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I. Department

1.1.Cach tao mei 1 Department (phong ban)
1. Giéi thi¢u va Deparment:

- Department 1a cap cha cua Dy an (project), phong ban (team), s& chira toan b
phong/dy an thudc vao dept do va quan ly toan bo cac muc tiéu cé trong phong/ du
an thuoc dept nay.

- Department c6 thé 1a Phong/Ban/Khéi/Chi nhanh theo Iat cit cong ty ding, né cé
thé 1a mot bo phan dam nhiém mot muc tiéu nao dé cta cdng ty nén tiy theo nhu

cau ban c6 thé tao dept twong (ng.
2. Tao Department
Vao muc “Du an & nhom” => Chon “Tao phong ban méi”:

- Tai muc Dept Name: Nhap tén Phong ban.

- Tai muc Dept Owner: Tag tén (@username) thanh vién la quan tri caa phan
nhom. Quan tri phong ban c6 quyén quan ly cac du an/ doi nhom (chi xem duoc
chi tiét cac du an/ doi nhém minh tham gia) va quan Iy muc tiéu trong phong

ban do.

CREATE A NEW DEPARTMENT

Dept name

':;F‘().IP owners can manage milestones




3. Cai dat Department

Vao muc “Option” cudi mdi phong ban/dy an => Chon “Chinh stra nhanh”

w Nguy&n Lim Nhién

DIF 4 & PHONG BAN

Danh sach du an & teams
DU AN-PHONG BAN

Quy trinh xit f don hang - Tri Viét
Chua e8 midu ta - Cdp nhét & davs ago

Phéng K& Toan
Grura o midu t - Cép mhét 74 davs ano

Phing Nhan s
Chua €6 midy ta - Cép nhét 74 days age

Du an thi cong ndi that - KH Ion

Cruss 6 miéu t - Cip rnét 112 days 200

Phéng Kinh Doanh

Chuse ed midu t4 - Cip rhét 103 days 220

A5 . .
= @ Du @n & phéng ban

0d category: Xay dumq - Thidt k& -Chura 5 midu th - C3p nhit 26

Hidn 1

THANH VIEN
€310
gg:t0

DEPARTMENT
Phing nhin s

ThiEt k- xéy cumg
VEAH 1 GROUP eca

VEAH 1 GROUP €l

No department €

days s
Dur én Toko No degariment €tco
0Oid cateqory: Xav duna - Thiét ké -Chura ¢ miéu ta - Cip nhét 25 davs aao

Dy an wién khai Base BASE PLATFORM 0

Old category: Base -Chua o miéu 1 - Cap nhit 66 days ago

Trung t3m ngoai ngii mGTAMGEONE (@@
Old category: Trung tim nqoai ngli Chua 6 miduta - Cap nhit 25 days ago

Phang Thiét K 'YEAH 1 GROUP c

YEAH 1 BROUP (=)

Lua C(_) én

Marketing

Crusa 6 miu t - Céib

YEAH 1 GROUP

No dspariment

nhom da tao cho phong ban/du an

EDIT: QUY TRINH XU’ LY DON HANG - TRI VIET

TEN DHF AMN/TEAM

Quy trinh x0r Iy don hang - Tri Viét

€

t

a

Thémdydnméi  Thém phing ban méi Greate @ new dey

Loe theo gia doan

HOAN THANH
29 hoin it
2/89 hoin 0
/14 hoin i
0/10hoin i
v o
va o
/34 hoin i
n2 0
0726 hoin i
04 hadn thind
019 i 0
D13 noin i

DEPARTMENT

Phing nhén su

Mot specified

Du &n cia Long

Thiét k& - &y dung
Dh.r.\n: mham oav

BASE PLATFORM
YEAH 1 GROUP
TRUNG TAM GIAD DUC
Mhan su

Team cé giao

Trudng mam non

1.2. Chinh sira/ x6a 1 department

Pé chinh stra, x6a 1 department, ban thao tac theo huéng dan sau:

EEEEEEEEEEEEQ
£
H

H

H

H

Quick filter projects/teams

MORMAL
Xem ohi tiét
M3 wang tab msi

Chinh sifa nharh

Gép nhit rang théi

NORMAL

NORMAL

NORMAL

NORMAL

NORMAL

:




Buwdre 1: Truy cap vao https://wework.base.vn/ hoac app Base Wework trén thanh app.

Bwéc 2: Tai thanh menu, ban chon Department (phong ban) >> Chon department can x6a
g D6 Maii Phuang

Dy &n & nhém

B, Phong ban

Dy &n théng 4

Dy &n thang 9

Hanh chinh

Nhan sy

16

@ Phéng ban

PHONG BAN

THI CONG
Tao boi @guynhphamcs luc 15/11/2019

[JUSTFLY] PHONG MARKETING

Tao bdi @quynhphamcs lic 24/10,

RA MAT SAN PHAM

Tao bdi @quynhphamcs luc 1

css

Tao béi @maiphuong ldc 21/09/2019

TONG HOP

Tao bdi @auynhphamcs lidc 15/11/2019
PHONG PD - QUYNH

Tao bdi @quynhphamcs lic 23/10/2019
Testttt

Tao boi @quynhphamcs lic 09/10/2019

cg Tao méi phong ban

KE TOAN

ach

TRAINEE GROUP
Tao bdi @huynguyencs Iic 03/10/2019

© 4 Ba. -az

Budc 3: Tai man hinh quan ly Department, ban click Chinh sira va chon thao tac Chinh

stra hodc X0a

Dy én & nhém

B Phong ban

Dy én théng 4

Dy én thing 9

Hanh chinh

Nhan sur

css

Muc TIEu

Chién luge quang céo
05/10 Tao béi @giangchu lic 14:48 27/09/2019

DU AN - TEAM

oc nhanh muc tiéu CSS
Department - Base Inc
PIC
Quén Iy bdi 01 thanh vién
& CchuThi

C6 thé tiép can bdi 01 user groups

° Giang Chu Thi Tra

Luuy: Deartment chi x6a dwoe khi trong, tirc khong chira team/ project nio trong

do.


https://wework.base.vn/

1.3. Céch thiét 1ap Milestone (muc tiéu)

e Giégi thiéu vé Milestone: Cac cot mbc quan trong trong du 4n. Su hoan thanh cua
milestone duogc thé hién bang su hoan thanh cua cac céng viée quan trong gan lién
vO1 milestone do.

e Cach thiét Iap 1 milestone:

Bwoe 1: Truy cap vao https://wework.base.vn hoac app Base Wework trén thanh app.

Bwde 2: Tao mdi 1 milestone:
Ban chon 1 du 4n can thém milestone, tai cot thong tin bén phai, click Add milestone:

< C & weworkbasevn/d B A Incognitc @ i

¥ Pexudttinhning [ Dashboard - Ba: H Ml inter referkH  [@ APIhiing [@ APIWework Wi Inbox|Baselnc|in.. §¥ WARTIME (N Hu6ng din sif dun..
- 4 . 23/08, 3 -
" D6 Mai Phuong Thiét k& backdrop, poster, avatar 23/08 > 30/09 Q &‘q
Recent activities
Lén khung ndi dung su kién 2330
@ Trangthai torms
@ énndi dung chi tidt 0510/ Dr
°0 Qg 2
@ LipscripchoMc 15/10, 15011 Ha T Do
- * Need attention
@) Lam bang on-site ngay 16 chirc su kign 23/10,14/06 @B F
Recently assigned
ning & overdue
v 4n thé Promotion
punthingd
Dang théng tin sy kién trén cac dién dan 01/0930110 @ Phuong
. ED
@) Chay ads form dang ky su kién 21/08>19/09 anh ‘ i
Nhén sy \ 9 Act
@ ©ing thng tin dién gid én fanpage 23/11,25/05 @) Phuong
Hanh chinh @ Penatnong ! pea <
© Recent overdue
Mei Tai Tro Not et started

Task status by members

B fsdfsdf

Khi popup hién thi lén, baﬁ dién thong tin Tén milestone, deadline ciia milestone va @tag
nguwoi phu trach cia milestone d6 (mo6i milestone chi ¢6 1 nguoi phu trach) va chon
Create dé hoan tat thao tac.


https://wework.base.vn/

CREATE A NEW MILESTONE

Milestone name

Date of milestone

Huy

< C & weworkbasewn, g-9-101964

U‘ D4 Mai Phuong

Dy én thang 3
Dy én thang 9

Dy 4n théng 4

¥ Bexusttinhning [ Dashboard- Help Center

Thiét k& backdrop, poster, avatar

° Lén khung ndi dung sy kién

° Lén ndi dung chi tiét
° Lép scrip cho MC

° Lam bang on-site ngay t6 chirc sur kién

Promotion

Dang théng tin sur kién trén cac dién dan
» bt dBu /0

° Chay ads form déng ky su kién
° Dang théng tin dién gia 1&n fanpage

Mai Tai Trg

Chuan bi proposal

Lap hitlist nha tai tro

Tag person in charge

intercom referkH @ APIhiing @ APIWework Wl Inbox | Base Inc]In...

23/08>30/09

0510,

15/10215/11

23/10>14/06

01/09-30/10

21/08:19/09

23/11525/05

Sau khi tao thanh cong, milestone s¢€ hién thi nhu sau:

B t Incognito @ i

F WARTIME % Huong d3n sir dun...

atat ¢

Recent activities

Knanh
@ Trang thdi Normal
@ nuong
0 ®1 °2
Ha Todo Doing Done
a % Need attention
& Phuong
Recently assigned
Assigning & overdue
AILESTONE! ADD MILESTONE
@ rruong & chién luoc quéng cdo ]
0/0-00
Knnh
@ s -
. yét
@ Recent overdue
¥ Mot yet started
Ta3k Status by fermbers
¥ 9 CON... -anp

Budre 3: Gin cac cong viéc quan trong can hoan thanh dé dat duoc milestone do.
Tai man hinh chi ti¢t cong viéc, ban click vao Set a milestone d¢ gan milestone tuong tng
cho cong viéc nhé. Chi tiét nhu anh sau:



< c

= pesudttinhning 4F Dashboard - Base C...

@ ouinthing9

Tim nhanh cdng viéc

& weworkbasevn/d

Help Center  Wll intercom

U‘. B Mai Phuong

Ngay tao v Hién thi: Tat & ~

) Mai 3 dién gid tham gia panel
Thigt k& backdrop, poster, avatar
o Lén khung ndi dung s kién
o Lén ndi dung chi tigt
B Dy anthing 9

an thé @ LapscipchoMc

Q Lam béng on-site ngay 15 chirc sy b

Promotion

() Dang théng tin sy kién trén céc dié
o Chay ads form déng ky sur kién

C & weworkbasevn/d 9-10 2 5

¥ Bexudttinhning [ Dashboard - BaseC...

@ ovanthang 9

Tim nha

Help Center  Ulll intercom

Q‘ D5 Mai Phuong

Ngay tao v Hién thi: Tét cd
Méi 3 dién gid tham gia panel

DS duén
Trrrhee Thigt k& backdrop, poster, avatar
Coing vig

én khung

Dy én théng 3

hi tiét

&n noi du

Dyt én théng 9

Dy én théng 4

Lam bang on-site ngay td chirc sy b

Promotion

Hanh chinh Dang thang tin su kién trén cc dié

m d&ng k

fsdfsdf Pang théng tin d

Sau khi gan tirng cong viéc vao 1 milestone, dir li¢u s€ dugc cip nhat

refer kH @ APihiing [ APIWework Wl Inbox|Base Inc|In.. #¥ WARTIME

Pang théng tin sy kién trén céc dién dan

Trong Dy &nthang 9 » Promotion v

bét d3u: 00:00 01/09/2019 ne: 30/10/2019
a
() sanglim @ D6 Mai Phuong

MIEU TA CONG VIEC nh sira

= Chua c6 mé té cho céng viéc nay

ATTACHMENTS
@

KET QUA CONG VIEC

Cap nhét k&t qua cong viee upload file - upload from Base Drive
a

SUBTASKS
@ Create sub task, type @ to tag & assign, press enter to save

Deadline date (optional) Time (hh:mm, optional)

Y B

referkH  [@ APihiing @ APIWework Ul Inbox |Base Inc|in.. ¥ WARTIME

Ding théng tin sy kién trén cac dién dan

thang 9 » Promotion «
0001/09/2019 Deadline: 30/10/2019
e
‘: :‘ o @ D5 Mai Phuong
MIEU TA CONG VIEC
Chua c6 mé ta cho cong viée nay
ATTACHMENTS Thémtailidu Thémt
@
KET QUA CONG VIEC
€ap nhat éc upload file - upload from Base Drive
e
SUBTASKS
@

COMMENTS (0)

Tag @ to assign

A Hudng din sir dun...

™ Hudng din sit dun...

B fr  Incognito @) :

© Taskis started 26 days ago

(@ No linked milestone
Set a milestone v

B Chién lugc quing cio
‘ (05/10/2019)

c 1:13:34 27/09/2019

Last updated: 13:58 27/09/2019

14:52 27/09/2019

ACTIVITY LOGS

1 milestone, khi gin thanh cong man hinh s& hién thi nhu sau:

B Yr Incognito @ :

@ 96 Mai Phuong

13:34 27/09/2019
14:53 27/09/2019

14:53 27/09/2019

sO luong cong viéc

hoan thanh/ tong sb luong cong viéc gin véi milestone, ty dong tinh ty 18 % hoan thanh

tuong ng.



C @ weworkbasewn/du-an-

refer KH

# Péxudttinhning F° Dashboard - Base C... Help Center i intercom ® APl hiing @ APIWework Wl Inbox|Baselnc|in.. ¥ WARTIME &

" D5 Mai Phuang Thiét k& backdrop, poster, avatar 23/08 » 30/09

Q L&n khun dung su kién 2330,
O Lén ndi dung chi tigt 0510
1510+ 15/11
O Lam bang on-site ngay t8 chirc surkién 23/10+14/06
Du 4n théng 3
D én thing 9 Promotion
DU dn thang 4
Dang théng tin su kién trén céc dién dan 01/0930/10
O Béng thang tin 2426
O c form d&ng ky sur kién 27/09
Mai Tai Trg
Chuan bi proposal 0510,

e Quain ly milestone:

Trong man hinh chi tiét cong viéc, ban click vao tén Department dé link dén trang quan 1y

toan b milestone trong Department do.

@ weworkbasen -

€ > C

F D& xust tinh ning

F Dashboard - Base C.. Help Center  Ulll intercom referkH  [@ APlhiing @) APIWework Il Inbox | Base Inc|In.. ¥ WARTIME

'0 D5 Mai Phuong Dy &n théng 9

Tim nhanh céng vié
CONG VIEC -

@ Create a new task

o~ Hiéh

create a new t:

Méi 3 dién gid tham gia panel 23/0819/09
DS du dn bt dau 2
Thanh vién Thiét k& backdrop, poster, avatar 23/08 > 30/09
a Phuong o5
O Lén khu 2330
Dyén thang 3
Dy édnthing O L&n ndi dung chi tiét 0510,
Dy 4n thang 4
O 15110515011
O Lam bang on-site ngay t6 chirc sur kign 23/10> 14/06
Nhai
Promotion
Hanh chinh
Bng théng tin sy kién trén cac dién dan 01/09 30/10
2426,
27/09

Hutng dan st dun...

N Hudng din sir dun...

ihi Tatca

@

o

B Y Incogrito @

gacas
Recent activities

@ Trang thai “

* Need attention
Recently assigned

Assigning & overdue

ADD MILESTONE
Chién lugc quang cao @

2/5- 400

Y

@ Recent overdue
Not yet startad,

Ta

tatus by mermbers

35.29%

[ start date - End date

O rtme: cs
9thanh
.
gaaa

Recent activities

@ Trang théi Normal

* Need attention
Recently assigned

Assigning & overdue

ADD MILESTONE

chién luoc quéng céo [.]
2/5-40.0
7 COl Qg




B Incognito & i
eC. Help Center  1lll intercom referkil @ APlhiing [@ APIWework Wl Inbox|Baselnc|in.. §5 WARTME (N Hudng ddn sirdun..
E) °©s -
Q. Quick search for projects cs
MILESTONES "
= Department - CONG TY €O PHAN
MILESTONE DEADUINE COMPLETE PIC CHU THI
®  Chiénlugc quéng céo 05/10/2018 > Q pruong Managed by 00 people
Accessible by 00 user groups
° launching ww 29/09/2019 - @ Phuong

PROJECTS & TEAMS

3 Du én théng 9
353

Dy 4n tir thign

' Duinthing 4
24

"™ Duénthéng3
178

Khi click vao timg milestone s& hién thi ra trang quan Iy timg ting muc tiéu: Tai day, s&
theo ddi dugc tong sd lugng cong viée gin theo timg muc tiéu, loc theo ting trang thai
cong viéc va nam tién do/ % hoan thanh muc tiéu tinh dén thdi diém hién tai dé tir d6 co
ké hoach, phwong an phu hop gitip hoan thanh muyc tiéu ding thoi han.

Chién luge quang céo

Tao bdi Chu Thi Tra Giang lic 14:48
05/10/19

4 6 b gian Thir3, 05/11/2019 3 o
am: Dy én théng 9
céng viéc - 2 ht dling han - 1 ht mudn - 1 qua han - 2 in progress 50.00%

@ ChuThiTra .

No description

Tat ca (6) @ Dang xir Iy (2) ® Quahan(1) HT mudn (1) @ HT ding han (2)
Q_ Locnhanh

THE'S Da&ng théng tin dién gia 1&n fanpage
26/09/2019 HT SAUDEADLINE  » BAT DAU 24/09

THI's @ chay ads form dang ky su kién
27/09/2019 No description

THU'T @ Lénkhung ndi dung su kién

30/11/2019 - KHANCAP »BATDAUOS/IO CONTENT

THis @ Déangthdng tin sy kign trén cac dién dan
03/10/2019 QUAHAN AT BRUG1/09

Chdt 1 nha tai trg kim cuong
No description

Inhandouts cho ngudi tham du

Il.  Thiét lap Dw &n/Phong ban

2.1. Thiét 1ap quyeén tao dw an/phong ban

Dé chinh stra ngudi c6 quyén tao du 4n, vao trang https://wework.base.vn hoic biéu tuong
trén thanh danh sach app.

Budc 1: Chon "Cai ddt hé thong"


https://wework.base.vn/

Q) Project - Base Wework x  + = X

&« c @ wework.basexn/tasks &
GéngvigoolaTuong | » bt dau 3
e Trueng Trucng T
Bdo cdo hang tudn (04/11/2019) ® Truong
Céng vidc ola Truong | » bit dau 04
Phong ban hang Tré luong (04/11/2019) @ Tuong
DANGLAM | Dy én COUNTOOWN it
TR Hoan thign quy trinh tuyén dung ® Truong
DANGLAM  Phong b » bt dsu 28/10
& LéBlcMinn
Duyét mua iphone 11 @ Tong L)
DANGLAM Phinghhinzy | »bétdiu28/10
Trinh Nguyén
Thu K
Bang bai trén facebook kénh intern 2 Truong —
Tuyén dung nhn sy quj 42019
ABC
° Béténgméngvact s @ Tong

céng viéc con 1 Jinh

o test 2510 @ Truong

Céng vigc cia Truong

[Chuyén ti€p tir Request|Thanh todn ABC & Trwong

Budc 2: Chon "Tay chinh khdc" va phan quyén loai tai khoan c6 quyén tao du an/phong
ban mai.

THONG TIN CONG TY THANH VIEN TUY CHINH KHAC HOAN THANH

Quyén tao du an mgi
Phan quyén nhém thanh vién cé quyén tao du dn md

Everyone (except guests) v

Quyén tao phong ban mdi

Phén quygn nhém thanh vién cé quyén tao du &n ma

System admin v

Budéc 3: Chon "Hoan thanh".

2.2. Céch tao dw &n mei

Pé tao du an/phong ban méi, vao trang https://wework.base.vn hoic biéu tugng trén thanh
danh sach app.

& 11

Budc 1: Chon "Tgo dw an maoi


https://wework.base.vn/

Q) Project - Base Wework x  +

< c

8@ weworkbasexvn

e Trueng Trucng

™ Truong Truon
& ) g

cONG VIEC

Phong bén hang

Dur &n Countdown
trinh ik 1 don héng - T

Phong k€ toén inh xi f don hang - T

Test trans
Training P T
Phang Kinh

Phong
inh xif I don hang - Tr
Test (30/10/2019)

Tao dy n méi o) vbi

- Ténduy an.
- Thanh vién quan tri.
- Thanh vién thuc hién

Budc 3: Click "Tao dw an m

Béo cdo hang tugn (02/

Béo cdo hang tusin (23/09/2019)

Béo cao hang tuan (15/10/2019)

& vbé

/10/2019)

Béo cao hang tuan (29/10/2019)

& vbd

Trd luong (04/11/2019)

BANGLAM | Dy &n COUNTDOWN

Hoan thién quy trinh tuyén dung

0/2

» bt 5 04

Tim kigm céng v

23/09 &

11710 &

o

Budce 2: O cira s6 mé 1én. Dién cac théng tin can thiét:

Chon department quan ly du an nay...

r.enl

o1l

TAO DU AN M1
Tén du én

(@truongtruong

Thanh vién

Mot specified

Trong kiém sodt v

lam viéc trong du an, str dung @

™ Truong Truong

Gidm D&c Cong Nghé

30.16%

®

19/63 Hoan thanh

Méi duge giao

Mdi giao di

I Phin Hoan Thign

10/01 | Truong Truong - 3/8

B sa

31710 | Truong Truong - 0/0
T3 Trudc
03/09  Truong Truong - 1/2

O cvididanhgia

O Vi
trong

&n ma tdi quén Iy
G

+THEM

10



TAO DLF AN MG

Tén du an
@truongtruong
Thanh vién 1am viéc trong du 4n, st dung @

2.3. Céach tao phong ban mei

Pé tao dy an/phong ban méi, ban vao trang https://wework.base.vn hoic biéu tugng trén

thanh danh sach app.

ban moi"

Budc 1: Chon "Tao phong

€ c

& weworkbasewvn,

# Pexudttinhning [§F Dashboard - Base C...

o Nhan sy

cONG VIEC -

@ Create a new task

Help Center i intercom refer KH @ APlhiing |@ APIWework Ul Inbox|Baselnc|in.. #F WARTIME /N Huéng din sir dun...

" D6 Mai Phuong

Tim nhanh céng viéc
create anew tasklist Task order: Updated time
Recent tasks

cdng viéc thang @

Hoan thién file dat hang cho céc bé phan BB va BL 20/08
34n sao ctia Dy an thang 4

Bén sao clia test t

Hoan thién file dat hang cho céc bé phan BB va BL 1 20/08
Lam google sheets lich trinh hang v& va mb t& sén pham hang méi 20/08
Trao dBi véi Leflair v& ddy ton 25/08
Tao du dn md ° Kiém tra s8 luong ké thyc t& Orient 06/08
Tao phéng ban méi
Cai dit he thang ° Hoan thién cang van g Cuc ban db 01-05
huéng dan th o
. 16 Lam draft d&t phu kién stra chifa cho a Mai tham khao 12/08
Up khung k& hoach Ori 1010 Ién base 07/08

B r Incognito @
Nhan sy
& 141100 14.00%
[3 Start date - End date
3 Department Van phong
5 thannvién

¢

Recent activities

Trang thai

ADD TASKLIST
Al tasklists
ORIENT
CANDING
FESTINA
Jaguar
Perrelet
Bering
SEIKO
ROMANSON
RADO
HERMLE
ZENITH

BREITLING,

2 COl

11


https://wework.base.vn/

Budc 2: "Dat tén phong ban™ -> "Thém thanh vién lam viéc trong phong ban™
TAO PHONG BAN MO1

[Tén phong ban

@

Thanh vién |am viéc trong phong ban, st dung @ dé tag thanh vién

M0 ta ngan gon vé phong ban

Phan nhom du an (co thé dé trong)

Huy Tao phing ban

Budc 3: Click "Tao phong ban moi"

TAO PHONG BAN M0l

[rén phong ban

@

Thanh vién lam viéc trong phong ban, sir dung @ dé tag thanh vién

M0 ta ngan gon vé phong ban

Phan nhém du an (co thé dé trdng)

Huy Tao phong ban

2.4. Chinh sira dw an/phong ban

Ngudi quan 1y ¢6 thé tién hanh chinh sira dy 4n bén trong phan Tuy chinh >> Chinh sira
du an/phong ban cua moi duy an/phong ban. Giao dién cia phan nay s€ c6 dang nhu hinh:

12



- 29 R -
.‘ DG Mai Phuong o Du &n thang 9 B
im nhanh céng viéc

Quan Iy thanh vién Du én thang 9
Phan quyén sir dung Miéu ta chung

Truing di iéu tiay chinh

A+ B J] U #» 12v €~ = £ Ev @ 8 8- -
Email notifications
Migu té
Tiiy chinh hinh nan
Dy &n thang 4 o
Xust céng viéc ra file Excel Phan loai
Nhap cong viéc tir file Excel Du &n ndi bd (chi danh cho edc thanh vién trong céng ty) L3
Nhan sy s mra X
Nhap dir liéu mau
Disable percent completion of tasks v
Hanh chinh
Disable projected task duration L
sinh nhat 37FTU Task deadline is date (end of day) s
Trang thai hién tai
Active 7
T test Normal | Binh thueing v
13
Y&u cau review trude khi danh dau hoan thanh céng viéc
8 Khéng yéu cau CONGT.. -ag

_ +Chinh s&a thong tin dw an , ‘
Phan nay cho phép ngudi quan ly chinh stra cac thong tin 1ién quan dén dy &n, bao gom:

- Tén dy an/phong ban;

- Miéu ta chung;

- Phan loai (phéan loai du 4n ndi bo hay lam viéc véi khach, tuy chinh % hoan thanh
cong viéc, thoi gian hoan thanh 1 cong viéc, deadline);

- Trang thai hién tai va Review cong viéc trudc khi hoan thanh. Sau khi da dién va
lya chon cac thong tin chinh stra can thiét, bAm nat Save dé hoan thanh.

« Mau sac hién thi
Bang viéc tich chon mau sac mong muodn, giao di¢n bén trong khung lam viéc ctuia dy an

sé duoc thay d6i theo mau sic di chon. Mau nhdn cta du an cling s€ dugc thay doi
tuonglng, gitip Nguoi quan ly co thé phan loai dy an dé dang hon.

L L

13



E Customer Success

P Product Team

Dur an test

Bug Base Office

[Wework] Official Product ...

« Danh sach Tags
Nguoi quan 1y c¢6 thé sir dung Tags dé phan loai cong viée bén trong khung 1am viéc cua
du 4n. Dé tao mot Tag mai1, hdy nhap vao thong tin nhan, Iya chon mau cuia nhan tuong
g & 6 mau bén trai, sau d6 bAm Cap nhat dé luu lai thay doi.

wework X

14



Cong viéc
DS du an

Thanh vién

26ng viéc cua Phuong

123 Du an thang 3
Jur an thang 9

Ju an thang 4

Nhan sur

Hanh chinh

inh nhat 37FTU

Luuy:
Phong ban va du an s& c6 su khac biét trong phan tiy chinh:

- Dy an s& ludn ludn thuc hién trong khoang thoi gian nhat dinh nén dy an sé& c6 ngay
bat dau va ngay két thac du an.

01/09/2019 - 30/09/2019

- Phong ban thi s& di theo thoi gian cua cong ty nén s& khong c6 ngay bat dau va két
thic, do dé cac cong viéc cua phong ban sé& hién thi theo dong chay thoi gian. mic
dinh 1a recent tasks - nhitng céng viéc c6 cap nhat mai s& hién thi 1én dau va duoc
sap xép theo thoi gian cap nhat ¢ chu ki theo tuan/ thang.

15



Téng hop theo chu ky:

Hang thang v

2.5. Cach thém ngwoi quan tri dw an/phong ban

Pé thém ngudi quan tri du an, vao trang https://wework.base.vn hoic biéu tuong trén thanh
danh sach app.

Budce 1: Chon Du an/phong ban mudn thém ngudi quan tri
@ Project - Base Wework x  + — e
<« G & weworkbasevn r &

-
& Truong Truong

6 Truong Truong

CONG VIEC

Tim kiém céng viée = Tryong Truong

Gidm Ddc Cong Nghé

& CV dugc giao 30.16%

19/63 Hoan thanh

Céng vige
T, M1 duoc giao
Dy én & teams Bao cdo hang tuén (23/09/2019) 23/09 @ Trwong ¢
ink hang -Tri viet | ((REY » batda Méi giao di
Departm
@ Truong
I Phin Hoan Thién
110 @ Trong 10/01 | Truong Truong - 3/8
p _ . B sau
Tuyén dung nhan sy quy .. -
) o - 3110 | Tryong Truong - 0/0
Bao cdo hang tuan (29/10/2019) & Truong
wrinh xi [ don hang - Tri Vigt  » b T Truée
Phong Vét Tu - Kj Thuat - (0 || WL it
Test(30/10/2019) ¥ Truong
Cangvide clis Tnsang | bt d5u 30/10
+THE
Etonabine v Bao cdo hang tuin (04/11/2019) @ Trrong O cvtél ganhgid
Somgvicets Taiong) (HESEER0S 0 ovt 4 du dn ma 181 quan 1§
trong 7 ngay sap 16
Game mobile Tank Tank Trélvong (04/11/2019) @ Tuong S o
CV tao trong khodng 3 ngé
. 2 DANGLAM | Dy én COUNTDOWN 1 » bt 04
Hoan thién quy trinh tuy&n dung @ Tang

B Dy an COUNTDOWN 1

oauciiu ehionaiin Beeaing

Budce 2: Click "Tuy chinh"

16


https://wework.base.vn/

Q) Danhsichcong vigc-Phong Ve X + -

&« C & weworkbasevn/pl

g u-ky-thuat-1007

o Phong Vat Tu - Kj Thuat

~ ~  Hignthi & 1/7 hoan thanh 14.29%

<)

- Ngay ket t

Team

AN THANH TU TG TRUGC 2 thanh vi

iign

Departmer
Hoan thién ban v& 0

Thanh vién

N THANH TU TG TR

Hoat dong gén day

Nhan thng tin kndch hang 1 e @ Trang thii
BaNG LM auantreng
1 dung nhan su g
Glibdogid o~
DANG LM W Titcd
R . Hoén thién bén v&
®| Phang V3t Tur- Ky Thuit
Du todn 0 Dytoén

Nhap xust vt tu

N THANH TU TG TR

Bl Phong Nhén su

Check luong
DANG LAM
mobile Tank Chi phi
DANG LAM

- * C3 -
Nhap xuét vat tu o Canluuy

P Nhan théng tin khdch hang

AN THANH TU TG TRUTGC

;

Tim nhanh céng viéc
TUY CHINH

Quén ly team Thém nhigu

Chinh stra phéng ban

“™  Truong Truong
[} Quan Iy thanh vien -

Phén quyén st dung

Truong dif ligu tay chinh

Email notifications

Tily chinh hinh nén
Thanh vién Thém nhigu
Tuyén dung nh
47 v Thanh Luan
Xust cong viéc ra file Excel % Juanvo

Phong Vét T - K§ Thu:

Nhap cbng viée tir file Excel . )
n Nguyen Ngoc Quynh

Nhép dif liéu mau Giam

Phong Nhan sy

ﬁ L& Nguyén Xuén Hang
Giam n th

Game mobile Tank Tank

2
L

B DU an COUNT VN 1

Budce 4: Chon "Thém quan ly team" hodc "Thém nhieéu" va gd tén nguoi can thém.



Q) Project - Phang Vat Tu - Ky Thu

< c

6 Trurong Truong

Dur én & teams
Departments
Thanh vién

a Trurong

Tuyén dyng nhén sy quy .

Phéng Vit Tu - Ky Thugt

Phang Nhan su

@ Danhséchcs
< c

vige - Phang V

Dy dn & teams
Departments

Thanh vién

Tuyén dung nhéan su quy ...

Phong Vat Tu - Ky Thuat
Phang Nhan sy
Game mobile Tanik Tank

2

B DU an COUNTOUWN 1

2.6. Cach thém thanh vién trong du 4n/phong ban

& weworkbasewn/phong-vat-tu-ky-thuat-1

x  +

o Phong Vat Tu - Kj Thuat

Chinh stra phong ban

Phan quyén st dung

ettings/

members

TUY CHINH

Quén Iy team

™ Truong Truong

Truéng dir lidu tiy chinh

Email notifications

Thém Quén If team

Tty chinh hinh ngn

Xust céng viéc ra file Excel
Nhap cong viéc tir file Excel

Nhp dif liéu miu

Thanh vién

47 Vo Thanh Luan
* lua

n Nguyén Ngoc Quynh

Tim nhanh ¢éng viéc

@ weworkbasevn/ph

x  +

o Phong Vat Tu - Ky Thuat

CANG VIEC -

=
-

Chua phan loai

5ng vige hodc tao nhom cor

NH TU TG TRY

N THANH TUr
Nhan thong tin khach hang 1

DANG LAM
GUi bdo gia
DANG LAM
Dy toan
v (2)CONGVIEC

Check luong

DANG LAM

chi phi

DANG LAM

Nhap xuat vat tw

1éic

0,

0

Tim nhanh céng viéc

-
~

+ Thémc

+ Thér

«

Thém nl

14

u - Ngay két thc

4thanh vién

-
-

Truong Truong

Thém

V6 Thanh Luén

Nguyén Ngoc Quynh
Giam d .

L& Nguyén Xuan Hang

higu

.29%

Team cb gidos

nhigu

Dé thém ngudi quan tri du an, vao trang https://wework.base.vn hodc biéu tuong trén thanh

danh sach app.

Budc 1: Chon Dy an/phong ban mudn thém thanh vién
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https://wework.base.vn/

Q) Project - Base Wework x + = x
& C @& weworkbasewn w &

6 Truong Trong :% Truang Truong

NG VIEC

Tim kiém cong viéc

Truong Truong
Giam Bdc Cong Nghé

30.16%

<
<
¢
<
®

g viéc m

19/63 Hoan thanh

A Cong vige

] Méi duge
Dy &n & teams Bdo cdo hang tudn (23/09/2019) 2309 ‘@ Truong 61 dugc giao

srinh i & Mdi gizo di

Departments

Thanh vién Bdo cdo hang tuan (15/10/2019)

g viéc ctia Truon n Phan Hoan Thién
° Bdo cdo hang tuan (02/10/2019) 0/2 1110 9 Tong 10/01 | Tryong Truong - 3/8
i ' BN sa

31/10 | Truong Truong - 0/0

BAo &0 hang tuan (29/10/2019) ® Truong
Quy srinh i Gon hing - Tri Viés 0 level T8 | Truée
03/09 Truong Truong - 1/2
Test (30/10/2019) ® Truong
-

@ Truong

O cvtdi génhgia

O GV trong tAt ca du 4n ma t5i quan Iy
trong 7 ngay sap 161

ile Tank Tank Tré lvong (04/11/2019) @ Truong
2 DANGLAM
s N -
Hoan thién quy trinh tuyén dung -

B Uy an COUNTDOWN 1

oauciiu ehionaiin Beeaing

Budce 2: Click "Tuy chinh”

Q) Danhsich cong vigc -Phang Ve X + = x
& C & weworkbasewvn/phong-vat-tu-ky-thuat w & i
Truong Truong o Phong Vat Tu - Ky Thuat o ) - B .

6 P . : im nhanh céng viéc Phong Vat Tu- K)’ Thuat
? g viec tao . - Hién thi &7 14.29%

ay két thic

Chua phan loai Team cb gidos

Dur an & teams

- VIEC CHUA HOAN THAN 2 thanh vién
Departments o
. Hoan thign ban vé 0 £ T
Thanh vién i
v (2 G VIEC CHUA HOAN THANH T Hoat dgng gan day
Nhén théng tin khach hang 1 @ Trang thai Normal| Binh thung
DANG LAM
dung nh Y ... THEM
GUi bdo gia .
) B Tatca
DANG LAM
Hoan thién ban vé
Phéng Vit Tur - K§ Thut
Dy toan 0 Du toan
Nnap xu
v /IE
Phong Nhan sur
Check luong
DANG LAM
Game mobile Tani-,zTank Chi phi
. DANG LAM
® Ut an COUNTUOWN 1 . ll vEAHT
Nhap xuat vat tv 0,

Budce 3: Click "Quén ly thanh vién"



Q) Project- Phong Vat Tu- Ky Thu: X + -

& C @& weworkbasevn/phong-v &
Truong Trux Phong Vat Tu - Ky Thuat
6 Juriry o 9% y s Tim nhanh céng viéc
TUY CHINH
Quén Iy team Thém nhigu
Chinh stra phang ban
T Truong Truon
EEETE <
Dur 4n & teams
Phan quyén st dung
epartments
Truéng dir liu tiy chinh
Thanh vién Thém Quan Iy team
Email notifications
ctia Truang
Tiry chinh hinh nén
Thanh vién Thém nhigu

Tuyén dyng nhén sy quy .
Phéng Vit Tu - Ky Thugt
Phang Nhan su

bile Tank Tank

2

DU éan COUNTOUWN 1

Xust céng viéc ra file Excel
Nhap cong viéc tir file Excel

Nhp dif liéu miu

47 Vo Thanh Luan

Buéc 4: Chon "Thém nhiéu".

@ Project - Phong Vét Tu - Ky The

& C @ weworkbasevn/phong

Q Trueng Truong

Dy dn & teams
Departments

Thanh vién

Tuyén dung nh
Phéng Vat Tu - Kj Thuat
Phong Nhan sy
Game mobile Tank Tank

2

B DU an COUNTOUWN 1

x  +

u-ky-thuat

o Phong Vat Tu - Ky Thuat

Chinh stra phéng ban
Phan quy&n st dung
Truéng dir liu tiy chinh
Email notifications

Tiyy chinh hinh ngn

Xust cong viéc ra file Excel
Nhap cong viéc tir file Excel

Nhap dif liéu mau

TUY CHINH

Quén Iy team

=™ Truong Truong

ecshcm.com

Thém Quén If team

Thanh vién

T V6 Thanh Luan

n Nguyén Ngoc Quynh

cshem.com

Tim nhanh céng viéc

Thém nhiéu

Hodc ¢6 thé sir dung thém nhanh thanh vién bang cdch thao téc nhw dnh:

20



Q) Danhsich cong vigc -Phang Ve X + = x

< C & weworkbasevn/phong-vat-tu-ky-thuat-100785 ™ o
e Truong Truong o Phong Vat Tu - Ky Thuat — — i ) i )
CONG ViEe - im ahanh céng vide Phong Vat Tu - K§ Thuat

? Tao cang vide tao nhém céng vige méi - Hign thi B 1/7 hoén tha 14.29%

u - Ngay két thiic

Chua phan loai Team cb gidos

Dur an & teams

v CONG VIEC GHUA HOAN THANH T TG TRUGC 4 thanh vién
Departments
Hoan thién ban vé 0 Thém nhigu
v (2) CONG VIEC CHUA HOAN THANH TUr TG TRUGC £ Truong Truong
-
Nhan théng tin khach hang 1 F Tuo .
DANG LAM
Tuy@n dung nhén sy quy ... o _—
GUi bdo gid
DANG LAM
Phéng Vit Tur - Kj Thuat
Dy todn 0/2 + Thém cong viéc £ V& Thanh Ludn
v (2)CONG VIEC CHUA HOAN THANH TUr TG TRUGC
Phang Nhan sur a .
: Check Iuang n Nguyén Ngoc Quynh

DANG LAM

@ Game mobile Tank Tank "
Chi phi L& Nguyén Xuan Hang

2
. DANG LAM n im di
)i dn COUNTDOWI - : :
@ Ty an COUNTETWN 1 Nhap xuét vat tu 0/2_* Thém cong viée m_

2.7.Phan quyeén sir dung trong dw &n/phong ban

Quan ly cua dy an/phong ban la nguoi c6 toan quyén trong du an/phong ban, dé phan
quyeén cho céc tai khoan khéc, thi quan 1y du 4an/phong ban vao phan Tuy chinh trong
du an/phong ban >> Phan quyén st dung.

&« C @ weworkbasevn/du-an-thang-9-101964/settings/acl Q % @ Paused @ i

3 R
C' D& Mai Phuong 0 Dy an thang 9
TUY CHiNH

Tao cbng vigc mdi

Tao nhém céng vige méi

Xem céng viéc cla nguéi khdc

Quy#n xem - giae ¢ang vigc cho ngudi khac

Quy#n xem bao céo tong thé

Quyen tao thio luzn méi

Quyén tao ti ligu mai

Phan quyén ""j“ ghacnie Nguéi theo d5 Kha

Chinh sira tén cing viéc

Cac tuy chon khac: Phan nay cho phép ngudi quan 1y c6 thé thiét 1ap mot s6 tinh nang
dic biét danh riéng cho nguoi nhan viée. Khi phan quyén dic biét duge bat cac quyén
thiét 1ap & trén khong cé tac dung
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|:| Khéng cho phép ngudi dugc giao viéc chinh sira cong viéc?

|_| Khéng cho phép ngudi dugc giao viéc chinh sira deadline?

2

|_| Khoéng cho phép ngudi dugc giao viéc xda céng

2.8. Cai dat email théng bao trong dw an

Dé bat email thong bao trong dy an, vao trang https://wework.base.vn hoic biéu tuong trén
thanh danh sach app.

Buée 1: Click chon Dy 4n mudn bat email thong bao

Q) Project - Base Wework x + = x
< C @& weworkbasevn A
e Truong Truong ™ Truong Truong o
- im kiém céng viéc Con- Y
CONG VIEC Truong Truong

Gidm Bdc Cong Nghé

Q oconguecma - - . . &« 30.16%
19/63 Hoan tharh
A Ccdng viéc
. e Méi duge
Du &n & teams Bao cdo hang tuan (23/09/2019) 2309 @ Truang 61 dugc giao
Quy winh xi I dan héng - T »b&tdBu17/09  leve Mg giao di
Departments
Tha Bao cao hang tun (15/10/2019) ® Tong
Quy trinh =i  don hing - Tri Wige | »birdBu 1510 level
IEE Phin Hoan Thién
° Béo cdo hang tuin (02/10/2019) 0/2 11710 @ Truong 10/01 | Truong Truong - 3/8
Quy trinh xr Iy don hang - Tri Vist * bat dau 28/09 evelt
Sau
® Tuyén dung nhan s [ 15| i _
L - 31/10 | Truong Truong - 0/0
Bdo céo hang tuan (29/10/2019) @ Truong
Quy trinh =i don hing T Viét) (Fb&tdau29/10)  level | Truée
/ o Truong - 1/2
Bl Phong Vét Tu - Ky Thujt - 03/09 | Truong Truong - 1/2
Test (30/10/2019) & Tong
Géing viéc clia Truang | » bé d3u 30/10
+TH

B Phong Nhan su

Bdo cdo hang tuan (04/11/2019) & Truong

Céng viée olia Traang | » bit d3u 04,

O cvtdi danhgia

Tré luong (04/11/2019) $ Trang
DANG LAM Dy &n COUNTDOWN » bat dEu 04y
Hoan thién quy trinh tuyén dung @ Truong

noupin b s

Budce 2: Chon "Tuy chinh”
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https://wework.base.vn/

Q) Danh sich cong viéc - Phang V'

< C

1 dung nhén sy gf

Phang V3t Tur - Ky Thudt

Phong Nhén su

mobile Tank

Du an & teams
Departments

Thanh vién

Tuyén dung nh:

Phong Vit T - Ky Thu

Phong n

Phong Nhan sy

¢ 3
|

& weworkbasewn/pl

x  +

g u-ky-thuat-1007

Phong V&t Tu - K§ Thuat

<)

AN THANH TU TG TRUGC

Hoan thién ban vé

- N THANH TUF TG TR
Nhan thong tin khdch hang 1
BANG LM quantrang
Gl bdo gid
BANG LM
Du toan
- @ N THANH TIF TG TR

Check luong

DANG LAM

chi phi
DANG LAM

Nh3p xuét vat tu

AN THANH TU TG TRUTGC

Chinh stra phéng ban
Quén Iy thanh vién
Phan quy&n st dung
Truréng dir liu tiy chinh

Tty chinh hinh ngn

Xust cong viéc ra file Excel
Nhép cong viée tir file Excel

Nhap dif ligu mau

TUY CHINH

nail giao

Email khi céng viéc duge chinh sira

Email cho ngu@i dugc giao vi

nail khi xéa cong viéc

Email khi team dugc chinh sira

Email khi xoa team

Email khi ¢o tai ligu mai

Budc 4: Chon nhirng thao tac can giri thong bao vé

khi trang thai céng v

(gui dén ngudi dugc giao)

email.

Tim nhanh cong

0

0,

[}

- Hignthi

+ Thém

¢ dugc cap nhat (doing-done)

[

- Ngay ket t

Team

2 thanh vién

Hoat dong gén day

@ Trangthai

W Titca
Hoan thién ban v&
Dytodn

Nhap xust vt tu

* Canluuy

P Nhan théng tin khdch hang

o ]

Tim nhanh céng viéc

BASE
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Q) Project- Phong Vat Tu- Ky Thu: X 4

&« C & weworkbasewn/phong-vat-tu-ky-thuat-1 ettings/email w &
Truong Trux Phong Vat Tu - Ky Thuat
6 A o 9V Y i Tim nhanh céng viéc
TUY CHINH
Chinh sita phong ban i
\_\ Email giao v guri d&n nguéi duoce giao)

Quén Iy thanh vién
Dur 4n & teams . Email khi céng v chinh stra

Phan quyan si dung
Departments S e Email cho ngudi duge giao viée khi trang thai cd &c dugc cép nhét (doing-done)

rudng dir lidu ity chinh 9 g J 9
Thanh vien -
B Email notification: Email khi xéa c&
Truong
iy chinh hinh ngn

Tuy@n dyng nhén sy quy ...

Xust coing viéc ra file Excel Email khi team dugc chinh sira
Phong Vat Tu - K Thugt Nhap céng viée tir file Excel Email khi

Nhap dif ligu mau B4 | Email khi c6 tai lisu moi
Phong n
Phong Nhan sy

. mo|
BASEA.. -aB

2.9. Cach thay d6i trang thai du an

Pé bat email thong bao trong du an, vao trang https://wework.base.vn hoic biéu tugng trén

thanh danh sach app.

Buéc 1: Click chon Dy 4n muén thay doi trang thai
¢« s i

" D Mai Phuong

& weworkbasewn/du-an- 01964,

home

Du an thang 9
CONG VIEC -
Ngay tao v

Create a new task or create a new tasklist

g

Chua phan loai

Thiét k& backdrop, poster, avatar

»

° Lén khung ndi dung sy kién

° Lén ndi dun

wénthang 3 tiét

Du én théng 9

Durén thang 4

° Lam bang
° Mi 3 dién gi

Budce 2: Chon "Tuy chinh”

-
Tim nhanh céng vide Dy &n thang 9

Filter: Tét cd Tty chon hién th

5/6 + Thém cong viée

9 thanh vién

03/10 huyn
-

dacals
Recent activities

@ Trangthai Norma

& Phuong * Need attention

® Dang thing tin su kign
& ruong rén cic dign dan
[

Recently assigned

Assigning & overdue

Paused 4@

31.03%

Binh thuing
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&« C & weworkbasewn/d * @ Paused @ i

= 63
q‘ D Mai Phuang o Dy an thang 9

Tim nhanh cong v

Céng viéc .
Quan Iy thanh vién Dur 4n théng 9
DELTE]
Phén quyén s dung I
Thanh vién Miéu ta chung
Trudng dir liéu tdy chinh B —
{ia Phuong J : A~ B I U > 12~ @& ~ = = B8 -
Email notifications "
Tuy chinh hinh nén
123 Du én thang 3
Du én théng 9
Du &n théng 4 . R
Xut céng viéc ra file Excel Phan loai
Nhap céng viée tir file Excel Du an ndi bé (chi danh cho cac thanh vién trong cong ty) v
Nhan sy Nhap dif ligu mau " "
Disable percent completion of tasks v
@ Hanh chinh
Disable projected task duration v
h nhat 37FTU Task deadline is date (end of day) %
Trang théi
Active v
CONG -anB
Budc 3: Chon "Chinh sira du an”
. v X
< C @& weworkbasevn/du-an g ngs % W Paused i
P 63 s
" 6 Mai Phuang o Du 4n thang 9 »
im nhanh céng viéc
TUY CHINH
ng vide
Quan Iy thanh vién Dur én théng 9
DS dy an
Phan quyn sit dung .
Thanh vién Miéu té chung
Trudng dir liéu tiy chinh T = = = oy -
a Phuong < L A~ B I U # 12- €~ = £ 2+ @ = -
Email notifications
Tity chinh hinh nén
123 Dudnthang 3
Dy dn thing 9
Dy &n thang 4 N .
Xu&t céng viéc ra file Excel Phan loai
Nhap cong viée 1 file Excel Du &n ndi b (chi danh cho cac thanh vién trong cong ty) v
Nhin su PR z
Nhap dif liéu mau
Disable percent completion of tasks v
B Hanh chinh
Disable projected task duration v
Task deadline is date (end of day) v
Active v

Budc 4: Thay doi "Trang thai hién tai" dé phu hop v6i Dy an va chon Luru dé hoan tat
thao tac.
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&« C & weworkbasevn/du-an-thang-9-10196

“ D Mai Phuang

DS du én
Thanh vién

ng vigc clia Phuong

123 Dy din thang 3
Dy dn thing 9

Durén thang 4

0 se
o Dy 4n thang 9
Tay chinh hinh nén

Xut cong viéc ra file Excel Phan loai
Nhap cong viéc tir file Excel

Nhap dif ligu mau

Disable percent completion of tasks
Disable projected task duration

Task deadline is date (end of day)

TUY CHINH

Du &n ndi bd (chi danh cho céc thanh vién trong cong ty)

Y @ paused @

Tim nhanh céng viée

Trang thai hién tai

Active

Normal | Binh thudng

Yéu cau review true khi danh dau hoan thanh ©ong viec

Khéng yéu cau

2.10. Céach thém tai liéu cho dw an/phong ban

Dé thém tai lidu cho du an, ban vao trang https://wework.base.vn

thanh danh sach app.

Voi truong hop muon phdn chia cac nhom tai liéu:

Budéc 1: Chon Dy &n mudn thém tai liéu

& C @& weworkbasevn/du-an-thang-9-101964

“ D4 Mai Phuang

DS dy &n
Thanh vién

ia Phuong

wén thang 3
Du an thang 9

Dy an théng 4

N

[ Hanh chinh

® sinhnhat 37FTU

10

Du @nthéng 9

CONG VIEC -

@ Create a new task or create a new tasklist

Chua phan loai

Thiét k& backdrop, poster, avatar

» bét d5u 23/08

@ ‘Lénkhungngid

hirc sur kign

@ Moi3dién gid tham gia panel 071

Tim nhanh eéng viée

+ Thém céng viéc

Q@

[ ]

[ ]

hoac biéu tuong trén

* @ Paused 4@
Du an thang 9

& 9/29 hoan than 31.03%

01/09/2019 - 30

9 thanh vién

"
gaecas
Recent activities

@ Trang théi

e

* Need attention

® Dangthong tinSUkign  averdue
trén cac dién dan

Recently assigned

Assigning & overdue

T CONGT..

Budc 2: Chon "Tai liéu"
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< C & weworkbasevn/

= 63
q‘ D Mai Phuang 0 Dy an thang 9

1964

Tailieu

ia Phuong

® 123Dusnthang3
D Dyénthing 9

D Dudnthdng 4

M| Nhan su

@ Hanh chinh

® sinhnhét 37FTU

Budce 3: Click "Thém"
<

C @ weworkbasevn/du-an

- 63 - -
" D5 Mai Phuong o Du &n théng 9

Tai liéu

Du én thing 9

Dy &n thang 4

Nhén sy

Hanh chinh

Sinh nhat 37FTU

10
_ N

Budc 4: Chon "Tao folder méi'.

Tim nhanh céng vi

Tim kigm tai ligu + Thém ~

¥ Paused Q)

i nhanh cong vigc

Tim kiém tai liéu + Thém

Thém tailiéu

Thém tir Base Drive

Tao folder mai
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& weworkbasevn/du-an-thang-9-101964/documents
0 Dy an thang 9

= Tailiéu

< (¢]

')

&y

D Mai Phuong
ThAI LIEU (0

Page 1

Du én théing 9

Dy 4n thang 4

Sinh nhét 37FTU

1n

* Paused R 1

i

() Tim nhanh céng viéc
Thém tai liéu
Thém tir Base Drive

Tao folder mai

P

CONGT... -aB
Budc 5: bat tén folder -> Chon "Thém thw muc"
THEM THU MUC TRONG DU AN
ITén thu muc
Huy Thém thar muc
Véi trieong hop chi mudn thém tai liéu:
1y Base File picker Uploosd froaw coropueer || IR
FAVORITES
DRIVES M aph.xlsx 4 Select
B My private files
E2  img2819.jpg 72 4:39 toda Select
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Thuc hién Budc 1, 2, 3 tuong ty nhu trén.

Budc 4: Chon "Thém tai liéu".

Bin sa0 clia Sir dung .

Tai liéu T im ki
(s -ac]
Budc 5: Tai tai liéu can thém lén dy an.
iy Base > File picker Uplomd fram compter | MBS
DRIVES 9 aph.xlsx Eocadic: 490 tnd Select
B My private files
&2 img2819.jpg 729 KB 438 toda Select
2.11. Copy thu muc tai li¢u tir dw an/ phong ban nay sang dw an/ phong ban
khac

Dé copy 1 thu muc tai liéu tir dy 4n/ phong ban A sang B, thao tac theo huéng dan sau:

Budc 1: Truy cap vao https://wework.base.vn/ hoac app Base Wework trén thanh app.
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Budc 2: Chon 1 phong ban/ dy &n chira thu muc ban can copy.

Db Mai Phuong

Dy 4n & teams
Departments
Thanh vién
B0 cdo

a Phuong

Du én théng 3

Du én théng 4

Dy dn thang 9

Nhan sy

Hanh chinh

Sinh nhat 37FTU

Du &n thang 9

conG vife v

@ Tao cBng viee hoic 130 nhom edng vide méi

Chua phan loai

O Lén khung ndi dung su kign

05/101 Chin luge qudng céo

O Launching san pham méi

hic surkién

on

Mai Tai Trg

Chét 1 nha tai tro bach kim

s Tidn tue tra chién 2w

Tim nhanh céng viéc

5/5 + Thém céng viée

23:5910/09 @ Phuong

L2
5

L]
5

23:5919/09

2/5 + Thém céng viéc

23:5902/11 (@ wie

Dy &@n thang 9

oan thanh 48.00%

11 thanh vign

¢ccacad ©

Hogt agng gan day

@ Trang thai

* Canluuy

® Dangthong tin sukién
trén céc dién dan

Méi dugc giao

Gizo i & qua han

ADD
T7 | chién luoc quéng cao
05/10 | ChuThi Tra Giang -3/6

Base Ent._. QG

Budc 3: Click vao Tai liéu, tai thu muc can copy, di chuyén chudt dén vi tri cudi tén t
muc s€ hién thi 1én icon dau 3 cham - Tuy chon thém.

€ C & weworkbasewn

F Pexudttinhning F Dashboard - BaseC.. Help Center

‘0 D6 Mai Phuong

Dy én & teams
Departments.

Thanh vién

Dy n thing 3

Dy &n thang 4

Dy &n thang 9

Hanh chinh

sinh nhat 37FTU

° Du an théng 3

Tailigu

New Folder

@aE  nguyen-thi-thuy-topev.vn-010819.103914.pdf £

ms  123hdsd-okrpdf £

Em|  base-weworkrar &

= base-platfom.docx &£

34162911115114051503608432730926352328294400-copyaaaaaaaaaaaaaaaaaaaaaaaaa.

=] docl.docZ

@ abcrarZ

mwa  hdsd-wikipdf £

| bao-gia-san-pham-wework xlsx 2

Wl intercom refer KH

@giangd 0
@gian ¢ 10:34 Oc. 74
@maip

@maiphuong | 2
@maiphuong | 547k

maiphuong lic 11:0 810kb

B A Incogrito @ :

B APIWework wl SendGrid HF WARTIME /A Hudng dan sirdun.. [§ NGAY NGHiPHEP -... »

Tim nhanh céng viec

+ Thém ~

Tim kiém tai

Others
b Others
) Others
Others
Others
Others
) Others
Others

2

Buac 4: Khi popup hién thi, chon Copy folder ra bén ngoai.

hu
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%

Sua thu muc

Di chuyén thu muc nay i ...

OO

Copy folder ra bén ngoai ...

=

X0a thu muc nay

Copy thanh cong man hinh sé& hién thi 1én popup sau, ban click OK.

o Pa copy thu muc. Vui léng chon mét thu muc trong
project/team khac dé paste

OK

Budc 5: Chon phong ban/ du an can paste thu muc nay >> Tai ligu >> Thém va xem anh

huéng dan sau dé paste thu myc.

< C & weworkbasevn/d ents 9]

# Dexulttihhning [ Dashboard - Ba Help Center ntercom referkH (@ APIhiring [ APIWework sl SendGrid #F WARTIME /\ Hudngdinstdun.. [E NGAYNGHIPHEP -..

“ D4 Mai Phuang o Du &n thang 9 B ’
imganh céng viec

\
Q
Tai liéu Tim kigm tai liéu

Thém tai liéu

b @maiphuong liic 09:00

Dy &n théng 3

Dy &n théng 4

Dy &n thang 9

Nhan sur

Hanh chinh

Sinh nhat 37FTU

Sau d6 click OK dé hoan tét thao tac.

Thém tir Base Drive

Tao folder mé

{(js-folder.copy_out_project/Co
py folder ra bén ngoail}

Base Ent...

-Q
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be copied.

Please confirm to copy the folder New Folder to this
(external) folder. A maximal of 50 files and 100 folders can

Close

2.12. Tao thao luan dg a&n/phong ban

| OK ‘

Pé tao thao luan, vao trang https://wework.base.vn hoic biéu tuong trén thanh danh sach

app va thao tac theo hudng dan sau:

Buéc 1: Chon 1 du an can thém Thao luan
< [¢] @ weworkbase.vn/du-an-thang-9-101364/home

Du an thang 9

"\ D& Mai Phuong

Tim nhanh cong viéc

cong viEc -
@ Create a new task or create a new tasklist Ngay tao v Filter: Tét cd Ty chon hién th
Chua phan loai 5/6 + Thém céng vidc

Thiét k& backdrop, poster, avatar 03/10

Lén khung ndi dung sy kién Khénh

Lén ndi dung chi tiét @ rFhuong

pcho MC Ha

O 0 0 0 0O

Lam bang on-site ngay 16 chirc su kién & Phuong
M&i 3 dién gia o & Phuong

Sinh nhat 37FTU

10

Budc 2: Chon Thao luan >> Thém thao luan.

Dy &n thang 9

(2 9720 hoanFEnh 31.03%

[4 01/09/2019 - 30/09/2019

9 thanh vién

-
Qccal
Recent activities

Normal | Bin thung

@ Trang théi

LX) .1 2
* Need attention

® Dingthdngtinsukién  overdue
trén céc dién dan

Recently assigned

Assigning & overdue

ADD MILESTONE
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< G & weworkbasevn/du-an-thang-9-101964/discussions fr & | reused @@

- 6 o
@y D06 MaiPhuong — Dy anthéng 9 <+ S o
L 4 = Q. Tim nhanh céng vigc
ONG VIE | THAoWiAN() [raiuE ACTIVITIES ~ BAOCA TUY CHINH

¥ Danh sach thdo luan Tim ki&m théoe luén sépxép ~

Page 1 >

DS du én

CONGT...

Budc 3: Thém noi dung thao luan >> click chon "Tao thao luan méi" dé hoan tat thao tac.

<« C @ weworkbasevn/du-an-thang-9-101964/discussions fr $ Paused @@}

Thém thao luan mai

hém files trong mdi thdo ludn nay. — Du én thang 9
Tiéu dé thao luén

Chuan bi qua tang cho khach hing
Ngui theo déi

(@baokhanh @phuonnges

Gui ndi dung thao luén qua email

Co

N&i dung thdo luéin

A B I U =

Topic short description

2.13. Nhan ban du 4n/ phong ban

Pé thém nhan ban dy an, vao trang https://wework.base.vn hoic biéu tuong trén thanh danh
sach app.

Budéc 1; Chon Dy &4n mudn nhan ban.
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https://wework.base.vn/

Q) Project - Base Wework x

< C @& weworkbasevn

6 Truong Trurong

A Cong vige
Dy an & teams
Departments
Thénh vién

g viéc cla Trron:

ile Tank Tank

2
&5

B Uy an COUNTDOWN 1

+

=™ Truong Truong . R
- im kiém céng viée

NG VIEC

g viéc m

Bdo cdo hang tudn (23/09/2019) 23/09 $ Truong

Bdo cdo hang tuan (15/10/2019)

° Bao cdo hang tuan (02/10/2019 0/2 e D Truong
Quy trinh x4 1 dan hang - Tri Vigt »bi

BAo &0 hang tuan (29/10/2019) ® Truong
Quy trinh xir iy don b - Tri Vigt 0 evel

Test (30/10/2019) ® Truong

@ Truong

Tré lrong (04/11/2019) @ Truong

DANG LAM

Hoan thién quy trinh tuy&n dung

oauciiu ehionaiin Beeaing

Truong Truong
Giam Bdc Cong Nghé
30.16%

©

19/63 Hoan thanh
Mdi duoc giao

Mdi gizo di

I Phian Hoan Thié

én
10/01 | Truong Truong - 3/8

N sau

31/10 | Truong Truong - 0/0

T3 Trude
03/09 | Truong Truong

O cvtdi génhgia

O GV trong tAt ca du 4n ma t5i quan Iy
trong 7 ngay sap 161

Budac 2: Click "..." > Chon Cac tuy chon khéc > "Nhan ban dw an/ phong ban"

@) Danh séch cong vige - Dy an €O X
< c

Q Truong Truong

Game mobile Tank Tank

Dy én COUNTDOWN 1

NHA ANH A [DUNG X0

Quy trinh xif Iy don hang -.

B]_Phong bén hang

B Dy én Countdown

Budc 3: Chon cac

@ weworkbasevn/

4L

du-al ntdown-1-94475

o Dy an COUNTDOWN 1

NG VIEC -

et [

Chinh sira

g vige hodc ta

Quén Iy thanh vién
Manage webhooks

Chura phan loai

Tré luong (16/09/2019) 1

DANG LAM

Import & Export

Nhén bén project

Ban vé cach nao (enline, truc tiép, ban theo cum.,...)
Make a project template

N Xoa ject
DANG LAM oaprel
Md nhém céng viéc d&
Thanh todn cho bén chothué 2 déng 23:59 24/08 Kigu Nhi
DANGLAM  24/10 Déng project
° B&o c40 doanh thu thang Admin
» bao cée thang 1 23:59 30/10

TRUGC EVENT 7

Kich ban td chic

DANG LAM

» Dién tap 13n cudi trude cong dién

dau muc muébn nhan ban.

=

&

Dur &n COUNTDOWN 1

17.31%

- Ngay két thic

Phong k& hoach

7 thanh vién
eCc=eg?

Hoat déng g&n day

Normal| Binh th

@ Trang thai

o4

Hoan thn

* Canluuy
® Trd luong (26/10/2019)  overdue
Msi duoc giao
Giao di & qué han
ADD

34



Q) Danhsichcongvigc -DuanCO X + = X

< C & weworkbasewn/du-an-countdown-1-04475

NHAN BAN DY AN

TEN DU AN
Ban sao cta Du an COUNTDOWN 1

N G VIEC

Nhan ban tat ca cong viéc va nhém céng v ~

Cé, gilr nguyén théng tin ngudi nhdn viéc v
GI(F LAI THONG TIN NGUJI THED DO

Co, gilr lai tat ca ngudi theo dai cang viéc v
GIF LAI THONG TIN HAN HOAN THANH

Khéng, khéng thiét [&p han hoan thanh cho céng viéc v
GI0F LAI TRUBNG DI LIEU TOY CHINH

Co, gilr lai truding dir liéu tay chinh v

GIU LAI CHECKLISTS

Khéng, xda hét checklist v

3171 Al GONG VIEG CON

Budc 4: Click "Nhan ban dw an™.

Ban sao cua Du an thang 9

Nhan ban tat ca céng viéc va nhém coéng

v

Co,_;uf_r_nguye:enthﬁng lll'; ngudi giao vide v
Cé,-;li;;-gl.;;'e:el'.l-tlr.\:'.ing t;;l-ngubi nhan viée v
LF LAl THOMNG TIN NGUTI THED DC i
v

v

Kh(;l:lg, ;::'Ja r_1€t_checklist v
Khn;;lg, %08 c;c cdng viéc con v

# Ngudi quan tri
# Thanh vién du &n
% Phan quy&n sir dung

# Tags

Huy MNhan ban du




2.14. Nhéan ban dg an/ phong ban

Pé thém nhan ban dy an, vao trang https://wework.base.vn hoic biéu tuong trén thanh danh

sach app.

Buéc 1; Chon Dy &an mudn nhan ban.

Q) Project - Base Wework x + =
& C @& weworkbasewn w &
Truong Trut ™ Truang Truon
& Truomg Trong - g Truong Tim kiém céng vige = Tryong Truong
Gidm Bdc Cong Nghé
~ ~ ~ ™ c 30.16%

A Ccdng viéc

Du &n & teams
Departments

Thanh vién

® Tuyén dung nhan sy quy -

Tur - Ky Thudt

B Phong Nhan su

Bdo cdo hang tuan (23/09/2019)

Bao cao hang tun (15/10/2019)

052

Céng vié

Bdo cdo hang tuan (04/11/2019)

Céng viée olia Truang |

Tra luong (04/11/2019)

DANGLAM  Du

Hoan thién quy trinh tuyén dun

noupin b bt

2309 @

11/10

19/63 Hoan thanh
Mdi duge giao

Mdi gizo di

IEE Phin Hoan Thién

10/01 | Truong Truong - 3/8

A s

3110 | Truong Truong - 0/0

| Truge
03/09 | Truong Truong - 1/2

+THEM

O cvtdi danhgia

O Cvtong dy dn ma toi quan Iy
trong 7 ngay sip 11

O cvta

Budc 2: Click "..." > Chon Céac tuy chon khac > "Nhan ban dw &n/ phong ban"

Q) Danhsichcéngvigc -DyanCO X + =
< C @ weworkbasevn/du ntdown-1-94475 * &
6 Trirang Trurong Dy n COUNTDOWN 1 - o i

im nhanh céng viéc Du an COUNTDOWN 1
Chinh sira
: g viéc taor ~ Filte 17.31%
Quan Iy thanh vién
| u - Ngay két thic
Phing K . Chua phan logi Manage webhooks = Phang k& hoach

Phong Nhan sy

Tré luong (16/09/2019) 1

Import & Export

7 thanh vién

DANG LAM =T 0
Nhén ban project Cac tily chon khac gese "*i i
me mobile Tank Tank L x PRI
Ban vé cach nao (online, truc tiép, ban theo cum, S
( . P ) Make a project template Xod project Hogt ddng gan day
DANG LAM
Mé nhém eéng vide 43 @ Trang thai Nor
Dur an COUNTDOWN 1 Thanh todn cho bén cho thué 2 deng 23:59 24/08 K&
DANGLAM | 24/10 8 Déng project
. . Bao cdo d thu thana
NHA ANH A [DUNG ° Bao ann thu thang .
, bao céo thang 1 238930110 * Canluuy
® Trd luong (28/10/2019)  overdue
TRUGC EVENT 7/9 4 Thém Mi duoc giao

® auy trinh xit Iy

B _Phong béan haga

B Du an Countdown

Budc 3: Chon cac

Kich ban t& chirc

DANG LAM

» Dién tap 13n cudi trude cong dién

dau muc ban muédn nhan ban.

Giao di & qud han
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@ Denhsachcongvigc -DuanCC X 4

< C & weworkbasewn/du-an-countdown-1-04475

NHAN BAN DY AN

TEN DU AN
Ban sao cta Du an COUNTDOWN 1

N G VIEC

Nhan ban tat ca cong viéc va nhém céng v ~

Cé, gilr nguyén théng tin ngudi nhdn viéc v
GI(F LAI THONG TIN NGUJI THED DO

Co, gilr lai tat ca ngudi theo dai cang viéc v
GIF LAI THONG TIN HAN HOAN THANH

Khéng, khéng thiét [&p han hoan thanh cho céng viéc v
GI0F LAI TRUBNG DI LIEU TOY CHINH

Co, gilr lai truding dir liéu tay chinh v
I LAI CHECKLISTS

Khéng, xda hét checklist v
3171 Al GONG VIEG CON

Budc 4: Click "Nhan ban dw an™.

Ban sao cla Dy an thang 9

Nhan ban tat ca céng viéc va nhém céng \

v
v
v
v
Khing, khdng thiét 1ap han hoan thanh cho cong viéc v
Cé,;i E_rlanruang c-::Ifr_Iié.u I_Lly ;hinh v
Kh(;l:lg, ;an r_wét_checklist v
K;u;;lg-, xoa caz C{mg viéc con v

# Ngudi quan tri

# Thanh vién du &n
¥ Phan guygn sir dung

# Tags

Huy Nihdn b dur én




2.15. Chuyén loai giira Team - Project

Vi tean/ project trén Base Wework dugc sir dung rat linh hoat, vi thé tiry thudc vao nhu
cau str dung c6 thé chuyén doi loai giira team - project dé c¢6 duoc cac dang hién thi phu
hop ma khéng 1am anh hudéng dén dit liéu cong viéc di tao. Dé chuyén loai hinh, thao tac
theo hudng dan sau:

Budc 1: Truy cap vao https://wework.base.vn/ hoac icon Base Wework trén thanh app

Budc 2: Tai man hinh chi tiét 1 team/ project, click icon "..." & g6c phai man hinh >> Céc
tay chon khéc >> Chuyén loai team/ project
9 D6 Maii Phuong e o 3Dy énthing 3 PR |:| 3 D én thang 3

cbnG viEe -
R — dy 4n quan trong

Chinh sira
% + Taoedng viéc hoic Tao nhém cong viee méi Ngay tao ~ Filter: B _ & 17.77%
Quén Iy thanh vién = :
Chua phan loai Quén I webhaoks .
° email (18/03/2020) Nhap & Xut 13 thanh vién
bét diu 18/03/2020  amdshfakihdamdhfamshd — - i
Nhén ban project Cactuychonkhdc > [ f8d ]
email (11/03/2020) n 3
° o i En el peotent Dong project Hoat déng gan day
Make a project template Xod project Trang théi
o Nguyén Nam Phong 104
M@ nhém céng viée da
déng
8 P
3Dy dn thang 3 email (26/02/2020) o 10:00 07/04/2020 & chuT
. tty chinh néing cao *33 *16 17
® Duanthang4 b du 26/02/2020 (danh cho quén tri hé Phéilam  Danglam  Hoan thanh
thdng) :
® Dyanthang9 _
email 26/2 1 & Phuong
* Canluuy
o ® Dam Minh Tién
8 Hanh chinh ° email (12/02/2020) £ ouT
® testmusn

Nhén sy 03702 milestone 1) bét diu 12/02/2020
P Copy of Copy of task 48 gyerdue
° tao thi 15:06 02/02/2020 duplicare

O deadline 23/12

) e ° Bén sao clia giang chu © loretdl
est webhook
21712 dudn )| > bt diu 04/02/2020 O Bénsaocladeadine  overdue
23112
» @ Subtask3 ® test "
B 1 Base. -a B

Budc 3: Xac nhan thao tac, click OK dé hoan tat thao tac.

o Ban cé mudn chuyén loai du &n/phdng ban nay khang?

Close 0K

38


https://wework.base.vn/

2.16. Cach dong/mé lai mgt dw an/phong ban

Néu dy 4n d3 hoan thanh hoic phong ban tam ngimg hoat dong thi c6 thé thiét 1ap dong du
an/phong ban lai. Thao tac s€ thyc hién nhu sau:

Vao phong ban/dy 4n can déng >> Chon vao ddu "..." > Chon Céc tuy chon khac > Péng
du an/phong ban.

@) Danhséchcongvige -DyanCo X + = X
< C @ weworkbasevn/du-an-countdown-81043/home?view=list w* &
Truang Truong Dy én Countdown _ . )
S im nhanh céng viée Du &n Countdown
CONG VIEC - .
¢ Chinh stra
@ Tao céng viéc tao nhém cang Ngay tao v Filte: & &/41 hoan thinh 19.51%
Quan Iy thanh vién
9-01/01/2020
Chura phan loai Manage webhooks [
Quy trinh ¥ Iy
3 Import & Export 4 thanh vién
Phong ban hang TRUGC EVENT mport & Export v

_ gase
Nhan ban project Céc tly chon khéc > -3 ¢
Thanh todn cho bénchothug 13 proj

¥ bat d3u 07/10 Make a project template Yo project Hoat dbng gan day

Dir éin Countdown

chugn bi chd ngdi cho khach 2 g\gnhomcévg viec 43 1807 € Knoa @ Trang théi
on

ng project
0508 §} Hing

Tim vi tri trién khai event 5

*0 °0 °0

DANG LAM »bitdau31/07 gap  duan . .
g odo Daing Hoan thanh
En pham cho khach
DANG LAM * Canluuy
Kich ban td chic Ml duge giao
BANG LAM Giao di & qua han
» Dién tap 3n cudi trude cang dién
» Dién tap 3n 2 YEAH1 -—an

DPé mo lai du én/ph(‘mg ban d3 dong, thao tac theo hudng dan sau:

Budc 1: Chon tab DS du ér} >>’ch(_)n phong ban/ du an can mo lai >> Chon Options >>
Quan ly, man hinh s€ chuyén dén tab Tuy chinh ctia phong ban/ du an do.

<« C @ weworkbasewn/wework/projects * B Paused R
D5 Mai Phuong Dy &n & phong ban N o o X
Thém du &n mi Thém phdng ban méi Create a new dept
DU AN & PHONG BAN
Danh sach du an & teams Hién th Loc theo giai doan Quick filter projects/teams =
DU AN-PHONG BAN DEPARTMENT THANH VIEN HOAN THANH TRANG THAI
. « cs & =
123 Dy an thang 3 ‘ﬂ&@ 80/276 102101 m — Option
Giang thiy - Cap nhat 225 days ago —_—
i i Su kién trong dai >
Sinh nhat 37FTU Siien trong Qe = ! [ sore | NG“\ Option
Chuacém p 4days ago _—
No department
Al e [ Co L omanL opton
yan thang 3 Chua c6 miduta a > -
5 Xem chitiét
Dy anthang 9 R e
: mhn s o e dreinmaenire | o -
Dy 4n théng 4 Chua 66 miguta - C3p nhat 203 days ag: — Mé trong tab méi
Chinh stra nhanh
lam viéc véi khach No department @ 00 0
— Chua c o €ap nhét trang thi
1an st
Hanh chinh Dur én lam vige véi khach No depariment Q‘e 0/0 0 m m
Chua 6 mié nhdit 129 days ag
i tha cs A
sinh nhat 37FTU Durén thang 9 R Q -e s s m NORMAL Option
Chua cé mié 4p nhat 15 days ago —_—
° fsdfsaf ’ :
o No deparimen
[_| sdfe ‘ _ 8280 o El o~ oten
~ dur &n: long biénsd Iuong: 1 ti ngudi - Cip nhét 113 da

-
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Budc 2: Click vao déu "..." & goc phai man hinh > Other options > M& lai phong ban/ du
an.

< C & weworkbasevn/all-102 gs * Paused @

= 63
B Mai Phuang All Closed _
im nhanh cang vige

TUY CHINH

Edit project

Quan Iy thanh vién

P - Manage webhooks
Quan I thanh vién All

Import & Export

= Nhén ban project Other options >

Make a project template Xoé project

Phén quy2n st dung .
Thanh vién Miéu ta chung

Truéing dif liu tity chinh .

lia Phuong A~ B I U # 12- @~

Email notifications

Miéu ta

Ty chinh hinh nén N P
¥ Md nhém céng viéc d&

w &n thang 3

Du énthdng 9 M lai project

Du én théng 4

Xudt cng viéc ra file Excel Phan loai
Nhap cong vige tir file Excel Du &n ndi bd (chi danh cho céc thanh vién trong céng ty) v
NiFpebEr e Disable percent completion of tasks v
Disable projected task duration v
® sinhnhat 37FTU Task deadline is date (end of day) L

Trang thai hién tai

10

Closed z

2.17. Xba du an/phong ban

Pé x6a mot du an/phong ban thao tac nhu sau:

Bude 1: Truy cép vao https://wework.base.vn, chon vao dy dn/phong ban mudn x6a, chon
vao bi€u tugng "..." > Chon Xéa phong ban/ du an.

&« C @ weworkbasewn/d 964 fr @ Paused 4@
q‘ Db Mai Phuong Dy an théng 9 _ : i i
im nhanh cong viéc Du &n thang 9
CONG VIEC -
Edit project
@ Create a new task or create a new ta Ngay tao v Filtes ™ 9/29 hoan thai 31.03%

Quan ly thanh vién

Chura phan loai Manage webhaoks o cs
DS dur dn o —
Thiét ké backdrop, poster, avatar Import & Export 9 thanh vién
Thanh vién b i 23108 > -
- Other options e &‘a

O Lén khung ngi dung Recent activities

@ Tranatnéi Normal | Binh thuing
anthéng 3
wén thang @ Fruon
Du dn thing 9
Dy én thang 4
- H *0 *1 2
Nhén su c sukién = ona
hirc su kiér & Phuong * Need attention
Hanh chinh . . .
® Dingthéngtinsukién o
- trén céc dien dan
tham gia panel % 0/1 @ Phuong
Recently assigned
sinh nh3t 37FTU
. 3 Assigning & overdue 2
10
» 2 -Qan

T
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Budc 2: Man hinh sé& hién thi ngay 1 popup dé canh béo véi thao tac nay, sé co 6s dé xac
nhan va can nhéc that ki truéc khi thao tac. Néu dong v, sau khi hét 6s, click Confirm to

delete dé hoan tit thao tac.

DANGEROUS ACTION

If you decide and confirm to delete, the data (and several linked data) WILL BE
REMOVED AND WILL NOT be recoverable

Ban c6 chéc mudn xod dy n nay? Céc cong viéc/nhém cong viéc lién
quan ciing s& bi x0d va KHONG THE khai phuc.

[ mnmm S

Luuy:
- Dy an/phong ban sau khi x6a s& khong thé khdi phuc lai dugc.
- Chi c6 quan Ii phong ban/dy an va owner méi c6 thé xéa du an/phong ban.
2.18. Thém trwong dir liéu tuy chinh (custom field)

Pé thém custom field, vao trang https://wework.base.vn hoic biéu tugng trén thanh danh
sach app.

Buéc 1: Chon Dy 4n mudn thém custom field.
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Du an thang 9

“ Db Mai Phuong

CONG VIEC -

@ Tao0 cong vise

ta0 nhém céng viée méi

cong vise Chua phan leai

O Lén khung néi dung si

05710+ Chién lug quang céo »

&n & teams

Departments

Thanh vién
Launching san pham mdi

c

® Duanth

o
o
o

® Duanth

Moi Tai Trg

Cht 1 nha tai tro bach kim 1

W

gép nhé tai tro

Chét 1 nha tai tro kim cuona

Budc 2: Click "Tuy chinh"

474+ Them céng viee

23:5910/09 @ Phuong

3/6 + Thém cong viec

23590211 (@

23590511 @@

Du an thang 9

58.82%

9 thanh vién
eccacad

Hoat 64ng gan 0y

@ Trangtéi

* Canluuy

@ Ding thong tin sy kién
trén céc dién dan

Mgi dugc giao

Giao di & qua han

T7 | Chién luge quing cdo
05/10 = ChuThiTra Giang - 3/6

" D6 Mai Phuang Dy an thang 9

CONG VIEC ~

@ Tso cong viée

tao nhém cang vige méi

Chua phan loai

O Lén khung néi dung sur kién

05710 Chién luge quing céo

Dy 4n & teams

Departments

Thanh vién
Launching san pham mdi

cho MC

Lam bang ¢

©
o
o

® Dy anthang 4

) Dy énthing 9
Mai Tai Tro

W Nhin s Cht 1 nha tai tro bach ki

[l Hanh chinh

tuc trd chuyén 301

g3p nha tai try

Cht 1 nha tai tro kim cuong

Tim nhanh céng viée

474 + Thém cong viee

23:5910/09 @ Phuo

3/6 + Them cong viee

23590211 (@

23:590511 @

Dur &n thang 9

an tha 58.82%

9 thanh vién
gacacao

Hoat ddng gan ady

@ Trang thdi On track

* Canluuy

® oingthangtinsukién o
ré én ga

Mg dus

giao

6i0 i & qua han

T2 Ghién luge quing céo
05/10 Chu Th n 3/6

Budc 3: Chon "Trwong dir li€u tuy chinh
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= 2
g“ D6 Mai Phuang o Dy an thang 9

Chinh stra du an
QuanIj thanh vién

Phan quyén si dung

& o

Trréng dif ligu tiry chinh

& Email notifications
a

Tisy chinh hinh nEn

[:]

Xudit cong vidc ra file Excel

E

Nhap céng vigc tir file Excel

B Nhip dif liéu miu

Trudng dir liéu tay chinh

M& HD

Test thir
Salemans

S8 app sir dung
SG thue

Ngay trién khai

« Cach 1: Thém thi cdng

_+Cach 2: Thém tir file excel bang cach kéo/ tha file:
DPau tién, tai file mau vé va nhap dir licu vao file:

THEM TRUONG DU LIEU

LOAI D LIEU BAU VAO
Text (single-line)
TEN TRUONG DU LIEU

Tén trudng dir liéu *

TUY CHINH

Tai ddy c6 thé thém trudng dir lidu bang 1 trong 2 cach sau:

GIAI THICH HOAC HUGNG DAN THEM VE CAU HC

Gidi thich thém (khéng bat buac)

Hy bd

), Tim nhanh céng viée

Thém trutng di liéu

text
text
text
int
float

datetime

Base Inc -QB

Click vao Thém trudng dit liéu va chon Loai dir liéu dau vao, dién Tén trudong dir liu
>> Chon Thém trudng méi.
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2 |M&HD text 1 mahd

3 |Testthr text Jrest

4 |salemans text 1 sale

5 |sappsitdung int 1 soapp

6 |s thyc float 1 sothuc

7 |Ngay trién khai datetime Thém ngay trién khai clia C5 1 ngaytrienkhai
8 |select A, B, C 1 select

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

- Name: tén truong dir liéu tuy chinh

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

- Content: mo ta cho truong dir liéu

- Required: néu la bit budc thi nhan gia tri 1, "Required" hodc "required", khong bit
budc bo tréng.

- Input key: ma truong dir li¢u

- Khéng duoc tiy chinh file mau ,
- Truong Name va Type 1a 2 truong bat buoc nhap ndi dung

Sau khi d3 chuén bi xong dit liéu trong file, tai man hinh Truong dir liéu tuy chinh, kéo/
tha file excel vao.

N\

Thanh cong man hinh s& hién thi:
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9 D5 Maii Phurong

0 Dy &n théang 9

Tim nhanh cong viée
TY cHink

A . (File excel mau)
Chinh sira du an

Quan|j thanh vién

Dy &n & nhém M& HD P
Phan quyzn sir dung
Phong ban
£ Trrimg di ligu tiry chinh Salemans pavs
Thanh vien
Email théng béo - .
Bao cao d 58 app s(rdung 0
Tay chinh hinh nén
6 thyre float

Ngay trign khai

I datetime
3 Dy an th
Xudt cong vigc ra file Excel
Du &n théng 4 Select
= . lect
Nhap céng vidc tir file Excel =
Nhap dir liéu mau
Hanh chinh
1 Base.. -aB

2.19. Xuit tredng dir liéu thy chinh ra file excel

Dé xuat trudng dir liéu tuy chinh trong 1 du an/ phong ban ra file excel, thao tac theo huéng
dan sau:

Budc 1: Ban truy cap vao https://wework.base.vn/ hoac Base Wework trén thanh app

Budc 2: Chon phong ban/ dy &n can xuat dix liéu:

Dy an thang 9

“ D5 Mai Phuang

CONG VIEC -

@ Tao cong vide

tao nhém cang viée méi
Chua phan loai

ung ndi dung sur kién
[

05/10, Chién luge quing céo vb

O Launching san pham méi

Thanh vién

a Phuong

Dy dnthang 3
Dy dnthéng 4
Dy énthéng 9
Mai Tai Trg

Chét 1 nhataitrobachkim © 1

» @ Tigptyctrochuyén 3 Zoa

g3p nha tai tro

Chét 1 nha tai tro kim cuong

Tim nhanh céng viée

tao v Filter Téted Tay cno

4/4 + Them congviéc

23:5910/09 @ Phuong

3/6 + Thém céng it

23:5902/11 @ Kién

23:5905/11 (@ Kien

Dy &n thédng 9

& 10/17 hoan thanh 58.82%

@

9 thanh vién
¢ccacad

Hoat dong gan day

@ Trang thai On wrack

°0 °1 2

* Canluuy

® Dingthongtin sukizn
trén céc dién dan

Méi dugc giao

Giao i & qua han

T2 Chién luge quing céo
05/10  Chu Thi Tra Giang - 3/6

Base Inc -
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Budc 3: Click icon "..." & goc trén bén phai >> Chon Import & Export >> Chon Xuit

" B4 Mai Phuong

ams

Departments

® Dvinthang3
® Dy anthang4

D Dy anthing 9

Bl Nhan sy

[ Hanh chinh

@ test

1D

2.20.

treong dir liéu tuy chinh ra file excel

Du an thang 9
CONG VIEC -

@ Teo cong viée

tao nhém cang viée mdi

Chua phan leai

O Lén khung néi dung su kién

05710, Chién luge quing céo

O Launching san phdm mdi

8p scrip cho MC

18 chire surkign

O Lam bén

Mei Tai Tro

ChGt 1 nha tai tro bach kim -1

» @ Tigptuctrochuyén 3 0N

gép nha téi tro

ChGt 1 nha tai tro Kim cuona

Chinh sira

Quan Iy thanh vién

Manage webhooks

Import & Expart >

Céc tly chon khc

Bénin project

Xust céing vise ra file
Excel
Bong project
Nhap céng viée tir file 9 proj
Excel

Xo# project
Nhap di liéu mau
Xust trudng dif lidu tly -
chinh a file Excel @ Pruong

/6 + Thém cong viéc

23590211 (@

23530511 @

Du &n thang 9

& 10/17 hoan thar 58.82%

[ 01/09/2019 - 30/09/2019

9 thann vin
-
gccacgo

Hoat dng gan day

@ Trangthéi On wrack

0 .1 2

* Canluuy

® Dingengtin SUKIEN  guerdue
trén cac dign dan

Mdi dugc giao

6iao di & qua han

T7 | chign luge quing cdo
05/10 | Chu Thi Tra Giang -3/6

-a

Base Inc

Thiét lap tinh ning review cong viéc truéc khi hoan thanh

Pé thiét lap tinh nang Yéu cau review cong viéc trudc khi hoan thanh cho phong ban/ dy
an, ban thao tac theo hudng dan sau:

Buac 1: Truy cap vao Wework.base.vn

Budc 2: Chon 1 phong ban, du &n can thiét lap tinh ning nay.

@ Project - Base Wework

x4

&« C & weworkbasevn

e Truong Truong

Céng vige

Dy dn & teams
Departments
Thanh vién

ctia Trang
Tuyén dung nhér

Phong V&t Tu - K§ Thuat
Phang Nhan sy

Game mobile Tank Tank

2

B Dy an COUNTDOWN 1

-
& Trucnq Truaong
VIEC

Bao cdo hang tuan (23/09/2019)

Bdo cdo hang tuan (29/10/2019)

wrinh x| don héng - Tri Vigt | »b&tdEu20/10  level

Test (30/10/2019)

Bao cdo hang tuan (04/11/2019)

Céng viéc clia Tnzang | »

Trd luong (04/11/2019)

DANGLAM Dy

UNTDOWN

Hoan thién quy trinh tuy&n dung

oauciin Beeaing

im ki céng viée

23/09

11710 @ Trueng

-
~

L)

O

™ Truong Truong
Gidm Ddc Cong Nghé

30.16%

19/63 Hoan thanh

Méi duoc giao

Méi giao di

Phén Hoan Thién
10/01 | Truong Truong - 3/8

Sau
31/10 | Truong Truong - 0/0

T3 | Truse
03/09 | Truong Truong - 1/2

O cvidigénhgid

O ot

trong

18t & du én ma 181 quan Iy
Sipto

O CVtao trong khod
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Budac 3: Click vao Tuy chinh >> Chinh sira du an
@ Project- Dyan COUNTDOWN 1 x  + = X
« C & weworkbasewvn/du-an-countdown-1-94475/settings w &

6 Truong Truong o Dy &n COUNTDOWN 1

Tim nhanh céng viéc

Tén du an
Quan Iy thanh vién Dur én COUNTDOWN 1
Phan quyzn st dung Miéu t chung

Truong dif ligu tay chinh

A~ B I U # 12~ € ~ i i =E- @ @ =~ -
Game mobile Tank Tank Email notifications
Miuta
Tuy chinh hinh ngn
Dy &n COUNTDOWN 1
A N Xuat cdng viéc ra file Excel Phan loai
NHA ANH A [DUNG
Nhap cong vige tir file Excel Du &n ndi bd (chi danh cho céc thanh vién trong céng ty) v
Nhap dir liéu mAu
Enable percent completion of tasks v
Enable projected task duration v
Quy trinh xirly dam hang - Deadline is set with specific date and time v
Ang bén hase 42
E Trang thai hién tai
Active

Budc 4: Chon yéu ciu review trwée khi danh dau hoan thanh cong viéc va tag tén
nguoi dwgc quyen review.

@ Project- Dyan COUNTDOWN 1 x  + = X
< C @ weworkbasevn/du-an-countdown-1-94475/settings w &
Q Trwong Truong o Dy an COUNTDOWN 1 T,
TOY CHINH
Q Nhap dir liéu mAu
Enable percent completion of tasks v
Enable projected task duration v
Phong K& Toan
Phang Nhan su Deadline is set with specific date and time v
Trang thai hién tai
Game mobile Tank Tark hetive "
Normal | Binh thuging L4
Dy an COUNTDOWN 1 Yéu cau review trude khi danh dau hoan thanh cong viéc
Yéu cau review v
RO AP IEIE Automatically allow assigneer to review v
Automatically allow assigneer to review
| Do not automatically let assigneer to review

Phong ké& hoach

Tai day, c6 thé tiy chinh dé ngudi giao viéc 1a ngudi review cong viéc hodc 1 thanh vién
do ban setup. Néu khong @ tag account nao thi méac dinh quan ly ctia phong ban/ dy én 1a
nguoi review.

Budc 5: Chon Luwru dé hoan tat thiét lap.
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I11.  Lap ké hoach cong viéc

3.1. Gigi thiéu vé Reminders

Véi tinh ning Reminders 13 tinh ning dé nhic nhé cac cong viée sip dén deadline, dén
deadline va qua deadline ctuia nhitng cong viéc chua hoan thanh. Muc dich cuia tinh nang
nay 1a dé nhic nho va giup moi nguoi khong bi bo 15 cac cong viéc minh can lam. Cu thé
co ché cia cic muc nhu sau:

1. Phian Important

Nhéic nhé cac cong viée c6 han trude va sau 7 ngay do lai tinh theo thoi gian thuc té. Vi
du, hom nay la ngay 04/01/2019 thi cac cong viéc c6 deadline da qua 7 ngay db lai 1a tur
ngay 28/12/2018 - 03/01/2019 va cac cong viéc sap t6i deadline tir 7 ngay do lai 1a tur
04/01/2019 - 11/01/2019 s& hién thi.

Reminders

A IMPORTANT O TODAY

SEVERAL THINGS NEEDED YOUR ATTENTION a

Cang viéc mai

cong viéc ca nhan

Thém trudng céng viéc

Ed OPEN CALENDAR

Luuy:
Céc dit liéu chi duoc bt ddu cap nhat tir ngay 03/01/2019, nhitng dit liéu cii di tao

trudc ngay 03/01/2019 mudn hién thi 1én reminders can chon lai deadline dé cap
nhat.
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- Muc s6 d6 s& chi cap nhat theo sb lugng cong viéc cua phﬁn Reminders
2. Phan Today

Hién thi cac cong viée c6 deadline trong ngay hom nay.

Reminders

A M T O TODAY

@ Cong viéc moi (W]

E OPEN CALENDAR

. I e
3. Phan Lates

Hién thi cac cong viéc qua han.
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Reminders

& IMPORTANT

@ congviéc ca nhan (W]

00:00 01/01/2019

OPEN CALENDAR

h Ti “Nguyén

4. Phan Calendar

Hién thi tat ca cac cong viéc da xuat hién trong Reminders theo lich biéu hodc chi cac cong
viéc trong muc Important.
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Reminders

A IMPORTANT
SEVERAL THINGS NEEDED YOUR ATTENTION
IS TODAY 1

@ Cong viéc mdi (Wi

23:59 04/01/2018
i= LATE 1
@ cdng viéc ca nhan (WEE

00:00 07/01/2019 - Overdue

IS UPCOMING 1
@ Thém trudng cong viéc (WEE I

- — . S —
= Trinh Thi Hanh Nguyén < > Week of 04/01/2019 X
THU 2 THU'3 THU 4 THU' 5 THU 6 THU'7 CHU NHAT
31 01 02 03 04 05 06
® congvideciandn 0000
® congvigccanhan  00:00
@ iestsubtask 12:00 @ Cong viéc moi 2359 @ Thém trudng cong 2359
@ Testi 23:59
@ iestresader 23:59
3 ‘méy caiicon trén ban phim dau = [ el
€« @B ¢ o8 €« O ®m G O % € @B ¢ O 8
- Nguyén Tune tn send messane Tune tn eend messane Tvne tn send messane

o1



3.2. Cach thém nhom cbng viéc

Pé thém nhom cong viée, vao trang https://wework.base.vn hoic biéu tugng trén thanh

danh sach app.

Budc 1: Chon Dy an/Phong ban muén thém nhém cong vién va click "Tao nhom cong

A oo
viéc méi

Q) Danhsich cong vige - Tuyéndur X +

< c

& weworkbasewn/tuyen-dung-nhan-su-quy-4-2019-101465/home?view=list

Tuyén dung nhan sy quy 4 2019

e Truong Truong

caNG ViEC -

-~ R P
- ao céng viée 20 nhém cong viée moi
Chua phan loai

offer

Goi phéng van
Duyét CV
Tuyén dung nhan sy quy ...

Déng bai

° Pang trén Ybox
08709 T

Ngay tao v

Tim nhanh céng viéc

Filter: Quan trong

Tuy chon hién thi

+ Thém cong viéc
+ Thém céng viéc
+ Thém céng vide
+ Thém céing viéc

+ Thém céng viée

® Truong

Budce 2: Bat tén nhom cong viéc -> Click "Tao nhom cbng viéc".

TAO NHOM CONG VIEC CHO DU’ AN: BAN SAO CUA SU' DUNG THA.

-

Tén nhém céng viéc

Tuyén dung nhan sy quy
42019
& 2/5 hoan thanh 40.00%

[ Ngay bt dau- Ngay két thic

[ Department Phong nhan sy

= 2thanh vién
o

g<
Hoat déng g&n day

@ Trang thdi Normal | Binh thuing

Hoan thanh

* Canluwuy

O P Dang bai trén facebook  overdue

kenh intern
© @ Ding trén facebook

Méi duoc giao

i YEAHT -an

Mo ta thém vé nhom cdng viéc nay

Huy bo
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3.3. Chinh sitra Nhém cong viéc

Pé chinh stra nhém cong viéc thi s& thao tac nhu sau:

Budce 1: Vao dy an can chinh sira nhém céng viéc >> Chon vao dang man hinh List >>

Chon vao biéu tugng "..." >> Chinh sira nhém céng viéc:

Q) Danhsich cong vigc - Tuyéndur X + = x
&« C @ weworkbasevn/tuyen-dung-nhan-su-quy-4-2019-101465/home?view=list &
Truong Truong Tuyén dung nhan su quy 4 2019 -~ X N N i
e R R im nhanh céng viéc Tuyén dung nhan su quy
CONG VIEC] N N
42019
? 1g viée mai Ngay tao v Fitter: Quan trong Tuy chon hién th =
Board view & 2/5noan thinh 40.00%
Gantt view PR - e
Chua ph + Thém céng viéc ] Ng: u - Ngay két thic
Lich bigu [3 Department Phong nhan sy
Offer + Thém céng viéc
D = 2thanhvién
. . . Ern
Goi phong van + Thém cong viéc -
Hoat ddng gan ady
Duyét CV + Thém cdng viéc
@ Trang thai Normal | Binh thuéng
Tuyén dung nhan sy quy ... Ping bai 1/1 + Thém céng viéc
ONG VIEC CUA T
° Pang trén Ybox @ Tuong
Phong Vit Tu - K§ Thugt 09: T: *0 '2 .2

Hoan thanh

* Canluuy

D P Ding baitrén facebook  overdue
kenh intern

O @ Dang trén facebook

s
. mo) yank Méi duoc giao

i YEAH1 -an

Budce 2: Chinh sura lai thong tin >> Stra nhdm cong viéc.

SUA NHOM CONG VIEC: OFFER

M6 ta thém vé& nhom cong viéc nay

Hay

Luru y: Phan chinh sira nay chi ¢6 quan li du an/phdng ban méi cé thé chinh stra dugc.
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3.4. X6a nhom cong viéc

bé x6a nhom cong viée s€ thao tdc nhu sau:

3.4.1. Vi dw an (project)

Budc 1: Chon dy an ¢6 nhém cong viée muon xo0a, tai day co thé chon dang hién thi theo
Danh sach hodc Bang dé x6a nhom cong viéc

Budc 2: Chon vao myc Xo6a nhom cong viéce.

an thang 9

Tim nhanh céng viéc Duy &n thang 9

dy &n quan trong cia thang

LY Tao nhém cé ¢ mé gay tao v Filter: Tét c4 Tary chon hién & 11/20 hoan tha 55.00%
Chua phan loai 4/6 + Théme . - . B
Dy dn & nhém X -
Bén sao clia Céng ty CP Teatea  0/1 -
5 5 thanh vién
Phang ban S
i~ — |
: Thanh vién X » -
Cbdngty CP Teatea 0/1 11:44 24/04/2020 % P
Hoat déng gan diy
cla Phuong @ Trang théi F—ri=nis
3Dy an thang 3 X .

) ° p scrip cho MC ac 59
méu 2 Hoan
Dy an thang 4 X X

° Launching s&n pham m 23:5910/09/2019 % P
Du 4n théng 9 * Canluuy 2
_ Céng ty CP Teatea
° Lam b @r

® Ding théng tin sy kign
trén cac dien dan

Nhan sur Mdi duge giao
test + Thér g vié

P Giao i & qué han
Chinh sra nhém edng viée

Hanh chinh

Mai Tai Trg . 4
Sira ngudi reviewer

@) aipat béo cag Chot 1 nha taitrgbachkim 1 23

.
ebH i
» @ Tigptuctrd chuyén

& > C @ weworkbasevn / = & % @ incognito

X6a nhém cong viéc

# BClssue 5 BCsupport % Dashboard #% [CS]Data ¥ BCbugs refer KH Help Center Ul intercom  wjl SendGrid [@ APlhiring [@ APIWework (@ Webhooksdata () HDSD PDF - Googl...

= 3
9 D6 Maii Phuang = @ DPvinthang9 7r
G Vii:-C

Tatca

hura phan lo: £ Moi Tai Trg = Material

+THEM CONG VIEC +THEM CONG VIEC +THEM CONG VIEC

Stra ngu:

Bén sao cla Cong ty CP Teatea Chat 1 nha tai trg bach kim K& hoach chi phi cu thé

Xoa nhom ¢

Phong ban

hz = e SR
Thi Cong ty CP Teatea Chat 1 nha tai trg vang Dét lam backdrop
Bao cdo - ) Gl G0
® : B BRoN: Thit k& ba
cia Phuong
Dang thdng tin surkién trén cac
dién dan
content Mi 3 dién gia tham gia panel (] Déng thdng
: g fanpage
Lén khung noi dung su kién i 2 ‘3 " .
A In handouts cho ngudi tham du

Du an théng 4 Chuén bi proposal

ifiS chay ads fof
Dy én thing 9

Lap hitlist nha tai trg

3.4.2. Va1 phong ban (team)

Budc 1: Chon phong ban c6 nhém cong viéce mudn x06a, tai day co thé chon dang hién thi
theo Period hodc Bang dé x6a nhém cong viéc
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Budc 2: Chon vao myc Xo6a nhom cong viéc.

im nhanh

Nhan su

6c Mo L] v Hién thi & 16/101 hoan tha 15.84%

g vige Chura phén loai 0

Dy &n & nhém

v 5 HUA HOANTH
Phang ban . - i =
9 Trao ddi véi Leflair vé day ton 23:59 25/08/2019 e
# Thanh vién DANG LAM
Hoat ddng gan day
Lam google sheets lich trinh hang v& v mé ta san pham hang méi 23:59 20/08/2019 e
rang thai
2ANG LAm
Lén ndi dung chi tigt 23:59 06/07/2018 THE
BANG LAM * bt dau 05/06/2 W Tatca
P " . FESTINA
Moi 3 dién gia tham gia panel 23:5919/09/2018
DANG LAM GCT=T
Dy én théng 9 L ) CARDIND
- Thiét k& backdrop, poster, avatar 23:59 18/09/2018 squar

DANG LAM »

Hanh chinh
FESTINA [}

Nhén sy

v @ HUA HOANTHANH TUTG T Chinh sira nhém céng viée
L&m draft d&t phu kién sira chita cho a Mai tham khao 23 Sifangudi reviewer
DANG LAM Tam déng nhom céng viéc
dggt béo cég 4 » 1 X6a nhém cong vié

abh

= 1
i _ NI & -
9 Db Maii Phuong o u 4 16i cAp nhat Hién thi anh cong viéc
CONG VIEC

Chura phan loai CANDINO

+THEM CONG VIEC P EM Co +THEM CONG VIEC
g viée Sta ngudire
Du én & nhém Lam google sheets lich trinh a Tam déng nhém cong viéc Up khung k& hoach Ori 1010 Ién File theo ddi cira hang
hang vé va md ta san pham hai base

Phong ban o oS

Thanh vié
S File theo dai phy kién
Béo cdo Trao déi véi Leflair vé déy ton at phu kién stra chira cho Ori thém cong viéc

Phuong < S £ £ i ®

&n ndi dung chi tiét Bay lai hang hoa Festina Thi Séch Dat ke, phu kién trung bay cho
Ori, Oris

Theo ddi hop Candino vé Sea

3Dy én than

mau

v Bay lai hang héa Candino Thi
Thiét k& backdrop, poster, avatar File theo d&i phu kién . séch

Du an tha

Dy an tha

Mdi 3 dién gia tham gia panel Theo doi hop, ké Festina vé Sea - Chat marketing budget

Hanh chinh Giri Cong van phé duyét cho Cuc
- File theo ddi cira hang Bén Do
Nhan sy
Hoan thién file dat hangcho cac @ ! A cong viéc thang 9
bd phan BB va BL
hot marketing budget Ch&t phuong an advance order
cho BB va BL

Push Marcom Ién bai Festina
Swissmade Lam viéc marketing vé idea
concept truyén thong va su kién...

Bude 3: Xac nhan lai thong tin rdi chon Confirm to delete dé x6a nhom cong viéc.



DANGEROUS ACTION

If you decide and confirm to delete, the data (and several linked data) WILL BE
REMOVED AND WILL NOT be recoverable

Ban c6 chd n xod nhom cdng viéc Bang bai? Tat ca cong viéc
trong nh bi x6a va nhém da s& khong thé phuc hbi

cnnﬁrm e dEbte

4

Luwy:

- Nhom cong viéc bi x6a s& xo0a ludn cac cong viéc thudec nhém cong viée va phan
nay Khong thé khoi phuc duogc.
- Chi ¢6 quan li du an/phong ban mai c6 thé x6a nhom cong viée.

3.5.Nhap cong viéc tir file Excel
Pé nhap cong tir file excel sé& thao tac nhu sau:
Budc 1: Thiét lap file Excel cong viéc can nhap 1én du an/phong ban

Ban vao du an/ phong ban do, chon Tuy chinh >> Nhip cong viéc tir file excel >> click
Xem file mau dé down file mau vé

$ . Mai Mai Phuong W o D an thang 9
@ Nhap cong viéc tur Excel
xem file mau) - HE trg

Chinh sira dy an

Quén I thanh vién

1. File excel clia ban ¢3n dugc dinh dang chinh xac. Dang dAINgn clia file Excel 13 cAc tiéu d& DAm bio ring file clia ban & dinh dang UTF-8 @& tranh

Phan quyen st dung céc I6i khbng mong mugn vé mé hoa cé the xay ra
2. N&u ban mudn nhp dinh dang ngay thang ndm hdy dm bio ring
3. Céc déng cang viéc Ip lai vin s& dudc nhap véo hé théng

@ o n

4 dinh dang cft treng excel dudi dang Text

(]

Truéng di ligu ty chinh

Email théng bdo

0 N

Tl chinh Hinh nén
Click d& chon file Excel

Xusit cng vide ra file Excel

B Nhap dirliéu mau

Dy &n thang 9

3 Base.. -anB
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Voi fi

le dit liéu s€ co cac truong thong tin nhu sau:

HOME  INSERT ~ PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW §. kate boo -
% Cut Calibri xS =E=E % Eowepet Text - [:E—‘ By [Ey o= Bx E 3 AutoSum - Ay H
Past 2 Cory - =] 38 C u I Format ss (‘H \EE-In IEE\‘et Format Wi szrmr d &
M rormatpamter B I W Fi- D-A- [E== &5 EMegesCeter - §- % 0 B3 ;;:m‘éfﬂ”;- omat 2 Sv‘eezv nert Delete Format | ) e Som & Find &
Clipbeard El Font ] Alignment i) Number F) Styles Cells Editing »
G26 - fe v
A B c D 3 F G H )=
1 |Tén céng viéc Ngudi giao Ngudithyehign  Ngwdi theo déi Uutién (urgent) Tags Ngay bat dau Deadline Hoan thanh thirct€ M3 ta cdng vii
2 |Ngi dung:
3 |L&n khung ndi dung su kign thucfami thucfami codeto,jangchu Yes event,content 23/11/2017 30/11/2017 21:05 Make it work
4 |LEn ndi dung chi tiét Jjangehu content 5/6/2018 15:23 6/7/2018
5 |#Lap serip cho MC phuong Yes serip,me 15/10/2018 15/11/2018 save for later
6 |#Thigt k& &nh s kién poster,avatar 23/08/2018 20:10 18/9/2018
7 | Poster
8 |## Banner truygn théng
9 |## Backdrop
10 |# M&i 3 dién gia tham gia panel thu Yes 23/08/2018 19/09/2018 17:04
11 |## N&i dung trinh bay cla din gid
12 |# Lam bang on-site ngay t& chirc sy kign hung doing2,doingl 23/11/2017 14/6/2018
13 |Promotion:
14 | Truygn théng ndi bd ve sw kién 21/08/2018 19/09/2018
15 |# Nhén vién thay khung avatar theo chi a8 sw kién
16 |# Nhan vién chia & v& su kién trén MXH
17 |Chay ads cho s kign 19/09/2018 17:04
18 |# Chay ads facebook form dang ky su kign
19 |# Chay ads google form dang ky sy kign
20 |Dang théng tin sy kién 23/11/2017 25/5/2018

21#Bang thong tin dién gia 1&n fanpage

22 |## Dang thong tin si kign trén cac didn dan
23 |### Seeding s kign trén didn dan

24 |### Listing cac din dan truy8n thong tigm nang
25 |#### L&n kich ban seeding trén cac didn dan

26 [ D3ng thang tin s kién I2n bao 1

19/09/2018 17:04

23/08/2018 20:10

27 |## Dang théng tin si kign 18n 3 d5u bao uy tin v& cdng nghé

28 |M&i Tai Trgr:

29 |Chudn bi proposal thucfami Yes

30 |Lap hitlist nha tai tro jangehu

21 #CRAE LA fR b b i skuass Ve A
Sheetl | Sheet2 ® Fl 3

READY [ M o-———+ 10

Luuy:

Truong bat budc phai nhap 1a truong Tén cong viéc.

Nhom céng viéc s& 1a dong co text duge bdi dam, két thic tén nhdm cong viéc sé
cé dau ":" (vi du: Promotion:). Céc cdng viéc thuéc nhom cbng viéc dé s€ nam
phia dudi.

Phan Ngwoi giao, Ngudi thuc hién (Ngudi duoc giao viéc), Nguoi theo ddi sé tag
theo tén username.

Luwu y quan trong véi Subtask (cong viéc con):

Subtask can c6 ki ty "#" & trude tén subtask, s lugng ki tu # twong tng véi cap ca
subtask.

Sau ki ty "#" can c6 it nhat 1 dau cich r6i méi nhdap tén subtask.
-Thtr ty cua subtask khi nhap tir excel phai sap xép lan luot tir subtask cap 1 > cip
2>cap3...

Muc tiéu: trudng ndy cho phép lién két céng viéc véi muc tiéu ¢ sin trong du &n, néu du
an chua ¢ muc ti€u nao dugc tao ban c6 thé thao tac theo hudng dan tai day.

Budc

2: Sau khi d3 c6 file excel cong viéc can nhap thi vao https://wework.base.vn/, chon

vao dy an/ phong ban can nhap cong viée va thao tac theo 2 cach nhu sau:

« Cach 1: Click vao dau "..." >> Chon Import & Export >> Chon Nhap cong viéc
tw file excel.
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https://intercom.help/baseinc/vi/articles/3370890-base-wework-cach-thi%E1%BA%BFt-l%E1%BA%ADp-milestone-m%E1%BB%A5c-tieu
https://wework.base.vn/,

<« C @ weworkbasewvn, 9-101964 B Y Incognito ) :

% Bexusttinhning {5 Dashboard - Base C Help Center Wl intercom referKH @ APlhiring @ APIWework Wl Inbox|BaseInc|in.. H= WARTIME /\ Huéngdinsirdun.. 35 NGAY NGHiPHEP -..

= 6
" D5 Mai Phurong Dy an thang 9 - s < .
S hanh céng vidc Dy &n thang 9
CONG VIEC - i

Edit project
@ Create a new task or create an Fi 31.03%
Quén Iy thanh vién
19
9 Chua phén loai Manage webhooks . s
dy én o ‘
Thiét ké backdrop, poster, avatar Bénin project Import & Export 9 thanh vién
Thanh vién - » -
Xudt cdng viée ra file T options k &Q
Excel
X0 project Recent activities
@ Trang tnéi
@ Fouong
Nhap dir liéu mau & Fiweng
Ha
& Pouong

* Need attention

® 9ang théng tin sy kién
trén cac dign dan

0 Recently assigned
Sinh nh&t 37FTU

. B Assigning & overdue

ADD MILESTONE
» 2 c S
B chénluoc quing cio
05/10 | D5 Mai Phuong - 2/5
» dasd

< C @ weworkbasevn/du-an-thang-9-1019 tings/import B v Incognito @ :

# Pexudttinhning #F Dashboard - Base C Help Center Wl intercom refer KH @ APlhiring [@ APIWework Ul Inbox | Bas

= 66
" D6 Mai Phuong o Dy an thang 9

F WARTIME /M Hudng ddnsirdun.. [§5 NGAY NGHi PHEP

Tim nhanh céng vié
TUY CHINH

xem file mau) - View support

Chinh sira du an

Quén If thanh vién
DS dudn

R . (ia ban can dugc dinh dang chinh xAc. Dang dau tién cla file Excel 1 cic header. DAm bao rang file clia ban & dinh dar F-8 dé trénh
Phan quyen st dung mong mugn vé encoding c6 thé

Thanh vign . 2. Néu ban mugn import dinh dang ngay th
Trudng di liu tity chinh ; N

ng vigc I&p lai van s& .

im hiy ddm béo rang ban dd dinh dang ot trong excel dudi dang Text
théng

Email notifications

Tty chinh hinh nén

Dy &n thing 9

Dy 4n théng 4
Xust céng viée ra file Exc

Nhap dir ligu mau

sinh nht 37FTU

CONG QB

Budc 3: Chon file can nhap 1én hé théng roi 4n Hoan thanh.



xem file mau) - View support

1. File excel clia ban c'ﬁﬂ_duoc dinh dang chinh xac. Dang d3u tién cla file Excel 13 cac header. D3m bdo rng file clia ban & dinh dang UTF-8 dé tranh
cdc 16i knéng mong mudn vé encoding c6 thé xay ra
2. N&u ban mudn import dinh dang ngay thang ndm hdy dam bao ring ban ¢4 dinh dang cdt trong excel dudi dang Text

cdng viéc I3p lai van s& dugc import vao hé thing

Luu y: Chi ¢6 nguoi quan 1y phong ban/du 4n méi c6 thé nhap cong viée tir file Excel.

3.6. Xuit cong viéc qua file Excel

Pé xuit cong viéce qua file Excel, vao trang https://wework.base.vn hoic biéu tugng trén
thanh danh sach app.

Budc 1: Click chon Dy 4n mudn xuat cong viéc qua file excel.

<« C & weworkbasewvn/du-an-i B fr Incognic @ i
ttinh nang = Dashboard - Base C... Hel tercom referkH  [@ APIhining @ APIWework Wl Inbox|BaseInc|in.. ¥ WARTIME (M Hudngddnsirdun.. [ NGAY NGHIPHEP -..

Du an thang 9

Tim nhanh céng viée Dy an thang 9
CONG VIEC - .
@ Create a new task or create a new tasklist Ngay tao v Filter: Tét ca Tiry chon hién tt & 9/29 hoan th 31.03%
[N 01/09/2019 - 30/09/2019
Chua phan loai 5/6 + Thém céng viéc [ Department

Thiét k& backdrop, poster, avatar 03/10 huyn 9 thanh vién

gccal

" Recent activities
@ Trngthdi ormal  Binh thuing
O @ rhuong
Du én thang 9 5
Du én thing 4 :
én thing . ; oG of 2
W Nhan sy 1 band o . ;
O Lam bang on-si & Phu * Need attention
B Hanh chinh o .
® BANGMONG N SUKEN  overdue
I - trén cc dién dan
O M@i 3 dién gia tham gia panel = 0/1 & Phuong
» b diuza/08 Recently assigned
® sinhnhat37FTu
] Assigning & overdue

ADD MILESTONE

Chién luge quéng céo

05/10 | Db Mai Phuong - 2/5

dasd

Budc 2: ttham khao 2 cach sau dé thao tac:

« C4ch 1: Ban click vao icon "..." >> Chon "Import & Export" >> Chon "Xuit cong
viéc ra file excel".
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& ]

¥ Bexusttinhning [ De:

‘0 D6 Mai Phuong

DS dy én
Thanh vién

hueng

Dy &n thang 9

Dy én thing 4

Nhan su

Hanh chinh

sinh nhat 37FTU

Cong visc
Du én & teams
Departments

Thanh vién

lia Phurong

Dy én théng 32
Dy &nthéng 4

Dy én thang

Nhan sy

Hanh chinh

test

10
_ NG

board - Base C...

& weworkbasewvn/du-an-thang-9-1 4,

Du én thang 9

cNG viEe -
@ Create a new task

Chua phan loai

Thiét k€ backdrop, poster, avatar

Help Center Il intercom

referkH  [@) API hiring

create a new tasklist

) APIWework [l Inbox | Base Inc| In...

Ban in project

T WARTIME

im nhanl

Edit project

Quén Iy thanh vién

Manage webhooks

Import & Export |

N Hudng din sir dun...

ng viec

Other options

Xut cong viéc ra file
Excel

Nhip cong viéc tir file
Excel

Nhap dir liéu mau

X0 projec

B

F NGAY NGHI PHEP -...

Incognito &3

Du an thang 9

31.03%

[ 01/09/2019 - 30/09/2019

@

9 thann vién
cocal

Recent activities

@ Trangthéi

% Need attention

® Béngthong tinsukien o,
trén céc dién dan

Recently assigned

Assigning & overdue 2

ADD MILESTONE

Chign luge quang cao
Do Mai Phuong - 2/5

QG
Céch 2: Chon "Tuy chinh" >> Chon "Xuit c6 ié file Excel"
eLaCNn Z: on uy chin on uat cong viec ra file Exce
o Dy 4n thang 9 . .
im nhanh cong viéc
Quén Iy thanh vién Du &n thang 9
Phan quy&n sir dung Miguta chung
Trudng di liéu tily chinh A B I U #] 12| 8 ~ = _
Email notifications
Tty chinh hinh nén
Phan loai
Nhép cong viéc tir file Excel Du an ndi b (chi danh cho cac thanh vién trong cong ty) *
Nhap dif liéu ma
EPCIET0EE Enable percent completion of tasks L}
Disable projected task duration -
Deadline is set with specific date and time L]
Trang thai hién tai
Active L3
On track v
‘Yéu cu review trude khi dénh déu hoan thanh cong viéc
Khéng yéu cau 6 Ba. Q &

Budc 3: Tai day, ¢ thé chon: khoang thoi gian xuat béo céo, tly chon c6 xuit cong viéc
con hay khoéng, xuat céng viéc theo Ngay tao/ Deadline va chon Export dé hoan tat thao

tac nhé.




TRICH XUAT CONG VIEC

Ngay 120

3.7.Tao cong viéc lap lai

Pé tao cong viéc 1ap lai, ban thao tac nhu sau:

Bude 1: Truy cép vao https://wework.base.vn/ hodc Base Wework trén thanh app.
Budc 2: Click vao Cong viée >> CV lap lai >> Thém dé tao mai cong viéc lap lai.

“ D4 Mai Phuong ¥ @ D6 Mai Phuong

cVLAP LAl

Repeated tasks [ Dy an-team: T&t cé
A Cong viéc

teams HANG TUAN + Thém céng vigc
@ congviéc l&p lai v2 T247 @ D5 Mai Phuong
® email T45 Q Chu Thj Tra Giang [project] 123 Du é v
@ sanpham Base Case ™ @, Mai Phuong [pro
@ testlich biéu T56 @ b Mai Phuong
@ Hopteam T3 Mai Phuong team
HANG THANG + Thém céng vide
@ congviéc lap theo thang 27 @ D6 Mai Phirong
@ baocéo 5 Chua duoc giao

9 Base .. -abB

Cong viée 1ap lai s& co chu ki 1ap theo tudn hoic thang:

- Lap lai hang tuan: Nghia 14 cong viéc duoc sinh ra va lap di lap lai vao céc
ngay trong tuan. (Vi du thtr 2, the 3,...)

- Lap lai hang thang: Nghia la cong viéc duogc sinh ra va lap di 1ap lai vao mot
hoac cac ngay cé dinh trong thang. (Vi du ngay 01, 05, 10,...)
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Budére 3: Dién thong tin chi tiét dé thiét 1ap cong viéc lap lai.

02/01/2020

- Néu chon lp lai Hang tuan thi chi can chon cac tht lap lai trong tuan. Néu chon lap lai

Hang thang thi s€ g8 cac ngay lap lai theo dang 01,05,10.

- Deadline: Phan nay s& ding d¢ dat Deadline cong viéc, phan chon ngay va thir Iap lai
phia trén la chon thoi gian cong viée dugc hé thong sinh ra. Phan Deadline nay sé tinh
theo gio, vi du cong viéc sinh ra vao thir 2 ma deadline 15h30 cung ngay can hoan thanh

thi s& d3t Deadline 12 15.5, con néu dealine Ia 15h30 thi 3 thi s dien 1a 39.5.
- Ngay bat dau: Ngay cong viéc lap lai bat dau dugc sinh ra.
- Ngay két thuc: Ngay cong viéc lap lai s& khong ty dong sinh ra ntra.

- More advanced options: Néu mudn thiét lap cac subtask, todo trong cdng viéc 13p lai,
ban nhap tén subtask/ todo ngay tai day. Moi subtask/ todo 1a 1 dong, @tag ludn ngudi
duoc giao trong dong dé va ket thic bang Enter.
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Subtasks
Subtasks one task a line tag user

1o assign

Xdc nhan théng tin vai khach hang @giangvu
@giangvu Gui email cho khach hang

Subtasks one task a line tag user to assign

Checkllsls
Checklists one todo a ne tag

Checklists one todo a line tag user to assign

user to assign

B qua Tao méi

Budc 4: Sau khi thiét lap déy da thong tin, chon Tao méi dé hoan tat phﬁn thiét lap.
Ngay bat ‘ﬁ”_ o 02/01/2020

Chon ngay k&t thic

Trang thai
Kich hoat hay khéng kich hoat

kich hoat v

BS qua Tao méi

Luuy:
- Khi thiét 1ap thanh cong, hé thdng s& tu dong sinh 1 cdng viéc c6 ngay lap lai trong
chu ki nay.
- Chu ki sinh cong viéc lap lai sé tinh nhu sau: cong viéc lap lai ngay thur (n+1) sé
dugc sinh ra lic 7h cua ngay c6 cong viéc 1ap lai thir n.
Vi du 1: Cong viéc lip lai theo tun cé cac ngay lip lai 1a thi 3 va tht 5 hang tuan. Hom
nay la thur 2, ban tao cong viéc 1ap lai nay thi chu ki s€ nhu sau:

- Thiét 1ap thanh cong >> hé thong tu dong sinh ludn cong viéc cho ngay thir 3.
- 7h thtr 3 tudn nay s€ sinh cong viéc ldp lai cua thar 5 tuan nay.
- 7h thtr 5 tuan nay s€ cong viéc 1ap lai cua thir 3 tuan sau.

Tuong tu v6i cac tuan tiép theo va cong viée 1p lai theo thang.
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Vi dy 2: Cong viéc 1ap lai theo tuan c6 ngay lap lai 14 thi 7 hang tudn. Hom nay 13 thi 3,
ban tao cong viéc lap lai nay thi chu ki s€ nhu sau:

- Thiét lap thanh cong >> An force run dé hé thong sinh cong viéc cho tht 7 tuan nay
- 7h thlr 7 tuan nay s€ sinh cong viéc ldp lai cua thr 7 tudn sau

Vi du 3: Cong viéc lap lai theo thang c6 ngay lap lai la ngay 02, 16 hang thang. Hom nay
la ngay 01, ban tao cong viéc 1ap lai nay thi chu ki s€ nhu sau:
- Thiét 1ap thanh cong >> hé thdng s& sinh cong viée ngay 02 thang nay
- 7h ngay 02 thang nay s€ sinh cong viéc lap lai cua ngay 16 thang nay
7h ngay 16 thang nay sé sinh cong viéc lap lai cua ngay 02 thang sau
Tuong tu 13p lai v6i cac ngay va thang tiép theo.

3.8. Thém m6 ta cbng viéc

Pé thém mo ta cong viée, thao tac theo hudng dan sau:
Budc 1: Truy cép vao wework.base.vn
Budc 2: Chon 1 cong viéc can thém mé ta chi tiét

Buéc 3: Thém md ta cho cdng viéc theo huéng dan sau:

@ Denhsschcongviéc-DyanCO X + - X
& C @& weworkbasevn/du-an-countdown-1-944757task=1872513 * &
@ Tvong Truomg @ oy sn COUNTDOWN 1 R . -
. Céng viéc dé qua Ha07/2019
Q L LGS Ban vé cach nao (online, tryc ti&p, ban theo cum,...)
e a e e pa s @ Chua lién két voi muc tia
Ngay tao v Filter: Tét ca QO Todo - Trong Du &n COUNTDOWN Chua phan loai v I ey
© Chon ngay bat dau Deadline: 23:59 16/07/2019
Chua phén loai
Tuy@n dyng nhan sy quy ... R s
A - Pang I Lé Nguyen Xuén Hang
Tra lwong (16/09/2019) 1 = ang lam R P
DANGLAM  70.00% » bdtdiu16/09 ﬁ L& Nguyén Xun Héng
Phong Vat Tu - K§ Thuat MIEUTA CONG VIEC
Ban vé cach nao (online, trye tiép, bi €
BANGLAM A B I U # 12+ €~ = & E- 10:44 12/08/2019
Phong K& Toan Thanh todn cha bén cho thug 2 = 6 =- - 15:16 02/10/2019
Phéng Nhan sur DANGLAM 241101 Khai Tnrong Miéu t4 cong viéc 23:59 16/07/2019
O Bdo cdo doanh thu thang 0.00
Game mobile Tank Tank
» béo ca thang 1
Subees + NGUDITHEDDSI + THEMTIFNGO
Dy én COUNTDOWN 1
TRUGC EVENT
ATTACHMENTS

Kich ban t8 chirc

NHA ANH A [DUNG X0A]

DANG LAM

Dién t4p l&n cudi truée cong diér . _
- KET QUA CONG VIEC

e bsiE e - . - ]
Cap nht két qua cong viéc upload file - upload from Base Drive YEAH1 . QG

3.9. Thiét 1ap deadline theo gio

Dé cong viée co thé thém duoc deadline theo gior thi quan tri du 4n/ team can thiét 1ap theo
hudng dan sau:
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Budc 1: Truy cap vao https://wework.base.vn/ hoac app Base Wework trén thanh app, chon

du &n/ teams can
€« > c

# Bdo cdo Support kh..

& weworkbasewvn,

" D6 Maii Phuang

ams
Departments:

Thanh vién

Dy &n théng 3
Dy &n théng 4

Dy n thing 9
Nhan s

Hanh chinh

test

10

# B30 cdo support kh...

thiét lap.

" Dashboard - Base C...

o Dy &n thang 9

CONG VIEC

Qe

Chua phan loai

Cong ty GP Teatea

sukién

° Lén khung ndi dung

° Launching sén pham mdi

° Lép scrip cho MC
° Lam bang

Mai Tai Tro

Chét 1 nha taitrgbach kim 1

» bt dBu 03/10

» @ Tigp tuc trd chuyén 3
b

yénthan mét =071

»bdt

> g3p nha taitro

* [CS]Data hub - Go...

t30 nhém céng viéc méi

& % (@) Incognito

refer KH Help Center Wil intercom wj¥ SendGrid |[@ APlhiing [ APIWework [ Workflow Public API

Tim nhanh céng viéc

Ngay tao v Filter. Tdt ca Tiy chon hién thi & n an th 61.11%
4 cs
9 thanh vién
-
eccacqo

D6 khan cap
hanh

Hoat adng gan day

, (1]
@ Trangthéi Ontack
23:5910/09 @ Pnuong
LX) *1 *2
Todo Doing  Hoan thanh
& Fruong
@ Fhuomg * Canluuy

® 9ang théng tin sy kign
trén cac dign dan

overdus

4 & + Thém

Méi duoc giao

/ Kién
o @ e Gizo di & qua han

T7 | chign luge quang cdo

05/10 | Giang Chu ThiTra - 4/6

23590811 @ wien

Budc 2: Tai man hinh chinh caa phong ban/ team, chon Tuy chinh >> Chinh sira dw an >>

Phan loai: ban chon Deadline is set with special date and time

9 Mai Mai Phurong

Du én & nhém

Phong ban

3Dy énthéng 3

méu

Dy én théng 4

Dur én théng 9

Hanh chinh

o Dy an théng 9

Quan Iy thanh vién
Phan quyén sir dung
Truéng dif liéu tiay chinh
Email théng bdo

Tay chinh hinh nén

Xut cong vigc ra file Exce
Nhip cong vigc tir file Excel

Nhap di liéu méu

Tim nhanh céng viée
TUY CHINH

CHINH SUA DY AN
Tén du én
Du &n thang 9

Miéu ta chung

B I UGS 9w = H H = x, XX % @ I
diy 4n quan trong cda thang

Phén loai
Du &n ndi bd (chi danh cho cac thanh vién trong céng ty) v
Cho phép hoan thanh phan tram cong viéc v
Khéng cho phép théi luong cong viée du kign v
Thai han cang viéc véi ngay gio cu the v

‘Dang thuc hién v

I4
A

Ding tién 4 v
Yéu cau danh gia trude khi danh dau hoan thanh cong vigc

Khéng yéu cau

Budc 3: Chon Luu dé hoan tit thao tac
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3.10. Chinh sira cong viéc

D¢ chinh stra cong viéc s& thao tac nhu sau a:

Budce 1: Chon chi tiét 1 cong viéc can chinh stra >> Chon vao biéu tugng "..." & goc phai

man hinh.

< C @ weworkb: A Incogrito @

Baselnc|In.. §5 WARTIME /\ Hutng din sirdun.

# Pexusttinhning [ Dashboard - Help Center illl intercom referkH @ APlhinng @ APIWework Ul Ini

X 66
PR R
#5 D6 MaiPhuong o Duanthang9 v & i
L CD) vt © Taskoverdue 03/10/2019
. Tim nhanh céng viéc Thiét k& backdrop, poster, avatar
. . S N No linked milestone
Ngay tao v Filter: Tatcd = @ Doing  Trong Dy &n thang 9 > Chua phin loai ~ o e
@ Ngay bat dau: 00:00 23/08/2019 — Deadline: 03/10/2619
» Chua phan leai
—~ huyn huy ASSIGNER v
- 5 wuyn hugn
(") Thiét k& backdrop, poster, avatar ) e v .
— - B D4 Mai Phuong
[ous e B IR c :
MIEU TA CONG VIEC Chinhsira  Thém checklist
° Lén khung néi dung sy kién — Chua o6 mé 1 cho cong vite na
CEE) »oidiuznt Make it work - Cre - Fhuscomotacno cong vise sy @ Created: 13:34 27/09/2019
Thém tailiéu  Thém tai ligu tir Base Drive
@ Lénndidungchitit ATTACHMENTS @ Last updated: 09:26 02/10/2019
bitdau05/08  No )
- ' © Started: 10:42 14/10/2019
° Lap scrip cho MC
[ xréin cép X Quan rong IS ERERT] KET QUA CONG VIEC FOLLOWERS N
° Lam bang on-site ngay t5 chirc sy kién @ | xas + THEMTUNGOA
» béx d3u 23710 + THEM NGUBI THEO D&l
Cap nhat két qué céng vide hosc upload file - upload from Base Drive
° Mi 3 dién gid tham giapanel  0/1 @ JR— R

D sz

SUBTASKS
v 3
Sufnesk) No deserigtion ¢ + Create sub task, type @ to tag & assign, press enter to save >
v 2 [] Deadline date (optional) © Time (hh:mm, optional) O Tag @ to assign
subtask ) No description
v () dasd
subtask ) No description
COMMENTS (0)
» M@i Tai Tro

Comment and press Enter fo poct

Budce 2: Chon vao muc "Chinh stra thong tin cong viéc"

= C a vorkbase.vn,

+ Dexufttinhnang F Dashboard - Base C... Help Center intercom referkH @ APlhiing [@ APIWework Wl Inbox|Baseinc|in.. HF WARTIME /N Hutngdinsidun.. F NGAY NGHIPHEP -..

Chinh sira thong tin ¢ong viéc

Giao lai cho ngudi khac

Xda cong viéc
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Budc 3: Thiét 1ap thong tin va chon vao muc Chinh stra cong viéc

< C & weworkbasewvn

5 Dexudttinhning [ Dashboard - Base C.. Help Center Wl intercom referkH (@ APIhiring [ APIWework U Inbox|Base Inc[In.. % WARTIME @ Hucng dn sirdun...

SUA CONG VIEC: THIET KE BACKDROP, POSTER, AVATAR

backdrop, poster, avatar|

@huynhuyn

Chua phén loai

3.11. Chuyén cong viéc sang nhém cong viéc khac

& fr Incognito @ i

T NGAY NGHi PHEP -...

Dé chuyén 1 cong viée tir nhém nay sang 1 nhom khac, truy cap vao wework.base.vn va

tham khdo 1 trong 3 cach sau:

« Cach 1: Trong man hinh cdng viéc dang List

Chon 1 phong ban, dy an cu thé, tai man hinh cong viéc dang List, ban hover chudt ¢ dau
cong viéc, khi hién thi 1én cac dau cham nhu anh hudng dan, ban bat dau thao tac kéo, tha

chudt dén nhém cong viéc mai.
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Q) Danhsichcongvigc -DuanCO X + = X

& C & weworkbasevn/du-

787 YO TTEIT AT Or T

6 Truong Truong

® Truong

; =
Phong Vit Tu - K§ Thuat 23:590710 & Tuong

'a

4 23:5909/08 @ Hing L o
Phong Nh
N Qué han gan day
) o o
bocao Chua bit dau 2
Game mobile Tz ° . @ roinn Théng k& theo thanh vién
Dy &n COUNTDOWN 1 23591410 @ T
NHA ANH A [DUN SAUE 0/9 + Thémed
Tim vi irf trién khai event 235905/08 ) Hang
DANG LAM gp  duan
Chuan bi mic, &m thanh, anh sang, dén led 23:5912/08  Hang
DANG LAM
Saa. trinh xiChmdaEning -
jba Tra luong (09/00/2019) +0/3 @ Truong

DANGLAM  »bit

Khi thanh mau vang trong nhom cong viéc mai hién 1én, ban tha cong viéc vao dé hoan tat
thao tac.

Q) Danhsichcongvigc -DuanCO X + = X

< C & weworkbasevn/du-an-countdows

6 Truong Truong 235907710 @ Truong

B 23590908 () Hing L

Phong Vit Tu - K§ Thuat

© Qué han gén déy

Phong baacao Chua bat dau

Phong Nhan sy ° test review @ roinn Théing k& theo thanh vién

Game mobile Tank Tank Tré luong (14/10/2019) 235914710 @ Truong
Tim v tri trién khai event 23:5905/08 ffJ Hang
Dy én COUNTDOWN 1 DANG LAM gap  duan
. 5 SAU EVENT 0/9 + Thémcb
NHA ANH A [DUN
Chuan bi mic, &m thanh, nh sang, den led 23:5912/08 ) Hang
DANG LAM

Tré luong (09/09/2019) -~ 0/3  Truong
BANGLAM  »bit 00
Chuan bi chd ngdi cho khach 23:5918/07 J Hang

DANG LAM

« Cach 2: Trong man hinh cong viéc dang Board
Chon 1 phong ban, du an cu thé, tai man hinh cong viéc dang Board, dua con tro chudt
vao cong viéc can di chuyén va kéo/ tha chudt sang nhom cong viéc mdi nhu anh hudng
dan.
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@ Danhsich cong viec -DydnCO X +

< (¢]

e Truong Truong = @&

& weworkbase.vn/du-an-countdown-1-94
Du an COUNTDOWN 1 v+
CONG VIEC v

Chua phan loai

+THEM CONG VIEC
Kich ban 6 chirc
Departments
Thanh

tia Trwong

&
The little
Baherw

Tra luong (16/09/2019)

@

Tuyén dung

Phong Vit Tu - Ky Thugt

Dam béo s& lugng nhan vién trién
khai chuong trinh

baocao

2
. mo) yank

Thanh toan cho bén cho thué

= TRUGC EVENT

+THEM CONG VIEC

Tim v tri trién khai event

® (€))

Béo cdo doanh thu thang

® 3010 @ ramin
Tao méu hop dong lao déng
O @
Tré luong (21/10/2019)

S

Tré luong (07/10/2019)

°

i SAUEVENT

+THEM CONG VIEC

i mic, am thanh, anh
n led

@

4 lwong (09/09/2019)

@

Chuan bi chd ngdi cho khéch

®

Thanh toén béing hinh thirc gi

Xac nhan nha cung cap

)

An pham cho khach

Tra lrong (28/10/2019)

« Cach 3: Trong man hinh chi tiét céng viéc

Tim nhanh céng viéc

i= TRONG EVENT

+THEM CONG VIEC

gep
Lién hé moi khach moi

@

Thanh toén luong cho nhan vién
10 chirc event, ca si, hau can

duan

Set up ché ngoi cho khach
Danh gid chat luong budi event
Dinh hudng trong tuong lai

Tré luongy R
YEAH

Chon 1 phong ban/ dy an c6 cong viéc can di chuyén sang nhém mai. Tai man hinh chi tiét
cong viéc, xem anh hudéng dan sau dé chon nhém cong viéc maoi.

@) Danhséch congvige -Dyan €O X + = X

< c

& weworkbasewvn/du-an-countdown-1-94475/home?task=1872491 r rl

e Trueng Truong

(@ céng viéc chua duoe giao cho a

Giaa ngay?
. P -
Q Kich ban té chirc
Ng Filter: Tdt ca O To Chua phén loai ~ &
5 - Chua phén loa:
X Chua phan loai gl
Dy an & teams Kich ban t3 chirc EE Gia SAU EVENT
DANG LAM ~ . Lé& Nguyén Xuan Hing
Departments RONG EVEN 4
MIEU TA CONG VIEC & e
Thanh vién Trd lwong (16/09/2019) 1 2 Chua c6 mé 4 cho céng viec nay
[ . . T DANGLAM  70.00%  »bdrdau 16/09 10:44 12/08/2019
X ATTACHMENTS &m t4iliéu  Thém tailiéu tir Base D
Dam bae 58 lugng nhan vién trién kb 10:44 12/08/2019
DANG LAM
Tuyén dung nhan 0.00
Thanh toén cho bén che thué 2
DANGLAM | 24/10 > khai Truong KET QUA CONG VIEC
Phong Vat Tu - Ky Thuat ) cap nhat ket qué cong up ve
TRUOC EVENT : - + NeutaT + THEM TUNGOA
Ban vé cach nao (online, truc tigp, b: @
DANG LAM SUBTASKS
Phong Nhan sy o
Tim vj tritrién khai event a Create s pe @ to tag & assign, press enter to save
DANG LAM gep  duan :
o Deadline date (optional Time (hh:mm, optional) Tag @ to assign
. moj fank O Bao cao doanh thu thang
Dién tap [3n cuditruée cang dién
YEAH1 .. -a B

3.12.

Thém cong viéc con (subtasks) trong cong viéc

Khi thiét 1ap mot cong viéc va giao cho ngudi phu trach thuc hi¢n, trong qua trinh thyc
hién s€ c6 thé phat sinh cac cong viéc nhd hon thudc cong viéc d6 thi co thé tao thém céc
Subtasks. Dé tao mot Subtasks trong cong viéc thi s€ thao tac nhu sau:
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Budc 1: Vao cong viée can tao Subtasks.

Budc 2: Thiét 1ap tén Subtasks, Deadline, Tag ngudi dugc giao viée.

< c

¥ Pexuittinhning FF Dashboard - Base Help Center Wl intercom
@ by anthang 9
Tim nhanh céng visc
Ngay tao v Filter: Tat ca
Chua phan loai

Thiét k& backdrop, poster, avatar
Q Lén khung ni dung su kién
Q Lénn,

123 Dy én théng 3

Dy &n thing 9

Q Lap scrip cho MC

Dy 4n théng 4

Q Lam bang on-si

M| Nhan su

[ Hanh chinh

Q Mai 3 dién gid tham gia panel 071

sinh nhat 37FTU » 3

dasd

Mai Tai Trg

& weworkbasevn/du- 34458

5

referkH  [@ APl hiring

B APIWework Wl Inbox | Base Inc | In...

Thiét k& backdrop, poster, avatar

oing - Trong Dy 4nthéng 9 » Chua phan loai v

© Ngay bat d3u: 00:00 23/08/2019 eadline: 03/10/2019

( j‘ Dang lam hujm huyn

MIEU TA CONG VIEC
Chua 6 md t cho céng viéc ndy

ATTACHMENTS

KET QUA CONG VIEC
Ka5

Cap nhat két qua cong vigc hoic upload file - upload from Base Drive

T WARTIME N Hudng din sir dun...

SUBTASKS

@to tag & assign, press enter to save

Deadline date (optional) Time (hhumm, optional) Tag @ to assign

COMMENTS (0)

Comment and press Enter to post

& Y Incognito @) :

T NGAY NGHi PHEP -...

@ Taskoverdue

03/10/2019

@ 96 Mai Phuong

13:34 27/09/2019
09:26 02/10/2019

10:59 14/10/2019

Trin Thily Duong

+ THEM T NGOA
+ THEM NGUI THED D

- Khéng gi6i han sb lugng cip subtasks duoc tao ra.

- Subtasks s€ hién thi & tong quan cong viéc va cd gia tri ngang hang vdi cong vige

trong du &n/phong ban.

- Subtasks c6 giao dugc cho ngudi ¢ ngoai du an.

- Cong viéc trong Subtasks chi nhan duy nhit ngudi duoc giao viée 13 ngudi dugc tag

dau tién.

Buéc 3: Sau khi thiét 1ap thong tin xong, an Enter hodc chon vao hinh mii tén dé tao

Subtasks.

Sub-tasks

Create sub task, type

=]

adline date (optional)

3.13.

%, A B oo in race andar 4 cava
to tag & assign, press enter to save

Time (hhzmm, optional) Tag @

Céch hién thi cdng viéc con (subtasks) trong Dw an/ Phong ban

Dé hién thi subtasks trong du 4n/ phong ban, ban thao tac theo huéng dan sau:

70



Truy cip vao https://wework.base.vn va chon phong ban/ dy 4n can thiét 1ap.

Véi D an: Chon Tuty chon hién thi >> Subtasks: tai day ban c6 thé tiy chon hién thi
cap subtasks, toan b cap cap subtasks hoac khong hién thi subtasks.

@) Danh séch cong vige - Dyrdn Co. X

4L

< C @ weworkbasevn/du-an-countdown-81043/home?view=list

Q Trueng Truong

Quy trinh xir Iy dan héang -

Phang bén hang

Dur éin Countdown

Phang Kinh Doanh

Phang

Tao du an méi

eam mai

Véi phong ban: Chon Hién thi: tai diy c6 thé hién thi hodc

o Dy én Countdown
CANG VIEC -

-~ ]
& a0 08 vige hoac tao nhém o

Chua phan loai

TRUGC EVENT

Thanh toan cho bén cho thué 13

» bt d3u 07710

chusn bi chd ngdi chokhdch 2

Tim vi trf trién khai event 5

DANG LAM

En pham cho khach

DANG LAM

Kich ban 3 chic

DANG LAM

b Dién tap 150 cudi trude cong dién

b Dién t3p 5n 2

thi cdc cdp subtasks)

@) Danh séch cong viée - Phang K

< C & weworkbasevn/phong-kinh-do

e Truong Trrong

Quy trinh xir f don hang -

Phong bén hang

Dy @n Countdown

Phong Kinh Doanh

x  +

0 Phang Kinh Doanh
coNG viEc -

- . . .
& a0 céng viéc hoic tao nhém céng viée méi

Chua phan loai

A CONG VIEC CHUA HOAN THANH TU'TG TRUOC
Nhan théng tin KH

Nhan thang tin 1

Gap Khach Hang

w  (2) CONG VIEC CHUA HOAN THANH TU'TC

Nhan thang tin 1

Hen gap 1

Ky hop ddng

~  (2) CONG VIEC CHUA HOAN THANH TU'TC

Gui hop dongcho sépky 1

Tim nhanh céng viéc

Th tu tu nhién

Nném céng viée

Tim nhanh céng viéc

Thai gian tao

Nhém cang viéc

an

- x
w

Dy an Countdown

& 8/41 ho&n thanh 19.51%

4thanh vién
-
aase

Hoat ddng gan ady

@ Trang théi

°0
Hoén thanh
* Canluuy
Méi duc giao
Giao di & qua han
YEAH1 =

-
* &

Phong Kinh Doanh

& 0/5 hoan thanh 0.00%

3 thanh vién

oM e
- -

Hoat ddng gan day

@ Trang thai Normal

B Tatca
Nhiin théng tin KH
Gap Khich Hang

Ky hgp dong

*0 *0 *0

odo Doing  Hoan thanh
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3.14. Hién thi cong viéc con (subtasks) trong Dw &n/ Phong ban

Dé hién thi subtasks trong du an/ phong ban, thao tac theo huéng dan sau:

Truy cap vao https://wework.base.vn va chon phong ban/ dy 4n can thiét 1ap.

Vé6i Du an: Chon Tuy chon hién thi >> Subtasks: tai day co thé tiy chon hién thi 1 cap

subtasks, toan bo cap cip subtasks hodc khong hién thi subtasks.

Q) Danh séch céng vigc - Dy én Co +

< C @ weworkbasevn/du-an-countdown-81043/home?view=list

e Truong Truong o Dy an Countdown

CONG VIEC -
= ~ i .
- a0 cong viéc tao nhém céng viée mai
LTy A - B30 Cao Tue
Chua phan loai
Quy trinh xif Iy don hang -..

TRUGC EVENT

Phong bén hang

Dy én Countdown

Training 24/9

Vi phong ban:

Thanh toén cho bén cho thué 13
» bt d3u 07110

Chuan bi cho ngai cho khach

Tim v tri trién khai event 5

DANG LAM

An pham cho khéch

DANG LAM

Kich ban td chic

DANG LAM

Dién tap [an cudi trudc cong dién

Dién tap fan 2

Tim nhanh céng viéc

Dy an Countdown

& 8/41 hoan tha

Qo
3 Dep

4 thanh vién

—

ACET
Hoat dong gan day

® Trang thai

* Canluuy
Méi dugc giao

Giao di & qud han

19.51%

Dy &n mau

-anB

Chon Hién thi: tai day ban c6 thé hién thi hodc an subtasks nhé (mac
dinh hién thi cac cap subtasks)
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Q) Danhsich cong vigc -Phang Kir X 4 = x

< C & weworkbasevn/phong-kinh-doanh-100783 * &
Phong Kinh Doanh

e Trurong Truong ‘Oﬂgn inh Doanl Tim nhanh céng viéc Phong Kinh Doanh
CONG VIEC -

o
e Tao céng viée tao nhém cdng viée méi TUAN 2 2019 > Trang thai + & 0/5 hoan than 0.00%
W L1y A-B30 ca0 TUE
[t ]

Chua phan loai ‘

Quy trinh xir Iy don hang -..

~  CONG VIEG GHUA HOAN THANH TU TG TRUGC
Phang ban hang

Nhén théng tin KH
Thaigian tao v L
v (1)CONG VIEC CHUA HOAN THANH TU'TG TRUGC Hoat dng gan day
Dur &n Countdown
Nhan théng tin 1 @ Trangthai Normal
Nhom céng viéc A
Training 24/9
Phong Kinh Doanh Gap Khach Hang [+] Nném céng viéc d3 hoan & Tatcd
Phang K& Toan ¥  (2) CONG VIEC CHUA HOAN THANH TU' TG TRUGC — than NhAn théng tin KH
PR, Gép Khdch Hang
Nhén théng tin 1 + D :
Ky hop dbng
Hengap 1 +
*0 °0 “0
Ky hop dong 0/2 4 Thém céng viéc Todo Doing  Hoan thanh
~  (2) CONG VIEC CHUA HOAN THANH TU/'T6 TRUGC

*
YEAH1 . = e}
Gli hop donachosép ki 1 B ngan a

3.15. Nhép thong tin vao trwong dir li¢u tuy chinh (custom field)

Dé nhap thong tin vao cac truong dit liéu tuy chinh, truy cap vao wework.base.vn va thao
tac theo hudng dan sau:

Khi tao méi cong viéc:

Trong man hinh tao médi cong viéc, €O thé nhép luon thong tin vao truong dit li€u tuy chinh
nhu anh. Vi nhitng truong dit 1i€u tuy chinh c6 dau (*) 1a truong bat budce nhép thong tin,
néu khong nhap thong tin cong viéc khong dugc tao thanh cong.

Tri &n khach hang

Miéu 14 cong viec

BI U&#® = &= =~

TRUGNG DI LIEU TUY CHiNH <
M3 HD*

Salemans *

S5 app st dung *

SBthyc *

Ngay trién khai *
Click to select a date 1005
Select

A
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Véi nhirng cong viéc da tao:

e Trong List view/ Board view/ Stream view:
- Trong man hinh chi ti€t cong viéc, tai truong dir li€u tuy chinh can dién/ chinh stra
ndi dung, di chudt dén cuoi dong cuia trudng thong tin do s€ hién thi 1én Chinh stra.

= 20
, B Mai Phuor @ oyanthang9 e
0‘ ng u g & THEM A @) EErmrese i s o e
Giao ngay?
), Timnhanh céng viéc Cong ty CP Teatea
Ngay tao v Filter: TAted ~ O Todo - Trong Dy an thdng 9 » Chua phén loai « @ chua lién k&t véi muc tidu
@ Chon ngay bt dau — Deadline: Chon deadiine (Al e =
Chua phan leai
- Céng ty CP Teatea Dang lam + | Giao viéc
) @ 5 Mai Phuong
MIEU TA CONG VIEC ChinNgira  Thém checklist ’
@ Lénkhung ndi dung surkién o - e s
= Chua c6 mé ta cho céng viéc ndy
03110, Chitn luge quing cio) (EEIEETY » b d 6 a0 10-11 31/12/2019
| mMaHD WW376 Chinh sta
a Launching san pham méi @ Salemans phuongmai TG cap nhat: 10:11 31/12/2019
»bat diu05/09  content 1
15 Phiin trdm HT: 0.005
Q Lap scrip cho MC Ngay trién khai 31/12/2019 10:10
» bt du 0810 Select A
Q Lam bang on-site ngay t8 chic sy kién @ || ATTACHMENTS Thém t3iliéu  Thém 1 liéu tir Base Drive @ 96 Mai Phuong
» bit diu 23110 -
T + NGUDITHED DB + THEMTUN
Mei Tai Trg
() chdtinhataitebachkim 1 @ KETQUACONGVIEG
[ 0 hen REEEFLET Gap nhét két qu céng viée hodic upload file - upload from Base Drive
¥ Q Tigp tuc trd chuyén 301
Subtask | »batda
SUBTASKS
» Q Trd chuyén than mat on
Subtask | b bt diu04/10 Create sub task, type @ to tag & assign, press enter to save >
g3p nha ta o ® Deadline date (optional) Time (hh:mm, optional) Tag @ to assign

- Khi popup hién thi ra, dién thong tin va chon Save dé hoan tit thao tac.

EDIT CUSTOM FIELD VALUE

Tén cdng viéc * Cong ty CP Teatea

Ma HD * WW376

e Trong Gantt view (chi danh cho dw an)
- Trong danh sach cong viéc, h¢ thong mac dinh la dang Gantt, dang nay s& khong
hién thi cac truong dir liu tuy chinh
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pal
Mai Phuong o Du én thang 9
CONG VIEC -

Tim nhanh eéng viée

©  THEM CONG VIEC MGt

Chua phan loai

Cdng ty CP Teatea
T — [ Lén knung néi dung sy kién 0510 301 2709 ETE
D [ Launching sdn phdm méi 05/00 10/09 2709 [EETA
Thanh vién B Lpseripchomc 0810 1511 2709 [ETE
z B2 Lamoéng on-site ngdy to ehiic su kign 23110 0911 2709 I & vairn

vige ctia Phuong M Tai Trg
[ Ml 3 din gid tham oia panel 2308 1909 2709 A
] 3
Dy 4n théng 3 )
T [ Chuan bi proposal 05/09 2309 0210 [
BT ] cndt1nna tai tro bach kim 0310 02111 (o0 | @ 5acn Humg kien
Tiép tuc trd chuyén 04110 0711 2910 A + Assign

Nhin s Trd chuyén than mét 0410 091 2910 A + Assign
Yo 3D nha taitro 2410 0511 m @ saenrungkizn

LA hitiist nna taitro 15/09 28/09 0210 A

Chét 1 nn tai trg kim cuong

Cht 1 nha tai trg vang

Reogmotion
M Thige® 2308 2410 0411 ETE Thanh Huyén member
ana théna tin ditreid 2 200 2000 2709 FA !
Xem gantt chart Base In QB

- Néu muén hién thi, chon sang tab Xem truong dir liéu tiy chinh, khi d6 hé thong
s€ hién thi ngay cac trudong dit liéu da duoc thiét 1ap san.

0 Dy an théng 9

' tao v Tim nhanh céng viéc
CONG VIEC -
© THEM CONG VIEC MCE
Chua phén loai
vide Céng ty CP Teatea F: Giao viéc WW376 phuongmai 1 15
Durén & teams [ Lénknung ndi dung su kién 0510 3011 27/09 [EID Knanh [conten]
S [ Launching sén pham mgi 05/00  10/09 27/00 [ETE Q@ Prvong [ coniem ]
B Lpseripchomc 08710 1511 27/09 [T ! Giao vié
[ Lambang on-site ngay 3 chirc su kién 2310 09M1 2700 [EE
Mgi Tai Trg'
[ Mei 3 dign gid tham gia panel 23/08  19/09 27/00 [EIE @ Pruong
3 ¥ Giao vid
2 T Giao vike
Dy 4n thang 4 Chusn bi proposal 05/09 23/08 0210 [ETE + Giao vid
Dy dn thang 3 Cht 1 nné tai tro bach kim 03110 0211 m @ Ken
Tiép tuc trd chuyén 0410 07711 29110 ETE T Giao vié
e Trd ehuyén than mat 04710 0911 29710 ETD ¥ &
e g3p nha tai trg 24710 05/11 [Co00x | @ Kien
Lap hitiist nna tai trg 1509 2809 0210 [ETD ¥ Gio vié
Chdt 1 nha tai tro kim cuong - (%) Gigo vi
[7]  cnét1nng tai trg vang +1 Giao vié
Promotion
2 Thigt ke backarod\poster, avatar 23/08 24/10 0411 ET3 Huyén me._.
[ Dénathéna tin didn O Jén fanoace 24/09  26/09 27/09 WA @ pPrironn !
PP EL RN Xem trutmg dif ligu tily chinh Base In QB

- Click chudt vao 6 ban can dién thong tin.
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— o Du anthéang9 P . 2 -~ N N
= A . Ngay tao v Filter: Tdtca ~ Tay chon hignthi 2, Tim nhanh céng viéc
CONG VIEC - T T HINH
@ THEMCONG VIEC MO START: DEADLINE  FINISHED AT LESTONE GIAD CH HAI AA HD SALEMANS S0 APP SUD S0 THUC
~  Chua phan loai
7] céngtyCP Teatea - - - E3 | o estone ‘¥ Giao viéc Ww376 phuongmai 1 15
Lén khung ndi dung sy kién 05/10 30/11 2709 S | © chié - Khanh [ contem ]
Launching san pham mdi 05/09 10/09 27/09 EIE | @ Q@ Phuong [content]
Lap scrip cho MC 08/10 15111 27/09 [EEF | @ + Giao vidc
Lam bang on-site ngay t6 chirc su kién 2310 09111 27/09 EEE | @ & Phuong
- Mi Tai Trg
Mai 3 dién gia tham gia panel 23/08 19/09 27/09 A | © & Phuong
O 3 [ oo 1N a0 vide
O r 2 [ rooo 1N
Chuén bj proposal 05/09 23/09 02/10 T3 4]
[T ©nét1nnataitrg bach kim 0310 0211 m | o
» Tigp tuc trd chuyén 0410 0711 29410 EEE | © 1
» Trd chuyén than mét 0410 0911 29410 EEE | o1
O » g3p nhataitrg 2410 0511 -~ [ oo JHINCCHN
Lép hitlist nha tai trg 15/09 28/09 0210 EIE | ©
[T cnét1nha ti tro kim cudng [ voo0 [HINY)
] cnat1nha tai trg vang [ Tooo JINGEL
~ Promotion
Thiét k& backdrop, poster, avatar 23/08 2410 0411 I | © Huy&n me..
1 Bina théna tin dién aia 1&n fanbaae 24/09  26/09 27/09 WWTE (4] “niocou. (M Phuona
4
Xem gantt chart Base Inc -Q B

- Khi popup hién thi ra, dién thong tin va chon Save dé hoan tat thao tac.

EDIT CUSTOM FIELD VALUE X

Tén cdng viéc * Cong ty CP Teatea

Ma HD * WW376

3.16. Thém nhiéu nguoi theo doi (follower)

Dé thém nhiéu ngudi theo ddi vao cong viée cung lic, thao tac theo hudng dan sau:

Buac 1: Truy cap vao https://wework.base.vn/ hoac icon Base Wework trén thanh app

Budc 2: Chon cdng viéc ban can thém nhiéu nguoi theo dai ri click vao icon "...
phai man hinh cong viéc >> Thém nhieu ngwoi theo doi

& goc
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ng ti

Giao lai cho ngudi khac

tin cdng viéc
n chinh

0 cbng viéc nay cho ngudi khac

Thém nhiéu ngudi theo doi

Thém nhigu nguéi theo do

Nhan ban cong viéc
Nhan ban cang viéc nay

Nhan ban céng viéc vao d
Nhan ban cong viéc vao du

Xo6a cdng viéc
X6a cong viéc nay

Budc 3: Tai ddy @tag username cua nhiéu ngudi theo ddi va chon Thém dé hoan tat thao

tac nhé.

THEM NHIEU NGUOI THEO DOI

Thém nhigu ngudi theo dai

Huy

Sir dung @ dé tag thém nhigu ngudi theo dai

3.17. Xoéa ngwoi theo doi cong viéc

Pé x6a ngudi theo ddi trong 1 cong viée, thao tac theo hudng dan sau:

Budce 1: Truy cép vao wework.base.vn

Budc 2: Chon 1 cong viéc ban can x6a ngudi theo doi, tai man hinh chi tiét cong viéc, chon

Thém ngudi theo ddi hoac Thém tir ngoai.
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C @& weworkbasewvn/du-an-t 01964?task=21

F Dexusttinhning 7 Dashboard - Base C

“ D5 Mai Phuong

Thanh vién

anthang 3
Dy 4n théng 9

Dy 4n thang 4

Hanh chinh

inh nhat 37FTU

Budc 3: Click vao tén nguoi theo ddi can xo6a 1a da hoan tat thao tac x6a 1 ngudi theo ddi

nhé.

Help Center lll intercom

o~ Filter Tat ca

Chua phan loai

Thiét k& backdrop, poster, avatar

g su kién

Lén khung ndi du

5]

cho MC

b 3

C @ weworkbasewn/du-an-

# Pexusttinhning [ Dashboard - Base C

‘. D5 Mai Phuong

uan
Thanh vién

a Phuong

23 Dy &n thang 3
Dy én thng 9

Dy én théng 4

Sinh nhat 37FTU

3.18.

Help Center Wl intercom

o Du an thang 9

Tim nhanh

0w Filter: Tatca

Chua phan loai

Thiét k& backdrop, poster, avatar

+bét d3u 2370

Lén khung ndi di

cho MC

Mai 3 dién

e 0 60 0 ©°

» dasd

Mo Tai Trg

referkH @ APlhining @ APIWework [l Inbox | Base Inc]In...

referkH (@) APIhiring [ APIWework Wl Inbox | Base Inc] In...

5]

ol @

B

F NGAY NGHI PHEP -...

Incognito @)}

F= WARTIME A Hudng din sir dun..

-

Thiét ké backdrop, poster, avatar

0]
) g Dy én =

Q
Seta mi

Chua phan loai v

00:00 23/08/2019

hugn huyn

) Banglam

@ 96 Mai Phuong

MIEU TA CONG VIEC Chinnstia  Thém che

Chua c6 mb t4 cho cdng viéc nay 12:2427/09/201

ATTACHMENTS em Lai lieu
TTACHMENT 09:26 02/10/2019

10:59 14/10/2019
KET QUA CONG VIEC LLOWER
Ka5

Cép nhét két qué c

upload file - upload from Base Drive

+

Thém ngusi theo d3i tir dy &n nay, bim thém mot [5n nira dé x6a ngudi theo dbi khdi cang viéc

SUBTASKS -

Create sub task, type

g & assign, press enter to save

Deadline date (optional) Time (hh:mm, optional)

0 assign

B % Incogrito @

T NGAY NGHI PHEP -,

4 WARTIME 2 Hu6ng din sif dus

Thiét ké& backdrop, poster, avatar
S T
):00 23/08/2019

@ Noli
Set a mile:

03/10/2019

() omgtim hujn i

06 Mai Phuong

MIEU TA CONG VIEC nhsiia  Thém chec

Chua c6 mb 14 cho céng viée nay 12:3027/09/2019

ATTACHMENTS em tailie om i) u i
TTACHMENT 09:26 02/10/2019

10:59 14/10/2019

KET QUA CONG VIEC B
Kas

Cap nhat két qué c upload file - upload from Base Drive

SUBTASKS

Create sub task, ty assign, press enter to save

Pham Pham
Deadline date (optional) Time (hh:mm, optional) Tag @ to assign
Tran Thiy Duong

cs

COMMENTS (0) Tran Thiy Lam

CONG

Comment and nrass Fnter to nost

Thém checklist cho cong viéc

Dé thém checklist cho 1 cong viée, thao tac theo huéng dan sau:

Budc 1: Truy cap vao wework.base.vn

Budc 2: Chon 1 cong viée can thém checklist



Budc 3: Tai man hinh chi tiét cong viéc, click vao Thém checklist, dién ndi dung nhu anh
hudng dan va click Thém checklist ¢ hoan tat thao tac.

C @ hitps//weworkbasevn

B #r Incogrito @

Du an thang 3 CONG VIEC

Céng viéc

Danh sach cong viéc Noaytac ~ Hién thi: Tat cd + Thém ~ + thém nhan

e R . 2 2 o
rdo lugn Lauching san phdm mdi

Hoat déng

DANGLAM © NamK o u an thany
Thanh vién o
= DANGLAM  danh sach khach ha 20/03 Nam K
HB trgrtruc tuyén ann sach knaeh hang
[v] o 1/03 D DA hoan thanh Mai Phirong m
- - Nam K s - Them taitiéu] Thém che
CS support o B
- @ ©6 Mai Phuong t
tri &n
") Chua c6 mé té cho cong
Hanh chinh Lo
phuong test
Nhan sir
W DONtigp khach mai ¥ bét dau 29/03
+ + ' THEM TUNGOA
test a Ghudi bl gua g [
Ban sao cia Dy &n théng 3
lauching [ehecklist #4
Bén sao clia Roadshow
oo : Thém checkiist
Dy én thing 3 test - Nam K
quatrian
2 tauching sinphimméi 2 07/03 Phuong
Create todo, nhan Enter dé gu Thém
[v] * 07/03 Phuong
) N khach mai
Tao dy &n méi
ongfifes Create todo, nhén Enter dé gi

Luu ; Sau khi thém checklist xong, co thé thém To do ngay trong checklist d6 va giao
viéc cho 1 nhan vién cu thé.

< C @ weworkbasevn/du-an-tha 964/home?task=2134458 %  Incognite &)

F Pexusttinhning | Dashboard - Base C... Help Center il intercom refer ki @ APihiing [ APIWework Ul Inbox|Base Inc|in.. 5 WARTIME /N Hudngdinsirdun.. H5 NGAY NGHi PHEP -..

= 67
g 04 wai Phuong @ ovanthang B
EMHAN @ Task overdue 03/10/2019

NI EE Thiét ké backdrop, poster, avatar

0]
Q

Chua

ta0 v Filter: Tat ca Ig: ang
u: 00:00 23/08/2019

e: 03/10/2019

Chua phan loai
' huyn hujn ASSIGNER
Thiét k& backdrop, poster, avatar ) ®anglam
- . Q\ 6 Mai Phuong
MIEU TA CONG VIEC sira  Thém checklist
aPhuong

Chua cé mé ta cho cong viéc nay 13:34 27/09/2019

ATTACHMENTS ém tailiéu  Thém tai liéu tu
TrAGHMENT 09:26 02/10/2019

123 Dy én théng 3

Dy 4n thing 9 11:27 14/10/2019

]
]
bu énthing 4 ]
]
]

CHECKLISTS

0.00
Checklist #1 Chinhsira  X6a

®

Lam béng

Nhan su

Tran Thiy Duong

Hanh chinh

Mi 3 dién gi

0 @ | KETQUA CONG VIEC EN

Em di lam xong poster va ava g, em g file dinh k&m chj check Iai giap em nhé + THE
Sinh nh3t 37FTU » 3
Gap nhat két qua c & upload file - upload from Base Drive

» 2

: SUBTASKS
» dasd

= Create sub task, type @ to tag & assign, press enter to save

Deadline date (optional) Time (hh:mm, optional) Tag @ to assign =

Mai Tai Trg 90 Co.. -a

3.19. Thém cbng viéc vao Google calendar

Pé thém 1 cong viée vao Google calendar, thao tac theo hudng dan sau né:
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Budc 1: Truy cép vao wework.base.vn

Budc 2: Chon 1 cong viéc ban can thém vao Google calendar, tai man hinh chi tiét cong
viéc, click vao icon sau va chon Thém vao lich Google. Vi hé diéu hanh i0S ¢6 thé Thém
vao iCalendar.

< G & weworkbasevn, B Yr Incogrito €

¥ Bexudttinhning [ Dashboard - Base C. Help Center Wl intercom referkH  [@ APIhiring @ APIWework Ul Inbox |Base Inc|in.. 4% WARTIME (N Huéng din sidyn.. [H5 NGAY NGHIPHEP -..

fla D6 Mai Phuong = Duanthang9 + £ N
.ﬂ‘ ° u g + THEM NHAN - @HME X © Taskis started 39 days ago
O WEIEEIERES Launching san phdm méi
Ngay tao v Filter. Tated ~ © Dene - Trong Du@nthang 9 » Chua phan loai ~ @ No linked milestone
@ Ngay bt dau: 00:00 05/09/2019 — Deadline: 10/09/2019 Setamilestone ~

» Chua phan loai

- L 06 Mai Phuong . .
() Thistke backdrop, poster avatar P i @ NV v ASSIGNER
D oitdauzans v : 56 Mai Phurong
MIEU TA CONG VIEC Chinhsira  Thém checklist NV

= Chua c6 mé td cho cbng viéc nay

Lén khung ndi dung sy kién ¢

XD semann

Created: 13:34 27/09/2019
ATTACHMENTS Thém tailidu  Thém tai liu tir Bass Drive

Launching sén pham méi

@

Last updated: 13:18 14/10/2019
»bétd3u05/09  No description
©

Dy &n théng 9 Started 13:18 14/10/2019

o

(-]

° Lap scrip cho MC
[ oo ]

]

(]

D rbaduisno save KET QUA CONG VIEC 100.00%
FOLLOWERS -
Lam béng on-site ngay 16 chirc swkién @ | kaz R
sbieda23i0 N - B
Cép nhat k&t qua cong vigc hodc upload file - upload from Base Drive + THEM NGUDI THED DO
Mbi 3 dién gid tham gia panel 5011 @
CEED) i deuzane ACTIVITY LOGS -
SUBTASKS
» )3
+ Create sub task, type @ to tag & assign, press enter to save >
r Oz [ Deadline date (optional) @ Time (hh:mm, optional) © Tag @ to assign
Subtask
» () dasd
Subtask | No
COMMENTS (0)

» M@i Tai Trg

Gomment and press Enter to post

&«
F Bexudttinhning H Dashboard - Base .. Help Center Wl intercom referkH @ APlhiring @) APIW: 3ase Inc | In... RTIME A\ Hudng dan .. {5 NGAY NGHi PHEP -...

& Thém vao lich google

" Thém vao iCalendar

Budc 3: Bang nhép vao tai khoan email.
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G @ https//accounts.google.com/signin/v2/identifier?service=cl@passive=1209600&0sid=18&continue =https%3A%2F%2F calendar.google.com%2Fcalendard2Frand Factl G Y Incognito &) :

Google
Bang nhap

Tiép tuc t6i Lich Google

|/ Email hoac dién thoai —‘

Ban quén dia chi email?

Khéng phai may tinh ciia ban? Hay sir dung ché do
Khéch dé dang nhap mét céch riéng tu. Tim higu thém

Tao tai khoan Tiép theo

Tiéng Viét ~ Tro gitip Bdo mat Didu khodn

Budc 4: Sau khi diang nhap thanh cong s& hién thi ra cong viéc can thém vao Google
canlendar, tai man hinh nay c6 thé chinh stra, b6 sung thém thong tin va chon Save.

6 c 8@ https://calendar.google.com/calendar/r/e

% Lauching san pham mdi [ o |

Mar1,2019  12:00am to 11:59pm  Mar7,2019 Time zone

[ allday Does not repeat ~

Event Details  Find a Time Guests

@ Add location Add guests
Add conferencing ~
Guests can
fal Notification * 30 minutes ¥ X [0 Modify event
) Invite others
Add notification .
See guest list

3 domaiphuonglie@gmail.com @ ~

(] Busy ~  Defaultvisibility ~ (3

1] B I U == & ¥

Add description

Hoan tt thao tac s& hién thi ra lich nhu sau:
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alendar.google.com

= Calend
| create

March 2019

s oWt ow T

)

Add calendar

My calendars
Mai Phuong 83
Birthdays
Reminders
Tasks

Other calendars

Holidays in Vietnam

Terms - Privacy

3.20.

ar Today < > March 2019
SUN MON TUE WED THY
24 25 2 27 28
< >
Foos
1oz 3 4 5 6 7 8 9
- © 6:36pm Moi Nguyén Thi
2 =

5 6
~ 17
24

~

Nhén ban cong viéc

Apri

12 13 14 15 16
© 2:03pm th mai phong 1

19 20 2 22 23

26 27 28 @ 30

Pé nhan ban 1 cong viée thao tac theo hudng dan sau:

Budc 1: Truy cap vao wework.base.vn

Budc 2: Tai man hinh list cong viéc, chon 1 cong viéc can nhan ban.

< C & htps:

# B xudt tinh néing .

Dy 4n théng 4

wework base.vn,

lauching
BANG LAM

DANG LAM

BANG LAM

Base Inc Help Center Wl Int

Dy én thang 3

box | Base Inc | In...

CONG VIEC

Y Incognito @

test cv 1ap lai (22/04/2019) C Phuong
— Nam K
*bat dau 01/03 a Phuong
H Phuong
a +
) hoan
hé tro céc nghiép vu chuyén sau +
Ban sao clia danh sach khdch hang [EEIET EELED 20/03 Nam K
Dontiép khach mai  » bate cs
¥




Budc 3: Tai man hinh chi tiét 1 cong vi¢e, click vao dau "..." & goc trén bén phai man hinh
va chon Nhan ban cong viéc.

Chinh sira théng tin céng viéc
Chinh sira cac thong tin chinh

Giao lai cho ngudi khdc
Giao cong viéc nay cho ngudi khic

Nhan ban céng viéc
Nhan ban céng viée nay

Nhan ban cong viéc vao du an khac
Nhan ban cong viéc vao dy dn-phong ban khac

Xoa deadline cong viée
Xda deadline cong viéc nay

Xda cong viéc
Xoba cong viéc nay

Budc 4: Khi popup hién thi, chinh stra lai théng tin cong viéc va chon Nhan ban cong viée
dé hoan tat thao tac.
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Bén sao ctia Lauching san pham méi
@phusngdm

Kndng d&t deadline

(=) Dit deadline che céng vigs
07/03/2019
lauching ¥

vES

C6, c3n i lai k&t qué cong vite

@maiphuong @namkhanh

01/03/2019

3.21. Nhan ban céng viéc vao du &n khac

D¢ nhan ban 1 cong viéc vao du an khac thao tac theo huéng dan sau:
Budc 1: Truy cap vao wework.base.vn

Budc 2: Tai man hinh list cong viéc, chon 1 cong viéc can nhan ban.



<« G & htps rkbase.vn, & tr Incognio &

DE xudt tinh nang -.. ! c e Base Inc| In..

= Y7 Dyanthang3  cONGvIEC  THAOLUAN(Z)  TMILEU(3)  LCHBIEU  BAOCAD  TOVCHINM BB a @ @

>

lauching 0/0 hoan thanh

+  Thém congvigc

[]  oanciim testcyl3plai (22/04/2019) » bit diu22/04 — Q Phuong
[T test - NamK
»péidEu010s a 07/03 Phuong
EEZTR 7-ankhichhing 07/03 Phuong
~ testcong viec méi 0/0 hoan thanh

+ Thém cang vige
[J oansiim a - (%) Giao vige

- trian 0/0 hoan thanh

Dy én thing 3

+  Them cong viec

[]  esnaiim  hdtrocac nghiép vu chuyén sau — ¥ ciaovikc
[]  eanstim Bansaociadanh sachkhachhang [EEEXED CEID 20/03 Nam K
O ~ D6ntiép khdch mai  » béidau29/03 . s
Chudnbiguiting - *: Giaoviee

Budc 3: Tai man hinh chi tiét 1 cong viée, click vao dau "..." & goc trén bén phai man hinh
va chon Nhan ban cong viéc vao du an khac.

Chinh sira théng tin cong viéc
Chinh sira cc théng tin chinh

Giao lai cho ngudi khac
Giao cdng viéc nay cho ngudi khac

Nhan ban céng viéc
Nhan ban céng viéc nay

Nhan ban céng viéc vao du an khac
Nhan ban cong viéc vao du an-phong ban khic

Xéa deadline cong viéc
X0a deadline cong viéc nay

Xda cdng viéc
X6a cdng viéc nay

Budc 4: Khi popup hién thi, chon phong ban, dy 4&n mudn nhan ban va chinh stra lai thong
tin cong viéc. Sau d6, chon Nhan ban dé hoan tat thao téac.
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https://downloads.intercomcdn.com/i/o/119471870/411c66fd2609686136d7462a/image.png

3.22.

DUPLICATE TASK TO ANOTHER PROJECT/TEAM

Bd qua

Cap nhat két qua cong viéc

Dé cap nhat két qua cong viéc, thao tic theo huéng dan sau:

e Thiét 1ap hién thi % hoan thanh cong viéc:

Budc 1: Chon 1 dy an/ phong ban can thiét 1ap tinh ning nay.

& c & weworkbasevn, 964,

'U Db Mai Phuong

123 Dy én théng 3
Dy an théng 9

Dy &n thang 4

sinh nhat 37FTU

¥ B2wusttichning 5 Dashboard - Base C.. Help Center Ml intercom

o Dy an thang 9

CONG VIEC -

@ Create a new task or create a new tasklist

Chua phén loai

) Thiét ké backdrop, poster, avatar

»bit

° Lén khung ndi dung su kién

»bétdauz3

° Lén ndi dung chi tiét
»bit dsu /09

° Lap scrip cho MC
° Lam bang

° Mai 3 dién gia tham gia panel 01

» bt d3u 15110

y 0 chic sur kién

(s
=

y Oz
b

, dasd

referkH [@ APlihiting [@ APIWework

Ul Inbox | Base Inc|In.. #F WARTIME (N Hudng dn sirdun...

Tim nhanh céng viée

Ngaytao v Filter Tatcd Tiy chon hién th

5/6 + Thém oong viéc

03/10

B  Incognio @ i

F NGAY NGHI PHEP -...

Du &n théang 9

[

31.03%

[ 01/09/2019 - 30/09/2019
3 Department cs

= 9thanh vién
gocal

Recent activities

@ Trang théi Normal | Binh thutng
®Q (] ®2
Todo Doing Done

* Need attention

D ® DANGMANGtNSUKIEN  oyardue
trén cac dién dan

Recently assigned

Assigning & overdue
ADD MILESTONE

Chign lwge quang céo

05/10 | D Mai Phuong -2/5
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Budc 2: Chon Tuy chinh > Chinh sira dw an/ phong ban > Phéan loai > Enable percent
completion of tasks.

<« C @ weworkbasevn/d s B Q % Incognio &

¥ Dexusttichning ¥ Dashboard - Base C.. Help Center Wl intercom referkH  [@ APIhiring @ APIWework Ul Inbox|Base inc|in.. ¥ WARTIME \ Huéngddnsirdun.. {5 NGAY NGHIPHEP .

o Du an théng 9

Tim nhanh
Quén Iy thanh vién Duénthéng 9
Phan quyén st dung Migu ta chung
Trudng dif liu tiry chinh A B I U & 12+ ) By -
Email notifications Migutd
Tily chinh hinh nén
123 Dy én théng 3
Durdnthang 9
g Xudit cong viéc ra file Excel Phan logi
Nhap cong viec ti file Excel Du &n ndi bd (chi danh che céc thanh vién trong cong ty) M
Nhan ¢ Nnép dif iy méu Disable percent completion of tasks M

H; inh Enable percent completion of tasks

Disable percent completion of tasks

Task deadline is date (end of day) v
Trang théi hi

Active L

Normal | Binh thudng v

Yéu c3u review trudi khi danh du hoan thanh cong viéc

Khdng yéu cau v

CONGT... -anB

e Cap nhat ket qua cong viéc:
Budc 1: Chon vao chi tiét cong viéc bang céach click vao tén cong viéc.

Budc 2: Cap nhat két qua cong viéc bang cach nhap text hoic upload file truc tiép.
< C @& weworkbasevn/du-a -9-101964, 8 By o Incogrito @

referkH [@ APihiing [@ APIWework Ul Inbox|Base Inc|in.. ¥ WARTIME (N Hutngdinsirdun.. {5 NGAY NGHIPHER-..

# Bexusttinhning [ Dashboard - Base C.. Help Center il
" DG Mai Phuang

Thiét ké backdrop, poster, avatar
D Chi
0 23/08/2019

Filter: Tétcd b D

Chua phan loai

) huyn huyn
Thiét k& backdrop, poster, avatar W o

. @ 5 Mai Phuong

MIEU TA CONG VIEC Chinhsia  Tham checklist

Phuong Q Lén khung néi u kign - R
Chua cé mé 14 cho cong viée nay 1334 27/09/201
NTS Themtailigu
o @ 09:26 02/10/2019
Du dn thdng 3
—— 11:1514/10/2019
Dy dnthdng 4 © L R -
KET QUA CONG VIEC Howe
Tran Thity Duon
Q L&m bang KQ5 y g
Nhan sur
Cap nhat k&t qua cdng viée hoic upload file - upload from Base Drive I
Hanh chinh ° ‘ e : : + .
SUBTASKS .
» 3
Create sub task, type ag & assign, press enter to save
4 2 Deadline date (optional) Time (hh:mm, optional)
, dasd
COMMENTS (0)
Mgi Tai Trg -

Prmmant and nrase Entar tn nnct

Va bo sung thém % hoan thanh cong viéc tai day:
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& (]

# Dexudttinhning HF Dashboard - Base C

@ oy anthang9

Tim nhanh ¢

& weworkbasewn, )’ 213

Help Center Ul intercom

“ B Mai Phuong

- Filter: Tat ca

Chua phan loai

DS duy &n Thiét k& backdrop, poster, avatar
Thanh vién e
o Lén khung néi d
o img chitiét @
o cho MC
Q [
o Mii 3 o @
sinh nhét 37FTU » 3
» 2

referkH [@ APlhiing @ APIWework Wl Inbox|Base Inc|in.. ¥ WARTIME (M Hu6ng dan sitdun..

Thiét k& backdrop, poster, avatar

08/2019

huyn huyn

MIEU TA CONG VIEC Chinhsiia  Thé

Chua c6 mb té cho cong viéc ndy

ATTAC

KET QUA CONG VIEC
Em d4 lam xong poster va ava a, em gui file

check Iai gitp em nhé|

70%

ﬂ fenee

SUBTASKS

Create sub task, typs enterto

10 tag & assign, p

B f  Incogrito @ i

+ NGAY NGHi PHEP ...

QH D5 Mai Phuong

13:34 27/09/2019
09:26 02/10/2019

11:1514/10/2019

Tran Thiy Duong

C @ weworkbasevn/du-an-thang-9-101964/home?task=2

T b tinhning = Dashboard - Base C... Help Center intercom

'. Db Mai Phuong

Filter: Tt ca

Chua phan loai
Thiét k& backdrop, poster, avatar
Thanh vién

g viéc ciia Phuong

Dy én thang 3

Dy én thing 9

]
©
bwnthing 4 ]
]
(]

Lam

Mai 3

b 3

Mai Tai Trg

referkd @ APlhiing [€) APIWework Ul Inbox|Base Inc|in.. 5 WARTIME (N Hu6ng din sirdun...

Thiét k& backdrop, poster, avatar

0:00 23/08/2019

() pangiam

huyn huyn

MIEU TA CONG VIEC hinhsta  Thé

Chua c6 mé t4 cho céng viéc nay

ATTACHMENTS &m i licu

B  Incognio @ i

F NGAY NGHI PHEP -...

@ D6 Mai Phuong

13:3427/09/2019
09:26 02/10/2019

11:27 14/10/2019

KET QUA CONG VIEC

Em d lam xong poster va ava a, em guri file dinh kém chi check |ai gitip em nhe.

Cép nhat két qué o upload file - upload from Base Drive

‘SUBTASKS

Create sub tas) 2 assign, press enterto s

Deadline date (optional Time (hh:mm, optional)

to assign

COMMENTS (0)

Comment and oress Enter o post

QB

CONG

Budc 3: Sau khi cap nhat két qua cong viéc, ban danh dau hoan thanh céng viéc.
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c B we et T " B tr  Incognito @

board - Base C Help Center Ml intercom referkd @ AP hiing B AP Wework [l inbox | Bas Inc | In. T WARTIME % Hudng din sirdun..  FF NGAY NGHI PHEP -

Thiét k& backdrop, poster, avatar

ter Tatcd [ b

Chua phan loai

— hujm hujn
Thigt ké backdrop, poster, avatar Dang iz

. @ 26 Mal Phuong

" 3 - 13:34 27/09/2019

09:26 02/10/201%

L]

s &n thing 3

11:27 14/10/2019

Dirdn thing 3

KET QuA CONG VIEC O

Kién @ Em d lam xong pos

 ava 5, em qui file dinh kém chi check |ai giop em nhé
1D Tran Thity Dirong

tanh chinh

o
o 4

@ wupaowe
°
@]

SUBTASKS

v 2 al Time {F otional Tag @ to
v dasd

COMMENTS (1)
Mai Tai Tro

3.23. Xba cong viéc

bé xo6a cong vi¢e, trong du an/phong ban s€ thao tac nhu sau:

Budce 1: Chon vao cong viéc muon x6a >> Chon vao biéu tugng "..." & gdc phai man hinh.

< C @ weworkbasevn - & W Incognio &) i

% Bexusttinhning {5 Dashboard - Base C.. Help Center Ml intercom refer ki [@ APihiing @ APIWework Wl Inbox|Baseinc|in.. HF WARTIME /N Huéngdinsirdun.. F5 NGAY NGHiPHEP ..

" B Mai Phuong R —
s Taskoverdue  03/10/2019

Thiét ké backdrop, poster, avatar

Filter: Tt ca Doing - Trong Du & g Chua phan loai +
> 00:00 23/08/2019 ne: 03/10/2019
Chua phan leai
™Y pangt huyn huyn B
DS du &n Thiét ké backdrop, poster, avatar \_/ Danglam
R B B Mai Phuong
Thanh vién A ) -
MIEU TA CONG VIEC Chinh sua heés ecklist
@ tenkhungnoid s o m £ cho cong vis
hua c6 mé ta cho cong viée nay 13:34 2710912019
ATTACHMENTS T Thém tai idu
° Lén ndi dung chi tiét ] 09:26 02/10/2019
,
10:42 14/10/2019
Dy &n thaing 9 /107
L&p scrip cho MC
Dy én thing 4 Q@ Lepscrpeno N p——
KET QUA CONG VIEC Howe
Q Lam bang - KQ5 on
Cp nhit két qua céng viée upload file - upload from Base Drive

Hanh chinh

sinh nhat 3 N 3 SUBTASKS

Create sub task, type g & assign, press enter to save

Deadline date (optional) Time (hhmm, optional)

to assign

» dasd

COMMENTS (0)

Mei Tai Trg

Budc 2: Chon Xéa cong viée

Pammant and nrase Frtar tn nnct
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€« C @ weworkbasevn B Y

¥ Dexusttinhning #5 Dashboard - BaseC.. Help Center Ul intercom refer kH [ APIhiring @) AP box | Base Inc | In.. 4= WARTIME /) Hu6ng ddnsirdun.. 4= NGAYNGHIPHEP -..

Chinh sira théng tin cong viéc

Nhan ban cong viéc
Nhan ban cong viéc vao du n khac

X6a cong viéc

B fr Incognito @ i

referkH @) APIhiring [ API U Inbx n.. #F WARTIME () Hudng - HF NGAYNGHI PHEP -..

x
Ban c6 chdc minh mudn x6a cong viée nay? Ban khéng thé
khéi phuc lai céng viéc dé bi x6a

Cong viéc da xda s€ khong thé khoi phuc lai.
S€ chi c6 quan li du &n/phong ban va ngudi tao ra cong viéc x6a dugce cong vige do.
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3.24.  TaoB$ Lec Tuy Chinh

Dé tao bo loc tuy chinh gitip loc cong viée theo yéu cau, thao tac theo huéng dan sau:

Budc 1: Truy cap vao wework.base.vn hoac click vao img dung Wework trén thanh app.

Budc 2: Chon tab Cong viéc >> Filter >> Add custom filter hoac click vao Bg loc tay
chinh tai I¢ phai man hinh.

<« C & weworkbasevn/tasks B A Incogrito @ i

# Bexusttinhning FF Dashboard - Base C.. Help Center  ill intercom referkH  [@ APlhiing [ APIWework [l Inbox|Base Inc|in.. [ WARTIME (N Huongdinsirdun.. 5 NGAY NGHIPHEP -..

- 15 .
‘0 DG Mai Phuang P D6 Mai Phuong o B
im kigm cang viée & Mai
& MY TASKS : D06 Mai Phuong
NV
v cia Pt uat T .
c Create a new task cusPhueng quahan v ~ - . & Céng viéc duoc giae 13.64%

CV qué han
3/22 hoan thanh

A Céng vide Custom filter
@& . This week
DS du an review cong viec CV PhuongCS tao & Phuong
Nhin su - Assigning in the last 07 days
! Custom filter LD 3
Ban sao clia email (10/10/2019) CV khan cdp 1010 4 Giang
oaNGLint 4
Deadine Chign luge quéng cdo
/ iM g -2/5
email (10/10/2019) 1 1 I LlE e I 1017710 & Gisng 05110 | 8 MaiPhueng -2/5
DANG LAM £ — EP *hbatdaut0/10  test
email 1 @
23 Dy dnthing 3 ) ( Subtask of email (10/10/20 O GV elia Phirong qua han
A Bén sao clia subtask 1 @ pruong
Nhén sy O Custom filter
Céing viéc ol Phuong | | Subtask of céng viée el Phuang
Hanh chinh O cvP gCS tao
cing viéc clia Phuong @ Fhuong O Cust
Céng vide clia Phuang =
Q san pham Base Case (03/10/2019 030310 @ Phuong
130 1 request @ Pruong
céng viée cla Phuang @ Mai Phuong
TP Trién khai
ndi dung cong viéc N
Nguyén Béo Kfidnh
CONGT... -Qano
>

Budce 3: Sau do, chon truong loc theo y mudn.
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http://wework.base.vn/

< c

F Bexusttinhning [ Dashboard - Base C..

Help Center Wl intercom referki  [@ API hiring

B Y Incognito ) :

B APIWework Wl Inbox|Basenc|in.. #% WARTIME /N Hubngdinsirdun.. % NGAY NGHIPHEP -..

5 P Y
.‘ D6 Mai Phurong @ D6 Mai Phuong 0 Timkigmet [ Custom filter
MY TASKS
e Create a new task Greated & assigned All statuses v All projects v _ Select anather filter — -
— Select another filter —
PR L 7 310119 Loai cang viéc
L (ETINIE N Trang thai céng viéc
) review cong viec Thoi gian tao
Nhdnaw Tao trong khodng
) Han hoén thanh
. _ Deadline trong khoang
Started 10/10

™) Ban sao cla email (10/10/2019)

SANGLAM 1230y i i3 (R CEEEED) e dsutono

Thai gian bat dau
B&t d'3u trong khodng

Qua han
) email (10/10/2019) 1 &1 1017710 _I;}Janf.ap ﬂ
€N cong viec
BANGLAM 123Dy énthing | (EEED) PhE G100 st e
- Giao cho
) email 1 ‘Duoc giao bai
23D dnthéng 3) ( Subtask of email (10/10/2013 | Dwéanhodc phong ban

) Ban sao clia subtask 1

Céng viée clia Phurang ) ( Subtask of cang viee cia Phuang

) cbng viee clia Phuong

Céng vige clia Phurang

° san pham Base Case (03/10/2019) 03-03/10

23 Dy énthing »bét diu 030

) taotirrequest

Céng viée cia Phuang

(") ndidung cong viéc

Activatesiidig@ows

CONGT... -anB
Tai day, c6 thé thuc hién cac thao tac sau:

Doi tén b loc: click vao icon nut chi dé thay doi tén

B custom filter

« Chon diéu kién loc: click vao dé chon céac truong loc trong tng

‘l — Select another filter — 'l

« C6 thé két hop 2 hay nhiéu hon nhiéu diéu kién loc dé cho ra két qua nhu mong
muodn. Sau d6 nhan “Save filter”.
Budc 4: Sau khi setup thanh cong, bd loc s€ hién thi tai day:
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Base O Help Center W irteream

’. D4 Mai Phuong

@ D6 Mai Phirang
My TASKS

reierkH B APIhing [ APIWework W Inbox | Base Inc] In.

# Cong vikc

¥ warmme

A Hudng diin = dun...

B % Incoguio @}

= NGEY NGHI PHEP -

@ D§ Mai Phurong
@ Céngviée duae gis 13.64%

3/22 hoan thanh

— This week
review cong vies 0CS -
. ter Assigning In the 18st 07 days
Bén sa0 clia email (10/10/2019) W khé o 4
i Chién o quing céo
email (10/10/2019) i filtes 017, q . 05710 £5 Mai Phuong -2
email 1 2]
O cveip
P . @
B4an sa0 cla subtask 1 )
~ O Custom fiite
Phumg
O
céing viéc clia Phuong @ rru
M cin phim Base Case (03/10/2019 308 @
w
tao tir request Q-
g, Ml FIUong
néil dung cing Vdc i )
feguyen B40 Khanh
CONGT. -aB
ey

IV. Danh cho owner

4.1. Owner xem toan b du an/ team trén hé thong nhu thé nao?

Pé quan tri hé thong (owner) c6 thé xem va quan 1y toan bd du an/ teams trén hé thong,

ban thao tac theo huéng dan sau:

Buac 1: Truy cap vao https://wework.base.vn/ hoac app Base Wework trén thanh app

Budgc 2: Trén thanh menu chinh, chon Du 4n & teams >> Tat ca owners: tai day s& hién

toan bo danh sach du an/ teams cua hé théng & cac trang thai.
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https://wework.base.vn/

“ DO Mail Phuang

B Dydn &teams

Dy 4n théng 3

@ Dy 4n & teams

Ban sao clia Hanh chinl
Chua c6 miéu ta - Cap nhét

Ban sao clia Hanh chinh

a cé miéu ta - Cap nhat 1 days ago

Ban sao clia duplihjjj bhj
Chua cé miéu ta - Cp nhéit 1 days ago

Ban sao cla Duplicate of duplihjjj bhj

hua cé miéu ta - Cap nhat 1 da:

Ban sao clia Hanh chinh

hua co miéu t4 - Cap nht 1 days ago

Ban sao ctia Hanh chinh

hua o6 miéu t4 - Cap nhat 1 days ago

hanh chinh 1

a c6 miéu t - Cap nhit 1 days ago

Bén sao ctia hop okr

a c6 miéu 4 - C4p nhét 1 days ago

hop okr

éuta- Capnhat 1 days ago

Ban sao clia nhan ban
Chua c6 miéu ta - G4p nhat 1 days ago
nhan ban

hua co miéu t4 - Cap nhit 1 days ago

No department

No department

No department

No department

No department

No department

No depariment

No department

No depariment

No department

No depariment

Thémdudnméi  Thém team moi Thém department mdi

wpuun

option

Option

option

Option

option

Option

Option

Option

Option

Option

e T

4.2. Owner thém quan tri dw an/team minh khéng tham gia

Dé owner thém quan tri 1 du 4n/ team minh khong phai 13 quan tri, ban thao tac theo hudng

dan sau:

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

Budc 2: Trén thanh menu chinh, chon Dy an & teams >> T4t ca owners: tai day s& hién

toan bo danh sach du an/ teams cua hé théng & cac trang thai.

“ DO Mail Phuang

Dy n thang 3

Dy 4n théng 9

Nhén sy

Hanh chinh

@ Dy 4n & teams

Ban sao clia Hanh chi
Chua c6 miéu ta - Cap nhét

Ban sao clia Hanh chinh

a c6 miéu 4 - C4p nhét 1 days ago

Bén sao ctia Duplicate of duplihijjj bhj

a c6 miéu 4 - C4p nhét 1 days ago

Ban sao clia Hanh chinh

hua cé miéu ta - Cap nhat 1 days ago

Ban sao clia Hanh chinh

Chua cé miéu ta - Cp nhéit 1 days ago
hanh chinh 1

Chua cé miéu ta - Cap nhdt 1 days ago
Bén sao clia hop okr

Chua cé miéu t4 - Cap nhét 1 days ago
hop okr
Chua cé miéu 14 - Gp nhéit 1 days ago
Ban sao clia nhan ban

Chua c6 miéu ta - €p nhit 1 days ago
nhan ban

hua cd miéu 14 - Gép nhat 1 days ago

No department

No department

No depariment

No department

No depariment

No department

No department

No department

No department

No depariment

No department

Thémdudnméi  Thém team moi Thém department mdi

wpuun

option

Option

Option

Option

Option

option

Option

option

Option

Option

e SRR

94


https://wework.base.vn/
https://downloads.intercomcdn.com/i/o/183032451/00e1973ff6a7877b4bee508f/image.png

Budc 3: Tai du an/ team can thém quan tri, chon Option >> Chinh sira nhanh:

& > C & weworkbas & v @ Incognito

¥ BsochoSupportkh.. [ Béocsosupportkh.. 7 Dashboard-BaseC.. [ [CS]Data hub - Go.. refer KH Help Center Wll intercom i SendGrid @ APlhining [ APIWework € Workflow Public API

_ 1 .
g D5 Maii Phurong Dy én & teams N . R X R .
L X Thémdyanméi  Thém team moi Thém department mgi
TAT CA (QWNERS)

1 No department ﬁ_ 00 o m [— omton

Chua c6 migu té - Cap nhat 1 days ago

Ban sao cta 2 Webhook From Request No department aas 0/16 o m ONTRACK Option
B Dyin & teams Chua cé migu ta - Cap nhat 1 days ago

Bén sao clia Hanh chinh 5 No department QC’ 09 0 m . option

Chua c6 migu té - Cap nhat 1 days ago

Xem chi it
Ban sao ctia Hanh chinh No department Jdas 00 0 m R i
Chua o6 midut4- Cap nhat 1 days ago M8 trong tab m6i
. N PP Chinh sira nhanh

Y T Ieee— ..

Chua cé miéu t - Cap nhat 1 days ago Cép Ahét trang théi| Chus <6 miéu 3

Ban sao clia Duplicate of duplihjjj bhj No department Q 00 0 m O“?’: ‘V ““““““

Chua cé miéu té - Cap nhét 1 days ago

Ban sao cta Hanh chinh No department Jdas 00 0 m ONTRACK Option

Chua cé miéu t - Cap nhat 1 days ago

Ban sao ctia Hanh chinh No department q" 00 0 m F— aption

Chua cé miéu té - Cap nhét 1 days ago

hanh chinh 1 Hoeprment as o 1 EZ3 oNTRACK Option

Chua cé miéu t - Cap nhat 1 days ago

Ban sao clia hop okr No department Q 0/0 0 m TR option

Chua cé miéu té - Cap nhét 1 days ago

hop okr Hogeparment & o0 o | o | DICTRAEK Bbtion

Budéc 4: Khi popup hién thi ra, @tag username vao truong Ngudi quan tri va chon Save dé
hoan tat thao tac

EDIT: HANH CHINH 1

TEN DU AN/TEAM
hanh chinh 1
DEPARTMENT

Not specified

NGUOI QUAN TR

@maiphuong @giangchu |

NGAY BAT DAU VA KET THUC
Chon ngay bat dau Chon ngay két thuc
MO TA DU AN/TEAM

M6 14 ngén gon v& du én

4.3. Owner thiét 1ap quyén x6a project/team

Véi dir liéu cong viée trong team/ project rat nhidu va quan trong, khi x6a roi s& khong thé
khoi phuc lai dugce. B¢ han ché t6i da viéc quan tri (team/ project owner) "x6a nham",
system owner co the thiét 1ap quyén xo6a team/ project theo tirng team/ project nhu sau:
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Budc 1: Truy cap vao https://wework.base.vn/ hoac icon Base Wework trén thanh app

Budc 2: Tai trang Tat ca phong ban - du &n, chon team/ project can thiét 1ap tinh ning nay,
chon Options >> Xem chi tiet

@ Dy &n & nhém

T4t ca du an - phong ban

(CHO QUANTRI)

9 B4 Maii Phrong

DU AN & NHOM

Du an test webhook
Chua c6 miéu ta - Cap nha

Cong trinh thi cong
Chua cé miéu ta - Cap nhat 1 days ago

Hoc Base Request
miéuté - Cap nha

 n thang 3

&nthang 4

Dy &n théng 9

Customer Success

( miéu t

Gutd- Capnhats

&uta - Capnhat 6

B4 loc hién tai

PHONG BAN

Thao

T

ThaotTT

Thu

Thu

c hanh Base

c hanh Base

Base Ha N3i

Base Hi Noi

Base Ha Ngi

Hién thi

THANH VIEN

® 6 o

®

Thém dy an méi

Loc theo giai doan

THONG KE TRANG THAI
10/28 1 m
00 0

Thém nhém mai

Tim nhal

Tao méi phang ban

nh dy an & nhém

Option

M& trong tab méi

Chinh stra nhanh

Gép nhét trang thii

aption

Option
Option
Option

Option

Budc 3: Tai trang chi tiét team/ project, click vao icon "..."

tay chon khéc >> Tuy chinh nang cao

& goc phai

man hinh >> Céac

Chua phan loai

Dy én & nhém

Bén sao cla Congty CP Teatea ' 0/1
Phong ban

Thanh vién
Ccongty CP Teatea 10/1

ciia Phudng

nthéng 3

Lép scrip cho MC

Dy &n théng 4

+bét d3u 08/10/2019

Dy &n thaing 9

Launching san pham

Urc sur kién

o 0 0 0°

L&m bang on-site

Mai Tai Trg

Chot 1 nha tai tro'bach kim 1

»bét dBu03/10/2019

+ @ Tigptuctrochuyén 3 0N

AT

Nhan ban project
Chuygn loai project
Make a project template

M nhém céng viéc d3

Tim nhanh céng viéc

[]

Chinh sira

Quan Iy thanh vién
Quan Iy webhooks

Nhap & Xuat

Cactiychonkhac >

Bong project

Xoé project

Tiy chinh nang cao
(danh cho quan tri hé
théng)

3:59 10/09/2019 % Phuong

- 4 & + Thém céng viée

23:5902/11/2019 i+

23:5905111/2019

Du én thang 9

55.00%
= Gthanhvién
- -
= -
Hoat agng gan day
@ Trang théi Biing tién d
0 °2
Phai lam Hoén tha
* Canluuy

® Ding thdng tin sy kién
trén cc dién dan

Mol duoc giao
Giao di & qua han

T7 Chién luge quang cdo
05/10 | Giang Chu Thi Tra -4/6

Budc 4: Tai day, c6 thé tly chinh phan quyén

project duoc quyén xda. ban chon No

nay. néu khéng cho phép quan tri team/
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PROJECT ADVANCED SETTING

Project owners can remove project

Khi thiét 14p thanh cong, di quan trj ciia team/project 13 ngudi ¢6 quyén cao nhit nhung
cling k thé x6a dugc. man hinh s€ hién thi nhu sau:

o Only system owners can remove this project

0K

V. Danh cho quan ly

5.1. Thiét 1ap quan 1y truc tiép

Pé thiét 1ap quan 1y tryc tiép, ban vao trang https://account.base.vn hoic biéu twong Base
Account trén thanh danh sach app.

Budéc 1: Chon "Thanh vién"
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Tim ki€m thanh vién

Nguyen Trang
@nhtrang - No title

Owner - Member since 27/09/2018

Nguyén Quang Anh
Giam déc
ce 06/06/2018

Dang Thé Quyét
uyetdt - No title
Admin - Member since 03/10/2018

Nguyén Thii Mo
@monguyen - CFO

Member since 18/09/2018

Bui Thi Xiem
@xiem - Accountant
Member since 18/09/2018

Ha Anh Son
@sonha - CFO

Member since 18/09/2018

Nguyen Cong Binh
@binhnguyen - No title
Member since 08/08/2018

Pham Quang Tuan
@tuanpq - Truong phong K& hoac

TAT CA (48/500)

Tai Chinh

Thanh Xuan, Hanoi

912223333

Linh Dam, Hanoi

tckhqo@gmail.com

Thém thanh vien

Nguyén Trang

@nhtrang

Nguyén Trang
@nhtrang

Messages

o:
Conversation just started

(‘ﬁ;' Cénhan
)’ Conversation just started

Nguyén Trang

£ Tai khodn
Chinh sira
Ngén ngir
D6i mét khau
D6i mau hién thi

2-factor authentication

Bao mét theo dai IP

Online 1

Budc 2: Chon thanh vién can thiét 1ap quan 1y truc tiép, click vao icon "..." >> chon Chinh
sua nguoi quan ly truc tiep

28

Thanh vién

Chu Thij Tra Giang
@giangehu - Tester full stack level 6
Owner - Thanh vién tir 25/09/2017

Quynh Quynh
@quynhguynh1 - Ne title
Thanh vién tir 24/12/2019

Anh Anh
@anhnhvmed - No title
Thanh vién tir 23/12/2019

Nguyén Ngoc
@ngocnguyenvmed - No title
Thanh vién tir 23/12/2019

Nguyén Dung
(@dungnguyenvmed - No title
Thanh vién tir 23/12/2019

Hoang Yén
@yenhoangvmed - o title
Thanh vién tir 23/12/2019

L& Huyén
@huyenlevmed - No title
Thanh vién tir 23/12/2019

Vi Phuong
@phuongytb - Noitle

Thanhvién tir 16/12/2019

Truong Cong Luan

test@true-hr.net

03525012

67
13/3/1995

qquynhguynh24@gmail.com

Birth day not specified

anhnh@vinamed.com.vn

Birth day not specified

ngoc.nguyen@vmedgroup.com

Birth day not specified

huyen.le@vmedgroup.com

Birth day not specified

tigerphuongvu@gmail.com

Birth day not specified

truongcongluan1909@gmail.com

eOd

Quynh Quynh

¢ Glitinnhin

[E  view profile page
Set a reqular member
Chon lam Quan Iy

*  Chon lam Quén tri ¢4p cao

@ Quygntruy cap theo IP

©  Quyén admin dng dung
54 Change user email
B  Thay déi mat khdu
© Vo hiéu Base message
o' VBhiéubdo méat 02 16p

#  Chinh sira thdng tin c nhan

#  Ghinh sira ngudi quan If truc tiép

(D Deactivate tai khoan nay

Base Inc

Budc 3: GO "@username"

cua nguoi quan ly va chon "Set manager”.

QB
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5.2. Theo ddi tién d$ cong viéc cia nhan vién truc tiép quan ly

SET MANAGERS FOR NGUYEN KIM PHUONG

Manager

Cancel

€ to select manager

Pé theo ddi tién do cong viée ciia nhan vién truc tiép quan Iy (thiét 1ap quan 1y truc tiép),
ban vao trang https://wework.base.vn hoac biéu tugng trén thanh danh sach app.

Tai thanh menu chinh, chon Céng viéc >> Nhan vién caa toi:

.“ D5 Mai Phuang

Tai day, c6 thé xem qua 2 dang: Danh sach hodc Téng quan:

= Nhén vién clat

Y review cong viec 1

D6 Mai Phuong
DS cong viéc

Téng quan

() sanpham Base Case (26/12/2019)

OANGLAN D anthino ) (LT (TSI »bidsueriz

() reviewtuan (18/12/2019)

Dudnthing3 | »bdtdau1812

) reviewtuan (18/12/2019)

Céng vido ol Phuong | » bt dBu 18/12

) Hean thién file dat hang cho céc bd phén BB va BL

OANGLAM o ot narto

"} Upkhung k& hoach Ori 1010 |én base

oANGLAM een o) D)

() chinh sia deadiine

Céng viée ciia Phuang

anthings

) sanpham Base Case (19/12/2019)

SANGLAN Dy énihing 3 (LI »bkesha 92

Q Tim kigm céng vide

Tated v Tét cé trang thai v

nGi gian cap nhat

26/12

0410

07/08

19712

@ Fhuong

& Phuong

& Phuong

@ Fhuong

& Phuong

& Phuong

& Phuong

@ Pruong

B D Mai Phuong
SNV

Méi dugc giao

Méi giao di

NHAN VIEN CUA TOI

a Mai Phuong
TP Trign khai

Nguyén Bao Khanh
Lead sales

Base Inc -QnQ

Véi dang Danh séch s& hién thi toan bo cong viéc cua nhan vién ban tryc tiép quan ly
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https://wework.base.vn/

U‘ D Mai Phurong @ 5 Mai Phuong Tim kiém céng viée
NHAN VIEN C U— 0l -

D6 Mai Phuong

NV
22 Nhénviénclat M&i duge giao
Téng quan
MSi gizo di
©bng vigo
Dy 4n & teams s&n pham Base Case (26/12/2019) 26/12 @ Phuong
T OANGLAM | Duinthing3 »b
Sl A Mai Phuong
Thanh vién review tusn (18/12/2019) & Pnuong & e riénknai
: Nguy&n Bdo Khanh
SR - Lead sales
¢ cda Phuang review tun (18/12/2019) & Fhuong

Géng a Phurang |+ bt d3u 18/12
Dy 4n thang 3
Dy &n thang 4 Hoan thién file d&t hang cho céc b phan BB va BL 04110 @ Phuong
Dy énthing 9 DANGLAM  Nha » bt 430 04110

Up khung k& hoach Ori 1010 1én base 07/08 @ Phuong

DANGLAM
Nhan sur
Hanh chinh chinh sira deadline & Pruong

Céing vigo clia Phurang

review cong viéc 1 & Phuong

s&n pham Base Case (wu/zmg) 1912 @ Phuong

2ANG LAM éng bcdsu19/12

Base Inc -anB

Vi dang Tong quan s& hién thi danh sach thanh vién dang quan ly. Tai day, xem dugc

téng quan sb lugng cong viéc theo ting trang thai.
“ D6 Mai Phuong 2 @ D6 Mai Phuong

Tim kiém céng viée

NHAN VIEN CUATOI +
26/11/2019 26/12/2019 Tatca Ngay tao S8 lugng céng viée
Céng viée THANH T e - . -
Dy én & teams P— ; o . . , . ) —
Departments TP Trién kha
Thanh vién Nslllyen Béo Khanh 0 0 0 0 0 0 0
Lead sales

Dy 4n théng 3

Dy 4n théng 4

Dy én thang 9

Nhén sy

Hanh chinh

Base Inc -QanB

Khi click vao tirng thanh vién, co6 thé xem dugc danh sach cong vi¢e, bao cao chi tiét theo
tung trang thai cong viéc va phan loai cong viéc theo du an/ phong ban tham gia.
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“ B Mai Phuong

eams
Departments

Thanh vién
ctia Phurong

Dy &n théng 3
Dy &n thang 4

Dy 4n théng 9
Nhan su

Hanh chinh

test

‘||

4%, Mai Phuong
CONG VIEE DUGE GIAO
Tatca Ngay tao

26/11/2019 26/12/2019

Du @n thang 3

sén pham Base Case (26/12/2019)

DANGLAM | Du B

review tudn (18/12/2019)

review cong viéc 1

san pham Base Case (19/12/2019)

DANG LAM

san pham Base Case (12/12/2019)
DANG LAM )

san pham Base Case (05/12/2019)
DANG LAM 3

ok

DANG LAM

sén pham Base Case (28/11/2019)
DANG LAM 3

Caéng viéc clia Phuong

5.3. Theo ddi tién @9 cong viéc theo thanh vién

Search for tasks

26/12 @ Phuong

o
Y

19712 @& Phuong

12112 @ Phuong

0512 @ Phuong

L]
3

2811

L]
3

.

Mai Phuon
- &

TP Trign khai

1 0 cdng viéc

I
2
5 qué han 1 Kt
10
5
, =l
SNl ¥ N N
A N ®
C i me
Dy énthang & 8

Céng viéc cia Phuong 2

iisutiid

24112 | D5 Mai Phuong - 0/2

Base Inc = (@ (g

Pé theo ddi tién d6 cong viéc theo thanh vién du an, vao trang https://wework.base.vn hoic
biéu tugng trén thanh danh séach app.

Budc 1: Chon Dy an muén theo ddi tién do theo thanh vién
! o Dy dn théng 9

NG VIEC -

“ B Mai Phuong

Dy &n & teams
Departments

Thanh vién

&c cuia Phuong

Dy &n théng 3

Dy &n théng 4

Dy &n thang 9

Nhan su

Hanh chinh

chirc sy kién

Mai Tai Tro

Chét 1 nhataitrobachkim 1

v @ Tigptycidchuydn 3 Fon

» @

’ g4p nha tai o

Chdt 1 nha tai trokim cuona

Tim nl

Filter: Tt ca

hanh cong vigc

23:5910/09 @ Phuong

23:5902/11 @ ién

23590511 @ Kien

Dy &n thang 9

& 10/17 hoan thanh 58.82%

9 thanh vién
—
gaeca

Hogt dgng gan day

ao

@ Trang théi On track

* Canluuy

® Ding thong tin sy kién
trén céc dién dan

Méi duoc giao

Giao di & qua han

T7 | Chién luge quéng cdo
05/10 | ChuThi Tra Giang - 3/6

-aQg

Budc 2: Tai man hinh danh sach cong viéc, chon Tuy chon hién thi >> Thanh vién
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“ D5 Mai Phuong

5ng vige
Dy &n & teams
partments

# Thanh vién

Dy én théng 9

Nhar

Hanh chinh

Dy dn & teams
Departments

Thanh vién

Phuong

Dy n thang 3

Dy n thang 4

n thing 9

o Dy an
co

thang 9
Ec

Chua phan loai

@ Lén khung ndi dung su kién

Mai Tai Trg

ChGt 1 nha tai trgbach kim 1

Tatca

Mot cép subtasks

Thu tu tu nhién

3 + T

23:5902/11

23:5905/11

Du én théang 9

9tha
<

Hoat

nh vién
o
-

adng gan day

@ Trang théi

* Can

e

luuy

ang thong tin sy kién

trén cac dien dan

Méi dugc giao

Giao

0 Dy an thang 9

CONG VIEC -

@ Tao cdng viéc

6m céng viéc méi

- .
Mai Phuong

° Moi 3 dién gid tham gia

ster, avatar undefined

Nguyén Bao Khanh

° Lén khung ndi dung su kign

ng ky su kién

2/2

23:59 19/09

T

23:59 24/10

2/2

+ Thém

+ Thém

+ Thém

Khanl

Kndnl

h

h

di & qué han

58.82%

Chién lugc quéng céo

Chu Thi Tra Giang - 3/6

4

9 thanh vién

&-@o

Hoat déng gan ddy

@ Trangthai

* Cal

L]

Méi

n luuy

Dingthng tin swkign
trén céc dién dan

duoc giao

Giao di & qué han

7
05/10

Chién luge quéng
Chu Thi Tra Giang

58.82%

cao
3/6

Ciing c6 thé chuyén sang dang Board view/ Gantt view (v6i dy an) dé tién theo doi.
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ﬂ. D6 Mai Phuang

ng viéc
Dy &n & teams
Departments
&t Thanh vién
] Biocdo

Céng viéc ciia Phuong

Duantha

Du an thang

1
[

o Duanthang9 v

CONG VIEC
“2* Mai Phuong
+THEM CONG VIEC

Mi 3 dién gia tham gia panel ]

A% Phuong

Lam béng on-site ngay td chic @
ki

@ Thanh Huyén member

Thiét k& backdrop, poster, avatar @

@

24710

+THEM CONG VIEC

iNH

@ Nguyén Bao Khanh

+ THEM CONG VIEC

Tim nhanh cong viéc

¥y D6 Mai Phuong
+THEM CONG VIEC
a@ng thong tin sur kién trén cac

¥g Phuong

Lén khung noi dung su kién

Make it work

® som

chay ads form déng ky sukien @

@ Kninn
content
- Chét 1 nha |
Launching san pham mai

Khanh

’ g P
Dang thdng tin dién gia Ién o
fanpage

¥y Phuong

Base Inc - Q[ st

©  THEM CONG VIEC MGt
Mai Phuong

Wi 3 dién gia tham gia panel
] 3

2

Lam bang on-site ngay t6 chiic su kign
Thanh Huyén member

Thiét k& backdrop, poster, avatar
Nguyén Bao Khanh

Lén khung néi dung sy kién

[<HE<]

chay ads form ding ky su kién
D6 Mai Phuong
Launching sdn pham méi
DA&ng théng tin dién gid 1én fanpage

Diéng théng tin su kién trén cac dién dan

Not assigned

Chu&n bj proposal

Lép serip cho MC

2 Lép hitiist nha tai tro

pEUTEL LR e truGng dif iéu iy chinh

23/08

23110

23/08

05/10

05/09

24/09

01/09

05/09
08/10

15/09

19/09

09/11

24110

30

27/09

10/09
26/09

03/10

23/09
15

28/09

27/09

27/09

04/11

27/09

27/09

27/09

27/09

0z/10
27/09

0210

mra

- Titca

Tim nhanh eang viée

10-2019

inh

@ et maipruong

& v

‘Thanh Huygn member

>

Base Ing

5.4. Theo ddi tien do cong viéc theo nhom cdng viéc (danh cho dw éan)

Budc 1: Chon Dy 4n mudn theo doi tién d theo nhém cong viéc
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Titca

Tim nhanh cang viéc

“ D5 Mai Phuong 0 Dy &n théng 9
CONG VIEC -

10-2019

© THEMCOI

Chua phan loai

[ Lenkhungndi dung su kign 0510 3011 27/09 T
B3 vLaunching sén pham méi 05/09 10/09 2709 T3
B LépscripchoMc 0810 1511 2709 D
Lam bang on-site ngay 16 chiic sy kign 2310 0911 27/09 T |
Mai Tai Trg
B moi3digngid tham gia panel 2308 19/09 27/09 T
0 3
2
et B chuznbiproposal 05/09 23/09 0210 B
i (] cnt1nnataitrg bach kim 0310 02/11 ["o.00s |
Dy én thang 9 Tiép tuc trd chuyén 0410 07/11 29/10 A
Trd chuyén than mat 04110 0911 29710 T
Nhén O gép nha tai trr 24710 0511 (oo |
b chinh Lap hitlist nha tai trg 15/09 28/09 0210 KA |en
Ch5t 1 nha tai trg kim cuang
Chdt 1 nha tai trg vang
Promotion
Thigt k& backdrop, poster, avatar 23/08 24110 04111 T
[ ©angthéngtin dién gid Ién fanpage 24/09 26/09 27/09 [EZB |iong
2 chav ads form déna k¥ su kién 27/09  27/09 WTTR “Eéo Knann !
PR NN NN xem truding dif liEu tily chinh [ e
Bugc 2: Chon xem cong viéc ¢ dang Gantt view
- Lhe g viéc ¢ dang Gantt
= " 5 z 2
EOCT 0 Dy dn thang 9 Titci Tim nhanh cdng vide
© THEM CONG VIEC MG I 1972m,g - -
Chua phén loai
[ Lén khung ndi dung su kién 0510 3011 27/09 ETE
e — [ Launching sén pnam méi 05/09 10/09 2709 I
Departments [  Lépscripchomc 08/10 1511 27/09 TS
B2 Lamoéng on-site ngdy to ehiic su kign 2310 09 2709 T [
Mgi Tai Trg
- [ w3 dién gid tham gia panel 2308 19/09 2709 X
] 3
2
Chusn bi proposal 05/09 23/09 02710 ET
] ©n8t1nha tai tro bach kim 03110 02711 oo | @ 5och Hung Kién
Tiép tuc trd chuyén 04710 0711 2910 ETE + Ad
Trd chuyén than mat 04110 0911 29710 ETE
Mhin < g3p nha tii trg 24110 0511 [“o0s | @ sacnrun
R Lap hitiist nina tai trg 15/09 28/09 0210 EZ@ o
Chdt 1 nha tai tro kim cuong
Cht 1 nha tai trg vang
Promotion
2 Thigt k€ backarop, poster, avatar 23/08 24/10 04/11 [ET3
[ ©éngthéng tin dién gid én fanpage 24/09  26/09 27/09 [EX song
chav ads form dana ki su kién 27/09  27/09 WETE )BiokKhanh
< >

lem truding dif liéu tiy chinh Base Inc

Budc 3: Click vao Tuy chon hién thi va chon xem theo Nhom cong vige:
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G‘ D0 Mai Phuong Du én thang 9

i Ngay tao v Filter: Tétcd ~ ). Tim nhanh eéng viée
CONG VIEC -
© THEM CONG VIEC MO oo 08 03 T — _ —

Chua phan loai S : =1 Mét cap subtasks Y| ———
Lén khung ni dung sy kién 05110 30/1 2709 [ETE d |
Launching san pham méi 05/09 10/09 2709 [ETE

Thir ty tu nhign v

Lap serip cho MG 0gr10 1511 2709 [ETE ] |
Lam bang on-site ngay t5 chire sy kién 210 09 2r09 ETE |

Mai Tai Trg
Méi 3 dién gid tham gia panel 2308 19/09 2709 A NomEciees
o s (o] T
m] 2 =
Chugn bi proposal 05/00 23/09 0210 ETE
] Chét1 nha tai tro bach kim 0310 02/11 = @ scntung iz
v Tiép tuc trd ehuyén 0410 07N 2910 DA + Ad
Trd chuyén than mat 04110 0911 2910 A
O D NN taitrg 24010 0511 m @ s

T Lp hitlist nha tai tro 1500 28/03 0210 EIE ion

[[]  Cnét 1 nna tai tro kim cuong [ 7000 |
[T chét 1 nhatai trg vang =

Promotion
Thigt k& backdrop, poster, avatar 23008 24110 0411 [ETE Thanh Huyén member
3ng théng tin dién gid Ién fanpage 2400 26/09 2709 [ETB lrong
1 chav ads form déno ki su kién 27/09  27/09 TR Bao Khanh

“ 5
Xem trurdng dif liéu tily chinh Base Inc -QD

Dy én thang 9
D < Tim nhanh cang vide
CONG VIEC v THAOL 0) TAILIEU(QY NG  BAOCAO UY CHINH

Chua phan loai 44 = MoiTaiTrg = Promotion Material

Congviss +THEM CONG VIEC + THEM CONG VIEC + THEM CONG VIEC + THEM CONG VIEC
ong vige

Dy 4n & teams Chdt 1 nha o bach kim K& hoach chi phi cu thé

. K JKis T
% Departments ol Thiét k& backdrop, poster, avatar @

e i dung sukién Ch6t 1 nha tai trg kim cuong © 210 @ Huen pitlam backdrop
Béo cdo G V. ,

® s @ wn L Dang thong tin dién gid lén

- fanpage

+ Giaov..
o
Cong viéc clia Phuong

Chat 1 nha tai tro vang . Ao Diéng théng tin su kién trén cac
content " L dién dan

Launching san phdm méi e ) ¥y Phuong

Du 4n thang 4 Yor énh

In handouts cho ngudi tham du

o Mgi 3 dién gia tham gia panel .
Dy dnthdng 9 Lap scrip cho MC ¢ #ap +

- p
Chuan bi proposal
Lam bang on-site ngay t6 chirc

sukién
Lap hitlist nha tai trg

Base Inc

VI. Béocao

6.1. B4o c4o hé thong

Bio c4o hé thng Wework gitip owner c6 cai nhin tong quan vé hoat dong/ tién do cta cac
dept, du an/ phong ban, tong s6 luong cong viéc trén hé thong va phan loai theo tirng trang
thai cong viéc hay danh gia dugc hiéu qua lam viéc tung thanh vién qua nhiéu lat cat trén
bao cao.
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Pé xem béo cao hé thong. ban thao tac theo hudng dan sau:

« Truy cap vao https://wework.base.vn/ hoac Base Wework cho trén thanh app.

« Click vao Béo céo trén thanh menu chinh dé xem béo cao hé théng.
(Luu y: Chi c6 tai khoan owner hoac App Admin méi c6 quyeén xem bao cao hé thong)

“ D Mai Phuong

Dy én & teams
Departments
Thanh vién

Bao cdo

Du én thing 3
Du én théng 4

Dy énthang 9

M| Nhan sy

B Hanh chinh

® sinh nhat 37FTU

G Béo cdo

BAD CAQ TONG HOP

08/10-07/11/19 By created dates

Du an Teams Cdng viée

136 & woeresa. 96 2,740

22 external proj...

@ 56 internal teams
1 external teams

Thanh vién xuat sic

Chu Thi Tra Giang
42

CANIT
2,740 & e

em Leclac
il

Bdo cdo trang thai cong viéc

{ Bach Hung Kién e
° 9
ﬁ Lac Teammember 1 Lac S
6,

Qué trinh hoan thanh theo ngay

All departments

® Totaltasks @ Total inprogress @ Total done

Exclude subtasks

Muc tiéu
2,384 active 23 completed
356 done @ inprogress

cong viéc khong dung han

5N 506 ST

1,626

® Total overdue Tang hop theo tuan

Al statuses

Thanh vién

117 e

5 guests

Ma trén Eisenhower

10 = 20
2681 29

CV chd review

17/53 overdue

45/223

Base Ent... -anB

Bio cao hé thong dugc chia 1am 2 phan: Bao c4o tong hgp va Thanh vién.

6.1.1. Béo cao tong hop:

a. Bao ciao Tong quan:

Owner c6 thé xem nhanh bao c4o tong vé tong sd luong phong ban/ du an va tinh trang céc
du an/phong ban nay trén hé thng; tong sb lwong cong viée, muc ti€u duge khoi tao va
phan loai theo trang thai dang 1am, hoan thanh; tong s6 luong tai khoan dang active, bao
gbm ca tai khoan thanh vién va khach.

Dir liéu trong toan bd bao cao s€ phu thude vao bd loc ma ban Iya chon: theo khoang thoi
gian, theo ngay tao/ deadline, theo department, theo cong viéc/ cong viéc + cong viéc con,
theo trang thai cong viéc.
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Bao cao
BAO CAD TANG HOP

| 08/10-07/11/19 By created dates All departments Tasks and subtasks All statuses
Dy én Teams Cong viéc Muc tiéu Thanh vién
1 4 1 @ 119 internal proj 58 ® 58 internalteams 3 ’ 25 5 2,798 active 23 @ completad 1 2 6 96 employees
22 external proj... 1 external teams W 457 done @ inprogress 7 guests

b. Bao cao theo cong viéc:

Béo cdo

BAO CAO TONG HOP

Bao cao trang thai cong viéc Thanh vién xuit sic Cong viéc khang dung han Ma tran Eisenhower

wensadw)
N
~

a Chu Thi Tra Giang 331%
49, h U :
’ \ 226% 634 R 2802 ACTIVE TASKS E
Bach Kién 30.0%
3,259 % B 3 3

3190
Bach Hung Kién —
'a 12 P1.0% 19.0%

CV chd review

— Lac Lac

[ ] & 12

. . — 2 " 2,081 5 3 17/53 averdue
*:I- Nguyén Quynh Nga 281%

8
47/231
Qud trinh hoan thanh theo ngay ® Totaltasks @ Totalin progress @ Total done @ Total overdue Téng hop theo tuan
4k 1250

1000

Number of tasks
Number of tasks

07-13/10  14-20/10 - 2112740 + 287033 \ 04-A0,3}

Tasks @ In progress Base Ent -q

- BA&o c4o trang thai cong viéc: gom 4 trang thai hoan thanh dting deadline, hoan thanh
sau deadline, dang lam va cong viéc qua han.

- % cua | trang thai cong viéc = tong sb cong viéc cla trang thai d6/ tong sd cong
viéc duoc tao

- Thanh vién xuét sic: sap xép theo thir tw giam dan caa 5 thanh vién hoan thanh
nhiéu cong viéc nhat.

- Congviéc khong ding han: goém cong viéc qué han chua hoan thanh (= tong sé cong
viéc qua han/ tong sb cdng viéc active (todo +doing)) va cong viéc hoan thanh sau
deadline (= tong sé cdng viéc hoan thanh sau deadline/ tong s6 cong viéc hoan thanh)

- Ma tran Eisenhower: c0 truc tung la cong viéc co tag Important, truc hoanh la cong
viéc co tag Urgent va duoc thong ké nhu sau: 11 - s6 cong viéc co tag important, 27

107



- 56 cdng viéc c6 tag important + urgent, 31 - s cong viéc co tag urgent, 3190 - s6
cdng viéc khdng c6 tag nao.

Cong viéc chd review: gom tong sé luong cdng viéc trén hé thong dang chd review,
trong d6 ¢ bao nhiéu cong Viéc cho review dang bi qué han va thugc bao nhiéu du
an/phong ban thiét lap tinh nang nay.

Qua trinh hoan thanh theo ngay: bao cdo nay cho ban biét tong s6 luong task duoc
tao va phan loai theo trang thai: active, done, overdue. Khi di chugt vao tung trang
thai cong viéc trong tirng ngay, ban s& xem dugc sé lwong cdng viéc cu the

Téng hop theo tuan: tuong tu nhu bao cdo theo ngay thi bao cao theo tuan tong sb
lwgng cdng viéc trong 1 tuan va phan loai theo 3 trang thai: active, done, overdue.
Khi di chudt vao tirng trang théai cong viéc sé hién thi s6 lugng cong viéc twong Gng
cua tuan do.

e Béo cdo
BAD CAQ TONG HOP
Bdo cdo chi tiét theo thanh vién Con nhiéu viéc nhat Lam muén nhigu nhat
oo
Member Chu Thi Tra Giang
4 Lac Teammember 1 36
Q Chu Thi Tra Giang N - 26 5 Lac
150 56, Bo Ninh 1
i 3
& Lac Teammember 1 Lac | 24 @ D6 Ninh 1
62 46, @ B8 Mai Phuong
26
|3 Bach Hung Kién T Py ‘a Bach Hung Kién
55 d Lac Teammember 1
Lac
o Lac Lac I _ 2 0 ro— Lac Lac 24
&> 53 o M
. ‘3 Bach Hung Kién
;‘% S;Ch Kién HE - 13 2 @ 210 Mai Phuang 22
. N i.,\:y Nhan _Admin
B6 Ninh 1 ‘_ 39 1 é, Bach Kién w 21
49 - o 34
Trinh Thao
'h 906 Mai Phuong I ¢ Nguyén Thanh 17
6 1
k 39 I . 'ﬁ' 31
X Minhphue Member
Nguyén Thanh I - £ Nhan _Admin 16
2 12 0 ) -
@ 34 1 "o
E Bach Kién
Trinh Thao I - 17 0 Trinh Thao - 13

23 : 23

Béo céo chi tiét theo thanh vién: bao cao nay thong ké sé luong cong viéc theo ting
thanh vién trén hé thong tho 4 trang thai cong viéc: hoan thanh ding deadline, hoan
thanh sau deadline, qua han va cho review.

Con nhiéu viéc nhat: sip xép theo thar tu giam dan 10 thanh vién trén hé thdng c6
s6 lugng cong viéc chua hoan thanh nhiéu nhat.

Lam muon nhiéu nhat: sap xép theo thir tu giam dan 10 thanh vién trén hé thong c6
s6 lwong cong viéc qua han nhiéu nhat.

Bao cao theo department, phong ban, du an:
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Dy an & Phang ban Bdo cdo téng hop dy én

145 projects
Test 401 0 0 0
PROJECT b4
[ ]
o dur an ABC 174 E 2 1 °
PROJECT )
o Du &n théng 3 11 45 8
FROJECT Bdo cdéo cac teams
o Dau khi 2 105 0 17 o
PROJECT
Chu private tasks 102 23 32 0
PRIVATE
1 130
test new phongban 87 32 9 0

TEAM

- Du 4n & phong ban: théng ké tong sé lwgng cong viéc trong 1 du an/ phong ban va
phén loai theo 3 trang thai cdng viéc: hoan thanh, qué han va dang cho review. Tha
tu sap xép giam dan theo tong sb luong céng viéc trong tirng du 4n/phong ban.

- Béo céo tong hop duy an: tong sé lwong du &n trén hé thong va phan loai theo 6 trang
thai: trong ké hoach, can diéu chinh, khan cap, du an déng va hoan thanh, du an
dong va chua hoan thanh, du &n dong va tam dung.

- Béocéocac phong ban: théng ké tong sb luong phong ban theo trang thai dang hoat
dong, dong; tong so luong cdng viéc trong tat ca cac phong ban va phan loai theo 2
trang thai hoan thanh, qué han.

Bédo cdo theo department Phén bé céng viéc theo departments
200
2
Ponvisd 1 20 4 3 3 .‘E
2 100
4
Room 2 0 0 0 E [
(o ) A LA ||||||IIIIIIIIIIIIII.IIIIIIIII
C & S #F
o Product 85 32 20 2 o <
o DUGNG TRAN 15 0 0 0 Tasks @ In progress Done
Overdue @ In review

- Béo céo theo department: tong so lugng cong viéc duoc tao trong tirng dept va phan
loai theo 3 trang thai cong viéc: hoan thanh, qué han, dang cho review.

- Phan b cbng viéc theo department: tong sb lwong cong viéc duoc tao trong ting
dept va phan loai theo 4 trang thai cong viéc: dang lam, hoan thanh, qua han, dang
cho review.

d. Bao cao theo danh sach muc tiéu:
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List of milestones Phén bé theo phong ban Top hoan thanh muc tiéu

. g
‘ QUYNH PHAM
o test Q Chu Thj Tra Giang +011 10/10/2019 1
‘ 100.0
1o 01 QUYNH PHAM +1/1 10/10/2019 Ban vi 56 1 (0 milestones) Pinh Minh Phic
@ Room (0 milestones) 1
Product (4 milestones)
X . DUONG TRAN ¢ . 100.0
op-,  Ramat san pham mai Dinh Minh Phic +1N1 10/10/2019 @ Phénn han (A milestanes)
my 3 Hado Nguyén
[
1
Joi- Milestone2 a Hado Nguyén 171 1011012019 1000
nguyen hanh
oo Milestone 1 nguyen hanh +4/4 08/10/2019 1
100.0
0 UNUX n Nhan _Owner +0/2 08/10/2019 Pham Thanh
1

- Danh sach muc tiéu: sip xép danh sach muc tiéu theo deadline tir méi dén cii va
hién thi danh sach nguoi phu tréach tirng muc tiéu, sé luong cong viéc hoan thanh/
téng s6 cdng viéc gan véi muc tiéu do.

- Phan bd theo dept: sé lwong muc tiéu cé trong ting dept. Biéu do quat thé hién
nhitng dept c6 gan muc tiéu va % phan bo dc tinh = s lwong myc tiéu trong tirng
dept/ tong s6 lwong muc tiéu co trén hé thong.

- Top hoan thanh muc tiéu: théng k& 5 ngudi phu trach hoan thanh muc tiéu

e. Khéc:

Tai bao céo nay ban c6 thém 1 s6 goc nhin khac vé bao cao

Tag clouds Unit statistics

Only tasks will reported duration are measured

634.7 5.4

per week per person

13.4 2,827

per project commems

Bao cdo thai gian lam viéc Theo du &@n & team Theo muc tiéu Theo departments

4 Chu Thi Tra Giang 15.5 o test11/8 0 Giai doan 1 24
@ Lac Teammember 1 Lac a ° Duanthing 3 5 HOAN THIEN MONG 1 ‘

'@ Bach Hung Kién 5 o D3u khi 2 B Giai doan 1 0

TCLDCD: 0h
i @ Ninh: 60h

fwm laclac 0 o Chu private tasks 175 noel 0 ce sh

- [VNST] DU’ AN 2019: 0.04h
& Bach Kién Khach hang anh Minh - C5u Gidy Loi nhuin ® 2018:0h
] 1 0 0 ® Duanciv: Oh

= 178W
@ 96 Ninh 1 3 test a mai 1 1
@ D6 Mai Phuang a o [Ninh] Test 50 pb 1

. Base Ent... -aB
Meundin Thank snar hi b
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- Tag clouds: bao céo vé tag trén toan bo hé thong, tag ndo cé nhiéu cdng viéc duoc
gan sé& hién thi to hon va khi hover vao tirng tag s& hién thi ra tong sé luong cong
viéc dc gin tag do.

- Unit statistics: 634.7: trung binh 1 tuan c6 634.7 codng viéc dugc tao moi
54: trung binh 1 tudin 1 nguwoi tao 54 cdng  viéc
13.4: sb cong Viéc trong binh trong 1 du an
2827: téng sb binh luan.

6.1.2. Béo cao thanh vién:

V1 bao cao thanh vién owner c6 thé xem duoc s6 phong ban/ dg 4&n ma 1 thanh vién dang
tham gia; tong so cong vi¢c, cong viéc con dugc giao va phan loai theo 3 trang thai cong

viéc: hoan thanh, dang lam dang review, hoan thanh sau deadline va qua han theo thoi gian
xem bao céo.

#)» Théng ké hé théng (1 Ngay: 09/08/2019 > 08/11/2019 XUAT EXCEL

551 254 492 59 1511 158 254

Nguyén Thi Ly 1 0 0 0 0 0 0

Bam cudi mdi 1 0 0 1 0 0 0
Bui Duc Tai 1 1 1 0 1 0 0
Phuong Lé L& 3 1 0 0 0 0 0
Phuong Lé 2 0 0 0 0 0 0
Nguyén Thu Minh 2 1 1 1 0 ] 0
Duegng Admin 5 0 2 0 1 1 0

Minh 13 siéu nhan 1 2 0 0 0 0 0

Base Ent... -Q @

6.2. Bao cao cong viéc ca nhan

Pé xem bao cdo cOng viéc cd nhdn. ban thao tic theo hudéng din sau:
Budc 1: Truy cap vao https://wework.base.vn/ hoac app Base Wework trén thanh app
Budc 2: Tai thanh menu chinh, chon Thanh vién >> Chon tén thanh vién can xem bao cao
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“ D5 Mai Phuong

Du an & teams

Departments

a Phuong

Dy én théng 3
Dy én théng 4

Dy én théng 9

Nhan sur

Hanh chinh

“ B Mai Phuong

ng vie
Dy &n & teams
Departments
& Thanh vién
Bdo cdo

Céng viée cia Phuong

Dy &n théng 3

Dy &n théng 4

Dy &n théng 9

Nhan sy

Hanh chinh

DANH SACH THANH VIEN ~

@ Members

TEN

Mai Phuong

TP Trign kha

o

C.h? D& Mai Phuang
NV

-

oy

Nguyén Bao Khanh
Lead sales

Quynh Quynh

Anh Anh

Nguyén Ngoc
Nguyén Dung
Hoang Yén

Lé Huyén

Vii Phuong

Truong Céng Luan

LIEN HE

domaiphuong116@gmail.com

camay_me_to_you@yahoo.com

baokhanh@base.yn

qguynhquynh24@gmail.com

anhnh@vinamed.com.vn

ngoc.nguyen@vmedgroup.com

dung.nguyen@vmedgroup.com

yen.hoang@vietmedical.com.vn

huyen le@vmedgroup.com

tigerphuongvu@gmail.com

truongcongluan909@gmail.com

NGUDI 0

o R 6

Tim kigm thanh vién

UAN LY

I Chi tiét

> Chitiét

B> Chi tiét

> Chitiét

I Chi tiét

Nhén tin

Nhan tin

Nhan tin

Nhén tin

Nhén tin

L-Chitiét  Nhantin

> Chitiét

B> Chi tiét

> Chitiét

I Chi tiét

Base Inc

Nhan tin

Nhan tin

Nhén tin

Nhén tin

-QB

@ D6 Mai Phuong

CONG VIEC BUDC GIAO

26/11/2019

26/12/2019

Du &n thang 3

email (26/12/2019)

DANG LAM

test 1

DANG LAM

testreview

93 amdshfakihdamdhfamshaf

amdshfekihdamdhfamshdf

Bén sao cla deadline 23/12

DANG LAM

deadline 23/12

DANG LAM

hihi

DANG LAM

hhhh

DANG LAM

Bdn sao cla aaaaaasaa

DANG LAM

Tatca

amdshfakihdamdhfamshdfa

Ngay tao

23/12

Search for tasks

D6 Mai Phuong

NV

52 cong viéc
—
10
@ rrong 26 quahen
@ povong 75
50
@ e B d_/—f’
5 — |
N G
Q@ Pruong o
T —-H -a
@ Fhuong H TH
Dy én thang 3 0
@ P Chu private tasks 2
céng viéc clia Phuong 28
Landing Page 2
@ Fivong
@ rnuong
FFFFAFFeeE
2az12/\/1 D& MaiBhuong - 072
@ povong
Base Inc -Qan

- B&o c4o s& hién thi mic dinh 1a mot thang, tuy nhién ban cé thé tay chinh lai thoi

gian bao c4o theo nhu cau cua cé nhan.

- Céc cbng viéc hién thi c6 2 dang hién thi theo ngay tao cong viéc hoic hién thi theo
Deadline cua cong viéc.
- Trong chi tiét bdo c4o, ban cd thé biét duoc tong sb lwong cdng viée dugc giao trong
khoang thoi gian xem bao céo, sé lwong cong viéc theo trang thai cong viéc, phan

loai theo phong ban/ du an tham gia va cong viéc gan theo tirng muc tiéu.
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6.3. Xem bao cdo nhanh cia dw an/phong ban

Ngay khi vao giao dién 1 phong ban/ du an, c6 thé xem nhanh duoc thong tin, tinh trang
cong vi¢c trong phong/ du an cling nhu cong viéc ca nhan ¢ thanh thong tin bén 1€ phai

man hinh:

0 Dy an thang 9

CONG VIEC -

9 Db Maii Phrong

5ng vige méi Ngaytao v

3Dy én théng 3

méu

Dy 4n thén

Dy én thing 9

Hanh chinh

LUELET

test
Mai Tai Trg

Chét 1 nha tai trg bach kim 1

v @ Tigptuctrochuyén 3 0N

Filte:

Tim nhanh cang viée

Tétca Tity chon hién th

23:5910/09/2019 &% Phuong

+ Thém céng vigc

- 4/6 © + Thém cong vide

23:59 02/11/2019

Duy &n thédng 9

dy &n quan trong cta thing

55.00%
Chua phén loai o
Ban sa0 cla Cong ty CP Teatea 071 e ien
= -
Congty CP Teatea - 0/1 & Phuc
Hoat déng gan day
@ Trang théi
Khanh

.1 1 .2

* Canluuy

® DAngthongtin SYKIEN  oyerdue

frén cac dien d3n
Méi duoc giao

Gizo i & qua han

i Chién lugc quang cao
05£19,, /- Giang Chu Thi Tra - 4/6
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6.3.1. Thong tin de an

Du an thang 9

du an quan trong cua thang

W 11/20 hoan thanh 55.00%

|
T
| )
i
-
13
(4]
i
[}

5 thanh vién

L .
i, "

Hoat déng gan day

<N
[=]]

@ Trang thai Biing tién
Tai day c6 thé xem duoc cac thong tin:

- Téndy an

- M0 ta cua du an

- Tién d6 du an: s6 lugng cong viéc hoan thanh/ téng sb lugng cong viée trong du an

- Thoi gian thyc hién dyu an

- Du an thudc department nao

- S6 lugng thanh vién tham gia dy an

- Hoat dong g,?m day: cap nhat/ lich sir 1 s6 hoat dong trong du 4n nhu: tao cong viéc
mai, ddnh dau hoan thanh cong viéc...

- Trang thai du an
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6.3.2. Cbng viéc cria toi

* Canluuy

® Dangthongtinsukién  overdus
tren cac dien dan

Mai dugc giao

Giao di & qua han
Tai day c6 thé xem duoc:

- SO lugng cong viée va tinh trang cong viéc duge giao trong du an nay

- Céc cong vi¢c can luu y chinh 1a cac cong viéc dugc giao avf dang qué han, ban can
uu tién xu 1y trude

- Méi dugc giao: cong viéc ban mdi dugce giao, click vao do sé x0 ra thong tin cong
viéc cu thé

- Giao di va qua han: bao gom cac cong viéc ban giao di va bi qua han, ban can theo
ddi dé don doc, phoi hop xtr 1y
6.3.3. Muc tiéu:

Danh sach cac muc ti€u cua du an, c6 thé xem nhanh dugc deadline cua tung muc tiéu.
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MUC TIEU

T7
05/10

ADD

Chién lugc quang céo
Giang Chu Thi Tra - 4/6

Khi click vao tirng muc ti€u s€ hién thi bao cdo chi ti€t cia muc tiéu do

v

Dur an thal

Tatca (5)

O, Locnhanh

THO'S
26/09/2019

THI 6
27/09/2019

THO7
30/11/2019

THO'S
03/10/2019

Chién lugc quang cao

Tao bdi Giang Chu Thi Tra lic 14:48 27/09/2019

Thi gian: Thir 6, 24/04/2020 - 201 days ago

Linked project/team: Dy &n thang 9

6 cong viéc - 3 ht diing han - 1 ht mudn - 1 qué han - 1in progress

05/10/19

THONG KE DUA TREN DEADLINE MUC TIEU
3t ding han - 1 ht mudn - 1 qua han - 1in progress 66.7%

NGUI PHY TRACH fﬁ’ Giang Chu T.

MIEU TA MUC TIEU

Chua co mé ta

@ Dang xir iy (1) @ Qui han (1) HT musdn (1) @ HT ding han (3)

Dé&ng théng tin dién gid |&n fanpage
HT SAUDEADLINE » BAT 8AU 24/09/2013

chay ads form dang ky su kién
Chua cé mé ta

Lén khung ndi dung su kién
Make it work - kHANCAP »BAT DAU 051102019 CONTENT

Dang théng tin s kién trén cac dién dan
QUAHAN »BAT BAU 01/08/201

Chét 1 nha tai trg kim cuong
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6.3.4. Thong tin chung:

THONG TIN CHUNG

® 5 HT ddng han

& HT mudn
® 2 qua han
- @ 7 dang thuc hién
0 dang chd duyét
@ Qua han gan déy 2 b
(® Chua bat ddu & b
T Théng ké theo thanh vién -
Unassigned 3o
10 tasks
;i; D6 Maii Phuong 2/4
. Mai Phuang 2/3
TP Trién kha
0 Nguyén Bao Khanh 2/2
‘ huynhuyn 11
ndefined
Ha Thanh Thuaong 11

Tai day s€ xem duogc cac thong tin:

- S0 lugng cong viéc theo trang thai cong viéc
- S6 lugng cong viéc dang qua han

- So luong cong viée chua bat dau lam

- Thong ké cong viéc theo thanh vién
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VII. Tai khoan khach
7.1. Tao va phan quyén sir dung tai khoan khéach
7.1.1. Tao tai khodn khéch

Pé tao tai khoan khach, vao trang https://account.base.vn hoic biéu tugng trén thanh danh
sach app.

Buac 1: Chon "TK Khéch" -> click chon "Thém TK khéch hang"

ACTIVE (1) e Thém TK khéch hang Nguyén Trang
2

ALS Guest
@alsguest_ext - Guest account - account

Member since 14:11 Jun 06

Budc 2: Bién thong tin khach hang -> Click chon "Thém tai khoan khach hang"
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https://account.base.vn/

THEM TAI KHOAN KHACH HANG

N A TEN &

Ho va tén khach hang

1

plA CHI EMAI

Email cta khach hang

USERNAME *

m

Username cta khach hang (dung dé @tag nhanh)

Huy Thém tai khoan khach hang

Khach hang s& nhan duoc email gdm tén truy cap, password va ma access point dé dang
nhép vao h¢ thong.

7.1.2. Phan quyén si# dung va chinh si#a tai khodn khach hang

O danh séach tai khoan khach hang, nhan vao biéu tugng "..." bén mdi tai khoan dé phan
M v
quyén va chinh stra tai khoan do.

Tim kigm tai khoan

ACTIVE (2) DEACTIVATED T”ﬂh Th‘ Hanh Nguyéﬂ

@nguyentrinh - hanhnguyen5895@...
Hoai Thu Doén @ candy.styldia@gmail.com = [THONG TIN TAI KHOA
@bibi_ext - Guest account - account J - fle ohi e
X tigt 3i khoa
Member since 10:24 Jan 24 ° - remproteeniie Tz
Chat véi @bibi_ext Chinh stia
Hanh Nguyén (@ katebooS8} ~  chinh sira tai khodn Ngbn ngir
@hanhnguyenkhach_ext - Guest account - account J ~
Member since 08:50 Jan 22 o =) Fhanquyén st dung apps D0l mat khau
& Thay aimat khéu D6 mau hién thi
@ Deactivate ti knodn nay 2-factor authentication

Bao mat theo dai IP
App access tokens
Logo & Branding

Quyen xem thong tin

Danh séch thanh vién

n @ Taikhoan khach hang
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Chon “Chinh sira tai khoan” dé chinh sira thong tin cho tai khoan nay

Tim kigm tai khoan ACTIVE(2)  DEACTIVATED

Hoai Thu Doan
(@bibi_ext -+ Guest account - account

Member since 10:24 Jan 24

Hanh Nguyén
@hanhnguyenkhach_ext - Guest account - account
Member since 08:50 Jan 22

A

TK Khich

EDIT ACCOUNT INFO OF @BIBI_EXT

Firt name oan

Lastiame Hoai Thu

Fﬂai! o candy.style13@gmail.com

Username) @bibi_ext

Joﬁ gnle Guest account - account

Profile image
Profile image

Date of birth

-- Chon ngay -

Phone number

Primary phone number

?Ill"ﬁm address Current address

Cancel

Thém TK khéch hang

Trinh Thi Hanh Nguyén

@nguyentrinh - hanhnguyen5895@.

Tai khodn

¢ Chinh sta

Ngdn ngit

@ candy style13@gmail.com
o Phone numl -

%) Xem profile chi tigt
A

Chat v6i @bibi_ext

@ kateboosssf 2 Ghinh st ta khodn
2 numt —
9, address ol Phan quyan sit dung apps

7 Thay dgi mat khau

(D Deactivate tai khoan nay

Choose File | No file chosen

-- Chon thang -

v

—Chon nam —

D8I mat khau
D8I mau hign thi

2-factor authentication

Bao mat theo dai IP
App access tokens
Logo & Branding

Quyén xem thang tin

Chon “Phan quyén sir dung apps” va tich chon cac apps ciia Base ma tai khoan khach

hang nay dugc phép st dung.

120



GRANT APP ACCESS

Tai khoan Hoai Thu Doén

aceount‘x

[rype to pick accesses
W wework

B talent

W ok

W request

W insice

Cancel

Chon “Thay doi mat khiu” d¢ thay doi mat khau cho tai khoan khach hang. Khach hang
s€ nhan dugc thong bao v€ mat khau méi qua email dé dang nhap vao h¢ thong.

CHANGE GUEST PASSWORD

New password New password
Your new password
Rf!ype new patsfw?rfi Retype your new password

Repeat your new passwe

cancel

Chon “Deactive tai khoin nay” dé ngung quyén st dung hé thong cua tai khoan khach
do.

7.2. Tao dw &n lam viéc véi khach hang
7.2.1. Tao dw an mgi

Khi tao mdt dg &n mdi, tich chon “Dw an lam viéc véi khach hang”
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TAO DY AN MG

TEN DUAN

Tén dy an

THANH VIEN QUAN TRI DU AN
@nguyentrinh

THANH VIEN THUC HIEN DU AN

Thanh vién 1am viéc trong du an, st dung @

PHAN NHOM
Phan nhom du én (c6 thé d& tréng)
PHAN LOAI DU AN
Du an ndi bo
Du &n ndi bd cong ty
() D an lam viéc véi khach hang
Ban co thé them tai khoan khach hang vae du an

7.2.2. Chinh si#a dur &n c6 sdn sang hinh thzc de an 1am viéc véi khach hang

Trong mdi dy 4n, chon “Tuy chinh” -> “Chinh stra dw 4n” -> “Phan loai”-> “Dy 4n lam
viéc voi khach hang”

puaniheen
CHINH SUA DY AN

{0 Quan ly thanh vién Du an khach

© Phan quyén sir dung Miéu ta chung

& Truéng dir liéu tuy chinh

1 B i u € | iE = A ¢S H {} L
[ Email notifications
. Miéu ta
) Tuy chinh hinh nén
L., Xudt cong viéc ra file Excel Phan loai
1 Nhap cong viéc tir file Excel Dy an lam viéc véi khach hang v
[ Nhap cdng viée tir Trello

o R Trang thai hién tai
@) Nhap dir liéu mau
Trong kiém soat v

Y&u cau review trudc khi dénh dau hoan thanh céng viéc

Khong yéu cau v

PHAN NHOM DU AN

Phan nhém (category) BASE.VN -Qq @

7.2.3. Thém tai khoan khach hang vao de an

Trong mdi du 4n, chon muyc “Tuy chinh” -> “Quén ly thanh vién” -> “Thém tai khoan
khach hang”
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= ©7 Video WeWork

Chinh s(ra dy an
) Phan quyén sir dung
& Custom fields
[ Email notifications

Ty chinh background

Export tasks ra file Excel
Import tasks tir file Excel

%) Import dif liéu miu

7.2.4. Phan quyén cho tai khodn khach hang.

Project managers

Hoang Hang

Sales Development Represe|

hangnhim123@gmail.com - 09811E
+ Thém project manage
Thanh vién

Chu Thi Tra Giang

Tester

jagchudd214@gmail.com

{ Nguyén Thi Van Anh

Manager

cheliteinc.com - 0972028656

+ Thésm thinh vié
Khach hang
i khoan k
+ | Thém thi khodn khach hang

Thém nhigu
Thém nhiéu
Thém nhiéu

Trong du an, chon “TUy chinh” ->“Phan quyén sir dung” -> “Khach” va tich chon quyén

cho tai khoan khach.

= 77 Duankhach  cf

TUY CHINH

88 chinh stra du &n

Quan ly thanh vién

[El Truong dir lidu tiy chinh
B<  Email notifications

(3) Ty chinh hinh nén

QUICK ACTIONS ~

[«

Xu3t odng viéc ra file Excel
i) Nhp cong viéc tir file Excel

[@ Nhap céng viéc tir Trello

@

Nhap dir liéu miu

THAO LUAN (0 TAILIEU (0 LICH BIEU BAOD

PHAN QUYEN SUY DUNG THEO LOAI TAI KHOAN

Phéan quyén

Tao cong viéc mdi
Quyen tao céng viéc mdi

Tao nhém cong viéc mai
QuyBn tao nhém céng vide mdi

Xem cong viéc clia ngudi khac
Xem cdng viéc giao cho-tao bdi ngudi khac

Quyén xem-ty nhan nhirng céng viéc chua duge giao cho ai
Quyén xem cac cdng viéc va ty nhan céc eng viéc chua duge giao cho ai

Quy&n xem bao cdo tdng thé
Quysn xem bao cdo t8ng hop két qua cdng viéc

Quyén tao thao luan mai
Tao thdo ludn va binh lun trong cac thao ludn

Quyén tao tai ligu mai
Upload tai liéu va binh luan trong cac tai ligu

Quan Iy

[ < N < IR < N < N <

B 8

Thanh vién
=
=

B B
<]
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