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- \&<1780%$4&$70674&067:<R$;:T:$N:132:'D$ S7&1:<D$i7'3>&12: DEDHTETSB XL K:B:<$ XU12:D$
&168$

- \&0&2:6780%$]$630123'$4&%$'3<$Q76M&23<$4&$701&26:>173$G:2:$<5$G3<1&2732$&0L13$:$12:L. Z<$4.
FXS$4&$" :SUNA\BEAEAS

- E7<1&>:34&3\&<1780$4&$F7&<B3<$N:132:'&<R$706'5]&$":$4&<627G6 780 &$G3<7I'&<$278&<B3<A$
- \&0&2:6780$4&'$65830:273$G:2:$'3<$12:1:T:4328<$<3I12&$F7&<B3FN:132:'&<A$
- X>7<780%4&'$+0Q32>8$48&$K2&L &06780$4&$F7&<B3<A

%&'&()*+(, $
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Configuracién Inicial

,01&<$4&%$6301705:2$":$'&6152:$48&$&<1&$*:05:'D$&<$>5]$2&63>&04:1'&FM:1&2$L 7<13$05&<123%$*:05:'$<3
+0<1::6780D$=30Q7B52:6780E|B7 47 &013$4&HEH0$ 7'$&063012:2V$50$'7<1:43$630$&'$Q506730:>7&013%
48%$'3<$76303<$G2&<&01&<$&0$" WG 76:6780A

X'$<7B57&01&$G:<3$630<7<1&$&0$630Q7B52:2$":$,G'76:6780% EHREIXDH& $ DI4TBSF&P43$'3<$
G:<3<$H5&%$:$6301705:6780%'&$708 76:>3<R

Actu alizar los ficheros de Tablas y Pa’'ses

S&I743%:$'3<$6:>173<$H5&$G&278476:>&01&$2&:'7I:$&'SE+%$C:2:$:4:G1:2<&$:$":$032>:17L:$'&B:'$SL7B&!
>5]$7>G321:01&SHERIB: $:'$4%:3<$Q76M&23<$4&BL: I <BHG f<&<

Proceso de actualizacion

#A H'<08,78,)#-<)610J",80)+/8#1B8.-<).")K8L<"<) @)!8RB<48$@ @ @A1&'&B&<1730A63>$?GVB70:$4&$
E&2L7673<$ $E3G321&$E+%CASE7S<5$L&2<780$4&'SE+%S$:6:1:348&$<&2%:615:'7J:4:D$G5&4&S$ N
13180$aK2&Q&2&067:<a$]$:$6301705:6780$&0$a=:2G&1:$XU12:<aA$X'$E+%IBHIHH2:2VS&0$&'S:
6:2G&1:$3&U12:<A$N36:'76&$]$:12:$":$6:2G&1:$,66&<3273<$]|$63G7&$&0$&'$&<62713273$'3<$Q76M¢
1$a%:1":<a®\

JA N10J",-).")KBL<'RE$:SK\X(XF,NXE$RSN+E%,E$R$;3180$aK:f<&<$_$K23L7067:<a$R$;3180$a+>G3:
,<&BY2&<&$H5&$ 17&08&% <&'&66730<43H&SG B:8$ &0%$ K\X(XF,NXE$ R$ X*KFXE,E$ R$>347Q76:2%
&>G28<:$RIK&<1:C:$\&0ERP&<ES3SaK fHalA

B@h76M&23% 4&$ %:1"<R$ &<3$ 50% Q76M&23% 7>G2&<67047I'&$ G:2:BB€P) 56 AB<R B &b
K\X(XF,NXE$ R$ W%+N+S,SXE$ R$=b(%,;+N+S,S_()*+(,E$ R$ a+>G321:2$ %:1R2a/7AH0RH" <$ L
>5'175<5:273D$&<1&$G:<3$G5&48&$M:6&2<&$4&<4&$66:'H578&2$6'7&01&A

D3 (0+/8#1B8,);-,0"+80").") ?KRE72$ :$K\X(XF,NXE$R$W%+N+S,SXE$R$,615:'7J:2$G326&01: T&$+FKh
:615:'7J:2V0$134:<$":<$Q76M:<$4&$G&2<30:'$:'$05& L 3$G326&01: T&$&O0$L7B32A

X'$Q76M&23$4&$aBBB017&0&$70Q32>:6780$0&6&<:27:$G:2:$&'$6322&613$Q506730:>7&013$4&'SE+%AS.
Q76M&23D$%& '&\&<1780$G30&$:$47<G3<76780$4&'$5<5:273D$&012&$312:<D$" €$<7B57&01&<$70Q32>:€

#A ;:<&<$]$17G3<$4&$6317J:6780$4&%H(8>70:<
JA *34&'3<$4&$63012:13<$":132%&<

A %7GB48$27&<B3<$"IR:'&<

A 617L74:4&<$G32%%(, X

/A *515:<$"132:'&<%

9A =:'&04:273<$"132:'&

[A X16Z1&R:

Usuarios
K\X(XF,NXE$R$WEW ,F$+bEI
X0$&<1:$<&66780$<&$G5848&0$630Q7B52:2%$'3<$47<17013<$G&2QF'&<P48&$5<5:273$4&'SE+%AS

K:2:$62&:2$50$05& L 3$5<5:273D$<&'&66730: 24BN M :6&256'76$&0$&'$I3180$(5&L3$7L &2$:G:21:43%
WE,;+N+S,S$&0%":$\5f:$4&$+0767:6789%:'$E+%CA

X'$E+%$'&$<3'7671:2V$:<7B0:2$50$03>128$4&$5<5:2733]$50:$63012:<&C:$G:2:3G231&B&2$'3<$4:13<$]
1&0B:0$:66&<3%:'$<7<1&>:$"<$G&2<30:<$:5$327J:4:<A

%&'&)*+(, $ #!
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(3%31<101&D$<7$03$H57&2&$H5&$:'$G27067G73$:G:2&J6:$":$L.&01:0:$4&$G&176780$4&$4:13<$4&'$5<5
628:2$50$5<5:273$003>12&P$630%$":$63012:<&C:HD03>I12&PA

Datos Generales
S:2$48&%:'1:$'3<$4:13<$4&$"$=5&01:$K&2<30:$hf<76:$G:2:$&<1&$ G&2Q7'$ 4 &S BN RITHEER <$ " $ G2
701234568$&'$03>12&D$&'SE+%$G2&B501:2V<Bb48<&:$62&:2":A$

X0$6:<3$4&$62&:2%":$05&L:$65&01:D$ 1&042V$ H5&$ 7012345672$ 50$ 0Y>&23% ?:$ &'&66780% <5]:CD$ :'$
:<7B0:2VD$4&$Q32>:$:513>V176:D$50:$0Y>&23$4&$65&01:$6301:1'&$4&$17 CGBSRETBIRMEFREBY0S
=301:I'&CA$X0$6:<3$4&$03$H5&2&2$B&0&2:2$50:$65&01:$6301:I'&DS4& T &S&EBBI":063$&<1&$6:>G3A

A8&>V<$48$3123<$4:13<$B&0&2:'&<DPG5&4&$706'572$<5<$4:13<$4&$65&01:$88&$6322&3$&'&61280763R
I =322&3%$&'&61286763A
I E&2L7432%$4&$&0LIFIFE*%KA
I (3>128$5<5:273$4&55801:$4&$=323&3A
I ="L&$4&9$:66&<3$:$:$65&01:$4&$8322&3A

=30% &<1&$ :G:21:43% 63228&61:>&018&$ 65>G'7>&01:43D$ GMBYF2&BH B'&61280763<$ 48$ Q32>:$
7047L745:'$3$630T501:D$:$65:'H57&2:$4&$<5<$65&01:<$:17&21:<$&0$&'PE+%$?6'7&D1&<D$G23L&&A32&<]

Privilegios de Acceso
X0$&<1:$L&01:0:$<&'866730:28>3<$'3<$S+,F+bES=b(%,;NXES|SEXF+XE$SSX$h,=%WF,$:$'3<$H5&$18042V.
&'$5<5:273$H58$:615:>&018$&<1V$>34FQ76:043A

E7$03% &<1V0$>:26:4:<$"<$ 6:<7":<$ 4&$ S7:273<$]_3$ E&27&<D$ &'$ 5<5:273% 03$ GB42V%:8301:17'73:2$ 0
Q:6152:<A%$%:>G363$G342VSL7<5:'77:2$'3<$:<7&013<$6301:I'&<$3$2&B7<123<$4&$Q:6152:<A

LOWO O EE / Empresa Ejemplo: Usuarios

Nombre Acceso  Nombre Contrasefia sssssssces Reg. 1 ™ Alta Tipo Usuario | gypervisor |4

| Datos Generales Privilegios Acceso Acceso Empresas Preferencias TPV !

01 *Usuarios

e — {[/Ec /General MV /Serie1 |
03 Preferencias Generales ! Todos Todas

0301

Fotos y Gestion Documents/ T
0302 Fichero de Entidades |
04 Promocion Comercial

0401 Contactos Empresas

0402
0403
0404 Asignar nivel de acceso

0405 Camparias

0406 Modelos Cartas

0407 Modelos HTML $

X0$"$63'5>0:$4&%"$7JH57&24:$&063012:2V$"$'7<1:$4&$G27L7'&B73<R

S&1&2>70:2&>3<$ '3<$ 47Q&2&01&<$ G27L7'&B73<$ H5&$ 4&1&2V$ 1&0&2% &'$ 5<5:273% G:2:$ :66&4&2C
>347Q76:2D$&16ASM:678&043$431'&$6'76$<3128$6:4$50:$4&$&": <A

X'$63'32$4&18&2>70:$&'$:66&<3$4&$ &<&$5<5:273$:$50$4&18&2>70:43$G27L7'&B73A$ F3T3R$<70$:66&<3
:66&<3A$(:2:0T:R$:66&<3528&<1270B743%$:$50:$4&1&2>70:4:$3G6780%$?" :$H5&$Q7EH2:$&012&8$G:2Z01&<7<!

E&'&66730:28>3<$ &'$ 17G3$ 4&$ 5<5:273R$ <5G&2L7<320663CFEDF FBLGRS /*)
Q</;" R1<-,ST)U/")<" P)"#)/</8,1-)8.=1*1<+ 8.-,).")#8)8:#108812*3

es (Ninguno;Solo Cuentss Propiss)

NN NN

NI G IS NN NN

#,
$'$&O Lf3$48&$63228&3<$&'&61280763<$4&G&04&2VS4&$'3<$>845'3GH4&SE+%$70<1:"43<A

%&'&)*+(, $ #H
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I"#$%&' R$%34:<$":<$3G6730&<$H5&$63>7&0J:0$G32$-$3132B:0$3$4&07&B:0$G27L7'&B73<$:$'3<4
4&'$G2&<4KH>845'3R$

XNSE+%$GC5&48&$4&'7>71:2$8'$:668&<3$48&$5<5:273<$:$4&1&2>70:43<$4365>&013<$?X0174:4&<D$=5&01:
S365>&013<$ =3>&267:'&<CA$ X<1&$ G&2>7<3% 630123":$ $ L7<5:'7J:6780% 4&$ 476M3<$ 4365>&013<A$ |
12:1:T:2$630$ &"3<D$ <703$ H5&D$ :'$ &0 1 BIIHIRB<$E QI<$ 03$ 2&<5'1:0$ L7<71'&<A$ S&$ &<1:$>:0&2:D$ &'
5<5:273%$63036&$H5&$50$4&1&2>70:43$4365>&013$&U7<1&D$G&23$03$:6684&$:$<5$6301&0743A

K:2:$&"3D$G27>&233 MBI B52:2$":$G2&0Q&28&067:$!.1j$0,66&<3$:$630Q74&067:'&<P$G:2:$&<1:I'&6&2$
G27L7'&B78%641:$5<5:2738kW<5:273<$R$K27L7'&B73<$,66&<3IR

I m&24&R$:66&<3$'712&$:$1343<$'3<$4365>&013<A
I F3T3R$<70$:66&<3A
I (:2:0T:R$:66&<3$2&<1270B743%Y076:>&01&$:$'3<$4365>&013<$4&$": <H5&01:<$G23G7:<A

Acceso Empresas

E&'&66730&$630$50$431'8$6'76$":<$&>C2& &RGBIRAPHER0&2$:66&<3$&<1&$5<5:273A
X0$&'$:G:21:43$X*KFXE,ED$G5&48$B&08&2:2$": <$&>G2&<:<$H5&$4&<&E&$BE<1730:2$630$&'SE+%A

Preferencias

N:<$470Q8&2801&<$G2&Q&2&067:<$H5&$1&042VP&'$5<5:273$<&2V0$:617L:4:<$&0$&<1:$G&<1:c:A$F&E58&
Q51523% G342V$ >347FMRE :65&243% :$":<$ 0&6&<74:4&<A$ ,'B50:<$ 4&$ &<1:<$ G2&Q&28&067:<$ <&$ L&2V
Q32>:34&%$1L&01:0:<$63>3%0;Y<H584:$2VG74:$4&$6301:613PD$0O;Y<H584:$2VG74:$4&%$:G501&<PD$ O\
1:2&:<P$3$0m&01:0:$4&$700Q32>:6780$4&$&U7<1&067:<PA

476730:">&01&D$ <&'&66730:27$ & IRIR.S Q&6M:<$630$ &' S H58&$ 12:1: T:2V$]$":$ <&27&$ H5&$ G32$ 4& Q&6 1!
517'7J:2V$&0%$":<$Q:6152:<A

N:<$3G6730&<$H5&$4&1&0$Q7B52:2$&0$L&24&$G:2:$31&0&2$50$6322&613%:66&<3%:'$>845'35%&'&=3C
<7B57&01&<R

I /'$  ;nEOWXS,$FpK+S,$SX$=b(%,=%bES$_$bKXF,=$b(XE
I 19% mX%, (,SKF+(=+K,Nb

X0$K28&Q&2&067:<$1:>1720$G34&>3<$&<1:I'&6&2$50$ Q32> RBBARMDE 6RB<A$ <& $&'7B&S":$3G6780%

4&$Q&6M:<$48&$43<$4fB713<$G:2:$&'$:c3D$1&0B:$&0$65&01:$H5&$<7$&'$:c3$&<$700Q&2732%:$./DS&'SE+
"$<7B'3$qq+$ ?G32%$ &T&>G'3RPAB &M E+%$ '3$ &0178&04&$ 63>33$jlje CA$ X035 6:>173D$ G:2:$:c3<$ 7B5:'&<$:
<5G&27328<%$:$.'D$&'SE+%$'3$:<367:$:'$<7B'3$qq$?G32$&T&>G'3R$#"_#| #DS&'SE+$06$'3$&017&04&$63>3

Empresas
K\X(XF,NXE$R$X*KFXEEI

X0$&<1:$<&66780$<&$G5&4&0$630Q7B52:2$"<$47<SABKBBE=GPR: 2VS:$12:LZ<$4&'SE+WAS X' SE+%S&<$
<7<1&>:$>5'17&>G2&<:D$&<$4&672$03<$G&2>71&$"&L:2$":$6301:17'74:4D$B&<1780D$08>70:<D$&16AD$4
0Y>&23$48&$8&>G2&<:<$&0$50$<3'3$Q76M&R3$4&$4:13<A

N:<$3G6730&<$<&'&66730: Y= &0H<F:Q&61:2VOE3E3<$'3<$5<5:273<$630%$:66&<3$:$476M:<$ &>G28&<:<$
?L&2FkW<5:273<$RIE&L'&B6730:25X>G2&<:$R$K&<1:C:$,658<3$X>G2&<:<ICA

K:2:$62&:2$50:$ 05&L:$ &>G28&<:D$ <&'&66730:2$ =3>:043_=%FN'($ 3$ M:6&2%$ 6'76$ &0%$ &'$ 13180% (5&L3%
:G:21:438WE,;+N+S,S$&0%$":$\5f:$4&$+0767 - 678DA:'$E

=2&&%$50:$05&L:$&>G2&<:$70476:043$1343<$'3<$4:13<PH5&$<&:$G3<71'&A$%343<$'3<$4:13<$HE&L$<&S$ 7!
‘H5f$ <&2L72V0S$ G:2:$ :513>:17J:2$ 4&<G57<$ >56M3<$ G236&<3<$ 4&'$ G23B2:>:A$ X0$ &<1:$ 3G67¢
&063012:>3<$630$47L&2<:<$G&<1:c:<R

%&'&()*+(, $ #
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Generales

K:2:$630<7B0:2438%'3<$4:13<$Q7<6:'&<$]$4&$Q506730:>7&013$48&$" $&>GC2&<:A$
E7$47<G30&$4&$50$<&2L 7432$r&1$5]$4&$6322&3%$&'&61280763$G:2:$":$&>G2&<:D$704%86:2'3<$&0$&<1&$:C

X0$"$<3"G:$B&0&2:'&<$7012345672&>3<$"$70Q32>:6780$6322&<G30478&01&$:$":$&>CLEX . ASE7$47<G3
50$'3B3$&0$0Q32>:13$032>:'$?sK\D$&16ACS$]$630$50$G&<3$]$50:$2&<3'56780$6301&0743<$770Q&2732%:
G342V$7>G321:28G:2:$H5&$<&P7>G27>:$&0%$'3<$4365>&013<$63>&267:'&<A

N:<$"'6","*018<).")#8)"=;,"<8 $<&2V0$630Q7B52:4:<$4&$:65&243%:$":<$0&6&BFAA8R$48$:043%
&0$65801:$&'_'3<$17G3<$4&$>845'3<$:4H572743<A

X'$63'32$23T3$<7B07Q76:$H5&$03$&<1V$:617L:$476M:$G2&Q&28&067:$G:2:$134:$"$&>G2&<:$704&G&047
5<5:273D$630$50$<7>G'&$431'8&$6'76$<&$C584&$:617L:2$]$63>G23|:2&>3<SHEZ SREIBLE 7844 & $

S&0123%$4&$"<$G2&Q&2&067:<$4&$":$&>G2&<:$47<G30&$4&$47<17013%$B25G3<$4&$3G6730&<R

#A bG6730&<$G2&4&Q7074:<R$3G6730&<PH5&$<&P&<1:I'&6&2V0$G32$4&Q&613D$Q:67'71:043$G3
7>G28&<780$4&$4365>&013<A$(3$31<1:01&D$&'$5<5:273$CG34R2YB$32BRFEL$G23B2:>:$
<7$'3$&<17>:$630L&0F&01&A

JA h323:2$?31'7B:2C$3%$,51327J:2$50:$4&18&2>70:4:$:66780R$63>3$G32$& T&>G'3D$":$0&6&<74:4$4&$
&'$03>128$4&$50$63>8267:'D$":$31'7B:678054&$H58$134:<$":<$3G&2:6730&<$"& L &0$50:$12:J:17'74
:51327J:2%3G:B3XA

-A K236&<3<$:513>V1763<R$4&1&2>70:43<$G236&<3<$H5&P&'SE+%$G342V$3$03$2&:'7J:2D$63>3%¢
+FKh$&0$08>70:<D$:615:'7J:6780$4&$&U7<1&067:<D$L&067>7&013<$:513>V1763<$&0$Q:6152:<$
3$'3<$G2&673<$4&$6B>G2:A

A ,617L:6780% 4&$ *845'3<R$ <73 <BHHI&EE&1&2>70:43<$ >845'3<D$ :H5f$ G5&48&3$ 4&Q7072% <7$ <&
&T&651:0$ 35 03% G:2:$ &<1:$ &>G2&<:AP X<1&$ &<$ &'$ 6:<3$ 4&$ ':$=301:17'74:4% ,0:'f176:D$ ":$ \&=
*5'17<&48&%$3%":$K234566780$X®)1&20:A

/A ,4L&21&067 %A
K2&<1&$&<G&67:'$:1&06780%:$"<$K2&Q&2&067:<$H5& S/ ERIPAHBZ0$ &'

Pestana “Conta”

E&$ 70123456808 :<$ 65&01:<$ 7>G51:1'&<$ 4&'$ K':0$ 6301:1'&$ H5&$ 517'7J:2V0$ '3<$ 5<5:273<D$ G:2:$ Q:€
:513>:17J:6780$&0%$":$701234566780$4&%:<7&013<A$X<$'3$H5&$4&03>70:>3<$65&01:<$ G32$4&Q&613A
&0$&<1:$G:01:":$<&PABKTFOBA7:273<$6301:1'&<$630$'3<$HS &K &P12:: T:A

XH01=1"4-<); ", 1" 4+"<)0-¥)<8#.-)0-*+BAHM

E&'&66730:2$:H5&"3<$L&067>7&013<$H5&$ &' SE+%$4&1&$1&0& 2$KAFHHHEOE-SPI-ER, 2FASELS
630<74&2:G$/32H2+/0DC(3D/0-E2, AFHB&'3<$65]:$6:<7'8&P. &27Q76:6780$&<17$4&<:617L:4:D$63>3%'3<$
H5&%]:$&<1V0$6312:43<$3$G:B:43<A$

Cuentas
K342V$48Q7072%$"<$=5801:<$=301:1'&<$G32$S&Q&613$6:4:$L&I$H5&$6301:17'768&$65:'H57&2$:G501&$ 2.
630%$"<$(8>70:¢
K3<1&2732>8&01&D$1&042V$':$3G6780$4&$>34 ATBoBH$80$6:

,'$6301:17'7J:2$ 08>70:<D$ 17&0&$ ":$ G3<717'74:4% 4&$ :<7B0:2$ 50:$ 65&01:$ 6301:I'&$ 4&$ B:<13% ?9.1AAA
:01767G3%$?7.9'1AAAQQC$:$6:4:$503$4&$'3<R>G'&:43<A

K:2:$&"3D$4&1&$<&B572$'3<$<7B57&W1&<$G:<3<R

%&'&)*+(, $ #-
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#A X0$ K\X(XF,NXE$ R$ X*KFXE,E$ R$ =WX(%,EIA$ g:$ 4&$F652BA5HD29!11$ H5&$ 4&1&2f:$
1&0&2%$4&Q7074:$63>3$B&0Z276:ASE7$&<:$65801:$"$&<1V$517'7J:043$G:2:$:'BY0$12:1:T:432%6!
G:01:":$G270676:'A

JA  XOSK\X(XF,NXE$RIFKXE ,ESRIK&E<L:C:$\&O0&2:'&<$RIK2&Q&2&067:<$X>G2&<:IASN:<$G2&Q&2&067:
63>7&0J:0$G32$!.$M:6&0$2&0Q&2&067:$:'$V>1713%"132:'R$"$G2&Q&2&067:$al.!-$=5&01:<$6301:1'¢
48%$,01767G3<_$63<1&$4&$G&2<30:'a$ 4&I1&$ &<1:2$ &O0$ L&24A&AS ETS :G:2&6&% &0$23T3D$ <71Y
RU13$]$M:B:$431'&$6'76A$=30Q72>&$M:<1:$"$G:01$":$G27067G:'A

Gestion
K:2:$4&Q7072$":<$47<1701:<$<&27&<$4&$Q:6152:<$&UG&A74:<$630$ <$H58$<&$ G5848&$12:1: T:2D$'3<

>34&'3$4&$Q:6152:$&'&B743A

E7$47<G30&%$4&'$>845'334&$%KmMD$G342VS630TBERR&E6D:-$R2:$":<$Q:6152:<$2&":6730:4:<$630%":<$
L&01:<$:$12:L72<$48&$<5$%&2>70:'$?72%$:$":$&&<1:c:$%KmMCA

%:>1720$ 70632G32:2V$ '3<$ 1&U13<$ 4&%$ '<$ =30476730&<$ \&0&2:'&<$ H5&$ 4&1&2V0$ 706'572% <5<$ K2&«
K&A4743<D$,':2:0&<$]$h:61$2:<A

Laboral
X0$ &<18&%$:GA2$ <&$>347Q76:0%"<$ G2&Q&2&067:<$":132:'&<$ H5&F :Q&61:0$:$1343<$'3<$12:1:T:432&<$ 4
&>G28&<:$:617%:A

X0128&%$3123<$4:13<D$7012345672VH&'$=(,X$4&$"$&>G2&<:$:617L:D$IH5&$&0$<5$>3>&013%'&$Q5&$63>E
"$1&<3282f:$4&$""SEX\WF+S,S$Eb=+ ,NASK5&4 & 65856825076:6780$:$12:LZ<$4&'SE7<1&>:$FXS$4&$":$
E&B5274:4$E367:'A

,'$630Q72>:2%"$ &>G2&<:D$ E+%%$ '&$ G2&B501:2V$ <7$ H57&2&$ 12:<":4:2$ &<1&$ =(,X$ :$'3<$ 12:1: T:432¢
&>G28&<:A$=301&<1$2$EFA

N&$28&6324:>3<$HFH28&<G&1:2V$&0$1343$6:<33":$365G:67FBR Q&P RE3012:13C$7012345674:$
&0$<5$41:$:$6:4:$12:1: T:432A

K:2:$>347Q76:2$&'$=(,X$4&$50$12:1:T:432$&0$6GS0B 2N FRIKXFED (& <1:cHN:132:'&R$S3I'&$
6'76$<312&$&'$630RB&E 81 :c$K2706 A$=(, X

Hacienda

E30$4:13<$4&$701&2Z<$H5&BRB3479$%0$:H5&":$4365>&01:6780$2&":6730:4:$630$5H:67&04:A

Acceso

X<G&67Q7H5&$&05&<1&%:G:21:43$H5Z2$5<5:273<$1&042V0$:66&<3$:$&<1:$X>G28&<:A
%:>1720$G342V$:631:2%":<$Q&6M:<$&OFHE&PE<L:$X>C2&<:$&<L:2VILT7<T7I'&PC R:$1343<$'3<$5<5:273<A

Cargos
*&47:01&$50$ 6'76%&$ <7B03$ O EIBSBI2V$ :c:472$ 3$ H571:2$ G&2<30:<$ :$ H57&08&<$ 4&<7B0:2$503$ 4&$
<7B57&01&<$6:8B3<R
| ,4>707<12:438A
I h72>:$&0%$=3012:13<$N:I3%H'&<A
| F&<G30<:I'&$48&$K2&L&WE780A

%&'&)*+(, $ #.
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(3$3'L748&%$>:26:2%"$6:<7":%3a:'1:a$G:2:$6:4:.$6:<3A
Miscelanea

,H5f$630Q7B52:2V$4IL273<$63%3R
#A %7G3B2:Qf:$632G32:17L:$:$517'7J):2$&0$<5<$S365>&013<A
JA *&473$517'7J:43$G:2:$'3<$>&0<:T&<$G32$4&Q&613$7=A$X'&61280763D%-:21:D$h:UDSE*EDS&16A!
-A XU1&0<780$4&$'3<$3Q76M&23<$4&$&UG321:6780$G:2:$*:6$]$K=$?74&C&047&043$8&$<5$L &2<7809
A b123<A

Preferencias
K\X(XF,NXE$SR$KFXhXFX($+El

Generales

+047H58%":$&>G2&<:$G27067G:'$?G32$4&Q&BH3CHG:2:$&'SE+NA

=303J6:$ $ 5176:6780% 4&$ <56$ Q76M&23% 483 4:13<D$ :<f$ 63>3% ":$ L&2<780% 6303 ":$ H5&% :615:>&01&
12:1:T:043%

Comunicaciones

E&$4&Q70&0$'3<$472&603RB3ILBE 76:0$'3<$: 26 M7H3<$4&R
#A S728&613273%8X;
jA S365>8013<$:4T50$3<
-A E7<1&>:$FXS
A g7<1827%63
E&$630Q7B52:0$'3<$4:13<$2&$17L3<$:R
#A h%K
JA ;:04&T:$48$&012:4:$48&$632283%$&'&61280 7B 3$?KbK-C
-A F&6&G6780$48&%$%:28&:<$?>845'3$4&$%:2&:<C
A E&2L7432%EH,K

Listas
K\X(XF,NXE$SRSN+ERGE*+(,EI$

Conceptos Retributivos

E+%%$ <7B5&$ &'$ >34&'3% 4&$ aQ:6152:6780a$ G:2:$ &"132:2$ :<$ 08>70:<A$ X<$ 4&672D$ 03$ &U7<1&0% 50
2&1271517L3<$Q7T3<D$<703$H5&$&'$5<5:273$630Q&66730:$":<$08>70:<$706'5]&043$&0$&":<$503$3$>V
4&$ Q32>:%5:1<3'51:>&RS$ '712&AS$ =:4:$ 503% 4&$ &<13<$ 6306&G13<$ &<1V$ a6:'7Q76:43a$ 4&$ 50:$ 4&1&2>
>:0&2:D$G:2:3H5&$<5$&Q&613$&0$&'$6V'65'3$4&$:$08>70:$<&:$&'$&<G&2:43A$K3<1&2732>&01&$:$<5%€
<5$5<3D$&'$5<5:273$G5848&%6:>17:2$'3<$6847B3<$4&$'3<$6306 & OHIELSBR$2FIQRA132$63T03$&"3%:$
"<$(8>70:<$]$K2&08>70:<$]:$B&O& B4 :<A

N3<$6306&G13<$2&1271517L3<$G5&4&0%$&012:2$&0%$":$08>70:$630$7>G321&<$0&B:17L3<$]$G5&4&0% <¢
1 1:$48<48&3$8&<1:5L&01:0:D$3$178&0$<312&%":$>:26M:$<&BY0S<&SLH$0&6&<71:043A

%&'&)*+(, $ #l
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#A
iA
A
A
IA

\&0&2&$503$058H6306&G13$630$50$6'76$& 0B (WXmbA
S&18&2>70&$&'$6847B3$|$":$4&<627G678P$4&<&:43<A
='"7TQ7H5&%"$6317J:6780%)$G&27347674:4$3<&BY0$":<$032>:<$H5&$4&<62717>3<$>V<S$:: T3A
,<7B0&$&'$6306&G13%$:$50:$+>G51:6780$8&$=3<1&<A
=30Q72>&$3$6:06&'&$&'$05&L 3$=306& G 13H&H& 1271517

Normas para la calificacion de Conceptos Contributivos

EE$t$=317J:$:$"$E&B5274:4$5E367:'

+AFAKAh$t$X<$3IT&13$4&$2&1&06780%$G:2:$&'$+AFAKAQ
gX$(3$X<1256152:'&<$t$=317J:$:$"$SEESG32$932:<$XU12:<$P3$X<1256152:'&<
gX$X<1256152:'&<$t$=317J:$:$" SEEFA2HYIHX<1256152:'&<
,$S&<6301:2$tPES<P7>G321&<P<&$2&<1:0$4&'$'TH5743$4&$":$08>70:A
K&27347674:4$*X(EW,N$tSX'$7>G321&$70123456743$<&$G23G326730:2V$:$"$G: 20 &P4&'$>&<$12:
K&27347674:43Su,E$*XESt$X'$7>G321&$<&$>5'17G'76:2V$G32$&'WIVHA&$Af:<$4&'$>&<A

K&27347674:4% Su,E$ %F,;,s,ShE$tSX'$ 7>G321&$<&$>5'17G'76:2V$ G323 &'$ 0vE 485 4F:<$ &Q&617L
12:1:T:43<4

K&27347674:48gbF E$tEX'$7>G321&$<&$>5'17G'76:2VSGC32$&'SOvI4&IM32:<$12:1: T:4:<A

K&27347674:4$h+sb$tPX'$7>G3218&$G&2>:0&6&2V$70:'1&2:43$<&:63865Q<$ OB DR HBS$":$
08>70:4

Categorias Laborales

E&$7012345672V0$8 $\25G3$]$"$S8<627G6780$48$6:4:$50:$48$ :<$=:18B32f <¥:132:'&<$&UT<1&01&<A
' ®0 0 Categorias Laborales

: Grupo

001
002
003
004
005
007

Descripcion

Ingenieros y Licenciados

Ingenieros Técnicos, Peritos y ayudantes titulados
Jefes Administrativos y de taller

Ayudantes no titulados

Oficiales Administrativos

Auxiliares Administrativos

Convenios Colectivos

+012345J6:$'3<$=30L&073<$=3'&617L3<$G32$'3<PH5&$<&$27BE&P<5$&>G2&<:$:617L:A$
='76$&0$(584]3:$6301705:6780D$65>G'7>&01&$1343<$'3<$4:13<A

0:678&043%$6'76$&0%a a$G5848$4:2$4&%:'1:$K58&<13<$4&$%2:1: T3$G:2:$50$4&1&2>70:43$630L&07.
&<1:$3G6780D$G342V$4&Q7072$":<$M32:<$3$4f:<$"132:'&<P]$"<$G:5<:<$4&$63>74:A$%:>17Z20$G=
48%$:'1:$6306&G1386G'&<$ YO76:>&01&% :$ &<1&$ K5&<13$ H5&$ <&$ 706'572V0$ &0$ ":$ K2&08>70:9
3G6730:>&01&D$&0$"$(8:$70:A

%&'&)*+(, $ #9
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I S7<G30&$4&$50$13180%a=:'&04:273a$630$":$3G6780$4&$<&C:"2$'3<$Q&<17L3<$4&'S:C3ASEL'&O
>&<$)$6'76$&0$&'$4f:$HE&PHE578&28&$>:26:2$63$3$aQ&<17L3aA

Tipos de Contratos
X<1:$'7<1:$63017&0&$ '3<$ 17G3<$ 4&$ 63012:13$ &U7<1&01&<$ &0$ :$ '&B7<":6780% :132:'A$ (3% 31<1:01&D:
G5&48$4:2$48$:'1:$]$>347Q76:2$65:013<$4: BB<$H57&2:A

%:>17Z0$ <&$ G58&4&0%$ &'7>70:2$63012:13<$ G2&L7:>&01&$4:43<$4&%$ :'1:$ <&'&667 300 F4RI$ &0$ :$ L&O1:
<I'74:3$]$:$6301705:6780$6'76$"$G:G&'&2:A$ X'$63012:13$<&2V$&'7>70:43$<7&>G2&$]$65:043$03$ M:]:$
12:1:T:432$630$50$63012:13$4&'$17G3$:$&'7>70:2A

X<$G3<7I'&$4:2$48&$:'1:$05&.3<$63012:13<$4&$43<$>:0&2:<R$4&<4&$&'$G23G73$Q76M&23$4&$%7G3<
&O$N+E%,ED$3$17&0D$4&<48&$&'$63012:13$48&$65:'H57&2$12:1:T:432A$X0$&<1&$6:<3D$<7$<&$7012345
63012:13$70&U7<1&01&D$E+%$70671:$:$62&:2'3A

X<$G3<7I'&$"$7>G2&<780$4&$50$'7<1:43$4&$'3<$%7G3<$4&$=3012:13$M:67 &043$6'76$&0$+>G27>72A

Tipos de Cotizacion

N:$ '7<1:$ 4&$ %7G3<$ 4&$ =317J:6780% 63017&0&D$ &0% B&0&2:'D$ '3<$ G326&01:T&<$ 4&$ 6317J:6780% -
%2:1:T:432$G:2:$6:4:$503$4&$'3<$6306&G13<$'&B:">&01&$<5<6&G171'&8$4&$6317J:6780A

X<$7047<G&0O<:I'&$2&<G&1:2$'3<$4:13<$H5&%$:G:2&6&0$&0$& < HEBORE BT AP 4&BAB>70:<$)$'3<$
<&B523<$<367:'&<$4&0123$4&$" $RB:'74:4A

X'$Q76M&23$G&2>71&$":$>347Q76:6780$4&$'3<$G326&01: T&<$GC32$&'$5<5:273A$EL$2&63>7&04:$":$>VU
&0$&<1&$G236&<3A

X<$G3<7I'8$":$7>G28<780$48$50$'7<1:43$4&$ 3<SVBUA<$4&$=317J:67
Tablas I.R.P.F.
Epigrafes A.T.E.P.

X'$G23B2:>:$630<&2L:$'3<$ &GB2:Q&<$0&68&<:273<D$<&BY0$":$'&B7<":6780$"132:'D$ G:2:$":$6317J:678(
6306&G13<BI*+/0+C(*+(%1-E-ID(I(#/K+1H+*-*+C("1DK+«@®2D/-,+C

X<$G3<71'&$4:2$4&$:'1:305& L 3<$XGIB2: QEBEH2&PUBEB4 & $&<1:$L.&01:0:$3517&0D$4&<4&$&'$63012:13$4&
65:'H57&2$12:1: T:432A$X0$&<1&$6:<3D$<7$<&$70123456&$50$&GB2:Q&$70&U781&01&DSE+%S$70L71:$:$

X<$G3<7I'&$"$7>G2&<780$4&$50$'7<1:43$4&$'3<$XGIB2:Q&<$88<4&$&<1:$L&01:0:A
Grupos Bonificacion Ley 43/2006
Minoracioén Bonificacién Ley 43/2006

Bases de Tiempo Completo

=3017&0&%":<$l:<&<$:$%7&>G3$=3>G'&13$G:2:$6:4:$50:$4&$":<$6:1&BB2f:<$"132:'&<A

Bases de Tiempo Parcial

=3017&0&%":<$l:<&<$:$%7&>G3$K:267:'$G:2:$6:4:$50:$4&%$":<$6:1&BJ2f:<$":132:'&<A

%&'&()*+(, $ #[
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Riesgos Laborales

=3017&0&$&'$6847B3$]$4&<627G6780$4&$'3<$G27067G:'&8$27&<B3<$"132:'&<A

Mutuas

=3017&0&%$&'$6847B3$]|$4&<627G6780$4&%":<$*5158%<$4&$%2:1: T3A

Imputaciéon Costes
X0$&<1&$Q76M&23$<&$70123456&0$":<$47<1701:<$+>G51:6730&<D$&<$4 FEERMEBAGLITABISH 0$'3<$65:
=3068G13<$F&1271517L3<$G:2:$3118082$50$N7<1$43$4&$63<1&<A

K32$&T&>G'3D$E:"273%;:<&$]$,017BW&4:4$<&$GC58480%$:B25G:2$&0$a=306&G13<$h7T3<aA$=3>7<730&=<
&0% a=306&G13<$ M:27:I'&<aA$ S7&1:<D$ i7'3>&12:T&D$ \:<13<$ m7:T&$ <&SFDE&ANFS :6336:2$ &0
S&<G"J:>7&013%A

X<$G3<71'&$4:2$48%:'1:$05&L:<$+>G51:67308<$48&$43<$>:082:<R$48&<48$&<1:$L&01:0:D$3$178&054&<48&%
=306&G13$F&1271517L3A$X0$&<1&$6:<3D$<7$<&$<&'&66730:$a(5&L3AAAa$&0$&'$>&0Y $4&$+>G51:6780
:$<5$62&:6780A

Otros datos laborales

X0$&<18$:G:21:43$G5848%$630Q7B52:2%":<$<7B57801&<$3G6730&<R
#A bG6780%$&012:4:$4&%$08>70:<$:513>9/176:A
JA =847B3%$G:2:$3G&27343<$4R$I: T:A
-A K326&01:T&<$+FKh$?&L&015:'D$G23Q&<730:'&$$]|$&<G&67:'&<CA

A E273%$>f07>3$701&2G23Q&<730:'D$2&01:$>f070ARBIARB &BEKFXOH76:432$KYI'763$4&$
F&01:$4&$XQ&613<$*YARG'&<

/A h:>7'7:<$?3G6730:'&<C$4&$:21f65'3<$:$" $H5&$<&$7>G51:$&'$=3<1&$E&B5274:4$E367:'$]$":<$K:B:«
?G:2:$6301:17'74:4CA

Causas de Baja

N7<1:4334&$G3<7I'&<$6:5<:<$4&$|:T:$4&$50$ 1 ATBIAGBEREH27G6780CASE&L$517'7J:2V$65:043$L:]:$:$4:2%
483$1:T:$50$63012:13%$4&$50$12:15:432A

%&&)*+(, $ #e
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Conceptos a incluir en la Nomina
kN,;bF,NI $
X<1&$Q76M&233$N,;bF,N$63017&0&3$":<$Q76M:<$4&$G&2<30:'$48&$6:4:350:548&%":<$XB-G28&<:<$4:4:<$4&%$:'1:

X0$6:4:$3Q76M:$4&PCEBBOXEED4:2$48$:'1:$&'$63012:13$4&'$12:1:T:432A$K3<1&2732>&01&D$G34&>3<$4
4&%$:'1:$05& 1. 3<$63012:13<$G:2:$&'$12:1: T:432$<70$&'7>70:2$'3<$:01&2732&<APX<1&P<7<1&>:$03<$G&2>
50$aM7<182763a$4&$1343<$'3<$63012:13<$H5&$476M3$12:1: T:A32GIRBHR0743$&0%$":$

X'$G23B2:>:$<8'3%'&$G&2>7172V$ 1&0&2$50$63012:13$:617L.3$6:4:$L&ID$4&$ 1:'$>:0&2:$ H5&$ 035 <& $
630Q5<730&<$:$":$M32:$48$12:1:2$<58$$08>70:<A

%:>1720$ &0%":$ Q76M:$ 483 G&2<30:'$4&$50$ 12:1:T:432% G342&>3<$ 7012345672% ":$ aK2&08>70:aD$ &<$.
630T613%$4&$=306&G13<$F&1271517L3<$ H5&$ &'$12:1:T:432$6312:$48&$>:082:$ G&2>:0&018%56:4:$ >&<A$
K2&08>70:$ &012:2V$ 4&$ Q32>:$ :513>V176:$ &0% 6:4:$ 08>70:$ 4&'$ 12:1:T:432% <7$ G2&L7:>&01&%$ 1&0&:
<&'&66730:4:$":$3G6780%$,513>V176:$&0%$":$&012:4:$4&$08>70:<$? IR BQTEM&23%a

Pren—mina
kN,;bF,N$R$KXFEb(,N$R$*347Q76:2$50$12:1: T:432$R$K&<1:C:$>$=b()*+=bEI
N:$701234566780$48&%":$K2&08>70:$&0%$":$Q76M:$4&$50$12:1: T:432$1 AR0&$43<$3IT&L17L3<R

#A =:'65"2% &'$;2513% ,05:'$ G2&L7<13$ G:2:$ &'$ 12:1:T:432% ?&0% :$ Q76M:$ 4&% GRRL3P:'C$ |$ 6:'65'
G326&01: T&$4&$+AFAKAhASE3228<G3047&01&A

JA =28&:6780%$:513>V176:>&01&$48%6:4:$05&L:$98>70:A
=5:043%$<&$70123456&$":$K2&08>70:$&0$":$Q76M:$4&'$12:1: T:432$M:]$H5&$1E&P&2$&0$65&01: $H5&R

#A %343<$ '3<$ 6306&G13<$ 706'5743<$ &0% "$ K2&08>70:$ 4&'$ 12:1:T:432$ $ 2E06THTR 6 XABD
08>70:aD$7062&>&01:0$&'$;2513%$,05:'$<&BY0$&'$6V'65'3$4&SW074$4&<$USWO71:273A

JA X0$"$08>70:$4&'$12:1:T:432$<8'3$<&$706'572V0$:H5&"3<$6306&G13<$>:26:43<$63>3%$a+06'572
08>70:a%

-A N3<$6306&G13<$>:26:43<$ 63>3% aK:B:$ XU12:a$ 7062&>&01:2VEARIHCERI22t11R:$ |$ &0$
630<&658&067:D%":<$G:B:<$RU12:<A

A X'$125138:05:'$G2&L7<13$&<$":$<5>:$4&$'3<$6306&G13<$>:26:43<$63>3%$a+06'572$&0$08>70:a$>
G2322:1:$4&%$G:B:<$&U12:$>5'17G'76:4$C32$H#|A

X<1&$ <7<1&>:$ G&2>71&$ 2&Q'&T:2$ 65:'H57&2% <715:6780% &BAOBABRELRS788$-347Q76:6730&<$
>:05:'&<A$+0<7<17>3<$&0$":$086&<74:4$4&$630<&B572$'3<$7>G321&<P48&<&:43<$517'7J:043%$"$126076:¢
<70$>347Q76:6730&<$>:05:'&<A$ X<13$G&2>7172V$63036&2$68>3$]$ &0 :<&$ :$H52$ <&$ 2&:'71:230$ '3«
65:043D$>V<$1:24&P5236&4:$:$630<5'1:2$_$>347Q76:2$4 WHM3<$4:13<A

E&$ G5&4&$ 7012345672% :$ K2&08>70:$ 63228<G3047801&$ '$ G5&<13$ 4&$ 12:1:T3$ 1$ 630L&073$ 4&'S 1
M:67&043$6'76$<3128$&'$13180$+(=bFKbF, FSKFXE)*+(,A

X<18&$ G236&47>7&013$03% 2&<G&1:$3123<$ 6306&C1EP AR 2G (BEMBEEH &P G5478&2:0$ 03 &<1:2$
48<62713<$&0$&'$638L&073A

#A ,66&4:$:8N,;bF,NSRSKXFED(,N$R$*347Q76:2$50$12:1:T:432$R$K&<1:C:$XEb()*+=DbEI
JA ='76$<312&$&'$13180%a+0632G32:2$KA.08>70:a
-A F&13H5&%'3<$7>G321&<$:$<5$6306&07&067:A

E7$ M:6&$ 6'76% &0$ a,615:'7B28KARS <&$ 2&13>:0% '3<$ 7>G321&<$ 4&$ '3<$ M:1&2&<$ H5&$ Q7B52:0$ &0
K2&08>70:$4&'$630L&073$]$G5&<13$4&$12:1: T3P H5&$63228&<G304:$&0$:H5&"3<$6306&G13<$2&127151
6370674:0A

%&'&()*+(, $ e



$ $ =306&G13$F06'5%0b $8>70: $

Haberes

X'$<7<1&>:$2&1271517L3B4&PE+%$&<$131:'>&01&$:17&213ASEL B3 E B ALIRBES5RBE80$H5&$:$
50$G23B2:>:$1f{G763$4&$630Q&66780$4R$08>70:<A

X'$<7<1&>:$48&$=3068&G13<$F&1271517L3<$630<7<1&$ &0 H5&$ &'$ G23B2:>:$>:0&T:D$:$":$M32:$48&$ 2¢
08>70:D$50:3'7<1:$4&Q7074:$ 4&% G3<7I'&<$ 6306&G13<$ 2&1271517L3<A$ BU6G2&E B30BRIRE3<S &<1
48&Q70743<$48&%1:'$>:0&2:3H5&D$65:043$<30$70123456743<$&0$50:$308>70:D$6:4:$503548$&"3<$:Q&61:
08>70:$4&%$50:$>:0&2:$G:21765":2A

S&P&<1:$>:0&2:$<&$630<7B5&$50$<7<1&>:$4&$2&127156730&<$630$50$>\B)7>3$48&$&"<17674:4A
N3<$6306&G13<$2&1BU$2&$70123456&0$&0%":<E8>70:<R

#A *:05:>&01&$&0$6:4:$(8>70:4

JA ,513>V176:>801&$4&<4&$"$K2&08>70:$4&'$128:T:432A

-A ,513>V176:>8018%$48&<4&$":<$+06748067:<A

Introduccion manual de Haberes

N:$B&0&2:6780%$>:05:'$4&$08>70:<$630<7<1&$&0$":$62&:6780D$5HOR$SB0: EBRA & <G3047&01&$:$
50:$&>G2&<:$_$G&2f343$]$":$701234566780D$503$ G32$503D$4&$'3<$6306&G13<$2&1271517L3<$4&$
&"<A

*78&012:<$ 630Q72>&$ 6:4:$ 08>70:D$ E+%$ B&0&2:2V$ 05&L:<$ 08>70:<$ G:2:$ 12:1:T:4328&<3$ <56&<7L3</
G236&47>78&013%$6301705:PBHE&S5<1&4$6:06&'&$':$Y'17>:$508>70:$<5B&274:$G32$&'$G23B2:>:A
Introduccion automatica desde la Prenémina

WO0:$Q32>:$48%$701234566780$4&$08>70:<$>V<$<7<1&>:17J:4:$630<7<1&$&0$G23B2:>:2$E+%$G:2: $H5&!
H5&$2&:'73:>3<$":$08>70:$4&$50$12:1: T: 432 B &BBR08>70:$H5&$476M3$12:1: T:432$17&0&$4&<6271:$
80$<5$Q76M:$48$G&2<30:'A

#A ,6684:$:$Q76M&23$4&$(8>70:<$kN,;bF,NSRSG*+(,IA
A \&0&28&$50:$05&L:$08>70:R$6'76$&0$& $13188$(WXmbA
A +012345J6:$3$630Q72>8&$<$Q&6M:<$4&$707673$]$QF0:'$4&$":$08>70:A

A +012345J6:$&4$BB3$4&$G&2<30:'A$,513>V176:>&01&%$:G:2&6&2V0$'3<$6306&G13<$2&1271517L.3<$
K2&08>70:$4&'$12:1:T:482A

/A =3>G'&1&$"$08>70:$:c:478&043% 63068G13<$2&1271517L3<$ H5&$ 48&<&&R$ 6'76% &0% &'$13180% ,x
?76303%a a$:$":$4&2&6M:$4&%$":$19.01:0:CA

9A *347Q7H5&$"<$l:<&<$FBEA2T&<$:$<5$BH<13A
[A =30Q72>&%$3%$6:06&'&%$"$0&>70:A

Pagas Extra

X'$ E+%$ G2&1&048&%:513>:17J:2$'3<$43<$ G236&<3<$ H5&D$ 4&$ Q32>:$ 704&G&0O47&01&$ <&$ "&L:0% :$ €
6300Q&66780$4&%"<$K:B:<$XU12:R

#A =317J:6780$>8&<$:$>&<$48$'3<$7>G321&<$48 L &0B:43<A
JA N7H574:6780B4&$>G321&<$4&L &O0B:43<A

X'$<7<1&>:$6301&>G"$4&$#$:$-$G:B:<$&U12:D$<7&>G2&$]$65:043D$Z<1:<$<&:0$4&'$>7<>3$7>G321&A!
48&1&D$&0$"$K2&08>70:$4&'$12:1:T:432D$>:26:2$:H5&"3<$6306&G13<$2&1271517L3<$H5&$<30$:4&>V<$7(
&0%$"$G:B:$&U12:A$%:>15&08&%7012345672$50$6306&G13$H5&$03$<&$70632G32&%$:$6:4:$08>70:$G&23%+
1Q861&%$:'$7>G321&$4&$ SKER$XUL2:A

%&'&)*+(, $ il



$ $ =306&G13$F06'5%0b $8>70: $

,$M:6&2%$630<1:2$&0%":$Q76M:$4&$G&2<30:'$&'$0Y>&23$4&$G:B:<$&U12:DS&'SE+%$6:'65":$":$G2322:1:$
>&<D$<&$7012345672V$&0%$":$08>70:B3GI28H<5883171:6780$630T501:>801&$630$&'$2&<13$4&$M:1&2& <P
&<:$08>70H\

X'$7>G3218$48$6:4:$G2322:1:$6317J:4:$380$6:4:$08>70:$8&<$:$<5$L.&I$63>G51:43$&0%$":$G&<1:c:$aK:B::
65:'$<&%$:66848&%$1:>1720$48<483$"$Q76M:$48&$G&2<30:'A$X0$8&<1&$ Q76 MIBRBIBIHAEREIL 0B HEHA0

G:B:$&U12:$6317J:43<$&0%$6:4:$08>70:$5:<f$63>33$"<$'7TH574:6730&<$6322&<G3047&01&<APX<$4&$&<1&%
K:B:<$4&$4304&$&'SE+%$13>:$":$70Q32>:6780$G:2:$'7H574:2$6:4:3G:B:$&U12:$&'$45$4&$<5$L &067>7&01

X'$5<5:273$G5&4&$7012345672QZOW&RBEBEPK:B:<$'3<$:G501&<$H58$62&:$086&<:273<$G:2:$:4:G1:2$
700Q32>:6780% 6301&074:$ &0$ 2'$ :$ $ 2&:'74:4A% K32$ &T&>G'3D$ <&2V$ 0&6&<:273% 70632G32:2% 50% a:
:G&2152:a$630$":$<715:6780$4&$G:B:<$&U12:$]1$L:6:6730&<$48&$6:4:$12:1: T:432$65: ABF2B$&>G7&J:$:$1
630$&'SEF%A

K:2:$65:'H57&2$3123$17G3$4&$M:1&2&<$:130:1'&<$630$G&27347674:4$47Q8&2&018&%$:$50$>&<D$G&23$48&
>&0<5:'D$4&I&$517'7J:2<&$&'$<7B57&01&$G236&<3$4&$ag:1&2&<$6317IH'&<P03$G&2784763<aA

Tratamiento de la Extra pagada mes a mes
0:]$&>CR<:<$H5&$:65824:0$630$<5<$12:1:T:432&<$&'$G:B3$4&$:$G2322:1:$4&$G:B:$&U12:$472&61:>&0
"$08>70:$4&%$6:4:$>&<$63>3$50$6306&G13$>V<$4&$" $>7<>:A
K:2:$ 7>G'&>&01:2$ 1:'$ 672650<1:067:D$ E+%3$ 47<G30&$ 4&3$ 43<$ :'1&20:17L:<$ H5&D$ &L74&01&>&!
7063>G:171'&<HRRP<7APS&I&P3G1:2$G32$50:$5$312:$<&BY0$'&$2&<5'1&$>V<$630L&OAR01&PG:2:$<5$&>
Alternativa 1

#A KN+E%,ER$()*+(,EI$=2&:2$50$6306&G13$2&127151717L.3$aG2322:1:$G:B:$&U12:$>&0<5'a$]$>:26
13180$aE&B5274:4$E367:'a$&$a+FKhaA

A KN,:bF,NR$ KXFEb(,NI$ <&'&66T3&'S G&2<30:'$ '$ H5&$ L:$ :$ :Q8&61:2$ &<1:$ <715:6780A$ F&A45672
<&'&66780ASEL ' &66730:2$:M32:$8'$G27>8&23$4&$&"3<$]$>347Q76:2A$="76$80$":$G&<1:C:$OX63(
L&27Q78$:2R

‘A 05&$8&0128&%'3<$6306&G13<$2&1271517L3<$<&$706'5]&$aG2322:1:$G:B:$&UMR:$>&0<5:'a$6317
IA 05&$'3<$4:13<$2&0Q8&2743<$:$aK:B:<$XU12:<a$&<1V0$&0$I':063$5]$&'513180$aG:B:2$>&<$:$>&
&<1V$>:26:438A
Alternativa 2

‘A KN+E%,E$R$()*+(,EI$=2&:2$50$63068G13$2&127151717L3$KX*$aK:B:$&U12:$>&0<5:'a$]$(h$>:26:2
13180$aE&B5274:4$E367:'a$G&23$<f$&'$13880$a+FKhaA

A KX*KFXE,E$R$K&<L:C:$N:132:'$R$:G:21:43$K \ ESXE%F,EIR

(A +012345672% 0Y>&23% 48 G:B:<$ &U12:<R$ ":<$ H5&$ 6322&<G304:0$ &$ 70476:2% <7$ <5% 4&1
<&>&<12:'$3$:05'A

IA X0$6306&G13$F&1271517L3%$,513>V1763$7012345672$&$6306&G1L3$KX*A

#A kN,;bF,N$ R$ KXFEb(,NID$ <&'&667 3082 30:'$ :Q&61:43% G32% &<1:$
70674&067:A$F&4A5672$<&&66780A%

e/
bG67803F&45672$E&'&66780R$G5'<:2$*:]Y<65"8$ $6'7voxudA

E&'&66730:2$ :M32:$&'$ G27>&23$4&$ &"3<$]$>347Q76:2A$="76$ &0$ K&<1:c:$ X6308>763<$ |$ L&2
6V'65'3$4&$"$G2322:1:$|$H5&$&<1VS>: 2@ ABHBRPIFG:21&$70Q&2732$7IH57&24:$aN7HS574:2$>8<$
>&<aA$,<f$>7<>3$63>G231:2$H5&%$'3<$6306&G13<$2&1271517L.3<$70123456743<$&0$&<1:$G&<1:c
630<1715]&0%$"$K2&08>70:$4&'$12:1:T:432C$<30$'3<$H5&$6322&<G304&0F|$H5&$03$&<1VF2&":6
&'$6306&G13$2& 12 ASAG2322:1:$3G:B:$&U12:$>80<5:'a$?&<$50$4:13$H5&$&<1VSG2&<&'&66730:4"
&'$>3>8013%4&5M:6&2%":$08:$70:CA

%&'&()*+(, $ #



$ $ =306&G13$F06'5%0b $8>70: $

X'$6306&G13$28&1271517L.3%3aK:21&$G23G326730:'$ G:B:<$ &U12:<a$ (b$ 4&1&$ &<1:2$6:'7Q76:43$ 63>3% 6:
&Q&613<$4&$ E&B5274:4$ E367:'$ ?7G5&<13$ MBEHFA3RBIALTAS X<$ 4&672D$ &0% ":$ ,N%XF(,%+m,$ #$ &<$ &'
6306&G13$2&1271517L3%&'$H5&$6317J:$>7&012:<$H5&$&0%":$,N%XF(,%+m,$j$&<$"$G2322:1:$"$H5&$Q!
48%"$1:<&$48%$6317J:6780D$G32$8<3$:>1:<$:'1&20:17L:<$<3087063>G:171'&<A

Situaci—n personal de un Trabaja dor
K:2:$7012345672%":$<715:6780$G&2<30:'$4&$'3<H 2:1: T:432&<R

+2$:3kN,;bF,NSR$KXFERHES&'&66730:2$&'$12:1: T:432$R$*347Q76:2$R$K&<1:C:$+FKhID$&0$":$G:21&$70Q¢
&<:$G:01:":$&063012:2V$50$48&<G'&B:1'&$630$&'$03>12&$aE715:6780$ G &2<3GBIANEGZRI&EBIDES 3
"$032>:17L:$L7B&&F1&R

‘A E3'1&23_:D$L7543 :D$47L3267:43_:$3$<&G:2:43_:$'&B:">&01&%$ 630$ M7T3<$ <3'1&23<$ >&032&<¢
:c3<$ 3% 706:G:671:43<$ T54767:>&01&D$ H5&$ 630L7L&0$ &U6'5<7L:>&01&$ 630% &'$ 63012715]&0:
630L7L72$1:>1720$630$&'$3123$CI3B&OTRFH5&$G236&4:$630<7B0:2$:'$>&B3<$50$M7T3A

IA =:<:43_:$]$03$<&G:2:43_:$'&B:'>&01&$65]3$680]5B&$03$3117&0&$28&01:<$<5G&2732&<$: $#A/N$&5Z
:05:'&<D$&UB'574:<$" <& UK.01:<A

6A E715:6780% Q:>7'7:2$ 47<1701:$ 4&$ "<$ 43<$ :01&2732&<$ ?<3'1&23<$ <7(HOBVEREM 6:<:43<$ 65]
3117&08&%$28&01:<$<5G&2732&<$:$#A/!1$8&523<$:05:'&<DP$&16ACS3$&'$63012715]&01&$03$H57&2&$
<5$<715:6B0A

Vacaciones

N:$B&<1780$4&$L:6:6730&<$&<1VIG'&0:>&01&$701&B2:4:$&0$&'SE+%AIN3<$:<G&613<PH5&$<&$17&0&0
&<1:$B&<1780$<3pBEBIE<R

#A =30123'$4&$'3<$4f:<$4&$L:6:6730&<$4&L&0OB:43<$G32%K:'$12:1: T:432A

JA =30123'$48&$'3<$4f:<$4&$L:6:6730&<$47<Q251:43<$G3BH&'$12:1: T:432A

-A N7H574:6780$4&%$'3<$4f:<$03$47<Q251:43<$&0%$6:<3$4&$Q70:'7J:6780$4&'$6301%:13%$?(8>70:$Q707

A %2:1:>78013$48$BIREG&E67:'$452:01&$'3<$41: <S4 &L :$:6730&<A
N3<$Q76M&23<$70L.3'562:43<$&0$&<1:$B&<1780$<B0$'3<$<7B57&01&<R

I K&2<30:'$_$K2&08>70:R$:'$7012345672%$":$G2&08>70:$4&$50$12:1:T:432D$6:4:$6306&G13$4&I1&$2&
"$6:0174:4$4&$L&6&<H5&$<&$6312:2V$476M3$ 6 AEIEARFHFRBE3A$%343<$'3<$6306&G13<$
G5&4&0$<&2%6:'7Q76:43<$G:2:$H5&$<&:0$G2322:1&:43<$<&BY0$'3<$4f:<$4&$L:6:6730&<$47<Q2!
&'$G&2f343%4&$'7TH574:6780$4&$6:4:$308>70:APE7$&'$6306&G13$&<$6:'7Q76:43$63>3%aK:B:2$<7&
<&$L&2VS:Q&61:43$G323 FRLEH

I +0674&067:<R$62&:2$50:$05&L :$+0674&067:$4&$17CGRBSam:6:6730&<aA

I (8>70:R$:$G:2172%$4&%$"$&U7<1&067:$4&%$50:$70674&067:$G32$L:6:6730&<D$":$08>70:$2&Q'&T:2V
4f:<$ 4&$ L:6:6730&<$ 47<Q251:43<$ &0% &'$ G&2f343$ 4&$ 'TH574:6780% 4&$ &<:$ 08>70:A$ N3<$ 63
2812715170L3<$2&<G304&2V0D$<&BY0$<5$6:'7Q76:6 T B0D$:$476M3<$4f:<A

I K&2<30:'$_$K:B:<R$&0$&<1&$Q76M&23$<&$2&Q'&T:0$6:4:$4&L&0B3$4&$4:<$4&$L:6:6730&<S <
47<Q251&$48$&<3<$4:<A$S&'$<:'43$2&<5'1:01&$&'SE+%$6:'65:$&'$7>G321&$4&'$Q707H5713%8
4&$63012:83A

E&$4&1&$1&0&2$>5]$&0$65&01:$":$6:'7Q76:6780$4&$'3<$=b(=XKIbESFX%F+;W%+mbE$&0$65:013%:'$:<!
L:6:6730&<A$K:2:$&"3$03$3'L74&$630123":2$&'$G:B3$452:01&$":<$L:6:6730&<$4&R

#A N3<$=b(=XK%DESFX%F+W%+mbE$S&OSkSN+E%, ESRS(D*+(,ESIA

A N:$K2&08>70:$&18DL&$&0$6:4:$G58&<13$48$12:1: T3$80$'3<$&0SKSN+E%, ESR$ (b*+(,ESRS=b(MX(+
=bNX=%-+mbES$IA

-A N:$K2&08>70:$4&$6:4:$12:1: TH32A

%&'&()*+(, $ ii



$ $ =306&G13$F06'5%0b $8>70: $

A N:$6:'7Q76:6780$48&%$'3<$M:1&28&<$&0$6:8:$08>70:A

%&'&)*+(, $ -



$ F&B7<1P8301:17'7J:6780

Registro y Contabilizaciéon
=30$&'SE+%$G342V$2&B7<12:2$]$6301:17'7J:2$08> 7 SEFEP2IRABPA3I$& <R

JA

-A

A

K&2>7172$50$630123'$7047L745:'73:4334&$2&01:<$]$2&1&06730M<$G32$12:1:T:432A

,513>:17J:2$"$7>G51:6780$48&$ 1343<$'3<$63<18&<%$:<367:43<$:$50:$08>70:R$:4&>V<$4&$":$G23
08>70:D$<5$G2322:1:34&$G:B:$&U12:$]$&'$63<1&$4&$" $ERB5274:4$E367:'A

K&2>7172%$50$630123'$4&$'3<$L&067>7&013<$4&%$6:4:$50: % &P <$08>70:<A

Pasos previos
#A K\X(XF,NXE$ R$ X*KFXE,$ R$ ?E7$ G5'<:>3<$ >:]Y¥<65"<$ :'$ G5'<:2$ aX>G2&<:<a$ &012:2&>3<

JA

472861:>801&$8&0%"$&>G28&<:$&0$5<3CIRPK&<$:c:$=5&01:<IA

X0$ &<1:$ L&01:0:$ 4&Q7072&>3<$ "<$ GBIH GCHA$ 48&Q&613D$ H5&28&>3<$ H5&$ E+%$ 517'76&$ &0
>3>&013%$4&%$6301:17'7J:2$":<$08>70:<$4&$Q32>:$:518>V176:R$

IA =3<1&$79.'€D$

6A =3<1&$4&$"SEE$MW.JCD$

4A +>G321&$:4&54:43%:$" SE&B5274:4$E36%'$?.[9CD$

&A ,01767G3<$?.9!C$2&:'7J:43<$<312&$":<$08>70:<

QA S&L&OB3$4&$":$G:BL38pI2&63>8&04:>3<$&'$5<3$48&$"$65&0%:$.9/#CA

BA W0$G363%$>V<$:1:T3D$&063012:>3<$":$65&01:$2&Q&274:$:$":<$281&06730&<$G2:6176:4:<$?.[/#
MA S&<4&%$%&'&B&<1780$2&63>&04:>3<$65>G'7>&01:2$134:$8<1:5L&01:0:A

K\ X(XF,NXE$RSX*KFFEBK &<1:C:$\&0&2:' &<PRIK2&Q&2&BETIKSX>G2

N:<$G2&Q&2&067:<$65]:$05>&2:6780$&>G7&J:$G32$!.$M:680$2&Q&2&067:$:'$:<5013%$":132:'A$ 1.
1.19$<30$":<$H5&$03<$701&2&<:0$&0$&<1&$6:<3R

‘A E7$ G30&>3<$ &0% L&24&$ $ G2&Q&2&067:$ al.!-R$ =5&01:<$ 6301:1'&<$ 4&%$ :01767G3<_63<]
G&2<30:'aD$:'$6301:17'7J: 2 HB8FG32$&<1&$>845'3$51:013%&'$B:<13$4&$G&2<30:'$63>3%"$
65&01:$:62&8&432:$4&$":$08>70:$<&$7>G51:2V0$:$65&01:<$47Q&28&067:4:<$4&$6:4:$12:1:T:432

IA N:$3G6780%al.l9R$ m&067>7&013<$:513>V1763<$ &0$ Q:6152:<$_$08>70:<a$ 7>G'76:DS<7$ ¢
L&24&D$ H5&$ :'$ 630Q7208280% 7012345674:$ <&$ B&0&2:2V$ 4&$ Q32>:$ :513>V176:$ 50$
L&067>7&013$G32$&'$'TH5743$4&$:$>7<>:A

6A WO:$L&JIS&<1:I'&674:<$&<1:$65&<1730&<$G236&48&>3<$:'$2&B7<123$]$6301:17'7J:6780A$E’
47<170B57>3<$ &012&$ &<13<$43<$172>703<$ G:2:$ H5&$ 03<$ H58&4& BEBI3AAZESH <305 43<$
47Q&2&01&<$ |D$ &0% 630<&65&067:D$ &'$ >347Q76:2$ 503% 4&$ &"3<$ 7>G'76:2V$ 0&6&<:27:
>347Q76:6780$4&'$3123A

Registro y Contabilizaci—n de N—minas
N:$251:$:$<&B572$&<$k=b(%,;+N+S,SSR$h+(,(=+XF,$RS()*+(,ESRS(5&L:IA

Registrar una Némina

N&<$>3<12:3%'3<$6:>G3<$:$2&"&0:2$630$50$&T&>G'3R
A h&6M:<$4&'$G&2f34334&%$:$08>70:R$S&'S!I# 1j_I"$:'%e 1j I"A
IA h&6M:$4&'$G:B3$4&$"$03>70:$?Q&6M:$48$":$G:218$70Q8&2732D$43048$GIH&$aF&67IfaCRS)._Ij_!"

%&'&()*+(, $ J-
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6A
4A

S&L&OB3<R$#A.-DIEK52A

+FKh$S708&2:273<R$&'$G27>&2$6:>G3$BT6R:$2RIGERIRFA|-D! I $X52CA$X'$<&B5043$6:>G3D$:'$
17G3%$#-D.9yA$ X'$1&26&23D$:$":$6531:R$<&$6:'65":$:513>V176:>8&01&$50:$L&I$70123456743<$
4:13<$:01&2733&<A

&A +FKh$X<G&67&R$&'$G27>82$6:>C3$M:6&$2&Q8&2&067:$:$":$1:<&$48&$&<1&$17G3$4&$2&>50&2:€

X52CASN:$6531:$<&$6:'65":$<&BY0$&'$G326&01:T&$70123456 7813$:01&2732>&01&A

QA =531:$EER$"$4&<6301:4:$:'$12:1: T:432$?"-CH[$X52CA
BA ,01767G3<R$&0$<5%$6:<3D$<7$B<IM5I7&2:A
MA %31:'$S&4566730&<R$&<$50$6:>G3$6:'65":43$G32$&'$G23G73$E+WASX<$":$<5>:$4&$'3<$65:12!

7A
TA

zZA

>A

:01&2732&<A
NfH5743R$&<$50$6:>G3$6:'65":43$G32%$&'$G23G73PE+%$:$>8474:$H5&$<&$L:0$7P1234567&043%':

K:B:$ &U12:R$ M:6&$ 2&Q&2&067:$ :$ $ G:B:$ &U12:$ 4&L&0B:4:$ G32$ &'$ 12:1:T:432% &0% &'$ G¢
630<74&2:43A$ E7&>G2&% :G:2&6&% &0% &'$ 4365>&013% 08>70:$ GRS R3HIBEERB2>:$
G:21&$4&%$":$1:<&$4&$6317J:6780$4&'$12:1: T:432A$X<$&'$7>G321&$H5&$<&$4&L &0B:$>&0<5:">&0
&<1&$ 6306&G13D$ G&23% H5&$ 03% <&$ G:B:$ :'$ 12:1:T:432% M:<1:$ "$ Q&6M:$ :6324:4:$ &0% 630L
B&0&2:'>&01&$T5'735]$4767&>12&A$K32$&T&>G'3$a &R BRRBDHAGIS X52aASEL$1&042V$&0$
65&01:$H5&$<7$"<$G2322:1:<$<&$G:B:0$>&0<5:">&01&D$03$&<$0&6&<:273$65>G'7>&01:2$&<1&!
Gb5&<138H5&$<5$7>G321&$]:$&<1V$70632G32:433&0%aS&L&0OB3<aA

EE$&>G2&<:$?9#9D9I$ X52ACR$&'$7>G321&FH5&$6:4:$12:1: T:432$65&LDEEI>RPER &
G32%$8<18&$6306&G13A$X<$50$7>G3218&$H5&$03$:G:2&6&$&0%$:$08>70:$G23G7:>&01&D$:50H5&!
&<17>:2$&013203%:$50%-/y$48&$"$1:<&$2&B5"432:A$ X<1&$4:13$<5&'&$<&2$Q:67'71:43$G32%"$:<
H5&$&"132:$":<$08>708< A

%31:'$=3<1&R$3Q2&6&$865AA3HP1 31:'$4& L &0B3$ $K:B:$XU12:$ SEEPK>G2&<:CA

032:<$%2:1:T:4:<R$&<$50$4:13$>&2:>&01&$70Q32>:17L3ASE7$'3$4&<&:$G584&$65>G'7>&01:2'3D
03$&<$7>G2&<67@7I'&A

Ajuste de Bruto, Liquido o Coste total

WO:$L&J$&"132:4:$50:308>70:$G5&4&D$4&$>:0&2: P1BB5&3>V176:D$:T5<1:2$&'$12513D$&'$'fH5743%$3%
&'$63<18&$131:'$4&$476M:$08>70:$:$50:$6:0174:8$63062&1:A

X'$G236&47>7&013%$:61Y:$>347Q76:043$503$4&$'3<$6306&G13<$2&1271517L.3<$4&$":$08>70:A$ X<1&$6!
48$<&2$<&'&66730:43$:01&<$4&$70767:2$&'$@236&47>7&013

#A F&B7<12&%$"$08>70:$4&'$12:1:T:432$<7B57&043%$'3<$G:<3<$4R$&<1:$E&LE66780A
JA E&'&66730&$&'$6306&G13$2&1271517L.3%:$>347Q76:2A
-A ='76%$<3128$&'$13180$H5&$700Q32>:$4&'$=3<1&D$S&L&OB3<$3$NfI$5743$4&3$:308>70:R
Total en Origen 1.157,23 Remuneracion 1.119,90
Dev. P.Extra 186,65 Bruto Especie
T.Coste 6.910,49 | | Devengos 5.092,56 | N°Extras 2,00
Pendiente P.P. Extras 186,65 186,65
[ Liquido 4.318.35 | B.Cotizable 1.306,55
- IT EnfComin $

Contabilizar una Nomina

WO:$L&JI$70123456743<$'3<$AIBRP B <$G34&>3<$6301:17'7J:2%$":$08>70:D$4&$Q32$:$7047L745:'R

%&'&()*+(, $ il
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E70$<:'72$4&$"$1.&01:0:$4&$ 701234566780% 4&$ 4:13<D$ G5'<:2$ &'$13180$ a=301:17'7J:2a$ 4&$ :$ G:21&
7IH578&24:A

,M32:$ 17&0D$ <7$ <30$ >56M:<$ <$ 08>70:<$ :$ 6301:17'73:2$ 1:>17Z0% <&$ CHRALGZHKIAFaROS
I'3H5&aR

WO0:$ L&JI$ 2&B7<12:4:$ ":$ 08>70:$ :01&2732D$ 630Qf2>&"A$ E+%$ '&$ G&4A72VS '3<$ 4:13<$ 4&$ 50:$ 05&L
<56&<7L:>&01&$ M:<1:$ H5&$ "<$ 2&B7<12&$ 134:<A$ =5:043% E+%$ '&$ G74:$ 4:13<$ 4&$ 50:$ 05&L:$]$ 0
7012345672$>V<D$G5'<&$&'$13180$@BBHARP (G :21&$70Q8&2732$48&28&6M:CD$3$17&0$517'76&$&0P&'$1¢
=3>:043"G5013%$?&0$*:6CD$3$=30123"G5013%$?&0$7043@<CA

,M32:D$&0%":$L&01:0:$a(8>70:<aD$G342VEL&2$134:<$":<$08>70:<$H5&$1F&0&$2&B7<12:4:<R$
‘A &0$DID$ :<$G&047&01&$4&$630817'7J:2{($
IA &O$-L1DDS$]:$6301:17'7J3:4: A%

X0$&'$4&<G'&B:1'&$700Q&2732$G342VF15<6:2$<8'3$":<$03$6301:17'7J:4:<$?X<1:43R$G&047&01&CAPEL'&66
48<8&&$6301:17'7J:2$]$G5'<&$&'$13180$a=301:17'7J:2a$4&%$"$G:21&$70Q&2732$4K2&6M:A$=b(h+F*,FA

%&0B:$&0$65&01:$H5&D$ &0% &<3R$ E23BE8>70:$<&$6301:17'7):2V$ &0$":$ah&6M:$g:<1:aD$ &<$4&672D$
Q&6M:$4&'$Y'17>3$41:$4&$"$88>70:A

E7$":<$ 08>70:<$ <30% 7B5:'&<$ 1343<$ '3<$ >&<&<D$ G5&4&0$ 45G'76:2<&$ '3<$ 2&B7<123<$ 4&$ 08>70:<9
:01&27328%R

k=b(%,;+N+S,S$R$h+(,(=+XF,$R$()*+(, EIAS S &2 Fx$28B7<123<$:$45G'76:2$]$G5'<:2$&'$13180$a45G '76:2a$
483$"$G:21&$70Q82732%8&2&6M:A

Imprimir Néminas

kN,;bF,N$SR$()*+(,ElI $

X'$ >34&'3% 4&% 08>70:$ 7>G2&<3% G32$ "$ :G'76:6780% &<1V$ 4&174:>&018&% :51327J:43% G32$ &'$ 32B:07
63>G&1&018$G32$'38H5&$<5$5<3$&EMBANORD>E$:$":$'&]$":182:'A

E+%3$ '&$ 3Q28&68&$ :<7>7<>3$50:$ L:27:01&% 4&03>70:4:$ ah:6152:aA%$ ,50H5&3$ ":$ &<1256152:$ '&B:'$ 4&'$ >
ah:6152:a$ &<$ &U:61:>&01&$ 7B5:'$ :'$ 4&$ (8>70:D$ &'$ 4365>&013$ 7>G2&<3$ <&$ :<&>&T:$ :$ 50:$ h:61
=3>&267:'$]$&<1V$G2&G:2:43$G:2: LRAERIN$6322&3$&0$<312&$630$L.&01:0:A

#A ='"76$&0$+*KF+$-FA

JA X'T7T:$:$3G6780%$a(3>70:<a$]$"$<&'&66780$ H5&P4&<&&E&S?<7$:01&<$4&$M:6&2$6'76$ &0 +*KF+*+
<&'€&66730:43%:'B50:<$08>70:<D$&'$G23B2:>:$<5B7&28&$":$<&'&66 780%$:$7>G27>72CA$

-A ,6&G1:20

XU7<1&$50:$G2&%80$E&.'$>348&'3$4&$08>70:$4&<&:43$G:2:$6:4:$&>G2&<:$&0$":$h76M:$48&$X>G2&<:A$ (¢
31<1:01&D$&'$5<5:2738G58&48$<&'&66730:2$&'$>34&'3$7>G28&<3$&0$&'$Y'17>3$>3>&013$6:4:$L&ISH5&$
08>70:<&

X0$:'B503<$6:<3<$]$G32$>317L3<$47L&2<3<D$"$&>G2&<:$4&I&BIB=GER:SL8BAEN:$6:0174:4%
L:27:1'&$G:2:$7B5:":2$&'$'TH5743$&Q&617L3$H5&$&'$12:1:F:432$G&267I&A

X0$ &<1&%$6:<3D$"$6:0174:4$'TH574:$:$ G&267172$6:4:$>&<$ 4&1&$ <&2$ 7012345674:$ &0$ &'$ 63012:13% :
12:1:T:432A$ K3<1&2732>&01&D$ &0$ 6:4:$ 08>70:$ 4&$ AFBABEBHPUF 6:'65:2V$ "$ 47Q&2&067:$ &012&$ &'$
'fH5743%$4&$":$08>70:$]$&'$'TH5743%:$ G&267172A$ S76M:$6:0174:4$ G5&48&$<&2$630<5'1:4:$_$>347Q76
13180$=b*KNX*X(%b$4&$"$08>7H:A

#A ='"76$&0$+*KF+$-FA

JA XT7T:$:$3G6780$a=3>G'&>&013<a$]$":$<&'&66780$H58&4 4 &BWBLIHBL7 6$&0$+*KF+*+F$<&$
M:0$<&'&66730:43%:'B50:<$08>70:<D$&'$G23B2:>:$<5B7&28&%$":$<&'&66780$:$BG27>72CA$,6&G1:2

-A =30Q72>&%$]$:T5<1&$'3<$G:2V>8&123<$4&$' $7>G2&<32:A

%&'&()*+(, $ 9
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Orden de Transferencias Bancarias

E+%3$ 7>G27>8&$50$ 4365>8013%48&%5 b248&0% 4&% VR, DEX2EDGTXS &'$ 13035 4&$ :<$ 08>70:<AS E&S
7>G27>8%$50%$4365>8013%$G:2:$6:4:$6&0123%4&$12:1: T3$48H"  $&>G2&<:A

Procedimiento

#A +012345J6:3&0%":$Q76M:$48$G&2<30:'$?G&<1:Cc:$K,\DEC$1343<$'3<$4:13<$H5&$<&$<3'7671:0R$
G:B3D$65&01:$1:06:27:$:$" $H5& S <& P HREEAP"<$12:0<Q&2&067:<$]$0Y>&23$4&FG&26&G132A$ X
4:13% (v$ KXF=XK%bF$4&%$"$ Q76M:$ 4&%$ G&2<30:'$ &<$ 50% 05>&23$ H5&$ :'B503<$ 1:063<$ G74&0¢
:513>:17J:2% <5$ G236&<3%$ 4&$ 12:0<Q&2&067:A%$ X'$ E+%$ <5B7&28&%$ &'$ >7<>3$ 0Y>&23%$ 4&$":$ 6
K&2<30:'D$G&23$G5&4&$>BQ76:2'

JA  XOSK\X(XF,NXE$SRSX*KFXE,ESR$=WX(%,EI$4&1&$7012345672%$":$65&01:$1:06:27:$H5&$":$&>G2&<:$
5<:2$63>3%$65&01:$34&$G:B3<A$K2&L 70MBGVERNBEESRS;,(=bEI$SM:$4&$7012345672%":$65&01:$
[:06:27:$ H5&$ L:$ :$ 5<:2% 63>3% 65&01:$ 4&$ G:B3<A$ S&I&$ 65>G'7>&01: 2P DEB&E<R7:>
G&<1:c:<$=b(%,;NX$?7012345]6:$&'$===$4&<4&$&'SH5&$L :$:$2&:'71:2$":$12:0<Q&2&067:C$]$"$C.
;,(=bE$4304&%$4&1&$7012345672$&'$<5Q7T3$4&'$65:4&203%-.$H5&$<5$1:063$M:$4&$Q:67'71:2'&$
6847B3$4&$50$<8'3$4$B713CA

-A XO$KN+E%,E$R$=b(%,;+N+S,3$R$bQFB7:<I$4&I&$7012345672$":$4&<627G6780$4&'$;:063D$ :<f$
63>3$48&$<5<$3Q7H70:<A

A <&BY28&<&$ H5&$ &'$ G&2<30:'$ 17&0&$ :<7B0:43$ 50$ 6&0123%$ 4&$ 12:1: T3$ [$ H5&$ Z<1&D$ :$ <5$ L
7012345674:$":$65&01:$4&$1:063$48$"$&>G2&<:$4&<4&$":$65V ' $<& P4 &I &2 HBER£$12:0

/A ,66&84:$:3kN,;bF ,NSR$(b*+(,ER
9A ='76%$&0%$&'$13180$+*KFF*+FA

[A X'7T:$"$3G6780$ab24&0$4&$%2:0<Q&2&067:<a$]$"$<&'&66780$ H5&P 4&<&&S ?<7$:01&<$4&$M
+*KF+*+F$<&$M:0$<&'&66730:43%:'B50:<$08>70:<D$&'$G23B2:>:$<5B7&2&$":$<&'&66780$:$37>G27>

=3>3%$3G6780%:5&<1&$G236&<3D$<&PG584&$B&0&2:2$50$Q76M&23$&0$Q32>:133=E;$-.$G:2:$:513>:17.
48&%$":<$08>70%R

Generar la Transferencia (cuaderno 34)

+2$ :$ k=b(%,;+N+S,S$ h+(,(=+XF,$ R$ mX(=+*+X(%bE$ SX$ K \bIA$ X0$ &'$ 4&<G'&B:I'&$ 70Q&2732% ab27t
<&'&667304$0:<a$ |$ :G:286&82V0$ <8'3$ '3<$ L&O67>7&013<$ 65]3$ 327B&0$ <30$ :<$ 08>70:<A$ E&'&667
1:>17Z0R$aK&04780%$&<aA

E&'&667308$":<$08>70:<$ H58$ 48&<&:$ G:B:2R$ :<&BY28<&$ 4&F H58$ 134:<$ &":<$ 17&0&0% 63>3% >&473%
?7*AK:B3$&0$ &'$4&<G'&B:I'&$ 70Q&2732C3$ a%2: AP PERIABEBIH '3<$ 12:1: T:432&<$:Q&61:43<$17&0&0%
:<7B0:43<$'3<$)!$4fB713<$6322&<G3047&01&<$:$'3<$===$4&$6:4:$503$4&$&"3<$?G5&4&$M:6&2$50:$7>C
50$'7<1:43%4&3L&067>78&013<$4&$'3<$<&'&66730:43<$4304&$CH42VSL&27Q76:2'3<CA

WO:$L&I$<&'&66730:43<$'3xRANBLS G5'<&P&'$13180$aX>7172$G:B3aAS X'$E+%$'&$G2&B501:2V$":$ Q&
&Q&613%4&3$":$32480548&$12:0<Q&28&067:R$701234YJ6:":A$ ,M32:$'&$G&4A72V$&'$ Q32>:13$5>847:01&$ &'
G:B:2$"':<$08>70:<R$ <&'&66730&%$ ah76M&23% =E;-.aA$ ,M32:$ 4&1&$ &'&B72$&2BS&IEKH3& 8 &'SITYVEEM
62&:043D$<&'&66780&'3$]1$42$03>12&$:'$Q76M&23$?7G32$&T&>G'3$=E;-.$%h$ (*$>&<_:c3CA$+0>&47:1:>&
7>G27>72V$50%$'7<1:43%$630$&'$6301&0743$4&'$Q76 MB.23$&0$65&<1780A%

K32$Y'17>3D$&'7T:$>:26:2$'3<$L&067>7&013<$63>3$G:B:43<$3$ 03AS FROH Z2BBHFIFTEERAAS - $
6301:17'7J:6780$48&%'3<$>7<>3<$1:0$<8'3$50%$6:>1 7358 &S&<1:43A

WO:$L&JI$&OL7:43$&'SQ76M&23$:$12:LZ<$48$" $GVB70:$r&I$4&$ <5$1:063D$ 28658 24&$ H5&$M:$ 4&$ G2
6301:17'7J:6780$ 4&'$ G:B3A$ K342V$ M:6&2'3$ 48<48$ :$ >7<>:$ G:01:" GLa% UBSEG:TERS 13180$
0=301:17'73:2P$3$17&0$4&<48&$K=D (%, ;+N+S,S$h+(,(=+XF, SHSEASYE( EIA $

%&'&\)*+(, $ il
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Creaci—n automitica de N—minas
K\X(XF,NXE$R$W%+N+S,SXE$R$(b*+(,ESR$\&0&2: FH(8>70:<IA

X<1&$>343$4&$B&0&2:6780$4&$(8>70:<$&<1V$28&63>&04:43% G:2: BEBMIHAEE2B<P4&$ E+%$ &<1V0$
6322&61:>&01&%$:615:'7J:43<R$S:13<$4&$K&2<30:'D$=3012:13<D$K2&08>70:<D$&16A

0:]$H5&$1&0&2$&0$65&01:$H5&$":$&":132:6780$4&$08>70:<$&<$50$G236&47>7&013$470Qf67'>&01&$:513>:
G32% 63>G'&13A3$ E7&>G2&%$ &<$ 2&63>&04:1'&DS 50:8: k&I BLBE?20:<$ 4&F >:0&2:$ :513>V176:D$
2&8L7<:2"<$?&0%":$G23G7:$G:01:":$3%$50:$L&I$7>G2&<:<CA

,M32:$17&0D$<7$&'$5<5:273$&<$&U12&>:4:>&01&$6574:43<33]$452:01&$<5$Q:<&$70767:'$4&$12:1: T3$>:(
"$:G'76:6780D$ 63227B&$ |$ >:017&0&$ :615:'7):43<$ 1345883 H4(3TF6:6780D$ 630<&B572V$ 630% &'$
G236&47>7&013%$,513>V1763$50%$:'13$f04768&$4&$:67&213A

Eliminar N—minas
kN,;bF,N$R$(b*+(,EI$

=5:"H57&2% 3G&2:6780% 4&$ &'7>70:6780% 4&$ 4365>&013<$ 630"&L:$ 50% 27&<B3% 7>G'f6713% 4&$ GZ2¢
70Q32>:6780A% X'$ 5<5:273% 4&1&$<€EBEPPR <P 4&$ &'7>70:2$ 'BY0S$ 2&B7<123D$ 4&$ H5&$ 13>:$ 134:<$ "
>8&A474:<$48$<&B5274:4$H5&$G231&T:0$:$70Q32>:6780$4&$65:'H57&2$27&<B3A

X'SE+%$&<1V$G23B2:>:43$G:2:$H5&$&'$5<5:273$G584:$&'7>70:2$65:01:$70Q32>:6780$H57&2:A$ X'$ G 28
<3'3$G&472V$630Q72&88%80%>&01&$G:2:$'3B2:2350$>VU7>3$07L&'$4&$<&B5274:4A$(3$31<1:01&DS<7 &>
H5&$L:]:$:$G236&48&2%$:$":$&'7>70:6780$4&$4365>&013<$1&0B:$&0$65&01:$'3<$<PB57&01&<$:<G&613<R

#A <&BY28&<&%$48&$28&:'71:2$":$<&'&66780$6322&61:$4&$'3<$2&B7<123<PH5&$H57&2&$&'7>70:2A
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Incidencias

AQuZ es una Incid encia?
E+%%$70123456&%$50$05&L.3$63068&G13$&0%$":$630Q&66780$48%":<$08>70:<A$X<$&FB6306&G13$4&$+06748

WO03$4&$'3<$B2:04&<$G231'&>:<$&0%$":<$08>70:<$&<$&'$2&456743$17&>G3$H5&$032>:">&01&$<&$47<G:
<5$&"132:6780A$X'$17&>G3$H5&$12:0<6522&$&08 2BIHSRBBLPZ:13<$0&6&<:273<$G:2:$<5$630Q&66780%
1$:$Q&6M:$4&$4&L &0B3$&<$>5]$A8456743A

=30% E+%$ G34&>3<$ 13>:2$ 031:$ 4&$ <$ G3<7I'&<$ L:27:6730&<$ &0% :$ 08>70:$ &'$ >7<>3$ 41:$ &0$ H58&
L:27:6780$<&$G23456&A$X'$G23B2:>:$<&$&06:2B:2VH4&$>:082:$:2BISBT2684&$847Q76:6780$&0%
&'$>3>&013$3G321503A

K32$&T&>G'3R$L:6:6730&<D$50:$1:T:$"132:'D$&'$4&L &0B3$4&$50:$08>70:D$50$:01767G3$<312&$ '3<$<
4781:<D$&16A$%34:<$&<1:<$<715:67308&<DSH5&$":>:>3<$a+06748067:<aD$<&$7012345680$&0$&'$>3>
<&$B256&0%$]9:<f$G34&>3<$3'L74:203<$4&$&":<ASE+%$<&$&06:2B:2VD$:$3Q70:'$4&$>&<D$4&$1&0&2" <!
&0%$":$08>70:$6322&<G304B&01&A

K32$'3$1:013D$50:$70674&067:$&<$&'$2&Q'&T3$4&$50:$03L &4:4$H5&$<&$70123456&$&0$E+%$&0$&'$>"
&O0$H5&$<&$GC23456 & DEGLFBEBB2:>:$'3$1&0B:$&0$65&01:$:$":$M32:$4&$B&0&2:2$ :<$G2BU7>:<$08>70:<

X'$>71343%4&$Q506730:>7&013$4&$":<$70674&067:<$&<$G5&<R
#A +012345672%":$70674&067:$&0$&'$>7<>3%$>3>&0135&0SHS&$<&$G23456&A
JA X'&B72%&'$%7G3$4&$+0674&067:$<&BY0$":<$672650<1:067:<A
-A S&18&%70:2$&'$>&<$&0$65]:$08>70:$4&18&$18&0&2$&Q&6138$$+0674&067:A

Crear Incidencias

Dar de Alta una Incidencia
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Incidencias "Horas de trabajo” vinculadas a un pedido de
cliente
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Situaciones particulares

Modificaci—n del Contrato de un Trabajador

Renovacion
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M:6&$>&47:01&$&'$G236&<3$4&$a45G'76:2$63082:13%:615:'aR

kN,;bF,N$RSKXFEb(,NSR$%F,;,s,SbF$R$*347Q76:2$REK&<1:c:N:132:'&<$R$IE&L'&66730:2$&'$63012:131$]$!
&'$13180$4&'$>:2B&0$ 4&2&6M3$ a45G'$6:20AS S843%$ <&$ B&0&2:$50$05&L.3$63012:13$ H5&$ &012:2V$ &0
L7B32$4&<48&%$"$Q&6M:$H5&$630<7B0&>3<$&0$&'$>3>&013$4&$45G'76:2'3A$

/$>7<>3$17&>G3D$ &'$63012:13$:01&2732$ H5&4:2V$ 70:617L3$ 4&<4&$ " $ Q&6M:$ 4&'$ 41:$:01&2732A$ K
0&6&<:273$M:6&2$":$08>70:$43486:02%2732%:01&<$4&$45G'76:2$&%$63012:13A

WO:$L&JI$62&:43$&'$05&L.3$63012:13D$4&1&$>347Q76:2'3$<&BYO0SM:]:0$6:>17:43$":<$630476730&<R
I g32:<$12:1:T:4:<}
I %7G3%$4&3$6301R2:13A
I =5:'H57&2%$3123%$4:13$H58$630<74&2&$H&2170&01&A

,'$7012345672$&'$05&L3$17G3$4& KBV B 28X 6322&<G30478&01&$?/.ICDSE+%$03$6:>17:2V$&'$17G3$4
6317J:6780%:$"$ E&B5274:4$ E367:'$ ?2&<H570:$ 70Q&2732$ 4&2&6M:CASE7$ &'$63012:13$ G2&L73$ &2:$ 5(
6317J:6780% G32$ 4&<&>G'&3% G23G7:$ 4&$ 63012:13<$ 704&Q70743<D$ &0$ =b%+|,=+)($ EX\WF+S,S$ EE
>:01&042V$ >:26:43% &'$ 6M&6z$ I3US$ ah7T3aA$ E7$ &'$ 63012:13% :01&2732% &2:$ 50% 63012:13% 4&$ ¢
481&2>70:4:D$&0$=b%+|,=+)($EX\WF+S,S$Eb=+,N$<&$>:018042V$>:26:43$& $6M&62$13USaXL&015:'aA

0:672043'3$48$&<1&$>343D$&'$5<5:273$03$1&042V$0&6&<74:4$4 BB BI2$E$OSHA3S

E7$&'$5<5:273$G2&1&04&%$2&:'7J:2$50$05&L.3$63012:13%/.1$<70$H5&$&U7<1:$50$63012:13$G2&L73D$E+!
H5&3033&<$G3<71'&$4:435H5&8$&<1:$370Q32>:6780$&<$0&68&<:27:$3G:2:$":$B&0&2:6780$4&'$Q76M&23%h
<715:6780%$4&1&2V$62&:2$50B630A2L 7356305 &'$6:2V61&2$4&$ 1&>G32:'74:4$H5&$ G236&4:$?7048&Q707.
1&>G32:'GA

X'$ 5<5:273% 4&1&$ 1&0&2% &0$ 65&01:$ :$ 2&":6780% :$ &Q&613<$ 4&$ +FKh$ H5&$ &'$ 05&L.3$ 63012:13% 6
12:1:T:432A$E+%$&017&084&$H5&R

#A E7$ &'$63012:13% G2&L73% Q5&2:$ 4&%$ 452:678(FMEIR 2:HRD42VS &'S 17G3$ 4&% 2&":6780% jD$
704&G&0478&01&>&01&$48&$"$Q&EM:$G2&L7<1:$G:2:$:$Q70:'7J$780$4&'$63012:13A
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JA E7$&'$63012:13$G2&L73$&2:$7048&Q70743D$<&FM:$48&$>:01&08&2$&'$17G3$4&$2&":6780D$<:'L39
H5&%$":$1&2>70:6780$4&'$05&1.3$63012: 18 1&2&32%$:$"$Q&6EM:$48&$Q70$4&$:c3$&0$652<3A$ETS
Q70% 4&% 63012:13% <&$ G23'30B:$ >V<$ :"V$ 4&'$ :c3$ &0$ 652<3D$ &'$ 5<5:273% 4&1&2V$ >34
>:05:">&01&%$&'$17G3$4&%$2&":6780%$:'$707673$4&'$:c3$<7B57&01&D$65:043$2&:'76&$":$2&L7<780%
'3<$17G3<P4& ' $+FKIHARIFTI432&$ A

Aplicaci—n de Deducciones en el IRPF

Deduccién por inversidon en vivienda habitual

$6301705:6780$<&$&UG'76:$68>3$:G'76:2$"$4&4566780$G32$ 70L&2<780$&0$L 7L 7&04:$M:I715:'$&0$&'S
12:1:T:4328<$630$70B2&<3<$70Q&2732&<$:$--ANDIEHLE23<$

XO0$ kN,;bF,N$ R$ KXFEb(,N$ R$*347Q76:2$ 12:1:T:432$ ?>8&47:01&$ 431'&$ 6'76$ &0$ &'$ 2&B7<123CH R$ K&<
?21:>1720$<&$G5H&48$:668482548&<48F"$G&<1:c:$X6308>763<CH$R$;3180$700Q8&2732$4&2&6M3$a\&<178(
M:6&2%$6'76$<&$:12&$50:$05&L:$3G:01:":RI&PIONER2ZN32$4&2&6M:$483$":$>7<>:$3&06301 2dAVHE0$6M& 62
aF&:'7J:$K:B3<a$ T5013%:'$6:>G3$a*7032:6780$ K:B3$ L7L7804:aA$ E7$ &'$ 12:1:T:432% '&$ M:$ 63>5076:43!
2&:'73:$G:B3<$G32%$:4H57<76780$4&$<5$L7L7&04:$M:1715:'D$>:2H5&$ &'HI3RIGGE 0.6 FFBAASDB S
17854&$2&1&06780A

K:2:$2&6:'65"2$&'$17G3$4&$2&1&06780R$&0$&<:$>7<>:$G:01:":D$SMIB:$6'76$&0%a+FKhaA
Salario de Tramitaci—n

Normativa

X'$ &>G28&<:273% 4&1&2VS >:01&0&2% &0S$ :'1:$ :'$ 12:1:T:432% &0% ":$ EQEHRTHDUEIERG/GL2f3433$
6322&<G3047&01&$ :$ '3<$ <AQF3EH>71:678DOHS5&$ 2&630456743% :$ '3<$ &Q&613<$ 4&'$ 4&<G743%
7>G23684&01&APX<13IS FBRBRAE28<:273$H5&$48<G74:$:'$12:1:T:432$G342V$4:2'&$4&$1: T:D$G&23$50:
L&JI$7>G5B0:43$&'$4&8EI483.074:$<&01&067:$4&6":2:043%"$7>G236848&067:$48&'$>7 BRI &>G2
481&2V$631H:8G3<1&27327a$G32$&'$12:1:T:432$48&<G&AT43A$ X0 &<18&$6:<3D$4&1&2V$6317J:2$G32%
6322&<G3047&01&%$:$3'3<$ <" A3=PpUG780D$ &<13$&<DF4&<48$ " $ Q&EM:$4&'$4&<G743$?7Q&6M:$48&$":$1
M:<1:$"$ 0317Q76:6 7P 18067:$ 42B7L:$ 4&$ "$ 7>G236&48067:$ 4&'$ >7<>3A3$ N:<$ G2&<1:6730&<$
6:5<:4:<$G328/R2:1:T:432$452:018&$ &<&$ G&2f343%$65>G'72V0OD$ G32$630<7B57&01&D$630$&'$ 2&H57<713!
48R <1:2$4:43$48&$:'1:$&'$12:1: TH432A

X'$ 70B2&<3% 4&$ "<$ 6531:<$ 2&<5'1:01&<$ 4&$ "<$ 'THEIB: 6P H<BLKIL"273<82&71:6780%

4&1 &0B:43<$ &0% G236&<3<$ G32$ 4&<G743D$ 4&1&2VS &Q&615:2<&$ >&A MR F HEBGREHATS:$ 4&
63>G'&>&01:27:A$X<1:$'7H574:6780$<&$&":132:2V$13>:043$":<$1:<&<D$13G &< D$E 7B &S 38DH6 730& <
'3<$>8&<&<$ :$HE&BEE2R04:0$'3<$<:":273<$4&$12:>71:6780D$a630$4&1:"&$ <&G:2:43$4&$6:4:$503$4&$
>8&<&<$12:0<6522743<aA$

K32$ <&2% &'$ &>G28&<:273$ &'$ YOBRIIGINR NS 4&'$ 65>G'7>7&013% 4&$ :$ 3I'7B:6780$ 4&$ 6317J:2% G32%
<"273<$4&$12:>71:678PDMB74:6730&<$H5&$<FHGRMHO3>G2&04&2V0D$:4&>V<$48&$":<$:G321:6730&<$

:$ <5% 6:2B3D$I5&S$ <3G321&$ &'$ 12:1:T:432D$ <7&043% '&Bf17>3$ 4&<6301:2$ &<1:<$ Y'17>:<$ 4&'$ 7>G32
‘H5Z"3<&'$03$L&27Q76:23&'$48&<65&013$&0$&'$>3>&013$4&$M:6&2$&Q8&617L3$&'$SG BB 48&$'3<$<:":273
&>G2&273% 2&:'7J:2'3% &03$ 50% >3>8&013% G3<1&2732D$ aH5&4:043% 31'7B: 4363 $. TOBLR AL ' <$
6531:<$:$<53&U6'5<7L3$6:2B3aD$<&BY0$47<G30&$&'$: 2168 '3$#!. Aj$%FN\EEA

X'$G"J3$2&B">&01:273$G:2:$&'$ 70B2&<3$4&$ :<$6531:<$ 6322&<G3047&01&<$ :$ QLANIS&ELS 12:>71:6
4&1:0$:130:2<&$ 63>3$630<&65&067:$4&$ G236&<3<$ G32$4&<G743$3$&U1706780$4&'$63012:1384&$12:
6:5<:<$3IT&17L:<D$Q70:'7J:2V$&'$Y'17>3$4f:$4&'$>&<$<7B57&01&$:'$4&$":$0317Q76:6780$48&%$":$<&01&0
T54767:'$3$4&'$:61:$4&$6306%'7:6780A
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Aplicacion
#A KN+E%,E$R$()*+(,E$R$=3068G13<$F&1271517IB<$R$(5&L3IA

‘A F&63>804:>3<$62&:2$50$6306&G13$2&1271517L3$4&03>70:43%aE:"273<$4&$12:>71:678(
H5&%$63176&$:$" $EE$|$&<17$<3>8&1743$:$2&1&0678054&'$+FKh$?6":L&S,CA

JA kN,;bF,N$R$()(+*,ESR$(5&L $A

‘A F&:'76&%":7<C$08>THTBBE2$&'$G&2f343$6322&<G3047801&%:$'3<$<:":273<$4&$12:>71:67804
6:<3$4&SH58$&'$ G&2f343$48&$12:>71:6780%:1:2H5&$>V<$4&$ 505 >&<D$2&:'76&$>V<$4&
08>70:4

A F&65&24&$H5&$ &0% &<:$08>70:$03$ 4&I&$ M:1&2$ 4&L&0B3$07$6317J:6780$ G32$ G:B:$ &
;3228&$'3<$4:13<SHDEENHEL : <3PE+%$:G321&$4&$Q32>:$513>V176:A

6A X0$ "$ G&<l.c:$ a=317J:6780a$ <&$ B&0&2:2V$ "$ 'f0&$ 4&$ 6317J:67809
63228&<G3047&PBARQ7H5&$&'$6:>G3$N7H574:6A%a!la$]$<5<171YH3$G32%allja

-A kW%+N+S,SXE$RS$()(+* ESR$=317J:673@&<$Ah, (1A
‘A E&'&66730&%":$&>G2&<:D$>&LE0H<5$H:<3CH|$47$50$03>12&$:'$Q76M&23A
IA %7G3%$4&$'7H574:6780R$<5<1715]:$NNSHE5&$<5B AR 2&SE+%PG32$NA
B6A %7G3$4&$Q76M&23%$]$>34:'74:4$483$G:B3D$<&'&66730&$<&BWI$<5<$G2&Q&2&067:<A

4A E+%$'&$G&4A72V$":$ah&6M:$4&$630123'a$H5&$&<$"$Q&E6M:$4&$0317 @A G780$4&$" $<&
:513$T54767:'$3%4&'$:61:$4&$63067'7:6780R$701234506:$&<1:$Q&6M:A

&A =30Q72>&A% E&$ B&0&2:2V$ &'$ Q76M&23% h,($ 6322&<G3047&01&$ :$ "$ 4&6"2:¢
63>G'&>801:27:$4&$"$E&B5274:4$E367:'$17G3$N!D$G32$E:":2734&$12:>71:6780A

Control de Costes de Mano de Obra
?2S&I1&47<G308&2%48%":$'768067:$G:2:$%&'&\&<1 ' $G:2:$G34&2$517FJ:2$&<1:$3G6780CA

X0$"<$&>G28&<:<P&0$" <PH5&$&<$0&6&<:273$7>G30&2$50$<7<1&>:$4&$630123'$4&$M32:<$4&$12:1:T3$:
63>3$&'$4&$65:'H57&2$3123$:21f65'3DS&'SE+%$47<G30&$4&$50$>718QRGHAIB2$4 76BIBSEB0123'A

X'$>:132$630123'$&$70Q32>:6780$H5&$3Q2&6&$& 'SE+%P&<P&'$4&'$630123'$4&P&U7<1&067:<ASX<1&$<7-
"$:513>:17J:6780$4&%$":$&012:4:$48&$M32:<$4&'$G&2<30:'$":132:'$48HB : $&>G2&<:A

X0$G27>8&2%'5B:2D$ &<G&67Q76:2% &0 HISKERPREFXE,$ REK&<1:c:$N,;bF NI$$ &'$:21f65'3%:$
517'73:2$7G:2:$":$*:03%$4&%$b12:C$&0$":<$&012:4:<D$:<f$63>3$&'$:'>:6 Z0P&0$&'$HE5L&$<&$4&I1&$4:2$&012:4:¢
M32:<A

X'$:21f65'3%&'&B743%4&I1&$G&218&0&6&2%$:$50:$Q:>7'7:$630$a=30123'$4&$XU7< 1 &6B R 2$5PER $2&63>7&0¢
<3:$Q:>7'7:$G:2:$&'$630123'$4&HM32:<A

S&$ Q32>:$ :513>V176:D$ &'$ E+%$ B&0&2:2V$ 50$ >3L7>7&013% 4&$ &012:4:$ G:2:$ &'$ :21f65'3$ 1$ :'>
&<G&67Q76:43<$65:043$<&$4&0$":<$<7B57&018<$630476730&<R

#A X'$>3L7>78&013%<&$2&:'7J:$36:4:3L&I$ <&$ 62&:3 35 >347000$ 1M$RBA&<4&S kN,;bF,N$ R$
(b*+(,EID$63>3%$4&<4&$k=b(%,;+N+S,SSR$h+(,(=+XF,$R$(b*$(,EIA

JA N:$L:'32:6780$4&'$63<18&$<&$2&:'7J:$&0$1:<&$:'$0Y>&23$4&FM32:<$12:1:T:4:<$<&BY0$":$08>70:$
63<1&$131:'$48&3$"$>F<>:A

-A Ni<$<:'74:<$48&'$:21165'3$aM32:<$4&$12: [ TIBEER DL 32>:$M:1715:'R$B&0&2:043$:'1:2:0&<$:$
03>12&$48&'$6'7&01&$3$17&0%$:$03>12&$48&$":$G23CE:$&>G2&<:A

P &"132:2% :<$ 08>70:<$ &0$ &'$ E+%D$ 3% 17&0% <7$ Y076:>&01&$ <$ 2&B7<12:$ G32H5&$ G2&L7:>&018
&"132:43$ &0$312:$:G'76:6780D$ &'$ G23B2:>:$ 47<&30¥SRPES 4&$ M32:<$63012:1:4:<$ :<f$ 63>3$ <5$
63<1&$2&:'$7706'5]&043%":SE&B5274:48E367:'$4&$BEX>G2&<:CAS

%&'&)*+(, $ !



$ $ E715:67308<21765"2&<

X<1&$<7<1&>:$630"&L:$":$G:21765"274:4$ 4&$ H5&$ :<$ M32:<$03$ &012:0$ &0%$:>:6Z0$ M:<1:$ &'$ Q70:'$ 4
?>3>&013$&0$H5&$<&$6301:17'7J:$":$08>70: CASIR2BH2! &5 $4&'$:21165'3$?65]3$:0V' 7<7<$M:$4&$<&2%
<7&>G28&$G3<1&2732%$:$":$&T&656780$4&$":<$M32:<C$03$G":01&$070BY0$G23I'&>:A

Informe de "mano de obra no ejecutada”

WO0:$L&JI$6301:17'73:4:<$":<$08>70:<D$&'$70Q32>&$ 485 &<1:43$4&$&U7<1&067:3B4&BhBRAS7'7:$a*:0
k+(hbF*XE$ R$\XE%+)($ R$ X<1:43% 4&$ <$ XU7<1&067:<I$ ?<3'7671:2$ &'$ 70Q32>&$ &0$ 1:<&$ :$ '3<$ >3L°
28&G321:2V$503&UE6&<3$4&$M32:<A$=30$&<&$&UBG&<3$4&IM32:<$4&I1&2f:>3<$4:2$50:$<:'74:$>:05:'$&0$&"
4&'$:21f65'3%a*:03$4&$b12:$03$& T&651: ARAHXES$:$":2B3$G"J3$48&$"$&L3'56780$4&$476M3$:21f65'3$03<
2&Q'&T:2V$4&$Q32>:$<&067":$":<$GZ2474:<$G32$M32:<$63012:1:4:<$G&23$0BPL&0474:<$:$6'7&01&<A

Cotizaci—n en periodos de alta sin retribuci—n

K:2:$G34&2%$2&:'73:2$6317J:6730&<$<70$ H5&$ M: |- S3EURBOBSE0BS :'B50:$?:'1:$<70$2&127156780C$H <&$
M:$4&$G236&48&2$4&'$<7B57&81&$>343R

S&I&$2&:'71:2$50:$08>70:$:$6:4:$503$48&$'3<$12:1: T:432&<P]|$G32$'3<$G & 2f343<$6322&<G3047&01&<$:'$>
65&<1780% ?#D$ JAAAAS 4f:<CAS$ S&I&2VS$ 2&:'7J:2$50:$ 08>70:$ 47QB:BEB0AS &32$ 8RS ET3DS <7$ &'S
G&2f34334&%$:'1:$<70%$2&127156780$&<P4&'$#$:'$/$4&$50$>&<DP4&1&2V$2&:'7J:2$50:$08>70:$G32$&<3<$/.
05&L:$G32%$&'$2&<13$4&$4f:<M:<1:$D70$4&$>&<A

#C XO$KN+E%,E$R$()*+(,E$R$=3068G13<$2&1271517L3<I$M:$4&$62& : 2$508 8IRERS FIRHBERS G
<70$2&127156780C$ 630$ :<$ <7B578&01&<$ :G'76:6730&<R$ ;3180$ E&B5274:4$ E367:'$]$13180$ a(3$ G
6317J:2a%$>:26:43<$]$630$G&27327674:4%45f:<$>&<aA

JIC K:2:$2&:'73:2$"$08>70:$4&'$G&2f343%$4&%a,'1:$<70$28127156780aR

kN,;bF,N$ R$ ()*+(,E$ RS (WXm M2345J6:$ &'$ G&2f343$ :Q&61:43$ G32%$ &<1:$ <715:6780% 2&0$ 05&<12
&T&>G'3$S&<A&MH" $ g:<1:$ VdJU'CA$ X'7>70&$ 1343<$ '3<$ 4:13<$ 70123456743<$
:513>V176:>&01&% G32$ G2&08>70:$ ?<7$ :'$ 7012345672% &'$ 6847B3% 3% 03>12&$ 4&'$ 7047L7453¢
>:1Y<65"D$'3<$4:13<$4&R:B&EZ0:$303$<&$70123456&0CA$X'7>70&$'3<$4&L &0B3<$4&$G:B:$&U12:$]$
XU12:<$48&%$>343$ H5&$ "<$1:<&<$4&$6317J:6780$<&:0$1:0$<8'3$":<$6322&<G3047&01&<$:$'3<$ 4f:
08>70:$]$G32%$'3<$>f07>3<$4&$":$6:1&B32f:$4&'$H:1: T:432A

,C:4:$50:$'f0&:$ &0$ &'$ 65:423%$ 4&6&30.3<$ 2&1271517L3<$ 630$ &'$ 6306&G13$:01&2732>&01&$ 62&:4.
?,EFCA$(3$7012345J6:$7>G321&$:'B503$]$630Q72>&A

-C E&$M:12V$B&0&2:43$50:$'08:$48$6317J:6780$G32$&'$G&2f343$&0$658<1780$<7$ : <$I:<&<$4&$6317
7470176:<$2=NjIC$]$43<$'{08:<$630$6' L &<SANDEPRANBGS <7$<8$12:1:$48$|:<&<$4&$6317J:6780$
47Q&828018A$ME&27Q7H5&$H58$&0$8<1:<$'f0&:<$4&$6317J:6780$B&O&2:4:<$<&$M:$70123456743$'
G3<76780%$/$48'$6:>G3$aK&2Q7'$%R:1: T:432aA

.C F&:'76&%$&'$13'€&1f0$4&$6317J:6780%]_3$Q76M&23%h,($63>38<7&>G2&A

Haberes cotizables no peri—dicos (Paga de Beneficios, etc.)

X0$&<1&$B25G3$<&$&065&012:0$:H5&":<$6:0174:48&<PH5&$<&$6317J:0$6:4:$>&<$G&23$H5&$03$<&$' 7+
08>70:$&0%":$H5&$<&$706'5]&A$K3<1&2732>&01&DI&'SE+%$Q:67'71:$":$70Q32>:68688]BEBH236&47>7&C
G:2:$B&0&2:2%":<$08>70:<3]$&Q&615:2%":<$'7H574:6730&<$Q70:'&<$MR$476 M3<EM:1&2&<A

X'$1fG763$&T&>G'3$4&$&<1&$17G3$4&$6306&G13$&<$50:$1&26&2:$G:B:$&UL2:$65]3$ 7>G321&$ &<$:
312:<$43<$?G32%$&T&>G'3D$ :$K:B:$4&$H0&Q7673<CA

K:2:$B&<1730:25&$17G3$4&$MF2&<R
#A =2&&$50$6306&G13$2&1271517L.3$4&$17G3%a(3$G:B:2$_$EB'3$6317J:2a$P3$7>G51:1'&$:$+AFAKAF

JA +01234536:$ &0%$ "$ K2&08>70:$ 4&%$ 6:4:$ 12:1:T:432$% 476M33$ 6306&G13%$ G32% &'$ 7>G321&% :$ 63
>&0<5:'>&01&%\

%&'&)*+(, $ #



$ $ E715:67308<21765"2&<

-A F&:'76&$032>:>&01&%$"<$08>70:<$48&$'3<$ 128: 3K <$:$>&<D$ 3$17&0$ <&BY0$&'$ G:0$4&$ <5%
&>G2&<$A

A =5:043%"&B5&$&'$>3>8&013$4&$"$'7H574:6780D$ 2<1:$630<7<172V$&0%$a:130:2a$'3$6317J:43$ M-
>3>&013%]$aG:B:2a$"$>7<>:$6:0174:4$G&23%$>&47:01&$50$=306&G13$F&1271$17L.3%aG:B:I'&aA

/A K74:$ &'$ 70Q32>&$ a=3<1E=<30682513<$ F&1271517L3<aA$ E7$ '3$ 4&<&:D$ :631&$ G32% &'$ 63066
2&1271517L38H5&$M:$5<:43$G:2:$a4&L &0BRa$" :$G:B:A

9A \&0&2&$50:$08>70:$?<7$ G5'<:$"$1&6"$>:]Y<65"<$:'$7012345672% &'$ 6847B3%$ 4&$ G&2<30:'$ 03
7012345672V$":$G2&08>70:C$G:2:$6:4:$ G&2<30:' A XBBS$603$401234516:$":$G2&08>70:$ &$
706748067:<D$4&I1&2V$6:>17:2$&'$17G3$48$=317J:6780$4&%$":$08>70:$7&0%$":$<3":G:$a=317J3:6780¢
17G3%axus2:aC

[A +012345J6:D$50:$'T0&:$630$&'$6306&G13$2&12715171L 3$&0$65& <1 B8RS 8 NKATESA'S
:$":$<5>:$1354&%$'3$4&L &0B:43A$X'$7>G321&$2&<5'1: 28/$0&B:17L3A

eA +012345J6:$50:$05&L:$'f0&:$G32$&'$7>G321&$'7H574:1'&$630$50$6306&G13$2&1271517L.3$032>
4&672D$03%$6:'7Q76:43$63>3%a(3$G:B:2$_$E8'3$6317J:2a

X'$7>G321&$:$'7TH574:2$G58&48$<&2$:L&27B5:43$1:>|770$4884&B' HiLU12:D$G7478&043$&'$a&U12:613%
"132:'aASE7$G2&L7:>&01&$<&SM:$<&'&66730:43$":$'T0&:$630$&'$6306&G13$:$:130:2D$&'$&U12:613$:132
>58<12:$'3$G:B:43%$:01&2732>&01&$G32$&<&$6306&G13A

E&$G5&4&%$:513>:17J:2$50$G3635>V<$&'$G2368<3$<&ABA56RDNAIFBLPA3<IM:1&28&<$?&'$4&$:1303%
1$&'$4&%$6:2B3C$63>3$706748&067:<$4&'$17G3%ab12:<aA$,>I13<M:1&28&<$&012:2V0$]$<52172V0$&Q&613$é
08>70:4

X'$5<5:27384&1&$G":01&:2<&$G:2:'&">&01&$63>3$&00Q36:2$":$B&<1780$4&$+AFAKAhRASX0$G27067G73C
2&1271517L3$4&L&0B:1'&$ 17&0&$ :$ Q506780% 1:0$ <8'3$ 4&$ 7062&>8&01:2$:$6317J1:6780$ :$ "$ E&B5274:4.
G&27347Q76:2$&'$63<1&$"132:'A$K32$'3$1:013D$03$4&1&$72$>:26:43$63>3%7>G51:1'&$:'$+AFAKAhA

X0$6:>173D$&'$6306&G13$2&1271517L3$Q70:'$ G32$ &'$F1F& $EEH &IBIBLARKRLO0B:43D$ <7$4&1&2f:$72%
>:26:43%$63>3$7>G51:I'&$:'$+ARRKANA

Calculo de los Atrasos

X'$<7<18&>:$G:2:$&'$6V'65'35]$6317J:6780$4&%,12:<3<$&0%$":<$08>70:<$4&$508c3$&<$&'$<7B57&01&R

#A *347Q76:2$:$G2&08>70:$4&'$12:1:T:432$630%$'3<$7>G 321 BGRREX/ P ABABE7S<&SM:$5<:43%
50$6306&G13$63>3%2a,$65&01:$4&$630L&073aDP<&P4&I&PG30&2$<5$7>G321&$%Hala$&0$":$G2&08

JA \&0&2:2$50:$308>70:$G32$1343$&'$G&2f343FH5&$4&1&$<&2$65>G'7>&01:43$?24&<4&$ &'$S#$4&$¢
M:<1:$:$Y'17>:$08>70:$B&0&&HK4:CA

-A ='76%$&0%&'$13880%<3<aA$=30$&<1&$<7<1&>:DS&'SE+%$6:2B:$&0%$":$08>70:$4&'$12:1:T:432$1343<
7>G3218&<$ H5&% 4&I1&2f:$ M:1&2%$ 6312:43% 452:01&$ &'$ G&2f343% 70123456743% 1$ :130:D$ G32% 6
6306&G13D3$&'$7>G3218&$&Q&617L:>&01&%$6:2B:43$P1&2732>&01&A

%&'&()*+(, $ y
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Documentos e Informes

Certificados de Empresa de un Trabajador

Certificado de Retenciones

kN,;bF,N$R$=XF%+h+=,SbE$R&E5&L3IA
E&'&66730&$<7$":<$2&01:<$48&'$6&217Q76:43$G236&4&0$4&$Q:6152:<$3$4&$08>70:<$&0$&'$4&<G'&B:1'&4
,$:1272$":$05&L:$L&01:0:$630$&'$6&217Q76:43$&0$1:0633BEIRR$3G1:

#A =2&:2'3$ <&BY0$ 4:13<$ &U7<1&018&<$ &0% <5% |:<&$ 4&$ 4:13<$ E+%R$ 65>G'7>&01&$ :$ 4&<627G¢

JA

65&01:$?703>12&$4&'$G&26&G132CD$701234536:$'3<$4:13<$2&":171L.3<$:$":$6"L&$4&$G&26&G678(
6:<3D$&'$17G3$4&$2&":6780A$="76$&0$OF&6:'65":2PA

=2&:2'3$ 05& L3 4:13<$ £6308>763<$ 03% &U7<1&01&<$ &03$ E+%R$ +01234516:$ ":$ 4&<627G678(
65801:$]$&'$2&<13$48&$4:13<$08&6&<:273<R$6"L&$4&$C&26&G6780D$17G3$4&$2&":6780$?7<7$QE
&$7>G321&<$86308>763<$4&<&:43<A$E30Q72>:2A

Trabajador que ha causado baja

K:2:$311&8.2$50$6&217Q76:43$48$8>G28&<:$4&$50$12:1:T:432$H5&$H:$6:5<:43%1:T:R
#A F&:'7J:2$&'$Q707H5713A

JA

kN,;bF N$R$()*+(,ESR$(5&L:IR$7012345672$":<$Q&6M:<$H58$63>G2804&$":$08>70:$4&$' 7TH574:67¢
G5'<:2$13180$ah707H5713a%$4&$":$G:21&$70Q8R732$7IH57&24:A

+0123456723QE&MH:$4&'$12:1: T:4%2R

kN,;bF,N$ R$ KXFEb(,N$ R$ K&<1l:c:$ N,;bF,NXEIR$ <&'&66730:>3<$ &'$ 63012:13% &0$ L7B32$%
>347Q76:>3<A$X0$":$05&L:$L&01:0:$H5&$<&$:12&D$701234567>3<$"$ Q&EM:$4&$ " $I: T:$]$&'$>C
K5&4&$ 630<5'1:2$ '3<$ >317L3<$ 4&$ I:'T:$ 701234567&043% KBHE. $6PCB &<62717&043%
G:267:>&01&$&'$>317L3$]$G5'<:043$1:15"432A$S&$&<1:$>:0&2:$311&042V$L:27:<$3G6730&<D$4é
H5&%$4&1&2V$<&'&66730:2%":$H5&$6322&<G304:$$=30Q72>:2A

+>G27>72$6&217Q76:43%4&$&>G2&<:R

kN,;bF,N$R$KXFEb(,N$R$K&<1:C:$N,;bF,NXEIASESL'&EBI FB3IBL2:13$&0$L 7B32F|$G5'<:>3<$&'$
13180%a+>G27>72a$H5&$<&$5&065&012:$:$":$4&2&6M:$48&$":$L&01:0:A%$,$6301705:6780D$<&'&667
a=&217Q76:43% 4&$ &>G28&<:a$ 1$ 630Q72>:>3<A$ WO0:$ 05&L:$ L&01:0:$ 03<$ 70L71:$ :$ <&'&6673!
Q72>:01&%$4&'$4365>&013%&0$65&<1780A

?2+*KbF%,(%XR$G2&L7:>&01&$4&I&$M:1&2$ 701234567435 &'$03>12&$4&'$Q72>:01&$ &0S K\X(XF,N>
X*KFXE,E$R$K&<1:c:$=:2B3<ID$]:$<&:0$:G34&2:43<D$:4>707<1R:432&<D$&16AC

WO:$05&L:$L&01:0:$'&$>3<12:2V$':<$08>70:<$4&'$12:1:T:432$H58&$<&$1&042V0$&0$65801:$G:2:¢
|:<&<$H5&IBEB0<7B0&0$&'$=&217Q76:43$7G342V$3>7172%$65:'H57&2:$4&$&":<D$F/ $'3$48&<&:CAS$=

X'$4365>&013$<&$7>G27>72V$630$Q&6M:$4&'$41:$&0$H5&$'3$2&:'76&DSH5&$032>:">&01&$6370674&$6:
<5%$:G'76:6780$H5&%$:G:2&6&$&0%":$G:01:":$4&$&012:4:$:$":$ &B=3ABPBRAS &<1:$Q&EM:$65:043%'3$
48<&&D$M:678&043$6'76$<312&$"$Q&6EM:$H5&$<&$&065&012:$&0$":$G:21&$7IH57&24:$48$":$L&01:0:$G 2]
?48&1:T3$4&'$03>12&$4&%$":$&>GB&<:CA

%&'&)*+(, $ -
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Seguros Sociales

TC1
,50H5&%$&'$5<5:273$B&0&28&%$>:05:">&01&$&'$4365>&013SVH-GANBBER S SE&B5274:45E367:'DSE+%$'&$
:]54:2V$:$2&:'71:2$1343<$'3<$6\865'3<A
#A KkN,;bF,N$R$=XF%+h+==+IKXEIA
A \&0&2&$50:$05&L:$6317J:6780R$6'76$ERS(WXMbA

-A X0$"$L&01:0:$4&$=317J:6730&<D$<&'&66730&$&'$>&<$:'$ H58$<&$28&Q7&28&$":$6317J:6780$]$":¢
6317J:80ASE7$"$&>G2&<:$<8'3$17&0&$50$6&0123$4&$12:1: T3D$Z<1&$<&$7012345672V$:513>V1
E7$03D$<&'&66730&$&'$6&0123$4&$12:1: T3A

A =5>G'7>801&$&'$2&<13$48$'3<$4:13<$3$I7&0$M:B:$6'76$&0S\X(XF,FA
/A =30Q72>:8A

K3<1&2732>&01&$ :'$ 6V'65'3$ :513>V1763$ 4&'S Y%-#HER@3EB¢H:2347Q76:2$ 65:'H57&2% 7>G321&$ 4&'$S
4365>8013$>&47:01&$50$431'&$6'76$&0%$":$6317J:6780A

=:14:$L&I$H5&$7>G27>:$50$4365>&013$ %=]DSE+%$'&$70L71:2V$:$B&0&2:2$3$:615:'7J:2$ <7$ &< H5&$]
4365>&013% %=#$ 6322&<G3047&01&A$ X'$ G23B2:>:$ <7&>CHUBBBORM IFHES 6317J:6730&<$ G32%
G&2f343%_$6&0123$4&$12:1:T3$_$65&01:$4&$6317J:6780A

X<1&$>71343$&<$&'$>V<IM:1715:'$G5&<13PH5&$G:2:$" :$&>7<78094&'$%=#P$<7&>G2&$<&SL:$M:$0&6&<7]
>7<>3$G&2f343A

=5:043%$&'$%=#$4&'$G&2f343%_$6&0123$4&$12:6F8$68038:BI80$03$&U7<1:DSE+%$G236&4&$:$B&0&2:2'
:01&<$4&$:615:'7J:8'3A

TC2
X'$ 4365>8013$ %=]$ 03$ <5G308&$ 50$ 2&B7<123$ &<G&67:'$ &0$ E+%AS E&S$ 12:1:$ 48$ :$ 7>G2&<780$ 4&$
08>70:<$&0$4&18&2>70:43$Q3%$>:13A

S&<1:6:>3<$63>3$G:21765"274:4$H5&%$":<$ 76GEBTBITT :$":132:'$4&'$ G&2f343$<&2V0$706'574:<$ &0$":$
2&":6780%$%=j$63>3$50:$08>70:$>V<$?G32$'3<$4f:<$4&$" $IH:$&Q&617L:CA

K:2:$311&082$&'$%H=jR
I kN,;bF,N$R$()*+(,EIAS
I E&'&66730&%& '$a®<aA
I ='76$&0%$&'$13180$+*KF$*+FA
I X'7T:$:$3G6780%a%=ja$G:2:$&'$>8&<P4&<&:43A
I B&'&66730&$12:1:T:432&<$?<7$630Q72>:$706'3&$:$1343<CA
I =30Q72>&%$]$:T5<1&%$'3<$G:2V>&123<$4&$' HB7>G2&<32:A

WO:$L&I$1&2>70:4:$"$7>G28&<780$4&$6:4:$%=]D$<&P70L71:2V$:'$5<5:273$:$62&:2$_$:615:'7J:2$&'$4365>
6322&<G3047&01&A$N:$3G6780$48&3$ ,=%W, H&FBB'BIGEOL<:27:$<7$<&$M:0$ G23456743%$6:>173<$ &0$
'B50:$08>70:$4&<G5Z<$4&$M:1&2$B&0&2:43$":<$63$7J:6730&<A

Otros Documentos e Informes
K\X(XF,NXE$RS$+(hbF*XE$R$()*+(EIA

%&'&()*+(, $
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Personal en Activo

*5&<12:$50$'7<1:43$4&$13433$&'$G&2<30:'$630$63012: 13563 7R SRR €HH 7308 : <A

X<1&$ '7<1:43% &<1V$ 4727B743% :$ $ G2&L7<780% 4&% "$ \&0&2:6780% ,513>V176:$ 4&$ (8>70:<$ K\X(XF,
W%+N+S,SXE$ R$ ()*+(,E$ R$ \&0&2:2$ (8>70:<ID$ 62&:043% 50:$ 05&L:$ 08>70:$ G:2:$ 6:4:$ 503% 4&$ '3<
12:1:T:4328&<$H5&%:G: 2868058058 <1&$'7<1:43A

Vencimientos de Contratos

*5&<12:$50$'7<1:43$4&$'3<$63012:13<$:617L3<$ H5&$ 17&0&0%$ 50:$ Q&6M:$ 4&$ 122>703$ 7012345674 A
>5&<12:$'3<$63012:13<$G32$324&0$4&$L&067>7&013A

X<1&$'7<1:43$&<1V$4727B743$:$:$G28L 7<780$4&$2&03L:6¥30&<$4&$63012:13<A
Proximos Vencimientos

Devengos Pagas / Vacaciones

#A h&6M:<$H5&$4&1&$&'&B72R$Q&EM:$:$G:2172$48&$" $H5&$<&$4&L &0B:0$":<$L:6:6730&<$&0$<5$&>
122:<12:0$4&%$50$:c3$G:2:$3123D$4&1&$&'&B72$"$Q&6M:$H5&DSG32$4&Q8&613D$ ' &$<5B7&2&SE+9

A %2:1:T:432&<R$ 4&T&$ '3<$ 6847B3<$ EHBRR ZBBAR<12:2VS :$'3<$ 12:1:T:432&<$ 630$ 63012:13%
‘617LFA

-A b>7172$G501&:4:<R$M:6&$2&0Q&28&067:$:$":<$G2322:1:<$4&$K:B:$XU12:A$K342V$ G501&:2$3$ 4«
"<$>7<>:<$&0BKN,;bF,NSRSKXFEbD(,N$SRSE&'&66780$R$>347Q76:28R$K&<1:Cc:$K:B:<IA

A E83$F&<5>&0R$>5&<12:$50HABBER$1343<$'3<$12:1:T:432&<D$1&0B:0$3$03$63812:13$:617L3A
Comunicacion Contratacion
Informe Facturacion
Imprimir Néminas
Control Antiguedad
Libro de Matricula
Costes por Imputaciones
Costes por Conceptos Retributivos

Imputaciéon Horas Personal

%&'&)*+(, $ ]
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Utilidades

Ficheros FAN

E+%$&<1V$G2&G:2:43$G:2:D$:$G:2172$4&%$":<$08>70:<$&":132:4:<$:$ 1 P RABGHE S EHBLIR2:2$
&'$Q76M&23%h,($0&6&<:273$G:2:$"$63>5076:6780$4&$6317J:67308RAGTHRRAY - $ HB&B5274:4%

E367:%

K:2:$&"3D$50:$L&IP&":132:4:<$":<BOKD$4&1&$<&B572$&<13<$<&06F"3<$G:<3<R

#A

JA

-A

K\X(XF,NXE$ R$ X*KFXIREK&<1:c:$\&0&2:'&<$ R$ K2&Q&2&067:<$ 4&$ X>G2&<:IA$ ,<&BY2&<&$ H5¢&
3G6780%!.I[$E7<1&>:$FXS$4&$" SE&BS274:4$E367:'$<&$>5&<12:$4&$63'32$L&248$7<7$:G:2&6&¢
M:B:$43I'8&$6'76$<312&$":$3G6 THAS&ED: >178&$4&$638B2CA

K\X(XF,NXE$ R$ KFXhXFX(=+,E$ R$ K&<1:c:$=3>5076:6730&<$ R$;3180$ E7<1&>:$ FXSIA$ E&'&667<
251:$G:2:$&'$:26M7L3$4&'$Q76M&23%h, ($H5&$<&SL:$:$B&OER: 2$&0$&'$G236&<3A

K\X(XF,NXE$R$W%+N+S,SXE$R$(8>70:<$R$=317J:6730&<$h,(IA$ E& LS TEBED 7. SE&LBS
43I'&$6'76 C{SE&'&66780$E+E%X*, $FXS{$+01234516:$'3<$4 4 3<$0&6&<:273<R

X>G2&<:R$6847B3$4&$"$&>G28&<:$:<7BOH:$&OSE+%A

h&6M:<R$4f:<$G27>&23F]1$ Y'17>3$4&'$>&<AP X<1:<$ Q&6EM:<$<&$:51370123456&0%:'$<&'&66730
?<7B57&01&$63068G13CA

*&<R$<&66780$&0$&'$48&<G'&B:I'&ASE+%$C32$48&Q&613DS<5B7&2&F'$>&<$48&'$41: $4&$M3]A

=5&01:%$;:063R$65&01:$6301:I'&D$&0$&'$6:<3$4&$HE5&$H5782:$343>767'7:2$&'$SG:B3ASX<$7>G2&<
H5&$ &0$"$>7<>:$M:]:$70123456743%'3<$|!$ 4fB713<$ 4&$ :$65&01:$ ?&'$ ===$ Q:67'71:43$ G<
| :063CASE7$:'$7012345672%"$65&01:$56301:I'&$03$<&$>5&<12:$8&0$":$'f0&:$370Q&2732$&'$ ==
>7<>:D$4&I&2V$7012345672"$G2&L7:>&01&P&OFK\X(XF,NXE$SR$=WX(%,E$RS;,(=bESRS$*347Q"
K&<1:c:$=301:I'&<$R$=:>G3$=5&01:$;:063$$===CIA

(3>12&$4&'$Q76M&23R$70123ERIHE30&<$1:013$05>2276:<$63>3$:'R:12176:<A

%7G3%$4&$'7TH574:6780R$G32$4&Q&613$E+%$7012345672VENIIDSH5&$&<$ " $>V<EM:I715:'A$ S&!
G342V$6:>17:2$&'$17G3$4&$'7TH574:6 780 HN#-S8SN!"A

%7G3%$ 4&$ Q76M&23% :$ B&0&2:2R$ <&'&66730&$ <&BYO0$ <&aIBAKHIARS S TBEHG32%
4&Q&613CD$4&$<5<17156780$3$4&$G25&1:<A

*34:'74:434&$G:B3R$<&'&66730&$50:$3G6780$&012&$G:B3$&'&61280763%3$6:2B3$&0$65&01:A

F&Q&2&067:$G:2:$ &OLI3<$ &<G&67:'&<R$ 12:1V043<&$ &0 h,($ &<G&67:'&<$ G32$<:"273<$4&$ 12:
G32$63>G'&>&010$&16AD$4&1&2V$7012345672$&'$1&U13$§322&<G3047&01&A

h&6M:$ 4&$ 630123'R$ &0$ &'$ 6:<3% 4&$ &O0Lf3<$ &<G&67:'&<D$ Q&6M:$ 4&'S M&BEM3$ H5&$ '3%$ 6:5<
63067'7:6780D$<&01&06BD$&1I6ACA

=30Q72>&$":$L&010:A

E&'&66730&$:$6301705:6780D$":?<C$65&01:?7<C$4&HE3142&FBOBIS&S$706'5]:0$&0$&'$Q76M&23%h, ($H5&$
<&$L:$:$62&:2D$]|$63MHI72>&A

K:2:$<5$63>G231:6780D$ E+%$ '&$>5&<12:$"<$08>70:<$ H5&$ <&$ L:0$:$706'572$ &0$ &'S Q76M&23ASE7$
0&6&<:273D$G5&4&$3>7172$:'B50:$4&$&":<A$=30Q72>&A

X'$Q76M&23$<&$M:$B&O&Z ABHE8BH<&2VS':$70476:4.$80$885G: <3$jA
K\X(XF,NXE$R$W%+N+S, SXEIA

X0$':$L&01:0:$4&$W%+N+S,SXE$G34&>3<$&063012:2%$:'B503<$G2368&47>7&013<$G:2:$2&:'71:2$1:2&:<$63
48&%$50:$<3":$L&KIA

%0&'&()*

+, $ 9
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F&63>8&04:>3<$H5&$:01&<$4&$GC30&2$&0$>:26M:$50:$517'74:4D$ 280 HESET 84&HEIB5274:4$48&$
<53$Q76M&23%$48$4:13<A$S&$&<1:$Q32>:D$&0$6:<3$4&$&2232$3$50:$13>:$4&$4&67<780$G2&67G71:4:D
&<1:43%$:01&2732$:$8<&$G236847>78&013$2&65G&2:043$<5$6357:$4&$<&B5274:4A

N:$>:1321:$4&$517'74:4&<$12:1:T:0$<312&$'3<$4 A I<PAKRE C2&<:$48&$" <$&U7<1&01&<A$K32$&"3D$:01&<$
48$:66848&2%:$65:'H57&2$517'74:4$4&18$<&'&66730:2$":$&>G28&<:$4&<&:4:$&0%$"$L&01:0:3G27067G:'A

Liquidacion Complementaria de la Seguridad Social (L09)
$6301705:6780$'&$4&<62717>8<$2566730&<$ CHB&0&2:6780$4&'$h76M&23$BIBABVH574:6780%
4&'$17G3$NI"$?312:<$63>G'&>&H1:27:<CR

#A +2$:$ K\X(XF,NXE$ R$ N,;bF,N$ RS ()*§:BE4XQ76:2$ 08>70:$ H5&$ 03$ <B$BS &0%$ &'$ h, ($
63228&<G3047891&

JA ='76$&03$"$CG&<EBWI67HD &0$:$G:21&$70Q&2732% 4&$ &8 k&P &O0BTRD12:$":$ '10&:$ 4&$
6317J:6780$H5&$G3<IRPIRIR G:2&6&$&0$&'$Q76M&23%h,(A$S3I'&$6'76$<312&$&":$G:2:$>347Q76:2
,$6301705:6780D$6'76$&05& PO HB BFBSIPH58&$<5<171572%'3<$12&<$4fB713<$H5&$:G:2&6&0$G3:
48Q&618Ha GG32%a!!"aASWO:$B3&IR76:43$&<1&$4:13D$630Q72>:28.'$2&B7<123

A +2$:$KX(XF,NXESRSN, ;bF, N$R$=b%+|,=+b(XE$SR$(5&L3IA$=5>G'7>&01:2R
A FZB7>&0%$G:2:$&'SH5&$L:$:$2&:'73:2$"$'7TH574:6780$63>%'&>&01:27:A
IA *&<$2&<G'&B:I'&EA
B6A =&0123%$4&3$%2:1AB$3'&B:I'&HA
4A h&6McA
&A =" L&$48&S'TH574.8P8>G3$<715:4354&I1: T3$4&$h&6M: $4&HT0BAE.<3C
QA S&>32:87012345672$&'$G326&01: T&$4&$28&6:2B3SH5&IM: $4 & FR 1T LEBEANS  SE&LB
BA ='763&0%a\&0&Z2aA

A K:2:$Q70:7J:2D$628BQ76ME23WRIBEG3047&018$:$&<&$12:1:T:432RSK\X(XF, NXESRSW%+N+S, SXE
R +(,E$R$=317J:6730&<$h$IR

A E&'&66730:2%":$&>GH&<A
IA =5>G'7>&01:2$'3<$4:HB3<A

6A E&'&6673BET7<1&>:$ FABS &DBG3$ 4&$ '7TH574:6780$ ?HERILEBIBH :G:286&$$3>3
aN!ll aCDBi 768N !"al

4A =30Q72>:2A

AnZtlisis Laboral
k,Wg+N+,FXE$R$,(pN+E+E$N $oF,NIA

X'$E+%PC&2E1LE$50$630123'$&UM:5<17L.3$48&$":<$M32:<$48&$12:1:- T3$]|$&'$2&<5'1:43$4&$476M:<$M32:«
Q:6152:6780A$K:2:$&"3$G34&>3<$517'7J:2$&'$13180%a,0V'7<7<$":132:'aA$X0$4 76 M:$LED1:0: DS&'SE+%$>5&

#A N:SM32:$48&$&012:4:$)$<:'74:$H5&$:$47:273%2&:'7): $&BIR GI743AZH>:$? X L&D 13<CA

JA N:<$630476730&<$4&$<5$63012:13$4&$12:1:- T3IR$M32:<$47:27:<$:$2&:'71:2D$G:5<HG:2:$&'$:'>5&2J
-A S7Q&2&067:<$&012&$T7320:4:$G2&L7<1:$]$T320:4:$2&:'A

A Ki218<$48&$&T&656780$4&'$12:1:T:432$]$47Q8&2&067:$633"$T320:4:$2&:'A

1A '1:2:0&<$B&&2:43<$:'$6'7&01&$&0$1:<&$:$'3<$G:21&<$4&S&T&E656780A

9A S7Q&2&067:$&012&$M32:<$2&:>&01&$&T&651:4:<$]$M32:<$Q:6852:4:<$:'$6'7&01&A

%&'&()*+(, $ {
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K:2:$H5&$&'$SE+%$63>7&06&$:$13>:2$031:$4&$&L&013<$?8<$4&672D$G27>82:$&012:4:$47:27:5:'SE+%F]$
4818&$72% :$kKFXhXFR$RS EWKXFmM+EbFI$]$:617L:2$&'$\&<132$48$ XL&013<A$,$G:2172$4&$ 8<8$>3>&0
13>:2V$031:$48$":<$&012:4:<$]$<:'74:<$4&'$12:1: T:432$$$<7<1&>:A

%:>17Z0$&<$G3<7I'&$2&:'7J:2$50:$701234566780%$>:05:'$4&$X012M4 :<P|$E:'74:<R
K\X(XF,NXE$R$W%+N+S,SXESR$KEA /e FH5G &

#A a\&<132%4&$XL&M 3<a

JA E&'&66730:23&'$Q76M&23%aW<5:273<aA

-A ='76$&0%a(5&1BaA

Configuracién

X'$G23B2:>:$17&0&%$:M32:$&0$65&01:$":<$M32:<$63012:1:4:<$:'$12:1: T:432$]$" <$Ch5<:<$4&$63>74:A
XO0$kN+E%,ESR$N,;bF,NSR$=b(mX(+bEI$<&$G584&$7012345672BSEE25R1IB4RFBR "~ 1- A&

XO$KN+ESREN,;bF, N$R(MX (+hESDS+h+=, F$=b(MX (+bSRS+h+= FSKWXE%bSSX$%F,;, shI$G&2>718$
7012345672$":$G:5<:$48$63>74:$G:2:$50$4& K2-70: ABBASO/S

XO$KN,;bF,NSR$SKXFEb(,N$R$*bS+h+=FSKXFEb(,N$R$K&<1:C:$N, NSRS (% F,%bID$3$17&0%
&0$KkN,;bF,N$R$=b(%F,%bEI$<&$C5&4&$7012345672$":$G:5<:$4&$E3+[31$GIDSGOHL 765 :2A

Tipos de Analisis

k,Wg+N+,FXE$RS, (pN+E+E$N $oF,NIA
X'$E+%$517'7J:$476M:$70Q32>:6780$G:2:$6:'65":2R

#A S7Q&28&067:$&012&$M32:<$630$2214T<432F5[$M32:<$G2&<&067:'&<$76:'65"4:<$>&47:01&$'3<$
&L &013<$4&$&012:4:3]$<:"74:FB'SE+%CA

JA S70Q&28&067:$&012&8$":<$M32:<$63012:1:4:<$>&03<$"$G:5<:$48$":$63>74:$]$":<$M32:<$2&G321:4:<
&'$12:1:T:432$:$":<$47<1701:<$l:2&:<A

-A S70Q&2&067:$&012& M B A5€H)&B132:<$Q:6152:4:<$:$6'7&01&<$?<&BY0$:':2:08%$4&$L &01:CA
X'$:0V'7<7<$483$'3<$4:13<$<&$2&:'7J:$<312&$":$<&'&66780$4&SQE&OM: <FH58&F$&'$5<5:273$4&<&:A
K:2:$<&'&66730:2$":$Q&6M:$47<G30&$4&L$&<$:<$3G6730&<R

#A K:2:$<&'&66730:2$"$Q&6M:$aM3]aD$M:B: $6Q8HABIZBAS & <4&a$3$8g:<1:aA

A K:2:$:1:00:2$3$28&12:<: 2HRIIH 6'76$ &0$":$ Q'&6M:$ 48286M:$ 3% 7IH578&24:$ H5&S$ M:]$ 4&1: T3$ 4&$6:
Q&6MEA

A Ki2:$:1:0J:2$3$28&12:<:2$56:8*8 D$*:]Y<65"<$ $="76$&0%$":$Q'&6M:$4&2&6M:$3B7IH57&24:A

A K:2:$:1:03:2% 3% 2&12:<:2$B8P$ *:]Y<65'<$ $ ,'1$ "$ ="76% &0% <$ Q'&6M:<$ ?&0% *:67013<MR$
*]Y<65"<$ $bG6780$ $="$6CA

Otras Utilidades
K\X(XF,NXE$R$W%+N+S, SXESR$G*+(,El

Renumerar Documentos
X<1&$G236&47>7&013$2805>&2:D$G32$3248&0$4&$Q&6M:D$&'$0Y>&23$4&$4365>&013$H5&$:63>G:c:$:$

2&B7<123$4323B2:>:D$ 4&<48&%$ &'$ =847B3% 4&$ K&2<30:'$ M:<1:$ &'$ (Y>&23$ 4&% S365>&013% 4&$ (8>70:
=317J:6730&<D$+06748&067:<D$=&218Q76:43<D$&16A

%&&)*+(, $ e
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N:$517'74:4$48&$&<18&$G236&47>7&013$&<PG348&2$L7<5:'71:2$134:$&<1:$70Q32>:6789$G32$324&0$62303

X'$G23B2:>:$>5&<12:$ '3<$ ZRIHEAR <5<$ 47<1701:<$ L&01:0:<$ 324&0:43<$ G32$ S365>&013D$ G32$ '3$ H
48<G57<$4&$50:$2&05>&2:6780D$476M3$324&0$6322&<G304&$1:>1770$:'$824&0$62303'8B763A

,<7>7<>3D$ '3<$ M5&63<$ '712&<$ 4&T:43<$ G32$ $ &'7>70:6780% 4&% 4365>&013<$ H5&4:0$ 6517&213<$ 48
48<G5Z<$4&3805>82:6780$4&$'3<$>B<>3<A

(39&<$2&63>&04:1'&$517'73:2$&<1&$G236&47>78&013$65:04330Y>&23$4&$S365>&013$&<$<7B07Q76:17L
5<5:273A% %&0B:$ &0$ 65&01:$ H5&$ 476M3$ 05>&23% 4&$ 4365>&013% <&$ 7>G27>&$ &0$ :'B503<$ 4365>&(
<:'74:D$63>3%":<$ (8>70:<A$ X<$ AXBIEDEHR>70:4:<$672650<1:067:<$ &<$>:<$:630<&T:I'&$>:01&0&2$ 50%

48<324&0%$62303'8B763$38M5&63<$&0$":$05>&2:6780$G:2:$50$>&T32$<&B57>7&013$4&$'3<$4365>&013<

Importar y Exportar Tablas
Comprobar Néminas y Cotizaciones

Actualizar porcentaje IRPF

X<$50:$517'7#HB&$03<$G&2>71&D$50:$L&IS7>G321:4:<$05&L:<F1:I"<$4&$28&1&06730&<$4&$+AFAKANDS
4&$ H58%$ Z<1:<$ M:]:0$ <743% >347Q76:4:<$ G32% &'$ 5<5:273D$ :615:'7J:2% &0% 6:4:$ Q76M:$ 4&$ G&2<30:'$
2&1&06780%4&$+AFAKAhS$H5&%$'&$6322&8&<G304&$<&BYPS":<P05&L:<$1:I"<A

Importar Nominas
Generar Nominas
Contabilizar Nominas

Liquidar Pagas Extra

X<1:$517'74:4$G&2>71&$'7TH574:2$"<$K:B:<$ XU12:$G:2:$1343$&'$ G&2<30:'$4&$50:$ &>G2&<:A$ X'$ 7>G
G:B:$&<$"$<5>:$4&$1343<$'3<$4&L &0B3<$4&$"$G:B:$&'&B74:$H5&$H584:05G&24RE01 8 H4&$ ' 7TH
Q&6M:$48&$'7TH574:6780$H5&$<&$F<C&E7QTHELA

X<$28&63>&04:1'&$2&L7<:2$&'$Q76M&23$K \ EDS:'$H5&$<&$:6684&$4&<4&$":$Q76M:$48&$G&2<30:'D$G:2:$
&<1:43$4&%$476M:$'7H574:6780%$:01&<$4&$&Q&615:2"A

X'$=306&G13$F&1271517L3$517'7J:43$G:@TBAHRSR ' $H5&$Q7B52:$&0%":$Q76MBA&EX>G2&<:A

X0%$ 6:<3% 4&%$ &'&B72%$ 50:$ 05&L:$ (8>70:D$ &'$ E+%$ B&0&2:2V$ 50:$ 05&L:$ 08>70:$ 630$ 50$ Y0763% =3(
F&1271517L3A$ET7$":$3G6780%$&'&B74:$&<$+0674&067:D$ &'$ E+%$ B&0&2:2V$50:$05&L:$70674&067:$H5
G3<1&2732>&94&0%$":$08>70:$632278&01&$4&'$>&<$4&$":$'7TH574:6780A$X'SE+%$<5B&272V$50:$5$312:$3G
&<17$&<G&67Q76:43$&0%":$Q76M:BI&IX>G2&<:A

Certificados IRPF
X<1:$517'74:4$B&0&2:$3%$:615:'7J:$6&217Q76:43<$4&$+AFAKAhSG:2:$'3<$12:1: T:432&<$4&$ " <$&>G2&<:<

G:2:$&'$&T&267673$<3'7671:43A$X0$6:<3$48&$HE5&$&'$6&217Q76:43$<3'7671:438]:$&U7<1:DSE+%$:615:"
G:2172%$4&%":<$08>70:<$]$":<$Q:6152:<$H5&$1&0B:0$:<7B0:4:8$6:4:$65801:A

Modelo 190 (Hacienda Publica)

X'$E+%$B&<1730:$":<$2&1806730&<$SHA TRFBSF 20 A
K:2:$B&0&2:2$63228&61:>&018&%":$70Q32>:6780$4&$28&18&06730&<$<&IM:$4&$G236848.2$4&'$<7B57&01&$:

%&'&()*+(, $
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#A <&BY2&<&$4&$H5&%$6:4:$36306&G13$2&12715171.3$4&3$":$08>70:$1&0B:$:<7B0:4:$50:$6": L &$4&$+I
&0% <5% 6:<3D$ 50:$ <516"L&AS X<1:<$ 6"L&<$ |$ <BFH LB &L LB&LO674:<$ &0% :<$ 032>:<$ 4&$
&"132:6780%$4&'$ G23G73$>34&'3$#"IA$ K:2:$&"3$ 72% :$ kW% +N+S,SXE$ RS ()*+(,E$ R$ ,<7B0:2$ ="
+FKh$A

JA \&0&2:>3<$6&217Q76:43<$G32$6:4:$503$48&$'3<$G&26&G132&<$]$6:4:$50:$4&$":<$2&01:<R$kW%-
R$ ()*+(,E$ R$ =&217Q76:43<FHHEKBH R/ 30&$ "<$ &>G28&<:<$ G:2:$ "<$ H5&$ 48&<&&$ B&0&2:2$ '3<
6&217Q76:43<IASE7$]:$&U7<18&0$6&217Q76:43<$B&0&2:43<$&0$50$:01&2732$G236&<3D$<&'&66
a,615:'7J:2$6&217Q76:43<$&UF<1&01&<A

-A m&27Q7H5&$H5&%$'3<$6&217Q76:43<$<I0H AT REHIB=008% 1S DE S+ FKE

N3<$6&217Q76:43<$B&0&2:43<$<&2V0$503$G32$6:4:$03>12&$48&$ G&26&G132$]1$G32$6:4:$6"L&$?]$<5
G&26&G6HBOR

- ,D$I#389%!j$7G32$17G3$4&$2&":6780CDINS!#$8$!/DSG:2:$:<$2&01:<$":132:'&<D$GC 236 &4&01&<$4&$(

F&63>&04:>3<$H5&$ 2&L 7<&$'3<$ 8B 2RE<627G6780$48&$":<$65&01:<C$]|$&L71&$ &'$5<3$4&$<f>I3'3<$ 1.
63>3$°DSVDSEDSF[$<7>7"2&<AK5&480$4:2$&2232$&0$&'$>3>8&013$48&$":$7>G321:6780$4&'$Q76M&23%
E+%%$:$"$:G'76:6780%$a+0Q32>:17L:<a$48$g:67&04:A

K5&48$ 62&:2$ >:05:'>&01&$ '3<$ 6&2170BEHBIG<74&28&$ 0&6&<:273<$ 3$ >347Q76:2$ '3<$ 628&:43<$ &0$ &
G2368&<3$ :513>V1763A$ K:2:$ &'3D$ G5&4&$ 630<5'1:2$ 05&<123$ :21f65'3$ a=FX,F$ =XF%-+h+=,Sbl
FX%X(=+b(XERA

A X'SE+%S [:$ &<1VS G2&G:2:43% G:2:$ &UG321:2$ &'S Q76M&23$ gK#"1$ 4&<4&$ kW% +N+S,SXES R$
XUG321:2$ gKIAPE&'&66730&$":$5176:6780$4&'$Q76M&23$HE5&$E+%$B&0&2:$]$:<fBO&'&$50$03>]
>343%$4&$&T&>G'3PagK#" I$X>G2&<:&3aCA

y$Q70:'$4&'$G236&<3$E+%$'&S70L71:$:$L7<5:'7J:2$50$70Q32>&$4&$C3<71'&<$70674&067:<$G2345674:<
48% B&0&2:6780% 4&'$ Q76M&236%4 2B8B=$ L7<5:'7J:6780% 4&'$ >7<>3A$ E7$ 03$ M:]1$ &2232&<$ &'$ Q76M&.
B&0&2:43$ G5&4&$<&2$7>G321:43%:$"$:G'76:6780$a+0Q32>:17L:<a$4&$9:67&04:A$X0$6:<3$63012:273L
<51<:0:2% '3<$ &2232&<$ ?7Q:'1:$ 4&$ 6847B3<$ G3<1:'&<D$ 6&217Q76:43<$ <70$ 4:13<B|&KEBPH>763<D$ &16/
B&0&2:2$&'$Q7EM&23A

Contratos Civiles

Generar Evaluacion de Riesgos

X<1:$517'74:4$2&:'7J:$50:$m:'32:6780$4&$F78&<B3<$4&$'3<PK5&<13<$4&$%2:1: T3A
X'$G236&<3$G:2:$2&:'7J:2$&'$X<15473$4&$F7&<B3<FH&<$&'$<7B57&01&R

#A <&BY2&<&$4&$H5&$1343<$'3<$12:1TAB2RE$7B0:43$50$63012:13$:617L3%]1$50$ G5&<13$4&$
12:1:T3$&0$476M3$630%82:13A

JA  +2$:3kN,;bF,NXESR$KFXm+E+)($F+XE\DEI$&$701234516:$&0$6:4:$503$4&$&"3<$134:$":$>:H570:2
M&22:>78&01:<$?Q:6132&<$4&$27&<B3C$2&":6730:4:<$630$476M3SKWXEYbS$ |$ BEES <&:0$<5<6&
G23L36:2$50$4:c3$Q8763A

-A =3>G'&18&%'3<$ G3<7I'&<$ 4:c3<P H5&$ G5&4:0% <&2$ G23456743<$ ?630%$ :$:615:'7J:6780$ 4&$ 1:1":<
5<5:273%47<G30&$]:$4&$50:$'7<1:$03$&UM:5<17L:$4&$E3<71'&<$4:c3<CA

A +2$:3kW%+N+S,SXE$SR$()*+(,ESRS\&0&2:2$XL:'5:6 7804 &$F7&<B3<IA
/A +23:3kN,lBNSRSKFXm+E+)($F+XE\LEI$]$6:'7Q7H5&$3$:05'€$6:4:$350:$4&$":<$<7136730&<$4&$27 &<

Cotizaciones FAN (Sistema R.E.D.)

%&'&)*+(, $ /i



