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Introducción 

Uso de este Manual  

Ruta 

%:013$&0$':$;:<&$4&$=30367>7&013<$?@@@A1&'&B&<1730A63>CD$63>3$&0$'3<$47<17013<$>:05:'&<$4&'$E+%D$<&$
>&06730:$ ':$ F51:$ 63>3$ &'$ 6:>703$ 3$ G:<3<$ H5&$ 4&I&$ <&B572$ &'$ 5<5:273$ G:2:$ G34&2$ 517'7J:2$ 50:$
4&1&2>70:4:$517'74:4$4&'$G23B2:>:A$

K:217&043$ 4&$ ':$ L&01:0:$ G27067G:'D$ &'$ 5<5:273$ <&$ 4&<G':J:$ G32$ &'$ G23B2:>:$ M:67&043$ 6'76$ <3I2&$ '3<$
47<17013<$I3130&<A$N:$OF51:P$<&$2&G2&<&01:$4&$':$<7B57&01&$Q32>:R$

!"#$%&'&()*+(,-(.+/0-/-("12/324-,5(6(7"89:;("<9;89"&=(6(7"89:;($#8>;?&<9&(6(+03@A@(

S&$ &<1:$ Q32>:D$ M:67&043$ 6'76$ &0$ ':<$ 3G6730&<$ 70476:4:<D$ '&$ ''&L:2&>3<$ M:<1:$ ':$ L&01:0:$ 3IT&13$ 4&$ ':$
&UG'76:6780A$

=5:043$''&B5&$:$50:$'7<1:$4&$2&B7<123<$G342VR$

- =2&:2$50$05&L3$2&B7<123A$

- *347Q76:2$&'$2&B7<123A$

- =:>I7:2$':$<&'&66780$4&$2&B7<123<$?L&2$I3130&<$4&$<&'&66780CA$

- W17'7J:2$65:'H57&2$3123$I3180$G:2:$2&:'7J:2$50:$4&1&2>70:4:$:66780$?7>G27>72D$I322:2D$&UG321:2D$
&16ACA$

X'$E+%$&<$50:$:G'76:6780$>5'17G236&<3A$X<$4&672D$<70$0&6&<74:4$4&$<:'72$4&$50$4&1&2>70:43$2&B7<123D$G5&4&$
:66&4&2$:$312:<$L&01:0:<R$

- E8'3$&<1:2V$:617L:$':$Y'17>:$L&01:0:$:I7&21:$&0$6:4:$G236&<3A$

- E7$&'$652<32$<&$630L7&21&$&0$50$76303$630$Q32>:$4&$6:T:D$<7B07Q76:$H5&$&'$5<5:273$M:$M&6M3$6'76$&0$
50:$L&01:0:$70:617L:D$365'1:043$':$:617L:A$;:<1:$630$G5'<:2$65:'H57&2$1&6':$G:2:$H5&$':$L&01:0:$
:617L:$4&'$G236&<3$<&$<71Y&$&0$G27>&2$1Z2>703A$
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Iconos de los Botones utilizados 

CONFIRMAR $

$ \5:24:$ '3<$ 6:>I73<$ 2&:'7J:43<$ &0$ &'$
2&B7<123$]$67&22:$':$L&01:0:A$

^^$+0123$?&01&2$4&'$1&6':43$05>Z2763CA$

CANCELAR$

$ =7&22:$ &'$ F&B7<123$ <70$ B5:24:2$ '3<$
6:>I73<$2&:'7J:43<A$

^^$?=21'_6>4$`$A$CA$

PROCESOS$

$ E&$ :I2&$ 50$ 4&<G'&B:I'&$ 630$ 47<1701:<$
M&22:>7&01:<$ 47<G307I'&<$ G:2:$ &<:$
L&01:0:A$

K32$&T&>G'3R$$
¥ aK236&<3<$,513>V1763<aA$
¥ a\&0&2:2$63>5076:43<$&0$I'3H5&aA$
¥ X16A$

ORDENAR$

$

b24&0:$ <5I2&B7<123<$ >:05:'>&01&A$
S&<G':J:$ <5I2&B7<123<$ :$ 50:$ G3<76780$
:01&2732$3$G3<1&2732A$

$

A„ADIR $

$ ,c:4&$<5I2&B7<123<A$ ^^$?=21'_6>4$`$`CA$

BORRAR$

$ X'7>70:$<5I2&B7<123<A$ ^^$?=21'_6>4$`$dCA$

ELIMINAR $

$ X'7>70:$&'$2&B7<123$<&'&66730:43A$ ^^$?=21'_6>4$`$;322:432CA$

BUSCAR$

$ *5&<12:$ ':$ L&01:0:$ 4&$ abG6730&<$ 4&$
IY<H5&4:aA$

$

IMPRIMIR $

$ +>G27>72$&'_'3<$F&B7<123<$<&'&66730:43<A$ ^^$?=21'_6>4$`$KCA$

NUEVO$
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NUEVO$

$ (5&L3$F&B7<123A$ ^^$?=21'_6>4$`$(CA$

DUPLICAR $

$ S5G'76:$&'_'3<$2&B7<123<$<&'&66730:43<A$ $

SELECCIîN INICIAL $

$ X<$&'$&<1:43$&0$&'$H5&$&'$E+%$>5&<12:$50$
'7<1:43$ 4&$ 2&B7<123<$ :'$ &012:2$ &0$ 6:4:$
G:21&$4&'$G23B2:>:A$$
X'$ I3180$ aE&'&66780$ +0767:'a$ >5&<12:$
1343<$'3<$2&B7<123<$4&$':$<&'&66780$70767:'$
]$ G30&$ 1343<$ '3<$ >&0Y<$ 4&$ <&'&66780$ :$
a!aD$&<$4&672D$03<$>5&<12:$&'$'7<1:43$1:'$]$
63>3$'3$&063012:>3<$65:043$:66&47>3<$
:$Z'A$

^$ E7$ &012:>3<$ >7&012:<$ >:01&0&>3<$
G5'<:4:$ ':$ 1&6':$ >:]Y<65':<$ 4&'$ 1&6':43D$
>3<12:2V$ <8'3$ '3<$ 2&B7<123<$ 65]3$ &<1:43$
<7B07Q7H5&$ aG&047&01&a$ ?&0$ :H5&'':<$
L&01:0:<$630$&<1:$3G6780CA$

AISLAR $

$ ,f<':$'3<$2&B7<123<$4&<1:6:43<A$
$

^^$E7$<3':>&01&$<&'&66730:>3<$50$2&B7<123$]$
:66730:>3<$ &<1&$ I3180$ >7&012:<$
>:01&0&>3<$ G5'<:4:$ ':$ 1&6':$ >:]Y<65':<$
4&'$ 1&6':43D$ :7<':2V$ &<1&$ 2&B7<123$ T5013$ 630$
'3<$ H5&$ &U7<1:0$ 630$ <5$ >7<>:$ a65&01:a$ 3$
4:13$>V<$2&'&L:01&A$

OMITIR $

$ b>71&$'3<$2&B7<123<$4&<1:6:43<A$ $

BUSCAR OMITIDOS $

$ BUSCAR OMITIDOSR$ >5&<12:$ '3<$
2&B7<123<$G2&L7:>&01&$3>71743<A$
$

^^$ REDUCIR SELECCIÓNR$ <7$ 03$
<&'&66730:>3<$ 070BY0$ 2&B7<123$ ]$
:66730:>3<$ &<1&$ I3180$ >7&012:<$
>:01&0&>3<$ G5'<:4:$ ':$ 1&6':$ >:]Y<65':<$
4&'$ 1&6':43D$ 630L7&21&$ ':$ <&'&66780$ a:615:'a$
&0$ a70767:'aA$ %34:<$ ':<$ <&'&66730&<$
G3<1&2732&<$ <&$ M:2V0$ <3I2&$ &<1:$ 05&L:$
aE&'&66780$4&$%2:I:T3aA$%&042&>3<$H5&$<:'72$
?6&22:2C$ ':$ L&01:0:$ ]$ L3'L&2$ :$ :I272':$ G:2:$
2&65G&2:2$1343<$'3<$2&B7<123<A$$

$

Sobre TeleNîMINA  
,G'76:6780$ 4&$ ':$ Q:>7'7:$ E+%$ G:2:$ ':$ B&0&2:6780D$ 6V'65'3$ &$ 7>G2&<780$ 4&$ (8>70:<$ ]$ E&B523<$ E367:'&<A$
+06'5]&$':$6317J:6780$>&47:01&$E7<1&>:$FXS$]$':$B&0&2:6780$4&$=&217Q76:43<A$$
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b12:<$ 6:2:61&2f<176:<R$ E7<1&>:$ 4&$ \&<1780$ 4&$ F7&<B3<$ N:I32:'&<$ ]$ 4&$ a+0674&067:<aD$ B2:67:<$ :'$ 65:'$ <&$
630<7B5&$':$B&0&2:6780$131:'>&01&$:513>V176:$4&$':<$08>70:<$&0$&'$>&032$17&>G3$G3<7I'&A$$

K5&4&$:>G'7:2$':<$G2&<1:6730&<$4&$%&'&()*+(, $630$&'$>845'3$4&$F&652<3<$g5>:03<A$

Resumen de características del módulo 

- ,615:'7J:6780$4&$1:I':<$:513>V176:$]$>:05:'A$$

- =V'65'3$]$>347Q76:6780$4&$08>70:<$&0$17&>G3$2&:'A$$

- FZB7>&0$\&0&2:'D$,217<1:<$]$,B2:273A$$

- (8>70:<$4&$:4>707<12:432&<A$$

- N7H574:6780$:513>V176:$4&$K:B:<$XU12:A$$

- =V'65'3$:513>V1763$4&'$G326&01:T&$4&$+AFAKAhA$$

- \&<1780$>Y'17G'&$4&$6&0123<$4&$12:I:T3A$$

- E&B523<$E367:'&<$4&$47Q&2&01&<$2&Bf>&0&<A$$

- N7H574:6780$]$6&217Q76:43<$+AFAKAhA$$

- +0Q32>&$4&$2&1&06730&<$?S&6':2:6780$,05:'CA$$

- =V'65'3$:513>V1763$4&$I:T:<$':I32:'&<A$$

- K2&L7<780$]$6V'65'3$4&$08>70:<$G32$6306&G13<$G:2:>&127J:43<A$$

- =:'&04:273$':I32:'$7047L745:'7J:I'&$G32$G23L7067:D$&>G2&<:D$6&0123$4&$12:I:T3$]$12:I:T:432A$$

- F&B7<123$4&$G&2<30:'$630$h313B2:Qf:A$$

- F&B7<123$M7<182763$4&$63012:13<$4&$G&2<30:'$]$G28223B:<A$$

- ,T5<1&$:513>V1763$:$I2513D$'fH5743$]$63<1&$131:'$4&$08>70:A$$

- \&<1780$4&$70674&067:<R$ ;:T:$N:I32:'D$S7&1:<D$ i7'3>&12:T&D$g32:<$XU12:D$ ,01767G3<D$K:B:<$XU12:D$
&16A$$

- \&0&2:6780$]$630123'$4&$'3<$Q76M&23<$4&$701&26:>I73$G:2:$<5$G3<1&2732$&0Lf3$:$12:LZ<$4&'$E7<1&>:$
FXS$4&$':$%A\AEAEA$$

- E7<1&>:$4&$\&<1780$4&$F7&<B3<$N:I32:'&<R$706'5]&$':$4&<627G6780$4&$G3<7I'&<$27&<B3<A$$

- \&0&2:6780$4&'$65&<1730:273$G:2:$'3<$12:I:T:432&<$<3I2&$F7&<B3<$N:I32:'&<A$$

- X>7<780$4&'$+0Q32>&$4&$K2&L&06780$4&$F7&<B3<A$
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Configuración Inicial 
,01&<$4&$6301705:2$':$'&6152:$4&$&<1&$*:05:'D$&<$>5]$2&63>&04:I'&$M:I&2$L7<13$05&<123$*:05:'$<3I2&$
+0<1:':6780D$=30Q7B52:6780$]$*:01&07>7&013$4&'$E+%A$X0$Z'$&063012:2V$50$'7<1:43$630$&'$Q506730:>7&013$
4&$'3<$76303<$G2&<&01&<$&0$':$:G'76:6780A$

X'$<7B57&01&$G:<3$630<7<1&$&0$630Q7B52:2$ ':$ ,G'76:6780$E+%$&0$&'$>845'3$4&$%&'&()*+(, D$<7B57&043$'3<$
G:<3<$H5&$:$6301705:6780$'&$70476:>3<R$

Actu alizar los ficheros de Tablas y Pa’ses  
S&I743$:$'3<$6:>I73<$H5&$G&278476:>&01&$2&:'7J:$&'$E+%$G:2:$:4:G1:2<&$:$':$032>:17L:$'&B:'$L7B&01&D$&<$
>5]$7>G321:01&$H5&$1&0B:$:'$4f:$'3<$Q76M&23<$4&$1:I':<$]$G:f<&<A$$

Proceso de actualización 

#A H"<08,78,)#-<)610J",-<)80+/8#1B8.-<).")K8L<"<)@)!8A#8<M$4&<4&$@@@A1&'&B&<1730A63>$?GVB70:$4&$
E&2L7673<$_$E3G321&$E+%CA$E7$<5$L&2<780$4&'$E+%$:6:I:$4&$<&2$:615:'7J:4:D$G5&4&$M:6&2$6'76$&0$&'$
I3180$aK2&Q&2&067:<a$]$:$6301705:6780$&0$a=:2G&1:$XU12:<aA$X'$E+%$'&$>3<12:2V$&0$&'$&<62713273$':$
6:2G&1:$&U12:<A$N36:'76&$]$:I2:$':$6:2G&1:$,66&<3273<$]$63G7&$&0$&'$&<62713273$'3<$Q76M&23<$aK:f<&<a$
]$a%:I':<aA$

jA N10J",-) .")K8L<"<R$72$:$k\X(XF,NXE$R$N+E%,E$R$;3180$aK:f<&<$_$K23L7067:<a$R$;3180$a+>G321:2alA$
,<&BY2&<&$ H5&$ 17&0&$ <&'&66730:43$ &'$ G:f<$ aX<G:c:a$ &0$ k\X(XF,NXE$ R$ X*KFXE,E$ R$ >347Q76:2$
&>G2&<:$R$K&<1:c:$\&0&2:'&<$R$=:>G3$aK:f<alA$

B@ h76M&23$ 4&$ %:I':<R$ &<$ 50$ Q76M&23$ 7>G2&<67047I'&$ G:2:$ '3<$ 5<5:273<$ 4&$%&'&()*+(, A$ +2$ :$
k\X(XF,NXE$ R$ W%+N+S,SXE$ R$ =b(%,;+N+S,S_()*+(,E$ R$ a+>G321:2$ %:I':<alA$ X0$ ':<$ L&2<730&<$
>5'175<5:273D$&<1&$G:<3$G5&4&$M:6&2<&$4&<4&$65:'H57&2$6'7&01&A(

D3 (0+/8#1B8,);-,0"*+8O").") '?KNR$72$:$k\X(XF,NXE$R$W%+N+S,SXE$R$,615:'7J:2$G326&01:T&$+FKhlA$E&$
:615:'7J:2V0$134:<$':<$Q76M:<$4&$G&2<30:'$:'$05&L3$G326&01:T&$&0$L7B32A)

X'$Q76M&23$4&$a%:I':<a$63017&0&$70Q32>:6780$0&6&<:27:$G:2:$&'$6322&613$Q506730:>7&013$4&'$E+%A$X0$476M3$
Q76M&23D$%&'&\&<1780$G30&$:$47<G3<76780$4&'$5<5:273D$&012&$312:<D$':<$<7B57&01&<$70Q32>:6730&<R$

#A ;:<&<$]$17G3<$4&$6317J:6780$4&$(8>70:<$

jA *34&'3<$4&$63012:13<$':I32:'&<$

-A %7G3<$4&$27&<B3<$':I32:'&<$

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

/A *515:<$':I32:'&<$$

9A =:'&04:273<$':I32:'&<$

[A X16Z1&2:$

Usuarios  
k\X(XF,NXE$R$WEW,F+bEl$

X0$&<1:$<&66780$<&$G5&4&0$630Q7B52:2$'3<$47<17013<$G&2Q7'&<$4&$5<5:273$4&'$E+%A$$

K:2:$62&:2$50$05&L3$5<5:273D$<&'&66730:2$=3>:043_=%FN`($3$M:6&2$6'76$&0$&'$I3180$(5&L3$?L&2$:G:21:43$
WE,;+N+S,S$&0$':$\5f:$4&$+0767:6780$:'$E+%CA$

X'$E+%$'&$<3'7671:2V$:<7B0:2$50$03>I2&$4&$5<5:273$]$50:$63012:<&c:$G:2:$G231&B&2$'3<$4:13<$]$H5&$<8'3$
1&0B:0$:66&<3$:'$<7<1&>:$':<$G&2<30:<$:51327J:4:<A$
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(3$3I<1:01&D$<7$03$H57&2&$H5&$:'$G27067G73$:G:2&J6:$':$L&01:0:$4&$G&176780$4&$4:13<$4&'$5<5:273D$G5&4&$
62&:2$50$5<5:273$O03>I2&P$630$':$63012:<&c:$O03>I2&PA$

Datos Generales 

S:2$4&$:'1:$ '3<$4:13<$4&$':$=5&01:$K&2<30:$hf<76:$G:2:$&<1&$G&2Q7'$4&$5<5:273A$E7$&<$':$G27>&2:$L&J$H5&$
70123456&$&'$03>I2&D$&'$E+%$G2&B501:2V$<7$4&<&:$62&:2':A$$

X0$ 6:<3$ 4&$ 62&:2$ ':$ 05&L:$ 65&01:D$ 1&042V$ H5&$ 7012345672$ 50$ 0Y>&23$ ?:$ &'&66780$ <5]:CD$ :'$ 65:'$ <&$ '&$
:<7B0:2VD$4&$Q32>:$:513>V176:D$50:$0Y>&23$4&$65&01:$6301:I'&$4&$17G3$G&2<30:'$?<&BY0$&'$K':0$\&0&2:'$
=301:I'&CA$X0$6:<3$4&$03$H5&2&2$B&0&2:2$50:$65&01:$6301:I'&D$4&T&$&0$I':063$&<1&$6:>G3A$

,4&>V<$4&$3123<$4:13<$B&0&2:'&<D$G5&4&$706'572$<5<$4:13<$4&$65&01:$4&$6322&3$&'&61280763R$

!  =322&3$&'&61280763A$

!  E&2L7432$4&$&0Lf3$E*%KA$

!  (3>I2&$5<5:273$4&$':$65&01:$4&$=322&3A$

!  =':L&$4&$:66&<3$:$':$65&01:$4&$=322&3A$

=30$ &<1&$ :G:21:43$ 6322&61:>&01&$ 65>G'7>&01:43D$ G342V$ &0L7:2#$ 6322&3<$ &'&61280763<$ 4&$ Q32>:$
7047L745:'$3$630T501:D$:$65:'H57&2:$4&$<5<$65&01:<$:I7&21:<$&0$&'$E+%$?6'7&01&<D$G23L&&432&<D$&16ACA$

Privilegios de Acceso 

X0$&<1:$L&01:0:$<&'&66730:2&>3<$'3<$S+,F+bE$=b(%,;NXE$]$EXF+XE$SX$h,=%WF,$:$'3<$H5&$1&042V$:66&<3$
&'$5<5:273$H5&$:615:'>&01&$&<1V$>347Q76:043A$

E7$ 03$ &<1V0$ >:26:4:<$ ':<$ 6:<7'':<$ 4&$ S7:273<$ ]_3$ E&27&<D$ &'$ 5<5:273$ 03$ G342V$ 6301:I7'7J:2$ 07$ 2&B7<12:2$
Q:6152:<A$%:>G363$G342V$L7<5:'7J:2$'3<$:<7&013<$6301:I'&<$3$2&B7<123<$4&$Q:6152:<A$

$

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&I&2V$ 1&0&2$ &'$ 5<5:273$ G:2:$ :66&4&2D$ L7<5:'7J:2D$
>347Q76:2D$&16A$M:67&043$43I'&$6'76$<3I2&$6:4:$50:$4&$&'':<A$

X'$63'32$4&1&2>70:$&'$ :66&<3$4&$&<&$5<5:273$:$50$4&1&2>70:43$G27L7'&B73A$F3T3R$<70$:66&<3A$m&24&R$630$
:66&<3A$(:2:0T:R$:66&<3$2&<1270B743$:$50:$4&1&2>70:4:$3G6780$?':$H5&$Q7B52:$&012&$G:2Z01&<7<CA$

E&'&66730:2&>3<$ &'$ 17G3$ 4&$ 5<5:273R$ <5G&2L7<32D$ 6301:I'&D$ &16A$5-=-) =L*1=-) J8A,P) /*)
Q</;",R1<-,ST)U/")<",P)"#)/</8,1-)8.=1*1<+,8.-,).")#8)8;#108012*3$

$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$

#$X'$&0Lf3$4&$6322&3<$&'&61280763<$4&G&04&2V$4&$'3<$>845'3<$4&$E+%$70<1:':43<A$
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!"#$%&' R$%34:<$':<$3G6730&<$H5&$63>7&0J:0$G32$-$3132B:0$3$4&07&B:0$G27L7'&B73<$:$'3<$5<5:273<$
4&'$G2&<&01&$>845'3A$$

XN$E+%$G5&4&$4&'7>71:2$&'$:66&<3$4&$5<5:273<$:$4&1&2>70:43<$4365>&013<$?X0174:4&<D$=5&01:<D$%:2&:<$]$
S365>&013<$ =3>&267:'&<CA$ X<1&$ G&2>7<3$ 630123':$ ':$ L7<5:'7J:6780$ 4&$ 476M3<$ 4365>&013<A$ (3$ &L71:$
12:I:T:2$ 630$ &''3<D$ <703$ H5&D$ :'$ &012:2$ &0$ <5$ Q76M:D$ '3<$ 4:13<$ 03$ 2&<5'1:0$ L7<7I'&<A$ S&$ &<1:$ >:0&2:D$ &'$
5<5:273$63036&$H5&$50$4&1&2>70:43$4365>&013$&U7<1&D$G&23$03$:66&4&$:$<5$6301&0743A$

K:2:$&''3D$G27>&23$M:]$H5&$630Q7B52:2$':$G2&Q&2&067:$!.!j$O,66&<3$:$630Q74&067:'&<P$G:2:$&<1:I'&6&2$'3<$
G27L7'&B73<$4&$6:4:$5<5:273$kW<5:273<$R$K27L7'&B73<$,66&<3lR$

!  m&24&R$:66&<3$'7I2&$:$1343<$'3<$4365>&013<A$

!  F3T3R$<70$:66&<3A$

!  (:2:0T:R$:66&<3$2&<1270B743$Y076:>&01&$:$'3<$4365>&013<$4&$':<$65&01:<$G23G7:<A$

Acceso Empresas 

E&'&66730&$630$50$43I'&$6'76$':<$&>G2&<:<$:$':<$H5&$G342V$1&0&2$:66&<3$&<1&$5<5:273A$

X0$&'$:G:21:43$X*KFXE,ED$G5&4&$B&0&2:2$':<$&>G2&<:<$H5&$4&<&&$B&<1730:2$630$&'$E+%A$

Preferencias 

N:<$47Q&2&01&<$G2&Q&2&067:<$H5&$1&042V$&'$5<5:273$<&2V0$:617L:4:<$&0$&<1:$G&<1:c:A$F&65&24&$H5&$&0$50$
Q51523$ G342V$ >347Q76:2':<$ 4&$ :65&243$ :$ ':<$ 0&6&<74:4&<A$ ,'B50:<$ 4&$ &<1:<$ G2&Q&2&067:<$ <&$ L&2V0$ &0$
Q32>:$4&$L&01:0:<$63>3$O;Y<H5&4:$2VG74:$4&$6301:613PD$O;Y<H5&4:$2VG74:$4&$ :G501&<PD$O\&<132$4&$
1:2&:<P$3$Om&01:0:$4&$70Q32>:6780$4&$&U7<1&067:<PA$

,476730:'>&01&D$<&'&66730:2V$&'$Q32>:13$4&$Q&6M:<$630$&'$H5&$12:I:T:2V$ ]$ ':$<&27&$H5&$G32$4&Q&613$<&$
517'7J:2V$&0$':<$Q:6152:<A))

N:<$3G6730&<$H5&$4&I&0$Q7B52:2$&0$L&24&$G:2:$1&0&2$50$6322&613$ :66&<3$ :'$>845'3$%&'&=301:$<30$ ':<$
<7B57&01&<R$

!  !/ $ ;nEoWXS,$FpK+S,$SX$=b(%,=%bE$_$bKXF,=+b(XE$

!  !9 $ mX(%,(,$KF+(=+K,N$

X0$K2&Q&2&067:<$1:>I7Z0$G34&>3<$&<1:I'&6&2$50$Q32>:13$4&$Q&6M:<A$'&KV?!($!W R$<7$<&$&'7B&$':$3G6780$
4&$Q&6M:<$4&$43<$4fB713<$G:2:$&'$:c3D$1&0B:$&0$65&01:$H5&$<7$&'$:c3$&<$70Q&2732$:$.!D$&'$E+%$'3$L:$:$:<367:2$
:'$ <7B'3$ qq+$ ?G32$ &T&>G'3R$ #"_#j_jeD$ &'$ E+%$ '3$ &017&04&$ 63>3$ j!jeCA$ X0$ 6:>I73D$ G:2:$ :c3<$ 7B5:'&<$ 3$
<5G&2732&<$:$.!D$&'$E+%$'3$:<367:$:'$<7B'3$qq$?G32$&T&>G'3R$#"_#j_.#D$&'$E+%$'3$&017&04&$63>3$#".#CA$

Empresas  
k\X(XF,NXE$R$X*KFXE,El$

X0$&<1:$<&66780$<&$G5&4&0$630Q7B52:2$':<$47<1701:<$&>G2&<:<$H5&$B&<1730:2V$:$12:LZ<$4&'$E+%A$X'$E+%$&<$50$
<7<1&>:$>5'17&>G2&<:D$&<$4&672$03<$G&2>71&$''&L:2$':$6301:I7'74:4D$B&<1780D$08>70:<D$&16AD$4&$50$7'7>71:43$
0Y>&23$4&$&>G2&<:<$&0$50$<3'3$Q76M&23$4&$4:13<A$

N:<$3G6730&<$<&'&66730:4:<$&0$W=;,"<8<$:Q&61:2V0$:$1343<$'3<$5<5:273<$630$:66&<3$:$476M:<$&>G2&<:<$
?L&2$kW<5:273<$R$E&'&66730:2$X>G2&<:$R$K&<1:c:$,66&<3$X>G2&<:<lCA$

K:2:$ 62&:2$ 50:$ 05&L:$ &>G2&<:D$ <&'&66730:2$ =3>:043_=%FN`($ 3$ M:6&2$ 6'76$ &0$ &'$ I3180$ (5&L3$ ?L&2$
:G:21:43$WE,;+N+S,S$&0$':$\5f:$4&$+0767:6780$:'$E+%CA$

=2&&$50:$05&L:$&>G2&<:$70476:043$1343<$'3<$4:13<$H5&$<&:$G3<7I'&A$%343<$'3<$4:13<$H5&$<&$7012345J6:0$
:H5f$ <&2L72V0$ G:2:$ :513>:17J:2$ 4&<G5Z<$ >56M3<$ G236&<3<$ 4&'$ G23B2:>:A$ X0$ &<1:$ 3G6780$ 03<$
&063012:>3<$630$47L&2<:<$G&<1:c:<R$
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Generales 

K:2:$630<7B0:2$1343<$'3<$4:13<$Q7<6:'&<$]$4&$Q506730:>7&013$4&$':$&>G2&<:A$$

E7$47<G30&$4&$50$<&2L7432$r&I$]$4&$6322&3$&'&61280763$G:2:$':$&>G2&<:D$70476:2'3<$&0$&<1&$:G:21:43A$

X0$':$<3':G:$B&0&2:'&<$7012345672&>3<$':$70Q32>:6780$6322&<G3047&01&$:$':$&>G2&<:A$E7$47<G30&>3<$4&$
50$'3B3$&0$Q32>:13$032>:'$?sK\D$&16AC$]$630$50$G&<3$]$50:$2&<3'56780$6301&0743<$?70Q&2732$:$j!!$GGGCD$'3$
G342V$7>G321:2$G:2:$H5&$<&$7>G27>:$&0$'3<$4365>&013<$63>&267:'&<A$

N:<$;,"6","*018<).")#8)"=;,"<8 $<&2V0$630Q7B52:4:<$4&$:65&243$:$':<$0&6&<74:4&<$4&$':$>7<>:$]$13>:043$
&0$65&01:$&'_'3<$17G3<$4&$>845'3<$:4H572743<A$

X'$63'32$23T3$<7B07Q76:$H5&$03$&<1V$:617L:$476M:$G2&Q&2&067:$G:2:$134:$':$&>G2&<:$704&G&047&01&>&01&$4&'$
5<5:273D$630$50$<7>G'&$43I'&$6'76$<&$G5&4&$:617L:2$]$63>G23I:2&>3<$H5&$M:$6:>I7:43$4&$63'32$:'$L&24&A$

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

#A bG6730&<$G2&4&Q7074:<R$3G6730&<$H5&$<&$&<1:I'&6&2V0$G32$4&Q&613D$Q:67'71:043$G32$&T&>G'3D$ ':$
7>G2&<780$4&$4365>&013<A$(3$3I<1:01&D$&'$5<5:273$G342V$>347Q76:2':<$:$'3$':2B3$4&'$G23B2:>:$
<7$'3$&<17>:$630L&07&01&A$

jA h32J:2$?3I'7B:2C$3$,51327J:2$50:$4&1&2>70:4:$:66780R$63>3$G32$&T&>G'3D$':$0&6&<74:4$4&$706'572$
&'$03>I2&$4&$50$63>&267:'D$':$3I'7B:6780$4&$H5&$134:<$':<$3G&2:6730&<$''&L&0$50:$12:J:I7'74:4$3$
:51327J:2$'3<$G:B3<A$

-A K236&<3<$:513>V1763<R$4&1&2>70:43<$G236&<3<$H5&$&'$E+%$G342V$3$03$2&:'7J:2D$63>3$&'$2&6V'65'3$
+FKh$&0$08>70:<D$:615:'7J:6780$4&$&U7<1&067:<D$L&067>7&013<$:513>V1763<$&0$Q:6152:<$]$08>70:<$
3$'3<$G2&673<$4&$63>G2:A$

.A ,617L:6780$ 4&$ *845'3<R$ <7$ <&$ 47<G30&$ 4&$ 4&1&2>70:43<$ >845'3<D$ :H5f$ G5&4&$ 4&Q7072$ <7$ <&$
&T&651:0$ 3$ 03$ G:2:$ &<1:$ &>G2&<:A$ X<1&$ &<$ &'$ 6:<3$ 4&$ ':$ =301:I7'74:4$ ,0:'f176:D$ ':$ \&<1780$
*5'17<&4&$3$':$K234566780$XU1&20:A$

/A ,4L&21&067:<A$

K2&<1&$&<G&67:'$:1&06780$:$':<$K2&Q&2&067:<$H5&$63>7&0J:0$630$&'$6847B3$a!.aA$

Pestaña “Conta” 

E&$ 70123456&0$ ':<$ 65&01:<$ 7>G51:I'&<$ 4&'$ K':0$ 6301:I'&$ H5&$ 517'7J:2V0$ '3<$ 5<5:273<D$ G:2:$ Q:67'71:2$ ':$
:513>:17J:6780$&0$':$701234566780$4&$:<7&013<A$X<$'3$H5&$4&03>70:>3<$65&01:<$G32$4&Q&613A$%:>I7Z0$
&0$&<1:$G:01:'':$<&$4&Q70&0$'3<$47:273<$6301:I'&<$630$'3<$H5&$<&$12:I:T:A$

X"*01=1"*+-<);"*.1"*+"<)0-*)<8#.-)0-*+8A#"M)

E&'&66730:2$:H5&''3<$L&067>7&013<$H5&$&'$E+%$4&I&$1&0&2$&0$65&01:$63>3$4+/*2+/0+C(*+(3D/0-E2,2F-1A$E&$
630<74&2:0$G+/32H2+/0DC(3D/0-E2,2F-*DC$:H5&''3<$65]:$6:<7'':$4&$L&27Q76:6780$&<1Z$4&<:617L:4:D$63>3$'3<$
H5&$]:$&<1V0$63I2:43<$3$G:B:43<A$$

Cuentas 

K342V$4&Q7072$':<$=5&01:<$=301:I'&<$G32$S&Q&613$6:4:$L&J$H5&$6301:I7'76&$65:'H57&2$:G501&$2&':6730:43$
630$':<$(8>70:<$

K3<1&2732>&01&D$1&042V$':$3G6780$4&$>347Q76:2':<$&0$6:4:$6:<3A$

,'$ 6301:I7'7J:2$ 08>70:<D$ 17&0&$ ':$ G3<7I7'74:4$ 4&$ :<7B0:2$ 50:$ 65&01:$ 6301:I'&$ 4&$ B:<13$ ?9.!AAAqqC$ 3$
:01767G3$?.9!AAAqqC$:$6:4:$503$4&$'3<$&>G'&:43<A$

K:2:$&''3D$4&I&$<&B572$'3<$<7B57&01&<$G:<3<R$



$ $ =30Q7B52:6780$+0767:'$

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

#A X0$ k\X(XF,NXE$ R$ X*KFXE,E$ R$ =WX(%,ElA$ g:$ 4&$ 7012345672$':$ 65&01:$ 9.!!!!!!$ H5&$ 4&I&2f:$
1&0&2$4&Q7074:$63>3$B&0Z276:A$E7$&<:$65&01:$':$&<1V$517'7J:043$G:2:$:'BY0$12:I:T:432$63062&13D$
G5&4&$62&:2$50:$65&01:$B&0Z276:$9.!!!!""""$?G32$&T&>G'3C$&$701234YJ6:':A$=30Q72>&$M:<1:$':$
G:01:'':$G27067G:'A$

jA X0$k\X(XF,NXE$R$X*KFXE,E$R$K&<1:c:$\&0&2:'&<$R$K2&Q&2&067:<$X>G2&<:lA$N:<$G2&Q&2&067:<$H5&$
63>7&0J:0$G32$!.$M:6&0$2&Q&2&067:$:'$V>I713$':I32:'R$':$G2&Q&2&067:$a!.!-$=5&01:<$6301:I'&<$
4&$ ,01767G3<_$ 63<1&$ 4&$ G&2<30:'a$ 4&I&$ &<1:2$ &0$ L&24&A$ E7$ :G:2&6&$ &0$ 23T3D$ <71Y&<&$ <3I2&$ &'$
1&U13$]$M:B:$43I'&$6'76A$=30Q72>&$M:<1:$':$G:01:'':$G27067G:'A$

Gestión 

K:2:$4&Q7072$':<$47<1701:<$<&27&<$4&$Q:6152:<$&UG&474:<$630$':<$H5&$<&$G5&4&$12:I:T:2D$'3<$4&67>:'&<$]$&'$
>34&'3$4&$Q:6152:$&'&B743A$

E7$47<G30&$4&'$>845'3$4&$%KmD$G342V$630Q7B52:2$50:$<&27&$&<G&67:'$G:2:$':<$Q:6152:<$2&':6730:4:<$630$':<$
L&01:<$:$12:LZ<$4&$<5$%&2>70:'$?72$:$':$G&<1:c:$%KmCA$

%:>I7Z0$ 70632G32:2V$ '3<$ 1&U13<$ 4&$ ':<$ =30476730&<$ \&0&2:'&<$ H5&$ 4&I&2V0$ 706'572$ <5<$ K2&<5G5&<13<D$
K&4743<D$,'I:2:0&<$]$h:6152:<A$

Laboral 

X0$ &<1&$ :G:21:43$ <&$ >347Q76:0$ ':<$ G2&Q&2&067:<$ ':I32:'&<$ H5&$ :Q&61:0$ :$ 1343<$ '3<$ 12:I:T:432&<$ 4&$ ':$
&>G2&<:$:617L:A$

X012&$3123<$4:13<D$7012345672V$&'$=(,X$4&$':$&>G2&<:$:617L:D$H5&$&0$<5$>3>&013$'&$Q5&$63>5076:4:$G32$
':$1&<32&2f:$4&$':$EX\WF+S,S$Eb=+,NA$K5&4&$:66&4&2$:$&<1:$63>5076:6780$:$12:LZ<$4&'$E7<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:I:T:432&<$ 4&$ <5$
&>G2&<:A$=301&<1:2$EfA$

N&$2&6324:>3<$H5&$E+%$2&<G&1:2V$&0$1343$6:<3$':$365G:6780$?6:>G3$&GfB2:Q&$4&'$63012:13C$7012345674:$
&0$<5$4f:$:$6:4:$12:I:T:432A$

K:2:$>347Q76:2$&'$=(,X$4&$50$12:I:T:432$&0$63062&13R$kN,;bF,N $R$KXFEb(,N$R$K&<1:c:$N:I32:'&<$R$S3I'&$
6'76$<3I2&$&'$63012:13$R$K&<1:c:$K27067G:'$R$=(,XlA$

Hacienda 

E30$4:13<$4&$701&2Z<$H5&$G342V$7>G27>72$&0$:H5&'':$4365>&01:6780$2&':6730:4:$630$g:67&04:A$

Acceso 

X<G&67Q7H5&$&0$&<1&$:G:21:43$H5Z$5<5:273<$1&042V0$:66&<3$:$&<1:$X>G2&<:A$

%:>I7Z0$G342V$:631:2$':<$Q&6M:<$&0$H5&$&<1:$X>G2&<:$&<1:2V$L7<7I'&$G:2:$1343<$'3<$5<5:273<A$

Cargos 

*&47:01&$50$6'76$&0$&'$<7B03$O`P$3$OdO$G342V$ :c:472$3$H571:2$G&2<30:<$ :$H57&0&<$4&<7B0:2$503$4&$ '3<$
<7B57&01&<$6:2B3<R$

!  ,4>707<12:432A$

!  h72>:$&0$=3012:13<$N:I32:'&<A$

!  F&<G30<:I'&$4&$K2&L&06780A$



$ $ =30Q7B52:6780$+0767:'$

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

(3$3'L74&$>:26:2$':$6:<7'':$a:'1:a$G:2:$6:4:$6:<3A$

Miscelánea 

,H5f$630Q7B52:2V$4:13<$L:273<$63>3R$

#A %7G3B2:Qf:$632G32:17L:$:$517'7J:2$&0$<5<$S365>&013<A$

jA *&473$517'7J:43$G:2:$'3<$>&0<:T&<$G32$4&Q&613$?=A$X'&61280763D$=:21:D$h:UD$E*ED$&16ACA$

-A XU1&0<780$4&$'3<$Q76M&23<$4&$&UG321:6780$G:2:$*:6$]$K=$?4&G&047&043$4&$<5$L&2<780$70<1:':4:CA$

.A b123<A$

Preferencias  
k\X(XF,NXE$R$KFXhXFX(=+,El$

Generales 

+047H5&$':$&>G2&<:$G27067G:'$?G32$4&Q&613C$G:2:$&'$E+%A$

=303J6:$ ':$ 5I76:6780$ 4&$ <5$ Q76M&23$ 4&$ 4:13<D$ :<f$ 63>3$ ':$ L&2<780$ 630$ ':$ H5&$ :615:'>&01&$ &<1V$
12:I:T:043A$

Comunicaciones  

E&$4&Q70&0$'3<$472&613273<$4304&$<&$5I76:0$'3<$:26M7L3<$4&R$

#A S72&613273$rX;$

jA S365>&013<$:4T5013<$

-A E7<1&>:$FXS$

.A g7<182763$

E&$630Q7B52:0$'3<$4:13<$2&':17L3<$:R$

#A h%K$

jA ;:04&T:$4&$&012:4:$4&$6322&3$&'&61280763$?KbK-C$

-A F&6&G6780$4&$%:2&:<$?>845'3$4&$%:2&:<C$

.A E&2L7432$Eb,K$

Listas  
k\X(XF,NXE$R$N+E%,E$R$()*+(,El $

Conceptos Retributivos 

E+%$ <7B5&$ &'$ >34&'3$ 4&$ aQ:6152:6780a$ G:2:$ &':I32:2$ ':<$ 08>70:<A$ X<$ 4&672D$ 03$ &U7<1&0$ 503<$ 6:>G3<$
2&127I517L3<$Q7T3<D$<703$H5&$&'$5<5:273$630Q&66730:$':<$08>70:<$706'5]&043$&0$&'':<$503$3$>V<$6306&G13<$
4&$ Q32>:$ :I<3'51:>&01&$ '7I2&A$ =:4:$ 503$ 4&$ &<13<$ 6306&G13<$ &<1V$ a6:'7Q76:43a$ 4&$ 50:$ 4&1&2>70:4:$
>:0&2:D$G:2:$H5&$<5$&Q&613$&0$&'$6V'65'3$4&$':$08>70:$<&:$&'$&<G&2:43A$K3<1&2732>&01&$:$<5$62&:6780$]$:$
<5$5<3D$&'$5<5:273$G5&4&$6:>I7:2$'3<$6847B3<$4&$'3<$6306&G13<$2&127I517L3<$<70$1&>32$:$:Q&61:2$630$&''3$:$
':<$(8>70:<$]$K2&08>70:<$]:$B&0&2:4:<A$

N3<$6306&G13<$2&127I517L3<$G5&4&0$&012:2$&0$':$08>70:$630$7>G321&<$0&B:17L3<$]$G5&4&0$<&2$4:43<$4&$
:'1:$4&<4&$&<1:$L&01:0:D$3$I7&0$<3I2&$':$>:26M:$<&BY0$<&$L:0$0&6&<71:043A$



$ $ =30Q7B52:6780$+0767:'$

%&'&()*+(, $ #9$

#A \&0&2&$503$05&L3$6306&G13$630$50$6'76$&0$(WXmbA$

jA S&1&2>70&$&'$6847B3$]$':$4&<627G6780$4&<&:43<A$

-A =:'7Q7H5&$':$6317J:6780$]$G&27347674:4$<&BY0$':<$032>:<$H5&$4&<627I7>3<$>V<$:I:T3A$

.A ,<7B0&$&'$6306&G13$:$50:$+>G51:6780$4&$=3<1&<A$

/A =30Q72>&$3$6:06&'&$&'$05&L3$=306&G13$F&127I517L3A$

Normas para la calificación de Conceptos Contributivos 
!  EE$t$=317J:$:$':$E&B5274:4$E367:'$

!  +AFAKAh$t$X<$3IT&13$4&$2&1&06780$G:2:$&'$+AFAKAh$

!  gX$(3$X<1256152:'&<$t$=317J:$:$':$EE$G32$g32:<$XU12:<$03$X<1256152:'&<$

!  gX$X<1256152:'&<$t$=317J:$:$':$EE$G32$g32:<$XU12:<$X<1256152:'&<$

!  ,$S&<6301:2$t$E5<$7>G321&<$<&$2&<1:0$4&'$'fH5743$4&$':$08>70:A$

!  K&27347674:4$*X(EW,N$t$X'$7>G321&$70123456743$<&$G23G326730:2V$:$':$G:21&$4&'$>&<$12:I:T:4:A$

!  K&27347674:4$Su,E$*XE$t$X'$7>G321&$<&$>5'17G'76:2V$G32$&'$0v$4&$4f:<$4&'$>&<A$

!  K&27347674:4$ Su,E$ %F,;,s,SbE$ t$ X'$ 7>G321&$ <&$ >5'17G'76:2V$ G32$ &'$ 0v$ 4&$ 4f:<$ &Q&617L:>&01&$
12:I:T:43<A$

!  K&27347674:4$gbF,E$t$X'$7>G321&$<&$>5'17G'76:2V$G32$&'$0v$4&$M32:<$12:I:T:4:<A$

!  K&27347674:4$h+sb$t$X'$7>G321&$G&2>:0&6&2V$70:'1&2:43$<&:0$65:'&<$<&:0$':<$672650<1:067:<$4&$':$
08>70:A$

Categorías Laborales 

E&$7012345672V0$&'$\25G3$]$':$S&<627G6780$4&$6:4:$50:$4&$':<$=:1&B32f:<$N:I32:'&<$&U7<1&01&<A$

$

Convenios Colectivos 

+012345J6:$'3<$=30L&073<$=3'&617L3<$G32$'3<$H5&$<&$27B&$<5$&>G2&<:$:617L:A$$

='76$&0$(5&L3$]$:$6301705:6780D$65>G'7>&01&$1343<$'3<$4:13<A$

!  g:67&043$6'76$&0$a`a$G5&4&$4:2$4&$:'1:$K5&<13<$4&$%2:I:T3$G:2:$50$4&1&2>70:43$630L&073A$=30$
&<1:$3G6780D$G342V$4&Q7072$':<$M32:<$3$4f:<$':I32:'&<$]$':<$G:5<:<$4&$63>74:A$%:>I7Z0$G342V$4:2$
4&$ :'1:$ 6306&G13$ :G'76:I'&<$ Y076:>&01&$ :$ &<1&$ K5&<13$ H5&$ <&$ 706'572V0$ &0$ ':$ K2&08>70:$ ]D$
3G6730:'>&01&D$&0$':$(8>70:A$



$ $ =30Q7B52:6780$+0767:'$

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

!  S7<G30&$4&$50$I3180$a=:'&04:273a$630$':$3G6780$4&$<&c:':2$'3<$Q&<17L3<$4&'$:c3A$E&'&66730&$&'$
>&<$]$6'76$&0$&'$4f:$H5&$H57&2&$>: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$ ':I32:'A$ (3$ 3I<1:01&D$ &'$ 5<5:273$
G5&4&$4:2$4&$:'1:$]$>347Q76:2$65:013<$4:13<$H57&2:A$

%:>I7Z0$ <&$ G5&4&0$ &'7>70:2$ 63012:13<$ G2&L7:>&01&$ 4:43<$ 4&$ :'1:$ <&'&66730V043'3$ &0$ ':$ L&01:0:$ 4&$
<:'74:$ ]$ :$6301705:6780$6'76$ ':$G:G&'&2:A$X'$63012:13$<&2V$&'7>70:43$<7&>G2&$]$65:043$03$M:]:$070BY0$
12:I:T:432$630$50$63012:13$4&'$17G3$:$&'7>70:2A$

X<$G3<7I'&$4:2$4&$:'1:$05&L3<$63012:13<$4&$43<$>:0&2:<R$4&<4&$&'$G23G73$Q76M&23$4&$%7G3<$4&$=3012:13<$
&0$N+E%,ED$3$I7&0D$4&<4&$&'$63012:13$4&$65:'H57&2$12:I:T:432A$X0$&<1&$6:<3D$<7$<&$70123456&$50$6847B3$4&$
63012:13$70&U7<1&01&D$E+%$70L71:$:$62&:2'3A$

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 Cotización 

N:$ '7<1:$ 4&$ %7G3<$ 4&$ =317J:6780$ 63017&0&D$ &0$ B&0&2:'D$ '3<$ G326&01:T&<$ 4&$ 6317J:6780$ 4&$ X>G2&<:$ ]$
%2:I:T:432$G:2:$6:4:$503$4&$'3<$6306&G13<$'&B:'>&01&$<5<6&G17I'&<$4&$6317J:6780A$

X<$7047<G&0<:I'&$2&<G&1:2$'3<$4:13<$H5&$:G:2&6&0$&0$&<1:$N7<1:$<7$<&$4&<&:$630Q&66730:2$':<$08>70:<$]$'3<$
<&B523<$<367:'&<$4&0123$4&$':$'&B:'74:4A$

X'$Q76M&23$G&2>71&$':$>347Q76:6780$4&$'3<$G326&01:T&<$G32$&'$5<5:273A$E&$2&63>7&04:$':$>VU7>:$G254&067:$
&0$&<1&$G236&<3A$

X<$G3<7I'&$':$7>G2&<780$4&$50$'7<1:43$4&$'3<$%7G3<$4&$=317J:6780A$

Tablas I.R.P.F. 

Epígrafes A.T.E.P. 

X'$ G23B2:>:$ 630<&2L:$ '3<$ &GfB2:Q&<$ 0&6&<:273<D$ <&BY0$ ':$ '&B7<':6780$ ':I32:'D$ G:2:$ ':$ 6317J:6780$ G32$ '3<$
6306&G13<$4&$&332*+/0+C(*+(%1-E-ID(J(#/K+1H+*-*+C("1DK+C2D/-,+C@$

X<$G3<7I'&$4:2$4&$:'1:$05&L3<$XGfB2:Q&<$4&$43<$>:0&2:<R$4&<4&$&<1:$L&01:0:$3$I7&0D$4&<4&$&'$63012:13$4&$
65:'H57&2$12:I:T:432A$X0$&<1&$6:<3D$<7$<&$70123456&$50$&GfB2:Q&$70&U7<1&01&D$E+%$70L71:$:$62&:2'3A$

X<$G3<7I'&$':$7>G2&<780$4&$50$'7<1:43$4&$'3<$XGfB2:Q&<$4&<4&$&<1:$L&01:0:A$

Grupos Bonificación Ley 43/2006 

Minoración Bonificación Ley 43/2006 

Bases de Tiempo Completo 

=3017&0&$':<$I:<&<$:$%7&>G3$=3>G'&13$G:2:$6:4:$50:$4&$':<$6:1&B32f:<$':I32:'&<A$

Bases de Tiempo Parcial 

=3017&0&$':<$I:<&<$:$%7&>G3$K:267:'$G:2:$6:4:$50:$4&$':<$6:1&B32f:<$':I32:'&<A$



$ $ =30Q7B52:6780$+0767:'$

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

Riesgos Laborales 

=3017&0&$&'$6847B3$]$4&<627G6780$4&$'3<$G27067G:'&<$27&<B3<$':I32:'&<A$

Mutuas 

=3017&0&$&'$6847B3$]$4&<627G6780$4&$':<$*515:<$4&$%2:I:T3A$

Imputación Costes 

X0$&<1&$Q76M&23$<&$70123456&0$':<$47<1701:<$+>G51:6730&<D$&<$4&672D$6306&G13<$&0$'3<$65:'&<$<&$:B25G:0$'3<$
=306&G13<$F&127I517L3<$G:2:$3I1&0&2$50$N7<1:43$4&$63<1&<A$

K32$&T&>G'3D$E:':273$;:<&$]$,017Bw&4:4$<&$G5&4&0$:B25G:2$&0$a=306&G13<$h7T3<aA$=3>7<730&<$]$K2&>73<$
&0$ a=306&G13<$ m:27:I'&<aA$ S7&1:<D$ i7'3>&12:T&D$ \:<13<$ m7:T&$ <&$ G5&4&0$ :B25G:2$ &0$ a\:<13<$ G32$
S&<G':J:>7&013<aA$

X<$G3<7I'&$4:2$4&$:'1:$05&L:<$+>G51:6730&<$4&$43<$>:0&2:<R$4&<4&$&<1:$L&01:0:D$3$I7&0$4&<4&$65:'H57&2$
=306&G13$F&127I517L3A$X0$&<1&$6:<3D$<7$<&$<&'&66730:$a(5&L3AAAa$&0$&'$>&0Y$4&$+>G51:6780D$E+%$G236&4&2V$
:$<5$62&:6780A$

Otros datos laborales 

X0$&<1&$:G:21:43$G5&4&$630Q7B52:2$':<$<7B57&01&<$3G6730&<R$

#A bG6780$&012:4:$4&$08>70:<$:513>V176:A$

jA =847B3$G:2:$G&27343<$4&$I:T:A$

-A K326&01:T&<$+FKh$?&L&015:'D$G23Q&<730:'&<$]$&<G&67:'&<CA$

.A E:':273$>f07>3$701&2G23Q&<730:'D$2&01:$>f07>:$G32$:<6&04&01&$&$+KFX*$?+0476:432$KYI'763$4&$
F&01:$4&$XQ&613<$*Y'17G'&<CA$

/A h:>7'7:<$?3G6730:'&<C$4&$:21f65'3<$:$':$H5&$<&$7>G51:$&'$=3<1&$E&B5274:4$E367:'$]$':<$K:B:<$XU12:<$
?G:2:$6301:I7'74:4CA$

Causas de Baja 

N7<1:43$4&$G3<7I'&<$6:5<:<$4&$I:T:$4&$50$12:I:T:432$?6847B3$]$4&<627G6780CA$E&$517'7J:2V$65:043$L:]:$:$4:2$
4&$I:T:$50$63012:13$4&$50$12:I:T:432A$



$ $ =306&G13<$: $706'572$&0$': $(8>70: $

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

Conceptos a incluir en la Nómina 
kN,;bF,Nl $

X<1&$Q76M&23$N,;bF,N$63017&0&$':<$Q76M:<$4&$G&2<30:'$4&$6:4:$50:$4&$':<$X>G2&<:<$4:4:<$4&$:'1:A$

X0$6:4:$Q76M:$4&$G&2<30:'$<&$4&I&$4:2$4&$:'1:$&'$63012:13$4&'$12:I:T:432A$K3<1&2732>&01&D$G34&>3<$4:2$
4&$:'1:$05&L3<$63012:13<$G:2:$&'$12:I:T:432$<70$&'7>70:2$'3<$:01&2732&<A$X<1&$<7<1&>:$03<$G&2>71&$B5:24:2$
50$aM7<182763a$4&$1343<$'3<$63012:13<$H5&$476M3$12:I:T:432$M:$1&0743$&0$':$X>G2&<:A$

X'$G23B2:>:$<8'3$ '&$G&2>7172V$1&0&2$50$63012:13$ :617L3$6:4:$L&JD$4&$1:'$>:0&2:$H5&$03$<&$G2345J6:0$
630Q5<730&<$:$':$M32:$4&$12:1:2$<5<$08>70:<A$

%:>I7Z0$ &0$ ':$ Q76M:$ 4&$ G&2<30:'$ 4&$ 50$ 12:I:T:432$ G342&>3<$ 7012345672$ ':$ aK2&08>70:aD$ &<$ 4&672D$ &'$
630T5013$ 4&$ =306&G13<$ F&127I517L3<$ H5&$ &'$ 12:I:T:432$ 63I2:$ 4&$ >:0&2:$ G&2>:0&01&$ 6:4:$ >&<A$ X<1:$
K2&08>70:$ &012:2V$ 4&$ Q32>:$ :513>V176:$ &0$ 6:4:$ 08>70:$ 4&'$ 12:I:T:432$ <7$ G2&L7:>&01&$ 1&0&>3<$
<&'&66730:4:$':$3G6780$,513>V176:$&0$':$&012:4:$4&$08>70:<$?&0$&'$Q76M&23$aN7<1:<aCA$

Pren—mina 
kN,;bF,N$R$KXFEb(,N$R$*347Q76:2$50$12:I:T:432$R$K&<1:c:$X=b()*+=bEl$

N:$701234566780$4&$':$K2&08>70:$&0$':$Q76M:$4&$50$12:I:T:432$17&0&$43<$3IT&17L3<R$

#A =:'65':2$ &'$ ;2513$ ,05:'$ G2&L7<13$ G:2:$ &'$ 12:I:T:432$ ?&0$ ':$ Q76M:$ 4&$ G&2<30:'C$ ]$ 6:'65':2$ &'$
G326&01:T&$4&$+AFAKAhA$6322&<G3047&01&A$

jA =2&:6780$:513>V176:>&01&$4&$6:4:$05&L:$08>70:A$

=5:043$<&$70123456&$':$K2&08>70:$&0$':$Q76M:$4&'$12:I:T:432$M:]$H5&$1&0&2$&0$65&01:$H5&R$

#A %343<$ '3<$ 6306&G13<$ 706'5743<$ &0$ ':$ K2&08>70:$ 4&'$ 12:I:T:432$ >:26:43<$ 63>3$ a+06'572$ &0$
08>70:aD$7062&>&01:0$&'$;2513$,05:'$<&BY0$&'$6V'65'3$4&$W074:4&<$U$W071:273A$

jA X0$ ':$ 08>70:$ 4&'$ 12:I:T:432$ <8'3$ <&$ 706'572V0$ :H5&''3<$ 6306&G13<$ >:26:43<$ 63>3$ a+06'572$ &0$
08>70:a$

-A N3<$ 6306&G13<$ >:26:43<$ 63>3$ aK:B:$ XU12:a$ 7062&>&01:2V0$ ':$ G2322:1:$4&$ K:B:$ XU12:$ ]$ &0$
630<&65&067:D$':<$G:B:<$&U12:<A$

.A X'$I2513$:05:'$G2&L7<13$&<$':$<5>:$4&$'3<$6306&G13<$>:26:43<$63>3$a+06'572$&0$08>70:a$>V<$':$
G2322:1:$4&$G:B:<$&U12:$>5'17G'76:4:$G32$#jA$

X<1&$ <7<1&>:$ G&2>71&$ 2&Q'&T:2$ 65:'H57&2$ <715:6780$ &6308>76:$ 4&$ '3<$12:I:T:432&<$ <70$ >347Q76:6730&<$
>:05:'&<A$+0<7<17>3<$&0$':$0&6&<74:4$4&$630<&B572$'3<$7>G321&<$4&<&:43<$517'7J:043$':$1Z6076:$4&<6271:$]$
<70$>347Q76:6730&<$>:05:'&<A$X<13$G&2>7172V$63036&2$68>3$ ]$&0$ I:<&$ :$H5Z$<&$2&:'7J:230$ '3<$6V'65'3<$
65:043D$>V<$1:24&D$<&$G236&4:$:$630<5'1:2$_$>347Q76:2$476M3<$4:13<A$

E&$ G5&4&$ 7012345672$ ':$ K2&08>70:$ 6322&<G3047&01&$ :'$ G5&<13$ 4&$ 12:I:T3$ ]$ 630L&073$ 4&'$ 12:I:T:432$
M:67&043$6'76$<3I2&$&'$I3180$+(=bFKbF,F$KFX()*+(,A$

X<1&$ G236&47>7&013$ 03$ 2&<G&1:$ 3123<$ 6306&G13<$ 2&127I517L3<$ 4&$ ':$ K2&08>70:$ H5&$ G547&2:0$ 03$ &<1:2$
4&<62713<$&0$&'$630L&073A$

#A ,66&4:$:$kN,;bF,N$R$KXFEb(,N$R$*347Q76:2$50$12:I:T:432$R$K&<1:c:$X=b()*+=bElA$

jA ='76$<3I2&$&'$I3180$a+0632G32:2$K2&08>70:a$

-A F&13H5&$'3<$7>G321&<$:$<5$630L&07&067:A$

E7$ M:6&$ 6'76$ &0$ a,615:'7J:2$ K2&08>70:aD$ <&$ 2&13>:0$ '3<$ 7>G321&<$ 4&$ '3<$ M:I&2&<$ H5&$ Q7B52:0$ &0$ ':$
K2&08>70:$4&'$630L&073$]$G5&<13$4&$12:I:T3$H5&$6322&<G304:$&0$:H5&''3<$6306&G13<$2&127I517L3<$H5&$
6370674:0A$



$ $ =306&G13<$: $706'572$&0$': $(8>70: $

%&'&()*+(, $ j! $

Haberes  
X'$<7<1&>:$2&127I517L3$4&$E+%$&<$131:'>&01&$:I7&213A$E&$:<&>&T:$>V<$:$50$G23B2:>:$4&$Q:6152:6780$H5&$:$
50$G23B2:>:$1fG763$4&$630Q&66780$4&$08>70:<A$

X'$ <7<1&>:$ 4&$ =306&G13<$ F&127I517L3<$ 630<7<1&$ &0$ H5&$ &'$ G23B2:>:$ >:0&T:D$ :$ ':$ M32:$ 4&$ 2&:'7J:2$ 50:$
08>70:D$ 50:$ '7<1:$ 4&Q7074:$ 4&$ G3<7I'&<$ 6306&G13<$ 2&127I517L3<A$ S76M3<$ 6306&G13<$ &<1V0$ G2&L7:>&01&$
4&Q70743<$4&$1:'$>:0&2:$H5&D$65:043$<30$70123456743<$&0$50:$08>70:D$6:4:$503$4&$&''3<$:Q&61:$:$476M:$
08>70:$4&$50:$>:0&2:$G:21765':2A$

S&$&<1:$>:0&2:$<&$630<7B5&$50$<7<1&>:$4&$2&127I56730&<$630$50$>VU7>3$4&$&':<17674:4A$

N3<$6306&G13<$2&127I517L3<$<&$70123456&0$&0$':<$08>70:<R$

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

jA ,513>V176:>&01&$4&<4&$':$K2&08>70:$4&'$12:I:T:432A$

-A ,513>V176:>&01&$4&<4&$':<$+0674&067:<A$

Introducción manual de Haberes 
N:$B&0&2:6780$>:05:'$4&$08>70:<$630<7<1&$&0$':$62&:6780D$50:$:$50:D$4&$':<$08>70:<$6322&<G3047&01&$:$
50:$&>G2&<:$_$G&2f343$ ]$ ':$701234566780D$503$G32$503D$4&$ '3<$6306&G13<$2&127I517L3<$4&$6:4:$50:$4&$
&'':<A$

*7&012:<$ 630Q72>&$ 6:4:$ 08>70:D$ E+%$ B&0&2:2V$ 05&L:<$ 08>70:<$ G:2:$ 12:I:T:432&<$ <56&<7L3<A$ X<1&$
G236&47>7&013$6301705:2V$M:<1:$H5&$5<1&4$6:06&'&$':$Y'17>:$08>70:$<5B&274:$G32$&'$G23B2:>:A$

Introducción automática desde la Prenómina 
W0:$Q32>:$4&$701234566780$4&$08>70:<$>V<$<7<1&>:17J:4:$630<7<1&$&0$G23B2:>:2$E+%$G:2:$H5&D$6:4:$L&J$
H5&$2&:'7J:>3<$':$08>70:$4&$50$12:I:T:432D$<&$B2:I&$':$K2&08>70:$H5&$476M3$12:I:T:432$17&0&$4&<6271:$
&0$<5$Q76M:$4&$G&2<30:'A$

#A ,66&4:$:'$Q76M&23$4&$(8>70:<$kN,;bF,N$R$()*+(,lA$

jA \&0&2&$50:$05&L:$08>70:R$6'76$&0$&'$I3180$(WXmbA$

-A +012345J6:$3$630Q72>&$':<$Q&6M:<$4&$707673$]$Q70:'$4&$':$08>70:A$

.A +012345J6:$&'$6847B3$4&$G&2<30:'A$,513>V176:>&01&$:G:2&6&2V0$'3<$6306&G13<$2&127I517L3<$4&$':$
K2&08>70:$4&'$12:I:T:432A$

/A =3>G'&1&$ ':$ 08>70:$ :c:47&043$ 6306&G13<$ 2&127I517L3<$ H5&$ 4&<&&R$ 6'76$ &0$ &'$ I3180$ ,x,S+F$
?76303$a`a$:$':$4&2&6M:$4&$':$L&01:0:CA$

9A *347Q7H5&$':<$I:<&<$]$G326&01:T&<$:$<5$B5<13A$

[A =30Q72>&$3$6:06&'&$':$08>70:A$

Pagas Extra  
X'$ E+%$ G2&1&04&$ :513>:17J:2$ '3<$ 43<$ G236&<3<$ H5&D$ 4&$ Q32>:$ 704&G&047&01&$ <&$ ''&L:0$ :$ 6:I3$ G:2:$ ':$
630Q&66780$4&$':<$K:B:<$XU12:R$

#A =317J:6780$>&<$:$>&<$4&$'3<$7>G321&<$4&L&0B:43<A$

jA N7H574:6780$4&$'3<$7>G321&<$4&L&0B:43<A$

X'$<7<1&>:$6301&>G':$4&$#$:$-$G:B:<$&U12:D$<7&>G2&$]$65:043D$Z<1:<$<&:0$4&'$>7<>3$7>G321&A$X'$5<5:273$
4&I&D$&0$':$K2&08>70:$4&'$12:I:T:432D$>:26:2$:H5&''3<$6306&G13<$2&127I517L3<$H5&$<30$:4&>V<$706'5743<$
&0$':$G:B:$&U12:A$%:>I7Z0$G5&4&$7012345672$50$6306&G13$H5&$03$<&$70632G32&$:$6:4:$08>70:$G&23$H5&$<f$
:Q&61&$:'$7>G321&$4&$':$K:B:$XU12:A$



$ $ =306&G13<$: $706'572$&0$': $(8>70: $

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

,'$M:6&2$630<1:2$&0$':$Q76M:$4&$G&2<30:'$&'$0Y>&23$4&$G:B:<$&U12:D$&'$E+%$6:'65':$':$G2322:1:$H5&D$>&<$:$
>&<D$<&$7012345672V$&0$':$08>70:$G:2:$G&2>7172$<5$6317J:6780$630T501:>&01&$630$&'$2&<13$4&$M:I&2&<$4&$
&<:$08>70:A$

X'$7>G321&$4&$6:4:$G2322:1:$6317J:4:$&0$6:4:$08>70:$&<$:$<5$L&J$63>G51:43$&0$':$G&<1:c:$aK:B:<aD$:'$
65:'$<&$:66&4&$1:>I7Z0$4&<4&$':$Q76M:$4&$G&2<30:'A$X0$&<1&$Q76M&23D$<&$L:0$:65>5':043$'3<$4&L&0B3<$4&$
G:B:$&U12:$6317J:43<$&0$6:4:$08>70:$:<f$63>3$':<$'7H574:6730&<$6322&<G3047&01&<A$X<$4&$&<1&$Q76M&23$4&$
K:B:<$4&$4304&$&'$E+%$13>:$':$70Q32>:6780$G:2:$'7H574:2$6:4:$G:B:$&U12:$&'$4f:$4&$<5$L&067>7&013A$

X'$5<5:273$G5&4&$7012345672$&0$&<1&$Q76M&23$4&$K:B:<$ '3<$:G501&<$H5&$62&:$0&6&<:273<$G:2:$ :4:G1:2$ ':$
70Q32>:6780$ 6301&074:$ &0$ Z'$ :$ ':$ 2&:'74:4A$ K32$ &T&>G'3D$ <&2V$ 0&6&<:273$ 70632G32:2$ 50$ a:G501&$ 4&$
:G&2152:a$630$':$<715:6780$4&$G:B:<$&U12:$]$L:6:6730&<$4&$6:4:$12:I:T:432$65:043$<&$&>G7&J:$:$12:I:T:2$
630$&'$E+%A$

K:2:$65:'H57&2$3123$17G3$4&$M:I&2&<$:I30:I'&<$630$G&27347674:4$47Q&2&01&$:$50$>&<D$G&23$4&$6317J:6780$
>&0<5:'D$4&I&$517'7J:2<&$&'$<7B57&01&$G236&<3$4&$ag:I&2&<$6317J:I'&<$03$G&2784763<aA$

Tratamiento de la Extra pagada mes a mes 

g:]$&>G2&<:<$H5&$:65&24:0$630$<5<$12:I:T:432&<$&'$G:B3$4&$':$G2322:1:$4&$G:B:$&U12:$472&61:>&01&$&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+%$ 47<G30&$ 4&$ 43<$ :'1&20:17L:<$ H5&D$ &L74&01&>&01&D$ <30$
7063>G:17I'&<$&012&$<7A$S&I&$3G1:2$G32$50:$5$312:$<&BY0$'&$2&<5'1&$>V<$630L&07&01&$G:2:$<5$&>G2&<:R$

Alternativa 1 
#A kN+E%,ER$()*+(,El$=2&:2$50$6306&G13$2&127I51717L3$aG2322:1:$G:B:$&U12:$>&0<5:'a$]$>:26:2$&'$

I3180$aE&B5274:4$E367:'a$&$a+FKhaA$

jA kN,;bF,NR$ KXFEb(,Nl$ <&'&66730:2$ &'$ G&2<30:'$ :'$ H5&$ L:$ :$ :Q&61:2$ &<1:$ <715:6780A$ F&45672$
<&'&66780A$E&'&66730:2$:M32:$&'$G27>&23$4&$&''3<$]$>347Q76:2A$='76$&0$':$G&<1:c:$OX6308>763<P$]$
L&27Q76:2R$

:A o5&$&012&$'3<$6306&G13<$2&127I517L3<$<&$706'5]&$aG2322:1:$G:B:$&U12:$>&0<5:'a$6317J:I'&A$

IA o5&$'3<$4:13<$2&Q&2743<$:$aK:B:<$XU12:<a$&<1V0$&0$I':063$]$&'$I3180$aG:B:2$>&<$:$>&<a$03$
&<1V$>:26:43A$

 Alternativa 2 
-A kN+E%,E$R$()*+(,El$=2&:2$50$6306&G13$2&127I51717L3$KX*$aK:B:$&U12:$>&0<5:'a$]$(b$>:26:2$&'$

I3180$aE&B5274:4$E367:'a$G&23$<f$&'$I3180$a+FKhaA$

.A kX*KFXE,E$R$K&<1:c:$N:I32:'$R$:G:21:43$K,\,E$Xq%F,ElR$

:A +012345672$ 0Y>&23$ 4&$ G:B:<$ &U12:<R$ ':<$ H5&$ 6322&<G304:0$ &$ 70476:2$ <7$ <5$ 4&L&0B3$ &<$
<&>&<12:'$3$:05:'A$

IA X0$6306&G13$F&127I517L3$,513>V1763$7012345672$&'$6306&G13$KX*A$

#A kN,;bF,N$ R$ KXFEb(,NlD$ <&'&66730:2$ &'$ G&2<30:'$ :Q&61:43$ G32$ &<1:$
70674&067:A$F&45672$<&'&66780A$$

bG6780$F&45672$E&'&66780R$G5'<:2$*:]Y<65':<$`$6'76$&0$A$

E&'&66730:2$ :M32:$ &'$ G27>&23$ 4&$ &''3<$ ]$ >347Q76:2A$ ='76$ &0$ K&<1:c:$ X6308>763<$ ]$ L&27Q76:2$ &'$
6V'65'3$4&$':$G2322:1:$]$H5&$&<1V$>:26:43$&'$I3180$4&$':$G:21&$70Q&2732$7JH57&24:$aN7H574:2$>&<$:$
>&<aA$,<f$>7<>3$63>G23I:2$H5&$'3<$6306&G13<$2&127I517L3<$70123456743<$&0$&<1:$G&<1:c:$?]$H5&$
630<1715]&0$':$K2&08>70:$4&'$12:I:T:432C$<30$'3<$H5&$6322&<G304&0$]$H5&$03$&<1V$2&':6730:43$
&'$6306&G13$2&127I517L3$aG2322:1:$G:B:$&U12:$>&0<5:'a$?&<$50$4:13$H5&$&<1V$G2&<&'&66730:43$&0$
&'$>3>&013$4&$M:6&2$':$08>70:CA$



$ $ =306&G13<$: $706'572$&0$': $(8>70: $

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

X'$ 6306&G13$ 2&127I517L3$ aK:21&$ G23G326730:'$ G:B:<$ &U12:<a$ (b$ 4&I&$ &<1:2$ 6:'7Q76:43$ 63>3$ 6317J:I'&$ :$
&Q&613<$ 4&$ E&B5274:4$ E367:'$ ?G5&<13$ H5&$ ]:$ 6317J:$':$ G2322:1:CA$ X<$ 4&672D$ &0$ ':$ ,N%XF(,%+m,$ #$ &<$ &'$
6306&G13$2&127I517L3$&'$H5&$6317J:$>7&012:<$H5&$&0$':$,N%XF(,%+m,$j$&<$':$G2322:1:$':$H5&$Q32>:$G:21&$
4&$':$I:<&$4&$6317J:6780D$G32$&<3$:>I:<$:'1&20:17L:<$<30$7063>G:17I'&<A$

Situaci—n personal de un Trabaja dor  
K:2:$7012345672$':$<715:6780$G&2<30:'$4&$'3<$12:I:T:432&<R$

+2$:$kN,;bF,N$R$KXFEb(,N$R$E&'&66730:2$&'$12:I:T:432$R$*347Q76:2$R$K&<1:c:$+FKhlD$&0$':$G:21&$70Q&2732$4&$
&<:$G:01:'':$&063012:2V$50$4&<G'&B:I'&$630$&'$03>I2&$aE715:6780$G&2<30:'aA$%7&0&$12&<$3G6730&<D$<&BY0$
':$032>:17L:$L7B&01&R$

:A E3'1&23_:D$ L7543_:D$ 47L3267:43_:$ 3$ <&G:2:43_:$ '&B:'>&01&$ 630$ M7T3<$ <3'1&23<$ >&032&<$ 4&$ #e$
:c3<$ 3$ 706:G:671:43<$ T54767:'>&01&D$ H5&$ 630L7L&0$ &U6'5<7L:>&01&$ 630$ &'$ 630127I5]&01&$ <70$
630L7L72$1:>I7Z0$630$&'$3123$G23B&07132D$<7&>G2&$H5&$G236&4:$630<7B0:2$:'$>&03<$50$M7T3A$

IA =:<:43_:$]$03$<&G:2:43_:$'&B:'>&01&$65]3$680]5B&$03$3I17&0&$2&01:<$<5G&2732&<$:$#A/!!$&523<$
:05:'&<D$&U6'574:<$':<$&U&01:<A$

6A E715:6780$ Q:>7'7:2$ 47<1701:$ 4&$ ':<$ 43<$ :01&2732&<$ ?<3'1&23<$ <70$ M7T3<D$ 6:<:43<$ 65]3$ 680]5B&$
3I17&0&$2&01:<$<5G&2732&<$:$#A/!!$&523<$:05:'&<D$&16AC$3$&'$630127I5]&01&$03$H57&2&$>:07Q&<1:2$
<5$<715:6780A$

Vacaciones  
N:$B&<1780$4&$L:6:6730&<$&<1V$G'&0:>&01&$701&B2:4:$&0$&'$E+%A$N3<$:<G&613<$H5&$<&$17&0&0$&0$65&01:$G:2:$
&<1:$B&<1780$<30$'3<$<7B57&01&<R$

#A =30123'$4&$'3<$4f:<$4&$L:6:6730&<$4&L&0B:43<$G32$&'$12:I:T:432A$

jA =30123'$4&$'3<$4f:<$4&$L:6:6730&<$47<Q251:43<$G32$&'$12:I:T:432A$

-A N7H574:6780$4&$'3<$4f:<$03$47<Q251:43<$&0$6:<3$4&$Q70:'7J:6780$4&'$63012:13$?(8>70:$Q707H5713CA$

.A %2:1:>7&013$4&$<:':273$&<G&67:'$452:01&$'3<$4f:<$4&$L:6:6730&<A$

N3<$Q76M&23<$70L3'562:43<$&0$&<1:$B&<1780$<30$'3<$<7B57&01&<R$

!  K&2<30:'$_$K2&08>70:R$:'$7012345672$':$G2&08>70:$4&$50$12:I:T:432D$6:4:$6306&G13$4&I&$2&Q'&T:2$
':$6:0174:4$4&$L&6&<$H5&$<&$63I2:2V$476M3$6306&G13$:$'3$':2B3$4&$50$:c3A$%343<$'3<$6306&G13<$
G5&4&0$<&2$6:'7Q76:43<$G:2:$H5&$<&:0$G2322:1&:43<$<&BY0$'3<$4f:<$4&$L:6:6730&<$47<Q251:43<$&0$
&'$G&2f343$4&$'7H574:6780$4&$6:4:$08>70:A$E7$&'$6306&G13$&<$6:'7Q76:43$63>3$aK:B:2$<7&>G2&a$03$
<&$L&2V$:Q&61:43$G32$':<$L:6:6730&<A$

!  +0674&067:<R$62&:2$50:$05&L:$+0674&067:$4&$17G3$am:6:6730&<aA$

!  (8>70:R$:$G:2172$4&$':$&U7<1&067:$4&$50:$70674&067:$G32$L:6:6730&<D$':$08>70:$2&Q'&T:2V$&'$0v$4&$
4f:<$ 4&$ L:6:6730&<$ 47<Q251:43<$ &0$ &'$ G&2f343$ 4&$ '7H574:6780$ 4&$ &<:$ 08>70:A$ N3<$ 6306&G13<$
2&127I517L3<$2&<G304&2V0D$<&BY0$<5$6:'7Q76:6780D$:$476M3<$4f:<A$

!  K&2<30:'$_$K:B:<R$&0$&<1&$Q76M&23$<&$2&Q'&T:0$6:4:$4&L&0B3$4&$4f:<$4&$L:6:6730&<$:<f$63>3$&'$
47<Q251&$4&$&<3<$4f:<A$S&'$<:'43$2&<5'1:01&$&'$E+%$6:'65':$&'$7>G321&$4&'$Q707H5713$&0$6:<3$4&$Q70$
4&$63012:13A$

E&$4&I&$1&0&2$>5]$&0$65&01:$':$6:'7Q76:6780$4&$'3<$=b(=XK%bE$FX%F+;W%+mbE$&0$65:013$:'$:<G&613$4&$
L:6:6730&<A$K:2:$&''3$03$3'L74&$630123':2$&'$G:B3$452:01&$':<$L:6:6730&<$4&R$

#A N3<$=b(=XK%bE$FX%F+;W%+mbE$&0$k$N+E%,E$R$(b*+(,E$lA$

jA N:$K2&08>70:$&U7<1&01&$&0$6:4:$G5&<13$4&$12:I:T3$&0$'3<$&0$k$N+E%,E$R$(b*+(,E$R$=b(mX(+bE$
=bNX=%+mbE$lA$

-A N:$K2&08>70:$4&$6:4:$12:I:T:432A$



$ $ =306&G13<$: $706'572$&0$': $(8>70: $

%&'&()*+(, $ j- $

.A N:$6:'7Q76:6780$4&$'3<$M:I&2&<$&0$6:4:$08>70:A$



$ $ F&B7<123$] $=301:I7'7J:6780$

%&'&()*+(, $ j. $

Registro y Contabilización 
=30$&'$E+%$G342V$2&B7<12:2$]$6301:I7'7J:2$08>70:<A$X'$3IT&13$4&$&<1&$2&B7<123$&<R$

jA K&2>7172$50$630123'$7047L745:'7J:43$4&$2&01:<$]$2&1&06730&<$G32$12:I:T:432A$

-A ,513>:17J:2$ ':$7>G51:6780$4&$1343<$ '3<$63<1&<$:<367:43<$:$50:$08>70:R$:4&>V<$4&$':$G23G7:$
08>70:D$<5$G2322:1:$4&$G:B:$&U12:$]$&'$63<1&$4&$':$E&B5274:4$E367:'A$

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

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

472&61:>&01&$&0$':$&>G2&<:$&0$5<3C$R$K&<1:c:$=5&01:<lA$

X0$ &<1:$ L&01:0:$ 4&Q7072&>3<$ ':<$ 65&01:<$ H5&D$ G32$ 4&Q&613D$ H5&2&>3<$ H5&$ E+%$ 517'76&$ &0$ &'$
>3>&013$4&$6301:I7'7J:2$':<$08>70:<$4&$Q32>:$:513>V176:R$$

IA =3<1&$?9.!CD$$

6A =3<1&$4&$':$EE$?9.jCD$$

4A +>G321&$:4&54:43$:$':$E&B5274:4$E367:'$?.[9CD$$

&A ,01767G3<$?.9!C$2&:'7J:43<$<3I2&$':<$08>70:<$

QA S&L&0B3$4&$':$G:B:$&U12:$?2&63>&04:>3<$&'$5<3$4&$':$65&01:$.9/#CA$

BA W0$G363$>V<$:I:T3D$&063012:>3<$':$65&01:$2&Q&274:$:$':<$2&1&06730&<$G2:6176:4:<$?.[/#CA$

MA S&<4&$%&'&B&<1780$2&63>&04:>3<$65>G'7>&01:2$134:$&<1:$L&01:0:A$

jA k\X(XF,NXE$R$X*KFXE,$R$K&<1:c:$\&0&2:'&<$R$K2&Q&2&067:<$X>G2&<:l$

N:<$G2&Q&2&067:<$65]:$05>&2:6780$&>G7&J:$G32$!.$M:6&0$2&Q&2&067:$:'$ :<5013$':I32:'A$!.!-$ ]$
!.!9$<30$':<$H5&$03<$701&2&<:0$&0$&<1&$6:<3R$

:A E7$ G30&>3<$ &0$ L&24&$ ':$ G2&Q&2&067:$ a!.!-R$ =5&01:<$ 6301:I'&<$ 4&$ :01767G3<_63<1&$ 4&$
G&2<30:'aD$:'$6301:I7'7J:2$':<$08>70:<$G32$&<1&$>845'3$1:013$&'$B:<13$4&$G&2<30:'$63>3$':$
65&01:$:62&&432:$4&$':$08>70:$<&$7>G51:2V0$:$65&01:<$47Q&2&067:4:<$4&$6:4:$12:I:T:432A$

IA N:$ 3G6780$ a!.!9R$ m&067>7&013<$ :513>V1763<$ &0$ Q:6152:<$ _$ 08>70:<a$ 7>G'76:D$ <7$ &<1V$ &0$
L&24&D$ H5&$ :'$ 630Q72>:2$ ':$08>70:$ 7012345674:$ <&$ B&0&2:2V$ 4&$ Q32>:$ :513>V176:$ 50$
L&067>7&013$G32$&'$'fH5743$4&$':$>7<>:A$

6A W0:$ L&J$ &<1:I'&674:<$ &<1:$ 65&<1730&<$ G236&4&>3<$ :'$ 2&B7<123$ ]$ 6301:I7'7J:6780A$ E7&>G2&$
47<170B57>3<$ &012&$ &<13<$ 43<$ 1Z2>703<$ G:2:$ H5&$ 03<$ H5&4&$ 6':23$ H5&$ <30$ 43<$2&B7<123<$
47Q&2&01&<$ ]D$ &0$ 630<&65&067:D$ &'$ >347Q76:2$ 503$ 4&$ &''3<$ 7>G'76:2V$ 0&6&<:27:>&01&$ ':$
>347Q76:6780$4&'$3123A$

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

Registrar una Nómina 

N&<$>3<12:>3<$'3<$6:>G3<$:$2&''&0:2$630$50$&T&>G'3R$

:A h&6M:<$4&'$G&2f343$4&$':$08>70:R$S&'$!#_!j_!"$:'$je_!j_!"A$

IA h&6M:$4&'$G:B3$4&$':$03>70:$?Q&6M:$4&$':$G:21&$70Q&2732D$4304&$G30&$aF&67IfaCR$j._!j_!"$



$ $ F&B7<123$] $=301:I7'7J:6780$

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

6A S&L&0B3<R$#A.-jD!!$X52A$

4A +FKh$S70&2:273<R$&'$G27>&2$6:>G3$M:6&$2&Q&2&067:$:$':$I:<&$?#Aj-jD!!$X52CA$X'$<&B5043$6:>G3D$:'$
17G3$#-D.9yA$X'$1&26&23D$:$ ':$6531:R$<&$6:'65':$ :513>V176:>&01&$50:$L&J$70123456743<$ '3<$43<$
4:13<$:01&2732&<A$

&A +FKh$X<G&67&R$&'$G27>&2$6:>G3$M:6&$2&Q&2&067:$:$':$I:<&$4&$&<1&$17G3$4&$2&>50&2:6780$?j!!D!!$
X52CA$N:$6531:$<&$6:'65':$<&BY0$&'$G326&01:T&$70123456743$:01&2732>&01&A$

QA =531:$EER$':$4&<6301:4:$:'$12:I:T:432$?"-D#[$X52CA$

BA ,01767G3<R$&0$<5$6:<3D$<7$'3<$M5I7&2:A$

MA %31:'$S&4566730&<R$&<$50$6:>G3$6:'65':43$G32$&'$G23G73$E+%A$X<$':$<5>:$4&$'3<$65:123$6:>G3<$
:0 1&2732&<A$

7A NfH5743R$&<$50$6:>G3$6:'65':43$G32$&'$G23G73$E+%$:$>&474:$H5&$<&$L:0$701234567&043$'3<$4:13<A$

TA K:B:$ &U12:R$ M:6&$ 2&Q&2&067:$ :$ ':$ G:B:$ &U12:$ 4&L&0B:4:$ G32$ &'$ 12:I:T:432$ &0$ &'$ G&2f343$
630<74&2:43A$ E7&>G2&$ :G:2&6&$ &0$ &'$ 4365>&013$ 08>70:$ G5&<13$ H5&$ &<$50$ 4:13$ H5&$ Q32>:$
G:21&$4&$':$I:<&$4&$6317J:6780$4&'$12:I:T:432A$X<$&'$7>G321&$H5&$<&$4&L&0B:$>&0<5:'>&01&$G32$
&<1&$ 6306&G13D$ G&23$ H5&$ 03$ <&$ G:B:$ :'$ 12:I:T:432$ M:<1:$ ':$ Q&6M:$ :6324:4:$ &0$ 630L&073D$
B&0&2:'>&01&$T5'73$]$4767&>I2&A$K32$&T&>G'3$aG:B:$&U12:$4&L&0B:4:R$j99D9[$X52aA$E&$1&042V$&0$
65&01:$H5&$<7$':<$G2322:1:<$<&$G:B:0$>&0<5:'>&01&D$03$&<$0&6&<:273$65>G'7>&01:2$&<1&$6:>G3$
G5&<13$H5&$<5$7>G321&$]:$&<1V$70632G32:43$&0$aS&L&0B3<aA$

zA EE$&>G2&<:$?9#9D9!$X52ACR$&'$7>G321&$H5&$6:4:$12:I:T:432$65&<1:$:$':$&>G2&<:$>&0<5:'>&01&$
G32$&<1&$6306&G13A$X<$50$7>G321&$H5&$03$:G:2&6&$&0$':$08>70:$G23G7:>&01&D$:50H5&$<&$G5&4&$
&<17>:2$&013203$:$50$-/y$4&$':$I:<&$2&B5':432:A$X<1&$4:13$<5&'&$<&2$Q:67'71:43$G32$':$:<&<32f:$
H5&$&':I32:$':<$08>70:<A$

'A %31:'$=3<1&R$3Q2&6&$&'$4:13$6:'65':43$?131:'$4&L&0B3$`$K:B:$XU12:$`$EE$X>G2&<:CA$

>A g32:<$%2:I:T:4:<R$&<$50$4:13$>&2:>&01&$70Q32>:17L3A$E7$'3$4&<&:$G5&4&$65>G'7>&01:2'3D$G&23$
03$&<$7>G2&<67047I'&A$

Ajuste de Bruto, Líquido o Coste total 

W0:$L&J$&':I32:4:$50:$08>70:$G5&4&D$4&$>:0&2:$131:'>&01&$:513>V176:D$:T5<1:2$&'$I2513D$&'$'fH5743$3$
&'$63<1&$131:'$4&$476M:$08>70:$:$50:$6:0174:4$63062&1:A$

X'$G236&47>7&013$:61Y:$>347Q76:043$503$4&$'3<$6306&G13<$2&127I517L3<$4&$':$08>70:A$X<1&$6306&G13$M:$
4&$<&2$<&'&66730:43$:01&<$4&$70767:2$&'$G236&47>7&013A$

#A F&B7<12&$':$08>70:$4&'$12:I:T:432$<7B57&043$'3<$G:<3<$4&$&<1:$E&66780A$

jA E&'&66730&$&'$6306&G13$2&127I517L3$:$>347Q76:2A$

-A ='76$<3I2&$&'$I3180$H5&$70Q32>:$4&'$=3<1&D$S&L&0B3<$3$NfH5743$4&$':$08>70:R$

$

Contabilizar una Nómina 

W0:$L&J$70123456743<$'3<$4:13<$:01&2732&<$G34&>3<$6301:I7'7J:2$':$08>70:D$4&$Q32>:$7047L745:'R$



$ $ F&B7<123$] $=301:I7'7J:6780$

%&'&()*+(, $ j9 $

E70$ <:'72$ 4&$ ':$ L&01:0:$ 4&$ 701234566780$ 4&$ 4:13<D$ G5'<:2$ &'$ I3180$ a=301:I7'7J:2a$ 4&$ ':$ G:21&$ 70Q&2732$
7JH57&24:A$

,M32:$ I7&0D$ <7$ <30$ >56M:<$ ':<$ 08>70:<$ :$ 6301:I7'7J:2$ 1:>I7Z0$ <&$ G5&4&$ 2&:'7J:2$ &<1&$ G236&<3$ a&0$
I'3H5&aR$

W0:$ L&J$ 2&B7<12:4:$ ':$ 08>70:$ :01&2732D$ 630Qf2>&':A$ E+%$ '&$ G&472V$ '3<$ 4:13<$ 4&$ 50:$ 05&L:$ 08>70:$
<56&<7L:>&01&$ M:<1:$ H5&$ ':<$ 2&B7<12&$ 134:<A$ =5:043$ E+%$ '&$ G74:$ 4:13<$ 4&$ 50:$ 05&L:$ ]$ 03$ H57&2:$
7012345672$>V<D$G5'<&$&'$I3180$6:06&':2$?q$23T:$4&$':$G:21&$70Q&2732$4&2&6M:CD$3$I7&0$517'76&$&0$&'$1&6':43R$
=3>:043`G5013$?&0$*:6CD$3$=30123'`G5013$?&0$r7043@<CA$

,M32:D$&0$':$L&01:0:$a(8>70:<aD$G342V$L&2$134:<$':<$08>70:<$H5&$17&0&$2&B7<12:4:<R$$

:A &0$<DIDD$':<$G&047&01&$4&$6301:I7'7J:2{$$

IA &0$;+L1DD$':<$]:$6301:I7'7J:4:<A$$

X0$&'$4&<G'&B:I'&$70Q&2732$G342V$I5<6:2$<8'3$':<$03$6301:I7'7J:4:<$?X<1:43R$G&047&01&CA$E&'&66730&$':<$H5&$
4&<&&$6301:I7'7J:2$]$G5'<&$&'$I3180$a=301:I7'7J:2a$4&$':$G:21&$70Q&2732$4&2&6M:A$=b(h+F*,FA$

%&0B:$&0$65&01:$H5&D$&0$&<1&$G236&<3D$6:4:$08>70:$<&$6301:I7'7J:2V$&0$ ':$ah&6M:$g:<1:aD$&<$4&672D$':$
Q&6M:$4&'$Y'17>3$4f:$4&$':$08>70:A$

E7$ ':<$ 08>70:<$ <30$ 7B5:'&<$ 1343<$ '3<$ >&<&<D$ G5&4&0$ 45G'76:2<&$ '3<$ 2&B7<123<$ 4&$ 08>70:<$ 4&$ >&<&<$
:01&2732&<R$$

k=b(%,;+N+S,S$R$h+(,(=+XF,$R$()*+(,ElA$S&<1:6:2$'3<$2&B7<123<$:$45G'76:2$]$G5'<:2$&'$I3180$a45G'76:2a$
4&$':$G:21&$70Q&2732$4&2&6M:A$

Imprimir Nóminas 

kN,;bF,N$R$()*+(,El $

X'$ >34&'3$ 4&$ 08>70:$ 7>G2&<3$ G32$ ':$ :G'76:6780$ &<1V$ 4&I74:>&01&$ :51327J:43$ G32$ &'$ 32B:07<>3<$
63>G&1&01&$G32$'3$H5&$<5$5<3$&<$131:'>&01&$630Q32>&$:$':$'&]$':I32:'A$

E+%$ '&$ 3Q2&6&$ :<7>7<>3$ 50:$ L:27:01&$ 4&03>70:4:$ ah:6152:aA$ ,50H5&$ ':$ &<1256152:$ '&B:'$ 4&'$ >34&'3$
ah:6152:a$ &<$ &U:61:>&01&$ 7B5:'$ :'$ 4&$ (8>70:D$ &'$ 4365>&013$ 7>G2&<3$ <&$ :<&>&T:$ :$ 50:$ h:6152:$
=3>&267:'$]$&<1V$G2&G:2:43$G:2:$<&2$&0L7:43$G32$6322&3$&0$<3I2&$630$L&01:0:A$

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

jA X'7T:$':$3G6780$a(3>70:<a$]$':$<&'&66780$H5&$4&<&&$?<7$:01&<$4&$M:6&2$6'76$&0$+*KF+*+F$<&$M:0$
<&'&66730:43$:'B50:<$08>70:<D$&'$G23B2:>:$<5B7&2&$':$<&'&66780$:$7>G27>72CA$$

-A ,6&G1:2A$

XU7<1&$50:$G2&<&'&66780$4&'$>34&'3$4&$08>70:$4&<&:43$G:2:$6:4:$&>G2&<:$&0$':$h76M:$4&$X>G2&<:A$(3$
3I<1:01&D$&'$5<5:273$G5&4&$<&'&66730:2$&'$>34&'3$7>G2&<3$&0$&'$Y'17>3$>3>&013$6:4:$L&J$H5&$7>G27>:$
08>70:<A$

X0$:'B503<$6:<3<$]$G32$>317L3<$47L&2<3<D$':$&>G2&<:$4&I&$63>G'&>&01:2$':$08>70:$630$50:$6:0174:4$
L:27:I'&$G:2:$7B5:':2$&'$'fH5743$&Q&617L3$H5&$&'$12:I:T:432$G&267I&A$

X0$ &<1&$ 6:<3D$ ':$ 6:0174:4$ 'fH574:$ :$ G&267I72$ 6:4:$ >&<$ 4&I&$ <&2$ 7012345674:$ &0$ &'$ 63012:13$ :617L3$ 4&'$
12:I:T:432A$ K3<1&2732>&01&D$ &0$ 6:4:$ 08>70:$ 4&$ 476M3$ 12:I:T:432D$ E+%$ 6:'65':2V$ ':$ 47Q&2&067:$ &012&$ &'$
'fH5743$ 4&$ ':$ 08>70:$ ]$ &'$ 'fH5743$ :$ G&267I72A$ S76M:$ 6:0174:4$ G5&4&$ <&2$ 630<5'1:4:$ _$ >347Q76:4:$ &0$ &'$
I3180$=b*KNX*X(%b$4&$':$08>70:A$

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

jA X'7T:$':$3G6780$a=3>G'&>&013<a$]$':$<&'&66780$H5&$4&<&&$?<7$:01&<$4&$M:6&2$6'76$&0$+*KF+*+F$<&$
M:0$<&'&66730:43$:'B50:<$08>70:<D$&'$G23B2:>:$<5B7&2&$':$<&'&66780$:$7>G27>72CA$,6&G1:2A$

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



$ $ F&B7<123$] $=301:I7'7J:6780$

%&'&()*+(, $ j[ $

Orden de Transferencias Bancarias 

E+%$ 7>G27>&$ 50$ 4365>&013$ 4&$ b24&0$ 4&$ %2:0<Q&2&067:<$ ;:06:27:<$ G:2:$ &'$ :I303$ 4&$ ':<$ 08>70:<A$ E&$
7>G27>&$50$4365>&013$G:2:$6:4:$6&0123$4&$12:I:T3$4&$':$&>G2&<:A$

Procedimiento 
#A +012345J6:$&0$':$Q76M:$4&$G&2<30:'$?G&<1:c:$K,\bEC$1343<$'3<$4:13<$H5&$<&$<3'7671:0R$Q32>:$4&$

G:B3D$65&01:$I:06:27:$:$ ':$H5&$<&$4&<&:0$M:6&2$':<$12:0<Q&2&067:<$]$0Y>&23$4&$G&26&G132A$X'$
4:13$ (v$ KXF=XK%bF$ 4&$ ':$ Q76M:$ 4&$ G&2<30:'$ &<$ 50$ 05>&23$ H5&$ :'B503<$ I:063<$ G74&0$ G:2:$
:513>:17J:2$ <5$ G236&<3$ 4&$ 12:0<Q&2&067:A$ X'$ E+%$ <5B7&2&$ &'$ >7<>3$ 0Y>&23$ 4&$ ':$ 65&01:$ 4&$
K&2<30:'D$G&23$G5&4&$>347Q76:2'3A$

jA X0$k\X(XF,NXE$R$X*KFXE,E$R$=WX(%,El$4&I&$7012345672$':$65&01:$I:06:27:$H5&$':$&>G2&<:$L:$:$
5<:2$63>3$65&01:$4&$G:B3<A$K2&L7:>&01&D$&0$k=WX(%,E$R$;,(=bEl$M:$4&$7012345672$':$65&01:$
I:06:27:$ H5&$ L:$ :$ 5<:2$ 63>3$ 65&01:$ 4&$ G:B3<A$ S&I&$ 65>G'7>&01:2$ 0&6&<:27:>&01&$ ':<$
G&<1:c:<$=b(%,;NX$?7012345J6:$&'$===$4&<4&$&'$H5&$L:$:$2&:'7J:2$':$12:0<Q&2&067:C$]$':$G&<1:c:$
;,(=bE$4304&$4&I&$7012345672$&'$<5Q7T3$4&'$65:4&203$-.$H5&$<5$I:063$M:$4&$Q:67'71:2'&$?&<$50$
6847B3$4&$50$<8'3$4fB713CA$

-A X0$kN+E%,E$R$=b(%,;+N+S,S$R$bQ7670:<$;:06:27:<l$4&I&$7012345672$':$4&<627G6780$4&'$;:063D$:<f$
63>3$4&$<5<$3Q7670:<A$

.A ,<&BY2&<&$ H5&$ &'$ G&2<30:'$ 17&0&$ :<7B0:43$ 50$ 6&0123$ 4&$ 12:I:T3$ ]$ H5&$ Z<1&D$ :$ <5$ L&JD$ 17&0&$
7012345674:$':$65&01:$4&$I:063$4&$':$&>G2&<:$4&<4&$':$65V'$<&$4&I&0$M:6&2$':<$12:0<Q&2&067:<A$

/A ,66&4:$:$kN,;bF,N$R$(b*+(,ElA$

9A ='76$&0$&'$I3180$+*KF+*+FA$

[A X'7T:$ ':$ 3G6780$ ab24&0$ 4&$ %2:0<Q&2&067:<a$ ]$ ':$ <&'&66780$ H5&$ 4&<&&$ ?<7$ :01&<$ 4&$ M:6&2$ 6'76$ &0$
+*KF+*+F$<&$M:0$<&'&66730:43$:'B50:<$08>70:<D$&'$G23B2:>:$<5B7&2&$':$<&'&66780$:$7>G27>72CA$

=3>3$3G6780$:$&<1&$G236&<3D$<&$G5&4&$B&0&2:2$50$Q76M&23$&0$Q32>:13$=E;$-.$G:2:$:513>:17J:2$&'$G:B3$
4&$':<$08>70:<R$

Generar la Transferencia (cuaderno 34) 
+2$ :$ k=b(%,;+N+S,S$ h+(,(=+XF,$ R$ mX(=+*+X(%bE$ SX$ K,\blA$ X0$ &'$ 4&<G'&B:I'&$ 70Q&2732$ ab27B&0a$
<&'&66730&$ a(8>70:<a$ ]$ :G:2&6&2V0$ <8'3$ '3<$ L&067>7&013<$ 65]3$ 327B&0$ <30$ ':<$ 08>70:<A$ E&'&66730&$
1:>I7Z0R$aK&047&01&<aA$

E&'&66730&$ ':<$ 08>70:<$ H5&$ 4&<&:$ G:B:2R$ :<&BY2&<&$ 4&$ H5&$ 134:<$ &'':<$ 17&0&0$ 63>3$ >&473$ 4&$ G:B3$
?*AK:B3$&0$&'$4&<G'&B:I'&$70Q&2732C$a%2:0<Q&2&067:a$ ]$4&$H5&$1343<$ '3<$12:I:T:432&<$ :Q&61:43<$17&0&0$
:<7B0:43<$'3<$j!$4fB713<$6322&<G3047&01&<$:$'3<$===$4&$6:4:$503$4&$&''3<$?G5&4&$M:6&2$50:$7>G2&<780$4&$
50$'7<1:43$4&$L&067>7&013<$4&$'3<$<&'&66730:43<$4304&$G342V$L&27Q76:2'3<CA$

W0:$L&J$<&'&66730:43<$'3<$L&067>7&013<$G5'<&$&'$I3180$aX>7172$G:B3aA$X'$E+%$'&$G2&B501:2V$':$Q&6M:$4&$
&Q&613$4&$ ':$324&0$4&$12:0<Q&2&067:R$701234YJ6:':A$ ,M32:$ '&$G&472V$&'$Q32>:13$>&47:01&$&'$65V'$4&<&:$
G:B:2$ ':<$ 08>70:<R$ <&'&66730&$ ah76M&23$ =E;-.aA$ ,M32:$ 4&I&$ &'&B72$ &'$ 4&<1703$ 4&'$ Q76M&23$ H5&$ <&$ &<1V$
62&:043D$<&'&66780&'3$]$4Z$03>I2&$:'$Q76M&23$?G32$&T&>G'3$=E;-.$%h$(*$>&<_:c3CA$+0>&47:1:>&01&$<&$
7>G27>72V$50$'7<1:43$630$&'$6301&0743$4&'$Q76M&23$&0$65&<1780A$$

K32$Y'17>3D$&'7T:$>:26:2$'3<$L&067>7&013<$63>3$G:B:43<$3$03A$F&65&24&$H5&$&<13$Y'17>3$03$7>G'76:$':$
6301:I7'7J:6780$4&$'3<$>7<>3<$1:0$<8'3$50$6:>I73$4&$&<1:43A$

W0:$L&J$&0L7:43$&'$Q76M&23$:$12:LZ<$4&$':$GVB70:$r&I$4&$<5$I:063D$2&65&24&$H5&$M:$4&$G236&4&2$:$ ':$
6301:I7'7J:6780$ 4&'$ G:B3A$ K342V$ M:6&2'3$ 4&<4&$ ':$ >7<>:$ G:01:'':$ 4&$ L&067>7&013<$ 4&$ G:B3R$ I3180$
O=301:I7'7J:2P$3$I7&0$4&<4&$k=b(%,;+N+S,S$h+(,(=+XF,$R$,E+X(%bE$R$K,\,F$()*+(,ElA $



$ $ F&B7<123$] $=301:I7'7J:6780$

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

Creaci—n autom‡tica de N—minas  
k\X(XF,NXE$R$W%+N+S,SXE$R$(b*+(,E$R$\&0&2:2$(8>70:<lA$

X<1&$>343$4&$B&0&2:6780$4&$(8>70:<$&<1V$2&63>&04:43$G:2:$65:043$1343<$'3<$Q76M&23<$4&$E+%$&<1V0$
6322&61:>&01&$:615:'7J:43<R$S:13<$4&$K&2<30:'D$=3012:13<D$K2&08>70:<D$&16A$

g:]$H5&$1&0&2$&0$65&01:$H5&$':$&':I32:6780$4&$08>70:<$&<$50$G236&47>7&013$47Qf67'>&01&$:513>:17J:I'&$
G32$ 63>G'&13A$ E7&>G2&$ &<$ 2&63>&04:I'&D$ 50:$ L&J$ B&0&2:4:<$ ':<$ 08>70:<$ 4&$ >:0&2:$ :513>V176:D$
2&L7<:2':<$?&0$':$G23G7:$G:01:'':$3$50:$L&J$7>G2&<:<CA$

,M32:$I7&0D$<7$&'$5<5:273$&<$&U12&>:4:>&01&$6574:43<3$]$452:01&$<5$Q:<&$70767:'$4&$12:I:T3$>:05:'$630$
':$ :G'76:6780D$ 63227B&$ ]$ >:017&0&$ :615:'7J:43<$ 1343<$ '3<$ 4:13<$ 4&$ ':$ :G'76:6780D$ 630<&B572V$ 630$ &'$
G236&47>7&013$,513>V1763$50$:'13$f0476&$4&$:67&213A$

Eliminar N—minas  
kN,;bF,N$R$(b*+(,El$

=5:'H57&2$ 3G&2:6780$ 4&$ &'7>70:6780$ 4&$ 4365>&013<$ 630''&L:$ 50$ 27&<B3$ 7>G'f6713$ 4&$ GZ2474:$ 4&$
70Q32>:6780A$ X'$ 5<5:273$ 4&I&$ :<&B52:2<&D$ :01&<$ 4&$ &'7>70:2$ :'BY0$ 2&B7<123D$ 4&$ H5&$ 13>:$ 134:<$ ':<$
>&474:<$4&$<&B5274:4$H5&$G231&T:0$':$70Q32>:6780$4&$65:'H57&2$27&<B3A$

X'$E+%$&<1V$G23B2:>:43$G:2:$H5&$&'$5<5:273$G5&4:$&'7>70:2$65:01:$70Q32>:6780$H57&2:A$X'$G23B2:>:$1:0$
<3'3$G&472V$630Q72>:6780$G2&L7:>&01&$G:2:$'3B2:2$50$>VU7>3$07L&'$4&$<&B5274:4A$(3$3I<1:01&D$<7&>G2&$
H5&$L:]:$:$G236&4&2$:$':$&'7>70:6780$4&$4365>&013<$1&0B:$&0$65&01:$'3<$<7B57&01&<$:<G&613<R$

#A ,<&BY2&<&$4&$2&:'7J:2$':$<&'&66780$6322&61:$4&$'3<$2&B7<123<$H5&$H57&2&$&'7>70:2A$

jA E7$':$&'7>70:6780$<&$L:$:$2&:'7J:2$<3I2&$50$B2:0$B25G3$4&$2&B7<123<D$M:B:$G2&L7:>&01&$50:$63G7:$
4&$<&B5274:4$4&$<5$h+=gXFb$SX$S,%bEA$

-A N&:$:1&01:>&01&$'3<$>&0<:T&<$4&$<&B5274:4$H5&$'&$>5&<12&$E+%A$

,$ 6301705:6780D$ <71Y&<&$ &0$ ':$ L&01:0:$ 4&$ 08>70:<$ ]$ <&'&66730&$ ':<$ 08>70:<$ :$ &'7>70:2A$ ='76$ &0$ ':$
G:G&'&2:A$X'$E+%$G&472V$630Q72>:6780$G:2:$':$&'7>70:6780$4&$':<$08>70:<$<&'&66730:4:<A$

X0$ ':$ &'7>70:6780$ 4&$ ':$ 08>70:$ H5&4:0$ I322:43<$ 6:4:$ 503$ 4&$ '3<$ M:I&2&<$ 4&$ ':$ 08>70:$ ]$ <30$
:615:'7J:43<$'3<$:65>5':43<$4&'$12:I:T:432$6322&<G3047&01&A$

Finiquitos  
X'$G236&47>7&013$4&$h707H5713$4&$50$63012:13$630<7<1&$&0$&'$6V'65'3$&$70632G32:6780$:$':$08>70:$4&$'3<$
M:I&2&<$G&047&01&<$H5&$6322&<G304&0$:$L:6:6730&<$03$47<Q251:4:<$]$K:B:<$XU12:$4&L&0B:4:<$G&23$03$
63I2:4:<A$

X'$6V'65'3$4&$&<1:<$6:0174:4&<$<&$M:6&$<&BY0$'3<$4:13<$4&$K:B:<$H5&$:G:2&6&$&0$':$Q76M:$4&$G&2<30:'D$G32$
'3$H5&$&<$2&63>&04:I'&$':$2&L7<780$4&$476M3$Q76M&23$:01&<$4&$G236&4&2$:$50$Q707H5713A$

N3<$ 6306&G13<$ 2&127I517L3<$ 517'7J:43<$ G:2:$ ':$ 70632G32:6780$ :$ ':$ 08>70:$ 4&'$ Q707H5713$ <30$'3<$ H5&$
:G:2&6&0$&0$':$Q76M:$4&$':$X>G2&<:R$

#A F&L7<&$&'$Q76M&23$4&$K:B:<$4&'$12:I:T:432$

jA \&0&2&$ ':$ 08>70:$ 4&'$ 12:I:T:432A$ X'$ G23B2:>:$ '&$ :L7<:2V$ 4&$ H5&$ &'$ 63012:13$ :617L3$ 4&'$
12:I:T:432$L&06&$:01&<$4&$':$Q&6M:$Q70:'$4&$':$08>70:$]$2&6:'65':2V$&<1:$<&BY0$&<:$Q&6M:A$

-A ='76$<3I2&$&'$I3180$Q707H5713A$

Elaboración del Finiquito 

kN,;bF,N$R$()*+(,E$R$(WXm,lA$



$ $ F&B7<123$] $=301:I7'7J:6780$

%&'&()*+(, $ j" $

#A +012345672$&'$G&2f343$H5&$63>G2&04&$&'$Q707H5713D$<70$1&0&2$&0$65&01:$ '3<$4f:<$4&$L:6:6730&<$
H5&D$&0$<5$6:<3D$G547&2:0$&<1:2$G&047&01&<$4&$47<Q251:2$ ]$65]:$2&127I56780$&<1V$<5T&1:$ :$50:$
6317J:6780$H5&$<&$'7H574:$63>G'&>&01:27:>&01&A$

jA +012345672$&'$6847B3$4&'$12:I:T:432A$E7$<&$4&<63036&D$G5&4&$7012345672$&'$03>I2&$3$503$4&$'3<$
:G&''743<$&0$&'$6:>G3$6322&<G3047&01&$?<7$&0$':$I:<&$4&$4:13<$E+%$&065&012:$L:273<$7B5:'&<$E+%$'&$
3Q2&6&2V$50:$'7<1:$&0$':$H5&$G342V$<&'&66730:2$:'$12:I:T:432$4&<&:43CA$

K&<1:c:$aX=b()*+=bEaR$

!  ,G:2&6&2V0$ '3<$ 4:13<$ &6308>763<$ 6322&<G3047&01&<$ :$ ':$ 08>70:$ M:I715:'$ 4&'$ 12:I:T:432$
G2322:1&:43<D$&0$<5$6:<3D$:$'3<$4f:<$:$'3<$H5&$<&$2&Q7&2&$':$08>70:_'7H574:6780A$

!  ='76$&0$ah707H5713aR$N3<$4:13<$H5&$:M32:$<&$70123456&0$?G:B:<$&U12:<$]$L:6:6730&<C$G236&4&0$4&$
':$ Q76M:$ 4&'$ 12:I:T:432$ &0$ ':$ G&<1:c:$ aK:B:<a$ kN,;bF,N$ R$ KXFEb(,Nl$ 4304&$ <&$ M:0$ 743$
:65>5':043$ '3<$ 4&L&0B3<$ 4&$ L:6:6730&<$ ]$ G:B:<$ &U12:<$ 6:4:$ L&J$ H5&$ <&$M:$ 2&:'7J:43$ 50:$
08>70:A$

!  bI<Z2L&<&$ H5&$ '3<$ 6:>G3<$ F&>50&2:6780D$ K:B:<$ XU12:<$ ]$ ;:<&$ =317J:I'&$ M:6&0$ 2&Q&2&067:$ :$
1343<$ '3<$ 6306&G13<$ 6317J:I'&<$ &U6&G13$ L:6:6730&<D$ H5&$ <&2V0$ 3IT&13$ 4&$ 6317J:6780$
704&G&047&01&$63>3$>V<$:4&':01&$<&$&UG'76:A$

K&<1:c:$a=b%+|,=+)(aR$

!  m:6:6730&<$03$47<Q251:4:<R$+012345J6:$&'$G&2f343$4&$6317J:6780$6322&<G3047&01&$:$ '3<$4f:<$4&$
L:6:6730&<$H5&$03$<&$M:0$47<Q251:43R$

!  E71Y&$&'$1:I5':432$&0$&'$6:>G3$aS&<4&a$&$7012345J6:$':$Q&6M:$4&<4&$':$H5&$<&$M:$4&$2&:'7J:2$':$
6317J:6780$4&$L:6:6730&<A$X<$&'$4f:$<7B57&01&$:'$4&$ ':$Q70:'7J:6780$4&$ ':$2&':6780$ ':I32:'$?Q&6M:$
aM:<1:a$4&$':$6:I&6&2:$4&$':$08>70:CA$

!  =30$&'$1:I5':432$4&<G'V6&<&$:'$6:>G3$<7B57&01&$ag:<1:a$&$7012345J6:$':$Q&6M:$&0$':$H5&$1&2>70:$
1:'$G&27343$L:6:6730:'A$

XT&>G'3R$%2:I:T:432$630$Q&6M:$4&$I:T:$&'$.$4&$03L7&>I2&A$m:6:6730&<$03$47<Q251:4:<R$-$4f:<A$X'$
G&2f343$4&$':$08>70:$<&2V$4&<4&$!#_##_!/$g:<1:$!._##_!/$

X'$G&2f343$m:6:6730&<$03$47<Q251:4:<$<&2VR$S&<4&$!/_##_!/$g:<1:$![_##_!/$

!  K5'<&$&'$1:I5':432R$&'$652<32$<:'1:$:M32:$:$50$05&L3$6:>G3$?;:<&<$4&$6317J:6780D$63'5>0:$%31:'C$
&0$':$>7<>:$'f0&:$H5&$&<$&'$6:>G3$a;:<&$4&$6317J:6780$4&$L:6:6730&<aA$+012345J6:$&'$7>G321&$4&$
':$ 2&127I56780_I:<&$ 4&$ 6317J:6780$ 4&$ L:6:6730&<A$ E7B57&043$ 630$ &'$ 1:I5':432D$ 7012345J6:$ '3<$
17G3<$4&$6317J:6780$6322&<G3047&01&<$:$12:I:T:432$]$&>G2&<:A$g&6M3$&<13D$<&$M:I2V$62&:43D$&0$
':$ G:21&$ 70Q&2732$ 4&$ <5$ G:01:'':D$ 50:$ 'f0&:$ 4&$ 6317J:6780$ 630$ 6':L&$ 4&$ 17G3$ 4&$ '7H574:6780$ 4&$
6531:<$?S&6'AC$!#-A$$

!  =b(h+F*,FA $

(31:R$<&$B&0&2:2V0$43<$'f0&:<$<7$':$6317J:6780$4&$L:6:6730&<$:Q&61:$:$>V<$4&$50$>&<A$

,SmXF%+*bE$,N$WEW,F+b$H5&$&0$':$'f0&:$4&$6317J:6780$4&$L:6:6730&<$?S&6'A$!#-C$B&0&2:4:$&0$
&'$G236&<3$4&$Q707H5713<$G32$'3<$4f:<$4&$L:6:6730&<$03$47<Q251:4:<$(b$<&$17&0&$&0$65&01:$13G&<$
4&$6317J:6780$?07$>VU7>3<$07$>f07>3<C$G32$'3<$4f:<$:$'3<$H5&$<&$2&Q7&2&$':$6317J:6780A$K32$&''3D$&'$
5<5:273$4&I&$2&:'7J:2$&'$6V'65'3$>:05:'>&01&$]D$&0$<5$6:<3D$>347Q76:2$&'$6:>G3$a%31:'a$4&$':$
'f0&:$4&$m:6:6730&<$03$47<Q251:4:<A$%:'$>347Q76:6780$<&$2&Q'&T:2V$:513>V176:>&01&$&0$':$ 'f0&:$
4&$4&6':2:6780$6322&<G3047&01&$4&'$:G:21:43$a=b%+|,=+)(a$4&$&<1:$G&<1:c:A$

Impresión de Finiquitos 

K:2:$':$7>G2&<780$4&'$Q707H5713D$:66&4:$:R$

kN,;bF,N$R$()*+(,ElA$



$ $ F&B7<123$] $=301:I7'7J:6780$

%&'&()*+(, $ -! $

E&'&66730&$':$08>70:$H5&$4&<&:$7>G27>72$63>3$Q707H5713$]$6'76$&0$a+>G27>72aA$$

X'7T:$&0$abG6730&<$4&$7>G2&<780aR$(8>70:<A$X0$&'$4&<G'&B:I'&$H5&$<&$>5&<12:$:$6301705:6780D$<&'&66730&$
ah707H5713a$]$&0$':$G:21&$70Q&2732$4&$':$L&01:0:$7012345J6:$':$Q&6M:$4&$':$3G&2:6780$?E+%$<5B7&2&$':$Q&6M:$
4&$G:B3$630<7B0:4:$&0$':$08>70:$G&23$G5&4&$>347Q76:2':CA$



$ $ +0674&067:<$

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

Incidencias 

ÀQuŽ es una Incid encia?  
E+%$70123456&$50$05&L3$6306&G13$&0$':$630Q&66780$4&$':<$08>70:<A$X<$&'$6306&G13$4&$+0674&067:A$

W03$4&$'3<$B2:04&<$G23I'&>:<$&0$':<$08>70:<$&<$&'$2&456743$17&>G3$H5&$032>:'>&01&$<&$47<G30&$G:2:$
<5$&':I32:6780A$X'$17&>G3$H5&$12:0<6522&$&012&$':$0317Q76:6780$4&$'3<$4:13<$0&6&<:273<$G:2:$<5$630Q&66780$
]$':$Q&6M:$4&$4&L&0B3$&<$>5]$2&456743A$

=30$ E+%$ G34&>3<$ 13>:2$ 031:$ 4&$ ':<$ G3<7I'&<$ L:27:6730&<$ &0$ ':$ 08>70:$ &'$ >7<>3$ 4f:$ &0$ H5&$ &<1:$
L:27:6780$<&$G23456&A$X'$G23B2:>:$<&$&06:2B:2V$4&$>:0&2:$:513>V176:$4&$7012345672$&<:$>347Q76:6780$&0$
&'$>3>&013$3G321503A$

K32$&T&>G'3R$L:6:6730&<D$50:$ I:T:$ ':I32:'D$&'$4&L&0B3$4&$50:$08>70:D$50$ :01767G3$<3I2&$ '3<$<:':273<D$
47&1:<D$&16A$%34:<$&<1:<$<715:6730&<D$H5&$'':>:>3<$a+0674&067:<aD$<&$70123456&0$&0$&'$>3>&013$&0$H5&$
<&$G23456&0$]$:<f$G34&>3<$3'L74:203<$4&$&'':<A$E+%$<&$&06:2B:2VD$:$Q70:'$4&$>&<D$4&$1&0&2':<$&0$65&01:$
&0$':$08>70:$6322&<G3047&01&A$

K32$'3$1:013D$50:$70674&067:$&<$&'$2&Q'&T3$4&$50:$03L&4:4$H5&$<&$70123456&$&0$E+%$&0$&'$>7<>3$>3>&013$
&0$H5&$<&$G23456&D$G:2:$H5&$&'$G23B2:>:$'3$1&0B:$&0$65&01:$:$':$M32:$4&$B&0&2:2$':<$G28U7>:<$08>70:<A$

X'$>Z1343$4&$Q506730:>7&013$4&$':<$70674&067:<$&<$G5&<R$

#A +012345672$':$70674&067:$&0$&'$>7<>3$>3>&013$&0$H5&$<&$G23456&A$

jA X'&B72$&'$%7G3$4&$+0674&067:$<&BY0$':<$672650<1:067:<A$

-A S&1&2>70:2$&'$>&<$&0$65]:$08>70:$4&I&$1&0&2$&Q&613$':$+0674&067:A$

Crear Incidencias  

Dar de Alta una Incidencia 

kN,;bF,N$R$+(=+SX(=+,ElA$$

#A E&'&66730&$&'$a%7G3$4&$+0674&067:a$&0$&'$4&<G'&B:I'&$H5&$&063012:2V$&0$':$G:21&$70Q&2732$4&$':$
L&01:0:A$

jA ='76$&0$a(5&L3a$?3$=*S$_$=%FN$`$(CA$

Incidencias "Horas de trabajo" vinculadas a un pedido de 
cliente 

kN,;bF,N$R$FXKbF%X$SX$gbF,ElA$$

X<1:$3G6780$<8'3$&<1V$47<G307I'&$630$&'$>845'3$4&$h:I276:6780$_$K234566780$XU1&20:$4&'$E+%A$

X'$G236&<3$H5&$4&I&$''&L:2$:$6:I3$G:2:$62&:2$&<1&$17G3$4&$+0674&067:<$&<$&'$<7B57&01&R$

#A ;5<6:2$F&G321&<$4&$g32:<$OK&047&01&<$4&$,'I:2V0PR$

!  E&'&66730:2$ :H5&''3<$ :$ '3<$ H5&$ <&$ 2&05067:$ :$ 62&:2$ :'I:2V0$ ?G:2:$ H5&$ &'$ E+%$ 03$ 2&B7<12&$
G3<1&2732>&01&$&<1:<$70674&067:<CA$

!  ='76$&0$OK236&<3<$,513>V1763<$R$=:06&':2$G:21&<PA$

!  \&0&2:2_,<367:2$ '3<$ :'I:2:0&<$4&$ '3<$G:21&<$H5&$H5&4&0$G32$B&0&2:2$ :'I:2V0$?&<$G3<7I'&$
H5&$&U7<1:0$G:21&<$65]3$:'I:2V0$3$Q:6152:$]:$<&$M:]:0$B&0&2:43CA$

jA ;5<6:2$F&G321&<$4&$g32:<$aK&047&01&<$4&$70674&067:aR$
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!  OK236&<3<$,513>V1763<$R$\&0&2:2$70674&067:PA$

Impr esi—n de Incidencias  
(3$134:<$':<$70674&067:<$<30$<5<6&G17I'&<$4&$B&0&2:2$50$4365>&013$7>G2&<3A$$

E7$&0$':$G:01:'':$4&$701234566780$4&$':$70674&067:<$47<G30&>3<$4&$50$I3180$a7>G2&<32:aD$&01306&<$476M3$
4365>&013$&<1V$47<G307I'&$G:2:$<5$7>G2&<780A$

,<f$>7<>3D$G:2:$7>G27>72$50:$<&27&$4&$4365>&013<$4&$70674&067:<D$G236&4:$4&$':$<7B57&01&$>:0&2:R$

#A S&<4&$':$G:01:'':$4&$<:'74:$4&$+0674&067:<$<&'&66730&$':<$70674&067:<$:$7>G27>72A$,<&BY2&<&$4&$
H5&$134:<$':<$70674&067:<$<30$4&'$>7<>3$%7G3A$

jA ='76$&0$7>G2&<32:A$

Tipos de I ncidencia  

Baja Laboral 

kN,;bF,N$ R$ +(=+SX(=+,ElA$ X0$ &'$ 4&<G'&B:I'&$ 70Q&2732$ <&'&66730:2$ &'$ 17G3$ 4&$ 70674&067:R$ ;:T:$ ':I32:'{$
(5&L:A$

#A +012345J6:$&'$03>I2&$3$6847B3$4&'$12:I:T:432A$

jA E&'&66730&$&'$17G3$4&$I:T:$':I32:'R$W*6",=".8.)0-=Y* A$

-A +012345J6:$&'$G27>&2$4f:$4&$':$I:T:A$

.A E7$'3$63036&D$7012345J6:$&'$4f:$4&'$:'1:A$

/A \&0&2&$':$'7H574:6780$6322&<G3047&01&$:'$>&<$4&$':$08>70:$H5&$4&<&:$2&:'7J:2R$6'76$&0$&'$I3180$
a`a$4&$':$4&2&6M:$4&$':$L&01:0:A$E&$:I272V$50:$05&L:$L&01:0:$4304&$L&2V$&'$4&<B'3<&$4&$4f:<$
H5&$L:$:$<:17<Q:6&2D$&'$G&2f343$4&$I:T:D$':<$I:<&<$4&$6317J:6780D$&16A$K5'<&$&'$I3180$a\&0&2:2a$
4&$ ':$ G:21&$ 70Q&2732$ 4&2&6M:$ 4&$ &<1:$ 05&L:$ L&01:0:A$ E&$ :5137012345672V0$ '3<$ 4:13<$
6322&<G3047&01&<R$

- K&2f343$4&$':$'7H574:6780R$6370674&01&<$630$':$08>70:$4&'$>&<A$

- K&2f343$4&$':$I:T:R$<7$03$M:$70123456743$':$Q&6M:$4&$:'1:D$':$'7H574:6780$<&$2&:'7J:2V$4&<4&$&'$4f:$
4&$':$I:T:$M:<1:$&'$Y'17>3$4f:$4&'$aK&2f343$4&$'7H574:6780aA$

- ;:<&<$ 4&'$ >&<$ :01&2732R$ <&$ 7012345672V0$ <&BY0$ ':$ 08>70:$ 4&'$ >&<$ :01&2732$ 4&$ &<&$ >7<>3$
12:I:T:432A$

- N:$b65G:6780$?XGfB2:Q&C$G32$&'$H5&$452:01&$&'$G&2f343$4&$':$ I:T:$4&I&$6317J:2$ ':$&>G2&<:R$<&$
70123456&$':$6':L&$a6aA$

- =306&G13R$<&$2&Q7&2&$:'$6306&G13$&U12:<:':27:'$H5&$&0$<5$6:<3$H57&2:$7012345672$G:2:$63>G'&1:2$
':$ 03>70:$ 4&'$ 12:I:T:432A$ N3$ H5&$ <&$ 4&03>70:$ a>&T32:$L3'501:27:aA$ S&I&2V$ 62&:2$ &<1&$
6306&G13$ 2&127I517L3$ &0$ k\X(XF,NXE$ R$ N+E%,E$ R$ ()*+(,E$ R$ =306&G13<$ 2&127I517L3<l$
?2&65&24&$H5&$&<$50$6306&G13$03$6317J:I'&$:$':$E&B5274:4$E367:'$:50H5&$<f$&0$+FKhCA$

- +>G321&R$&'$7>G321&$H5&$4&<&:$G:B:2$63>3$>&T32:A$

=b(h+F*X$&<1:$L&01:0:$?4&$'7H574:6780C$]$':$L&01:0:$4&$':$+0674&067:A$

E7$':$I:T:$':I32:'$:I:26:$>V<$4&$50$G&2f343$4&$'7H574:6780D$&<$4&672D$>V<$4&$50$>&<D$03$4&I&$62&:2$50:$
05&L:$70674&067:$G:2:$&'$<7B57&01&$>&<A$%:0$<8'3$4&I&2V$<&'&66730:2$':$70674&067:$a:I7&21:a$]$B&0&2:2$50:$
05&L:$ '7H574:6780A$ E7$ &<1:$ <&B504:$ '7H574:6780$ &<$ ':$ 4&'$ >&<$ 4&'$ :'1:D$ :01&<$ 4&$ B&0&2:2$ ':$ '7H574:6780$
7012345J6:$':$Q&6M:$4&$:'1:A$
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Incapacidad Temporal 
E+%$03$B&<1730:$':<$&<G&67:'74:4&<$4&$6:4:$503$4&$'3<$630L&073<A$N3$H5&$M:6&$&<R$

#A =:'65':2$':<$I:<&<$4&$6317J:6780$6322&<G3047&01&<$:$'3<$4f:$4&$I:T:A$

jA =:'65':2$ &'$ 63>G'&>&013$ G32$ +%$ H5&$ G32$ 032>:17L:$ 4&$ EED$ ':<$ &>G2&<:<$ &<1V0$ 3I'7B:4:<$ :$
<:17<Q:6&2$:$'3<$12:I:T:432&<A$X<&$7>G321&$<&$2&Q'&T:$&0$':$G:21&$70Q&2732A$

N:$ 65:01f:$ 4&$ ':$ G2&<1:6780$ &6308>76:$ G32$ 706:G:674:4$ 1&>G32:'$ 4&27L:4:$ 4&$+/K+1H+*-*( 3DHM/$ 3$
-332*+/0+(/D(,-ED1-,$&<R$

#A N3<$-$G27>&23<$4f:<$03$<&$63I2:0$?63'5>0:<$4f:<R$-{$63'5>0:$y$G:B3R$!D!!yCA$

jA S52:01&$&'$G&2f343$63>G2&04743$&012&$&'$.v$]$&'$j!v$4f:D$:>I3<$706'5<7L&D$4&$G&2>:0&067:$4&$
I:T: R$9!$G32$#!!$4&$':$I:<&$2&B5':432:A$(3$3I<1:01&D$4&$&<1&$G&2f343D$1:0$<8'3$:$G:2172$4&'$4f:$
#9Av$&<$:$6:2B3$4&'$+(EEA$K32$&<3$:G:2&6&0$43<$6:<7'':<A$

-A ,$G:2172$4&'$j#Av$4f:$4&$I:T:R$[/$G32$#!!$4&$':$I:<&$2&B5':432:A$

E7$ 4&<&:$ :>G'7:2$ &'$ 7>G321&$ 4&'$ <5I<7473$ ?':$ G2&<1:6780$ G32$ +%CD$ I7&0$ G32H5&$ :<f$ '3$ 4761:$ &'$
630L&073D$ I7&0$ G32$ L3'501:4$ 4&$ ':$ &>G2&<:D$ G5&4&$ B&0&2:2$ 50:$ 70674&067:$ ?b12:<C$ 630$ 50$
6306&G13$ 2&127I517L3$ 03$ 6317J:I'&$ :$ ':$ EE$ ?G5&<13$ H5&$ ':<$ I:<&<$ <30$ ':<$ 6:'65':4:<$ &0$ ':$
+0674&067:$4&$;:T:CA$(3$3I<1:01&D$&<1:2V$<3>&1743$:$50:$2&1&06780$H5&$<&$4&03>70:$a*&T32:$
+%aD$4304&$G5&4:$6:'65':2$]$:>G'7:2$':$2&127I56780$4&'$12:I:T:432$&0$65&<1780A$

Baja laboral: maternidad o paternidad 

kN,;bF,N$ R$ +(=+SX(=+,ElA$ X0$ &'$ 4&<G'&B:I'&$ 70Q&2732$ <&'&66730:2$ &'$ 17G3$ 4&$ 70674&067:R$ ;:T:$ ':I32:'R$
(5&L:R$

#A +012345J6:$&'$03>I2&$3$6847B3$4&'$12:I:T:432$

jA E&'&66730&$&'$17G3$4&$I:T:$':I32:'R$W*6",=".8.)0-=Y* 3$

-A +012345J6:$&'$G27>&2$4f:$4&$':$I:T:$

.A E7$'3$63036&D$7012345J6:$&'$4f:$4&'$:'1:$

/A \&0&2&$':$'7H574:6780$6322&<G3047&01&$:'$>&<$4&$':$08>70:$H5&$4&<&:$2&:'7J:2R$G5'<&$&'$I3180$
a`a$4&$':$4&2&6M:$4&$':$L&01:0:A$E&$:I272V$50:$05&L:$L&01:0:$4304&$L&2V$&'$4&<B'3<&$4&$4f:<$
H5&$L:$:$<:17<Q:6&2D$&'$G&2f343$4&$I:T:D$':<$I:<&<$4&$6317J:6780D$&16A$K5'<&$&'$I3180$a\&0&2:2a$
4&$ ':$ G:21&$ 70Q&2732$ 4&2&6M:$ 4&$ &<1:$ 05&L:$ L&01:0:A$ E&$ :5137012345672V0$ '3<$ 4:13<$
6322&<G3047&01&<R$

- K&2f343$4&$':$'7H574:6780R$6370674&01&<$630$':$08>70:$4&'$>&<A$

- K&2f343$4&$':$I:T:R$<7$03$M:$70123456743$':$Q&6M:$4&$:'1:D$':$'7H574:6780$<&$2&:'7J:2V$4&<4&$&'$4f:$
4&$':$I:T:$M:<1:$&'$Y'17>3$4f:$4&'$aK&2f343$4&$'7H574:6780aA$

- ;:<&<$ 4&'$ >&<$ :01&2732R$ <&$ 7012345672V0$ <&BY0$ ':$ 08>70:$ 4&'$ >&<$ :01&2732$ 4&$ &<&$ >7<>3$
12:I:T:432A$

- N:$b65G:6780$?XGfB2:Q&C$G32$&'$H5&$452:01&$&'$G&2f343$4&$':$ I:T:$4&I&$6317J:2$ ':$&>G2&<:R$<&$
70123456&$':$6':L&$a6aA$

- =306&G13R$<&$2&Q7&2&$:'$6306&G13$&U12:<:':27:'$H5&$&0$<5$6:<3$H57&2:$7012345672$G:2:$63>G'&1:2$
':$ 03>70:$ 4&'$ 12:I:T:432A$ N3$ H5&$ <&$ 4&03>70:$ a>&T32:$ L3'501:27:aA$ S&I&2V$ 62&:2$ &<1&$
6306&G13$ 2&127I517L3$ &0$ k\X(XF,NXE$ R$ N+E%,E$ R$ ()*+(,E$ R$ =306&G13<$ 2&127I517L3<l$
?2&65&24&$H5&$&<$50$6306&G13$03$6317J:I'&$:$':$E&B5274:4$E367:'$:50H5&$<f$&0$+FKhCA$

- +>G321&R$&'$7>G321&$H5&$4&<&:$W4A$G:B:2$63>3$>&T32:A$

=b(h+F*X$&<1:$L&01:0:$?4&$'7H574:6780C$]$':$L&01:0:$4&$':$+0674&067:A$
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E7$':$I:T:$':I32:'$:I:26:$>V<$4&$50$G&2f343$4&$'7H574:6780D$&<$4&672D$>V<$4&$50$>&<D$03$4&I&$62&:2$50:$
05&L:$70674&067:$G:2:$&'$<7B57&01&$>&<A$%:0$<8'3$4&I&2V$<&'&66730:2$':$70674&067:$a:I7&21:a$]$B&0&2:2$50:$
05&L:$ '7H574:6780A$ E7$ &<1:$ <&B504:$ '7H574:6780$ &<$ ':$ 4&'$ >&<$ 4&'$ :'1:D$ :01&<$ 4&$ B&0&2:2$ ':$'7H574:6780$
7012345J6:$':$Q&6M:$4&$:'1:A$

Dietas 

E+%$6:'65':$'3<$7>G321&<$H5&$'&$6322&<G304&0$:'$12:I:T:432$&0$6306&G13$4&$S7&1:<D$B&0&2:'>&01&$65:043$
&'$12:I:T:432$M:$2&:'7J:43$50$L7:T&$G32$65&01:$4&$':$&>G2&<:A$

+012345672V$ &'$ 05>&23$ 4&$ 4f:<$ ]$ &'$ 7>G321&$ G32$ 6:4:$ 503$ 4&$ '3<$ 4f:<A$ X<1&$ 7>G321&$ G5&4&$ &<1:2$
G2&4&Q70743$<&BY0$'3$4&1&2>70:43$&0$':$Q76M:$4&$K&2<30:'D$:G:21:43$4&$a+>G321&<aA$

#A ,66&4:$:'$Q76M&23$4&$+0674&067:<A$

jA \&0&2&$50:$05&L:$+0674&067:$]$&'7T:$&'$17G3$aS7&1:<aA$

-A =5>G'7>&01&$'3<$4:13<$6322&<G3047&01&<A$

.A =30Q72>&$':$70674&067:A$

Kilometraje 

E+%$ 6:'65':$ '3<$ 7>G321&<$ H5&$ '&$ 6322&<G304&0$ :'$ 12:I:T:432$ &0$ 6306&G13$ 4&$ i7'3>&12:T&$ G32$
4&<G':J:>7&013<$2&:'7J:43<$G32$65&01:$4&$':$&>G2&<:A$

+012345672V$&'$05>&23$4&$z7'8>&123<$]$&'$7>G321&$G32$z7'8>&123A$X<1&$7>G321&$G5&4&$&<1:2$G2&4&Q70743$
<&BY0$'3$4&1&2>70:43$&0$':$Q76M:$4&$K&2<30:'D$:G:21:43$4&$a+>G321&<aA$

Horas Extra 

K&2>71&$ 7012345672$ ]$ 6:'65':2$ '3<$ 7>G321&<$ H5&$ '&$ 6322&<G304&0$ :'$ 12:I:T:432$ &0$ 6306&G13$ 4&$ g32:<$
XU12:A$

X0$&<1&$17G3$4&$+0674&067:D$5<1&4$7012345672V$&'$05>&23$4&$g32:<$]$&'$7>G321&$6:4:$g32:A$X<1&$7>G321&$
G5&4&$&<1:2$]:$4&Q70743$&0$':$Q76M:$4&$K&2<30:'D$:G:21:43$4&$a+>G321&<aA$

Anticipos 

W17'76&$&<1&$17G3$4&$70674&067:$65:043$ ':$&>G2&<:$ :01767G:$50:$6:0174:4$4&$470&23$:'$12:I:T:432$]$&<:$
6:0174:4$4&I&$<&2$4&<6301:4:$4&$':$08>70:$6322&<G3047&01&A$

S7<G30&$4&$':$G3<7I7'74:4$4&$7>G27>72$50$2&67I3$G:2:$H5&$&'$12:I:T:432$Q72>&$':$G&26&G6780$4&'$,01767G3A$
K:2:$630<&B572$&<1&$2&67I3D$M:B:$6'76$&0$&'$I3180$a+>G27>72aA$

N3$ M:I715:'$ &0$ &<1&$ 17G3$ 4&$ +0674&067:$ &<$ 7012345672$ 50$ =306&G13$ F&127I517L3$ 65]:$ 7>G51:6780$ <&:$ a:$
4&<6301:2aA$S&$&<1:$>:0&2:D$65:043$&<1:$70674&067:$<&:$70632G32:4:$:$<5$08>70:D$&'$&Q&613$<&2V$&'$4&$
4&<6301:2$&'$7>G321&$70123456743$4&'$'fH5743$4&$':$08>70:A$

Periódica 

W17'76&$ &<1&$ 17G3$ 4&$ 70674&067:$ 65:043$ 4&<&&$ 7012345672D$ 4&$ Q32>:$ G23L7<730:'$ ]$ M:<1:$ 50:$ Q&6M:D$ 50$
4&1&2>70:43$=306&G13$F&127I517L3$&0$':<$08>70:<$4&$50$12:I:T:432A$

K342f:$7012345672$&0$':$K2&08>70:$4&'$12:I:T:432$&'$6306&G13$4&$Q32>:$G23L7<730:'$]$&'7>70:2'3$65:043$
]:$M:]:$6:456:43A$K&23$630$&<1&$<7<1&>:$<&$6322&$&'$27&<B3$4&$3'L74:2$&'7>70:2$&'$6306&G13D$L3'L7&043$:$
:G:2&6&2$&0$6:4:$08>70:$4&'$12:I:T:432$M:<1:$H5&$&'$&2232$<&:$4&1&61:43A$

=30$&'$<7<1&>:$4&$+0674&067:$K&278476:D$&'$G23B2:>:$<8'3$7012345672V$&'$6306&G13$M:<1:$':$Q&6M:$G2&L7<1:A$
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Paga Extra 

N:<$ 70674&067:<$ G32$ K:B:$ XU12:$ G5&4&0$ <&2$ 327B70:4:<$ 4&<4&$ ':$ L&01:0:$ 4&$ +0674&067:<$ 3$ 4&<4&$
k\X(XF,NXE$R$W%+N+S,SXElA$

K:2:$ :G23L&6M:2$ :'$ >VU7>3$ ':<$ G3<7I7'74:4&<$ 4&'$ E+%D$ '&$ 2&63>&04:>3<$ 6:'65':2$ ]$ B&0&2:2$
:513>V176:>&01&$&<1:<$70674&067:<$4&<4&$k\X(XF,NXE$R$W%+N+S,SXE$R$()*+(,E$R$N7H574:2$K:B:<$XU12:lA$

K342V$4&67472$<7$ '3$H5&$4&<&:$&<$B&0&2:2$50:$08>70:$630$ ':$K:B:$XU12:$ '7H574:4:$3$ I7&0$B&0&2:2$50:$
70674&067:$H5&$70632G32&$':$K:B:$XU12:$&0$':$G28U7>:$08>70:$>&0<5:'$4&$':$&>G2&<:A$

Artistas 

W17'76&$&<1&$17G3$4&$70674&067:$65:043$':$&>G2&<:$4&I&$6317J:2$G32$&'$FZB7>&0$X<G&67:'$4&$,217<1:<A$

\&0&2&$50:$+0674&067:$4&'$17G3$a,217<1:<a$G32$6:4:$Q506780$3$'31&$4&$Q506730&<$G32$&'$H5&$<&$63012:1:$:'$
:217<1:A$

N:$ 7>G2&<780$ 4&'$ I3'&1f0$ ._/$ &<1V$ 47<G307I'&$ &0$ &'$ I3180$ a+>G2&<32:a$ 4&$ ':$ G:01:'':$ 4&$ <:'74:$ 4&$
+0674&067:<A$

N:<$ +0674&067:<$ 4&$ ,217<1:<$ 4&$ 50$ >&<$ <&2V0$ 70632G32:4:<$ :$ ':$ 08>70:$ >&0<5:'$ 6322&<G3047&01&A$ N:$
6317J:6780$:$':$E&B5274:4$E367:'$<&$2&:'7J:2V$:$G:2172$4&$':<$08>70:<$>&0<5:'&<$?704&G&047&01&>&01&$4&'$
05>&23$4&$70674&067:<$H5&$<&$7012345T&230$452:01&$476M3$>&<CA$

Vacaciones 

N:$517'74:4$4&$&<1:$70674&067:$03$&<$':$4&$>347Q76:2$4&1&2>70:4:$08>70:D$<703$':$4&$63>G51:2$'3<$4f:<$4&$
L:6:6730&<$&Q&617L:>&01&$47<Q251:43<$G32$&'$12:I:T:432$630$'3<$<7B57&01&<$3IT&17L3<R$

#A K':07Q76:2$:4&65:4:>&01&$':<$L:6:6730&<$4&$':$G':017'':$

jA =:'65':2D$ &0$ 6:<3$ 4&$ Q707H5713D$ &'$ 7>G321&$ 6322&<G3047&01&$ :$ L:6:6730&<$ G32$ '3<$ 4f:<$ 03$
47<Q251:43<A$

S&G&047&043$4&$63>3$<&$4&L&0B5&0$':<$L:6:6730&<R$$

#A kX*KFXE,$R$N,;bF,NlA$m:6:6730&<$R$4f:<$0:152:'&<$3$4f:<$':I32:'&<A$

jA }$4&'$6:'&04:273$4&$':$&>G2&<:$&0$kN+E%,E$R$=:'&04:273<$G23L7067:'&<lA$

E7$ ':$&>G2&<:$17&0&$4&Q7074:<$ ':<$L:6:6730&<$&0$4f:<$ ':I32:'&<D$&01306&<$E+%$63>G51:2V$63>3$4f:<$4&$
L:6:6730&<$630<5>743<$<8'3$'3<$':I32:'&<A$

E7$':$&>G2&<:$17&0&$4&Q7074:<$':<$L:6:6730&<$&0$4f:<$0:152:'&<D$&01306&<$<&$63>G51:0$1343<$'3<$4f:<$4&'$
G&2f343$<&c:':43A$b12:$63<:$&<$H5&$'3<$G:613<$630$':$&>G2&<:$G&2>71:0$H5&$03$<&$63>G51&0$Q7&<1:<$]_3$
Q70&<$4&$<&>:0:R$&0$&<&$6:<3$ ':$701234566780$4&$4:13<$<&$4&I&$M:6&2$G32$G&2f343<$47Q&2&01&<D$3$<&:D$
L:27:<$70674&067:<A$

Horas 

N:<$Q70:'74:4&<$4&$':$70674&067:$4&$M32:<$<30$>Y'17G'&<A$X0$G27>&2$'5B:2D$G5&4&$B&0&2:2$50$G':0$4&$Q32>:$
>:05:'$3$:513>V176:A$X<1&$G':0$G5&4&$<&2$7>G2&<3$G:2:$H5&$&'$12:I:T:432$:G501&$4&$Q32>:$>:05:'$':<$
M32:<$12:I:T:4:<$&0$6:4:$T320:4:A$

X0$ 6:4:$ 'f0&:$ 4&$ 4&<B'3<&$ 4&$ ':$ 70674&067:$ G5&4&0$ 7012345672<&$ 43<$ G&2f343<$ 4&$ 12:I:T3$ ?>:c:0:$ ]$
1:24&CA$N:$L&01:T:$4&$7012345672$':<$M32:<$4&$&012:4:$]$<:'74:$&<$H5&$&'$E+%$6:'65':$&'$0Y>&23$4&$M32:<$&0$
<7<1&>:$4&67>:'$?#R-!$t$#D/$M32:<CD$1:2&:$H5&$&<$I:<1:01&$63>G'76:4:$<7$4&I&$<&2$M&6M:$:$>:03A$



$ $ +0674&067:<$

%&'&()*+(, $ -9$

%:>I7Z0$&0$6:4:$ 'f0&:$4&$4&<B'3<&D$<&$G5&4&$7012345672$ ':$65&01:$4&'$6'7&01&$]$&'$6&0123$4&$63<1&A$N:$
65&01:$4&'$6'7&01&$G5&4&$<&2$7012345674:$G:2:$:513>:17J:2$':$B&0&2:6780$4&$50$:'I:2V0$4&$L&01:$G32$':<$
M32:<$4&476:4:<$:$&<&$6'7&01&A$K:2:$630<&B572'3R$

#A =2&&$50:$05&L:$+0674&067:$4&$g32:<$&$7012345J6:$'3<$4:13<$B&0&2:'&<A$

jA \&0&2&$50$G':0A$

-A +012345J6:$&0$6:4:$'f0&:$4&$4&<B'3<&$':<$M32:<$4&$&012:4:$]$<:'74:A$

.A S3I'&d6'76$ &0$ 50:$ 'f0&:$ 4&$ 4&<B'3<&A$ +012345J6:$ ':$ 65&01:$ 4&'$ 6'7&01&$ ]$ 630Q72>&A$ F&G71:$ &<1:$
3G&2:6780$':<$L&6&<$H5&$<&:0$0&6&<:27:<A$

/A ='76$&0$a,'I:2V0aA$X'$G23B2:>:$B&0&2:2V$50$:'I:2V0$G:2:$6:4:$6'7&01&$_$:0:'f176:$H5&$Q7B52&$&0$&'$
4&<B'3<&A$

+*KbF%,(%XR$':<$'f0&:<$4&$4&<B'3<&$<30$4&$63'32$23T3$65:043$03$M:0$B&0&2:43$:'I:2V0$]$L&24&<$65:043$
<f$'3$M:0$B&0&2:43A$

g:B:$6'76$&0$&'$I3180$a='7&01&a$G:2:$7012345672$:'$6'7&01&$4&<&:43$&0$134:<$':<$'f0&:<$4&$4&<B'3<&$4&$50:$
<3':$L&JA$

N:$701&06780$4&$':$65&01:$:0:'f176:$&0$':<$'f0&:<$4&$4&<B'3<&$&<$':$4&$:513>:17J:2$':$701234566780$4&$':$
=301:I7'74:4$,0:'f176:$4&$':$08>70:$4&'$12:I:T:432A$XQ&617L:>&01&D$65:043$&0$':$Q76M:$4&$':$&>G2&<:$&<1V$
>:26:4:$':$G2&Q&2&067:$a,0:'f176:$4&$(8>70:<$,513>V176:a$k\X(XF,NXE$R$X*KFXE,E$R$KFXhXFX(=+,ElD$
:'$2&:'7J:2$':$6301:I7'7J:6780$4&$50:$08>70:D$':$6301:I7'74:4$:0:'f176:$<&$B&0&2:$:513>V176:>&01&$:$G:2172$
4&$'3<$4&<B'3<&<$4&$':<$70674&067:<$4&$M32:<A$

Horas Ejecución 

Ausencias 

N:$ 70674&067:$ G32$ ,5<&067:$ 2&Q'&T:$ ':$ <715:6780$ &0$ ':$ H5&D$ G32$ 50$ >317L3$ 3$ G32$ 3123$ ?&U6'5]&043$ ':<$
L:6:6730&<$'&B:'&<CD$&'$12:I:T:432$<&$:5<&01:$4&$<5$G5&<13$4&$12:I:T3A$

X'$ G23B2:>:$ :]54:$ :$ 6:'65':2$ &'$ 131:'$ 4&$ 4f:<$ 4&$ :5<&067:$ ]D$ 630<5'1:043$ &'$ 6:'&04:273$ ':I32:'$ 4&'$
12:I:T:432D$&'$131:'$4&$4f:<$ ':I32:'&<$G&24743<A$=30$&<1:$70Q32>:6780D$]$4&G&047&043$4&'$>317L3$4&$':$
:5<&067:D$&'$2&Q'&T3$&0$08>70:$&<$&'$<7B57&01&R$

#A N:<$:5<&067:<$G32$aK&2>7<3<$F&127I5743<a$1:0$<8'3$4&<65&01:0$&0$':$08>70:$'3<$4f:<$':I32:'&<$
03$12:I:T:43<A$K32$&''3D$1343<$'3<$=306&G13<$F&127I517L3<$4&$':$08>70:$H5&$2&<G304&0$:$aSf:<$
N:I32:'&<a$<&$L&2V0$2&456743<$G23G326730:'>&01&A$

jA X0$&'$2&<13$4&$:5<&067:<D$:4&>V<$4&'$&Q&613$:01&2732D$<&$<5>:0$:$'3<$4f:<$4&$I:T:$&'$131:'$4&$'3<$
4f:<$ 4&$ :5<&067:D$ G32$ '3$ H5&$ <&$ L&2V0$ :Q&61:43<$ :4&>V<D$ '3<$ =306&G13<$ F&127I517L3<$ 4&$
0:152:'&J:$a*&0<5:'a$]$aSf:<$>&<aA$

-A X0$070BY0$6:<3D$'3<$4f:<$4&$I:T:$4&$50:$:5<&067:$:Q&61:0$:$':$6317J:6780$4&$E&B5274:4$E367:'A$

Incidencias TC1 

F&Q'&T:2$:H5f$134:<$':<$70674&067:<$H5&$4&I&0$<&2$2&Q'&T:4:<$&0$&'$70Q32>&$%=#$4&$':$E&B5274:4$E367:'A$,$
>343$4&$&T&>G'3D$'&$70476:>3<$63>3$62&:2$50:$05&L:$+0674&067:$G:2:$':<$aI307Q76:6730&<$G32$h32>:6780$
=30170Y:aA$

X<1&$17G3$4&$I307Q76:6730&<$03$&<1V0$:<367:4:<$:$070BY0$12:I:T:432$&0$63062&13A$

$

=2&:2$ 50:$ 70674&067:$ 4&'$ 17G3$ a+0674&067:$ %=#a$ &0$ kN,;bF,N$R$ +(=+SX(=+,E$ R$ %7G3$ a+0674&067:$ %=#a$ R$
(5&L:lA$



$ $ +0674&067:<$

%&'&()*+(, $ -[ $

+012345672$ '3<$ 4:13<$ 2&':17L3<$ :'$ G&2f343$ :'$ H5&$ L:$ :$ 4&<6301:2$ &'$ 7>G321&$ 6322&<G3047&01&A$
,513>V176:>&01&$E+%$<5B7&2&R$

!  N7H574:6780$ ."/$?H5&$&<$4:13$H5&$4&I&$ :G:2&6&2$&0$&'$%=#D$6:<3$4&$G2&<&01:2'3$4&$&<1:$
> :0&2:D$<7$<&$G2&<&01:$Lf:$h,(D$<&2V$E+%$H57&0$:513>V176:>&01&$6:>I7&$&<&$4:13$G32$&'$
17G3$4&$'7H574:6780$H5&$6322&<G304:CA$

!  =':L&$4&$4&4566780R$e!$?H5&$&<$&'$4:13$H5&$4&I&$:G:2&6&2$&0$&'$Q76M&23$h,(CA$

!  ;:<&D$H5&$4&I&2V$7012345672$>:05:'>&01&D$<7&043$50$4:13$>&2:>&01&$70Q32>:17L3A$

!  +>G321&D$ 6322&<G3047&01&$ :$ ':$ 4&4566780$ H5&$ 4&I&$ :G'76:2A$ K5&4&$ 7012345672$ &'$ 7>G321&$
G2&L7:>&01&$ 6:'65':43$ 3$ 1:>I7Z0$ 2&:'7J:2$ &'$ 6V'65'3$ &0$ &'$ G23G73$ 6:>G3A$ K32$ &T&>G'3R$
j!!!^.!_#!!$]$E+%$>3<12:2V$&'$2&<5'1:43A$

,'$B&0&2:2$&'$h,($6322&<G3047&01&$:'$G&2f343$]$ '7H574:6780$?&<1&$17G3$4&$I307Q76:6730&<$<8'3$&<$LV'743$
G:2:$'7H574:6730&<$N!!CD$<&$70632G32:2V$':$70674&067:$%=#A$

N:<$ &>G2&<:<$ H5&$ 03$ G2&<&01&0$ ':$ 2&':6780$ 03>70:'$ 4&$ 12:I:T:432&<$ ?%=jC$ :$ 12:LZ<$ 4&'$ E7<1&>:$ FXSD$
4&I&0$B&0&2:2$50$%=#$&U6'5<7L3$G:2:$&<:$I307Q76:6780A$

Otras 

W17'76&$ ':<$ 70674&067:<$ 17G3$ ab12:<a$ 65:043$ 070B503$ 4&$ '3<$ 17G3<$ :01&2732&<$ <&$ :4:G1:0$ :'$ 6:<3$ H5&$
0&6&<71&A$



$ $ E715:6730&<$G:21765':2&<$

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

Situaciones particulares 

Modificaci—n del Contrato de un Trabajador  

Renovación 

kN,;bF,N$R$KXFEb(,N$R$*347Q76:2$&'$12:I:T:432$?43I'&$6'76C$R$K&<1:c:$N:I32:'&<lA$E71Y&$&'$652<32$<3I2&$&'$
Y'17>3$63012:13$:617L3$]$6'76$&0$45G'76:2R$3IL7&$&'$0Y>&23$4&$>:12765':$&$7012345J6:$ ':<$Q&6M:<$H5&$ '&$
G74&$':$:G'76:6780A$,'$630Q72>:2$&<:$L&01:0:D$&'$:01&2732$63012:13$:617L3$4&T:2V$4&$&<1:2'3$]R$

#A ,G:2&6&2V$50$05&L3$63012:13$:617L3$4&$':<$>7<>:<$6:2:61&2f<176:<$H5&$&'$:01&2732D$630$47<1701:<$
Q&6M:<A$

K:2:$ >347Q76:2$ &<1&$ 63012:13D$ M:B:$ 43I'&$ 6'76$ <3I2&$ &'$ >7<>3$ ]$ 2&:'76&$ '3<$ 6:>I73<$ H5&$
630<74&2&$0&6&<:273<A$

jA X0$&'$63012:13$H5&$H5&4:$70:617L3$<&$M:I2V$70123456743$:513>V176:>&01&$63>3$Q&6M:$4&$I:T:$&'$
4f:$:01&2732$:$':$Q&6M:$4&$70B2&<3$4&'$05&L3$63012:13A$E7$&''3$03$4&I&$<&2$:<fD$>347QfH5&'3$<&BY0$
6322&<G304:A$

Cotizaci—n Contratos 540  
K:2:$4:2$4&$:'1:$50$63012:13$/.!$&<$0&6&<:273$12:0<Q32>:2$&'$63012:13$&U7<1&01&A$X<1:$12:0<Q32>:6780$<&$
M:6&$>&47:01&$&'$G236&<3$4&$a45G'76:2$63012:13$:615:'aR$

kN,;bF,N$R$KXFEb(,N$R$%F,;,s,SbF$R$*347Q76:2$R$K&<1:c:$N:I32:'&<$R$E&'&66730:2$&'$63012:13l$]$G5'<:2$
&'$ I3180$4&'$>:2B&0$4&2&6M3$a45G'76:2aA$S&$&<1&$>343$<&$B&0&2:$50$05&L3$63012:13$H5&$&012:2V$&0$
L7B32$4&<4&$':$Q&6M:$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&'$ 4f:$ :01&2732A$ K32$ &''3D$ &<$
0&6&<:273$M:6&2$':$08>70:$4&'$G&27343$:01&2732$:01&<$4&$45G'76:2$&'$63012:13A$

W0:$L&J$62&:43$&'$05&L3$63012:13D$4&I&$>347Q76:2'3$<&BY0$M:]:0$6:>I7:43$':<$630476730&<R$

!  g32:<$12:I:T:4:<A$

!  %7G3$4&$63012:13A$

!  =5:'H57&2$3123$4:13$H5&$630<74&2&$G&2170&01&A$

,'$7012345672$&'$05&L3$17G3$4&$63012:13$&0$&'$6:>G3$6322&<G3047&01&$?/.!CD$E+%$03$6:>I7:2V$&'$17G3$4&$
6317J:6780$ :$ ':$ E&B5274:4$ E367:'$ ?&<H570:$ 70Q&2732$ 4&2&6M:CA$ E7$ &'$ 63012:13$ G2&L73$ &2:$ 50$ 63012:13$ 630$
6317J:6780$ G32$ 4&<&>G'&3$ G23G7:$ 4&$ 63012:13<$ 704&Q70743<D$ &0$ =b%+|,=+)($ EX\WF+S,S$ Eb=+,N$ <&$
>:01&042V$ >:26:43$ &'$ 6M&6z$ I3U$ ah7T3aA$ E7$ &'$ 63012:13$ :01&2732$ &2:$ 50$ 63012:13$ 4&$ 452:6780$
4&1&2>70:4:D$&0$=b%+|,=+)($EX\WF+S,S$Eb=+,N$<&$>:01&042V$>:26:43$&'$6M&6z$I3U$aXL&015:'aA$

g:67Z043'3$4&$&<1&$>343D$&'$5<5:273$03$1&042V$0&6&<74:4$4&$M:6&2$&'$6:>I73$4&$Q32>:$>:05:'A$

E7$&'$5<5:273$G2&1&04&$2&:'7J:2$50$05&L3$63012:13$/.!$<70$H5&$&U7<1:$50$63012:13$G2&L73D$E+%$'&$:L7<:2V$4&$
H5&$03$&<$G3<7I'&$4:43$H5&$&<1:$70Q32>:6780$&<$0&6&<:27:$G:2:$':$B&0&2:6780$4&'$Q76M&23$h,(A$X0$&<1:$
<715:6780$4&I&2V$62&:2$50$63012:13$G2&L73$630$&'$6:2V61&2$4&$1&>G32:'74:4$H5&$G236&4:$?704&Q70743$3$
1&>G32:'CA$

X'$ 5<5:273$ 4&I&$ 1&0&2$ &0$ 65&01:$ ':$ 2&':6780$ :$ &Q&613<$ 4&$ +FKh$ H5&$ &'$ 05&L3$ 63012:13$ 630Q7&2&$ :'$
12:I:T:432A$E+%$&017&04&$H5&R$

#A E7$ &'$ 63012:13$ G2&L73$ Q5&2:$ 4&$ 452:6780$ 4&1&2>70:4:R$ <&$ >:01&042V$ &'$ 17G3$ 4&$ 2&':6780$ jD$
704&G&047&01&>&01&$4&$':$Q&6M:$G2&L7<1:$G:2:$':$Q70:'7J:6780$4&'$63012:13A$



$ $ E715:6730&<$G:21765':2&<$

%&'&()*+(, $ -" $

jA E7$&'$63012:13$G2&L73$&2:$704&Q70743D$<&$M:$4&$>:01&0&2$&'$17G3$4&$2&':6780D$<:'L3$&0$&'$6:<3$4&$
H5&$':$1&2>70:6780$4&'$05&L3$63012:13$/.!$<&:$:01&2732$:$':$Q&6M:$4&$Q70$4&$:c3$&0$652<3A$E7$&'$
Q70$ 4&$ 63012:13$ <&$ G23'30B:$ >V<$ :''V$ 4&'$ :c3$ &0$ 652<3D$ &'$ 5<5:273$ 4&I&2V$ >347Q76:2$
>:05:'>&01&$&'$17G3$4&$2&':6780$:'$707673$4&'$:c3$<7B57&01&D$65:043$2&:'76&$':$2&L7<780$4&$1343<$
'3<$17G3<$4&'$+FKh$4&$'3<$12:I:T:432&<A$

Aplicaci—n de Deducciones en el IRPF  

Deducción por inversión en vivienda habitual 

,$6301705:6780$<&$&UG'76:$68>3$:G'76:2$':$4&4566780$G32$70L&2<780$&0$L7L7&04:$M:I715:'$&0$&'$+FKh$:$'3<$
12:I:T:432&<$630$70B2&<3<$70Q&2732&<$:$--A!![Dj!$&523<$:05:'&<A$

X0$ kN,;bF,N$ R$ KXFEb(,N$ R$ *347Q76:2$ 12:I:T:432$ ?>&47:01&$ 43I'&$ 6'76$ &0$ &'$ 2&B7<123C$ R$ K&<1:c:$ +FKh$
?1:>I7Z0$<&$G5&4&$:66&4&2$4&<4&$':$G&<1:c:$X6308>763<C$R$;3180$70Q&2732$4&2&6M3$a\&<1780$+FKhalA$,'$
M:6&2$6'76$<&$:I2&$50:$05&L:$G:01:'':R$&0$':$G:21&$70Q&2732$4&2&6M:$4&$':$>7<>:$&063012:2V$50$6M&6zdI3U$
aF&:'7J:$ K:B3<a$ T5013$ :'$ 6:>G3$ a*7032:6780$ K:B3$ L7L7&04:aA$ E7$ &'$ 12:I:T:432$ '&$ M:$ 63>5076:43$ H5&$
2&:'7J:$G:B3<$G32$:4H57<76780$4&$<5$L7L7&04:$M:I715:'D$>:2H5&$&'$>&06730:43$6M&6zdI3U$]$2&6:'65'&$&'$
17G3$4&$2&1&06780A$

K:2:$2&6:'65':2$&'$17G3$4&$2&1&06780R$&0$&<:$>7<>:$G:01:'':D$M:B:$6'76$&0$a+FKhaA$

Salario de Tramitaci—n  

Normativa 

X'$ &>G2&<:273$ 4&I&2V$ >:01&0&2$ &0$ :'1:$ :'$ 12:I:T:432$ &0$ ':$ E&B5274:4$ E367:'$452:01&$ &'$ G&2f343$
6322&<G3047&01&$ :$ '3<$ <:':273<$4&$ 12:>71:6780D$:50H5&$ 2&630456743$ :$ '3<$ &Q&613<$ 4&'$ 4&<G743$
7>G236&4&01&A$X<13$<7B07Q76:$H5&$&'$&>G2&<:273$H5&$4&<G74:$:'$12:I:T:432$G342V$4:2'&$4&$I:T:D$G&23$50:$
L&J$7>G5B0:43$&'$4&<G743$]$3I1&074:$<&01&067:$4&6':2:043$':$7>G236&4&067:$4&'$>7<>3D$&'$&>G2&<:273$
4&I&2V$6317J:2$a:$G3<1&27327a$G32$&'$12:I:T:432$4&<G&4743A$X0$&<1&$6:<3D$4&I&2V$6317J:2$G32$&'$G&2f343$
6322&<G3047&01&$:$ '3<$<:':273<$4&$12:>71:6780D$&<13$&<D$4&<4&$':$Q&6M:$4&'$4&<G743$?Q&6M:$4&$':$ I:T:C$]$
M:<1:$ ':$ 0317Q76:6780$ 4&$':$ <&01&067:$ 4&6':2:17L:$ 4&$ ':$ 7>G236&4&067:$ 4&'$ >7<>3A$ N:<$ G2&<1:6730&<$
6:5<:4:<$G32$&'$12:I:T:432$452:01&$&<&$G&2f343$65>G'72V0D$G32$630<7B57&01&D$630$&'$2&H57<713$B&0Z2763$
4&$&<1:2$4:43$4&$:'1:$&'$12:I:T:432A$

X'$ 70B2&<3$ 4&$ ':<$ 6531:<$ 2&<5'1:01&<$ 4&$ ':<$ '7H574:6730&<$ &Q&615:4:<$ :$ '3<$ <:':273<$ 4&$12:>71:6780$
4&L&0B:43<$ &0$ G236&<3<$ G32$ 4&<G743D$ 4&I&2V$ &Q&615:2<&$ >&47:01&$ ':$ G2V6176:$ 4&$50:$ '7H574:6780$
63>G'&>&01:27:A$X<1:$'7H574:6780$<&$&':I32:2V$13>:043$':<$I:<&<D$13G&<D$17G3<$]$630476730&<$L7B&01&<$&0$
'3<$ >&<&<$ :$ H5&$ 6322&<G304:0$ '3<$ <:':273<$ 4&$ 12:>71:6780D$ a630$ 4&1:''&$ <&G:2:43$ 4&$ 6:4:$ 503$ 4&$ '3<$
>&<&<$12:0<6522743<aA$$

K32$ <&2$ &'$ &>G2&<:273$ &'$ Y0763$ <5T&13$2&<G30<:I'&$ 4&'$ 65>G'7>7&013$ 4&$ ':$ 3I'7B:6780$ 4&$ 6317J:2$ G32$
<:':273<$4&$12:>71:6780D$':<$'7H574:6730&<$H5&$<&$G2:617H5&0$63>G2&04&2V0D$:4&>V<$4&$':<$:G321:6730&<$
:$ <5$ 6:2B3D$ ':<$H5&$ <3G321&$ &'$ 12:I:T:432D$ <7&043$ '&Bf17>3$ 4&<6301:2$ &<1:<$ Y'17>:<$ 4&'$ 7>G321&$ 4&$
:H5Z''3<A$X'$03$L&27Q76:2$&'$4&<65&013$&0$&'$>3>&013$4&$M:6&2$&Q&617L3$&'$G:B3$4&$'3<$<:':273<$7>G74&$:'$
&>G2&<:273$ 2&:'7J:2'3$ &0$ 50$ >3>&013$ G3<1&2732D$ aH5&4:043$ 3I'7B:43$ :$ 70B2&<:2$ ':$131:'74:4$ 4&$ ':<$
6531:<$:$<5$&U6'5<7L3$6:2B3aD$<&BY0$47<G30&$&'$:21f65'3$#!.Aj$%FN\EEA$$

X'$ G':J3$ 2&B':>&01:273$ G:2:$ &'$ 70B2&<3$ 4&$ ':<$ 6531:<$ 6322&<G3047&01&<$ :$ <:':273<$ 4&$ 12:>71:6780D$ H5&$
4&I:0$ :I30:2<&$63>3$630<&65&067:$4&$G236&<3<$G32$4&<G743$3$&U1706780$4&'$63012:13$4&$12:I:T3$G32$
6:5<:<$3IT&17L:<D$Q70:'7J:2V$&'$Y'17>3$4f:$4&'$>&<$<7B57&01&$:'$4&$':$0317Q76:6780$4&$':$<&01&067:D$4&'$:513$
T54767:'$3$4&'$:61:$4&$63067'7:6780A$
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Aplicación 

#A kN+E%,E$R$()*+(,E$R$=306&G13<$F&127I517L3<$R$(5&L3lA$

:A F&63>&04:>3<$62&:2$50$6306&G13$2&127I517L3$4&03>70:43$aE:':273<$4&$12:>71:6780a$
H5&$63176&$:$':$EE$]$&<1Z$<3>&1743$:$2&1&06780$4&'$+FKh$?6':L&$,CA$

jA kN,;bF,N$R$()(+*,E$R$(5&L:lA$

:A F&:'76&$':?<C$08>70:?<C$G32$&'$G&2f343$6322&<G3047&01&$:$'3<$<:':273<$4&$12:>71:6780A$X0$
6:<3$4&$H5&$&'$G&2f343$4&$12:>71:6780$ :I:2H5&$>V<$4&$50$>&<D$2&:'76&$>V<$4&$50:$
08>70:A$

IA F&65&24&$ H5&$ &0$ &<:$ 08>70:$ 03$ 4&I&$ M:I&2$ 4&L&0B3$ 07$ 6317J:6780$ G32$ G:B:$ &U12:A$
;322&$'3<$4:13<$H5&D$&0$<5$6:<3$E+%$:G321&$4&$Q32>:$:513>V176:A$

6A X0$ ':$ G&<1:c:$ a=317J:6780a$ <&$ B&0&2:2V$ ':$ 'f0&:$ 4&$ 6317J:6780$
6322&<G3047&01&R$>347Q7H5&$&'$6:>G3$N7H574:6A$a!!!a$]$<5<171Y]:'3$G32$a!!ja$

-A kW%+N+S,SXE$R$()(+*,E$R$=317J:6730&<$Ah,(lA$

:A E&'&66730&$':$&>G2&<:D$>&<D$===$?&0$<5$6:<3C$]$4Z$50$03>I2&$:'$Q76M&23A$

IA %7G3$4&$'7H574:6780R$<5<1715]:$N!!$H5&$<5B7&2&$E+%$G32$N!jA$

6A %7G3$4&$Q76M&23$]$>34:'74:4$4&$G:B3D$<&'&66730&$<&BY0$<5<$G2&Q&2&067:<A$

4A E+%$'&$G&472V$':$ah&6M:$4&$630123'a$H5&$&<$':$Q&6M:$4&$0317Q76:6780$4&$':$<&01&067:D$4&'$
:513$T54767:'$3$4&'$:61:$4&$63067'7:6780R$7012345J6:$&<1:$Q&6M:A$

&A =30Q72>&A$ E&$ B&0&2:2V$ &'$ Q76M&23$ h,($ 6322&<G3047&01&$ :$ ':$ 4&6':2:6780$
63>G'&>&01:27:$4&$':$E&B5274:4$E367:'$17G3$N!jD$G32$E:':273<$4&$12:>71:6780A$

Control de Costes de Mano de Obra  
?S&I&$47<G30&2$4&$':$'76&067:$G:2:$%&'&\&<1`$G:2:$G34&2$517'7J:2$&<1:$3G6780CA$

X0$':<$&>G2&<:<$&0$':<$H5&$&<$0&6&<:273$7>G30&2$50$<7<1&>:$4&$630123'$4&$M32:<$4&$12:I:T3$1:0$&<127613$
63>3$&'$4&$65:'H57&2$3123$:21f65'3D$&'$E+%$47<G30&$4&$50$>Z1343$:513>V1763$G:2:$Q:67'71:2$476M3$630123'A$

X'$>:]32$630123'$&$70Q32>:6780$H5&$3Q2&6&$&'$E+%$&<$&'$4&'$630123'$4&$&U7<1&067:<A$X<1&$<7<1&>:$630<7<1&$&0$
':$:513>:17J:6780$4&$':$&012:4:$4&$M32:<$4&'$G&2<30:'$':I32:'$4&$':$&>G2&<:A$$

X0$ G27>&2$ '5B:2D$ &<G&67Q76:2$ &0$ kX*KFXE,E$ R$*bS+h+=,F$ X*KFXE,$ R$ K&<1:c:$ N,;bF,Nl$ $ &'$ :21f65'3$ :$
517'7J:2$?G:2:$':$*:03$4&$bI2:C$&0$':<$&012:4:<D$:<f$63>3$&'$:'>:6Z0$&0$&'$H5&$<&$4&I&$4:2$&012:4:$:$':<$
M32:<A$

X'$:21f65'3$&'&B743$4&I&$G&21&0&6&2$:$50:$Q:>7'7:$630$a=30123'$4&$XU7<1&067:<aA$E&$2&63>7&04:$62&:2$50:$
<3':$Q:>7'7:$G:2:$&'$630123'$4&$M32:<A$

S&$ Q32>:$ :513>V176:D$ &'$ E+%$ B&0&2:2V$ 50$ >3L7>7&013$ 4&$ &012:4:$ G:2:$ &'$ :21f65'3$ ]$ :'>:6Z0$
&<G&67Q76:43<$65:043$<&$4&0$':<$<7B57&01&<$630476730&<R$

#A X'$ >3L7>7&013$ <&$ 2&:'7J:$ 6:4:$ L&J$ <&$ 62&:$ 3$ >347Q76:$ 50:$ 08>70:D$ 1:013$ 4&<4&$ kN,;bF,N$ R$
(b*+(,ElD$63>3$4&<4&$k=b(%,;+N+S,S$R$h+(,(=+XF,$R$(b*+(,ElA$

jA N:$L:'32:6780$4&'$63<1&$<&$2&:'7J:$&0$I:<&$:'$0Y>&23$4&$M32:<$12:I:T:4:<$<&BY0$':$08>70:$]$&'$
63<1&$131:'$4&$':$>7<>:A$

-A N:<$<:'74:<$4&'$:21f65'3$aM32:<$4&$12:I:T3a$<&$2&:'7J:$4&$':$Q32>:$M:I715:'R$B&0&2:043$:'I:2:0&<$:$
03>I2&$4&'$6'7&01&$3$I7&0$:$03>I2&$4&$':$G23G7:$&>G2&<:A$

,'$ &':I32:2$ ':<$ 08>70:<$ &0$ &'$ E+%D$ 3$ I7&0$ <7$ Y076:>&01&$ ':<$ 2&B7<12:$ G32H5&$ G2&L7:>&01&$ <&$ M:0$
&':I32:43$ &0$ 312:$ :G'76:6780D$ &'$ G23B2:>:$ 47<G30&$ ]:$ 4&'$ 0Y>&23$ 4&$ M32:<$ 63012:1:4:<$ :<f$ 63>3$ <5$
63<1&$2&:'$?706'5]&043$':$E&B5274:4$E367:'$4&$':$X>G2&<:CA$$
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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&$<&$6301:I7'7J:$':$08>70:CA$K&23$4:4:$':$0:152:'&J:$4&'$:21f65'3$?65]3$:0V'7<7<$M:$4&$<&2$
<7&>G2&$G3<1&2732$:$':$&T&656780$4&$':<$M32:<C$03$G':01&:$070BY0$G23I'&>:A$

Informe de "mano de obra no ejecutada" 

W0:$L&J$6301:I7'7J:4:<$':<$08>70:<D$&'$70Q32>&$4&$&<1:43$4&$&U7<1&067:<$4&$':$Q:>7'7:$a*:03$4&$bI2:a$
k+(hbF*XE$ R$ \XE%+)($ R$ X<1:43$ 4&$ ':<$ XU7<1&067:<l$ ?<3'7671:2$ &'$ 70Q32>&$ &0$ I:<&$ :$ '3<$ >3L7>7&013<C$
2&G321:2V$50$&U6&<3$4&$M32:<A$=30$&<&$&U6&<3$4&$M32:<$4&I&2f:>3<$4:2$50:$<:'74:$>:05:'$&0$&'$:'>:6Z0$
4&'$:21f65'3$a*:03$4&$bI2:$03$&T&651:4:aA$X'$:0V'7<7<$:$':2B3$G':J3$4&$':$&L3'56780$4&$476M3$:21f65'3$03<$
2&Q'&T:2V$4&$Q32>:$<&067'':$':<$GZ2474:<$G32$M32:<$63012:1:4:<$G&23$03$L&0474:<$:$6'7&01&<A$

Cotizaci—n en periodos de alta sin retribuci—n  
K:2:$G34&2$2&:'7J:2$6317J:6730&<$<70$H5&$M:]:$>&47:43$G:B3$4&$08>70:$:'B50:$?:'1:$<70$2&127I56780C$<&$
M:$4&$G236&4&2$4&'$<7B57&01&$>343R$

S&I&$2&:'7J:2$50:$08>70:$:$6:4:$503$4&$'3<$12:I:T:432&<$]$G32$'3<$G&2f343<$6322&<G3047&01&<$:'$>&<$&0$
65&<1780$ ?#D$ jAAAA$ 4f:<CA$ S&I&2V$ 2&:'7J:2$ 50:$ 08>70:$ 47Q&2&01&$ G32$ 6:4:$ <715:6780A$ K32$ &T&>G'3D$ <7$ &'$
G&2f343$4&$:'1:$<70$2&127I56780$&<$4&'$#$:'$/$4&$50$>&<D$4&I&2V$2&:'7J:2$50:$08>70:$G32$&<3<$/$4f:<$]$50:$
05&L:$G32$&'$2&<13$4&$4f:<$M:<1:$Q70$4&$>&<A$

#C X0$kN+E%,E$R$()*+(,E$R$=306&G13<$2&127I517L3<l$M:$4&$62&:2$50$6306&G13$?H5&$G5&4&$<&2$,EFR$,'1:$
<70$ 2&127I56780C$ 630$ ':<$ <7B57&01&<$ :G'76:6730&<R$ ;3180$ E&B5274:4$ E367:'$ ]$ I3180$ a(3$ G:B:2_E8'3$
6317J:2a$>:26:43<$]$630$G&27327674:4$aSf:<$>&<aA$

jC K:2:$2&:'7J:2$':$08>70:$4&'$G&2f343$4&$a,'1:$<70$2&127I56780aR$

kN,;bF,N$ R$ ()*+(,E$ R$ (WXm,l$ 7012345J6:$ &'$ G&2f343$ :Q&61:43$ G32$ &<1:$ <715:6780$ ?&0$ 05&<123$
&T&>G'3$S&<4&$!#d. dj!!" $ g:<1:$ !/ d. dj!!"CA$ X'7>70&$ 1343<$ '3<$ 4:13<$ 70123456743<$
:513>V176:>&01&$ G32$ G2&08>70:$ ?<7$ :'$ 7012345672$ &'$ 6847B3$ 3$ 03>I2&$ 4&'$ 7047L7453$ G5'<:$
>:]Y<65':D$'3<$4:13<$4&$':$G2&08>70:$03$<&$70123456&0CA$X'7>70&$'3<$4&L&0B3<$4&$G:B:$&U12:$]$KAKA$
XU12:<$ 4&$ >343$ H5&$ ':<$ I:<&<$ 4&$ 6317J:6780$ <&:0$ 1:0$ <8'3$ ':<$ 6322&<G3047&01&<$ :$ '3<$ 4f:<$ 4&$ ':$
08>70:$]$G32$'3<$>f07>3<$4&$':$6:1&B32f:$4&'$12:I:T:432A$

,c:4:$ 50:$ 'f0&:$ &0$ &'$ 65:423$ 4&$ 6306&G13<$ 2&127I517L3<$ 630$ &'$ 6306&G13$ :01&2732>&01&$ 62&:43$
?,EFCA$(3$7012345J6:$7>G321&$:'B503$]$630Q72>&A$

-C E&$M:I2V$B&0&2:43$50:$'f0&:$4&$6317J:6780$G32$&'$G&2f343$&0$65&<1780$<7$':<$I:<&<$4&$6317J:6780$<30$
74Z0176:<$?=Nj!C$]$43<$'f0&:<$630$6':L&<$47Q&2&01&$?=Nj#$]$=NjjC$<7$<&$12:1:$4&$I:<&<$4&$6317J:6780$
47Q&2&01&A$m&27Q7H5&$H5&$&0$&<1:<$'f0&:<$4&$6317J:6780$B&0&2:4:<$<&$M:$70123456743$':$6':L&$,$&0$':$
G3<76780$/$4&'$6:>G3$aK&2Q7'$%2:I:T:432aA$

.C F&:'76&$&'$I3'&1f0$4&$6317J:6780$]_3$Q76M&23$h,($63>3$<7&>G2&A$

Haberes cotizables no peri—dicos (Paga de Beneficios, etc.)  
X0$&<1&$B25G3$<&$&065&012:0$:H5&'':<$6:0174:4&<$H5&$<&$6317J:0$6:4:$>&<$G&23$H5&$03$<&$'7H574:0$&0$':$
08>70:$&0$':$H5&$<&$706'5]&A$K3<1&2732>&01&D$&'$E+%$Q:67'71:$':$70Q32>:6780$]$&'$G236&47>7&013$0&6&<:273<$
G:2:$B&0&2:2$':<$08>70:<$]$&Q&615:2$':<$'7H574:6730&<$Q70:'&<$4&$476M3<$M:I&2&<A$

X'$1fG763$&T&>G'3$4&$&<1&$17G3$4&$6306&G13$&<$50:$1&26&2:$G:B:$&U12:$65]3$7>G321&$&<$47Q&2&01&$:$ ':<$
312:<$43<$?G32$&T&>G'3D$':$K:B:$4&$;&0&Q7673<CA$

K:2:$B&<1730:2$&<1&$17G3$4&$M:I&2&<R$

#A =2&&$50$6306&G13$2&127I517L3$4&$17G3$a(3$G:B:2$_$E8'3$6317J:2a$03$7>G51:I'&$:$+AFAKAhA$

jA +012345J6:$ &0$ ':$ K2&08>70:$ 4&$ 6:4:$ 12:I:T:432$ 476M3$ 6306&G13$ G32$ &'$ 7>G321&$ :$ 6317J:2$
>&0<5:'>&01&A$
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-A F&:'76&$032>:'>&01&$':<$08>70:<$4&$'3<$12:I:T:432&<$>&<$:$>&<D$3$I7&0$<&BY0$&'$G':0$4&$<5$
&>G2&<:A$

.A =5:043$ ''&B5&$&'$>3>&013$4&$ ':$ '7H574:6780D$Z<1:$630<7<172V$&0$a:I30:2a$ '3$6317J:43$M:<1:$&'$
>3>&013$]$aG:B:2a$':$>7<>:$6:0174:4$G&23$>&47:01&$50$=306&G13$F&127I517L3$aG:B:I'&aA$

/A K74:$ &'$ 70Q32>&$ a=3<1&<$ G32$ =306&G13<$ F&127I517L3<aA$ E7$ '3$ 4&<&:D$ :631&$ G32$ &'$ 6306&G13$
2&127I517L3$H5&$M:$5<:43$G:2:$a4&L&0B:2a$':$G:B:A$

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$X0$6:<3$4&$H5&$03$7012345J6:$ ':$G2&08>70:$&$
70674&067:<D$4&I&2V$6:>I7:2$&'$17G3$4&$=317J:6780$4&$':$08>70:$?&0$':$<3':G:$a=317J:6780a$G32$&'$
17G3$aXU12:aC$

[A +012345J6:D$50:$'f0&:$630$&'$6306&G13$2&127I517L3$&0$65&<1780D$630$6:0174:4$ad#a$&$7>G321&$7B5:'$
:$':$<5>:$131:'$4&$'3$4&L&0B:43A$X'$7>G321&$2&<5'1:2V$0&B:17L3A$

eA +012345J6:$50:$05&L:$ 'f0&:$G32$&'$7>G321&$ '7H574:I'&$630$50$6306&G13$2&127I517L3$032>:'D$&<$
4&672D$03$6:'7Q76:43$63>3$a(3$G:B:2$_$E8'3$6317J:2a$

X'$7>G321&$:$'7H574:2$G5&4&$<&2$:L&27B5:43$1:>I7Z0$4&<4&$':$>7<>:$08>70:$&U12:D$G747&043$&'$a&U12:613$
':I32:'aA$E7$G2&L7:>&01&$<&$M:$<&'&66730:43$':$ 'f0&:$630$&'$6306&G13$:$:I30:2D$&'$&U12:613$':I32:'$<3'3$
>5&<12:$'3$G:B:43$:01&2732>&01&$G32$&<&$6306&G13A$

E&$G5&4&$:513>:17J:2$50$G363$>V<$&'$G236&<3$<&067'':>&01&$701234567&043$'3<$43<$M:I&2&<$?&'$4&$:I303$
]$&'$4&$6:2B3C$63>3$70674&067:<$4&'$17G3$ab12:<aA$,>I3<$M:I&2&<$&012:2V0$]$<52172V0$&Q&613$&0$':$G28U7>:$
08>70:A$

X'$5<5:273$4&I&$G':01&:2<&$G:2:'&':>&01&$63>3$&0Q36:2$':$B&<1780$4&$+AFAKAhA$X0$G27067G73D$&'$6306&G13$
2&127I517L3$ 4&L&0B:I'&$ 17&0&$ ':$ Q506780$ 1:0$ <8'3$ 4&$ 7062&>&01:2$ ':$ 6317J:6780$ :$ ':$ E&B5274:4$ E367:'$ ]$
G&27347Q76:2$&'$63<1&$':I32:'A$K32$'3$1:013D$03$4&I&$72$>:26:43$63>3$7>G51:I'&$:'$+AFAKAhA$

X0$6:>I73D$&'$6306&G13$2&127I517L3$Q70:'$G32$&'$H5&$<&$G:B:$&Q&617L:>&01&$ '3$4&L&0B:43D$<7$4&I&2f:$72$
>:26:43$63>3$7>G51:I'&$:'$+AFAKAhA$

Cálculo de los Atrasos 

X'$<7<1&>:$G:2:$&'$6V'65'3$]$6317J:6780$4&$,12:<3<$&0$':<$08>70:<$4&$50$:c3$&<$&'$<7B57&01&R$

#A *347Q76:2$':$G2&08>70:$4&'$12:I:T:432$630$'3<$7>G321&<$4&Q70717L3<$G:2:$&'$:c3A$E7$<&$M:$5<:43$
50$6306&G13$63>3$a,$65&01:$4&$630L&073aD$<&$4&I&$G30&2$<5$7>G321&$:$a!a$&0$':$G2&08>70:A$

jA \&0&2:2$50:$08>70:$G32$1343$&'$G&2f343$H5&$4&I&$<&2$65>G'7>&01:43$?4&<4&$&'$#$4&$&0&23$
M:<1:$':$Y'17>:$08>70:$B&0&2:4:CA$

-A ='76$&0$&'$I3180$a,12:<3<aA$=30$&<1&$<7<1&>:D$&'$E+%$6:2B:$&0$':$08>70:$4&'$12:I:T:432$1343<$'3<$
7>G321&<$ H5&$ 4&I&2f:$ M:I&2$ 63I2:43$ 452:01&$ &'$ G&2f343$ 70123456743$ ]$ :I30:D$ G32$ 6:4:$
6306&G13D$&'$7>G321&$&Q&617L:>&01&$6:2B:43$:01&2732>&01&A$
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Documentos e Informes 

Certificados  de Empresa de un Trabajador  

Certificado de Retenciones 

kN,;bF,N$R$=XF%+h+=,SbE$R$(5&L3lA$

E&'&66730&$<7$':<$2&01:<$4&'$6&217Q76:43$G236&4&0$4&$Q:6152:<$3$4&$08>70:<$&0$&'$4&<G'&B:I'&$a%7G3aA$

,'$:I272$':$05&L:$L&01:0:$630$&'$6&217Q76:43$&0$I':063$G5&4&$3G1:2$G32R$

#A =2&:2'3$ <&BY0$ 4:13<$ &U7<1&01&<$ &0$ <5$ I:<&$ 4&$ 4:13<$ E+%R$ 65>G'7>&01&$ ':$ 4&<627G6780$ 4&$ ':$
65&01:$?03>I2&$4&'$G&26&G132CD$7012345J6:$'3<$4:13<$2&':17L3<$:$':$6':L&$4&$G&26&G6780$]D$&0$<5$
6:<3D$&'$17G3$4&$2&':6780A$='76$&0$OF&6:'65':2PA$

jA =2&:2'3$ 05&L3$ 630$ 4:13<$ &6308>763<$ 03$ &U7<1&01&<$ &0$ E+%R$ +012345J6:$ ':$ 4&<627G6780$ 4&$ ':$
65&01:$]$&'$2&<13$4&$4:13<$0&6&<:273<R$6':L&$4&$G&26&G6780D$17G3$4&$2&':6780$?<7$Q5&2:$0&6&<:273C$
&$7>G321&<$&6308>763<$4&<&:43<A$=30Q72>:2A$

Trabajador que ha causado baja 

K:2:$3I1&0&2$50$6&217Q76:43$4&$&>G2&<:$4&$50$12:I:T:432$H5&$M:$6:5<:43$I:T:R$

#A F&:'7J:2$&'$Q707H5713A$

kN,;bF,N$R$()*+(,E$R$(5&L:lR$7012345672$':<$Q&6M:<$H5&$63>G2&04&$':$08>70:$4&$'7H574:6780$]$
G5'<:2$I3180$ah707H5713a$4&$':$G:21&$70Q&2732$7JH57&24:A$

jA +012345672$Q&6M:$4&$I:T:$4&'$12:I:T:432R$

kN,;bF,N$ R$ KXFEb(,N$ R$ K&<1:c:$ N,;bF,NXElR$ <&'&66730:>3<$ &'$ 63012:13$ &0$ L7B32$ ]$
>347Q76:>3<A$X0$':$05&L:$L&01:0:$H5&$<&$:I2&D$701234567>3<$ ':$Q&6M:$4&$':$ I:T:$ ]$&'$>317L3A$
K5&4&$ 630<5'1:2$ '3<$ >317L3<$ 4&$ I:T:$ 701234567&043$ &0$ &'$ 6:>G3$ 50$ a~a$ 3$ &<627I7&043$
G:267:'>&01&$&'$>317L3$]$G5'<:043$1:I5':432A$S&$&<1:$>:0&2:$3I1&042V$L:27:<$3G6730&<D$4&$':<$
H5&$4&I&2V$<&'&66730:2$':$H5&$6322&<G304:A$=30Q72>:2A$

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

kN,;bF,N$R$KXFEb(,N$R$K&<1:c:$N,;bF,NXElA$E&'&66730:>3<$&'$63012:13$&0$L7B32$]$G5'<:>3<$&'$
I3180$a+>G27>72a$H5&$<&$&065&012:$:$':$4&2&6M:$4&$':$L&01:0:A$,$6301705:6780D$<&'&66730:>3<$
a=&217Q76:43$ 4&$ &>G2&<:a$ ]$ 630Q72>:>3<A$ W0:$ 05&L:$ L&01:0:$ 03<$ 70L71:$ :$ <&'&66730:2$ :'$
Q72>:01&$4&'$4365>&013$&0$65&<1780A$

?+*KbF%,(%XR$G2&L7:>&01&$4&I&$M:I&2$70123456743$&'$03>I2&$4&'$Q72>:01&$&0$k\X(XF,NXE$R$
X*KFXE,E$R$K&<1:c:$=:2B3<lD$]:$<&:0$:G34&2:43<D$:4>707<12:432&<D$&16AC$

W0:$05&L:$L&01:0:$'&$>3<12:2V$':<$08>70:<$4&'$12:I:T:432$H5&$<&$1&042V0$&0$65&01:$G:2:$':<$
I:<&<$H5&$<&$630<7B0&0$&'$=&217Q76:43$?G342V$3>7172$65:'H57&2:$4&$&'':<D$<7$'3$4&<&:CA$=30Q72>:2A$

X'$4365>&013$<&$7>G27>72V$630$Q&6M:$4&'$4f:$&0$H5&$'3$2&:'76&D$H5&$032>:'>&01&$6370674&$630$&'$4f:$4&$
<5$:G'76:6780$H5&$:G:2&6&$&0$':$G:01:'':$4&$&012:4:$:$':$>7<>:A$K5&4&$>347Q76:2$&<1:$Q&6M:$65:043$'3$
4&<&&D$M:67&043$6'76$<3I2&$':$Q&6M:$H5&$<&$&065&012:$&0$':$G:21&$7JH57&24:$4&$':$L&01:0:$G27067G:'$4&'$E+%$
?4&I:T3$4&'$03>I2&$4&$':$&>G2&<:CA$
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Seguros Sociales  

TC1 

,50H5&$&'$5<5:273$B&0&2&$>:05:'>&01&$&'$4365>&013$%=#$4&$6317J:6730&<$:$':$E&B5274:4$E367:'D$E+%$'&$
:]54:2V$:$2&:'7J:2$1343<$'3<$6V'65'3<A$

#A kN,;bF,N$R$=XF%+h+=,=+b(XElA$

jA \&0&2&$50:$05&L:$6317J:6780R$6'76$&0$(WXmbA$

-A X0$':$L&01:0:$4&$=317J:6730&<D$<&'&66730&$&'$>&<$:'$H5&$<&$2&Q7&2&$':$6317J:6780$]$':$65&01:$4&$
6317J:6780A$E7$':$&>G2&<:$<8'3$17&0&$50$6&0123$4&$12:I:T3D$Z<1&$<&$7012345672V$:513>V176:>&01&A$
E7$03D$<&'&66730&$&'$6&0123$4&$12:I:T3A$

.A =5>G'7>&01&$&'$2&<13$4&$'3<$4:13<$3$I7&0$M:B:$6'76$&0$\X(XF,FA$

/A =30Q72>:2A$

K3<1&2732>&01&$ :'$ 6V'65'3$ :513>V1763$ 4&'$ %=#D$ &'$ 5<5:273$ G342V$ >347Q76:2$ 65:'H57&2$ 7>G321&$ 4&'$
4365>&013$>&47:01&$50$43I'&$6'76$&0$':$6317J:6780A$

=:4:$L&J$H5&$7>G27>:$50$4365>&013$%=jD$E+%$'&$70L71:2V$:$B&0&2:2$3$:615:'7J:2$<7$&<$H5&$]:$&U7<1&D$&'$
4365>&013$ %=#$ 6322&<G3047&01&A$ X'$ G23B2:>:$ <7&>G2&$ B&0&2:2V$ 50$ 4365>&013$ 4&$ 6317J:6730&<$ G32$
G&2f343$_$6&0123$4&$12:I:T3$_$65&01:$4&$6317J:6780A$

X<1&$>Z1343$&<$&'$>V<$M:I715:'$G5&<13$H5&$G:2:$':$&>7<780$4&'$%=#$<7&>G2&$<&$L:$M:$0&6&<71:2$&'$%=j$4&'$
>7<>3$G&2f343A$

=5:043$&'$%=#$4&'$G&2f343$_$6&0123$4&$12:I:T3$_$65&01:$4&$6317J:6780$03$&U7<1:D$E+%$G236&4&$:$B&0&2:2'3$
:01&<$4&$:615:'7J:2'3A$

TC2 

X'$ 4365>&013$ %=j$ 03$ <5G30&$ 50$ 2&B7<123$ &<G&67:'$ &0$ E+%A$ E&$ 12:1:$ 4&$ ':$ 7>G2&<780$ 4&$ 50$ '7<1:43$ 4&$
08>70:<$&0$4&1&2>70:43$Q32>:13A$

S&<1:6:>3<$63>3$G:21765':274:4$H5&$':<$70674&067:<$G32$I:T:$ ':I32:'$4&'$G&2f343$<&2V0$706'574:<$&0$':$
2&':6780$%=j$63>3$50:$08>70:$>V<$?G32$'3<$4f:<$4&$':$I:T:$&Q&617L:CA$

K:2:$3I1&0&2$&'$%=jR$

!  kN,;bF,N$R$()*+(,ElA$

!  E&'&66730&$&'$a*&<aA$

!  ='76$&0$&'$I3180$+*KF+*+FA$

!  X'7T:$':$3G6780$a%=ja$G:2:$&'$>&<$4&<&:43A$

!  E&'&66730&$12:I:T:432&<$?<7$630Q72>:$706'5]&$:$1343<CA$

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

W0:$L&J$1&2>70:4:$':$7>G2&<780$4&$6:4:$%=jD$<&$70L71:2V$:'$5<5:273$:$62&:2$_$:615:'7J:2$&'$4365>&013$%=#$
6322&<G3047&01&A$ N:$ 3G6780$ 4&$ ,=%W,N+|,F$ &'$ %=#$ &<$ <8'3$ 0&6&<:27:$ <7$ <&$ M:0$ G23456743$ 6:>I73<$ &0$
:'B50:$08>70:$4&<G5Z<$4&$M:I&2$B&0&2:43$':<$6317J:6730&<A$

Otros Documentos e Informes  
k\X(XF,NXE$R$+(hbF*XE$R$()*+(,ElA$
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Personal en Activo 

*5&<12:$50$'7<1:43$4&$1343$&'$G&2<30:'$630$63012:13$:617L3$4&$':<$&>G2&<:<$<&'&66730:4:<A$

X<1&$ '7<1:43$ &<1V$ 4727B743$ :$ ':$ G2&L7<780$ 4&$ ':$ \&0&2:6780$ ,513>V176:$ 4&$ (8>70:<$ k\X(XF,NXE$ R$
W%+N+S,SXE$ R$ ()*+(,E$ R$ \&0&2:2$ (8>70:<lD$ 62&:043$ 50:$ 05&L:$ 08>70:$ G:2:$ 6:4:$ 503$ 4&$ '3<$
12:I:T:432&<$H5&$:G:2&6&0$&0$&<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&$ 1Z2>703$ 7012345674:A$ X'$ '7<1:43$
>5&<12:$'3<$63012:13<$G32$324&0$4&$L&067>7&013A$

X<1&$'7<1:43$&<1V$4727B743$:$':$G2&L7<780$4&$2&03L:6730&<$4&$63012:13<A$

Próximos Vencimientos 

Devengos Pagas / Vacaciones 

#A h&6M:<$H5&$4&I&$&'&B72R$Q&6M:$:$G:2172$4&$':$H5&$<&$4&L&0B:0$':<$L:6:6730&<$&0$<5$&>G2&<:A$E7$<&$
:22:<12:0$4&$50$:c3$G:2:$3123D$4&I&$&'&B72$':$Q&6M:$H5&D$G32$4&Q&613D$'&$<5B7&2&$E+%A$

jA %2:I:T:432&<R$ 4&T&$ '3<$ 6847B3<$ <5B&2743<A$E+%$ <8'3$ >3<12:2V$ :$ '3<$ 12:I:T:432&<$ 630$ 63012:13$
:617L3A$

-A b>7172$G501&:4:<R$M:6&$2&Q&2&067:$:$ ':<$G2322:1:<$4&$K:B:$XU12:A$K342V$G501&:2$3$4&<G501&:2$
':<$>7<>:<$&0$kN,;bF,N$R$KXFEb(,N$R$E&'&66780$R$>347Q76:2$R$K&<1:c:$K:B:<lA$

.A E8'3$F&<5>&0R$>5&<12:$50$2&<5>&0$4&$1343<$'3<$12:I:T:432&<D$1&0B:0$3$03$63012:13$:617L3A$

Comunicación Contratación 

Informe Facturación 

Imprimir Nóminas 

Control Antigüedad 

Libro de Matrícula 

Costes por Imputaciones 

Costes por Conceptos Retributivos 

Imputación Horas Personal 
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Utilidades 

Ficheros FAN  
E+%$&<1V$G2&G:2:43$G:2:D$:$G:2172$4&$':<$08>70:<$&':I32:4:<$:$12:LZ<$4&'$>345'3$%&'&()*+(, D$B&0&2:2$
&'$ Q76M&23$ h,($ 0&6&<:273$ G:2:$ ':$ 63>5076:6780$ 4&$ 6317J:6730&<$ :'$ G23B2:>:$N2/CO20+$ 4&$ ':$ E&B5274:4$
E367:'A$

K:2:$&''3D$50:$L&J$&':I32:4:<$':<$08>70:<D$4&I&$<&B572$&<13<$<&067''3<$G:<3<R$

#A k\X(XF,NXE$ R$ X*KFXE,E$R$ K&<1:c:$ \&0&2:'&<$ R$ K2&Q&2&067:<$ 4&$ X>G2&<:lA$ ,<&BY2&<&$ H5&$ ':$
3G6780$!.![$E7<1&>:$FXS$4&$':$E&B5274:4$E367:'$<&$>5&<12:$4&$63'32$L&24&$?<7$:G:2&6&$&0$23T3$
M:B:$43I'&$6'76$<3I2&$':$3G6780$G:2:$H5&$6:>I7&$4&$63'32CA$

jA k\X(XF,NXE$ R$ KFXhXFX(=+,E$ R$ K&<1:c:$ =3>5076:6730&<$ R$ ;3180$ E7<1&>:$ FXSlA$ E&'&66730&$ ':$
251:$G:2:$&'$:26M7L3$4&'$Q76M&23$h,($H5&$<&$L:$:$B&0&2:2$&0$&'$G236&<3A$

-A k\X(XF,NXE$R$W%+N+S,SXE$R$(8>70:<$R$=317J:6730&<$h,(lA$E&'&66730&$':$&>G2&<:$]$630Q72>&$?3$
43I'&$6'76C{$E&'&66780$E+E%X*,$FXS{$+012345J6:$'3<$4:13<$0&6&<:273<R$

- X>G2&<:R$6847B3$4&$':$&>G2&<:$:<7B0:4:$&0$E+%A$

- h&6M:<R$ 4f:<$ G27>&23$ ]$ Y'17>3$ 4&'$ >&<A$ X<1:<$ Q&6M:<$ <&$ :51370123456&0$ :'$ <&'&66730:2$ &'$ >&<$
?<7B57&01&$6306&G13CA$

- *&<R$<&'&66780$&0$&'$4&<G'&B:I'&A$E+%$G32$4&Q&613D$<5B7&2&$&'$>&<$4&'$4f:$4&$M3]A$

- =5&01:$;:063R$65&01:$6301:I'&D$&0$&'$6:<3$4&$H5&$H57&2:$43>767'7:2$&'$G:B3A$X<$7>G2&<67047I'&$
H5&$ &0$ ':$ >7<>:$ M:]:$ 70123456743$ '3<$ j!$ 4fB713<$ 4&$ ':$ 65&01:$ ?&'$ ===$ Q:67'71:43$ G32$ <5$
I :063CA$E7$:'$7012345672$':$65&01:$6301:I'&$03$<&$>5&<12:$&0$':$ 'f0&:$70Q&2732$&'$===$4&$':$
>7<>:D$4&I&2V$7012345672':$G2&L7:>&01&$&0$k\X(XF,NXE$R$=WX(%,E$R$;,(=bE$R$*347Q76:2$R$
K&<1:c:$=301:I'&<$R$=:>G3$=5&01:$;:063$?===ClA$

- (3>I2&$4&'$Q76M&23R$7012345J6:$e$G3<76730&<$1:013$05>Z276:<$63>3$:'Q:IZ176:<A$

- %7G3$4&$'7H574:6780R$G32$4&Q&613$E+%$7012345672V$N!!D$H5&$&<$':$>V<$M:I715:'A$S&$134:<$Q32>:<D$
G342V$6:>I7:2$&'$17G3$4&$'7H574:6780$:$N#-$8$N!"A$

- %7G3$ 4&$ Q76M&23$ :$ B&0&2:2R$ <&'&66730&$ <&BY0$ <&$ 12:1&$ 4&$ 50:$ '7H574:6780$ 032>:'$ ?4:13$ G32$
4&Q&613CD$4&$<5<17156780$3$4&$G25&I:<A$

- *34:'74:4$4&$G:B3R$<&'&66730&$50:$3G6780$&012&$G:B3$&'&61280763$3$6:2B3$&0$65&01:A$

- F&Q&2&067:$G:2:$&0Lf3<$&<G&67:'&<R$12:1V043<&$&0$h,($&<G&67:'&<$G32$<:':273<$4&$12:>71:6780D$
G32$63>G'&>&01:27:<D$&16AD$4&I&2V$7012345672$&'$1&U13$6322&<G3047&01&A$

- h&6M:$ 4&$ 630123'R$ &0$ &'$ 6:<3$ 4&$ &0Lf3<$ &<G&67:'&<D$ Q&6M:$ 4&'$ M&6M3$ H5&$ '3$ 6:5<:$ ?:61:$ 4&$
63067'7:6780D$<&01&067:D$&16ACA$

=30Q72>&$':$L&01:0:A$

E&'&66730&$:$6301705:6780D$':?<C$65&01:?<C$4&$6317J:6780$H5&$H57&2&$H5&$<&$706'5]:0$&0$&'$Q76M&23$h,($H5&$
<&$L:$:$62&:2D$]$630Q72>&A$

K:2:$ <5$ 63>G23I:6780D$ E+%$ '&$ >5&<12:$ ':<$ 08>70:<$ H5&$ <&$ L:0$ :$ 706'572$ &0$ &'$ Q76M&23A$ E7$ '3$ 630<74&2:$
0&6&<:273D$G5&4&$3>7172$:'B50:$4&$&'':<A$=30Q72>&A$

X'$Q76M&23$<&$M:$B&0&2:43$]$<5$5I76:6780$<&2V$':$70476:4:$&0$&'$G:<3$jA$

k\X(XF,NXE$R$W%+N+S,SXElA$

X0$':$L&01:0:$4&$W%+N+S,SXE$G34&>3<$&063012:2$:'B503<$G236&47>7&013<$G:2:$2&:'7J:2$1:2&:<$63>G'&T:<$
4&$50:$<3':$L&JA$
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F&63>&04:>3<$H5&$:01&<$4&$G30&2$&0$>:26M:$50:$517'74:4D$2&:'76&$<7&>G2&$50:$63G7:$4&$<&B5274:4$4&$
<5$Q76M&23$4&$4:13<A$S&$&<1:$Q32>:D$&0$6:<3$4&$&2232$3$50:$13>:$4&$4&67<780$G2&67G71:4:D$G342V$L3'L&2$:'$
&<1:43$:01&2732$:$&<&$G236&47>7&013$2&65G&2:043$<5$63G7:$4&$<&B5274:4A$

N:$>:]32f:$4&$517'74:4&<$12:I:T:0$<3I2&$'3<$4:13<$4&$50:$<3':$&>G2&<:$4&$':<$&U7<1&01&<A$K32$&''3D$:01&<$
4&$:66&4&2$:$65:'H57&2$517'74:4$4&I&$<&'&66730:2$':$&>G2&<:$4&<&:4:$&0$':$L&01:0:$G27067G:'A$

Liquidación Complementaria de la Seguridad Social (L09) 

,$6301705:6780$'&$4&<627I7>3<$':<$70<12566730&<$G:2:$':$B&0&2:6780$4&'$h76M&23$h,($630$50:$'7H574:6780$
4&'$17G3$N!"$?312:<$63>G'&>&01:27:<CR$

#A +2$ :$ k\X(XF,NXE$ R$ N,;bF,N$ R$ ()*+(,ElA$*347Q76:2$':$ 08>70:$ H5&$ 03$ <&$ 706'5]8$ &0$ &'$ h,($
6322&<G3047&01&A$

jA ='76$ &0$ ':$ G&<1:c:$=317J:6780R$ &0$ ':$ G:21&$ 70Q&2732$ 4&$ &<1:$ L&01:0:D$ <&$ &065&012:$ ':$ 'f0&:$ 4&$
6317J:6780$H5&$G3<1&2732>&01&$:G:2&6&$&0$&'$Q76M&23$h,(A$S3I'&$6'76$<3I2&$&'':$G:2:$>347Q76:2':A$
,$6301705:6780D$6'76$&0$&'$6:>G3$aN7H574:6AaA$g:]$H5&$<5<171572$'3<$12&<$4fB713<$H5&$:G:2&6&0$G32$
4&Q&613$?a!!!a C$G32$a!!"aA$W0:$L&J$>347Q76:43$&<1&$4:13D$630Q72>:2$&'$2&B7<123A$

-A +2$:$k\X(XF,NXE$R$N,;bF,N$R$=b%+|,=+b(XE$R$(5&L3lA$=5>G'7>&01:2R$

:A FZB7>&0$G:2:$&'$H5&$L:$:$2&:'7J:2$':$'7H574:6780$63>G'&>&01:27:A$

IA *&<$?4&<G'&B:I'&CA$

6A =&0123$4&$%2:I:T3$?4&<G'&B:I'&CA$$

4A h&6M:<A$

&A =':L&$4&$'7H574:6780$?6:>G3$<715:43$4&I:T3$4&$h&6M:$4&$70B2&<3CR$a!!"aA$

QA S&>32:R$7012345672$&'$G326&01:T&$4&$2&6:2B3$H5&$M:$4&$<:17<Q:6&2$:$':$E&B5274:4$E367:'A$

BA ='76$&0$a\&0&2:2aA$

.A K:2:$Q70:'7J:2D$62&:2$&'$Q76M&23$h,($6322&<G3047&01&$:$&<&$12:I:T:432R$k\X(XF,NXE$R$W%+N+S,SXE$
R$()*+(,E$R$=317J:6730&<$h,(lR$

:A E&'&66730:2$':$&>G2&<:A$

IA =5>G'7>&01:2$'3<$4:13<A$

6A E&'&66730:2$aE7<1&>:$ FXSaR$ &0$17G3$ 4&$ '7H574:6780$ ?H5&$ G32$4&Q&613$ :G:2&6&$ 63>3$
aN!! aCD$70476:2$aN!"aA$

4A =30Q72>:2A$

An‡lisis Laboral  
k,Wq+N+,FXE$R$,(pN+E+E$N,;bF,NlA$

X'$E+%$G&2>71&$''&L:2$50$630123'$&UM:5<17L3$4&$':<$M32:<$4&$12:I:T3$]$&'$2&<5'1:43$4&$476M:<$M32:<$&0$':$
Q:6152:6780A$K:2:$&''3$G34&>3<$517'7J:2$&'$I3180$a,0V'7<7<$':I32:'aA$X0$476M:$L&01:0:D$&'$E+%$>5&<12:R$

#A N:$M32:$4&$&012:4:$]$<:'74:$H5&$:$47:273$2&:'7J:$&'$12:I:T:432$&0$&'$<7<1&>:$?XL&013<CA$

jA N:<$630476730&<$4&$<5$63012:13$4&$12:I:T3R$M32:<$47:27:<$:$2&:'7J:2D$G:5<:$G:2:$&'$:'>5&2J3D$&16A$

-A S7Q&2&067:<$&012&$T320:4:$G2&L7<1:$]$T320:4:$2&:'A$

.A K:21&<$4&$&T&656780$4&'$12:I:T:432$]$47Q&2&067:$630$':$T320:4:$2&:'A$

/A ,'I:2:0&<$B&0&2:43<$:'$6'7&01&$&0$I:<&$:$'3<$G:21&<$4&$&T&656780A$

9A S7Q&2&067:$&012&$M32:<$2&:'>&01&$&T&651:4:<$]$M32:<$Q:6152:4:<$:'$6'7&01&A$
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K:2:$H5&$&'$E+%$63>7&06&$:$13>:2$031:$4&$&L&013<$?&<$4&672D$G27>&2:$&012:4:$47:27:$:'$E+%$]$Y'17>:$<:'74:C$
4&I&$72$:$kKFXhXFX(=+,E$R$EWKXFm+EbFl$]$:617L:2$&'$\&<132$4&$XL&013<A$,$G:2172$4&$&<&$>3>&013D$E+%$
13>:2V$031:$4&$':<$&012:4:<$]$<:'74:<$4&'$12:I:T:432$:'$<7<1&>:A$

%:>I7Z0$&<$G3<7I'&$2&:'7J:2$50:$701234566780$>:05:'$4&$X012:4:<$]$E:'74:<R$

k\X(XF,NXE$R$W%+N+S,SXE$R$K&<1:c:$E5G&2L7<32l$

#A a\&<132$4&$XL&013<a$

jA E&'&66730:2$&'$Q76M&23$aW<5:273<aA$

-A ='76$&0$a(5&L3aA$

Configuración 

X'$G23B2:>:$17&0&$:M32:$&0$65&01:$':<$M32:<$63012:1:4:<$:'$12:I:T:432$]$':<$G:5<:<$4&$63>74:A$

X0$kN+E%,E$R$N,;bF,N$R$=b(mX(+bEl$<&$G5&4&$7012345672$':$G:5<:$4&$63>74:$G:2:$1343$&'$5-*R"*1- A$

X0$kN+E%,E$R$N,;bF,N$R$=b(mX(+bE$R$*bS+h+=,F$=b(mX(+b$R$*bS+h+=,F$KWXE%b$SX$%F,;,sbl$G&2>71&$
7012345672$':$G:5<:$4&$63>74:$G:2:$50$4&1&2>70:43$K/"<+-). ")!,8A8O-A$

X0$kN,;bF,N$R$KXFEb(,N$R$*bS+h+=,F$KXFEb(,N$R$K&<1:c:$N,;bF,N$R$*bS+h+=,F$=b(%F,%blD$3$I7&0$
&0$kN,;bF,N$R$=b(%F,%bEl$<&$G5&4&$7012345672$':$G:5<:$4&$63>74:$G:2:$50$5-*+,8+-$&0$G:21765':2A$

Tipos de Análisis 

k,Wq+N+,FXE$R$,(pN+E+E$N,;bF,NlA$

X'$E+%$517'7J:$476M:$70Q32>:6780$G:2:$6:'65':2R$

#A S7Q&2&067:$&012&$M32:<$63012:1:4:<$:'$12:I:T:432$]$M32:<$G2&<&067:'&<$?6:'65':4:<$>&47:01&$'3<$
&L&013<$4&$&012:4:$]$<:'74:$:'$E+%CA$

jA S7Q&2&067:$&012&$':<$M32:<$63012:1:4:<$>&03<$':$G:5<:$4&$':$63>74:$]$':<$M32:<$2&G321:4:<$G32$
&'$12:I:T:432$:$':<$47<1701:<$1:2&:<A$

-A S7Q&2&067:$&012&$M32:<$&T&651:4:<$]$M32:<$Q:6152:4:<$:$6'7&01&<$?<&BY0$:'I:2:0&<$4&$L&01:CA$

X'$:0V'7<7<$4&$'3<$4:13<$<&$2&:'7J:$<3I2&$':$<&'&66780$4&$Q&6M:<$H5&$&'$5<5:273$4&<&:A$

K:2:$<&'&66730:2$':$Q&6M:$47<G30&$4&$&<1:<$3G6730&<R$

#A K:2:$<&'&66730:2$':$Q&6M:$aM3]aD$M:B:$6'76$<3I2&$':$Q&6M:<$aS&<4&a$3$ag:<1:aA$

jA K:2:$ :L:0J:2$3$2&12:<:2$50$.L8D$6'76$&0$ ':$Q'&6M:$4&2&6M:$3$7JH57&24:$H5&$M:]$4&I:T3$4&$6:4:$
Q&6M:A$

-A K:2:$:L:0J:2$3$2&12:<:2$50:$<"=8*8 D$*:]Y<65':<$`$='76$&0$':$Q'&6M:$4&2&6M:$3$7JH57&24:A$

.A K:2:$ :L:0J:2$ 3$ 2&12:<:2$ 50$="< D$ *:]Y<65':<$ `$ ,'1$ `$ ='76$ &0$ ':<$ Q'&6M:<$ ?&0$ *:67013<MR$
*:]Y<65':<$`$bG6780$`$='76CA$

Otras Utilidades  
k\X(XF,NXE$R$W%+N+S,SXE$R$()*+(,El$

Renumerar Documentos 

X<1&$G236&47>7&013$2&05>&2:D$G32$324&0$4&$Q&6M:D$&'$0Y>&23$4&$4365>&013$H5&$:63>G:c:$:$65:'H57&2$
2&B7<123$ 4&'$ G23B2:>:D$ 4&<4&$ &'$ =847B3$ 4&$ K&2<30:'$ M:<1:$ &'$ (Y>&23$ 4&$ S365>&013$ 4&$ (8>70:<D$
=317J:6730&<D$+0674&067:<D$=&217Q76:43<D$&16A$
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N:$517'74:4$4&$&<1&$G236&47>7&013$&<$G34&2$L7<5:'7J:2$134:$&<1:$70Q32>:6780$G32$324&0$62303'8B763A$

X'$ G23B2:>:$ >5&<12:$ '3<$ 2&B7<123<$ &0$ <5<$ 47<1701:<$ L&01:0:<$ 324&0:43<$ G32$ S365>&013D$ G32$ '3$ H5&$
4&<G5Z<$4&$50:$2&05>&2:6780D$476M3$324&0$6322&<G304&$1:>I7Z0$:'$324&0$62303'8B763A$

,<7>7<>3D$ '3<$ M5&63<$ '7I2&<$ 4&T:43<$ G32$ ':$ &'7>70:6780$ 4&$ 4365>&013<$ H5&4:0$ 65I7&213<$ 4&$ 05&L3$
4&<G5Z<$4&$':$2&05>&2:6780$4&$'3<$>7<>3<A$

(3$&<$2&63>&04:I'&$517'7J:2$&<1&$G236&47>7&013$65:043$0Y>&23$4&$S365>&013$&<$<7B07Q76:17L3$G:2:$&'$
5<5:273A$ %&0B:$ &0$ 65&01:$ H5&$ 476M3$ 05>&23$ 4&$ 4365>&013$ <&$ 7>G27>&$ &0$ :'B503<$ 4365>&013<$ 4&$
<:'74:D$ 63>3$ ':<$ (8>70:<A$ X<$ 4&672D$ &0$ 4&1&2>70:4:<$ 672650<1:067:<$ &<$ >:<$ :630<&T:I'&$ >:01&0&2$ 50$
4&<324&0$62303'8B763$3$M5&63<$&0$':$05>&2:6780$G:2:$50$>&T32$<&B57>7&013$4&$'3<$4365>&013<A$

Importar y Exportar Tablas 

Comprobar Nóminas y Cotizaciones 

Actualizar porcentaje IRPF 

X<$50:$517'74:4$H5&$03<$G&2>71&D$50:$L&J$7>G321:4:<$05&L:<$1:I':<$4&$2&1&06730&<$4&$+AFAKAhD$3$4&<G5Z<$
4&$ H5&$ Z<1:<$ M:]:0$ <743$ >347Q76:4:<$ G32$ &'$ 5<5:273D$ :615:'7J:2$ &0$ 6:4:$ Q76M:$ 4&$ G&2<30:'$ ':$ 05&L:$
2&1&06780$4&$+AFAKAh$H5&$'&$6322&<G304&$<&BY0$':<$05&L:<$1:I':<A$

Importar Nóminas 

Generar Nóminas 

Contabilizar Nóminas 

Liquidar Pagas Extra 

X<1:$517'74:4$G&2>71&$ '7H574:2$ ':<$K:B:<$XU12:$G:2:$1343$&'$G&2<30:'$4&$50:$&>G2&<:A$X'$7>G321&$4&$ ':$
G:B:$&<$':$<5>:$4&$1343<$'3<$4&L&0B3<$4&$':$G:B:$&'&B74:$H5&$H5&4:0$G&047&01&<$4&$'7H574:2$M:<1:$':$
Q&6M:$4&$'7H574:6780$H5&$<&$&<G&67Q7H5&A$

X<$2&63>&04:I'&$2&L7<:2$&'$Q76M&23$K,\,ED$:'$H5&$<&$:66&4&$4&<4&$':$Q76M:$4&$G&2<30:'D$G:2:$&U:>70:2$&'$
&<1:43$4&$476M:$'7H574:6780$:01&<$4&$&Q&615:2':A$

X'$=306&G13$F&127I517L3$517'7J:43$G:2:$':$'7H574:6780$&<$&'$H5&$Q7B52:$&0$':$Q76M:$4&$X>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$ =306&G13$
F&127I517L3A$E7$ ':$3G6780$&'&B74:$&<$+0674&067:D$&'$E+%$B&0&2:2V$50:$05&L:$70674&067:$H5&$<&2V$706'574:$
G3<1&2732>&01&$&0$':$08>70:$63227&01&$4&'$>&<$4&$':$'7H574:6780A$X'$E+%$<5B&272V$50:$5$312:$3G6780$<&BY0$
&<1Z$&<G&67Q76:43$&0$':$Q76M:$4&$X>G2&<:A$

Certificados IRPF 

X<1:$517'74:4$B&0&2:$3$:615:'7J:$6&217Q76:43<$4&$+AFAKAh$G:2:$'3<$12:I:T:432&<$4&$':<$&>G2&<:<$&'&B74:<$]$
G:2:$&'$&T&267673$<3'7671:43A$X0$6:<3$4&$H5&$&'$6&217Q76:43$<3'7671:43$]:$&U7<1:D$E+%$:615:'7J:2V$<5<$4:13<$:$
G:2172$4&$':<$08>70:<$]$':<$Q:6152:<$H5&$1&0B:0$:<7B0:4:<$6:4:$65&01:A$

Modelo 190 (Hacienda Pública) 

X'$E+%$B&<1730:$':<$2&1&06730&<$G2:6176:4:<$<3I2&$08>70:<A$

K:2:$B&0&2:2$6322&61:>&01&$':$70Q32>:6780$4&$2&1&06730&<$<&$M:$4&$G236&4&2$4&'$<7B57&01&$>343R$
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#A ,<&BY2&<&$4&$H5&$6:4:$6306&G13$2&127I517L3$4&$':$08>70:$1&0B:$:<7B0:4:$50:$6':L&$4&$+FKh$]D$
&0$ <5$ 6:<3D$ 50:$ <5I6':L&A$ X<1:<$ 6':L&<$ ]$ <5I6':L&<$ <30$ ':<$ &<1:I'&674:<$ &0$ ':<$ 032>:<$ 4&$
&':I32:6780$ 4&'$ G23G73$ >34&'3$ #"!A$ K:2:$ &''3$ 72$ :$ kW%+N+S,SXE$ R$ ()*+(,E$ R$ ,<7B0:2$ =':L&<$
+FKhlA$

jA \&0&2:>3<$6&217Q76:43<$G32$6:4:$503$4&$'3<$G&26&G132&<$]$6:4:$50:$4&$':<$2&01:<R$kW%+N+S,SXE$
R$ ()*+(,E$ R$ =&217Q76:43<$ +FKh$ R$ E&'&66730&$ ':<$ &>G2&<:<$ G:2:$ ':<$ H5&$ 4&<&&$ B&0&2:2$ '3<$
6&217Q76:43<lA$E7$]:$&U7<1&0$6&217Q76:43<$B&0&2:43<$&0$50$:01&2732$G236&<3D$<&'&66730&<$':$3G6780$
a,615:'7J:2$6&217Q76:43<$&U7<1&01&<A$

-A m&27Q7H5&$H5&$'3<$6&217Q76:43<$<30$6322&613<$&0$kN,;bF,N $R$=XF%+h+=,SbE$+FKhlA$

N3<$6&217Q76:43<$B&0&2:43<$<&2V0$503$G32$6:4:$03>I2&$4&$G&26&G132$]$G32$6:4:$6':L&$?]$<5I6':L&C$4&$
G&26&G6780R$

- ,D$!#$8$!j$?G32$17G3$4&$2&':6780CD$N$!#$8$!/D$G:2:$':<$2&01:<$':I32:'&<D$G236&4&01&<$4&$08>70:<A$

F&63>&04:>3<$ H5&$ 2&L7<&$ '3<$ 03>I2&<$ ?4&<627G6780$ 4&$ ':<$ 65&01:<C$ ]$ &L71&$ &'$ 5<3$ 4&$ <f>I3'3<$ 1:'&<$
63>3$•D$vD$€D$•$]$<7>7':2&<A$K5&4&0$4:2$&2232$&0$&'$>3>&013$4&$':$7>G321:6780$4&'$Q76M&23$B&0&2:43$G32$
E+%$:$':$:G'76:6780$a+0Q32>:17L:<a$4&$g:67&04:A$

K5&4&$ 62&:2$ >:05:'>&01&$ '3<$ 6&217Q76:43<$H5&$ 630<74&2&$ 0&6&<:273<$ 3$ >347Q76:2$ '3<$ 62&:43<$ &0$ &'$
G236&<3$ :513>V1763A$ K:2:$ &''3D$ G5&4&$ 630<5'1:2$ 05&<123$ :21f65'3$ a=FX,F$ =XF%+h+=,SbE$ SX$
FX%X(=+b(XEaA$

.A X'$ E+%$ ]:$ &<1V$ G2&G:2:43$ G:2:$ &UG321:2$ &'$ Q76M&23$ gK#"!$ 4&<4&$ kW%+N+S,SXE$ R$ ()*+(,E$ R$
XUG321:2$gK$#"!lA$E&'&66730&$':$5I76:6780$4&'$Q76M&23$H5&$E+%$B&0&2:$]$:<fB0&'&$50$03>I2&$?:$
>343$4&$&T&>G'3$agK#"!$X>G2&<:,c3aCA$

,'$Q70:'$4&'$G236&<3$E+%$'&$70L71:$:$L7<5:'7J:2$50$70Q32>&$4&$G3<7I'&<$70674&067:<$G2345674:<$&0$&'$G236&<3$
4&$ B&0&2:6780$ 4&'$ Q76M&23R$ 2&63>&04:>3<$ ':$ L7<5:'7J:6780$ 4&'$ >7<>3A$ E7$ 03$ M:]$ &2232&<$ &'$ Q76M&23$
B&0&2:43$G5&4&$<&2$7>G321:43$ :$ ':$ :G'76:6780$a+0Q32>:17L:<a$4&$g:67&04:A$X0$6:<3$63012:273D$4&I&2V$
<5I<:0:2$ '3<$ &2232&<$ ?Q:'1:$ 4&$ 6847B3<$ G3<1:'&<D$ 6&217Q76:43<$ <70$ 4:13<$ &6308>763<D$ &16AC$ ]$L3'L&2$ :$
B&0&2:2$&'$Q76M&23A$

Contratos Civiles 

Generar Evaluación de Riesgos 

X<1:$517'74:4$2&:'7J:$50:$m:'32:6780$4&$F7&<B3<$4&$'3<$K5&<13<$4&$%2:I:T3A$

X'$G236&<3$G:2:$2&:'7J:2$&'$X<15473$4&$F7&<B3<$&<$&'$<7B57&01&R$

#A ,<&BY2&<&$4&$H5&$1343<$ '3<$12:I:T:432&<$17&0&0$ :<7B0:43$50$63012:13$ :617L3$ ]$50$G5&<13$4&$
12:I:T3$&0$476M3$63012:13A$

jA +2$:$kN,;bF,NXE$R$KFXm+E+)($F+XE\bEl$&$7012345J6:$&0$6:4:$503$4&$&''3<$134:$':$>:H570:27:$]$
M&22:>7&01:<$?Q:6132&<$4&$27&<B3C$2&':6730:4:<$630$476M3$KWXE%b$]$H5&$<&:0$<5<6&G17I'&<$4&$
G23L36:2$50$4:c3$Qf<763A$

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

.A +2$:$kW%+N+S,SXE$R$()*+(,E$R$\&0&2:2$XL:'5:6780$4&$F7&<B3<lA$

/A +2$:$kN,;bF,N$R$KFXm+E+)($F+XE\bEl$]$6:'7Q7H5&$3$:05'&$6:4:$50:$4&$':<$<715:6730&<$4&$27&<B3A$

Cotizaciones FAN (Sistema R.E.D.) 


