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ǿ̯̎ȇ̤ȡȕȇ̌ǿȍ SHA Plus
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1
ȧǻ̐ȣȕ̯̎ȞȆ̐ȣȧơ̑ȖȩǾȃ̘ www.thailandsha.com
ȨȔȦȧǻ̐ȣȕ̯̎ȍȦȖȖ Ȃ̐ȏșȡ̠ȧȇȔȨȔȦȍȞ̌ȕȧȂ̠șȏǬ̌ȖȄ̠̏Ȫǽ̐ȕȇ̌ǿȍȍ̌ȖȇȣȃȍȑȣȆ SHA
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2 ȧṲ̏ȡǬ ȃȍȏȎȕȡȖȕǭȣȆȦ ȎȣǬȨǭȖȧȇȆ̯Ȃ̐ȣȆȖȆ
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3

ǬȂ ȪȆǽ̎ȡȐȕǭȣȆȦȧȝ̤̏ȡ
ȔȐȄȦȧȖ̠șȆȍ̌Ȗ SHA Plus+

ȞȇȣșȧȞȃ̭ :Ǭȣȍȝ̞Ȏȣȍȉȣǻ̢̑Ȇȡș̯̎Ǭ̌ȖǿȉȦǬȍȍȇǬȣȍ 
SHA Plus ǻȡȐȎ̌ȐȞȏ̌ȂȆ̌̑Ȇʏ
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4

Ȯ

2 3

ȧȇ̤̏ȡȧǻ̐ȣȕ̯̎ȍȦȖȖ SHA Plus ȨȔ̐ȏ ȞȆ̐ȣȨȍǬȎȦȇ̠
ȍȣșȔȦȧȡ̠șȂȕǭȣȆȗȍȦǬȡȖǬȣȍȄ̠̏ȎȦȃ̐ȡȐȡ̌ȝȫȞȔȂ
ǻ̐ȡȇ̯Ȕ ȗȍȦǬȡȖȂ̐ȏș
1. ȪȖȡḘ̑ǹȣȃȗȍȦǬȡȖȌ̭ȍǬ̞Ȏ
ɷǬȍȉȖ̠̭ǿǿȔȌȍȍȇȂȣȨȆȖȖ̌ȃȍȗȍȦǽȣǽȆ Ȟȍ̤ȡȪȖǻ̌Ȗǻ̠̏
ȕȣȌȣȍȉȦɸ

2. ȨȖȖȨȕȂȐȍȣșǬȣȍȕ̎ȐȧȐ̞ȆȕȇȄȖ ɷȕȗȕɩȮɿȮȭ
ȕ̎ȏȆȄ̠̏ Ȯɸ

ɷǬȍȉ̠ȩȇ̎ȇ̠ȗȍȦǬ̌Ȇȕ̌Ȑǿȇ ȕȣȇȣȍǭȨȆȖȞȆ̌Ȑṳ̏ȡȍ̌ȖȍȡȐ
Ȏ̦ȣȆȏȆȝȆ̌ǬȐȣȆ ȨȔȦȚ̯̐ȇ̠ȡ̦ȣȆȣȎȔȐȆȣȇ ȞȆ̌Ȑṳ̏ȡȍ̌ȖȍȡȐȎ̦ȣȆȏȆ

ȝȆ̌ǬȐȣȆɸ

3. ȪȖȧȕơ̏Ȏȍ̌ȖȧȐ̞ȆǬȡȐḘ̏ȆȗȍȦǬ̌Ȇȕ̌Ȑǿȇȇȣȃȍȣ ȰȰ

ȫȂșǬȂ           ȧȝ̤̏ȡȧṲ̏ȡǬȩȜȔ̘ȎȣǬȧǿȍ̤̏ȡȐǻȡȐ
Ȅ̎ȣȆ Ȅ̌̑Ȑ Ȱǻ̐ȡ ȨȔȦǬȂ                   ȍȦȖȖȎȦ
ǻ̢̑ȆȕǭȣȆȦȏ̎ȣ 

ǬȂ        ȧȝ̤̏ȡȧȝ̞̏ȇȍȣșǽ̤̏ȡȝȆ̌ǬȐȣȆ

https://www.thailandsha.com/shaplus/uploads/file_downloads/%E0%B9%81%E0%B8%9A%E0%B8%9A%E0%B8%9F%E0%B8%AD%E0%B8%A3%E0%B9%8C%E0%B8%A1%E0%B8%AB%E0%B8%99%E0%B8%B1%E0%B8%87%E0%B8%AA%E0%B8%B7%E0%B8%AD%E0%B8%A3%E0%B8%B1%E0%B8%9A%E0%B8%A3%E0%B8%AD%E0%B8%87%E0%B8%88%E0%B8%B3%E0%B8%99%E0%B8%A7%E0%B8%99%E0%B8%9E%E0%B8%99%E0%B8%B1%E0%B8%81%E0%B8%87%E0%B8%B2%E0%B8%99%E0%B8%97%E0%B8%B1%E0%B9%89%E0%B8%87%E0%B8%AB%E0%B8%A1%E0%B8%94.docx
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5

Ȯ ȯǬȣȍȧȝ̞̏ȇǻ̐ȡȇ̯ȔȝȆ̌ǬȐȣȆ ȕȣȇȣȍǭȧȝ̞̏ȇ
ȩȂ̐ ȯȍ̯ȗȨȖȖ

Ȯɩ Ȇ̦ȣȧǻ̐ȣǻ̐ȡȇ̯ȔȝȆ̌ǬȐȣȆȎȣǬ
ȨȖȖȜȡȍ̘ȇȄ̠̏Ǭ̦ȣȞȆȂ Ǿ̢̏Ȑȕȣȇȣȍǭ
ȂȣȏȆ̘ȫȞȔȂȨȖȖȜȡȍ̘ȇȩȂ̐Ȅ̠̏

ȯɩ Ȇ̦ȣȧǻ̐ȣǻ̐ȡȇ̯ȔȝȆ̌ǬȐȣȆȚ̎ȣȆȞȆ̐ȣ
ȧơ̑ȖȩǾȃ̘ ȫȂșǬȂȄ̠̏ 
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5ɩȮ

ǬȂȧȝ̤̏ȡȂȣȏȆ̘ȫȞȔȂ
ȨȖȖȜȡȍ̘ȇ excel 
ȕ̦ȣȞȍ̌ȖȆ̦ȣȧǻ̐ȣǻ̐ȡȇ̯Ȕ

ȱ
ȯ

ȳ

Ȳ

ȍ̯ȗȨȖȖȄ̠̏ Ȯ ǬȣȍȆ̦ȣȧǻ̐ȣǻ̐ȡȇ̯ȔȝȆ̌ǬȐȣȆȎȣǬȨȖȖȜȡȍ̘ȇȄ̠̏
Ǭ̦ȣȞȆȂ

1. ȞȔ̌ȐȎȣǬǬȂ                  ȎȦȧǻ̐ȣȇȣȄ̠̏ȞȆ̐ȣȆ̦ȣȧǻ̐ȣǻ̐ȡȇ̯Ȕ

2. ȂȣȏȆ̘ȫȞȔȂȨȖȖȜȡȍ̘ȇȕ̦ȣȞȍ̌ȖȆ̦ȣȧǻ̐ȣǻ̐ȡȇ̯ȔȝȆ̌ǬȐȣȆȄ̠̏
Ǭ̦ȣȞȆȂ ȫȂșǬȂȄ̠̏ ȂȣȏȆ̘ȫȞȔȂȜȡȍ̘ȇ excel ȕ̦ȣȞȍ̌ȖȆ̦ȣȧǻ̐ȣ
ǻ̐ȡȇ̯ȔȍȦȖȖȎȦȂȣȏȆ̘ȫȞȔȂȨȔȦ save ȧȗ̜ȆȩȜȔ̘ excel ȪȆ
ȧǿȍ̤̏ȡȐǻȡȐȄ̎ȣȆ ǽ̤̏ȡȩȜȔ̘ǿ̤ȡ
shaplus_import_employee_ex

3. ǬȍȡǬǻ̐ȡȇ̯ȔȝȆ̌ǬȐȣȆȔȐȪȆȨȖȖȜȡȍ̘ȇ ȫȂșǬȍȡǬǻ̐ȡȇ̯ȔȪȞ̐
ǿȍȖḘ̏Ǭǽ̎ȡȐ ȩȂ̐ȨǬ̎
ȗȍȦȧȄȁɯ ȧȔǻȖ̌ȃȍȗȍȦȎ̦ȣȃ̌ȏȗȍȦǽȣǽȆ ɯ ȝȣȕȗȡȍ̘ȃɯ ǽ̤̏ȡɯ 
ȆȣȇȕǬ̭Ȕɯ ȕǭȣȆǬȣȍȉ̘ȓ̠Ȃȏ̌ǿǾ̠ȆɷȞ̐ȣȇȧȗȔ̠̏șȆȨȗȔȐȍ̯ȗȨȖȖǻȡȐ

ȩȜȔ̘ excel ȫȂșȧȂ̛ȂǻȣȂɸ 

4. Ȇ̦ȣȧǻ̐ȣȩȜȔ̘ȨȖȖȜȡȍ̘ȇǻ̐ȡȇ̯ȔȝȆ̌ǬȐȣȆȄ̠̏ǬȍȡǬǻ̐ȡȇ̯ȔǿȍȖ

ȧȍ̠șȖȍ̐ȡșȨȔ̐ȏ ȫȂșǬȂ ȨȔȦȧṲ̏ȡǬȩȜȔ̘ȎȣǬ

ȧǿȍ̤̏ȡȐǻȡȐȄ̎ȣȆ ȧȇ̤̏ȡȧṲ̏ȡǬȧȍ̠șȖȍ̐ȡșȍȦȖȖȎȦǻ̢̑Ȇǽ̤̏ȡȩȜȔ̘

Ȃ̐ȣȆǻ̐ȣȐ

5. ǬȂ               ȧȝ̤̏ȡȆ̦ȣǻ̐ȡȇ̯Ȕȧǻ̐ȣȕ̯̎ȍȦȖȖ ȧȇ̤̏ȡȆ̦ȣȧǻ̐ȣȩȜȔ̘
ȧȍ̠șȖȍ̐ȡș ȍȦȖȖȎȦǻ̢̑Ȇ success

6. ǬȂ         ȧȝ̤̏ȡȃȍȏȎȕȡȖǻ̐ȡȇ̯ȔȄ̠̏Ȇ̦ȣȧǻ̐ȣȍȦȖȖ

https://thailandsha.com/shaplus/uploads/file/shaplus_import_employee_ex.xlsx
https://thailandsha.com/shaplus/uploads/file/shaplus_import_employee_ex.xlsx
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5ɩȯ

ȯ

ȯ

ȱȲ

Ȱ

ȍ̯ȗȨȖȖȄ̠̏ ȯȆ̦ȣȧǻ̐ȣǻ̐ȡȇ̯ȔȝȆ̌ǬȐȣȆȚ̎ȣȆȞȆ̐ȣ
ȧơ̑ȖȩǾȃ̘

1. ȞȔ̌ȐȎȣǬǬȂ             ȎȦȧǻ̐ȣȇȣȄ̠̏ȞȆ̐ȣǻ̐ȡȇ̯Ȕ
ȝȆ̌ǬȐȣȆ

2. ǬȍȡǬǻ̐ȡȇ̯ȔȝȆ̌ǬȐȣȆȪȞ̐ǿȍȖǭ̐ȏȆ 

3. ǬȂ           ȧȝ̤̏ȡȨȆȖȩȜȔ̘ ȧȡǬȕȣȍǬȣȍȓ̠Ȃ
ȏ̌ǿǾ̠Ȇ

4. ǬȂ

5. ȧȇ̤̏ȡȍȦȖȖȨȎ̐Ȑȏ̎ȣ Ȗ̌ȆȄ̢Ǭǻ̐ȡȇ̯ȔȝȆ̌ǬȐȣȆȕ̦ȣȧơ̏Ȏ
ȨȔ̐ȏ ǬȂ       ȧȝ̤̏ȡȖ̌ȆȄ̢Ǭǻ̐ȡȇ̯ȔȝȆ̌ǬȐȣȆ
Ȅ̎ȣȆȡ̤̏Ȇ ȎȆǿȍȖḘ̏ǬȄ̎ȣȆ
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ȳ

1. ȃȍȏȎȕȡȖǿȏȣȇǭ̯Ǭȃ̐ȡȐǻȡȐǻ̐ȡȇ̯ȔȝȆ̌ǬȐȣȆȄ̠̏Ȇ̦ȣȧǻ̐ȣ

2. ǬȂȄ̠̏ȍ̯ȗ    ȪȆǽ̎ȡȐ Ȏ̌ȂǬȣȍȧȝ̤̏ȡȃȍȏȎȕȡȖ Ȟȍ̤ȡ
ȨǬ̐ȩǻǻ̐ȡȇ̯Ȕ ȨȔȦȨȆȖȩȜȔ̘ȍ̯ȗ ȧȡǬȕȣȍȍ̌ȖȍȡȐǬȣȍ
ȩȂ̐ȍ̌Ȗȏ̌ǿǾ̠Ȇȗ̒ȡȐǬ̌Ȇȫȍǿȫǿȏ̞Ȃ Ȯȶ ǻȡȐȗȍȦȧȄȁȩȄș Ȯ ȯ
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ȴ

Ȯ

ȯ

Ȱȱ ȱȲ

ȯ

Ȱ

1. ȃȍȏȎȕȡȖǿȏȣȇǭ̯Ǭȃ̐ȡȐǻȡȐǻ̐ȡȇ̯ȔȝȆ̌ǬȐȣȆ ȨȔȦ
ȨǬ̐ȩǻȪȞ̐ǭ̯Ǭȃ̐ȡȐȩȂ̐ȎȣǬǻ̌̑ȆȃȡȆȆ̠̑

2. ȨȆȖȍ̯ȗ ȧȡǬȕȣȍȍ̌ȖȍȡȐǬȣȍȓ̠Ȃȏ̌ǿǾ̠Ȇ ȫȂșǬȂȄ̠̏             

Ȩ         ȧȝ̤̏ȡȨȆȖȩȜȔ̘ ȧȡǬȕȣȍǬȣȍȓ̠Ȃȏ̌ǿǾ̠Ȇ

3. ǬȂ

4. ȧȇ̤̏ȡȍȦȖȖȨȎ̐Ȑȏ̎ȣ Ȗ̌ȆȄ̢Ǭǻ̐ȡȇ̯ȔȝȆ̌ǬȐȣȆȕ̦ȣȧơ̏ȎȨȔ̐ȏ 
ǬȂ      ȧȝ̤̏ȡȖ̌ȆȄ̢Ǭǻ̐ȡȇ̯ȔȝȆ̌ǬȐȣȆȄ̎ȣȆȡ̤̏Ȇ
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ȴɩȮ

1. ȧȇ̤̏ȡȨȆȖȍ̯ȗ ȧȡǬȕȣȍȍ̌ȖȍȡȐǬȣȍȓ̠Ȃȏ̌ǿǾ̠Ȇ ȨȔ̐ȏ ȍ̯ȗ
ȧȡǬȕȣȍȎȦȧȗȔ̠̏șȆȎȣǬȕ̠ȨȂȐȧȗ̜Ȇȕ̠Ȝ̒ȣ ȫȂșȎȦȃ̐ȡȐȄ̦ȣ
ǬȣȍȨȆȖȧȡǬȕȣȍȍ̌ȖȍȡȐȪȞ̐ǿȍȖḘ̏ǬǿȆ ȕ̦ȣȞȍ̌ȖȚ̯̐Ȅ̠̏ȇ̠
ȕǭȣȆȦ ȓ̠ȂȨȔ̐ȏ

2. ȧȇ̤̏ȡȨȆȖȧȡǬȕȣȍȍ̌ȖȍȡȐǬȣȍȓ̠Ȃȏ̌ǿǾ̠ȆǿȍȖḘ̏ǬǿȆ
ȨȔ̐ȏ ǬȂȄ̠̏        ȧȝ̤̏ȡȧȝ̞̏ȇǻ̐ȡȇ̯Ȕ SHA Plus 
Manager

Ȯ

ȯ
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ȵ

1. ǬȂ ȂȣȏȆ̘ȫȞȔȂȨȖȖȜȡȍ̘ȇȞȆ̌Ȑṳ̏ȡȨȃ̎Ȑȃ̌̑Ȑ SHA Plus Manager

ȧȝ̤̏ȡǬȍȡǬǻ̐ȡȇ̯Ȕ SHA Plus Manager ȝȍ̐ȡȇȔȐ
ȆȣȇȚ̯̐ȇ̠ȡ̦ȣȆȣȎȪȆȞȆ̌Ȑṳ̏ȡȨȃ̎Ȑȃ̌̑Ȑ

2. ǬȂ           ȧȝ̤̏ȡȨȆȖȩȜȔ̘ ȞȆ̌Ȑṳ̏ȡȨȃ̎Ȑȃ̌̑Ȑ SHA 
Plus Manager ȨȔȦȩȜȔ̘ Ȗ̌ȃȍȗȍȦǽȣǽȆ Ȟȍ̤ȡ 
Passport ǻȡȐ SHA Plus Manager

3. ǬȂ             

4. ǬȂ        ȧȝ̤̏ȡȧȝ̞̏ȇǻ̐ȡȇ̯ȔǬȣȍȧȗ̟ȂȄ̦ȣǬȣȍ

Ȯ

ȯ

3 4


