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1. Owner (Quan ly hé théng)
1.1.  Phan quyén ddc biét cho tai khodn c6 quyén thiét Igp form d@é xudt
Pé phan quyén dac biét cho 1 tai khoan c6 quyén setup form dé xuét trong Base request,
thao tac theo 2 cach sau:
e Cach 1: Phan quyén cho 1 account 12 App Admin caa Base Request theo huéng
dan tai day.
e Céach 2:

Budc 1: Truy cap vao https://account.base.vn

Budc 2: Chon tab “Thanh vién” va chon account can phan quyén dic biét.
Budc 3: Click vao icon "..." va chon “Grant special access”

s
;

AAAAA

Budc 4: Khi popup bat ra, chon “request.admin” va chon “Save access” dé hoan tat.

GRANT SPECIAL ACCESS

Bul Hiu Thinh

1.2.  Céch xem tdt cd dé xudt trong hé thong
Luwu y: Chi c6 Owner méi xem duoc tat ca cac dé xuat trong hé thong.
Budc 1: Vao https://request.base.vn



https://account.base.vn/
https://request.base.vn/

Budc 2: O thanh chtic ning bén trai > Chon biéu twong Folder > Sau d6 chon “Tat
ca dé xuat hé thong”

TRANG CHU Danh sach dé xuat

NHOM BE XUAT -
Tétca

TATCA QUAHANDUYET DANGCHUDUYET DA PHE DUYET
88 Tat ca nhom dé xuat

. l
(O Tét ca dé xudt hé thang B2 abc Nhom: Yeu cau trign khai (Copy) - Deal ID: 123456 - Tén Cong ty: ABC - M s5 th... m € Lenguyen. % Oct17

[ Mau & xudt c6 san

bao quén Nhém: Bao quén checkout - Ngay quén checkout: 17/10/2019 - Ca lam vi... Chr duyét ®  1aan knénh 0 9 Oct 16
@® Thém nhém méi !
QUAN TRONG ~ [Forwarded] mua may in Nhém: 82 xudt thanh todn - Néi dung thanh todn: mua ... Chér duyét : Truong T n '3 : Oct 15
* D8 xudt truc tigp Py -
@ muaméyin Nhom: 52 xuat duyét chi - Néi dung chi: mua may in - S5 tién: 1000000... m - % ¥ Oct15
CUSTOMER SUCCESS v
- Mua mdy in  Nhém: D xut duyét chi - Nai dung chi: Mua méy in - S8 tign: 1000000. Chis duyét ey 0Oe oct 15
¥r Yéu chu trién khai Y Y LEEBL y b 4 7
¥r Yéu cau trién khai (Copy) R
Test Nhom: Test- Ngay khéi hanh: 10/10/2019 ch duyet ) nowsnng. 0 oct 09
FINANCE v
DBi ca fruc Nhém: B8 xuit ddi ca - Théng tin ngudi mudn di ca [5m viée: - Ngudi t... Cha duyet @ Tuong T 0= oct 04

¥r _Sagyat thanh toan

phéng pham

Tam (ng ti8n Nhém: H& tam ing - S6 tién: 1000000 Chir duyét T Lé&DiucMinh A 2
4 A A
2. Nhom deé xuat

2.1. Tao nhém dé xuit

(3]

e Céch 1: Tao nhoém dé xuit trén Base Request

Budc 1: Chon vao “Nhém dé xuat” (C6 biéu tugng hinh file) = Chon “THEM LOAI
DE XUAT MOI”.

= BASE.VN

% g o Quan ly loai dé xuat

/ N DANHSACH  DANGKHA DUNG  DANG TAM BONG
oo Téatca nhém dé xuat

Ol _ugdu o8 xusit c6 sén
Nhém déxuat GROUPS (150) APPROVERS DIRECT MANAGER?  WORKFLOW SLA (H) STATUS

® Thém nhém méi

A m Trinh Thi Han...

-
®
Dé xuat mua may tinh i+ L chi 1 nguédi 48 (n) ‘
% Chi phi thi cong ban hieu :
Mua may tinh {+ 2 chi1ngudi 12 (n) ‘
Yr DE xuft mua may tinh
+r Mua may tinh e
Y = Demo ¥ «0 Lin luot - [}
¥ Demo
¥r DE XUAT TEST KHANH Chi phi thi cong ban hieu + o Require A Chilngudi - [ ]
¥r  (4) Phi€u nhan ban giao tai san ¢& dinh v L5
¢ 8 xust bbi thuang xe 6. +00 Lan lugt - L

# (3) Phigu de xuat mua sam TSCD + 00 Do not required *0 Lanluot - [ ]
. (U nhan bin giao .. )
t iU 8 xust mua's... N BASE.VN -an
Y o .

(2) Soan 1ap hgp ddng kinh t& Y=Y .
Budc 2: Thiét lap cac thong tin nhom dé xuat - Click “Tao nhém dé xuat méi” dé
hoan tat thao tac.



+

THEM LOAI DE XUAT MOI

Iﬁn’l?@j)del‘xual * Tén loai d& xuat (Vi dy: D& xut xin nghi phép)
én loai 4% xudit
y?}wi xét duygt * Strdung @ dé tag ngudi xét duyét

'Yéu cau théng bao téi

ngudi quan ly truc tiép? hdng

XU Iy déng thai

Quy trinh xir ly
Lua chon: Xir Iy a& xut b

Mau form de xuat? 6,161 s& tac mau ding ky

Khong, t6i khong can
C6, t6i s& tao mau dang ky

Tén loai d& xuat; ban dién tén nhom dé xuat

Nguoi xét duyét: nhirng nguoi dugc tag s& mic dinh c6 quyén duyét toan bo cac
dé xuét duoc tao ra.

Yéu cau thdng bao toi nguoi quan Iy truc tiép: Néu chon Co thi dé xuat nay bat
bugc can @tag quan ly truc tiép duyét truéc khi nhitng nguoi xét duyét mac dinh
Xt ly.

Quy trinh xtr ly:

X Iy dong thoi: Nhitng nguoi duoc tag xét duyét ai xir 1y trude cling dugc nhung
bat budc tat ca moi nguoi dugc tag phai xir y.

X Iy 1an Iuot: Trong nhirng nguoi dugc tag xét duyét s& phai xtr ly theo thir ty,
ai dugc tag trudc sé Xu 1y trudce.

Chi can mot ngudi duyét: Trong nhimg nguoi dugc tag xét duyét chi can mot
ngudi xtr Iy 1a dé xuét duoc théng qua.

Mau form d& xuat: chon C6 néu dé xuat can thiét lap thém cac truong dir liéu.

Budc 3: Néu bude 2, phan Mau form dé xuat chon “Co”, click “Thém” dé thiét lap
cac truong dir liéu (cau hoi) cia nhom dé xuat nay.



BASE.VN Q, Tim nhanh yéu cau - d& xuat

a @} Trinh Thi Han...

~ NHOM DE XUAT
#® < TRANG CHO 5 e E 7 Chinnsira | === i .
Tao nhém dé xuat mau Tao nhém dé xust mau
Khéng cé miéu ta chi tiét B
88 T4t c nhém d& xudt .
] L Ve e Trinh Thi Hanh Nguyén (K& todn)
[1 M&u de xust c6 sin . L .
o) Mau form de xuat + Thém e ——
= ® Them nhom méi Tham céc trueng di liu d3c biét trong mAu yéu cu 78 xud e nhom (hac
@ No SLA
DANH DAU
% Chi phi thi cong ban hieu Ngudi xét duyét + Them DB i
Danh séch cac thanh vién xét duyét d o 0 o
KD
'@ Trinh Thi Hanh Nguyén
¥ D& xudt mua mdy tinh @nguyentrinh - K& todn Approving workfio v
Duyét déng thai (parallel)
¥ Mua méytinh
Base Demo
tr Demo @admin - Gidm Bac Van Hanh preme role (quy2n t8i cao v
Khang xac lap
KHANH TEST
S . Ngudi theo dai . e v
¥r E XUAT TEST KHANH ,:g_ [, + Them Require approval
NHOM XE CO GIGS Email nofification .
Email notification on
D& xuft bsi thud GL i
¥r D& xuét bdi thudng xe Prlnt_temp.late - & Them
v
YEAH 1

- U nhan ban giao ..

k-4 igu 8 xust muas..

Mo print template

Toan céng ty

THEM TRUONG DU LIEU

LoAl DIF LIEU DAU VAQ *
S6 (number)
TEN TRUONG DI LIEU *

Tén truong dir liéu *

GIAI THICH HOAC HUGNG DAN THEM VE CAU HO
Gidi thich thém (khéng bat budc)

BAT BUOC TRA LEA?

No / Khéng bat budc

Huay bo

e Cach 2: Tao nhom dé xuat bang file excels
Budc 1: Truy cap vao https://request.base.vn/ hoac Base Request trén thanh app

Budc 2: Chon “Nhom dé xuat” (icon c6 biéu tuong hinh file) & Chon vao biéu tuong
"..." = Xem va Download File excel mau dé tai file mau cta hé thong vé va nhap dir
liéu nhom dé xuat vao file.



https://request.base.vn/

a m Trinh Thi Han..

KEtoan

raecar Quan Iy loai dé xuat THEM LOAI DE XUAT MO ‘ . |
o0 S_— DANHSACH ~ DANGKHADUNG ~ DANG TAM BONG Upload loi d3 xust (Excel)
88 Tétca nhém dé xuat /

Xem & download file excel mau

[ mau d8 xust c6 sin
GROUPS (150) APPROVERS DIRECT MANAGER? ) S
Tich hop loai d& xust tir ngoai

@ Thém nhém méi (tinh n&ng beta)

Deé xuat mua may tinh

+ X Chilngudi  48(h
#  Chi phi thi cong ban hieu
Mua may tinh + Reguire 2 Chi1ngudi 12(n
¥ D xudt mua may tinh
¥ Mua maytinh %  Demo .
+ Lan ot
¥ Demo
¢ DE XUAT TEST KHANH Chi phi thi cong ban hieu e o Require A Chi1 ngusi

(4) Phigu nhén ban giao tai san ¢6 dinh

+
o
(%]

tr DE xuft bbithudng xe G..
Luu y véi file mau:
- Cac muc danh dau * 13 bat bugc
- Cé&c muc [int] yéu cau nhap vao so6 nguyén

- Phan Qx la céc cau hoi trong form dé xuat, dang dit liéu caa cau hoi s& hién thi
sau tén cau hoi va cé dang [quest]

Budc 3: Sau khi da t}}iét lap file dé xuat thanh cong, ban lam twong ty nhu budc 1 vao
Nhom dé xuat (C6 biéu twong hinh file) > Chon vao bi¢u tuong "..." = Upload loai d¢
xuat Excel.

TRANG CHU Quén W |Oa| dé xuat ‘ - |
DANHSACH  DANG KHADUNG  DANG TAM BONG | Upload loai d& xust (Excel) |

() 88 Tat cd nhém dé xudt
Xem & download file excel mau
[ Méu d8 xust co sdn
GROUPS (150) APPROVERS DIRECT MANAGER? . e e N
o Tich hop loai d xust tir ngoai
® Tham nhém méi (tinh ning beta)

‘D& xuat mua may tinh

- Require A Chilngudi  48(h
% Chi phi thi cong ban hieu
Mua may tinh ¥ Require 2 chitngul 12
Yr D xust mua méy tinh
¥r Muamay tinh 4 Demo -
¥ in
*r Demo
¥r DE XUAT TEST KHANH Chi phi thi cong ban hieu s

©

(4) Phigu nhén ban giao tai san ¢6 dinh

+
o
(%]

tr DE xuft bbithudng xe G..

D unh_énb‘an e

2.2.  Phan logi cdc nhém dé xudt

(3) Phigu d& xuat mua sdm TSCD

P
©

Do not required wo Lin luot

Budc 1: Vao myc “Nhém dé xuat” (C6 biéu twong hinh file) & Chon nhom dé xuat can
thém phan loai = Chon “Chinh stra”



* < TRANG CHU Quan ly loai dé xuat

N DANHSACH BANGKHADUNG  DANG TAMBONG
[B] e mcimom s :
Nhom de xudt Ju 68 xut c6 san
~ GROUPS (150) APPROVERS DIRECT MANAGER? WORKFLOW SLA (H) STATUS

® Thém nhém mdi

- 7 D@ xuat mua may tinh ¥ & Chilngusi  48(n) [ ]
“  Chi phi thi cong ban hieu avat B
¢ Muamaéy tinh 3 s chitngwi 1z @
Yr DE xust mua mdy tinh
¥ Mua may tinh A
y v Demo + *o Lin lugt - [ ]
¥ Demo h
- Yeah
¥ DE XUAT TEST KHANH Chi phi thi cong ban hieu F O 2 Chitnguei  — [ ]
“  (4) Phigu nhan ban giao tai san ¢g dinh eo Lin luat [ ]

D@ xudt b5i thuong xe Gl..

#  (3) Phiéu dé xuat mua sam TSCD F '+ 0 Do notrequired o Lin1uot [ ]
unhan ban giao t escripts :

DE xuat mua may tinh

< TRANG CHU Pé xuat mua méy tinh # Chinh sira

Mua vat tu

88 Tat ca nhom dé xuat . am Boc Van Ha
oo Tatca nhom dé xud Base Demo (Giam Ddc Van Hanh)

A Miu de xudt c6 sin

Mau form dé xuat

+ The
® Thém nhém méi Thém ¢ & piét trong méu yéu ciu dé o
® DAU Ngay can sir dung * REQUIRED . date
% Chi phi thi cong ban hieu - .
6 lugng * REQUIRED . int 0 o o
¥r DE xudt mua mdy tinh Ngudi xét duyét i A 4 v
5 thanh vién xét duyét dé > W Chi can mt ngudi duyét
Yr Muamay tinh
¥ Demo 53 Quynh Anh eme role (quyén 15i ca -
6 Quyn - L 1a
(@quynhanh - Giam B3c Khong xac lap
: Direct manager v
+r DEXUAT TEST KHANH . - Require approval
Ngudi theo dai P
. ! : o N E v

Email notification on
¥r D& xuft bdi thudng xe Gl... Huyén Tuan Hoang

@huyentuanhoangbrand - Phé phong dizu phdi vién

Budc 2: Sau khi hién thi ra bang Pop-up, dién thong tin tai phan “Category”. Véi céc
mau de xuat c6 trung tén Category sé hién thi chung moét nhom.

CHINH SUA LOAI DE XUAT

Tén ':hém de, Xudt D& xudt mua may tinh

uat

Pcf:egorv Kinh doanh

Thoi han (SLA) 48
R

K§ thuat (@kythuat),

M@ t& nhém dé xuat

ot Mua vat tr




Budc 3: Sau khi thiét 1ap thdng tin hoan thién thi chon “Chinh stra” dé Iuvu thong tin.

2.3.

Chinh siza nhém dé xuat

Luu ¥: Quyén chinh sira nhom dé xuét chi danh cho Owner va App Admin.

Budc 1: Truy cap vao Base Request > Click “Nhom dé xuét” (icon hinh file) va chon
nhoém d¢é xuat can chinh sua.

Base Inc

TRANG CHU

EI 88 Tat ca nhém de xuat
O Tt ca d xust hé theng

[ My d8 xudt co sén
® Thém nhém méi
QUAN TRONG

* D8 xudt tryc tip

% B3o quén checkout

>

10.9% xudt mua qua dip
1. 98 nghi thanh todn
2.8% nghi thanh tosn Lp
D8 xust - Quinh Test

In card visit

Nhém méi

Tértrinh LP test

Webhook

- I - -

iauomohcp

=

¥r Chi phi Marketing

Quan ly loai dé xuat

DANH SACH

GROUPS (439)

DANG KHADUNG  DANG TAM BONG

10.8%@ xuat mua qua dip lé

1. Dé nghi thanh toan

2 D& nghi thanh todn Lp

18

D& xuét - Quynh Test

In card visit

Nhém méi

Dé nghi tam (rng + thanh todn

APPROVERS

< )

@

<

Tim nhanh nhém 4@ xuat

~00®

DIRECT MANAGER?

Do not

Do not

Do not

Do not

Do not

required

required

required

required

required

not required

not required

a g‘ :an Mai Phuong

THEM LOAI BE XUAT MGI

WORKFLOW SLA(H) STATUS

2 cni 1ngudi 10(n) [ ]

#o Lin luct [}

s Lin luot 12(n) [}
2 cni 1 ngudi

o Lin luot 14(n) [}
o Lin lugt 24(n [ ]
. Biing thi [ ]

Budc 2: Chinh sira lai cac thdng tin trong Mu form dé xuat, Nguoi xét duyét/ theo doi
mac dinh, Mau in.

= Base Inc

'y .v. D& Mai Phuong

TRANG CHU I i A # Chir . -
1. Dé nghi thanh toan 1. D2 nghi thanh toén
Minh Phuc Owner (Phong QLBT)
Mau form de xuat + Them A
(File excel miu)
® Them nhém méi No SLA
Tentila e
QUANTRONG v
* 9% uft e udp Ngudi d& nghi REQURED - 5 ) >
L EEmEe Lj dothanh toén REQUIRED p—
A ~ - "
N SB1iEn dé tam tng FEQURED = Duygt tun ty (sequential)
10.9% xust mus qua dip.
1,08 nghi 5 S5 tiEn can thann & REQURED i P v
1. D& nghi thanh todn 8 tién can thanh toan int. Khéng xic lip
¥ 208 nghithanh todn Lp
Hinh thic thanh toan REQUIRED text o
¥ D2 xufft- Quynh Test Do not notify to.
£ incendvisk Céc h sa dinh kém (Té trinh, Hop Biong da dugc phé duyé) FEQURED e
¥ Hhim méi Ngay c3n thanh toin = Email notification on
¥ T winh LP test
select ele
#r Webhook . v
Toan céng ty
¥r Xinnghi phép
Ngudi xét duyét .
reE o Ng y + Them "
& T C4c tily chinh nang cao
¢ Chi phi Marketing - Dan. G L& Mgoc Hué
Ehuele
i dis
gung nhin lead
Ngui theo ddi .

i D&

T

Hodc thay doi lai cac thiét 1ap vé Hinh thirc xét duyét, Quyen duyét tdi cao, Thong béo
cho quan ly truc tiép, Email théng bao hay cac Tuy chinh néng cao khéc.



Q_ Tim nhanh yéu ca

* < TRANG CHO

1. Dé nghi thanh toan
D& nghj Thanh todn
(m] 88 Tt canhom dé xudt

Téit ca ¢ xuat hé thong - S
= Mau form d@ xuat

R Mu g8 xuft ¢ sin Kéo thé file excel d& nhap trurbng di lig
Q @ Thém nhom mgi
o Tentsila

QUAN TRONG ~
® S DE xudt truc tiép Nguai d& nghi

% Bdo quén checkout 1§ dothanh todn

S8 tign di tam (ng
10.9% xust mua qua dip...

1. D& nghi thanh todn S& tign c&n thanh todn

PO I Hinh thirc thanh todn
B8 xust - Quinh Test

Nném méi Ngay can thanh toan

Tartrinh LP test

select

o

o

k4

k4

Tr Incard visit
i

w

+r Webhook
i

Xin nghi phép
Ngudi xét duyét

et Danh séch céc thanh vién xét duyé
parketing
arketing - Dan. L& Ngoc Hué
@huele

24.

Céc o so dinh kém (T trinh, Hop Bdng 45 duge phé duydt)

NHOM DE XUAT

# Chinh s = a 2
1. D& nghi thanh toén
Tao béi
Minh Phuc Owner (Phéng QLDT)
Category
) . + Them A
y chinh (File excel mau)
SLAs (hours)
NoSLA
NOT REQUIRED title
B8 it Daxily
*REQUIRED text
([ ] 5 2
*REQUIRED [ ] texares
Approving workflow -
*REQUIRED [ ] int Duyét tuan ty (sequential)
*REQUIRED [ ] im v
requren [ ) i
Direct manages v
“REQUIRED . fle Do not notify to
NOTREQUI o Email .ro :lia'. jon ) ~
Email notification on
NOT REQUIRED select
Ap dung cho v
Toan cdng ty
+ Thém
ehonkhac v
A iy éhinhnang cao

Base Inc

Nhan bdn nhém dé xudat

Budc 1: Truy cap vao Base Request & Chon vao nhom dé xuat mudn nhan ban = Chon
vao biéu twong "..." = Chon “Nhan ban nhoém dé xuat”.

Pénh dau quan trong

h dau quan trong

Xem d#@ xuat

Danh séch cée d& xust trong nhém

Tao deé xuat mai

& xudt méi trong nhém nay

Nhan ban nhom dé xuat
Nhén ban nhom dé xuét

Chinh stra thong tin
Chinh stra thang tin

Chinh sira mau in
Chinh sira mau in tir file Wi

Chinh sira webhooks

Webhooks API

Export dir liéu ra Excel
Export toan bj cée dé xuat

Xo6a nhom dé xudt
Ban khang thé khdi phuc lai di liéu sau k
leng can than

Budc 2: Xé&c nhan lai thdng tin va chon “OK” dé nhan ban nhom dé xuét.




X

o Ban cé chac minh mudn nhan ban nhém dé xuat nay?

Budc 3: Chinh sira lai thong tin nhom dé xuat theo nhu cau (Xem chi tiét & muyc 2.3.)
2.5.  Ddnh diu nhém dé xudt
Buac 1: Truy cap vao https://request.base.vn/

Budc 2: Tai thanh menu cot trai, chon nhom dé xuat can danh dau va click vao icon dau
sao0.

C @& https//requestbasevn Y Incognito @ :

# e xuattinh ning -... Base Inc Help Center 1l Inbox | Base Inc| In... Request group: [CS]...

” Danh séch
Yr DigipKH Ha My - quén checkout 6/5 Nhém: Béo quén checkout - Ngay quén checkout: 06/05/2019 - Ca Ia... Chd duyét Phuong CS % g May 17

Mai Phuong - quén checkout 4/5 Nhom: Béo quén checkout - Ngay quén checkout: 04/05/201.... Chd duyét Phuong CS ﬁ B May 17

—~ 12345 % =
() 24 Mai Phuong - 29/4 Nhom: Bao quén checkout - Ngay quén checkout: 29/04/2019 - Ca lam viéc: 2 .. Ché duyét £ oomaien May 17

Em xin lam ngoai gio ngay 4/3 a Nhém: Lam viéc ngoai gid - Ngay Iam viéc ngoai gio: 04/03/20... Cha duyét ﬁ D6 Mai Ph. fb Mar 04
Yr Cap thiet bilam viéc
X 6 i phé ir chdi [ 5 Mai P L 3
% xinfhghi @t xudt 1 (Copy) test Nhém: Xin nghi phép - select: yes Tirchai £ oo wvaien $O Maros @
¥ Joc viéc (Copy)
Page 1 >
¥r DEé xuét tang luong
¥ Xin nghi phép 1
Yr Xin nghi dot xust 1
¥r Disom, vé mudn 1
Yr D& xuat tuyén dung 1
¢ Xin nghi dét xuat
Yr Xin nghi theo ngay

¥r 1234
Y SdTE muon
Y4 dot xudt

Sau khi danh du thanh cong, cic nhom di duoce danh dau hién thi tai vi tri nhu anh:

Congty ... — 1o il



https://request.base.vn/

C @ https//requestbasevn % Incognito €

# Dexuit tinh néng .. Base Inc Help Center  Ull Inbox | Base Inc| In... Request group: [CS]...

'S Danh sach d& xuat

-] [ ouidéntei Ha My - quén checkout 6/5 Nhém: Bao quén checkout - Ngay quén checkout: 06/05/2019 - Ca a... Ch duyét

B v
Chd duyét Phuong CS ﬂ 0 May 17

Mai Phuong - 29/4 Nhém: Béo quén checkout - Ngay quén checkout: 29/04/2019 - Ca lam viéc: 2 Cha duyét ﬁ D5 Mai P May 17

[v] Teigtidi
Mai Phuong - quén checkout 4/5 Nhom: Bdo quén check

t- Ngay quén ch
[¥] Dangtheo dai

= THCCAd® Em xin lam ngoai gio ngay 4/3 @ Nhom: Lam viéc ngoai gia - Ngay Iam viéc ngoai gio: 04/03/20... Ché duyét ﬁ D6 Mai P f& Mar 04

® Dang cho duyét

test Nhém: Xin nghi phép - select: yes Tir chéi £ oomaen Mar0a @

@ aphé duyét
® Datuchdi Page 1 >

Yr Dadanhddu

*

DB xudt truc tigp

% Béo quén checkout

¥ SLA

d& xust trainning (Copy

T 2inning

¥ DigdpKH Congty .. Q5

2.6. Thém cdc trwong dir ligu tuy chinh (custom fields)
Budc 1: Truy cap vao https://request.base.vn/ hoac Base Request trén thanh app

Budc 2: Click vao icon hinh file va chon nhom dé xuat can thém truong dir liéu thy
chinh
Base nc [ v vcis ena | Lok, T-anien
TRANG CHU Quan Iy IOai deé xuat Tim nhanh nhém 4@ xuat oee

DANHSACH  DANGKHADUNG ~ DANG TAM DONG
88 Tétca nhém de xuat

O T8t ca d& xust hé théng GROUPS (439) APPROVERS DIRECT MANAGER? WORKFLOW SLA(H STATUS

A MBu a8 xudt co sin

® Thém nhém méi

10.De xuat mua qua dip le + Q Do not required L Chi 1 ngudi 1o ‘
QUAN TRONG v :
* D& xudt truc tisp

1. Dé nghi thanh toén o not required 5 lug
% Bao quén checkout : +® Do not required «0 Lin luot @
A v

_ 2.D& nghi thanh todn L| o notrequire 5in 1o o

% 10.9% xust mua qua dip I8 ot P & Do nat required *° Lanlugt 2 ®
¥ 1.D8 nghi thanh todn
¥ 2.9% nghi thanh todn Lp D@ nghj tam rng + thanh todn ‘F o Do not required & Chi 1 nguéi
#r D& xudt-Quynh Test
¥ Incard visit 7 D@ xuat - Quynh Test e e Do not required we Lin lugt 14(n [ ]
¥ Nhom méi
#r TotdnhLP test .

In card visit T D@ oonotreaiea <o Lin lugt 24 [}
#r Webhook
¥ aohép ) o

Nhom mai + @ Do nat required 2, Bong thef [ ]

— W A v

¥¢ Chi phi Marketing R -ab

Budc 3: Tai Mau form dé xuét, ¢d thé thém truong dir liéu bang 1 trong 2 céch sau:
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https://request.base.vn/

Base Inc "ﬁ' D& Mai Phuong
ft TRANG CHU = i ) # Chinh sira o . .
1. Dé nghi thanh toan 1. D& nghi thanh todn
e nghi Thanh toan
0O 88 Tatca nhom de xudt

Minh Phuc Owner (Phdng QLET)

(O T4t ca d@ xuat hé thdng . S
Mau form dé xuat

- = + Thém
th R mdude xust c6 sén )
@ Thém nhom méi NOSLA
Téntdila title
QUAN TRONG ~
® Nguoi d& ngh
@ & xud & i * REQUIRED
* D xudt tryc tidp qui 6& nghi [ ] text 5 2 2
% Bao quén checkout
o Ly do thanh toan *REQUIRED . textarea
A v v
L _ S§ tien da tam (ng * REQUIRED . [ Duyét tuan tu (sequential)
% 10.88 xudt mua qua dip 6
¥ 1. D& nghi thanh todn $6 tign can thanh toan " REQUIRED o L N
Khéng xac lap
¥¢ 2.0& nghi thanh toén Lp
Hinh thirc thanh toan * REQUIRED [ ] text
¥ D& xust- Quinh Test v
o o . _ _ ~ Do not notify to
% In card visit Céc ho so dinh kém (Té trinh, Hop Bong da dugc phé * REQUIRED [ ] fle
duyét)
¥¢ Nhém méi v
- . Email notification on
¥r Totrinh LP test Ngay can thanh todn date
select select v

Toan cong =
0 Base __ K

e Céch 1: Thém thu cong: Click vao Thém va chon Loai dit liéu dau vao, dién Tén
treong dir liéu > Chon Thém treong méi dé hoan tat thao tac.

THEM TRUGNG DIF LIEU

LOAI DU LIEU DAU VAO

S8 (number)

HICH H

Gidi thich thém (khéng bat budc)

No, khéng bat budc

THUTU BN

select

A B C D E F
1 Type Content Required Input key
2 title Thong user123
3 |Ngudi d& nghi text Ngwdi d& nghi 1 nguoidenghi
4 |Ly do thanh todn textarea Ly do thanh toan 1 lydo
5 |S8 tign & tam tng int ditam tng 1 sotientamung
6 |S& tign can thanh toan int 56 tign can thanh todn 1 sotienthanhtoan
7 |Hinh thirc thanh todn text Hinh thire thanh todn 1 hinhthucthanhtoan
8 |Cachd so dinh kem (T& trinh, Hop B5ng d3 dugc phfile Céchb s dinh kem (To trink1 dinhkem
9 |Ngay can thanh todn date Ngay can thanh todn ngaythanhtaan
10 |select ab select
1
12
13
14 1)
15
16
17

File c6 5 cot dir lieu: Name, Type, Content, Required, Input key

11



- Name: tén truong dix liéu tuy chinh

- Type: 6 cac gia tri int (sb tu nhién), float (s6 thap phan) text (chit + sd), date
(ngay), datetime (ngay gio), textarea, dropdown list (danh sach gia tri), file, title.
Riéng truong Dropdown list s& nhap danh sach cac lya chon vao day, moi gia tri
cach nhau 1 dau phay

- Content: m6 ta cho truong di liéu

- Required: néu I bit bugc thi nhan gié tri 1, "Required" hoic "required”, khdng
bat budc bo trong.

- Input key: ma truong dir liéu

Luuy:

- Khong duoc tuy chinh file mau ’
- Truong Name va Type la 2 truong bat bugc nhap noi dung.

Sau khi di chuan bi xong dit liéu trong file, tai man hinh Mau form dé xuat, kéo/ tha
file excel vao.

N

Nhém méi

\ Chu Thi Tra Giang (Tester full stack level 6)
a
n No SLA

Duyét dong thai (parallel)

B 8

® D

QUAN TRONG

Khang xéc lap
I ‘ | Do not notify to

{ Email notification on

o 00 Drop the file to start uploading (FAC]

* % % % % % % % % * % %

2.7.  Thiétldp quyeén téi cao cho nhém dé xudt

Luu y: Nguoi duoc thiét 1ap quyén duyét toi cao phai nam trong danh sach Nguoi xét
duyét.

Budc 1: Truy cap vao https://request.base.vn/

Budc 2: Click Nhom dé xuat & Chon 1 nhom dé xuat can thiét 1ap quyén cho nguoi toi
Ccao:
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C @ htips//requestbasevn B % Incognito @

- i 6 D4 Mai Phuong
céng ty ¢6 phan Chu... [ 5 .
E s . oga =,
TRANG CHU Quan ly loai dé xuat LOAI BE XUR
A A DANG KHA 3 DANG TAM DONG
= 83 Tat cd nhom dB xuit DANH SACH  DANG KHADUNG  DANG TAM DON
(O T4t ca d5 xust hé thdng
GROUPS (57) APPROVERS DIRECT MANAGER? WORKFLOW SLA (H) STATUS
[ My 08 xudt co sin
@ Thém nhom mai
“r  Dé xuat tam ung luong 123 ¥ w0 Lin luot 120 ‘
Yr D@ xust tam img luong ... 77 D@ xuét t6 chirc workshop L. Required approval A Bong the 24 [ ]
“r  Dé xuat 1 ngudi duyét = ot oo L5n Iy [
¢ D& xust 8 chifc worksh.. T@- bone Lo fugt e °®
Yr D2xudt 1 ngudi duyét
DR xufit tuyén dung - Required approval o Lan luot 24(n) [ ]
Y D8 xuat tuyén dung .
Yr Lam viéc ngoai gidr < Lam viéc ngoai gio' ¥ Required soproval A 98ng thés 10 [}

test (Copy) 1
PUR ¥ Digap KH N

Tai man hinh chi tiét 1 nhém dé xuét, chon “Supreme role”:

®  https//requestbasevn,

ty co phan Chu...
TRANG CHU Mau form d@ xuat + Tham -
(] 88 Tét ca nhom 4B xuat o o 1)
Ngay lam viéc ngoai gid REQUIRED date
O Tt ca d& xuat hé théng
[ MAu da xust c6 sin Thoi gian lam viéc REQUIREE datetime 4 o o
@® Thém nhém méi abe —

Duyét dong thoi (parallel)

Nguoi xét duyét

+ Thém "
Khéng xéc lap
Yr D8 xuat tam tng luong ..
Nguyén Nam Khanh o
@namkhanh
N Require approval
¥r D& xuét 6 chirc worksh Mai Phuang .
@phuongdm G
¥r D& xust 1 nguai duyét Email notification on
D6 Mal Phuong
@maiphuong v
¥r DE xudt tuyén dung Toan céng ty
Ngudi theo doi + Them

Céc tuy chinh néng cao
Yr Lam viée ngoai gio

Khi popup hién thi ra, @tag username ciia ngudi dugc set quyén téi cao vao va cleik
“Save” d¢ hoan tat thao tac.
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SET GROUP SUPREME ROLE

Supreme roles

Type @ to tag

2.8.  Thiét Idp email thong béo
Buac 1: Truy cap vao https://request.base.vn/

Budc 2: Click Nhom dé xuat > chon 1 nhom dé xuat can thiét lap email théng bao

e C @ https//requestbasevn B %  Incognito @}

Cong ty ¢g phan Chu... e . D& Mai Phuong

ﬁ/ TRANG CHU Quén |y |Oai d‘é XUé't

00 124 A2 . S DANH SACH DANG KHA DUNG ‘DANG TAM DONG
(| 88 Tatcanhom d@ xudt

GROUPS (57) APPROVERS DIRECT MANAGER? WORKFLOW SLA (H) STATUS
[ My 08 xudt co sin

® Thém nhom mdi

®
‘r  Dé xuat tam ung luong 123 i+ Do not required #o Lin luot 12(n) [}
Yr DB xuattam ing luong .. # D& xuat t6 chirc workshop L. Required approva A Bdng thés 24(n) [ ]
- Dé xuat 1 ngudi duyét o ot requiire oo I3
PR AL ] Do not required L3n luot 10 [ ]
Yr D2xudt 1 ngudi duyét
7 D@ xuat tuyén dung ™ Required approval w0 Lin luot 24 (h) ‘
¥ D8 xudt tuyén dung ’
% Lsm vie ngod gib “  Lam viéc ngoai gio F A 9Bng the 10 [ ]

test (Copy) 1 . -

Tai man hinh chi tiét 1 nhém dé xuat, chon “Email notification” va chon trang théi
on/off.
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C @ https//requestbasevn/groups/show/2590

TRANG CHU Mau form d& xuat

+ Thém CSKH
0O 88 Tét cé nhom d xust s
Ngay lam viéc ngoai gio' REQUIRED date
(O T4t ca d@ xudt hé thong o3y goalg
[ Méu dé xudt cé sin Thai gian 1am viéc * REQUIRET datetime . 0 o
® Thém nhom méi
abc select

Duyét ddng thai (parallel)

Ngudi xét duyét

+ Thém “
L X Khéng xac lap
Tr D8 xuéttam ing luong ...
Nguy&n Nam Khénh .
@namkhanh - CSKH
N Require approval
tr DB xudt td chire worksh... Mai Phuong
Yr D@ xudt 1 ngudi duyét @phuongdm Email notification on
Do Mai Phuang Email notification?
@maiphuong
Yr D& xust tuyén dung B Email off
o s Email on
Ngudi theo doi + Them L

Fr Lam viéc ngoai gidr Cac tuy chinh nang cao

Print template S - e
77 test (Copy) 1 (Cach thiét Iip mau i tdy chinh)

2.9.  Chinh sita ngwoi duyét nhém d@é xudt

Luuy:

- Tinh ning nay chi tai khoan owner méi c6 thé thao tac.

- Véi nhitng tai khoan da bi deactivate khi @tag s& khong hién thi ra goi y, g6

dung username cua ban d6 hé thong van nhan dién dung thong tin.

Tinh ning chinh stra nguoi duyét nhom dé xuat hang loat hd tro khi c6 1 nhan su 1a
Nguoi xét duyét trong nhi¢u nhom de xuat da nghi, thay vi phai thay doi nguoi xet duyét
thu cdng cho tirng nhom, thao tac theo hudng dan sau dé thay doi hang loat nguoi duyét
trong nhiéu nhom.

Budc 1: Truy cap vao https://request.base.vn/

Budéc 2: Ban click vao icon hinh file dé vao cac Nhom dé xuit
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<« C @ htps//requestbasevn, B Y Incogrito &

" - N 1 ¢34 DbMaiPhu
Céngty o6 phan Tha... i 3 r? ai Phuong
TRANG Ci Quan ly loai dé xuat Tim nhanh nhém d2 xust
D 88 Tt cd nhom dé xust DANH SACH DANG KHA DUNG  DANG TAM BONG
88

O T3t ca d& xudt hé thang
GROUPS (110) APPROVERS DIRECT MANAGER? WORKFLOW SLA (H) STATUS
A Mau de xuat c6 san

® Thém nhém méi
#r  abc {4+ o@o Do net required A Bbng théi [ )

* Bdo quén checkout

“r SLA {+ o Do not required & Chi1 nguéi 2(h) [ )
Yr abc

“  d@é xuat trainning (Copy) ¥ 0 Requirad spproval A B30 that [
T SLA
¢ d& xust trainning (Copy) #r déxudttrainning + (@ Required approval & Dbng tha 2(n) [ )
Yr d& xudt trainning
¥ Tépsu “ Tapsw + ﬁ Required approval sa Lin luat 12(n) [ )
+r Digdp KH

¥ DigapKH 3 Required approva  Dng the 2400 [ )

- i amniT)
7 . H Y H w2 7 A A I A N A
Budc 3: Click vao icon "..." & goc trén bén phai = Thay do6i nguoi duyét.

&« C & https//requestbasevn, Incognito &

Céng ty c8 phan Tha... 3] Dn Mai Phuong

TRANG CHU Quan ly loai dé xuat Tim phanh nhém dé xuft

Upload loai 4 xust (Excel)

00 = 2 s — DANH SACH DANG KHA DUNG DANG TAM BONG
(] 83 Tét cd nhém d@ xudt
Xem-download file excel méu

(O T4t ca d& xudt hé théng
GROUPS (110) APPROVERS DIRECT MANAGER? ] & Thay déi nguoi duyét
[ Miu d& xust c6 sin

R Tich hop loai 48 xudt i ngoi
@ Thém nhém méi (tinh néng beta)

abc +@BO ontewie A Dong théd [ )

W Bdo quén checkout

SLA "1-': ° Do not required & Chi1 ngudi 2(n) [ ]
Yr abe

de xudt trainning (Copy) + (@ Required approval A Dong thid - L ]
YT SLA
¥r déxudt trainning (Copy) ¥ dexuattrainning + o Required approval A Bbng thé 2 (h) [ ]
% @8t trainning
o ey v Tapsu @ Required approval w0 Linluot 2 [ )
Yr DigipKH

Digap kKH + g Required approval & Bong this 24(n) [ )

P )

Budc 4: Khi popup bét 1én, @tag username cua ngudi duyét cli/ méi vao tung truong
twong tng va chon Chinh stra dé hoan tat thao tac.

THAY DOI NGU®OI DUYET

Ngudi duyét cii
Moudi duyét cil @Myl

Ngudi duyét méi Nagudi duyét méi

Mguail duyét

Hily bd Chinh sira
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Sau khi click “Chinh sira”, toan b¢ form dé xuat c6 tén ngudi duyét cii s thay thé hang
loat bang tén nguoi duyét mai.

2.10. Thiét ldp ngwoi theo ddi méc dinh trong nhém dé xuat
Budc 1: Vao https://request.base.vn/

Budc 2: O thanh chirc nang bén trdi = Chon biéu tuong Folder > Sau d6 chon dé xuat
can chinh sura.

Quan Iy’ |Oai dé xuat Tim nhanh nhém d& xust

_ DANH SACH  DANG KHADUNG ~ DANG TAM DONG
GROUPS (47) b APPROVERS DIRECT MANAGER? WORKFLOW SLA(H) STATUS
[ Miuds xut co sin
® Thém nhém mai
“ Yeucau trién khai + 0 Do not required w0 L3n luot 5(n) [ )
QUAN TRONG ~
% DExut truc tigp
CUSTOMER SUCCESS ~ o
Yr Yéu cAu trién khai ¢ Deéxud thanh todn + n 9 : *o Lin lugt 48 (h) '
FINANCE v
2 EE 7 Mua van phong pham v ? Required approva 4 £Bng that '
¥r Maavin phong pham
Q ca nhan #  Tem (ng ca nhan H + n Do not required w0 Lan lugt '
Y Xin xe di cong téc 966.. -Q@

Budc 3: Sau d6 thong tin ctua dé xut s& hién thi

O goc dudi bén phai dé xuat c6 muc Tuy chinh nang cao = Click vao diu miii tén

Khéng xac 1ap

TRANG CHU

Companypath text

99 Tt ca nho 5t Do not notify to

] 3 T o e Linh vire kinh doanh text fy

(O T4t ca 48 xust hé thng

[ Méu de xust c6 sin Dia chitraining text Email notification on

® Theém nhom moi S5 budi training int

QUAN TRONG ~ P
S lugng user int Toan cong ty

* D8 xudt truc tigp

CUSTOMER SUCCESS v S dung céc tng dung text ®

) X Céc tuy chinh nang cao

Y¢ Yéu cdu trién khai Ngay bt dau date

FINANCE ~ o
Ngay két thuc date.

¥r D& xudt thanh toan

#r Maa vin phéng pham Tén Ngudi dai dién text

— A . cé nhan o . N
86 dién thoai ngui dai dién text
¥r Xin xe di cong tac YEAHT -anB

Budc 4: O tinh nang ngudi theo ddi = Chon Yes dé nguoi tao dé xuat khdng thé xda.

TUY CHINH LOAI BE XUAT

Loai duyét [&n lugt, chi théng béo khi dén Yes v
luot giai quyét

Danh sach nguai theo dai dé chon trong No D

nhém deé xuét chi co thé thém, khong thé bo
bét _NO H
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3. Pé xuit
3.1. Tao dé xudt méi
Budc 1: Tai trang Home cua Base Request, chon vao muc “+Tao dé xuat méi”.

Q, Tim nhanh yéu cau - dé xuéat

wework base.vnOverview Hé thdng quan |...
<+ TAO DE XUAT MGI

| | Deé xuat mua vé thang..Nov24 @
Gri dén tai Ho va Tén: Nguyén Thi Tra Giang - Ngay
sinh: 30/11/2018 - Bién 56 xe: 1313213 -..

Toi guri di

Pang theo dai | | D@ xuat dng tién trué... Nov 2z @
Tén sur kién: Year End Party 2018 - Chi phi
mg: 30000000 - Téng chi phi sur kién dur..
QUAN TRONG
Budc 2: Sau khi hién thi ra Pop-up, chon nhom dé xuét can tao dé xuat. Néu dé xuét
nay chua c6 sin nhom dé xuat nao thi s& chon muc Bé xuét truc tiép.

LUA CHON LOAI BE XUAT (HOAC TiM KIEM)
Q, Type to quickly search
D& xudt tryc tiép
BE XUAT GIAM PHI XE CO GIGI TREN 3%
DE XUAT GIAM PHI XE CO GIGI DUTI 3%
GIAM PHI XE CO GIGI TREN 3%

PANG Ki XE CO GIGI

Téng luong cho Bo phan ki thuat

vihb

Bao quén checkout

dsced

test

Budc 3: Nhap thong tin vao form va chon Giri dé xuat dé hoan tat thao tac tao mai.
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TAO DE XUAT MG1

nhém a8 xudt

" s - -
Tén de xut Tén de xuat

i % xust > P
t°?‘,d:e xuat Bdo quén checkout

Ngay quén checkout *

Ngay quén checkout

Calamviéc
Nguoi xét duygt .. {@kien @giangchu @phuonngcs

@hungkien @kien

Choose File | No file chosen

3.2.  Tao cOng viéc trong dé xudt
Budc 1: Vao dé xuat can tao cong viéc.
Budc 2: Thiét 1ap tén cong viéc, Deadline, Tag ngudi dugc giao Viéc.

Mb ta d& xust Em xin phép nghi ngay 24.12.2018 a, gia dinh em c6 viéc ban dat xut
a. Em cam on chi

CONG VIEC
Create sub task, type @ to tag & assign, press enter to save >
Deadline date (opticnal) Time (hh:mm, optional) Tag @ to assign

THAO LUAN

Luwu y: COng viéc trong Subtasks chi nhan duy nhit ngudi duoc giao viée 1a ngudi duoc
tag dau tién.

Bwéc 3: Sau khi thiét 1ap thdng tin xong, an Enter hoic chon vao hinh miii tén dé tao
Subtasks.

cONG VIEC
Create sub task, type (@ to tag & assign, press enter to save >
Deadline date (optional) Time (hh:mm, optional) Tag (@ to assign

3.3.  Chinh sita cdc trwong di ligu tdy chinh trong form dé xudt
Chi c6 Owner va admin duoc phan quyén méi c6 quyén chinh stra.
Budc 1: Truy cap https://request.base.vn/

Budc 2: O thanh chirc ning bén trai = Chon biéu twong Folder = Sau d6 chon dé xuat
can chinh sua.
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Quan Iy’ |Oai dé xuat Tim nhanh nhém d& xust oos

DANH SACH  DANG KHA DUNG  DANG TAM DONG

# TRANG CHU

B8 Tat ca nhém dé xut
O Tat ca d& xuat hé théng GROUPS (47) b APPROVERS DIRECT MANAGER? WORKFLOW SLA(H) STATUS
[ miu da xust cé sin

® Thém nhém méi

= Véu C\éu "isn khal . + n Do not required ®o Lan luot 5(h) .
QUAN TRONG ~
® DB xut truc tigp
CUSTOMER SUCCESS ~ o
¥ Yéu ciu trién khai # Bexuat thanh todn e n 9 S = e Lan luot 48 (n) [ )
FINANCE v .
¥ DE&xuft thanh todn # Mua vén phong pham 5 + 9 Required approva X Doing thoi .

Vi 3n phong pham
A g cé nhan #  Taming ca nhan + 0 Do not required eo Lin luot

¥r Xin xe di cdng téc 0606..

Budc 3: Sau tén mdi truong dit lidu s& c6 cac biéu twong nhu hinh bén dudi > Click
chon biéu twgng nhu hinh

Van Linh

L TRANG CHO Méu form de xuat .
+ Thém CUSTOMER SUCCESS
(mm} 88 T4t ca nhom da xust 5(0)
THONG TIN KHGI TAO HE THONG @& X ~ v -requReD
1O T4t ca d8 xudt hé théng . ‘ iz
o
i Z i o
[l MEu d& xust c6 sin Link request khdi tao hgp dong * REQUIRED . text 6 6 6
® Thém nhém mdi
Deal ID int
QUAN TRONG v .
~y - N 2 = .
(0 * e xudt truc tigp Tén Cong ty text Duyét tuan tu (sequential)

CUSTOMER SUCCESS v M3 56 thué int v
Khaéng xéc 13
Y Yéu cau trién khai g ap
Companypath text
FINANCE ~ v
= Do not notify to
¥ D& xust thanh toan Linh vyc kinh deanh o

Yr Mdaa vin phong pham .
Dia chitraining L2l Email notification on
g ca nhan
SG budi training int c -Qq

Yr Xin xe di edng tac

Budc 4: Stra lai cac thdng tin can chinh sira

CHINH SUrA MAU INPUT DAU VAO

LOAI DI LIEU AU VAO

Title (no data) @ v

TEN TRU

THONG TIN KHOI TAO HE THONG

) LIEU *

Yes, bat bude tra lai v

THUTU BUNG SAU?

— First — v

Hy bo Hoan thanh
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Budc 5: Cudi cung chon Hoan thanh dé luu lai chinh stra.
Luu y: Nhitng truong c6 ddu * 1a cac truong bat budc phai dién
3.4.  Xudt trwromg di¥ ligu thy chinh ra file excel
Budc 1: Truy cap vao https://request.base.vn/ hoac Base Request trén thanh app

Budc 2: Click vao icon hinh file va chon nhom dé xuit can thém truong di liéu tly
chinh

Base Inc e “ D6 Mai Phuong

TRANG CHU Quan Iy IOai deé xuat Tim nhanh nhém 4@ xuat oee

DANHSACH  DANGKHADUNG ~ DANG TAM DONG
88 Tétca nhém de xuat

O T8t ca d& xust hé théng GROUPS (439) APPROVERS DIRECT MANAGER? WORKFLOW SLA(H STATUS

A MBu a8 xudt co sin

® Thém nhém méi -
10.D@ xuat mua qua dip le i Q Do not required 8 Chi 1 ngudi 100
QUAN TRONG v - i
* D xudt tryc tidp
< 1.Dé nghi thanh todn o not required A Iuo
% Bdo quén checkout y + O Do not required o Lin lugt
A v
) 2.D& nghi thanh todn L| - .
¥ 10.08 xuat mua qua dip & ot P + *o Lin lugt 12
¥r 1.D8nghi thanh toan
#r 2.0 nghi thanh todn Lp +r  D&nghj tam tng + thanh todn s o Don 2 Chi1nguai
#r D& xudt-Quynh Test
¥ Incard visit +r D@ xuéat - Quynh Test e e Da not required e Lin lugt 140
% Nhém méi
#r TotdnhLP test .
In card visit + @ Qc Do not required o Linlugt 241
#r Webhook
k4 ép . "
Nhom mai + @ Do not required ong fh
— i A v
@ Base .. -anB

% Chiphi Marketing

9

Budgc 3: Tai chi tiét 1 nhom dé xuat, ban click vao icon "..." & g6c phai man hinh.

DA Mai Phuang

TRANG CHO 1. D€ nghi thanh toan s 1. D& nghj thanh toan
0O 88 Tat ca nhom dé xuat / Minh Phuc Owner (Phong QLDT)

O T4t ca d& xudt hé théng i
Mau form dé xuat

Base Inc 4’ "

o g + Thém
[ Miu d& xust cé sin A
® Thém nhém méi NOSLA
Téntaila title
QUANTRONG v
* D& xut truc tiép Ngudi d& nghi * REQUIRED text 5 2 2
% Béo quén checkout i i
Ly do thanh toén * REQUIRED textarea
A v v
) G tien da tam (ng * REQUIRED int Duyét tuan tu (sequential)
¥ 102 xust mua qua dip 18
¢ 1.D&nghi thanh todn 5@ tien cén thanh todn * REQUIRED int e
Khéng xéc lap
¥r 2.D8nghi thanh todn Lp
Hinh thirc thanh toan * REQUIRED text
Y De xut - Qujnh Test -
e S . . . N Do not netify to
3 Incard visit Cac ho sa dinh kém (To trinh, Hop Bong d& duoc phé * REQUIRED file
duyét)
¥r Nhom moi v
¢ Totrnh LP test Ngay can thanh toan date Email notification on
¥r Webhook
select select “
* phép Toan cong 1y,
o .
Nguoi xét duyét . - n
¥z Chi phi Marketing N + Thém @ Base .. Q2

Budc 4: Chon “Export truong dir liéu tuy chinh ra excel”
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Xem d& xudt
Danh séch céc dé xuat trong nhom

Tao d& xudt méi
Tao d& xust méi trong nhém nay

Nhan ban nhom d& xut
Nhan ban nhém dé xuat

Chinh sira thang tin
Chinh sira thang tin

Chinh st:a méu in
Chinh sira méu in tir file Word (docx)

Chinh sira webhooks
Webhooks AP

Export d& xudt ra Excel
Export toan b cac dé xuat

Export trudng dif ligu tly chinh ra Excel
Export toan b cac truong dii lidu tiry chinh

BHanh d3u quan trong
Bénh dsu quan trong

X6a nhém d& xudt
Ban khong thé khéi phuc lai di liéu sau khi x6a. Vui
long can than

3.5.  Xda cdc trwong dir ligu tiy chinh trong mdu form dé xuat
Budc 1: Vao https://request.base.vn/

Budc 2: O thanh chtrc ning bén trai > Chon biéu twong Folder = Sau d6 chon dé xuit
can chinh sua.

a n Vén Linh

) s e . ——
i ga < TRANG CHU Quan ly loai dé xuat Tmnhanhnhomdzxust O MRECTOEIUSIUN ..
" DANHSACH DANG KHADUNG  DANG TAM DONG

BB Tat ca nhém de xuat

O Tat ca de xuat hé thong GROUPS (47) % APPROVERS DIRECT MANAGER? WORKFLOW SLA(H) STATUS

A MBS CUSTOMER SUCCESS (1)

O\ ® Thém nhém mai

¥ Yéucau trién khai Do not required o Lin luot 5(h) [ )
‘QUAN TRONG ~ No description
@ % DExut truc tigp
Finance (4)
‘CUSTOMER SUCCESS v
¥ Yéu cau trién khai *  Béxudt thanh todn + a ‘;“ Required approval ®o Lin luot 48(n) [ ]

No description

FINANCE v

“r  Mua van phong pham N
¥r D2 xut thanh toan prongpham - {+) 3 Required approval A £6ng ot - [ )

¥r Muavin phong pham
4 E T “  Tam g cé nhan + 0 Da ot required e Lan luot - [
No description -
& Waticng v

Budc 3: Sau tén mdi truong dit liéu s& ¢6 cac biéu twong nhu hinh bén dudi > Click
chon diu “x”

22


https://request.base.vn/

TRANG CHU Méu form d@ xuat

+ Thém CUSTOMER SUCCESS
(| BB Tatca nhom g8 xust 5
0 . ETHO ® 2 4 v * REQUIRED

(O Tét cé d& xuslt hé thang THONG TIN KHUI TAO HE THONG title
[ Méu d& xust cé sin i 5 o .

Link request khéi tao hop ddng REQUIRED text 6 6 6
® Thém nhém méi

Deal ID int
QUAN TRONG v -
* DB xut tnjc tigp Tén Cong ty P Duyét tuan tu (sequential)
CUSTOMER SUCCESS v M3 58 thué = v

. Khéng xac lap
¥r Yéu ciu trién khai

Companypath text

FINANCE v v
N . Do not notify to

¥ D& xudt thanh toan Linh vuc kinh doanh text

¥ Mg van phong pham . b
Bia chi training 3 Email notification on

— B BN o
¥ Xin xe di cbng tic $4 budi training int -

Budc 4: Chon Ok dé xo6a trudng dit liéu
A3

*

o Remove this custom question? It cannot be undene!

~

Close 0K
3.6. Thém/xéa ngwoi xét duyét mic dinh trong form dé xudt
Budc 1: Vao https://request.base.vn/

Buac 2: O thanh chtrc ning bén trai = Chon biéu tuong Folder = Sau d6 chon dé xuat
can chinh sura.

= C @& requestbasevn/groups B ¥r Incognito @

+ bPexwittinhning $ Dashboard - Base C... Help Center Il intercom refer KH @ APlhiring @ APIWework i SendGrid [ WARTIME A Hudng dn sirdun.. = NGAY NGHi PHEP -... »

CONG TY TNHH DU .. A7 gy vdwmaiphong

) e " ——
TRANG CHU Quan ly loai dé xuat Tim nhanh nhém d# xudt THEM LOAI BE XUAT MGT
DANH SACH DANG KHA DUNG DANG TAM DONG
83 T4t ca nhém dé xust

(O T4t ca d& xust hé thdng GROUPS (312)
[ Mau de xuat co san

@ Thém nhém méi

QUAN TRONG o Book vé mdy bay

* Dexudttuctiép
A v #| De nghitam ing
Book vé mdy bay
9% nghi tam ting

D& nghi thanh toan

w

kg

¥ D& nghi thanh toan
¥r Xin nghi dét xuat
44

Xin nghi dot xuat
Xin nghi phép

Xin nghi phé
¥r Chi phi Marketing ghi phep
% Chi phi Marketing - Danh...
¥ Chi phi Marketing - Danh

[P oung nhén lead ¥ Chi phi Marketing

It

xin nhan lead

¥r
Budc 3: Tai Nguoi xét duyét. Dé thém nguoi duyét mic dinh, chon “Thém”.
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TRANG CHU Méu form d@ xuat

S CUSTOMER SUCCESS
O 88 Tt cd nhom d8 xust s
0 . ETHONG © “  *REQURED
O Ttcs @ xuthé thdng THONG TIN KHJI TAO HE THONG q title
[ Méu d& xust cé sin i 5 - X
Link request khéi tao hop ddng REQUIRED text 6 6 6
® Thém nhém méi
Deal ID int
QUAN TRONG v v
* DB xust tryc tigp Tén Cong ty text Duyét tan ty (sequential)
CUSTOMER SUCCESS v M3 s8 thué - .
: Khéng xac lap
¥r Yéucau trién khai
Companypath text
FINANCE v ~
N . Do not notify to
¢ D& xudt thanh toan Linh vuc kinh doanh text
van phong pham . ™
[T Dia chi training text

Email notification on

+r 2 o di ctng tic S budi training int
Sau d6 hé théng s& hién ra list thanh vién = Click chon ngudi xét duyét can thém hozc
tim nhanh ¢ biéu tugng “Kinh lup”

C & requestbasevn/groups/show/1033

Sttinhning ¥ Dashboard - Base C Help Center [l intercom refer KH (@ APlhining (@ APl Wework ¥ SendGrid HF WARTIME 2 Huéngdinsidun.. 5 NG

Thoi gian di * REQUIRED datatime
TRANG CHU e . e
Thoi gian ve * REQUIRED datetime Duyét tuan tu (sequential)
88 Tét cé nhom d8 xust
o o Ghi chu khac textarea v
(O T#t ca da xust hé thang Khong xac lap
[l Mau d& xut co san Ho va tén * REQUIRED it
@ Thém nhom mai Do not notify to
QUAN TRONG v Ngudi xét duyét F— o
DB xudt truc tiép d group appi pren
A v @ D6 Mai Phuong Type to search
7 @maiphuong - NV v
¥r Book vé may bay
= . S . Lé Ngoc Hué
Y DEnghitam (ing Linh intern intern . g e
- 19 Iy giam déc
@linhlinh
¥r BE nghj thanh todn o v
Linh intern intern Jang cal
¢ Xin nghi 66t xut hanh hanh
@hanh123 - sa hanh hanh
Yr Xin nghi phép N
sa
Tran Thuy Lam
ABC v
@lam987 kH1
% Chi phi Marketing Guest account - account
¢ Chi phi Marketing - Danh pham thao3 member hiring
@thao3 - tester -
¥ Chi phi Marketing - Danh
b PR aung nhan lead Hoang Huyen My
@myhuyen06
4 xin nhan lead
Y7 BB xust xin ting luong phamthi thao -—anB

Dé Xoa ngudi xét duyét, chon “Remove”

O 88 Tét cd nhom de xudt
(O Tat ca g xuat hé theng
[l Mau de xust cé san

@ Thém nhom méi

QUAN TRONG v

W D& xudt truc tiép

Ngudi theo dbi

+ Thém
CUSTOMER SUCCESS v

¥ Yéu cau trién khai .
ﬂ Nguyén Ngoc Quynh
FINANCE v @quynhnguyeno2 - Gidm d

¥ D xudt thanh todn 0=,
&o LyDangKhoa
4 (@khoabasek1l

¥7 Jawavin phong pham guon nhan luc

O - o
EH o i nhan ) L& Nowyén Xuan Hing

@hangbasek11 - Gia

7 Xin xe i cng téc

Move up: Di chuyén nguoi xét duyét nay 1én trén.
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Move down: Di chuyén ngudi xét duyét nay xudng dudi.
3.7.  Chinh sita dé xudt chwa dwoc xir Iy
Pé xuét chua xtr 1y 1a dé xuat chua c6 ai Chap thuan hoic Tir chdi
Budc 1: Truy cap vao https://request.base.vn/ hoac Base Request trén thanh app.

Budgc 2: Tai Danh sach cac dé xuat, chon dé xuét can chinh stra

" Danh séch dé xut

TATCA 9ENLUOTDUYET QUAHANDUYET DANGCHODUYET 9APHEDUYET DATUCHG!I A DANHDAU

[<]

O Gl d&n toi
T8I gt &1 [] & xuét qua tri &n khach hang ndm méi Nhom: 1088 xust mua qua dip I& - Nhan dip: nam .. Chi duyét @ D6 Mai Ph._ Dec 25 -4
ih
= _
Dang theo dai Test chi c8n 1 ng duyét (Copy) (Copy) Nhém: Duyét I3p tuyén di thi trréng viing 4 - Ngay th... Chip thusin Minhphuc Q & Dec23 @
Q
N QUAN TRONG v
Test chi ¢an 1 ng duyét (Copy) Nhém: Duyét I3p tuy@n di thi trung ving 4 - Ngdy thue hign k... | e o Minhphue Q Dec23 ®
@ * D& xut truc tigp
* Bdo quén checkout [] Phuong quén checkout ngay 28/10 (Copy) (Copy) (Copy) Nhém: Bao quén checkout - Ng... cha duyét @ 96 Mai Ph_. Be@ ovcrze
A v
[ ] Phuong quén checkout ngay 28/10 (Copy) (Copy) Nhém: Béo quén chackout - Ny quén ... Ch duyét @ PG Mai Ph_ Q@ W D0 ¥
#r 1.8 nghi thanh tosn
¢ 2.88nghi thanh toan Lp || Phuang quén checkout ngay 28/10 (Copy) Nhom' Béo quén checkout - Ngay quén checko... Cho duyét @f 96 Mai Ph_ QB oo tr
Yr D8 xudt- Quynh Test
[] 1 Nhom: 52 nghi tam ing + thanh todn - Tén t6i I3 - Ngu@i 4% nghi -1 - Ly do thanh todn -1 - S8 fi.. ches duyét @ 96 Mai Ph_. (] Dec10 #
Yr In card visit
¥ Nhém méi [] 1 Nhém: 1. D& nghi thanh todn - Tén tai Ia: - Ngudi ¢ nghi - 1 - Ly do thanh todn : 1 - S5 tién d ta... Chiy duyét @ B8 Mai Ph_ Dec 10 154
# TotrinhLPtest
[] Thanhtodn Nhém: D& nghi tam ting + thanh todn - Tén tai Ia: - Ngu®i d& nghi - & - Lj do thanh to... Chis duyét @f 95 Mai Ph_ Decl0 ® %
# Webhook
¥ Xinnghi phép [[] Thanhtodn Nhém: 1.8 nghi thanh toan - Tén toi la: - Nguai d& nghi: A - Ly do thanh todn : A - S... chi duyét @fab Mai Ph.. Dec 10 7
ABC v
10 \:| Mua qua Nhém: 10.88 xust mua qua dip 1& - Nhan dip: 123 - S8 luong xust qua: 1- S5 tién: 1- G... Chés duyét @ 5 Mai Ph.
2 Ml . i cting
w Marketing - Danh... Mua qua Nhém: 10.58 xuit mua qua dip 1& - Nhan dip: Ab - S8 luong xut qua: 1 - S8 tign: 1 - Ghi... Chip thuan @ 6 Mai Ph._.

Budc 3: Tai trang chi tiét, click vao icon mii tén & g6c trén bén phai va chon “Chinh
Stra dé xuat”.

& indexudt
& |n d& xut va thdo luan
Banh dau dé xuat

Nhan ban d& xudt

Chinh sira d& xuat

Xoa d8 xudt

3.8. Xda dé xudt chwa dwec xir |y
Dé xuit chua xtr 1y 1a dé xuat chua cd ai Chap thuan hoic Tir chdi
Buac 1: Truy cap vao https://request.base.vn/ hoac Base Request trén thanh app.
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Budc 2: Tai Danh sach cac dé xuat, chon dé xuét can xda

Q, Tim nhanh yéu cau - dé xudt

TATCA ©9ENLUOTDUYET QUAHANDUYET DANGCHODUYET 2APHEDUYET 9ATUCHEI A DANHDAU
(] G 48N 16i

T giri di [] ®& xuat qua tri &n khach hang ndm méi  Nhém: 10,98 xuat mua qua dip 12 - Nhan dip: ném ... Chér duyét @ B0 Mai Ph.. Dec 25 h=4
ih
| Bi PR . - =
Sengthecttl Test chi can 1 ng duyét (Copy) (Copy) Nhém: Duyét Iap tuyén dithl trusng ving 4 - Ngay e | ] o Q ® Dec2z ®
A
L QUAN TRONG v
Test chi can 1 ng duyét (Copy) Nhém: Duyét Iap tuyén di thi truéng ving 4 - Ngay thuc hign k.. |t ] Minhphuc .. Q Dec23 ® T
® * D& ust truc tip
% Bdo quén checkout [] Phuong quén checkout ngay 28/10 (Copy) (Copy) (Copy) Nhém: Bo quén checkout - Ng. Cha duyét @ 96 Mai Ph_ B ovcze n
A ~
["] Phuong quén checkout ngay 28/10 (Copy) (Copy) Nhém: Baa quén checkout - Ngay quén ... Cha duyét @ 6 Mai Ph_. Q@ W Do o
¥r 1.D8 nghi thanh todn
¥ 2,82 nghi thanh toan Lp || Phuong quén checkout ngay 28/10 (Copy) Nhom: Bac quén checkout - Ngay quén checkow. Chés duyét @ 96 Mai Ph.. Q@ o= %
# D& xust- Quynh Test
\:| 1 Nhém: D& nghi tam g + thanh toan - Tén 16i la: - Ngudi d& nghi: 1 - Ly do thanh todn : 1- S ti... Char duyét @ 96 Mai Ph._. . Dec 10 h=4
# In card visit
¢ Nhém méi [} 1 Nhém: 192 nghi thanh todn - Tén ti 12 - Nguai 42 nghi -1 - Lj do thanh todn - 1 - S5 1i2n d4 fa.. cha duyét @f 96 Mai Ph.. a3 Dec 10 #
¥ TotinhLP test
[ | Thanhtoan Nhem: D& nghi tam ng + thanh todn - Tén 181 Ia: - Nguai 42 nghi : A - Lj do thanh to.. chés duyét @ 96 Mai Ph.. ® Dec10 %
¢ Webhook
e xin nghi phép [] Thanhtoan Nhém:1. 82 nghi thanh todn - Tén t6i la: - Ngudi d& nghi: A - Lj do thanh todn : A - S... Ch duyét @ab Msi Ph_ (’ Dec 10 e
[7] Muaqua Nhém: 10.83 xust mua qua dip 12 - Nhan dip: 123 - $5 lugng xust qua: 1 - S1ign: 1 - G... Ché duyét @f D6 Mai Ph g, Dec 10 o

[<]

Mua qua Nh6m: 10.9%8 xuat mua qua dip 1& - Nhan dip: Ab - S8 luong xust qua: 1 - S§ tién: 1 - Ghi... Chip thusin @Bb Mai Fn."
Budc 3: Tai trang chi tiét, click vao icon miii tn ¢ g6c trén bén phai va chon Xoéa dé
xuat.

In d& xudt

& Ind2 xudtva thio luan

Danh dau deé xuat

Nhén ban d&é xuat

Chinh sira d& xuat

3.9. Nhan bdn dé xudt
Tinh ning nhan ban d& xuit chi thuc hién duoc néu dé xuit d6 do minh tao ra.

Budc 1: Vao Base Request > Chon vao dé xuat muon nhan ban - Chon vao phan mii
tén chi xuong = Nhan ban dé xuat.
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In d& xudt

In d& xudt va thao luan

Nhan ban d& xuat

Chinh stra dé xuat

Xoa dé xuat

Budc 2: Xéac nhan lai théng tin rdi 4n OK néu can.

X

o Ban c6 chac minh mudn nhan ban dé xuét nay?

Budc 3: Chinh sira lai thong tin dé xuat néu can (Hudng dan chi tiét xem tai myc 3.7)

3.10. Pdnh diu dé xudt

Budc 1: Truy cap vao https://request.base.vn/

Budc 2: Tai man hinh chi tiét 1 dé xuat, click vao dau sao tai vi tri nhu anh dé danh dau

27


https://request.base.vn/

< (¢]

+ 2wt tinh ndng -..

& hitps

requestbasen,

Base Inc Help Center  Ulll Inbox | Base Inc | In... Request group: [CS]...

= Congtycdphan ..

GUi d&n ti

i gui di

Dang theo dai
= Tétcadexudt
Dang ché duyét

©

@ béaphéduyét
® DAatirchi
w

D3 danh dau

*

D& xust truc tiép

SLA

» X%

& xuat trainning (C...

Y & xudtrainning

&

Mai Phuong - 29/4

Bang ché duyét

Danh sach dé xuat

[ Mai Phuong - 29/4 May17 ®
Nhom: Béo quén checkout - Ngay quén
checkout: 29/04/2019 - Ca lam viéc: 2- V..

THONG TIN DE XUAT

Em xin lam ngoai gi@... Mar 04
Nném: Lam vigc ngoai gidr- Ngay 1am viée
ngoai gid: 04/03/2019 - Théi gian 1am vie..

15:02 today

Capnha
test Mar04 @
Nhom: Xin nghi phép - select: yes

THONG TIN KHAC (MAU DANG KY DE XUAT)
Page 1 =
Ngay quén checkout
29/04/2019

Ca lam vigc
2

Vat tu
C€ang trudng
Vat

Céng truding 2

‘\

06 Mai Phuong @maiphuong (NV)

Bdo quén checkout

4 minutes ago

MA DE XUAT: 88392

NGUDI THEO DI

@@ -

Request
created
D5 Mal Phuong

Sau khi ddnh dau thanh cong, man hinh sé& hién thi nhu anh:

< c
+ e

& hitps

St tinh néing -...

requestbase.vn,

Base Inc Help Center Ul Inbox | Base Inc | In... Request group: [CS]...

= Congty cd phan ..

Glri d8n t3i
Téi g di

Dang theo dai

Tat ca dé xut

Dang chér duyét
Da phé duyét
DA tir chdi

Dadanh dau

> ® Q@ O

* 9 xudt truc tigp

o2

SLA

X

@ xudt trainning (C...

¥

42 xut trainning

&

Pé xem lai cac dé xuat d3 danh dau, ban click vao

Danh sédch d& xuat Mai Phuong - 29/4

Ha My - quén checkou..May 17
Nném: Béo quén checkout - Ngay quén
checkout: 06/05/2019 - Ca lam vigc: 1

THONG TIN BE XUAT

Mai Phuong - quén... May 17 Nhé
Nhém: Bio quén checkout - Ngay quén
checkout: 04/05/2019 - Ca lam viéc: 1

15:02 today

nhat 1 hours ago

Mai Phuong - 29/4

May17 ®
Nhém: Béo quén checkout - Ngay quén
checkout: 29/04/2019 - Ca lam viéc: 2 - V...

THONG TIN KHAC (MAU DANG KY DE XUAT)

Em xin [am ngoai gid... Maro4

. A Ngay quén checkout
Nhém: Lam viée ngoai gid - N

1am viéc

[p—— s A 29/04/2019
ngosi gir 04/03/2019 - Thés gian 1am vig
Ca lam viéc
test Maro4 @ 2
Nném: Xin nghi phép - select: yes
Vat tur

Page1 d Cdng trudng
Vat tur

Céng truong 2

b Mai Phuong @maiphuong (NV)

Bao quén checkout

Incogrito € }

v NGUOI XET DUYET

Pham Dieu Phuong

o @duongabe - CFO
MA DE XUAT: 88392

JI THEO DOI
® -

HOAT DONG CHINH

1502 ©@

Request
created
Mai Phuong

gty -anB

“P3 danh d4u” tai menu bén cot trai
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& C @ https//requestbasevn, & Y Incognitc @

F De xust tinh néng .. Base Inc Help Center il Inbox | Base Inc | In... Request group: [CS]...
— - e - 3 o Do Mai
= congtycdphanTha.. £ 45 O J
. Danh s de
SR — g
Gii dén t0i Mai Phuong - 29/4 Nhom: Bao quén checkout - Ngay quén checkout: 29/04/2019 - Ca lam viéc: 2 ... Chd duyét ﬁ- DG Mai Ph.. May 17
Toi g di

Dang theo déi

= Tatca dexudt
(@© Dang char duyét

@ D3 phé duyat

DA tirehdi
Yr D& danh diu

D& xuét truc ti€p

tr SLA
¥r @& xust trainning (Copy)

¥r @& xust trainning

= 10
g

Trong tirng nhom dé xuat, ban c6 thé xem duoc cac dé xuat duoc danh dau theo ting
nhom: ban click vao tén nhom dé xuat bén cot trai > Chon “Da danh dau”.

= C & hiips//requestbasevn, fr  Incognito €

congty ... -aB

F Desuttinh néng -... Base Inc Help Cente Inbox | Base Inc | In... Request group: [C)

=  CongtycGphan Tha.. a2 %}? :ﬁmimmg

P Béo quén checkout

Cap thiét bi lam viéc

NH DAU

.
Mai Phuong - 29/4 Nhém: Bao quén checkout - Ngay quén checkout: 29/04/2019 - Ca lam vige: 2 .. Ché duyét 4 D5 Mai Ph. May17 @
Xin nghi dét xust 1 (Copy) L& o g8y q v f .

hec viéc (Copy)
B8 xust tang luong
Xin nghi phép 1

Xin nghi dot xuat 1
i s6m, v& mudn 1
% xust tuyén dung 1
Y Xin nghi dét xudt

¥ Bdo quén checkout
¥r Xin nghi theo ngay
T 1234

Yr Disom, vé mudn

% Xin nghi dot xust

Xin nghi 6t xugt

Y Zirgm
-QaB

Céngty

3.11. Thiét ldgp mdu in tuy chinh
Buac 1: Truy cap vao https://request.base.vn/

Budc 2: Thiét 1ap mot form mau dé xuat theo nhu cau trén file docx
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E =] O 5 c131c274¢9972612e506832677d14930_366305_ITHVMUUZADPPI (1) - Word (Product Activation. TABLE TOOLS 7T E - 8 X

G HOME | INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAIINGS  REVIEW  VIEW  DESIGN  LAYOUT ate boo ~
=2 Cut _— i Find -
- - - By
O TimesNewRa ~[12 ~|A" &' | A2 nseocede AaBbce) AQD acencer acebccoc agsbeen acsbcco msmbede agsbcco | -
Cop: -| e Replace
Paste . S i sis . -
e omatpanter (B T U= x x A- WA TNoSpac.. Heading2  Title Subtide  Subtlefm.. Emphasis ImtenzeE.  Swong  Quete | o
Clipboard ] Font ™ Paragraph i) Styles ] Editing ~
= -

Mai s6: BM-HR-01--01

‘Igs.l CONG TY CO PHANIEG | Ngay ban hanh: 05/07/2018
TOAN CAU Lin ban hanh: 01

$6 trang: 01

&

PON XIN NGHI CHE PO

Géne ty C6 phin TEG Todn Cdu
- Trudng Phong/ban: ${phongban}
- Truéng phong Haoh chinh-Nhin s
Tdi tén la;_${user}
Kinh ¢¢ nghi Lanh dao Cong ty cho phép 161 duoe nghi ché d6- S {nghichedo}
Thoi gian: ${thoigian}
L do nghi- ${lydo}
Kinh mong: Ban Gidm déc xem xét. chdp thudn.
Téi xin chin thinh cam on

Ha Néi, ${date}

TONG GIAM POC TRUGNG PHONG/BAN NGUOI VIET BON

Budc 3: Tai chi tiét 1 form dé xuat, click vao Thém dé thiét lap cac truong dit liéu thy
chinh twong tng véi form mau.

Base Demo

DON XIN NGHI CHE B0

83 Tt ca nhém dB xust : . o e i
O 68 Tt ca nhém dé xud Base Demo (Giam B3¢ Van Hanh)
T4t cé d& xudt hé théng . _ -
Mau form deé xudat

TRANG CHU PON XIN NGHi CHED(?) 7 Chinh siia

=]
5 5 + Thém s nhém kha
[l Méu d& xust cé sén Cac nhém khac
@® Thém nhém méi No SLA
Phong ban * REQUIRED text
Nghi ch& d6 * REQUIRED
g select 1 0 0
Thoi gian * REQUIRED date
r Make syllabus for topic . v
Ly do nghi * REQUIRED text Duyét tuan ty (sequential)
Y Xin duyét xe 6 to di con - . Khong xac lap
Ngudi xét duyét e

Require approval
¥ Lénh San Xuat Hoang Trung
@Trung - Manager

Email notification on

¥r DE XUAT MUA HANG Ngu®i theo dai + Thém
¥r Thanhtoan PR
Toan cong ty

Print template

) . ) + Thém L =
TOANNGUYEN .. (Cach thiét I3p méu in tiy chinh) [FYROTY BaseDe. -

Budc 4: Tai ting truong dir liéu thy chinh, click vao “Edit input key” dé thém cac bién
twong ung nhu anh:
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€< [¢] @ https;//request.base.vn/groups/show/6447 h#d @ a i

Base Demo

< . H E nA ¢ Chinh st . o o B

f TRANG CHO DON XIN NGHI CHE O s DON XIN NGHi CHE BO
Khang c6 miéu ta chi tiét .

(| 88 Tt ca nhom de xudt Base Demo (Giam Ddc Van Hanh)

Mau f?fm de t + Them Céc nhom Khéc

[ Mbu d xudt cé sin
Q) ® Thém nhom méi ) G
Phang ban 2 X A v * REQUIRED . fext
Nghi ché dé * REQUIRED . S 1 0 o
o Thai gian * REQUIRED . date
¢ Make syllabus for topic Approving wo .
Ly do nghi * REQUIRED ‘ text Duyét tuan tu (sequential)
$¥ Xin duyét xe 6 16 di con... L " Khong xac lap
!Vger xét §uyet p—

Require approval
¢ Lénh San Xudt Hoang Trung
@Trung - Manager . i
3 KETOA Email notification on

¥ DE XUAT MUA HANG Ngu@i theo doi R

¥ Thanh todn o
Toan céng ty

2
©y
] ) X Print template + Them ! -
% TOAN NGUYEN .. i it Cac tuy oA -anB

(Cach thi&t I3p mu in tity chinh)

Budc 5: Nhap bién vao truong Ma trudng dit lidu:

CHINH SUA MA INPUT

phongban

Luuy:

- Phan key nay giéng nhu username, chi cho phép viét lién khong dau va chi cho
chir va s, khong cho cac ky tu dac biét. Bé cac truong nay hién thi duoc ¢ file
docx khi in ra thi s& can thiét 1ap theo mau ${mi truong dir lieu} vd :
${phongban}

- Cac ma truong di liéu tuy chinh khong duogc trung véi cac truong dix liéu mac
dinh cua hé théng.

- Céc bién mic dinh cua hé thong
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Tén bién Giai thich
${id} Ma (id) dé xuat
${name} Tén dé xut
${status} Trang thai dé xuat (active, done, failed)
${user} Tén ngudi tao dé xuat
${username} Username ctia ngudi tao dé xuét
${company} Tén cong ty
${date} Ngay tao dé xuat (VD: 11/02/2019)
${time} Thoi gian tao dé xuat (VD: 17:02 11/02/2019)
${group} Tén nhom dé xuat
${group.id} M3 (id) nhom dé xuat
${owners} Danh sach tén nguoi duyét

${owners.username} | Danh sach username ngudi duyét

${owners.text} Danh sach tén va username nguoi duyét

${approved.date} Ngay duyét dé xuat

${approved.time} | Thoi gian duyét dé xuat

${approved.name} | Danh sach ngudi duyét dé xuat

Danh sach nguoi duyét dé xuat + Thoi gian duyét (VD: Trinh
Thi Hanh Nguyén (08:16 07/03/2019)

${approved.list}

Budc 6: Copy cAc bién da thiét 1ap trén h¢ théng vao vi tri twong tng trong file Word
va luu y dién dang dinh dang ${tenbien}
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- M s6: BM-HR-01-01
n IEG CONG TY CO PHAN IEG | Ngay ban hanh: 05/07/2018
o TOAN CAU Lin ban hinh: 01
Sé trang: 01

PON XIN NGHI CHE PO

Kinh g -
- Ban Giam Béc Cong tv Cé phén IEG Tean Ciu
- Towome Phongban [STohongban) |

Kinh ¢¢ nghi Linh dao Céng ty cho phép 161 dwoe nghi ché 46: ${nghichedo}

Ly do nghi| ${lydo}
Kinh mong: Ban Gidm déc xem xét. chip thudn.

Téi xin chin thanh cam on.

TONG GIAM DOC TRUONG PHONG/BAN NGUOI VIET PON

Budc 7: Sau khi da hoan thién dit liéu, click vao “Thém” Import file docx vao nhoém dé

XUAL:

Base Demo

b4

#
.
* TOAN NGUYEN ..

TRANG CHU

8 Tatca nhom de xust

T dri
Méu % xust ¢é sin

Thém nhém méi

Make syllabus for topic

Xin duyét xe 6 t6 di con...

Lénh San Xuét

DE XUAT MUA HANG

Thanh todn

@Trung - M:

Ngudi theo di + Thém

Print template ) P
(céch thiét I3p mau in thy chinh)

[lTéixusng @ LuuvioOneDrive 8 In O Tim  eee
- Ma sé: BM-HR-01-01
? CONG TY CO PHAN IEG | Ngay ban hanh: 05/07/2018
TOAN cAU Lin ban hanh: 01
S6 trang: 01

PON XIN NGHI CHE PO

Kich g -

- Ban Gidm Déc Céng tv Co phin [EG Toén Ciu
- Truémg Phéngban: $ {phongban}
- Trwémg phong Hanh chinh-Nhin sw

Téi tén ld S{user}

Budc 8: Quay lai dé xut da tao va thuc hién in dé xuat theo mau

Email notification on
Toan cong ty

Cac tay chinh nang cao
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In d& xuat

In d& xu#t va thao luén

In 4 xudt theo méau

Dénh d&u dé xuat

Nhan ban d& xuat

Chinh sira d& xuat

Xoa d& xudt

Khi thyc hién in thanh cang, hé théng tra két qua la 1 file Word, ban down file d6 vé va
an Ctrl + P dé thuc hién in.

3
- Mi sé: BMCHR-01—-01
'? !_mm CONG TY COPHAN IEG | Ngay ban hanh: 05/07/2018
TOAN CAU Lin ban hanh: 01
84 trang: 01
PON XIN NGHI CHE PO
Kiad ki -

- Ban Giam Déc Cong ty CO phin IEG Todn Ciu
- Truong Phong/ban: Phong Hanh chinh
- Truong phong Hanh chinh-Nhan sux
To1tén 1a; Basg Demo
Kinh d¢ nghi Lanh dao Céng ty cho phép 161 duoc nghi ché d6: Nghi phép nim
Thoi gian: 18/05/2019
L3 do nghi: Di du lich cing gia dinh
Kinh mone: Ban Gidm d6c xem xét. chap thudn.
Téi1 xin chén thanh cam on.

Ha Neai, 17/05/2019
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3.12. In dé xudt
Buac 1: Truy cap https://request.base.vn/

Budc 2: Tai trang danh sach dé xuit, chon 1 d& xuit can in

<« C @ ore Y Incognito &

Sttinhning ¥ Dashboard - B Help Center Ill intercom referkH  [@ APlhiring (@) APl < W SendGrid {5 WARTIME (3 Huéng dinsirdun.. 5 NG

4" g, ©DEMaiPhuong
_ 3

GTYTNHHDU . Q, Tim nhanh yéu c&u - d& xuat

. Denh sh de s

TATCA DENLUOTDUYET QUAHANDUYET DANG CHODUYET DAPHEDUYET 9DATUCHOI DADANHDAU

O Ui dén t6i

ol gur i Ha Dung - quén checkout 20/5 Nhom: Bao quén checkout - Ngay quén checkout 20/05/207 .. Cha duyét @f 96 Mai Ph VX ) May23 @ ¥
ih

w -

Eadiheolot 123 Nhém: Bdo quén checkout - Ngay quén checkout: 21/05/2019 - Ca lam viéc: 2 Chir duyét @ 96 Mai Ph... . %. May21 @ ¥
~
A QUAN TRONG ~

abe Nhém: Bdo quén checkout - Ngay quén checkout: 21/05/2019 - Ca lam viée: 1 Char duyét ﬁaa Mai Ph %@ ' May21 @ ¥
* 98 xudt trc tigp

trugng int Nhém: Baa quén checkout - Ngay quén checkout: 19/05/2019 - Ca lam viéc: 1000000 Ch duyét @ DG Mai Ph.. Q. .‘ May20 @ 3
Book vé may bay
D& nghi tam img
Mai Phuong - quén checkout 4/5 Nhém: B4o quén checkout - Ngay quén checkout: 04/05/2... Chér duyét ‘ Mai Phuong @ ‘ May17 @ ¥

Xin nghi dét xuét

-4
b4
¥r BE nghi thanh todn
*
2 Mai Phuong - 29/4 Nhom: Bae quén checkout - Ngay quén checkout: 29/04/2019 - Ca lam vié... Ch duyét @ DG Mai Ph.. May17 @ %

Xin nghi phép
Em xin lam ngoai gieyngay 4/3 a Nhom: Lam viéc ngoai gidr - Ngay lam vic ngoai gia: 04/03... Chés duyét @f 96 Mai Ph.. @ Mar0s @ ¥r

¥r Chi phi Marketing

|
g
0
g
Ha My - quén checkout 6/5 Nhém: Bao quén checkout - Ngay quén checkout: 06/05/2019 - C... Tir chéi . Mai Phuang @ ‘ May17 @ ¥
0
g
g

test Nhém: Xin nghi phép - select: yes Tir chdi ﬁaa Mai Ph... @ o Mar04 @ Yr
¥ Chi phi Marketing - Danh.
Yr Chi phi Marketing - Danh, <« Page 3 N

# BExust ngung nhan lead

Budéc 3: trong man hinh chi tiét 1 dé xuat, click chon vao mili tén bén goc phai > Chon
“In dé xuat”.

< C @ Yr  Incognito @) i

* D& xwst tinh ning ! Help Center  Ull intercom referkH [ APIhiring [@) AP sl SendGrid #5 WARTIME A Huéngc

In dé xuat

In d& xudt va théo luan

Dénh déu d& xuat

X0a dé xudt

3.13. Thiét lgp SLA cho d@é xudt

Budc 1: Vao muc Nhom dé xuat (C6 biéu tuong hinh file) > Chon vao chi tiét mot
nhom dé xuat = Chinh stra.
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® < TRANG CHU Quan ly loai dé xuat

El 88 T3t3 nhom d8 xust DANHSACH  DANG KHADUNG ~ DANG TAM BONG

Nhom de xudt Ju g8 xudt c6 san

® Thém nhém méi

GROUPS (150) APPROVERS DIRECTMANAGER? ~ WORKFLOW SLA (H) STATUS

L +r D& xuat mua may tinh ¥ AL Chilngudi  48(n) [ )
H Chi phi thi cong ban hieu o
#r Muamay tinh ‘F L chilngudi  12(h) [ )
Yr D xust mua méy tinh
Yr Muamay tinh A -
y “r  Demo e o Liin luot .
¥ Demo N
- Yeah
¢ DE XUAT TEST KHANH Chi phi thi cong ban hieu i O 8 Chilnguai  — [ )
¥r  (4) Phiéu nhan ban giao tai san ¢d dinh o Lin lugt [ )

D xust bBi thudng xe GI

¥ (3) Phigu d& xust mua sam TSCD 00 Do notrequired eo Lanluot [ )
n nu nhan ban giao t escript -

® & TRANG CHU Y= A v ti] ¢ Chinn s 7* & Av il
Dé xuat mua may tinh e D& xuat mua may tinh

Mua vat tu

8B Tatca nhom dé xuat . am Dc Van Ha

L] TR AT e =T Base Demo (Gidm D&c Van Hanh)
[l Mau d8 xuat c6 sin x S

~ Mau form d@é xuat

C + Them
. @® Thém nhém mdi & 8 2 KD
48 (h)

® DAU Ngay can s dung * REQUIRED ‘ date

Chi phi thi cong ban hieu B -

88 luong * REQUIRED . int 0 0 o
Yr D&xudt mua mdy tinh Ngudi xét duyét R A g w v
Danh & thanh vié ¢ + Thém Chi can mét ngudi duyét

¥ Muamaytinh

% pemo D3 Quynh Anh Sreren o v
6 Quyn S i 1A
(@quynhanh - Gidm B&c Khéng xéc lap
Direc = -
Yr DE XUAT TEST KHANH N thes déi Require approval
gl.rcr.\. eo.. o ot + Thém

Email notification on

Yr DE xudt bbi thudng xe GI Huyén Tuan Hoang

(@huyentuanhoangbrand - Phé phong dizu phdi vien

o

Budc 2: Sau khi hien thj ra bang Pop-up, dién thoi gian ¢ phan Thoi han (SLA) cho
Request, phan nay s¢€ tinh theo don vi la gio.

CHINH SUA LOAI DE XUAT

Tén nhém de, Xuat D& xudt mua may tinh
Tén nhom dié xudt

Category

Phan loai nhom

Kinh doanh

Thai han (SLA) 15

Ky thuat (@kythuat),

M3 t& nhém dé xudt

M0 1 v& nho

Mua vat
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Budc 3: Sau khi thiét 1ap thong tin hoan thién thi chon vao nat Chinh stra dé luu thong
tin.

3.14. Thiét ldp chuyén tiép (forward) dé xudt nay sang dé xudt khéac

Budc 1: Pau tién dang nhap vao https://request.base.vn/

Budc 2: Vao mau form can chuyén tiép, tai phan Forwarding group = Chon “+ Thém”

14 3n Lit
Q, Tim nhanh yéu cau - d& xuat A ﬂ Van Linh
® < TRANG CHU Email notification v
ARES CTY Email notification on
@minhid
(o} 8B Tat ca nhom g8 xudt

Ap dung cho v

(O T4t ca d& xudt hé thong Toan céng t
'oan cong ty

Ngui theo doi

Danh sach cac thanh vién c6 thé xem dé xut trong nhom va I3y bao cdo

[ Méu d& xust cd sin + Thém

O\ @ Thém nhém mdi Tay chon khdc v

Céc tuy chinh ndng cao
QUAN TRONG v
Q) Forwarding group

* 08 xudt truc tidp + Thém

Danh sach céc nhém c6 thé forward request

ARES ~

#r [ARES]DE xudt j tuéng
Print template

- : . . . + Thém
¥r TAMUNG Mau in tr dong (docx) (Céch thigt Iap mau in tiry chinh)

¥r THANH TOAN No print template

CUSTOMER SUCCESS ~

#r Yéu cau trién khai

9
Fl
V
Yr Wt thanh toan MAU YEAH1g... =-Q

Budc 3: Khi Popup sé hién thi ra tén tat ca cac dé xuat, tim kiém d& xuat muén Chuyén
tiép.

LUA CHON LOAI DE XUAT - HOAC TiM KIEM

I

DE XUAT MUA HANG

1. Request mua vt tu, tai sén cn co 3 bde gid tlr 3 nha cung cp khéc nhau.
2. Gid rf trén 20.000.0000 phdi c6 hop déng kinh t& véi nha cung cép. 3. D8
v@i nhimg khoan chi co tam Ung, theo di bang sub task 4. Cap nhat chimng tir
mua hang trong phan comment frong véng 3 ngay sau khi thanh toan.

DE XUAT THANH TOAN

B xudt thanh toan MAU

THANH TOAN

Thanh todn don hang
Thanh todn cdc hod don mua nguyén, vat liéu

Budc 4: Chon trang thai cho dé xuét trudc khi chuyén tiép. C6 3 trang théi cua dé xuat

- Done: Ca chap nhan va tir chéi
- Approved: Ba chap nhén
- Rejected: Pa tu choi

Tuy vao loai dé xuat ban s& chon trang thai pht hop sau d6 chon “save”
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SET FORWARDING REQUEST

TARGETED GROUP
THANH TOAN

Approved
Rejected

‘17 ° Van Linh

a < TRANG CHU

Email nofificatio v
ARES CTY Email notification on
@minhid
(| 88 T4t ca nhém d8 xuat
1O Tt ca dé xust hé thdng A gc e
. Toan cong ty
dh [l Mau dé xust co sin NQIU’O\ theordm + Thém
@ Thém nhom mdi
E v
QUAN TRONG o Cac tuy chinh nang cao
G Forwarding grou .
® * DB xudt truc tidp . , Vgg p, 2 torward reduest + Thém
ARES ~
¥ [ARES}DE xust j tud THANH TOAN
& xuat y tueng Forwardable when Approved
W TAMUNG
¥ THANH TOAN ,
Print template ) ) ) P
CUSTOMER SUCCESS ~ Adu di (Céch thiét Iap mau in tily chinh)
¥r Yéu cAu trién khai No print template
.
L] -
¥r WISt thanh toan MAU YEAH1 g... -QanB

- Tuy chinh truong di liéu

Budc 5: Can thiét 1ap cac truong dir liéu cia nhém dé xuat chuyén tiép va nhom dugc
chuyén tiep co input key giong nhau. Bé chinh Input Key chon vao biéu tugng (Edit
input Key) va dién input key vao Ma truong dix ligu
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- < TRANG CHU

(| 88 T4t ca nhom d& xudt

(O T4t ca d& xust hé thng

ih (1 Miu de xust co sin
~ ® Thém nhém méi
7 QUAN TRONG
@ H DE xut truc tiép
ARES

#r [ARES]DE xust § tudng
¥r TAM UNG

¥r THANH TOAN
CUSTOMER SUCCESS

¥r Yéu chu trién khai

o€
g

5t thanh todn MAU

Ma

Ngudi xét duyét

u form d@ xuét

B0 phan

Muc dich

Mo ta

Ngay du chi

ARES CTY

Nhém dé xuat chuyén tiép

Nhom dé xuat dugc chuyén tiép

u'ta chi tiét

* REQUIRED

* REQUIRED

@ £ AN *REQUIRED
™ Edit input key

* REQUIRED

* REQUIRED

CHINH SUA M)NNPUT

G DO LIEY

CHINH SUA MA INPUT

ONG DI LIEU

| sotien |

- Céch chuyén tiép dé xuat

Huy bo

# Chinh sira

+ Thém

select

text

textarea

o 0000

+ Thém

TAM UNG

ARES CTY ()

ARES

A workfiow v
Duyét déng thai (parallel)

Supreme role &n tGi ca v
Khéng xéc lap

Direct m el ~

Do not notify to

Email noti =20l QB
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Budc 6: Tao 1 dé xuat sau do chuyén tiép. Sau khi dé xuat cia ban da dwoc duyét. Ban
click vao mili tén di xuong ¢ goc bén phai - Chon “Chuyén tiép dé xuat”

In d& xudt

In d& xudt va théo luan

Banh dau d& xuat

Nhan ban dé xuat

Chuyén tiép de xuat

Xoa dé xuat

Budc 7: Chon vao dé xuat da duogc thiét 1ap trude do

LA CHON LOAI BE XUAT - HOAC TiM KIEM

Q, Type to quickly search

I THANH TOAN

Sau d6 chon Chuyén tiép dé xuat
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v EVENT

Ngay dy chi= 28/11/2019

So tién thanh toéan * 1,000,000

Chi qua s tien *

Please enter a number

Chi chura hét 6 tign * 200,000

@minhld b

Ngudi theo doi
Thanh vién c6 thé

St dung @ dé tag ngudi theo doi

Gri thém tai liéu
Dinh kém nhigu nhat 05 tai liéu Khéng c6 tép nao dugc chon

. Hay bo Chuyen tiép de xuat

Hién thi duoc chuyén tiép tir dé xuat nao

< Danh s&ch d& xuat | [Forwarded] Tam &rng mua NVI | ~ | NGUDIXETDUYET

L s Thar Dang oho duyet 7
TATCA  DEN LUOTDUYET ARES CTY [ ]

G dén toi - o o @minhid
THONG TIN DE XUAT MA DE XUAT: 215728
Téi gt di I [Forwarded] Tam (ng... Nov28 &
Nh6m: THANH TOAN - B9 phan: Ban gidm Ngudi tac Van Linh @linhvan (Trudng phang Marketing) N
Pang theo dai déc - Muc dich: Chay Event - S5 tign:._. NGU®I THEO DEI
Nhom deé xuat THANH TOAN (Duyét dong thoi) . +
QUAN TRONG v . WF
l2miing mua NvI Mo 28 = Thai gian tao 16:06 today
e xuat truc tidp Nhém: TAM UING - BS phén: Ban gidm ddc

Myc dich: Chay Event - S5 tign: 1000000 - ca

few seconds ago HOAT BONG CHINH

ARES v
S test web Nov 28 Chuyén tiép tir Tam tng mua NVI
vr [ARES]DE xudty tud.. . o P
B Nhém: D xudt thanh todn MAU - N&i dung created
¥ TaMUNG thanh todn: - § tién thanh todn: 123 - B3... )
" o [ PR Vén Linh
¥ THANH TOAN THONG TIN KHAC (MAU BANG KY DE XUAT) i
D& xut thanh todn... Nov2s
CUSTOMER SUCCESS Nném: D& xust thanh todn MAU - Ndi dung 01 BO phan
% Véu cau trién khai thanh todn: Céng tac phi - S6 tign thanh... Ban giam ddc
3 02 Muc dich
Page1 d Chay Event
¥r Mua van phong phi.. 02 sotien YEAH1g. -Q B

4 Annnnn

Luwu y: Nhirng truong ¢ Input key giéng nhau s& tu dong duoc dién vao.
3.15. Loc dé xuat
Loc chi hién thi cac d& xuat ma ban tham gia truc tiép (nguoi tao, ngudi duyét, theo doi)

Budc 1: Truy cap https://request.base.vn/

Budc 2: O thanh chiic ning bén trai & Chon biéu twong Kinh IGp > Bién vao céac
truong loc
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kiém yéu cau dé xuat

;a Xin phép nghi - Linh
n‘{'.jcé' di chich ngira a. - Ca nghi: Ca ngay - Ngay

Loai nghi: Nghi phép (c6 luong) - Ly do nghi: Nghi dgt xudt - Chi tiét Ij do nghi: Bi chd cn, em xin nghi 1 hy
bét d5u nghi- 09/10/2013
van tur xif Iy dugc - Cac cdng v

g viéc van tu xir Iy dugc khi nghi: Céng viec

y két thiic nghi- 09/10/2019 - S&p x&p ban giao céng viéc khi nghi: - Céc c

3 Xin nghi dét xuat - Linh T
Ly do nghi Em bi ché cén, em xin nghi 1 hom d& di chich ngira a. - Théi gian - 09/10/2019 08:30 - C6 nh hudng d&n cong vic hay khéng? No - Al la
< trong khi nghi?: Tu minh take care

ngudi take c;

;3 Probation review and Level Up - Linh
Level Up: - Current Level: Trainee (Level 0) - Level up: Junior (Level 1) - Thoi diém ky vong bat dau Level Up?: 09/10/2019 - Ddng luc Level Up?: Qua 2
théng thir viéc em cam nhan dudc ¢ Base Ia s hda dbng va nang dong va em mudn tiép tuc cf gang & mdi trudng nay. Trong thdi gian thir viéc em di
hoan thanh tAt ca nhiing nhiém vu deadline ma team lead ¢4t ra

Budc 3: Chon Excel export dé Xuét.

Lira chon

@ Excel Export

K&t qué tim kiém

Page 1 =

3.16. Xir Iy dé xudt trén Request
Dbi véi mot dé xuat cia Request dang can duyét s& ¢d 3 trang thai xir If 1a Chap thuan,
Chuyeén tiep va Tir choi.

Xin nghi diéu tri chan thuong v

Pang cho duyét
THONG TIN DE XUAT MA DE XUAT: 27506
Hoang Nam Nam @namhoang1302 (Nhan vién)
Nhém dé xua Xin nghi 3 ngay diéu tri chan thuong
Thai gian tao 16:12 Nov 23
Cap nt hat 86 days ago
Mé ta dé xuat Trong qué trinh van déng thé thao vé y dé trai c6 chan. Lam cho cé

chén bj sung tay khong thé di lai duoc .

CONG VIEC
<+ Create sub task, type @ to tag & assign, press enter to save >
[*] Deadline date (optional) @ Time (hh:mm, optional) © Tag @ to assign

THAO LUAN
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Néu yéu cau la hop ly thi s& chon vao muc Chap thuan dé ddng y yéu cau nay.

Néu yéu cau can them mot ngudi khéc ngoai ludng yéu cau xir Ii s& chon vao muc
chuyén tiép. Néu chon Bong y va chuyén tiép thi nghia la minh duyét sau d6 nguoi
chuyén tiép duyét con néu chi chon chuyén tiép thi nghia la ngudi duoc chuyeén tiép
duyét roi dén minh duyét.

Néu chon vao tir chéi thi yéu cau s& bi Tir chdi khong dugc thuc hién.

3.17. Xuat file excel dé xudat

3.17.1.Danh cho Owner/ App Admin xudt toan bé dé xudt trong 1 nhém dé xudt
Buéc 1: Click vao icon hinh File (Nhém dé xuat) > Chon nhom dé xuét can xuét file:

‘W " ’IIGMaIPhll\mg

TRAMETHO Quan W loai dé xuat Tim nhanh nhom d& xudt

DANH SACH DANG KHA DUNG DANG TAM DONG
O 88 Tétca nhém g8 xudt

— o ca d& xust hé thong GROUPS (445) APPROVERS DIRECT MANAGER? WORKFLOW SLA (H) STATUS

[l MAu da xust c6 sin

@ Thém nhom méi -
©  10.D& xudt mua quadip le
QUAN TRONG v

% D& xudt truc tiép

7 1. Deé nghi thanh toan o not required S luo
% Bao quén checkout ont + @' Do not required w0 Lan lugt

A v
2.Dé nghi thanh toan Lp

Yr 10.08 xuat mua qua dip I8 + Do not required © LBn luot 12
7 1.D8 nghi thanh ton

% 288 nghithanh toénLp 7 D& nghi tam lng + thanh toan @ Do not required 2 chil ngudi

¥r D xudt- Quynh Test

¥ Incard visit +r D@ xuat - Quynh Test + e D required Ln lugt 14
¥ Nhém méi

¥r Totrinh LP test .
In card visit - | QQ Do not required o Linluot 24 (n
¥ Webhook )

heép

& Xigogeen
A . % Nhém méi @ Do not required 2,96 tho

% chi phi Marketing

Base Inc -apB

Budgc 2: Tai man hinh chi tiét 1 nhém dé xuat, click vao icon dau "..." va chon “Export
de xuat ra Excel”.
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Xem d& xuét
Danh séch céc @& xuat trong nhém

Tao d& xuat mai
Tao d& xust méi trong nhém nay

Nhan ban nhom de xust
Nhan ban nhom d& xut

chinh stra théng tin
Chinh sira théng tin

Chinh sira mau in
Chinh stra mau in tir file Word (docx)

Chinh sira webhooks
Webhooks API

Export d& xut ra Excel
Export toan b céc dé xuat

Export trudng dif liéu tly chinh ra Excel
Export toan bé céc trudng di liéu tily chinh

B6 danh dau quan trong
B6 danh d&u quan trong

Xba nhém dé xudt
Ban khong thé khéi phuc lai di ligu sau khi x6a. Vui
long can than.

Budc 3: Chon khoang thoi gian can xuit va chon “Bit dau trich xuat”.

Trich xu&t dé xuat trong nhom Bao quén
checkout

Tir ngay
16/12/2019

Toi ngay

15/01/2020

File excel s& hién thi danh sach cac d& xuit theo tirng sheet trang théi.
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=] = report.bao-quen-checkout_0103.2019-15.01.2020xls [Compatibility Mode] - Excel (Product Activation Failed)
FILE HOME  INSERT ~ PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW

o .o = = | ™ ! = -
0 ggm Calibri Juda s ==E e Eiere General - 2 e E} & =1 1] E‘“ms”m QY F i
ey Copy - Fill -
Blru- 5- Hop- = = ElMergefiCenter - § - % | <2 98 Conditional Formatas Cell  Insert Delete Format Sort & Find &
 Format Painter A Elverg $ "% Fommatting+ Tabler Styles+ - - - £ Clear- Filter - Select ~

Clipboard 3 Font [ Alignment [ Number 3 styles Cells Editing

Paste

A3 - S | created pate

A B c D 3 F G H

Approved Requests
2 Report from 01.03.2019 to 15.01.2020

Created Date [User Name Content Authorities. Followers Status. Last Update

»
08/08/2019 B3 Mai Phwong (@mai quén checkout Ngay quén checkout: 08/08/2019 | Ca I3 D& Mai Phuong (@maiphuong)  Bach Hung Kién (@hungkien), Bac APPROVED 08/08/2019

Approved | Rejected | Pending | Ovedue || worksheet <

T E - 8 X
i kateboo ~
~
v
| =
RefID Note

168497 maiphuong

3.17.2.Déanh cho ngwoi dung, Xudt cdc dé xudt minh tham gia.

Budc 1: Click vao icon kinh Itp - Tim kiém nang cao

- CT

[} GUi dén tai

[Fom b ing cec o 46

Toi quri di

= Tatcd dé xudt
(@ bang chd duyét
& B3 phé duyét

& Datirchdi

& BE xust truc tidp
& BE xust mua may tinh

4 Chi phi thi cong ban hieu

Tr Mua may tinh

fr Demo

Budc 2: TUy chinh céc truong loc theo nhu cau rdi chon vao muc “Excel Export” dé

Xuat file.
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[Tim kiém yéu cau de xuat

- THO! G AO
Lva chon
Két qUé e
Thém san phdm phéan phéi condotel cho Sai Gon Tir chéi

Vi lyc rgng cda S6 sau thai gian tuyén dung v d2o tzo ching em dA hoan thanh sa dd kndi 72 nhan sy. Hién dang thiéu san pham phan phéi cho nhan
sy, kinh mong ban [&nh dz0 xem xét tim thém san pham mdi cho S6

Tuan Anh test Ché duyét
Test d& xudt

ﬁ{’ Phu trach tién khach tai sanhPhu trach tién khach tai sanhPhu trach tién khich tai sinhPhu tréch tién khach tai sanhPhu traclf {416
4% tai sanh

,v ,\-" Thir xem ¢6 b lap lai k ne Chd duyét
bk
(’f\f’ Thit nhé Chi duyét
Ria

Thir dé xuat
o4 ’\'.’ abe Chis duyét
®24¥  Noay 2 xudt: 07/01/2019 - Ngudi 0% xust abc - Chirc Danh: - Phong ban: - Nai dung & xudt: - S5 lugng — Nhdn hiu: - MG t chi tigt 1y do: - énh gid nha

cung cip: - a311:- a312: - a313: - a314: - a315: - a316: - a317: - a318: - a319: - a320: - a321: &mid

¥y Test Chés duyat
3.18. Thiét Idp théng bdo dén qudn 1y truc tiép

Pé thiét lap thong bao c6 1 dé xut toi ngudi quan ly truc tiép cua nguoi tao dé xuat,
thao tac theo hudng dan sau:

Budc 1: Truy cap vao https://request.base.vn/hoac Base Request trén thanh app

Budc 2: Khi tao mai nhém dé xuat, tai trudng “Yéu cau thdng béo téi nguoi quan ly
truc tiep”, chon “Co”.

THEM LOAI DE XUAT MO1

Ifnrl.?g’i;.if‘éﬁ)_(ué’t * Tén loai d& xudt (Vi du: D& xu&t xin nghi phép)
Nguai xét duyét *
it c

o Sir dung @ dé tag ngudi xét duyét

Yéu cau théng bao tai
ngudi quan ly truc tiép?

Khéng v

Khéng

Xir Iy dBng thai

Méu form d@ xuat?

Khéng, téi khéng can

A

Véi nhém dé xuat da tao, ban click vao icon hinh File & bén I& trai ©> Chon nhom dé
xuat can stra lai, chon “Director manager” = chon “Yes”.
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< c

* D& xudt tinh nang

& requestbasevn

T Dashboard - Base C...

Base Inc

TRANG CHU

O 88 Tatca nhom deé xuat

(O T4t ca d& xuét hé théng

[ Mau d8 xuat co sin

@ Thém nhém méi

QUAN TRONG v
* D xuat truc tigp

% Bdo quén checkout

>

v
10.9% xust mua qua dip &
1,92 nghi thanh todn

2.8% nghj thanh todn Lp

D xust - Quynh Test

In card visit

Nhém méi

Totrinh LP test

Webhook

T o X ¥ o ¥ B 3% %

phép

¥ Chi phi Marketing

Help Center Ul intercom

referkH  [@ API hiring

Quan ly loai dé xuat

DANH SACH  DANG KHA DUNG

GROUPS (439)

‘DANG TAM DONG

“r 10.D& xuit mua qua dip 18

“ 1.Dé nghi thanh todn

¥r  2.D& nghj thanh toan Lp

+ D& nghitam (g + thanh todn

“r  D@&xuat - Quynh Test

“ Incard visit

“r Nhom mdi

@ APIWework [ Workflow Public APl sl SendGrid

T WARTIME

Tim nhanh nhom d& xust

APPROVERS DIRECT MANAGER?
+ @  oonotrequires
+:(9

@ 0o

ot required

ot required

T Y

ot required

B % Incogrito

N Huéng din sir dun...

WORKFLOW SLA (H)

STATUS

2 Chi 1 ngudi 100 e

®o Lin lugt [ )

o Lin lugt 120 L ]

A chi1ngudi

*o Lan lugt 14(h '

®o Lin lugt 24(n [

C @ https//requestbasevn,

Cong ty o8 phan Chu...

Incogrito €}
‘9 ' DO Mai Phuong

TRANG CHU

O 88 Tat ca nhom dé xudt
(O Tat ca dé xut hé thong
[ Miu de xust c6 sin

® Them nhém méi

%

D& xust tam g |uong

D& xust 6 chic worksh.

oS

s

DB xudt 1 ngudi duyét

#r 8 xudt tuyén dung

s

Lam viéc ngoi gid

test (Copy) 1

Mau form d@é xuét

Ngay lam viéc ngoai gio
Thai gian 1am viéc

abc

Ngudi xét duyét

Nguyén Nam Khanh

@namkhanh - CSKH

Mai Phuong
@phuongdm

D6 Mai Phuong
@maiphuong

Nguoi theo doi

* REQUIRED

REQUIRED

nh stia

+ Thém

datetime

select

Lam viéc ngoai gio
D06 Mai Phuong ()
CSKH

1(h)

Duyét ddng thai (parallel)

Khéng xac lap

Require approval
Require approval by direct manager?

B No
W Yes v

+ Thém

Toan cong ty

Cac tuy cl

Budc 3: Sau khi thiét 1ap thanh cong, tai man hinh tao 1 dé xuat, truong thong tin nay
sé hién thi, @tag quan ly truc tiép.
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TAO DE XUAT MOI X

. .
Teén deé xuat Tén dé xuat

Loai dé xuat *

; Lam viéc ngoai gid
Loai d@ xuét =cne g

Ngay lam viéc ngoai gio * .

Thai gian lam vige * Click to select a date = || 13:31

abec ves "

Quén ly truc tiép *

Ban phai théng bdo cho ngud
quan Iy truc tiép cia minh vé dé
xuat nay.

Sir dung @ dé tag quan ly truc tiép

Ngudi xir ly

Thanh vién dugc trao quyén guan
Iy @& xudt nhém Lam viéc ngoai
gi&

@namkhanh @phuongdm @maiphuong

MNgudi theo doi
Thanh vién c6 thé nhin thdy d&
xuat nay

Gri tai ligu :
Pinh kém t3i da 05 i lidu Choose File | No file chosen

Str dung @ dé tag ngudi theo dbi

Huy bé Giri dé xuat

3.19. Thiét ldp thong bdo cho ngwoi duyét khi dén lwet (Duyét ldn lwot)
Budc 1: Truy cap vao https://request.base.vn/

Budc 2: Chon form dé xuat can thiét 1ap noti thong bao nay roi chon “Céc tly chinh
nang cao”.
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& C @ https;/requestbasevn

¥ DEsudttinh néng -... Base Inc Help Center i

Cong ty c6 phan Tha...

® < TRANG CHU Ngudi xét duyét o + Thém
Danh sdch céc thanh vién xét duyét dé xudt
[} 83 T4t ca nhom dé xudt
,,,,,, “’;‘ D& Mai Phuong
O Tt ca d8 xudt hé thang @maiphuong - NV
Q
o A Méu e xuat co sén
N ’ Bach Hung Kién
@ @ Thém nhém méi @hungkien - php
DANH DAU
% Béo quén checkout Ngudi theo doi + Thém
Danh séch céc thanh vién c6 thé xem d xuat trong nhom va Iy bao cao
E
° Bach Hung Kién
¥ abe (@hungkien - php
. @ Bach Kién
@kien -
SLA
@& xut trainning (Copy)
Print template + Thém

Mauin ty d

%) (Cach thiét 1ap mau in tiry chinh)

Tép sy

BigapkH ma Word

[@ Accessibility Mode [} Download @ Save to OneDrive WG Print

HR
bi lam vié

Xin nghi dgt xuat 1 (Copy)

-4
b4
Yr d&xuft trainning
g
s

*

Incogrito €3

a 1;5 D6 Mai Phuong

Approving workfiow v
Duyét ddng thai (parallel)

Sup v
Khéng xac |ap

Direct manage v
Do not notify to

Email n on v
Email notification on

Ap dung cho v
Toan céng ty

Tuy chen khdc v

Cdc tuy chinh ndng cao

Budc 3: Khi popup bat 1&n, chon “Yes” dé hoan tat thao tac.

& C & htips//reques

+ P2t tinh néng -... Base Inc Help Center Wl Base Inc | In...

TUY CHINH LOAI DE XUAT

Loai duyét [an lugt, chi thdng béo khi d&n
luot gidi quyét

Danh sach ngudi theo df")i da chon trong
nhém d& xudt chi ¢é thé thém, khéng thé bo
bot

3.20. Phan quyén si dung dé xudt theo tirng bé phan
Budc 1: Truy cap vao https://request.base.vn/

Budc 2: O thanh chire ning bén trai &> Chon biéu twong Folder = Sau d6 chon dé xuat

can chinh sta.
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Quan Iy’ |Oai dé xuat Tim nhanh nhém d& xust oos

DANH SACH  DANG KHA DUNG  DANG TAM DONG

# TRANG CHU

B8 Tat ca nhém dé xut

O Tat ca d& xuat hé théng GROUPS (47) b APPROVERS DIRECT MANAGER? WORKFLOW SLA(H) STATUS
ih [ miu da xust cé sin
: ® Thém nhom méi
" s .
- Yéu cau trién khai 4 n Do not required ®o L3n luot 5(h) .
QUAN TRONG ~

@)

D& xudt truc tigp

CUSTOMER SUCCESS ~ _
S Yau cau tigh khai # e xual thanh toan 0B e Lan ot a8 () [ )
FINANCE “ .

Yr D& xust thanh todn ¢ Muavén phong pham ! + 9 Required approval A Ddng thoi [ )

b 3n phong pham
A g cé nhan #  Tam (ng ca nhdn + 08 Da not required w0 Uin luot [ ]

#r Xin xe di cdng tdc 00G... -a @

Budc 3: Sau d6 thong tin ciia d& xut s& hién thi. O goc dudi bén phai dé xuat c6 muc
“Ap dung cho” = Click vao dau miii tén

Budc 4: Nhap tén nhom duoc &p dung dé xuat & phan "Str dung cho".

CHINH SUA LOAI DE XUAT

-Trfm",hm'lfie xtu at Yéu cau trién khai
Category CUSTOMER SUCCESS

Thai han (SLA) 5
h @& xi Iy d& xudt

Type dé tag nhém i

Co

M@ ta nhém dé xuét

M5 ta v& nhom dé xudt nay

Budc 5: Click vao Chinh sira dé luu lai théng tin
4. Bao cao
Chi ¢ Admin, Owner méi c6 quyén xem béo céo.

Béo c4o trong Request chia thanh 2 loai bao cdo: B&o c4o Tong quan va béo céo theo
tirng nhom request. D& xem bao céo, ban thao tac theo hudng dan sau:

Budc 1: Truy cap vao https://request.base.vn/

Budc 2: Tai thanh menu bén 1é tréi, chon icon nhu anh dé vao Béo co.
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<« C @& https//requestbasevn/reports B fr Incognitc @ i

* De xust tinh ndng Help Center  [lll intercom referkH  [@ APl hiring [@ APIWework # Dashboard - CS Tea...
_ 2 = A
CONG TY CG PHAN .. 2% @y Do MaiPhumg
Béo cédo
TENGQUAN  BAO CAO THEO NHOM ) Thasi gian: 01/08/2019 09/08/2019
ih Téng quan ~
Téng s6 Dd dbng y D tir chdi Median SLA Ti |& qua han X Iy nhiéu nhét
12 © 4 o 2 5m 0% Quynh1 Quy...
Théng ké request ~

S0 request theo hanh dang S0 request theo trang thai

4
2 13

| | ]
2 1 1 CONGT... -Qnp

Budc 3: Sau khi vao bao céo chon tab “Tong quan” hodc “Bao céo theo nhom” va chon
thoi gian xem béo céo.

Trong béo céo Tong quan, ¢ thé xem duoc 4 muc chinh:

4.1. Bé&o cdo tong quan:

Béo cdo nay s& xem dugc tong sb request dugc tao trong khoang thai gian xem bao céo,
SO request da dong y, tir choi, thoi gian xi ly trung binh, ty 1€ xir ly request qua han va
nguoi Xt ly request nhiéu nhat.

Tdng quan ~

Téng s6 Dadéngy DA tlr chdi Median SLA Tilé qué han Xtr ly nhigu nhat

45 o 7 ® 5 6m 0% Giang Chu T...

e Béo cdo thong ké request
1. Thong ké theo hanh dong

Béo c4o nay gilp thong ké dugc sé request duoc tao, da dong y hoic da tir chdi trong
khoang thoi gian loc bao céo.

Dé s6 cot khong bi hién thi qua nhiéu thi céch hién thi s& duoc gop lai, > 12 ngay s&
gop theo tuan, > 12 tuan sé gop theo thang.

o1



S request theo hanh déng
20

Jul 15 - Jul 22
DE tao: 15 requests

ngy. 2requests

D& tir chdi: 3 requests

II I-I|II

Jul 01 Jul 08 Jul1s Jul 22 Jul 29 Aug 05

® pitao @ padongy @ Datirchdi

2. Théng ké theo trang thai

Bio cao nay xem duoc % trang thai cua request/ tong s request tao trong thoi gian loc
bao cao: dong y, da tir choi va dang cho xir ly.

S6 request theo trang thai

Bang ché duyét
Ty 18 73.3%

Pangchd duyét @ Didongy @ Datirchdi

3. Bao c4o thong ké theo nhdm request
Béo c4o nay hién thi cac nhoém co request duoc tao trong khoang thoi gian xem bao céo.

Céc thong s6 trén béo co bao gom: tong so request tao trong nhom, s6 request da dong
y, da tir choi, dang cho, nguoi tir choi nhiéu nhat, thoi gian xtr ly mac dinh, thoi gian xu
ly trung binh.
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& C & hups//requestbasevn, - = ¥z Incognito @@}

# Stwustonhnsng O HepCentsr U imercom () referkt @ APIhining 8 APt Wework

[ 04 Mai Phuang

Théng ké the nhém -

BEENE e NGUD1 T CHOI NHIEU T L : L :
il Tim ahanh ahdm 08 xuat
0 eEt ” 0 4 I el os m
0z abe 1 0 o - os 0s
02 B4 quén chackout 2 1 1 0 - 0s 8 ph
04 test print template 1 1 0 [ - 0s s &
05 Test 8 xust 1 1 0 0 - 0s 0s
06 Cép thiit bl lam viec 1 1 0 0 1h os
07 % xut téng uong giang 1 1 0 o - h 0s
3 Xinnghi theo ca 1 0 o - os 0s e
09 Nghi dot xust 3 2 1 0 os 195
% nghi tam ting 4 4 0 o -
Céina the ohi (Coov 2 2 0 o -

Tai day co thé:
- Sap xép theo thir tu tang dan hozc giam dan bang icon sort.

& C @& hitps//requestbasevn, s 2019-07-0 d 2019 : Incogrito @
# B8 xudt tinh ning Help Center [l intercom referkH @ APlhiing [@ APIWework [ Dashboard - CS Tea.
Théng ké theo nhom ~
# B NHOM DE XUAT E Tégéa {)’(’E‘,NL‘\;JZI D'Og; DéHTéE NGUDI TU CHOI NHIEU E SLB MEDA‘EA’EI T(‘:QTE
i Q_ Tim nhanh nhém d# xust

o1 D& xudt truc tigp 17 10 1 3 E‘:i';;‘?l’_‘hffﬂ;:ﬂgu';‘?;‘) 0s 7m

02 abe 1 1 0 0 - 0s 0s “S,‘

03 Bao quén checkout 2 1 1 o - 0s 8s o

04 test print template 1 1 0 0 - 0s 0s u:‘

05 Test dé xuat 1 1 0 0 - 0s 0s “2,‘

06 C&p thit bi |am viec 1 1 0 0 - 1h 0s “S,‘

07 58 xuat ting luong giang 1 1 0 0 - 1h 0s “‘E‘l

08 Xin nghi theo ca 1 1 0 0 - 0s 0s u‘e’_‘

09 Nghi dt xust 3 2 1 0 - 0s 195 “‘E’_‘

13
n D& nghi tam (g 4 4 0 0 - 10h 0s

Click vao Chi tiét dé xem béo c4o chi tiét 1 nhém request cy thé:
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C & htips//request.basevn/reports/group?group=direct&start_date=2019-07-018&end_date=2019-08-09 B Q fr Incognito &

+ e uattioh nang Help Center i intercom referkd @ APlhiing (@ APIWework board - CS Tea.. 8 Inbax | Base Inc | In...

GONG TY €O PHAN

Bdo cdo
TENG QUAN  BAO CAD THEG NHOM -
W Téng quan v
Téng s8 Dadongy DA tir chdi Median SLA Ti 1€ qud han X Iy nhigu nhit
17 o 4 (<) 3 7m 0% Bach Kién
Théng ké request v
$6 request theo hanh déng S8 request theo trang thai

a Julot 208 215 iz Jul 29 4 03
®bimo @ pidingy ® DIuchsi Dangchduyét @ Didéngy @ Bitirchéi

4. B&o cao thong ké theo ngudi ding

CONGT... =-q @

Béo céo nay théng ké nhitng account c6 tham gia trong danh xét nguoi duyét caa céc
nhom dé xuat trong khoang thoi gian xem béao céo.

Céc thong s6 trén bao c4o gom: Tén ngudi Xt ly, hién thi s6 liéu theo hanh dong cua
tirng nguoi nhu ngudi da dong y/ tir choi bao nhiéu request, con bao nhiéu request chua
duyét, so luong da xir ly bao gom da dong y va da tir choi.

= C @ https//requestbasevn/reports B fr Incognito @ i
¥ De xust tinh ning Help Center Wl intercom referkH  [@ APIhiring [@ APIWework 4= Dashboard - CS Tea B Inbox | Base Inc| In...
A A DUk & D4 Mai Phuo
CONG TY CO PHAN ... 2= Ny ™
Théng ké theo ngudi ding ~
# &  TENNGU®IDUYET s PAXULY ¢ CHOXULY ¢ DADDNGY DATUCHOI + MEDIAN SLA &

Q. Tim nhanh tén ngusi duyét

01 . Giang Chu Thi Tra 1 2 1 0 0s
02 Ding L& 0 1 0 0 0s
03 @ 08 Mai Phuong 1 0 1 0 8s
04 Quynh1 Quynh1 2 0 2 0 23h
05 Nguyén Thi Thay Qujnh Quynh Nguyen 2 0 1 1 3m
06 @ sach kien 2 0 1 1 4m
07 f‘-e Nguyén Thily Hanh Thisy 0 1 0 0 0s
o8 o Bach Hung Kién o 1 o o 0s
09 ~=f  Ngoc Hué 0 1 0 0 03
10 & o6ninn 0 1 0 0 0s
1 Quynh4 Quynhd 0 1 0 0 0s

Quynhz Quynh2 1 0 1 0 47h
e 0 | 0 CONGT... -Q

Test test
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4.2. Bé&o cao theo nhom

Bi4o cdo theo nhom tuong ty nhu bao cao tong quan, tuy nhién khi xem béo céo can
chon nhém request can xem va thoi gian xem bao cao d€ hé thong tra két qua tuong
ung.s

&« C & htips//requestbasevn/reports/group/direct?start_date=2019-07-018&end_date=2019-08-09 Q fr Incognito @ :

D8 xust tinh ning Help Center lll intercom refer kH  [@ APlhiring @ API Wework Dashboard - CS Tea... Inbox | Base Inc | In...
9 3 9

CONG TY C8 PHAN

Béo céo
TONGQUAN  BAO CAO THEQ NHOM o] 09/0
il Téng quan
Téng s8 Dadongy D& tirchdi Median SLA Tilé qué han Xtr Iy nhigu nhat
17 (] 4 [ <] 3 7m 0% Bach Kién
Thang ké request
S@ request theo hanh dong 56 request theo trang thai
5 ot 08 S 15 Jiz2 H2 Aug03
® pize @ Didingy @ Dauch Dangchirduydt @ B3dingj @ Dathchdi
CONGT... -a @
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