CONG TY CO PHAN BONG DPEN PHICH NUOC RANG PONG
PHONG THONG TIN & THUONG MAI PIEN TU

Huwéng dan sir dung
BASE WEWORK

Phan mém quan ly cong viéc — dy an

Ha No¢i, thang 4/2020



MUC LUC

. GiGT thi€u CNUNQ ... s 1
1.1. Dang nhap tai Khoan CANNAN ..o 1
1.2, CAUTIUC vttt n et n et n e en e en e s en et eneees 1

T1. PRAD QUYRIL ...ttt n sttt en s en s 2
2.1, PhAN qUYEN trBN WEWOTK .........oveeeeeeeeeeeeeeeeeeee et 2
2.2, Thao tAC VT PRAN QUYBN ...t 3

N N © 111 1= SRS 3
2.2.2.  AAMIN oo e e ree s 5

T QUAN TY PRONG DAN ..o 6

IV. Quan 1y Dwr an & nhOm ..........ocooiiiiii s 7
4.1. CAach tao dur AN VA gIA0 VIEC ....veeveeiiiiicie ettt sra e be e b e 7
4.2, QUAN TY QU QN .o et e e re e nre e ne s 9

421, TUY ChINN AU AN oo 9
4.2.2. Chinh stra NI dUNG AW AN ..c.veeivieiicece e 11
4.2.3.  XEMDAO CAO ...cvvoiiiiieii ettt 15
424, CONQGVIEC AP 1A cveeeiiiieiieece e 16
4.3. Quan ly va tao thu mucC tai HEU........cceoveiiiiiicc e 17
4.3.1. Ta0 FOIAET MG cuveiiiiiii it 17
4,32, Ta0tAl HEU MG .ciiiviiiiiiiie ettt 18
4.3.3. Xem va thuc hién cac tiy chon Khac .......ccccovvviiiiii e, 19
4.4, QUAN 1Y NHOM...ciiiiiiic 20

V. Tao thdo ludn trong dur AN ...........cccoiiiiiiii e 22
T I IF- o I 1 ¢ P Yo TN [ 1 o 22
5.2. Chinh stra thao TUAN..........c.coeviiiii e 23

V1. Thong b4o nhAc NhG CONEG VIEC ......cvvvvererereeeciciceecee et 24

AV 1 PO O o - | SRS TU PR PP PRPRTRPRN 25



l. Gidi thiéu chung
1.1.Pang nhap tai khoan ca nhan
e Cich1:
Budc 1: Bam vao dudng dan https://wework.base.vn/ dé dang nhap.

Budc 2: Dang nhap véi thdng tin email va mat khau da nhan duoc tir h¢ thong, s& dugc
dan téi trang thdng tin tai khoan ca nhan.

e Cach 2:

Budc 1: Bam vao duong dan https://base.vn/ dé dang
nhap.

Budc 2: Pang nhap voi thong tin email va mat khau da
nhan duoc tir hé thong, sé duoc dan tgi trang thdng tin tai
khoan c& nhan.

Budc 3: Lua chon tng dung Base Wework tir man hinh
kho ng dung.

1.2.CAu tric

Qe »

Phong ban
I_I_I
Nhom Du an

Nhom cong viéce Nhom cong viéc

Cong viéc Cong viée

Cong vi¢ce con cap 1 Cong viéc con cap 1

Cong viéc con cap 2

Cong viéc con cap n

e Tag

- Tag: @{username}: Tag ¢ bat ctr dau. Tag theo: Tén that/Tén username trén
Wework/Churec danh Nguoi dugc tag sé nhan dugc thdng béo.

- Tag @all — dé tag tat ca moi ngudi trong team.

e Thong béo


https://wework.base.vn/
https://base.vn/

Wework cung cap h¢ théng thdng bao vai thoi gian thuc, gilp ludn cap nhat thong tin
mot cach tuc thoi khi co bat ky su thay doi nao cua du an.

Hé théng théng bao s& duoc
guri cho ngudi ding khi ¢ bat
Ki mot cap nhat nao trong hé
théng lién quan dén nguoi do.
Co web notify va desktop
notify. Ciing c6 thé tag ngay
ddng nghiép vao cac binh luan,
thao luan dé ho nhan duoc
théng bao va cap nhat cong
viéc kip thoi.

Pé xem céac théng bao cua
minh, hay nhan vao biéu tuong
Qua chudng dé xem chi tiét cac
théng bao.

Il.  Phin quyén
2.1. Phan quyén trén Wework

- Chic chan c6 quyén.
- Co quyen néu duoc cap.

Vai tro cua cac thanh vién trong hé thong dugc quy dinh nhu sau: Owner/ Admin/
Member, trong do6 thu tu quyén han nhu sau:

- Owner: Nguoi quan tri hé thdng. Nguoi tao hé thdng duoc mic dinh 1a mot
Owner (Nguoi quan tri).

- Admin: Nguoi quan ly hé thong Co quyén tao Phong ban m¢i, phong ban, Dy
an mai néu dugc Owner cap quyén. Xem duoc tat ca cong viéc caa nhan vién
néu duoc phan quyén 12 Quan Iy tryc tiép cua nhéan vién do.

- Member: Thanh vién thong thuong trong hé thong. La thanh vién c6 it quyén
nhat trong h¢ thong. Chu yéu Ia quyen thuc thi trong mot cdng viéc. Chi tao dugc
dur &n néu dugc Owner cap quyén. C6 thé xem duoc cdng viéc caa nhan vién néu
duoc phan quyén 1a quan Iy truc tiép cta nhan vién do.

Ghi cha: (\) Chic chin c6 quyén, (0) C6 quyén néu duoc cap.

Phan quyeén Owner Admin Member
1. Thao tac hé théng \ X X
Cai dat hé thdng \ X X




Phan quyén Owner Admin Member
Xem tat ca Dy an/ Team \ X X
Xem béo céo hé théng \ X X
2. Tao Department \ \ X
3. Tao Team \ 0 X
4. Tao Dy éan v 0 0
5. Xem tét ca cong viéc cua nhan vién \ \ \

2.2.  Thao tac véi phan quyén

2.2.1. Owner
2.2.1.1. Thao tac hé théng (Chi Owner)
Tai déy co thé thay doi phan quyen cho cac thanh vién trong hé thong bang cach chon
muc “Cai dat hé thong”—> Chon “Tuy chinh khac”
.\-Inlnhnnunmu .

2.2.1.2. Theo doi bao cao
C6 2 cach:

e Cach 1: Muc “Béo cao” - Dashboard
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Theo ddi bao céo theo cac tiéu chi:

- Khoang thoi gian

- Department
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2.2.2. Admin
2.2.2.1. Chinh siza quyén Admin

Budc 1: Bang nhap Base Account.
Budc 2: Chon “Ung dung”.
Budc 3: Chon “Quan ly tng dung” tai Base Wework.

@ o BB B i BN Pk NUBG ARG BN Dinh Thi Thu Trang

Ung dyng

_

- L

Budc 4: Nhap tén thanh vién mudn chon bang cach @username cua thanh vién do.
—> Chon “Cap nhat”. Luu y ¢6 thé chon nhi¢u Admin cung luc.

CONGT... -Qan



MANAGE APP ADMINS

App admins

2.2.2.2.  Ngwoiquan Iy truc tiép (Co thé xem tdt cd cong viéc ciza nhan vién)
Céch thiét lap:

Budc 1: Base Account > Muc “Thanh vién”. Mot ngudi c6 thé c6 nhiéu quan Iy
truc tiep

Bugc 2: Chon thanh vién. Thao tac nhu hinh. Chon muc “Chinh stra nguoi quan ly
truc tiep”

Budc 3: Nhap tén thanh vién mubn chon bang cach @username cua thanh vién do.
- Chon “Set manager”. Luu y ¢6 thé chon nhiéu quan ly tryc tiép cung ldc.
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I11.  Quan ly Phong ban
Dé tao phong ban mai, thuc hién nhu sau:




Buac 1: Chon muc “Phong ban”
Budc 2: Chon “Tao méi phong ban”

Phong Truyen thong Phong Xuat khiu Phong Nghién c thi truéng - Nhom NCTT Phong Thong tin & TMDT-Nham MKT
Phong Théng tin & TMDT-Nhm XK Phong Théng tin & TMDT- Nhém CNTT Phang Théng tin & TMDT-Nhém Noi dia

CREATE A NEW DEPARTMENT

ors can manage milestones

- Department name: Tén phong ban

- Department owners: Nguoi quan tri phong ban: Tag @username. Mot phong ban
c6 thé c6 nhiéu quan tri .

- Group accesses: Thanh vién c6 quyen truy cap vao phong ban. Tag @username.
Co thé tag tirng ngudi hoac tag theo nhom.

IV. Quénly Du 4an & nhom

4.1. Cach tao dw an va giao viéc

e Cach 1: Thém du an méi 6 muc “Du an & nhom”



Budc 1: Chon muc “Du 4n & nhém” = “Thém du an mai”

@ ot i Trang @ Pvintoem 2

Dy én & nhom

Trién khai DMS Web va Mobile Rang Dong nn o

B Dy dn & nhém

Phit trién AMAZON 2020

TRIEN KHAI BASE TMOT - KHOI PHONG HO TRQ' 7 A0
Trién khal ERP r [ ]
Cong vige ca Trang 0o

e Cach 2: Thém dy an mai ¢ thanh menu muc “Tao du an méi”
. binh Th Th Trang 0 Dy dn & nhom

Dy én & nhom

W Dydn & nhém Trién khai DMS Web va Mobile Rang Dong an o

Phit trién AMAZON 2020

TRIEN KHAI BASE TMOT - KHOI PHONG HO TRQ' 7 A0
Trién khal ERP r [ ]
Cong vige ca Trang 0o

EEEEE
Budc 2: Bién cac théng tin cua du an. cra s6 mai hién ra véi cac treong thong tin
can dién;

- Ténduan

- Thanh vién quan tri du 4n: C6 thé nhap nhiéu nguoi. Nhap @username.

- Thanh vién thyc hién du 4n: Nhap @username cua thanh vién. C6 thé nhap nhiéu
nguoi hoac nhap @username ctia nhdm

- Phong ban: Chon phong ban tham gia dy an



TAO DY AN MOI

Tén dy n

|len du an

Thanh vién qubn 1 oy én
@trangdt
Thiah vién thue ke dy dn

Thanh vién lam viéc trong dur an, sir dung @

Phong ban

Chua chon
Phdn logi dy dn
© Dy anni b
Dy an 14m viée vol khach hang

Mibu ov 4o

Khéng chon méu

Budc 3: Chon “Tao du &n mai” dé hoan thanh.

4.2. Quanly dwan

4.2.1. Tuy chinh du an

4.2.1.1. Chinh sira dwr @n

Du an duoc quan ly theo nhdém cdng viéc va cdng viéc. Bé chinh sta thdng tin dy
an.

Budgc 1: Chon duy &n can sua

Budc 2: Chon muc “Tuy chinh”

. Dinh Thj Thu Trang 0 Phat trién AMAZON 2020 -

Tén dy én
Phat trién AMAZON 2020
Miéu t chung

BIUG e HH EE x,x @ AMN L

St cong vide ra file Exce Phin logl
Dy 4n ndi b (chi danh cho céc thanh vién trong cong ty)
Khéng cho phép hoan thanh phan trém cong viéc

¥ Phét trién AMAZON 2020

Khong cho phép thet luong cdng viée du kién

Thai han cong viée (cudi ngay)

Trang thal hién tai

Dang thyc hign
Bling tién 4o

Yéu cdu dinh gid trude khi ddnh ddu hoan thanh cong viéc

Khong yéu clu

Chua chon

o
- C6 thé chinh stra tén dy &n, mo ta du an.




- CO thé thay doi phan tram hoan thanh céng viéc.

- Thai han cdng viéc: Hé théng mic dinh thoi gian theo ngay. Tuy nhién cé thé
diéu chinh theo gio.

- Yéu cau danh gia trude khi danh ddu hoan thanh cong viéc: Chon “Yéu cau danh
gia” > Nhap @username cho ngudi mudn kiém duyét hoan thanh du an.

4.2.1.2. Quadn ly thanh vién
B6 sung, x6a thanh vién, thay d6i phan quyén dy an

- Thém thanh vién: Chon muc “Thém nhiéu” = Nhap @username cua thanh vién
muon thém vao.

. Dinh ThiThuTrang & o Phat trién AMAZON 2020

m Dinh Thi Thu Trang
2
e
CONGT... -Qn
R .
4.2.1.3. Phéan quyén si dung

° Phat trién AMAZON 2020

9 me E)A:

! m - gi ng viéc cho ngudi khi =

]

CONGT_. -

Phan quyén theo loai tai khoan:
10



- Nguoi quan ly mac dinh ¢6 moi quyén. ‘ ‘
- Nhan vién dugc nguoi quan ly tuy chinh quyén cua minh. Bé chon bang cach bo
tich xanh trong 6.

Phéan quyén chinh stra — cap nhat céng viéc:

- Ngudi giao — nhan viéc mic dinh c6 moi quyén.
- Nguoi theo di: co thé la quan ly hoac thanh vién khac trong du &n. N&u can cap
thém cac quyén khac thi ngudi quan ly co thé tich xanh trong cac 6.

4.2.1.4. Trwong da ligu tuy chinh

Ngoai nhitng truong mic dinh cua du 4n nhu: Ngay bit dau, Deadline,... thi c6 thé
thém co6 truong dir liéu bang 2 cach:

e Céach 1: Chon muc “Thém truong dir liéu”

o Phit trién AMAZON 2020

e Céach 2: Kéo tha file excel (D4 tao theo mau)
4.2.15. Xudt/ Nhdp cong viéc Excel
- Nhap cong viéc theo file mau Excel. (Pinh kém tai liéu)
4.2.2. Chinh sira ngi dung du an
Du 4n duoc chia cap nhu sau: Nhém cong viéc = Cong viéc = Cong viéc con.
4.2.2.1. Cach tgo cdng viéc
Thém nhom cong viéc:
Budc 1: Vao Team/ du an ma ban tham gia
Budc 2: Chon “Tao nhdm cbng viéc”

11



Binh Thi Thu Trang Cang viée cda Trang . .
o o ShG vi - nharh céng ¢ Cong viéc clia Trang

My private tasks

Recent tasks

Budc 3: Dién thong tin & cira s6 mai va chon “Tao nhdm cong viéc”

TAO NHOM CONG VIEC TRONG DU AN: CONG VIEC CUA TRANG

o i cbog vie *
Tén nhom céng viéc

MO th thém

4.2.2.2. Thém cbdng viéc

e Céach 1: Chon “Tao cdng viéc” tur giao dién chinh cua Dy &n & nhém

12



inh Th{ Thu T Phit trién AMAZON 2020 )
. el o o . . " Phat trién AMAZON

— 2020
Chua phén logl + -
LAUNCHING (Thdng 4 - 6) [ +
.
-
-
*0 *0 []
¥ Phit trifn AMAZON 2020 * Cinluuy
rang e e e
.
SALE (Thang 5-7) (s .
oo
A h . & I h A A A h 13 A TA9
e Cach 2: V&1 moi nhdm cong viéc, chon muc “Tao cong viéc
. Dinh Thj Thu Trang o Phit trién AMAZON zu-zn Phét i AMAZON
2020
onninio [Frmee]
LAUNCHING (Thing 4 - 6) 0
L ]
*0 *0 [}
B Phit trifn AMAZOM 2020 * Cin luu y
@ o [ duge glas
Tinh todn chi phi - gid
SALE (Thang 5 - 7) 0 “ :
huyén khe N

Budc 2: Bién thdng tin vao ctra s6 méi va chon “Thém cong viée”

13



CHI TIET CONG VIEC Click véo c0ng viéc mubdn xem chi
tiét, 58 xudt hién giao dién nhu hinh
bén

P i | Mawdi giag viec

FRAT PR

T I N Hﬂmm 'Mﬂmﬂw
- thinh cdng viéc* % @rzﬁﬁ

j Trarsh, The gy gyl

Céc dang hién thi cua cong viéc: 3 Dang (Dang danh sach, dang bang, dang gantt)

- Dang danh sach: Lviét ké tat ca cac c()ng viéc theo nhom c6ng viéc.
- Dang bang: C6 thé kéo tha @€ di chuyén nhanh cac nhdm céng viéc trong mét
du an.
- Dang gantt: C6 thé thay ddi thoi gian hoan thanh cdng viéc bing céch kéo céc
duong chia thoi gian trong bang.
3.3.2.3. Cdp nhdt két qud cdng viéc

- Khi hoan thanh céng viéc, thuc hién 2 thao tac sau:

14



- Cap nhat két qua cong viéc bang cach click vao “Cap nhat két qua cong viéc”
hoac/ va “upload file”

- Click vao 6 “Pang lam” dé danh diu hoan thanh

- Luu y: Vi cac cdng viéc mat nhiéu thoi gian thuc hién, can cap nhat nhiéu lan
thi cap nhat Iai‘tién do ket qua yao 2 muc “Cap nhat két qua cong viéc” hoac/ va
“upload file” dong thoi thém phan tram hoan thanh cong viéc.

@ ormimurn 4 @ rnat vién Amazon 2020

AMAZON SEO Model RD 2545 ST1.E
Chua phan loai

cisiiecliasil i o
Dinh Thi Thu Trang

AMAZON SEO Model RO 2545 ST1.£

08:3401/04/2020

KET QUA CONG VIEC

Dinh Thi Thu Trang

¥ Phit trifn AMAZON 2020

CONG VIEC CON

SALE (Thang 5 - 7)

BINH LUAN (0)

4.2.3. Xem bao cao
Buéc 1: Chon du &n can xem béo céo.
Budc 2: Chon muc “Béo cao”.

YT i —

Cong viée Myc tiéu Thanh vién Workloads Durations

® Ononthann ® dangthuc hién 0t kndcn 3 unn

840 4o trang thai cong viéc Thanh vién xult sk Cong viéc khang ding han Ma trén Eisenhower
Q e 0 0
.
. .

Céng viéc dang danh gis

. U 0/0 qué har

Qué trinh hoan thanh theo ngdy . . B . Téng hop theo tuan

CONGT... -Q@
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4.2.4. Cong viéc lap lai
Budc 1: Chon muc “Coéng viéc” ¢ thanh menu bén trdi-> Chon “CV lap lai”

. Binh Thi Thu Trang Dinh Thi Thu Trang

VP B85 loc céng viéc lip 3
]-Repeatedlasks Duans Titeh - m

HANG TUAN

HANG THANG

Budc 2: Chinh sira cac truong xuat hién trén cira s6 sau:

THEM CONG VIEC LAP LAI
Tén cong vige *
Tan suilt 1gp lai *

Cic ngéy 1ip lal *

Ngui theo dbi

M8 té cang vide

Ngiry bit dau 13/04/2020

Nghy két thic

Tan suat lap lai: Lwa chon cdng viéc lap lai theo Tuan/ Thang/ Céc ngay lap lai

- Hang tuan: Chon céc thi trong tuan cong viéc s& sinh ra.
- Hang thang: Chon cac ngay trong thang cong viéc s€ sinh ra.

Deadline: Thiét lap theo s6 gio. Vi du néu hét han vao 17 gio thi dat s6 17, néu la
17h30 thi chon la 17.5.

Ngay bat dau: Ngay chu ky cong viéc lap lai dugc bat dau.

16



Ngay két thuc: Ngay chu ky cong viéc 1ap lai nay két thic, khdng tao ra cong viéc
nira.
Trang thai: Trang thai cta chu ky:

- Kich hoat: Bat dé cong viéc dugc sinh ra.
- Khong kich hoat: Tat dé céng viéc khong dugc sinh ra nira.

Budc 3: Sau khi chinh sira cac thong tin cta cong viéc, chon “Tao méi”

4.3. Quan ly va tao thu muc tai liéu

4.3.1. Tao folder méi
C6 thé tao nhiéu cip thu muc I6n cung cac thu myc con trong phan tai liéu. Dé tao 1
thu muc méi trong kho tai liéu du an:
Budc 1: Chon “Thém” sau d6 man hinh tiy chinh hién ra, bAm chon Tao folder méi
nhu hinh sau:
o Phat trién AMAZON 2020

Tai ligu

CONG T...

Buéc 2: Sau khi bAm chon Tao folder méi mét cira sé man hinh mai hién ra, chi can
nhap tén thu muc tai liéu mudn dat va nhan Thém thu muc dé hoan tat qua trinh dat tén.

17



THEM THU MUC TRONG DU AN

C6 thé tao tirng cp thu myc trong timg thu muyc 16n, bang céch chon vao timg thu
muc va thao tac nhu trén gitip cho viéc quan ly tai liéu tré nén khoa hoc.

Néu mudn chinh stra tén, di chuyén tai liéu sang thu muc khac hodc Xoa thu myc
tai liéu, di chuot dén dén thé tén cia moi thu muc, cac biéu tuéng chinh sira xuat
hién nhu hinh sau:

Hhsa e Kic 21 "D

Man hinh cira s6 hién ra véi cac tly chinh twong tmg nhu sau:

& Sirathu muc
(=)  Di chuyén thu muc nay téi ...
(=)  Copy folder ra bén ngoai ...

W  Xo6a thu muc nay

4.3.2. Tao tai ligu méi

Wework duoc tich hop sin cac nén tang dam may nhu Dropbox, Google Drive giup
dé dang chia sé va tai tai liéu hiéu qua.

18



C6 thé tai 1én céc tai liéu dé moi ngudi clng 1am viéc
bang cach bam chon Thém man hinh cia s6 tiy chon
hién ra, cho phép ban chon ché d6 Upload tai li¢u thu
muc mong muén nhu hinh:

Cira s6 s& hién ra cho phép thém tai liéu 1én hé thng:

§ Open

T + Thits PC Desktop Lando
Organize « Mew folder
Mew folder X
& Creatroe Cloud Fil Q¢ [BASE) Hugng din che End-users [Wewo...
W] 4, HDAD Wewerk - Giac tifp i bd vl vl
& OneDrive

G 4. HDAD Wewoek - Giao tifp mdi bd v va...

Bl This PC [H7 5 HDSD Wework - Cludn By vl chia sé thi |
¥ 10 Objects G 5 HDSD Wework - Cludn By v chia sé tii l...
I Deslop

1| Documents

4 Downdoads

oy ietup-byhtihot3-2-0-0.exe

4! Mlusst

&= | Pictures

B videos
1o Windows ()
= DATA {De)
el Mletanrk el

File name:

Thém tai liéu

Thém tir Base Drive | No file chose

Tao folder méi

| [ Fles -y 5

Vi cac file dugc upload tir nén tang dam may Google Drive, khong can phai ra khoi
Wework van cé thé cung nguoi khac chinh stra dugc toan b van ban (tuy thugc tuy

chinh chia sé tai liéu d6 trén Google drive).

4.3.3. Xem va thue hién cac tuy chon khac

Dé xem chi tiét tirng ting tai liéu, click chudt vao tai lisu mudn xem, mot cira 6 moi

s€ hién ra nhu hinh:

Phan cda hing

Lot mo dau

19



LGc nay, cd thé thuc hién céc tiy chinh khac cho tai liéu:

- Bam vao Tuy chinh dé chinh stra tén tai liéu mot cira s6 méi hién ra cho phép

chinh sura tén File:

oo SUA TN TAI LED

- Bam vao Thém tuy chon dé thuc hién céac thao tac khac nhu: Tai vé may, Thém
phién ban mai, Xem toan man hinh

C6 thé nhan Download tai ligu tryc tiép bang cach nhan vao biéu tugng a dé tai tai

li¢u xuong.

4.4. Quan ly nhém

Budc 1: Tao nhom moi, ¢o 2 cach:

e Céach 1: Chon muc “Du an & nhém” = Chon “Thém nhém mai”
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Dinh Thj Thu Trang @ Dy dn & nhom

Dy dn & nhom
Trién khai DMS Web v& Mobile Rang Déng
Phat trién AMAZON 2020

TRIEN KHAI BASE TMDT - KHOI PHONG HO TRQ!

Trién khai ERP

Céng viée cda Trang

e Cach 2: Chon muc “Tao nhom méi’

Dinh Thj Thu Trang @ Dy dn & nhom

Dy dn & nhom

Trién khal DMS Web vi Mobile Rang Déng
Phit trién AMAZON 2020

TRIEN KHAI BASE TMDT - KHOI PHONG HO TRQ'
Trién khai ERP

Céng viée cda Trang

Budc 2: Chinh stra cac thong tin ctia nhdm. Sau khi hoan thanh, chon “Tao nhém”

if R0

L)
b

if A0

L)

nn

7

an

nn

7

an

[t

[t

-Qq 0
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TAO NHOM MO

Céc dang hién thi céng viéc trong nhom:

- Stream view: Khi cong viéc dugc cap nhat da hoan thanh, s€ dugc vu tién hién
thi phia trén.

- Period view: Cong viéc hién thi theo tuan. Nhitng cong viéc chua hoan thanh &
tuan trude sé duge vu tién hién thi phia trén.

- Board view (Tuong tu nhu dang bang trong dy &n)

V. Tao thao luin trong du an

5.1. Tao thao luan
Budc 1: Chon “Thao luan” trong mét dy an va bam chon Thém thao luan nhu hinh sau:

) Danh séch thio luin e ee— m

Budc 2: Sau khi bAm vao Thém thao luan, mot man hinh cira s6 méi mé ra, nhap cac
théng tin can tao cho cudc thao luan nhu hinh sau:
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Thém thao ludn mdi

Théo ludn {lopic) gitp ban va dlng nghsép cling ban v& mid vln & chuyén sau. Ban cd thé trao &4, binh lwn,
thém fu!r_*s'.:':rq i thede Iudin nay. = Thang may nha chil Tham

Tidu d# tho ludn
IFopic name
Nguii theo dal
d& bat dBu tag ngudi theo di
Giri ndi dung théo lufin qua email
Khing
Hid dung thie lein

A= B I U *» 15~ & - £ E k- @ O 8- -

cancel Teeo thia luln mdl

Sau khi d4 hoan tat qua trinh nhap théng tin cho cudc thao luan, bam chon Tao thao
luan mai dé tao thao luan thanh cong. D€ xem toan bo danh sach thao luan trong du an,
bam vao muc Thao luan, mot danh sach thao luan sé hién ra nhu hinh:

wiiiaiins: soal TRl

Danh sdch thao lugn Ly wbg THl vl ke
0 10 wa beasinng 86 chis g kiskn 2017 ]
ﬁ e b bbb bl Pl L 1rg wib el ggihi qupn F

ﬁ Chaeh dja didm i chane T

ﬁ R Bha i sy e

5.2.  Chinh stra thiao luan

Di chudt dén tirng thao luan ban mudn xem va bam chudt vao thao luan do, cira s6 man
hinh chi tiet thao luan hién ra nhu sau:
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Sy kién tri &n KM

Danh séch théo lugn B

“ 10 xu huadng 16 chie sy ién 2017

Céac kho khan khi moi tal trg va cich gidi quyét

cal

Se - =
P o ® D

Q Cac khd kil khi moi th trg v céch ghl quyét

Bén 1l trp mulin cO thém th by c‘qr-m nda @

© Trong phin hién thi chi tiét ban thyc hién cAc tiy chinh mong muén nhu sau:
Chinh stra Topic va Upload thém file cho thao luan hodc X6a Topic

© B4m theo dsi thao luan (Add follower) va thém nguoi theo déi (Follow) cho thao
luan

0 Cac thanh vién khac co thé Upload thém file
© Céc thanh vién c6 thé thuc hién cic twong tc: Binh luan
VI. Thoéng bao nhic nhé cong viée
Chon vao icon nhu hinh dudi dé ¢ thé xem nhac nhd cong viéc. Thong bao cac cong

viéc can lam, cong viéc tré hen. Khi chon vao mét cong viéc, s& hién thi giao dién cua
cong viéc do.

24



.nmnmmumng Dinh Thi Thu Trang Guc=nodt = Tim kiém céng " i
A Tim nhanh dmg dyr R O ' Dinh Thi Thu Trang

Reminders < . - Chuyén vién NhGm XK
. rr : : g to ot ~ 0 5333
14715 hodn thanh
O W 0
+ # M duoc giao
Taska Maragemen Fie Manso 0% ks * Méigiso ai
&
= ¥
000000000 0 con..

VII. Chat
Chat 1a cong cu dé trao d6i tryc tiép giita cac thanh vién trong nhom dy an. C6 2 kiéu

chat: Chat ca nhan (Private chat); Chat nhom (Group chat)
Man hinh ctra s6 biéu thi Chat nhu sau:

o o
thoa Q Nguyon Minh Thu

Google Drive is a free

Tran Hang -
t way 10 keep your files

Em ol. Cn| thily em mdt ¢3ng bal backed U 3G easy 10 3 Base Inc

phuong thac quan ly inh hoat 100Ch from any phone,

Viy ba conon: toa'\.’dm cO Q Weveork Team

sar mal ko em &

) Ngsy xom file mbu nhé, c6 mily ci 1

Tran Hang 1. phdi €0 muc e e Hung Nguyén

!. = ~ 2 4o b boeder

‘ Hoang Hing
L Lé Han Tué LAm

Pé tao Chat ca nhan, click vao tén caa ngudi minh mudn chat.

Pé tao Chat nhém, ban click
R L A N N R
vao nat dau + hoac nat New - > "

sam -
va lya chon cac thanh vién tir .
danh sach hién ra theoﬂ cach P g—
g0 @userl, @user2, thé hién @ oo :
nhu hinh sau: [ ¥ i : P
i e i M i
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