DE théng tin cho Sales vé chirng tr can b sung.

NGUYEN VAN
an

2.1 CMND/Thé CCCD mé do chit lugng
anh chup
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3) Sales nhan nut XEM CHI TIET dé vao chi tiét hd so. Tai khu vire thong tin bb sung:
- [Ly do]: chtra théng tin Defer code va mé ta chi cha cia DE cho ly do cin Sales
bb sung.

- [Tho&i gian): 1a thoi gian DE gtri thong tin Defer SGB cho Sales.

NGUYEN VAN A
32117 090248 Defer SGB

Employee Cash Loan 22222222 900,000,000

Thong tin Defer SGB

2.1 CMNDyThé CCOD mea do chat lugng anh chup

28/06/2021

Danh sach ching tir Sales can KH cung cdp (*) B

Ghi chu cla Sales

N ST

Sales co thé
nhan nat nay dé

tdi xuéng hinh
chirng tir va * @

kiém tra lai

4) Sales c6 thé nhan nut @ dé tai xubng hinh khach hang, sau dé kiém tra lai hinh va
ddi chiéu vai thong tin ma DE glri Defer. Sau khi kiém tra xong, Sales c6 1 trong 2
hwéng xtr ly sau:

a) Néu DE yéu cau Defer chi cho chirng tir DN thi Sales khéng can givi khach hang
bd sung ma tw x(r ly Defer cho chirng tir DN theo cac buwéc sau:
- Vao man hinh DANH SACH CHUNG TU, truy cap chirng tir DN va chinh siva
di¥ liéu can Defer, sau do xuét lai file DN.PDF
- Quay ra lai man hinh CHI TIET HO SO, nhap théng tin ghi chu tai trwong Ghi
ch cua Sales (b4t budc nhap).
- Nhéan nut GU’I DE KIEM TRA.
b) Néu DE yéu cau Defer cho chirng tir khac ngoai DN thi Sales can glvi khach hang

bd sung chirng tlr theo cac buwéc sau:

- Nhéan nat &2 @é liét ké danh sach chirng tir can khach hang bd sung lai.

- Nhap ghi chu cho khach hang & trwong Ghi chu cua Sales, thong tin ghi chu
nay sé& hién thj cho khach hang nhan biét trén MY FINANCE.

- Nhén nat GUI KH BO SUNG.
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- Sau khi khach hang b sung xong thi Sales tiép tuc xr ly theo huwéng dan tai

muc Duyét hinh khach hang.
Luwu y: déi véi Defer SGB thi Sales chi duoc bé sung téi da 2 1&n nén néu sau khi Sales da b6
sung hét 2 I1an va DE kiém tra lan 3 van con bj Defer thi h6 so sé tw dong cap nhét trang thai

“Hdy” véi ly do la “Hét s6 1an Defer”.

3.4. Duyét Defer UND
Sau khi DE glri hé so méi / bb sung qua bd phan UND ctia MAFC xt ly:

- Né&u két qua UND kiém tra hop lé thi hd so s& duwgc xt ly qua cac budc tiép theo tai
UND. Sales c6 thé theo dai théng tin [IDF1] va [Trang thai F1] tai man hinh CHI TIET

HO SO.

NGUYEN VAN A

I ng th
n 0902 Pa gui UND
Employee Cash Loan 22221‘222 900,000,000

BDE 123456

- Néu két qua UND kiém tra khong hop Ié thi hd so sé& gli lai Sales bd sung théng tin
chirng tir, trang thai sé 1a “Defer UND”.

Cac bwéc sau hwéng dan Sales xtr ly cho ho so Defer UND:

1) Tl man hinh BANG BIEU KHIEN, Sales nhan vao Defer UND.

Mdi tao Ba nhan hinh KH Pa gui DE
(6) (3) (2)
S
=
Defer SGB Ba gui KH bé sung UND x(r ly
(0) (1) (0)
] ] ]
Defer UND Huay Tatcd
() (0)

2) Man hinh DANH SACH HO SO luc nay sé hién thi hd so cé trang thai 1a “Defer
UND” cung véi ly do ma UND théng tin cho Sales vé chirng tir can bd sung.

B NGUYEN VAN A
] o[ TT]

2.1 CMND/Thé CCCO md do chat lugng
anh chup
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3) Sales nhan nut XEM CHI TIET dé vao chi tiét hd so. Tai khu vire thong tin bb sung:
- [Ly do]: chtra théng tin Defer code va mé ta chi chi cia UND cho ly do can Sales
bd sung.

- [Thoi gian]: la thoi gian UND gwri thong tin Defer UND cho Sales.

NGUYEN VAN A

( diér Trang t
32117 09024( Defer UND

Employee Cash Loan 22222222 900,000,000
BDE 123456
Théng tin Defer UND
2.1 CMND/Thé CCCD md do chét lugng anh chup
28/06/2021 12:06:00
. PR P . B
Danh séch chiing tir Sales can KH cung cép (*)
Ghi chii clia Sales cho DE
I

4) Sales c6 thé nhan nut @ dé tai xubng hinh khach hang, sau dé kiém tra lai hinh va
dbi chiéu vai thdng tin ma UND givi Defer. Sau khi kiém tra xong, Sales c¢6 1 trong 2
hwéng xtr ly sau:

a) Néu UND yéu cau Defer chi bb sung théng tin mém (khéng can bé sung chirng tir)
ho&c chi bd sung chirng tr DN thi Sales khéng can gvi khach hang bé sung ma
tw xtr ly Defer UND theo cac buéc sau:

- Vao man hinh DANH SACH CHUNG TU, truy cap chirng tir DN va chinh stra
di¥ liéu can Defer, sau d6 xuét lai file DN.PDF (Sales chi can lam bwéc nay
néu UND c6 yéu ciu Defer chirng tir DN).

- Quay ra lai man hinh CHI TIET HO SO, nhap théng tin ghi chi tai trwong Ghi
ch cua Sales (bat budc nhap).

- Nhén nut GUI DE KIEM TRA.

b) Néu DE yéu cau Defer cho chirng tir khac ngoai DN thi Sales can glvi khach hang
bd sung chirng tir theo cac budc sau:

4 = 2 1A ~ 7 , < PN 7 N 2 .
- Nhan nut dé liét ké danh sach chirng tir can khach hang bo sung lai.
- Nhap ghi chu cho khach hang & trwong Ghi chu cua Sales, thong tin ghi chu
nay sé hién thj cho khach hang nhan biét trén MY FINANCE.
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SAIGON:

- Nhén nat GUI KH BO SUNG.
- Sau khi khach hang b sung xong thi Sales tiép tuc xr ly theo huwéng dan tai

muc Duyét hinh khach hang.
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