SO PO QUY TRINH CONG VIEC CAC PHONG BAN — BTCHEM

Nguén: Tra l6i khao sat ERP (Thang 7/2026) — Ban Chuyén déi s6

1. SO DO TONG QUAN END-TO-END

KHACH HANG
v
PHONG KINH DOANH (OM): Tié€p nhan nhu cau - Bdo giad -» Pon hang - KHSX - Sap xe - Giao
v v v
Phong KT  Phong R&D Phong Mua hang - VT
(Cong thic, (BOM/cong (Tao PO, mua NVL)
thé mau) thuirc)
v -
CAC XUONG SAN XUAT (MFG)
Son Nuéc / Dau Béng / Mau / UV/NC/PU
Can dong NVL -» Ph6i trén » Kiém tra BTP -» Déng gbi
v -
KHOI QUAN LY CHAT LUONG (QM)
QA » QC1 -» QC2
DPAT - Nhap kho TP
KHONG PAT -» NCR -» R&D - Rework/Scrap/Tra NCC
v >
KHO THANH PHAM (WMS) - TO XE GIAO HANG
v -
PHONG KE TOAN (FIN): Check céng ng » Xudt HD » Giri KH » Thu tién

2. PHONG KINH DOANH (OM)
Ma ERP: OM (Order Management — Ban hang)

Vai tro: Chu tri toan b quy trinh tir tiép nhan nhu cau — giao hang — thu tién

2.1 Quy trinh Bdo gia - bon hang - Giao hang

KHACH HANG - TIEP NHAN NHU CAU
| (T KH / Ky thuat vién tai NM KH)

v
LAM MAU (Phong KT + PKD) » KH ky xac nhan
v
BAO GIA: PKD xin gia BGDP - Lap BCG (Excel) - Gui KH (PDF)
v
XU LY DON HANG: Check don gia - K& toan check céng ng
Vugt han mic » Gilr lai, lam viéc véi KH
Check ton kho » C6: Tao SO / Thiéu: Lap KHSX

v

TAO SO (FAST) + KHSX (FAST - Base)
v

SAP XEP GIAO HANG (2 khung: 10h3@ & 14h)
v

THEO DOI GIAO HANG » X& ly khiéu nai

Pain points chinh:

e KH dung tén SP khac BTChem — phai xac dinh lai
e Chua co6 bang gia tu dong theo KH

e Khong biét ton kho thyc té — phai goi KTP



e  Khong biét cong ng KH — phai giri Base chd
e KH guri don theo mau riéng — kho nhap liéu
e Lich sdp xe lam tay trén FAST

2.2 Quy trinh Hang ban tra lai / Khiéu nai

KH bao khiéu nai » PKD + Phong KT tiép nhan
- Bdo KT nha mady kiém tra
- Lam phiéu dé nghi -» BGD ky
PKD sap xe 13y hang vé
QC kiém tra chat lugng hang tra vé
P3i hang méi / Hoan tién / Gidm gia / Nhap kho tra

Loy

3. PHONG MUA HANG - VAT TU (PO)
Ma ERP: PO (Purchasing / Procure to Pay)

Vai tro: Pon vi duy nhit tao PO — chu tri toan bd quy trinh mua hang

3.1 So’ d6 tong thé

NHU CAU MUA (MRP / Min-Max / Thu céng)
- DE NGHI MUA HANG (file Word)

GUT RFQ » NHAN BAO GIA - THUONG LUQNG - CHON NCC

TAO PO (chi PVT)

Trudng PVT duyét - PGD/GD duyét (néu > han mic)

GU'I PO CHO NCC (Email / Zalo)

NCC GIAO HANG

- THU KHO NHAN HANG (Kiém tra SL, quy cach, lot, COA)
DAT - Nhap kho » QC kiém tra » DAT: sdn sang SX / KP: cach ly, tra NCC
KHONG DAT > Bao PVT xu ly

> HOA PON - 3-WAY MATCHING - THANH TOAN
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3.2 Bdn luéng PO theo loai hang

Loai hang Quy trinh duyét

A - Hoa chit / NVL SX Nguyén lidu san xut PN mua — RD duyét — PGP duyét gia
(vong lap) — PVT tao PO — Truéng PVT
— PGD

B - Hoa chat phi SX Chat thai, xing dau... DN nhap — Truéng PVT — PGD duyét
(vong lap gia) — PO gidy — Truong PVT
— PGP

C - VPP/Decal Vin phong phim PVT tao PO — Truéng PVT — PGD

D - Thiét bi may moc May moéc, dung cu SX Ngudi dé nghi — Truéng BP — GB/PGD
— Bio gia — GD/PGD duyét NCC

4. CAC XU'ONG SAN XUAT (MFG)
Mi ERP: MFG (Manufacturing) — 4 xuéng chinh: Son Nudc, Dau Bong/Dung Méi, Mau, UV/NC/PU

4.1 Quy trinh San xuat chung

KHSX tir PKD > NHAN LENH SX (Excel/FAST)

- CAP PHAT NVL (Manual issue + Backflush)

PHOI TRON / KHUAY TRON

NGHIEN / PHAN TAN (tuy loai son)

KIEM TRA BTP TRONG SX (Xudng + QC)

PHA MAU (néu c6) — Xudng Mau: kiém tra nhd trudc » 16n sau
GIA CONG (néu can)

KIEM TRA CHAT LUQONG CUOI (QC quyét dinh)

— PAT - Péng géi » Dan nhan - Nhap kho TP
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L— KHONG DAT -» NCR - R&D - Rework / Giam cdp / Scrap

4.2 Pic thu tirng xwéng

Pic thi Nut thit

Son Nudc KPH trén Base, nhiéu cong Cong doan nghién ~1-2 ngay
doan nghién

Diu Béng/DM Quy trinh don gian, hao hut Khong co ~4-8h
thap 0.4-0.8%

Mau SX theo don hang, kiém tra Kiém tra mau 72h/mé
nho—16n, thu héi DM do

UV/NC/PU SX riéng, QC1 kiém soat cong | Tuy loai ~1-3 ngay
thtrc

5. KHOI QUAN LY CHAT LUONG (QM)
Ma ERP: QM (Quality Management) — QA, QC1, QC2, R&D, Phong K¥ thuat

5.1 Sdu diém kiém tra chat lvgng
1. NVL dau vao — QA / R&D

2. Trong SX (BTP) — Xudng SX, QC1, QC2
3. Cudi SX (TP) — QC1, QC2

4. Trudce xudt ban — QC1, QC2

5. Pinh ky trong kho — QC1, QC2

6. Tai khach hang — Phong K¥ thuat

5.2 Quy trinh x{r ly KPH (NCR)

QC PHAT HIEN KHONG DAT - GHI NCR (Base)
> CACH LY HANG (Quarantine)
> R&D DPANH GIA
Tai kiém
REWORK = Tao lénh rework - QC kiém tra lai
GIAM CAP (ha cap SP)
SCRAP / THANH LY
TRA NCC (néu NVL d3u vao)
-» CAPA (Root cause - Corrective » Preventive)

5.3 Phan céng QC chi tiét

NVL Piu vio ‘ BTP trong SX TP cubi SX ‘ Hang luu kho
QA — — — _
QCl Mau: Pha Mau —
QC2 — —
R&D (trtr mau) — — — —
P.K§ Thuat — — — —

6. PHONG R&D

Vai tro: Pinh nghia san pham + chat luong



6.1 Quy trinh

YEU CAU SP MOI (tir PKD/KH)

NGHIEN CUU CONG THUC

SX THU' NGHIEM (lab)

KIEM TRA CHI TIEU

CAP BOM/CONG THUC (gidy - xudng)

THEO DOI SX THU (phéi hop xudng + QC)

PHE DUYET CHINH THUC (Trudng RD/GD - BGP néu thay déi 1dn)
CAP NHAT BOM -» DINH NGHIA CHI TIEU QC
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6.2 Cac dau muc cdng viéc

Cong viéc Mo ta

Nghién ctru cong thirc moi Phat trién SP méi, cai tién SP hién tai

Cép BOM/cong thirc Giri cong thirc gidy cho xuéng SX, cap nhat version
Kiém tra NVL déu vao Tru nguyén li¢u mau (QC1 phu trach)

Xay dyng chi tiéu QC Cung QC dinh nghia tiéu chuin kiém tra

Panh gia NCR Quyét dinh: rework / scrap / giam cép

Phé duyét thay d6i BOM Thay NCC, diéu chinh chi phi, cai tién

7. VP KY THUAT (CSKH)
Vai tro: Cau ndi k¥ thuét giita BTChem va khach hang

PKD chuyén yéu cau KH

Lam midu (ph&i hop R&D + xudng)

Gop y ung dung thuc té (dua trén diéu kién nha may KH)
Yéu cau thé mau KH ky

Kiém tra thyc té tai KH khi giao hang

BAO CAO KET QUA -» PKD + R&D

v

>
>
>
>

8. KHO THANH PHAM (WMS)
Vai tro: Quan Iy ton kho TP, xuit/nhdp kho

SX HOAN THANH - QC DAT

NHAP KHO TP (theo lot: lot SX, s& lugng, vi tri)
LUU TRU (theo ddi han SD, kiém tra dinh ky)
NHAN LENH XUAT (tir PKD)

XUAT KHO (theo FIFO/quan ly lot)

Lam phiéu xudt ban (FAST) - Giao cho Té xe

v
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9. PHONG KE TOAN (FIN)
Vai tro: Tai chinh — ké toan — thué
K& toan Ban hang:

Kiém tra han mic tin dung KH (Base)

> Xuadt héa don tur bién nhan giao hang
> Ky dién tl&r > GUri email KH

> Ghi nhan coéng ng » Theo doi thu tién
Keé toan Mua hang:

Nhap héa don NCC (FAST)
- 3-way matching: PO ¢ Receipt ¢ Invoice
> Lap dé nghi thanh toan - Duyét - CK/Tién mat

Cudi thang: Tinh gia thanh (Standard + Actual), tong hop BCTC, ddi chiéu cong ng, bao cao thué



10. MA TRAN PHOI HOP GIU’A CAC PHONG BAN

PKD PVT X.SX QCl1 QC2 R&D P.KT KTP

Béo gia

KHSX

C
Pon hang | C —
C

Mua NVL | — C

San xudt — —

vao

QC dau — —

SX

QC trong | — —

SX

QCcubi | — —

KPH

Xuly — —

TP

Nhap kho | — —

Xuét/Giao | C —

don/TT

Hoa P —

Khiéunai | C —

cao/KPI

Bao P P

Chii thich: C = Chu tri | P = Phéi hop | T = Tu van | D = Phé duyét

PHU LUC: Hé thdng hién tai

Hé théng

ang dung

Module sir dung Muc dich

— =

FAST Ké toan, Ban hang, Kho, Phiéu béo kiém Ké toan, quan Iy don hang, tén kho, phiéu
SX

Base Phé duyét, KPH/CAPA Duyét bao giad/don hang; quan Iy KPH

Excel + Gidy BOM, KHSX, MRP, Béo gia, Sip xe Quy trinh thu cng (chua ¢ hé théng)

HPD Dién tir Fast Héba don Xuit HP, ky s6, giri email KH

Tao ngay: 06/07/2026

[ Ngudn: Tra 101 khao sat ERP cta cac phong ban (T7/2026)




