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Giao dién chung

1.1. Ciu tric ciaa workflows
STT | Thanh phan Pinh nghia
Workflow La mot ludng 1am viéc cb dinh duoc dinh nghia trong cong
1 (Luong/Quy ty. Vi du: Quy trinh onboarding nhan vién, Quy trinh xu
trinh lam viéc) ly hop dong...
2 | Stage (Budc) La mot budc (giai doan) trong mot ludng 1am viéc.
3 | Job La mét nhiém vu trong ludng 1am viéc. Mt nhiém vu s&
di qua tirng budc trong mot quy trinh lam viéc.
4 | Todo La cac viéc can 1am trong mot nhiém vu.
Forwarding Luong cong viéc chuyen tiép Ia luong 1am viée duoc thiét
Workflow lap tiep theo cua luong lam viéc hién tai. Mot nhiém vu
(Ludng cong sau khi d4 hoan thanh cac buéc & ludng cong viéc hién tai
5 viéc chuyén sé duoc chuyen sang cac Iuong cong Vviéc chuyen tlep
tiep) Viéc chuyen nhiém vu sang ludng cong viec chuyén tlep
c6 thé dugc thuc hién ty dong/hoac bang Ttay va c6 thé
duoc thyc hién tai bat ki budc nao cua ludng cdng viéc
hién tai tuy theo cai dat cua ngudi dung.
1.2.  Phan quyén trong workflow
STT | Phan quyén Pinh nghia
Workflow La nguoi c6 quyén cao nhat trong mot ludng lam viéc, c6
1 | Owners toan quyen chinh sura/xoa/thém bét bat ki thong tin nao
trong luong cong viéc
Workflow La nguoi theo doi mac dinh cua mot ludng cong viéc, co
2 reviewers quyén xem moi nhiém vu trong luong 1am viéc d6
(Followers)
Stage Owners La nguoi phuy trach chinh caa mét bude (giai doan), chiu
trach nhiém vé cac phan nhiém vu duoc xay ra tai budc
3 (giai doan) minh dang phu trach. Stage Owners c6 quyén
phén phoi nguoi 1am viéc khi cong viéc di qua giai doan
do minh phu trach chinh
4 Stage Workers La ngudi nhan nhiém vy tai mot giai doan, nguoi truc tiép
hoan thanh nhiém vu tai giai doan ctia minh.
5 Job Followers La nhitng nguoi 6 quyén xem mot nhiém vu.




6 Todo assignee La nguoi lam mét dau viéc nho trong mot nhiém vu on.

7 | Todo followers | La nguoi theo ddi dau viéc nho.

1.3.  Giéi thiéu vé giao dién nguoi ding
Khi truy cap https://workflow.base.vn/ hodc app Base Work Flow trén thanh app, giao
dién chinh nguoi dung stir dung bao gom nhirng trang sau:
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1. Nhiém vu ciia t6i: Tong hop tat ca cdc nhiém vu (job) phai hoan thanh trong tat ca
cac luong cong viéc. C6 3 muc chinh:

- Nhiém vu dugc giao

- Tao boi toi

- Nhan vién cua toi
2. Cong viéc cha toi: Tong hop tat ca cdng viéc (Todo) phai lam trong tat ca cac nhiém
vu thuoc cac luong cong viéc. Co 4 trang thai:

Tat ca cdng viéc

- DPang lam
- Da hoan thanh

Qué han
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3. Workflows: Tong hop céc ludng cdng viéc ma ban tham gia.

1.4.  Giéi thiéu giao dién 1 ludng cdng viéc

Mot ludng 1am viéc (workflow) s& hién thi giao dién lam viéc chinh bao gom:
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D Quick edit workfiow

Manage workfiow tags

Edn workflow's (aled reasons

A more stage

Set forwarding workfiow

Trong do:

+ + + +

+

Quick edit workflow: Chinh sira nhanh cac thong tin co ban caa Workflow.
Manage workflow tags: Quan ly cac nhén dan cua Workflow hién tai.

Edit workflow’s failed reasons: Chinh stra Ii do that bai (failed reasons).

Add more stage: Thém giai doan méi vao Workflow hién tai.

Set forwarding Workflow: Cai dat chuyén tiép nhiém vu sang Workflow méi.
Manage Workflow webhooks: Quan ly webhooks cua Workflow hién tai.
Export jobs to Excel: Xuat dir liéu cac nhiém vu trong Workflow ra Excel.
Close the Workflow: Dong Workflow hién tali.

Remove Workflow: Xoa Workflow hién tai.

Thanh menu diéu hwéng ngudi ding trong ludng cong viéc

Home: Giao dién chinh cua Workflow

Nhiém vu: Danh sach tat ca cac nhiém vu ban duoc quyén xem trong mot ludng
cong viéc. Danh séch cac nhiém vu can 1am, tai ddy ban c6 thé loc cac nhiém vy
theo theo tirng trang thai:

Jobs: Toan b6 nhiém vy, cbng viéc

Done: Cac nhiém vu da hoan thanh

Active: Cac nhiém vu dang xur ly

Failed: Céac nhiém vu xu ly that bai

Overdue: Cac nhiém vu da qua han

uy trinh Mua hang + -
ey 9 . Quick filter jobs Filter > m = RN
Board Jobs Activities Members Report Custom fields Printtemplate Edit workflow
Danh sach nhiém vy J0BS DONE  ACTIVE FAILED ~ OVERDUE  STARRED
J08 STAGE STATUS ASSIGNED TO DEADLINE REMAINED CURRENT TODOS CREATED BY LAST UPDATE  STATUS
O Thuye pham tugi [ AcTvE Q Dinh NhuQ ugnh 0506 3days Q Binh Nmm uynh 1306 15|
No description [1/4) Tim nha cung cép huquynh90 - €S Team 06/11/2019 @nhuquynh30 - CS Team 30/10/2019
(] Dam phan mua hang ) ] AcTvE Q Dinh NhuQ uynh Mo deadline - Q Dinh Nmm uynh 1025
- Khao gia chon NCC phii hgp véi timg sa.. [3/4] Chuyén ké todn Ihuguynh90 - CS Team huquynhg0 - CS Team 30/10/2019
O] Tim nha cung cap cho titng san pham ) ] AcTvE Q Dlnh Nhu Quyr\h 2217 ﬂ Dinh Nhu Quynh 1747
- Chia nhém cac san phim can im mua- Uu tién 12/4] Mua hang am 25/10/2019 @nhuquynhs0 - CS Team 25/10/2019
() D8 18 AcTvE Q i h Nh/ Qujnh 2217 ﬂ Binh Nhu Quynh 177 17|
No description [2/4] Mua hang 5 Team 25/10/2019 90 - CS Team 25/10/2019
O D5 trang tri [} AcTvE 0623 1423 4
Ne description [1/4] Tim nha cung cép m 28/10/2019 21/10/2019
O Mua san pham e ETS Q inh NhuQ uynh No deadline = (] Q Binh Nmm uynh 0952
No description [4/4] Done huquynhe0 - CS Team huquynh0 - CS Team 07/00/2019
O Tap hop yéu cau mua hang tir bg phan [ AcTvE Q Dinh Nhu Quynh Mo deadline - [ X X ] Q Dinh Nmm uynh 08:59
kinh doanh [1/4] Tim oha cung cép huguynhed - €5 Team uquyrh0 - C5 Team 07/00/2019
- Gl yéu cau cho BP Kinh doanh- Téng hdp céc ..
O ABC e ETS Q inh NhuQ uynh No deadline = (] ﬁ Binh Nhuq uynh 77
No descripti [4/4) De hugquynh0 - €5 Team huguynhd0 - CS Team 06/09/2019

Hoat dong: Cac thao tac trén workflow
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- Trudng tuy chinh: Danh sach trudng di liéu tiy chinh trong mét ludng cong viéc



- Mau in: Mau in tdy chinh trong ludng cong viéc. Cai dit key value cua cac trudng
dir liéu vao mau in trudec.
Quy trinh nhi hing order CCOC

[

3 vt N Cowsoed Laww 15 Orer ~rt
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- Chinh sira: Danh cho workflow owners dé chinh stra tat ca théng in trong mot
luong cong viéc.

c Dinh Nhu Quynh QUY TRINH MUA HANG

3l | =3 =3
Quy trinh Mua hang Tim nha cung cap Mua hang Chuyén ké toan Stage name Done
@nhuquynh30 000 000 000 000
Saishs e NO \J NO v NO v NO . NO
NO v NO v NO v NO v NO
NOT REQUIRED . NOT REQUIRED . NOT REQUIRED . NOT REQUIRED v REQUIRED todos of current stage
@nhugquynh90 @nhuguynhso @nhuquynhso
Keep the assignee from previous : ¥ Keep the assignee from previous : ¥ Keep the assignee from previous : ¥ Keep the assignee from previous | ¥ Keep the assignee from previous
Snhuaquynh
Atthe end of the workfiow

4. Tén Stage trong ludng cong viéc .
5. Chi tiet 1 nhiém vu trong Stage, bao gom:



Tim nha cung cap -~ Mua hang . -

Pb trang tri tam phan mua hang

deadline: 24/10/2019 14:22 - Kho gid v& lua chon NCC phi hop vdi

‘-‘ ) . - titng san phdm- Yéu ciu cac gidy té lién
Binh Nhu Quinh T quan t&i san pham, hgp d8ng, hda don tit...

Tim nha cung cap cho tirng san &4 Dinh Nhu Quinh Mo deadline

pham

Ch
- L

a nhdm cac san pham can fim mua- Uu
tién lua chon nha cung cdp trong nudc- Lua
chon céc =an pham tir nha cung cdp nudc...

&4 Dinh Nhu Quinh No deadline

Tap hagp yéu cdu mua hang tir bd
phan kinh doanh

- G yéu cdu cho BP Kinh doanh- Téng hop
cac phidu yéu cdu hang hda cla cac phang

kinh doanh

&4 Dinh Nhu Quinh No deadline

- Ténnhiém vu

- M6 ta nhiém vu

- Tén nguoi thyc hiél:l

- Thoi gian con lai d€ hoan thanh nhiém vu dang han
6. Trang thai cong viéc cudi cung (Hoan thanh/That bai)

1.5. Cach sir dung bé lgc

Budc 1: Ban truy cap https://workflow.base.vn, tai c&c muc “Cong viéc cua tbi: hoac
Quy trinh cu thé

Budc 2: Chon “Tim kiém nang cao”
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Q) NaupinThiThuing 1

Lwu y: Khong can dién day du cac trudng trong 1 1an tim kiém

CONG T

Tim kiém ning cao

Titci .

Titcd M

Budc 3: Chon "Cap nhat" d¢ hoan tat thao téc loc, hé thong sé tra két qua phi hop voi
diéu kién loc.

Luwu y: Muc “Tim kiém ning cao” nay hién thi tong s6 cac truong thong tin loc.

1. Danh cho owner

2.1.  Owner xem tit ca Workflow nhu thé ndo?

Budc 1: Chon "Quan ly Workflow™




Danh séch nhiém vy
Nhigm vy duge giao

‘2 Dinh Nhu Quimh

anh sic

[ Test
= Quy tinh buz Péng - Khéng <6 mid 1

> dsfsdfsdg
= cu

(> Tim nha cung cap cho tiing sin phim

(> oBIE
Quy tinh Mua hang - Khéng c5 migy t

[ Notién hang
quy trinh dsi no- Khéng cé migu b

[ DB trang tri
Quy trinh Mua hing - Khéing c& midu t

[ giang

[ Muabanghe2

- Quy tinh nhé hdng order CCOC - Khang § —120 bdi

130 béi Binh Nhu QUiNh 1oc 1433 today.

[ hop
= Quy trinh nhs héing order CCDE - khing o6 mi2u 13 — 130 bai Chu Th{ Tr Giang I 16:47 Ot 13
[ Thyc phdm tuci
= Quy trinh Muz hang - Khéing c& midu 13 — 120 bai Binh by Qujih e 13:06 Oct 30
(> ©am phan mua hing
Quy trinh Mua hang . - Khio gia va 12 chon NCC phis hop ¥6i ting sin phim- Y8u Cau cac gidy 16 lién quan 161 sin

— ta0 b Dinh Nbur Quymh lic 17:16 Oct 25

— tac bai Binh Minh Phic Wic 1453 Cct 03

— 30 bei Binh Nhu Quinh 10c 14:23 Oct 21

i Thi Tré Giang I 1656 Oct 14

phaim, hop dang, haa don tif NC

) (] ]
= Quy tinh Mua hang - - Chia nhém cic sén phim cdn tn mua- Uu tién Iva chon nha cung < trong nudc- Lua chon cbc sdn phdm 11 ihd cung i nue ngodi phi hap — 130
[ Thyc pham kho
= Quy trioh MUa KNG - Kh6ng <6 it 1 — 190 bél BIAh N Qush 102 08:51 Now 13

C- Hoan thanh gisy t& lién

HHIEM VU

“ Binh Nhy Qujinh
a ‘Dinh Nhu Quinh

Tim nhé cung c&p 0639 12/12/2019

AMM phé duyét 1310 06/12/2019

Q ‘inh Nhy Quinh
“ Binh Nhu Quynh
a ‘Binh Nhy Qujnh
a Dinh Nhu Qujnh
E‘ ‘Dinh Nhy Qujnh
a Binh Wb Quinh

Gnhuqumnd). CS e Mua hing
a ‘Dinh bt Qunh

Grhuqunhd)-CSTe..  Dane
a ‘Dinh i Qujnh
a Dinh Nh Qujnh

0541 2971172019
Tim nha cung cip 0051 20/11/2019
AMM phé duyét 1104 04/11/2019
Tim aha cung edp 05:06 06/11/2019
Chuyén k€ toin

2217 25/10/201%
0335 24710,2019
Tim s cune et

05:23 28/10/2019

0843 23/10/2019

CEM, FC, CFO phé duygt

Workflows

c Dinh Nhw Qunh
Bang khi dung

Tham kh
Tham kham v tri ligu

1Y TRINH X

eau sifa mé hang

2.2.

Quy trinh xif Ij dan hing

=

12 Nhigm vy 1 o

Quy Trinh Xuit Kho

Quy trinh xi li don hang 2

QUY TRINH XU LY BOM HANG 1

18 Nhigm vy 3

Ban giao khach hing - Sales

Thiét 1ap quyén x6a 1 ludng cong viéc

quy trinh déi ng

1 4 Nhigm vy 1 o

Quy trinh tuyén dyng

Hién tai hé théng dang mic dinh quan tri cua ludng cong viéc (workflow owner) c6
quyen x6a ludng cong viéc minh l1am quan tri. Tuy nhién, trong 1 ludng céng viéc c6
rat nhiéu thong tin, dir liéu quan trong, co thé vi 1 1i do nao d6 ngudi quan tri cua ludng
cdng viéc xo6a di ma quan tri hé théng (owner) khong duoc thong béo, cling nhu khong
thé khoi phuc lai duoc dir liéu. Viéc nay s& anh hudng dén van hanh caa cong ty.

Viy dé thiét 1ap quyén xda 1 ludng cong viéc, quan tri hé thong (owner) thao tac nhu

sau:

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

app va chon 1 ludng cong viéc can thiét 1ap.


https://workflow.base.vn/

Home

3( 1. Quy Trinh CSKH phdi hap p.TMDT - p.Xusit khiu D ) Tim nhanh nhigm i bt g 20 o =

Budc 1 Tiépnhin - Ghi€l (1 v  Bubc2 Cungcip-hd1E (1~ Bubc3Taodonhing © €1~  Done - Failed

CSKH Alibaba CSKH Alibaba

Pham Dic Tusn

CSKH Alibaba CSKH Alibaba
[ Ny héi hing: 17/02/2020 - Tén ¥hich
b

Pham ik Tudn LeHa My

CSKH Alibaba CSKH Alibaba
[ N

Pham Dic Tudn

CSKH Alibaba
g i

Pham Bie Tuba

° L . P TEETT
Budc 2: Tai man hinh chinh caa 1 luong cc‘mg viéc, ban click vao icon "..." = Chon
“Tuy chinh nang cao (danh cho quan tri hé thong)s

B  Chinhsita nhanh
Qudn 1y nhin workfiow
Chinh sita Iy do thét bai
B  Thém giai doan
C3i a3t chuyén tip workfiow
Quin 1y webhook workflow
Xufit nhaém vu ra excel
Xudt danh sach trubng di liéu 13 excel
Hung din nhdp nhim w K excel vao Workflow
Nhan ban workflow

Déng workflow

Tuy chinh néng cso (dnh cho qudn tri hé
théng)

O X6a workfiow

Budc 3: Khi popup bat ra ban chon Yes, khi d6 chi ¢ quan tri hé théng méi c6 quyén
x6a luong cbng viéc

WORKFLOW ADVANCED SETTING

Workflow owners can remove workflow

10



3.1. Tao nhom workflow
Budc 1: Chon biéu trgng dau 3 chAm = Chon "Chinh stra nhanh"

Ludng cong viéc (Workflow)

Tim nhanh nhigm

3¢ 1. Quy Trinh CSKH phéi hop p.TMDT - p.Xust khiu D

Budc 1 Tiép nhin - Ghifl (1 v Bubc2 Cungcip-hd1E (1~ Budc3Taodonhing © €12~  Done - Failed
(CSKH Alibaba (CSKH Alibaba
) Ton khich
joma - Emai
husen12@gmailcom - NguBe RFQ - Kéoh.
Pham Dic Tosn
CSKH Alibaba

LEHA My

CSKH Alibaba CSKH Alibaba

Ngay hs hars Ny héi hing
W héng Edar Rame:
eidmasayenc

Pham Buc Tuda LEHA My
CSKH Alibaba CSKH Alibaba

Ny héi hang
hang: mehr mo

meh@ampgi
@ Noupin Thiy Dung

CSKH Alibaba

Ny hi haef
ot inaef

<5 dendine | View: 1| Managed: 1] Status: 1

CSKH Alibabe: Knés

st

on@hotmad com - SO Tet

L Ha My

CSKH Alibaba

Ny héi héng

hang: Poora Mot . Emai

o Ngudes RFQ

pooriamontGyahoo

& Nouyin Thiy Dung

CSKH
Ny héi hang: 09/ Ten khich
hing: LUMAX . Céng ty: KH Tuys 56i thidu

Chinh sira nhanh

Qudn ly nhiin workflow

Chinh sita Iy do thét bai

Thém giai doan

Cai a3t chuyén iép workflow

Quin 1y webhook workflow

Xust nhiém vy 13 excel

Xudt danh sach truing di liéu ra excel

Huting din nhgp nhvm v K excel vbo Workfiow

Nhan bin workflow

Déng workflow

Tay chinh ndng cao (danh cho quin tri hé théng)

X63 workfiow

Budc 2: Dién tén nhém vao muc "Phan loai ludng céng viéc" > "L

m kiEm ning coo > @ = + THEM Nt

uu

11



CHINH SUA: 1. QUY TRINH CSKH PHOI HOP P.TMDT - PXUAT K...

Wahilag e Wie 1. Quy Trinh CSKH phdi hop p.TMOT - pXust khdu

Phin logi luBing cBng vije Phong Xudt khdu

Thboh vit g ¥ @anhit @daidd @tampt
workflow

Nhom thanh vién 0 quy@n  pnyng Xust khdu (@phongik), undefined (@undefined)
130 cic nhiém vy moi

Nhom thanh vién c6 thé

undefined (@undefined), undefined (@undefined),
xem duge workfiow

Mot plen st woskflow @thanhnd @ducna @tungdv Gtuanpd @xuannt

Quy Trinh phéi hop tiép nhan- xir Iy thong tin khach hang p.TMDT - pXust
khdu

Budgc 3: Tén nhém s& hién thi trén thanh menu bén trai man hinh
Luuy:
- Tinh ning nay chi hd trg phan loai hay nhém cac workflow cling loai véi nhau,
khong phai phéan cap cha - con. q o
- Céac workflow c6 cung tén phan nhom sé hién thi lien ké nhau trén thanh menu.
3.2.  Tao ludng cong viéc méi
Budéc 1: Chon muc "Tao méi workflow!

. . Dinh Thi Thu Trang :. Quy Trinh CSKH phéi hop p.TMDT - p.Xuat khdu - - o = RN
iome

Bu6c 1 Tiép nhin - Ghidl (11 v  Bubc2 Cungeip-hd1l (1~  Budc3 Tao don hing 12> Done v Failed
CSKH Alibaba CSKH Alibaba

Pham Dic Tusn

CSKH Alibaba

Tao mai warkflow

Pham i Tuba

CSKH Alibaba CSKH Alibaba

Bham D Tudn @ Ngupin Thiy Dung

CSKH Alibaba CSKH Alibaba

CSKH Alibaba

@ Nourin Thiy Dung
CSKH

Budc 2: Bién thdng tin vao cac truong dit liu

12



TAO LUOGNG CONG VIEC MOI

- O muc “Nhém thanh vién cé quyén tao cac nhiém vu méi” va muc “Nhém thanh
vién c6 thé xem duoc workflow”: tag nhom twong tng véi muc Nhom & trang
https://account.base.vn

- Nguoi giam sat workflow (khong bét budc): La ngudi giam sat nhiém vy nhung
khong stra dugc nhiém vu do.

Budc 3: Chon "Tao ludng cong viéc méi" dé hoan tat thao tac.
3.3.  Nhap nhiém vu tir file excel vao workflow

Pé nhap nhiém vy tir file excel vao ludng cong viéc, truy cap Vvao
https://workflow.base.vn/ hoac Base Workflow trén thanh app, chon luong céng viéc
can nhap cong viéc va thao tac theo hudng dan sau:

Budc 1: Chon diu "..." = Chon "Guide import jobs from excel to workflow" dé xem
huéng dan va tai file mau (luu y: file mau giGp tham khao cach nhap dir liéu, khong
dung file dé nhap truc tiép vao workflow vi dit liéu lién quan dén Giai doan, truong dir
licu tuy chinh theo workflow demo hozic néu workflow dé c6 dir liéu, c6 thé Xuat file
excel nhiém vy dé co file di liéu theo workflow do)

13


https://account.base.vn/
https://workflow.base.vn/

-
°
a
o
s
a
&

o o o g

Budc 2: Nhap dir liéu vao file excel theo cac cot thong tin twong tng

name content
251215-01/53/HD - CONG T¥ C8 PHEN NANG LUFONG VSK VIET NAM - PL

2 m
3 |27/12/2019  quang CONG TY Cd PHAN VSK VIET NAM
4 |27/12/2013  ngoeminh 221219-01/62/HD - CONG T¥ TNHH CONG NGHE VAN TAI LGV Active 30/12/2019
s |zmijms  quing hien o congty ] déng Active 30/12/2019
6 [30/12/2019  heaithu hien JHD - Clng ty g héa vie Active 30/12/2019
7 |27/12/2019  anhvu hien 221119-01/52/HD - CONG Ty C8 PHAN SMATEC Active 30/12/2009
8 [27/12/2019  anhwu hien 221119-02/52/HD - CONG TY TNHH NOI THAT NAM DUIONG Active 27/12/2009 43000000 26/12/2013
3 |z7//ms  anhw hien 221015-01/52/HD - Céng ty B phin sidu thi AkS Done. /a0 Thzjas 0 35/12/2019
10
1
12
13
1
15
16
17
1
1
)
2
z
E)
)
=
F
27
F)
£
0
ET)
2
)
31
)
36
a7
£
All_| workshest | @)
Ready B o D [ o

7

Luuy:

- Vi cac trudng dit lidu thy chinh thém vao workflow khi xuét file mau s& ty dong
cap nhat cac truong do

- Céc truong dit liéu tay chinh bat budc trong thiét 1ap 1 workflow, phai dién day
dua théng tin vao file excel

- Mbi sheet & excel twong tng vai cac giai doan trén workflow, chi can dién théng
tin vao sheet All trén excel

- Phan Creator, Assignee, Followers tag theo tén username

- Khi nhap dir liéu tur file excel s€ duoc "chon giai doan", nhi¢m vu s¢ hién thi
dung giai doan theo théng tin thiét lap trong file excel. Khi d6, s& khong ¢ lich
St cua giai doan trudc.

14



Budc 3: Sau khi hoan tat dix liéu, tai man hinh workflow, kéo tha file vao. Néu dix liéu
dang, hé thong s€ tu dong cap nhat day du, néu chua dung s€ ¢6 théng béo.

€ 9 C @ workflowbasevn/quytrinhmushangcopy- 1441/home & » . $
hong oh.. Q) Base bnc Heip Center () Platiorm Stantguid [ Deshboscd - SaseC.. @ banhunhohatdocds. O trang khdc
3 Quy trinh Mua hing (Copy) ¢ - Ton nhanh nhiemyy | Tmkiemnigao > 0 | @

=

[ IR Searchfooks  file - Search sults in Downloads - o x
[ [, °
* = 4 W SeachResults in Downloads vo e x

x

Drop the file to start uploading ...

# Quick access Driver Files C:\Users\ADMIN\ Downloads\ TL-WINT2SN_V3_190529_Win 10\ phugmns N
Woekop  # ;
& Downlosds ¢ C:\Users\ADMIN\Downlosds
3 Document
= Pictres CAUser\ADMIN Domnloads
5 4 12/3/2019 1100 AM
i s
P el request KH CAUsers\ADMIN Domnlosds
4 11/5/2019 453 PM
Gato v v
Gitems 1 item selected 350KB =

3.4. Chinh sita nhanh workflow
Budc 1: Vao ludng cbng viéc can chinh stra, chon icon "..." nhu anh:

»{ Quy trinh ban lé tai Showroom 7+

Board Jobs  Activities Members Report  Custom fields  Print template  Edit workflow

Budc 2: Chon muc can chinh sira nhanh

Xt caen sk tnsing 63 i 3 exce

Hubng din nhip nhiém vu tir excel vio
Worlkdlow

Nri bin worchow

éng worcton

i enien ning €30 (o €0 Quin 7 né

1, Chinh stra nhanh: Chinh stra nhanh théng tin chung ludng céng viéc

15



CHINH SUA: 1. QUY TRINH CSKH PHOI HOP PTMOT - PXUAT K...

2. Quan ly nhan workflow: Quan Iy nhan cho ludng cong viéc
3. Chinh stra ly do that bai: Chinh sira Iy do nhiém vu thit bai

- Failed stage: Nhigm vy that bai
- Failed reason: Ly do that bai

EDIT POSSIBLE FAILED REASONS

FAILED STAGE
Failed

FAILED: REASON

+ Enter failed reason

4. Thém giai doan

5. Cai dat chuyeén tiép workflow: Cai dat chuyén tiép cong viéc tir ludng nay sang luong
khéc khi hoan thanh

6. Quan ly webhook workflow

16



3.5. Thém trwong dir li¢u tuy chinh trong workflow
Buéc 1: Lya chon 1 ludng céng viéc can thém dit liéu tiy chinh va chon "Trudng tuy

chinh" trén thanh Menu

¥ ©inh Nhu Quynh 3{ Quy trinh Mua hang o

Tim nha cung cip & - Muahing & @ - Chuyénké todn ® - iy théng 55

Dam phin mua hang (Copy)
deadine

Thue phim trol

dead 072018 1523 Tén rns cung

8 Do N Qg .
o

Thye phim khé Bam phan mua hang

Khéing c8 midy 13

Thyte phm tuei séng
ne: 31/107201 1323

-
Qo

Quy trink Mua héng

Qo
Tép hgp yéu chu mua hing 1l by
phin h

Budc 2: Sau d6 chon "Tao mai™

< C @ workflowbasen/quytnnhmus

- 262/editform

ngdung @ Nentingthdngnh. Q) Base nc Help Comter () Flatiorm Start guid.. Dshboard - Ease .

c Dinh Nhu Quynh »{ Quy trinh Mua hang

so Trong tuy chinh 145

Trusng tay chinh

Ten nha cung cip

Quy trinh Mua hing

Budc 3: Khi popup bat ra, dién thong tin truong dir lidu.

Khig cb mibu th
(2 o N o

- Failed

Base Inc -a B

o @ i
O tang ki
-a

17



THEM TRUGNG DU LIEU TUY CHINH

S6 (number)

Tén trudng dir liéu *

No / Khéng bt budc
Trueng di liéu khi nhap mai

deadline

Luuy:

- Truong lién két véi (Giai doan): Chon "Trudng di liéu khi nhap méi" thi nguoi
nhan nhiém vu/tao nhiém vu sé phai khai bao thong tin truong dir li¢u tuy chinh
nay tai budc Pau tién caa Ludng cong viéc

- Céc thir ty sau: LA vi tri cua custom field, néu chon first thi custom field d6 s& 1a
thong tin DPAU TIEN nguoi dung phai khai bao khi chuyén buéc

Vi du 1: Khi chon "Truong di liéu khi nhap mai* Véi trudng dir liéu "Nha phan phéi"
thi khi nhap nhiém vu mai, ngudi dung sé€ bat budc dién thém truong nay.

THEM TRUGNG DU LIEU TOY CHINH

Text (single-line)

Nha phén phéi|

No / Khong bét buoc

Trutng d liéu khi nhap méi

18



TAO NHIEM VU MG1

Tén nhiém vy *

Nougtnichits - Please select one member --

deadline

Nha phin phai

Mo ta nhiém vy

Vi du 2: Khi lya chon truong tén khéac trong muc "Truong di liu" 1a trwong dir liéu
giao doan khac, sau khi chuyén nhiém vu tir giai doan trudc d6 sang giai doan mdi,
bang Pop-up hién 1én s€ yéu cau nhap thém truong dir liéu mai vao.

Tim nha cung cap & - Muahang o~
EDIT CUSTOM FIELD

s
LoAI DY LEU BAU VAO * Tim nha cung cdp cho ting sin Dam phan mua hang

Text (single-line) pham - Khéo gié vé lua chon NCC phit hop vé

- Chia nhém céc san phém can fim mua- Uu timg sén pham- Yéu cdu cac gidy td lién

tién lya chen nha cung cdp trong nude-

chon cac sin phim tir nha cung cp nud
: F gk &9 Bink Nhu Quinh

1
]

1

]

|

! 2

I quan ti sén pham, hap dong, héa don tit..
]

|

|

|

]

&4 ink Nhw Qujnh
¥

Tap hgy, \.z
00D ey e
kinh doanp,

Tap hgp yéu cau mua hang
phén kinh doanh

- Gy

Yes / Bat budc tra 16

- GUi yéu cau cho BP Kinh doan/

LINKED 10 (5TAGE céc phigu yéu ciu hang hoa cis
Mua hang kinh doanh
FOSTTION AFTER? &4 Dinh Nhu Qujnh

- First -
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Move job to the next stage

3p hop yéu ciu mua hang tir b phin kinh doanh to
hing

Keep previous assignee (@nhuquynhgo)

PENDING TODOS AT PREVIOUS STAGES
3

@ NCC trong nuse
Binh NI

@ NCC nudc ngoai
Binh Nhu

Budéc 4: Chon "Add a new field" Sdé hoan tat thao tac.

3.6. Thém trwong dir liéu tuy chinh tir file excel
Budac 1: Truy cap vao https://workflow.base.vn/ hoac Base Workflow trén thanh app

Budc 2: Chon 1 workflow can thém truong dit liéu tdy chinh

Quy trinh Mua hang

Home

m nhanh nhiém vu m ki€t

Tim nha cung cap Chuyén ke toan & - Xy théng s6 &0+ Done

Mua hang

VED Qua Tét
deadiine: 31/01/2020 0946 - Niha phan phéi: inh

Mua san pham
Khong cé miéu ta

24/10/201

Tén nhd cung cix abc

{2 Binh Nhu Qujnh

v . _

uy trinh Mua ha & Binh Nhu Qujrn Qué han 1 day
Quy k=l (ST ER  $4 oinn N Qujnn 9 9inh Nhu Qurn
aon Thutc phim tugi séng ABC
ong deadiine: 31/10/2019 13:29 Thi'e pham tuoi Khéng cé miéu t

(2 Binh Nhu Quinh Qué han 7 days {2 Binh Nhu Quynh

(& Binh Nhu Quinh Qué han 14days [
Mila Cookie Tét &9 o0h N Quinh
Quytinhnhahango.. | [ oo M trung thu
v . deax Tén nha cung clp: Holing Canh Dam phan mua hang
Quytinh nhahangc... | ‘e Binh Nhu Quinh Qué han 8 days :

(2 BirhNhuQunh  Qu han 14 days
Tim nha cung cip cho tifng sin &4 5irn No Quinh
phim
Tén nha cung cép:fad

e (A E (2 inh Nhu Quirh Qué han 25 days

Quy trinh xi¥ I don ha... D4 trang tri

deadline; 24/10/2019 14:22 - Tén nha cung

Gl T (i cBp: Nha cung cip Bai Tan Vié

(Q DichNhuQurh  Quahan 57 days

Tu van I tan, nhap liéu

Base Inc -QaB

Budc 3: Tai man hinh chi tiét 1 workflow, chon “Truong dix liéu”
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https://workflow.base.vn/

i f‘ D5 Mai Phuong

Nhiém vu clia t61
clia t6i

Quy trinh Mua hang

Quytrinh nha hang o..

inh nha hang o.

Ban giao khich hang ...
Quy trinh xii If don b

Quy trinh xir Iy don h...

Tham kham va tri liéu

& t4n, nhdp liéu

Buéc 4: Ban click vao

Quy trinh Mua hang

Home  Nhigm vu

Tim nha cung cip Mua hang -

T3p hgp yéu Giu mua hang tif bg
phén kinh doanh

ha cung 8 abe
(& Binh Nhu Quinn 2

(Z Binh Nhu Qujnh & orn neu Qi
Thyc pham tuoi sdng
e 0/2019 13 Thu'c phim khd Thuc pham tuoi
(2 Binh Nhu Quimh . . . S:- i
(2 inh Nhu Qujnh
Miia Cookie Tét & oinh Nhu Quinn

i Miia trung thu

- 8 Pam phan mua hang

(e Binh Nhu Quinh o Khéng <o miéu ta
@ Binh Nhu Qujnh

Tim nha cung cap cho ting sin &4 oinh NhuQunn

pham

T e lad

(& Binn Nhu Quinin

D5 trang tri

m nhanh nhiém vu

Tim kiém néng cao >

XU Iy théng s&

20 1¢
d
«<ép: BCA

&4 9rn Mne Quinh

e 24/10/2018 1

=]
il

Done

Mua sin pham
Khéng cé miéu ta
(. Birh Mo Quinh
ABC

Khéng cé miéu ta

(& Binh Nhu Quynh

Base

c

“View template” d¢é tai file excel mau rdi nhap dir liéu vao file.

Quy trinh Mua hang
Home  Nhiémwy Thanhvign Biocdc  Truéngtly chinh MU Ch
Trudng tay chinh
(View template)
deadline datetime:
Nha phan phéi text
MUA HANG
Tén nha cung cip Q text
A B D
1 |Name Type Content Required
2 |THONG TIN TRIEN KHAI:
3 |Email BC/CS text required
4 |56 hop dong text Required
5 |B&n sl dung dich vu (B&n A) text 1
6 MEsdthué int 1
7 |Promotion Code 1 text
£ Promotion Code 2 text
9 |58 budidao tao int

10 | Chi phi mua budi dao tao
11 |chi phi trién khai

12 SUBOL- Tén t¥ng dung

13 SUBO1 - GGi si¥ dung

14 SUBO1 - S6 lwong tai khodn
15 |SUBO1 - Ngay bat dau

16 'SUBOT - Ngay két thic

it

int

‘Wewaork, Request, Workflow, Office, Inside, Booking, Hiring, OKR, Drive, Message, Knowledge
Starter, Growth, Business, Enterprise, Lite, Basic, Advanced

int
date
date

Input key

email
sohopdong
bena
masothue

1




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

- Name: tén truong dir liéu tuy chinh
- Type: 6 cac gia tri int (sb tu nhién), float (s6 thap phan) text (chit + s6), date
(ngay), datetime (ngay gio), textarea, dropdown list (danh sach gia tri), file, title.
Riéng truong Dropdown list s& nhap danh sach cac lya chon vao day, moi gia tri
cach nhau 1 diu phay
- Content: m6 ta cho truong di liéu
- Required: néu 1a bat budc thi nhan gia tri 1, "Required" hoic "required", khéng
bat budc bo trong.
- Input key: ma truong dir liéu
Luuy:
- Khong duoc tuy chinh file mau
- Trudng Name va Type 1a 2 truong bat budc nhap noi dung
- Trong file excel s& c6 1 dong chi c6 1 cot gia tri va cd ki ty ":" & cudi 1a tén stage
(VD: "Théng tin trién khai:"), & import duoc thi trong workflow nay phai co
chinh x&c tén cua giai doan trong file excel.
Budc 5: Sau khi da chuan bi xong dit liéu trong file, tai man hinh Truong dit liéu, ban
kéo/ tha file excel vao.

M\ Chu Thi Tra Giang Quy trinh xf li don hang 2

Trfdng ty chinh

f

[ ]

]
B4 Quy trinh nha hang o.. /

Drop the file to start uploading

Base Inc =3

3.7. Xuat trwong dir liéu tdy chinh ra file excel
Buac 1: Truy cap vao https://workflow.base.vn/ hoac Base Workflow trén thanh app

Budc 2: Chon 1 workflow can thém truong dit liéu tdy chinh
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iy W DSMaiPhudng »{ Quy trinh Mua hang Tim nhanhnhiémvy | | Tinkiémnéngwo > | | 0 EE
Home Nhigmwy Hoatddng Thanhvién Béoco Trudngtychinh Muin  Chinhsia

Tim nha cung cap % - Muahang & & v Chuyén ké toan & - Xirlj théng s6 &0+ Done

5 ohigmw-Squihan O 160000 -@ Jtodes | 3 nhiém -2 qud han

@ 3todos | 3 mhiém vy -0 qud han No duration | 1 nhiém v -0 qus har Mo duration | 2 nhiém w0 qus han No durat

YED Tap hgp yéu cau mua hang tif bg QuaTét 518 Mua sin pham
phan kinh doanh deacling: 25/12/2019 14:59 - Tén nhé cung deadline: 24/10/2019 17:15 - Tén nhd cung Khdng c6 miéu t
— s Vinmart ci BCA - .
Quy trinh Mua hang (& ©inh NhuQujrh . . ) ) ) (@ Binh Nhu Qujnh
( Binh Nhw Quynn &4 5nn Nnw Quinn Nocesdine Wl Binh Ny Qujrh No deadiine
Thuc phim tugi séng ABC
Thyc pham kho Thue pham tuoi Khong c6 miéu ta

deadline: 31/10/2019 15:29 - Tén nha cung

(2 oinh Nhu Quinh cipiTnd {J Binh Nhu Quynh
(& Binh Nhu Qujnh

Miia Cookie Tét & oinh Nhw Quinh No deadline
Miia trung thu

Dam phan mua hang
Q finhN — Knéng c6 miéu ta

( Binh Nhu Quynh
Tim nha cung c3p cho tifng sin &4 Binn Nnw Quinh No deadiine
phim

(& Binh Nhu Qujrn

D5 trang tri

2 9inh Nhu Quinh

Base Inc

Buéc 3: Chon icon "..." canh tén workflow va chon “Hudng dan nhap nhiém vu tir excel
vao Workflows”

Chinn sl 1) 00 N by

mém gal down

I et cruyn ko wortow

XoB1 6anh $4ch 1uBng D 14 o exce

Hudng din shap nhidm vy 1 excel vio
Workflow

Nni oin merkfon

©eng wenkniow

Tly €ninh rdng €3 (8401 €ho a1 tnding)

3.8.  Xuat nhiém vu trong 1 ludng cong viéc ra file excel

Budc 1: Truy cap https://workflow.base.vn/ hodc biéu tuong Workflow trén thanh App.
Chon luong cdng viéc can xuat dix liéu. = Chon ki hiéu dau "..."
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5 Quy trinh cjp nhat thong tin sén phim kén web I:I

D& nghj Cipnhitsinpf*%2 = Done v fFaiked .

LR >

Tao Sin phdm trin Sapo + Wedsite
oane.

04 AOXX, XA L O
WA J060K, 0K Din L

LR .

Thém mdi 1in phém webeite +5ap0
s Sds Pds: ie LD T Mo LD TR
™ i 27300000 LD

e s gik sl i

TRIDIL 5w 30 B/ 70 et g e .
539000 &k Do LID Pl by m8 0

€ rinvin i

542 the sin phim

i o S e 432,280 0

@ P

532 gid sdn phiém G b chen (g

Budc 2: Chon'
"Export"

Chirn sl rnanh
Qubn 1 o workfow
Chinn sl 1 oo R o
Thém g doan

3l chuyin 1 worton

Quin f webrook worton

Xt o vy 1

Xt s6en trubng 02 b 18 encet

Mg aln nhio nhiém vy t excel vbo Workhow

Nindn b merktow

Beng workfiow

Tiy cninh rdng €30 (846 cho Gl i trdeg)
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Export jobs in workflow Quy trinh cap
nhat thong tin san pham lén web

17/03/2020

16/04/2020

@ rroncreoview cancontsin v — e, t5 i ; Enable £dting x
a1 = £ | createdpate -
S [ = o £ 3 G 4 | 5 « L ] N =)
e
2 |02/01/2020 Tim nh g €ap Active 02/01/2020  Tabicake 86 dwrang bo ¢
3 |02/01/2020  nhuguynha Cookie nhuguynhse Timnhscungedp  Active 02/01/2020 1
4 03/12/2015  nhuguynh30  nhuquynh30 M Cookle Tét nhuguynhse Timnhscungedp  Active 03/12/2015
5 |03/12/2015  nhuquynh30  nhuquynh30  Mia trungthu nhuguynhse Mus hang Active w12/
6 10/12/2015  nhuquynh30  nhuquynhS0  Qua Tét nhuguynhso ChupénkEtosn  Active 23122015
7 |16/12/z019  nhuquynh3o  nhuquynhso  YED nhuguynhse Done Done /1202019 24/12/2019
5 10/12/2005  nhuquynh30  nhugquynhS0  Thure phdm tugi séng thunga, nhuguynhad, huetest  Done Done 02/01/2020  02/01/2020
3 |10/12/2m9  nhuquynh9o  nhuquynh3o  BAm phén mua hang (Copy) - Khio gié va lra thon NCC phi ho shuguynhso Falled Failed khéngphihop 11/12/2019  11/12/2019
10
1
12
1
1
15
15
7
1
19
E
a
2
3
2
5
)
ol
)
F)
30
L
2
tH
"
35
35
7
8
3
0
ANl| Tmohacongcip | Muahing | Chupénkitosn | Xikthengsé | Dome | Faled | Workshest
L Bl o o ' + 1o

7

Luuy:
- File xuét s& c6 nhiéu sheet, mdi sheet twong ng véi 1 giai doan va hién thi cac
cbng viéc tuong tng trong giai doan do.
- Chi owner cua luong cong viéc mai co quyen xuat file.
3.9. Chuyén tiép workflow

Budc 1: Trong 1 ludng cong viéc chon "Edit Workflow" > Fowarding Workflow chon
Edit
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c Dinh Nhu Quynh QUY TRINH MUA HANG

NO . NO v NO v NO v NO
Quy trinh Mua hang ° ® o ° o
NOT REQUIRED v NOT REQUIRED v NOT REQUIRED v REQUIRED. including pending tod ¥ NOT REQUIRED
nhuquynh90 ° ° e L]
@nhuquynh90 @nhuguynh90 @nhugquynh90 @nhuquynh90 Tag ail own
Unassign the job - let the stage m ¥ Keep the assignee from previous : v Keep the assignee from previcus : v Reassign to the first assignee of tf v Keep the assignee from previous|
Quy trinh Mua hing
@nhuquynh0 @ninh2 @phamthao Tag to cf @tranphuockinh e peop
Céc nhagm vy chi d At the end of the workflow
; to complete the stag Explain how to comp = xplain haw to complete the stage xplain how to complete the stag
ANH SACH CONG VIEC DANH SACH CONG VI ACH CONG VIEC DANH SACH CONG Vit

1 Kndo sit chét kuong 1. Kndo sit chdt luang 1. T & 1+ Ten cong vié
1200 @lamphuong 1200 @huynguyencs #of hou assign ot he 9 @ to assign
Ent ot Chst kiong tiéu chudn escription

1000 @thuminh123 500 @hathuhuong

n Gid trung binh

3. Thi gian cung cip

Thai gian cung cp

800 @thac3 400 @quynhaquynh

n Nhanh chéng

Base Inc

Budc 2: Chon ludng cong viéc can chuyén tiép

PICK A FORWARDING WORKFLOW
A Type to quickly search
Qudn I chim séc khich hing
Cham séc khich hing

Tham kham va tri igu

Turvan & tdn nhdp ligu

Cham séc khach hang sau tri liéu
Quy trinh tr s vd thim kham
Cham séc khich hing

Ra mit b suu tap

QUY TRINH SAN XUAT

Quy trinh kigm nghiém Cucurmin
Quy trinh tr I ca khich hang nhidy (i

Guy trinh tham kham khach hang tr iiéu 1 l3n

Quy trinh chuyén hing

Tham kham tri ligu

Budc 3: Khi popup bat ra, ban chon stage cong viéc bat dau chuyén sang quy trinh tiép
theo
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SET FORWARDING WORKFLOW

Budc 4: Sau d6, chon thém cac thong tin bén dudi

SET FORWARDING WORKFLOW

Automatically choose an assignee in targeted workflow

Do not keep any followers of the old job

Trong do:

- Automatic forward: La viéc thiét Iap xem nhiém vu s& duoc chuyén tiép tu dong
hay bang tay. Néu chon Not automatic thi nguoi 1am nhiém vu s& phai cha dong
chuyén nhiém vy sang workflow dugc thiét 1ap. Néu chon Automatic forward
when each job is moved in, hé thdng sé& tu dong chuyén tiép nhiém vu toi cac
workflow dugc cai dat khi nhiém vu téi giai doan trén.

- How jobs are assigned: thiét lap ngudi nhan nhiém vu tai giai doan dau tién tai
workflow chuyén tiép. C6 3 lua chon sau:

+ Automatically choose an assignee in targed workflow: ngudi nhan nhiém vu tai
giai doan dau tién caa workflow nhan chuyén tiép s& duoc thiét lap theo cai dat
tai workflow nhan chuyén tiép
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+ Keep the first assignee from forwarding workflow: Ngudi nhan nhiém vu tai giai
doan dau tién caa workflow nhan chuyén tiép s& 1a ngudi dau tién nhan nhiém
vu tai Workflow nay

+ Keep the last assignee from forwaring workflow: Nguoi nhan nhiém vu tai giai
doan dau tién cua workflow nhan chuyén tiép s& 1a nguoi cudi cuing nhan nhiém
vu tai Workflow nay

- Who can follow: thiét lap nguoi theo ddi mic dinh

+ Do not keep any follower of the old job: Khong gitr follower nao cua job cii

+ Only keep last assignee of the old job as follower: Chi giit ngudi dugc giao cudi
cung cuaa nhiém vu ci lam follower

+ Keep all followers of the old job: Giir tat ca follower cia job cii

Budgc 5: Chon "Save" dé hoan tat thao tac.

Luwu y: Cac nhiém vu chuyén tiép khi sang ludng cong viéc méi sé mic dinh 1a & bude
dau tién

3.10. Thiét lap nguoi theo ddi mic dinh khi chuyén tiép Workflow
Budc 1: Chon "Chinh stra™

N ne * @
enver [ Plotiorm Stavtgud.. [ Deshbod - Base C D trang khsc

{ Quy trinh nha hang order CCDC > . Tien ki g o = [
nh sia

Home

Théng tin order tif nha .. 40 »  AM tng hop yéu ciu cgf=3 ~  OM-BU phé duyét € - AMM phé duyét 4% - CCM,FC CFOphéduyét & -  MD,CEO phé duyét .-

[Forwarded] Dt hang vit t xdy
dyng

fsdfsdg (Copy)

Budc 2: Chon "Chinh sira" & quy trinh chuyén tiép can chinh sira
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‘: Dinh Nhu Quynh QUY TRINH NHA HANG ORDER CCDC
ter (@testbase)
Théng tin order tif nha | AM téng hgp yéu cau o OM-BU phé duyét AMM phé duyét CCM, FC, CFO phé df
L& Ngoc Hué (@huele). Ngoc Ngoc Hué (¢
000 2800 4800 4800 4800
B3 Quy trinh nha hing ...
8 oy = No . ¥Es . ves . No . No
YES v NO v YES v NO v NO
REQUIRED todos of current stage ¥ REQUIRED todos of current stage ¥ REQUIRED todos of current stage ¥ NOT REQUIRED v NOT REQUIRED
BLongkD @thaotrinh ©LongkD @thaott @ngochued? BLongkD BLongkD ®LongkD
Keep the assignee from previous : ¥ Reassign to a random person ¥ Let the current assignee reassign ¥ Reassign to 3 random person ¥ Reassign to a random person
@thaotrinh @thaotrinh @huynguyencs @hathuh @phuongduplicate @ketoan01 @nhuquynhs0
1 gt 1. doc hitps://drive.google.com/dri 1 1
000 000 .
gdfa Base Inc = Qg

Budc 3: Tai muc "Who Can Follow" ¢6 thé chon 1 trong 3 diéu kién va chon "Save" dé
hoan tat thao tac.

SET FORWARDING WORKFLOW

Kho duyét, check ton

Not automatic

Keep the last assignee from forwarding workflow

- Do not keep any follower of the old job: Khong git follower nao cua job ct

- Only keep last assignee of the old job as follower: Chi giit ngudi dugc giao cudi
cung cua nhiém vu cii lam follower

- Keep all followers of the old job: Giix tat ca follower cua job cii

3.11. Tao va quan ly ly do nhiém vu that bai trong 1 workflow

Khi thuq hiéﬁ cac nhiémvvu, & mdi budc sé c6 nhirng 1y do khac nhau khién cho nhiém
vu 6 the that bai. Vay dé quan ly cac ly do nay, ban truy cap https://workflow.base.vn/
hoac biéu tuong Workflow trén thanh app = Chon luong céng viéc can thiét lap ly do:
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9

Budc 1: Chon ki hiéu "..." & dau trang
o :’:'mnhupwtlmngllnmwmhﬂwfh D : S o = R

D# ngh| Cip nhitsinpf 772+ Done . faiked

T4o Shn phim trén Sapo + Website

i chinh gl San phém Trén
Websi

Budc 3: Tai ddy, c6 thé thém mai, chinh stra hoic x6a céc Iy do that bai & Chon "Luu

lai
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Céc nhiém vy "Déanh dau tht bai" s& hién thi nhirng tily chon da tao dé ban lua chon >
Sau khi chon ly do va chon "Set failed" nhiém vu nay sé chuyén sang giai doan That
bai (Failed).s

3.12. Nhan ban workflow
Dé nhan ban ludng cdng viéc ban truy cap https://workflow.base.vn/ hoic biéu tuong

workflow trén thanh app. Sau d6, chon ludng céng viéc can nhan ban va 1am theo huéng
dan sau:

Budc 1: Chon biéu twong dau "..."
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Tho Shn phim trén Sapo +Website

T v e .
iy chinh gid San phém Trén
Website

10 Owragn D 0k

LR

Buac 2: Chon'

3( Quy trinh cip nhit théng tin sin phim kén web D
o } " o

03 nghl Cip nhitsingf 712+ Done o raed

hay 6 gid 91 38 sdn phim tin
et

il M s i 5 b S oo
o by 4 8 vl

Q) 9 T o

10 S0 i D Sapo + Wedsite
S o, O L) Drmrsgh 4TV
10/ 0A 4G #5308 IO

$ WK 54 s o Ml

) e T
50 id v phdm 86t chen g
w20

ke s Ml
e S e 114000

Nhan ban workflow" - Chon'

OK"

Crih sia snan
Qubr I+l workton
Chin 538 60 thé oo
Toém gisidosn
41 03t crupée tido workton
Quin ) weonook woriow
Xt e v 1 el
Xt eaen sich trung 60 4 1 xce

Huing ciin e rém v 2 excel via Werkfiom

Nnsn ban wrkfiow

Dérg wercton

Ty ven ning @0 e €0 Qi r B 114G,
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- Chi stage owner va system owner c6 quyén thuc hi¢n thao tac nay.
- Chi nhén ban toan bd céc thiet lap trong workflow goc, khéng nhan ban nhiém
vu.

3.13. Thiét 1ap miu in tdy chinh trong 1 workflow

Pé thiét 1ap mau in tiy chinh trong 1 workflow, truy cap https://workflow.base.vn/ hoic
bicu twong Workflow trén thanh App. Sau do, chon ludng cdng viéc can thict 1ap mau
in va lam theo hudng dan sau:

Buéc 1: Chuan bi mau in

Can thiét 1ap mot form mau in theo nhu cau trén file docx, dé khi in cd thé liy duoc dix
liéu twong ung tr hé thong hién thi ngay trén file in, can dién input key vao dong théng
tin twong ung trong file.
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CoC AQBBCCDT AGBbCCOU

styies

PHIEU BE XUAT NHA CUNG CAP

- Ha tén nguin 46 xuit ${creator}

- Baphin de xudt

- Tén nha cung can: S(thong tin_nha_cung cap}

- Dia chi ${dia_chi}

- Mat hing cung cap: ${name}

- 54 long cung cdp 1di thidwngiy: ${se_lnong cung_cap_toi_thisu}
- Sﬁ_hmg(mdp@.sﬁ nzay: §{sa_luong. cung cap tor.dangay)

- Théing tin b sung v¢ nhd cung cip:
- Climg tlr b sung
STT CHUNG TU GHI CHU

Ngwoi dé nghi: | Sforestor} | Trwima | S{user) | Kiém sodt Tai chinb:

b phin

Hi Ngi, ngdb... ..thdng. ..ndm 2020

Giidan Qs Giéu hiah Téng gidm dds

7

Luuy:

- Phan key nay giéng nhu username, chi cho phép text viét lién khong dau, gom
chir va s6, khong ¢ ky tu dic biét. VD ${ma truong di liéu} = ${user}

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

- Vi nhitng trudng thong tin tay chinh khdng phai cac bién mic dinh, CHON
“Truong dir lidu tdy chinh” = Biéu tuong khda > Copy key vao dan vao file
docx

€ C @ workflow.basewn/quytr

B Ungdung @ N .

feditform = ® @
¢ [ Platiorm Stert guic Dashboard - Base €. banhsinhnhatdocea. D trang

": ©inh Nhy Quynh ‘Quy trinh Mua hang

Trudng tiy chinh

Théng tin nh eung edp ® ; x cquns ®
Bia chi REQUIRZD ® ot
Mat hiang * REQUIRED [ ] ot
55 lucing cung cip 51 thidu - Rea ®

56 luong cung cip 16 dasngdy

Ngdy bit gau aare

Ngay két thiie

o

Cac bién mac dinh cua hé thng:

Base Inc

-an@

Tén bién

Giai thich

${id}

M4 (id) job
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Tén bién Giai thich
${name} Tén job
${user} Tén nguoi phu trach job
${username} Username ngudi phu trach job
${creator} Tén nguoi tao job

${creator_username}

Username nguoi tao job

${company}

Tén cong ty

${workflow_name}

Tén workflow

${stage_name}

Tén stage hién tai

${stage_owners_name}

Danh sach tén nguoi quan tri stage
(VD: "Chu Thi Tra Giang, Bach Hung Kien")

${stage_owners_username}

Danh sach username ngudi quan tri stage

(VD: "tragiang, hungkien™)

${stage_owners_text}

Danh sach tén va username ngudi quan tri stage

(VD: "Chu Thi Tra Giang (@tragiang Tester
Manager), Bach Hung Kien (@hungkien Fullstack
Senior Software Engineer Level 5)")

${followers_name}

Danh sach tén nguoi theo ddi job

${followers_username}

Danh sach username nguoi theo doi job

${followers_text}

Danh sach tén va username nguoi theo doi job

${content}

Miéu ta job

${stage_start_date}

Ngay job vao stage
(VD: 11/02/2019)

${stage_start_time}

Thoi gian job vao stage (VD: 17:02 11/02/2019)

${stage_deadline_date}

Ngay deadline cua job trong stage

${stage_deadline_time}

Thoi gian deadline caa job trong stage

${stage_actual_time}

S6 thoi gian job da dung tai stage d6
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Tén bién

${finish_at_date}

Ngay job done

${finish_at_time}

Thaoi gian job done

Budc 2: Sau khi d3 hoan thién mau in, tai man hinh workflow d6, chon "Mau in"

€ C @ workdiowbasevn/quytrinhmuahang-262/home

i Ungdung @ Nintingthéognh. ) Baselnc Help Center [ Platiorm Start guid

‘z Binh Nbw Qujinh »{ Quy trinh Mua hang
Home

Tim nha cung cip Mua hing e~

Tip hop yéu chu mua hing tir bg
phiin kinh doanh

(e "
Thife phim kho

&

Quy trinh Mua hing
Tim nhi cung cip cho timg sin
phim

o B

QUY TRINH BAN THi

Quy trinh xi If dan ha.

Budc 3: Chon "Tao méi*, upload file

<« C @ workflow.basevn/quytrinhmuahar

§ Ungdung () Nentingthingah @ Buseln [ Plaform Start g

‘edittemplate

Dashboard - Base C.. @ benhsinhnhstdocds

Dashbosed - BasaC.. K9 banhsinhahatdecds.

Chuyén ké todn & - Xl théng s6

4 Do v Qb

Thye phim el
deadine: 31/10/2019 1529 . Tén rhd cung

A& D b Qb

Dam phan mua hang

& Do b Qe

Dane -

1
deadine: 24/10/2019 17:15 . Tén nhd cung
e BCA

(2 Dink Niws Qujmh Na desdine

Thige phém trei séng

deadkine: 31/10/2019 1229

(O i s

YED
deacins: 31/01/2020 09646 - Nha phin ph
Ten nhi cung efpe nh cung clp

{2 it i o Mo
Mua sin phim

Khéng cb midu th

{2 i s O

ABC

Khing cb midu 3

A Bink Nbws Quimh

Failed

Dam phan mua hing (Copy)

4 Dinh N Qujrin

mau va chon “Thém” dé hoan tat thiét Iap

THEM MAU IN CONG ViEC

Tén mauin

Chon file miu (docx)

Budc 4: Mau in hién thi nhu hinh

PHIEU DE XUAT NHA CUNG CAP.docx

Chon tép |PHIEU BE XU...G CAP.docx
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o Dashbourd - BaseC.. @ banhsinnhatdocds.. Do trang khic

M

~ PHIEU DE XUAT NHA CUNG CAPdocx o

PHIEU PE XUAT NHA CUNG CAP

- Ho tén ngwti & xuit: ${creator)

-BG phin & xuit

- Téa nha cung cap: ${thong_tin_sha_cung_cap)

- Dia chi- ${dia_chi}

- Mat hing cung cap: ${name)

- 56 hrgng cung cap téi thicu/ngay: ${so_luong_cung_cap._toi_thicu}

- $6 hrong cung cap tGi daingay: $(s0_luong_cung_cap_toi_dangay}
Thing tin b sung vé ahd cung cip

- Chimg tirbd sung
STT CHUNG TU GHICHU

Base Inc -Q B

gduwg @ Wint

se inc Heip Center [ Platform Start guid Cashoosrd - Base €. @ banhsinhnhatdocda DS trang knic

£ Cung cap qua tét cho CBNV

Cung cap qua tét cho CBNV
n

o 0224 15/01/2020 - SLA: B 16h0m 06d 15h

Nha cung cép An An

86C dutng Kim Giang, tp Ha Noi

D HOAN THANH CAC NHIEM VU TRONG GIAI BOAN

Quy trinh Mua hing

HOp qua Tét cao cip

1500
QUY TRINH BAN TH 1N THE G PR
Nady bit a
08/01/2020 PROGRESSION IN STAGES
Ny bR Ah .
17/01/2020 @ vim nha cung cip

160,00 000

oo 8 s

Sau khi thyc hi¢n thanh cong, file in s& duoc download vé thiét bi ciia ban. An t6 hop
phim Ctrl + P d¢ in file.

3.14. Thém nhiéu miu in tay chinh

Dé thém nhiéu mau in thy chinh, truy cap https://workflow.base.vn/ hoic biéu tuong
Workflow trén thanh app. Chon luong cong viéc muon thém mau in tuy chinh va lam
theo hudng dan sau:

Buéc 1: Tao file mau in dang docx nhu huéng dan
Budc 2: Trong ludng cdng viéc can thém mau in, chon "Mau in"
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@ Bsse i Hp Center [ Plaform Stort g stnbosrd GasaC.. @ bashsinnrnstdocs.

+( Quy trinh Mua hang 2

Mau in

~ BE XUAT LAY MAU SAN PHAM docx N e

[& che @ L vio OneD:

DEXUAT LAY MAU SANPHAM

hang

—— Ho tén ngwdi ¢ xuit: ${creator} B phin: Phong Mua hing
Ho tén ngwii nhin miu: S{user} B§ phin: KCS.
San pham 4 xudt min $[name)

Donvi cung cip: S{thong_tin_nha_cung_cap}

6 lugng lhy mis: ${so_luoag_cusg_cap_toi_thicu]

L doliy mbu:

Niwoixét duyét: ${stage_owners_name} B phin: Ban gidm dbc

Laeuy

Newdi ly mdu Idy i da khong qué 5 sdn phdm méu. Véi che owimg hop iy méu mhidu hom,
céin xit duyéi & ede cdp cao hom.

o han b
HAN HOI CHO MICROSOFT  93%

~ e i Bk ki e ¥ i i s U i riim Ao idm xode chae oha A o

Budc 3: Chon "Tao méi" >> Upload file mau va chon Thém dé hoan tit thao tac

'
< C @ workflow.base.vn/quytrinhmuahang2-

* 5 @ :

@ banhsiphatdocds 08 trang khic

dit templ

ingdung @ Nenting thingnh.. @ Baselnc Heip Center [ Piatform Sta

THEM MAU IN CONG ViEC

Tén mau in PHIEU DE XUAT NHA CUNG CAP.docx

Chon flle mi (docx). Chan tép | PHIEU DE XU...G CAP.docx
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c

Ungeung @) Nén tang thing rh

( Quyr
" c Binh Nhu Quynh

Juy trinh Mua hing

Quy trinh Mua hang 2

Quy trinh xif Iy dc

Tham khi

Budc 4: Chon nhiém vu

in

<

c

lngdung @ Nénta

& workflow.base.vmy

thang nh

& workfiow.basevn/quytrinhmuahang2-1737/edittemplate

© 6o i Help Conter [ Pltiorm Start guid. Dashboord - fase C.. @ banhsinhnhatdocd.

3 Quy trinh Mua hang 2

wong ty chish  Mauin  C

Mau in

~ BE XUAT LAY MAU SAN PHAM doex

Hog tén ngwii 8¢ xuit: S{creator)
Ho tén ngudi shin mbu: S{user}
San phim dé xudrmiu: ${name}

Donvi cung cip S{thong_tin_nha_cung_cap}

Sélugng liy miu: ${so_luong_cung_cap_toi_thieu)

Ngwiri xét duyée: ${stage_owners_name]

Loeu i

clin vét duyge & cic cdp cao hem

~ PHIEU BE XUAT NHA CUNG CAPdacx

DE XUATLAY MAU SANPHAM

Nt Idy méu Idy 165 da Khong qués 5 sdn phim . Vi che oredmg hop iy méu

Cése trurvimer hés i lums ¥ e b rbu U mbbns o o idm cnit chist chil ud o hidn him i

D trang khic

B phin: Phing Mua hing

Bjphpa KCS

Béphin: Ban gidm ddc

PN WO

Base Inc Q@

D

@ B e Help Comter [0 Patform Start guic e —

& Set qua Phic Léc Tho

Set qua Phuc Léc Tho
n .

L doar: 0621 15/01/2020 6d16h0m

TRUBNG TiY CHiNK

An An

Ha Noi

Mat b

Set qua khach

120

08/01/2020

TitA NHA CUNG CAP

Khio sat chat liong
1o Member Qujnh - Deadine » - .

ed to Naupdn Thu Mish

can in > Chon icon miii tén = "Mau in" = Chon mau mudn

* B @

D trang khsc

T o []

¥ Xem nhigm v

[1/4] Tim nha cung cép

211

DEADUNE 06

? e & reng tab moi

Chinh sl nhiém vy DA sif DYNG: 1431

Chuyén sang giai doan k&

Chayén tép dén

THONG T

a
o
© Giso lsi cho ngudi
[

N NHIEM vy
&

Nhdn bin nhigm vy

Tso bai Dinh Nhu Quynh at 1421 03/01/2020
20

Cip nhét glin nh Ie 08,017

Gl doan e tar Tim nhé eung edip
Chuyéin gian doan lic 14:21 08/01/2020
Ngusi quin tri gisi dosn: Snhuquynhd0

HD HOAM THANH CAC N

101 THED DBI

]

T6NG THON G1aN 143 5118500
‘
SROGHESSION I STAGES
“ * @ rimnhi cung cip
16000 43
2 Muahing
500
3 Chuyén kétodn
. Base Inc
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<« C & workfiowbasevn/job/30029 * % @ :

3 Ungdung @) Nénting th

Help Cemter () Plaform Start guid Dashbosrd - Bace ¢ @ bashsnohatdocds D trang khsc

PLEASE PICK THE TEMPLATE TO PRINT
frype to quickly search

DE XUAT LAY MAU SAN PHAM.docx

PHIEU DE XUAT NHA CUNG CAP.docx

Budc 5: Sau khi chon file sé tai v& may va hién thi nhu hinh. An t6 hop phim Ctrl + P
dé in file.

T Laasocenc] assoceoe AaBbCt AsBoCet AQD AsBbcer Aosbeeoi AoBbCcON AosbCco ASBBCDC AGBOCCDI AGBHCCD: AABECED AABBCCD( AGBBCCDI

TNomal | TNoSpac— Heading! Heading? Ttk Subtite SublleEm.. Emphasis InenseE.  Suoag  Ouote  InenseQ. SublieRel. InenseRe. BookTake s n
sttes < eang -
DE XUAT LAY MAU SAN PHAM
Ho tén nguin ¢ xuat: Dinh Nhu Quynh. B§ phin: Phong Mua hing
Ho téa ngudi shin miu: Dinh Nhv Quinh B3 phin: KCS

Sén pham dé xudt miv: Set qud Phiic Loc Tho

Dom vi cung cip: An An
$6 lwong Iy mau: 120

Lt do liy mie
Nawbi xét duyét: Binh Nhv Quinh B phin: Baa gdin abc
Ly

- Newai ld. méu idy. 16 da khng qué 5 sdn Rhdm méu. Vi el oreomg hop 1y méu nhiéu hom,
cdn xét duyét & céc ep cao hon.

- Céc trudmg b6 phan leu Y ede yéu cdu 1y méu cén duoe kidm s0dt chat ché v c6 bién bn kim
theo.

- Sau khi lby méu, ngwsi 16y méu c6 tréch nhigm lim bo cbo dinh gid méu cho clip trén kibm
ra

Pogeiof]  13worss [ Englsh Unted States ¥ W5 - 1 4+t

3.15. Quan ly webhook

Webhook la cong cu dé hd trg chuyén doi, lién két nhigm vu tir app nay sang app khéc.
Truy cép https://workflow.base.vn/ hoac bi€u twong Workflow trén thanh app, chon quy
trinh can quan ly webhook va lam theo hudng dan sau:
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https://workflow.base.vn/

Budc 1: Chon biéu tugng "..."

€ 5 C @ workflow.basevn/quytrinhmuahang-252/home. * @

3 Ungdung ) Néntingtring ri. Q) Bsse g Help Center [0 Fistorm Stat s Omshionrd - Baze €. () Requests - Quin . D trang knsc

3 Ctuy inh s hing =[] euprarprvumnl Pe—— e =

Home

i&m Thanhvién  Biocdo  Tdng tily chir

Tim nha cung cip % - Muahing & @ - Chuyénké todn %~ Xirly théng s6 %0 - Done ~  Failed

Tap hop yéu chu mua hing 1 bé
phin kinh deanh

Tin b cung e kmk

Dam phan mus hang (Copy)

Thue phim tuai
- deacine

dead '10/2018 1529  Tén nh cung
cip

80 Dk Mt Qb Hét han trang 14612

A Dok N Qg =01 1 & e Now Qg Nodestive @) Dok Now Qunh
ED Thye phiim khé Bam phan mua hing

eadlin: 31/01/2020 0046 - Nid phdn ph Khing cé midu th

A Dok N Qg =01 1 & B0 Now Gunh

(Z Binh N Cugrn
Thigc pham tuoi séng
desine 1102019 1329 (e

Quy trinh Mua hing 4 Bink Ny Qunk H0t han &

L]
.
o «
a
-
]
4
s
.
L
°
5
o -

Budc 3:
a) Néu mudn chuyén dix liéu tir app khac vao Workflow:

- Copy dir lieu API tir Workflow o
- Paste dit liéu APl vao muc Manage webhook & app muon lay di liéu

41



MANAGE WEBHOOKS

Linked to

Quy trinh Mua hing

Webhaok base vn/ebhook

Shared URL secret HCVR3LGTRTBALNWSRFXF2UPWPGQZZ3ZX

Create APl endpoint

ps ba qGOZsP_PrCleyqazDi1s
eSFUISMWEWZQynUMIbge 1Macmzr TyvRM _Lgu3GSShOKDC3_TWECyqXR
_DOGCRTCzyEWCMENEDSAVY

b) Néu mudn chuyén dix liéu tir Workflow chuyén sang app khac:

- Copy dit liéu API tir app can chuyén dix liéu sang
- Paste dix liéu API @6 vao Workflow = Enter
- Chon "Save"

< C @ workflow.basewn/guytrini

MANAGE WEBHOOKS

Linked to Quy trinh Mua héng

hittps://wework base. vr/webhook/create/SROhKMXNMIES

HOVRILGTRTBALNWORFXF2UPWPGQZZIZX

Create API endpoint

hitps://workflow base-vn/webhaok/create/v26s0z2qGvOZsP_PIC 1eyqB2D 115
eSFUISmWEBWzQynUMIbge 1 MAcmzQryvRM_Lgu3GSShOKOC3_TwECygXR
_D0aCpTezyEWC2MENEDSAvY

Trong do:

- Webhook Job created: Chuyén dix liéu khi nhiém vu méi duoc tao

- Webhook Job Done: Chuyén dit liéu khi nhiém vu duoc hoan thanh

- Webhook Job Failed: Chuyén dit liéu khi nhiém vu that bai

- Webhook Job Fowarded: Chuyén dix liéu khi nhiém vu duoc chuyén tiép sang
quy trinh khac.
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3.15.1.C4ch thiét ldp chuyén di liéu tw dgng tir Workflow sang Wework

Trong truong hop: tao mot nhiém vu, mot nhié,m vu duoc hoan ghién (chuyén sang trang
thai done) hoac that bai (trang thai fail), muon tu dong chuyén va tao mot nhiém vu
sang Wework.

Luwu y: Nguoi tao task va dugc giao task dugc ban tu dong tir Request vao Wework
phai la thanh vién trong du an/team dugc két noi webhook.

Vi du mau: Khi mét nhiém vu duoc thuc hién xong trong ludng quy trinh San xuét -
ban hang s€ ban Webhook tao tu dong mot cong viéc trong phong Cham soc¢ khach hang
tai Wework.

Budc 1: Dé cai dat mot Webhook ty dong giita hai phan mém c6 nhiing trudng thong
tin tly chinh giong nhau, dau tién can tao ra lién ket cho céc truong thong tin c6 trong
hai phan mem.

- Thjét lap cac Custom fields (truong dir lieu tuy chinh) cua Wework va Workflow
giong nhau veé type (loai dir li¢u), required (treong bat budc) va input key (méa
key cua dir liéu) dé chuyen dir liéu.

(Trong triong hop khong gid lai custom fields khi chuyén di liéu tu dgng thi khong can
thiet Igp custom fields o Workflow va bo qua buéc 1)

Vi du: Khi chuyén dit ligu tir Workflow sang Wework, c6 céc truong dit liéu “Tén thiét
bi, Chi phi du kién” thi thiét lap cac truong dir liéu d6 trén hé thong.

Truéng tay chinh

San xuat - Ban hang

Trudng tuy chinh

TRUONG DU LIEU KHI NHAP MO

Tén thiét bi text

Chi phi dur kién int

Ly do dé xuat textarea

o Cham sée khach hang S .
im nhanh céng viéc
UY CHINH
Chinh sira du an
Quan Iy thanh vién Tén thigt bi text
Phéan quyén st dung
o o Chi phi du kién int
= Truing dir lidu tiry chinh

Email notifications

Tay chinh hinh nén

Luu ¥: Check lai tén truong dir liéu, loai dir liéu (text, number,...), bién bat budc va
input key cua cac truong dir liéu cua Request va Wework phai trung nhau thi mai co
thé chuyén duoc dir liéu.
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»{ San xuét - Ban hang

Home Nhigmwu Hoatddéng Thanhvién Bdocdo Trudngtiy chinh  Miuin  Chinhsia

Trudng tuy chinh

TRUGNG DU LIEU KHI NHAP M1
Tén thiét bi
Chi phi dur kién

Ly do d& xuat

Truong dir liéu tuy chinh

Thém cac truong dir liéu thy chinh trong théng tin céng viéc dé cd thém cac thong tin khac

Edit input key

Tén thiét bi

[*

XA N

Chi phi du kién

CHINH SUA TRUGNG DU LIEU TUY CHINH

TEN TRUGNG DIF LIEU *
Tén thiét bi

D TRUGNG DO LIEU *

ten_thiet_bi

Bo qua

Editinputkey |

DO NOT SHOW

DO NOT

textarea

Thém trudng di liéu

text

int
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CHINH SUA MA INPUT

TEN TRUONG D LIEU *
Tén thiét bi
MA TRUONG DI LIEU *
ten_thiet_bi

Huy b

Budc 2: Thiét 1ap Webhook trong cai dat cua Workflow va Wework dé c6 thé ban tu
dong trong nhitng thao tac sau nay. O day, chuyén dir ligu tir Workflow sang Wework
nén stir dung “API endpoint” cuia Wework dé két noi vai dir liéu cua Request.

- Vao myc Manage Webhooks tir Wework dé Iy “API endpoint”

= o Cham séc khach hang

(1 Timnhanh céng viéc

cONG VIEC »  THAO LUAN (0 TAI LIEU (0 HOATBONG  BAOCAD  TUY CHINH
B Chinh sia »
Q + Tao cdng viéc hodc tao nhém céng viéc mdi Ngay tac v Filter:©

@ Quénly thanh vién

» Chua phan loai = Manage webhooks
@ Import & Export »
£+ Cactuy chon khac »
£ Déng project

@ Xoé project

Copy doan url “Create API endpoint” trong Workflow.
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MAMAGE WEBHOOKS

Linked to

Webhook tz=kCrezted

Webhook

taskStatuslUpdated

Shared URL secret

The shared server_token

Ché&m soc khach hang

= Enter webhook URL and press Enter

Enter webhook URL and press Enter

Add webhook transformers

webhook shared server_token

Create APl endpoint
URL endpoint for creating action

hitps:/fwewaork base vn/webhook/create/621 _4.0x1AQSI40z0vnvdNYarW
giii2pSZ_fAInMOBbcSFRT1ZEs43Wn0ia10Nge0KkDwW2FODAT 2Z2Y6lykNcKSe
w-45uzhPdMFRo3h7h3BHICYDAsPCPoOP kg /TXBJf

Huiy bo

_

- Vao Workflow va chon Manager workflow webhooks.
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Quick edit workflow

Manage workflow tags

Edit workflow's failed reasons

Add more stage

Set forwarding workflow

Manage workflow webhooks

Export jobs to Excel

Close the workflow

Remove the workflow

Truong hop chuyén dir liéu ty dong khi tao mot nhiém vu méi, copy doan url “Create
API endpoint” cia Wework vao muc Webhook jobCreated.

MANAGE WEBHOOKS .

Linked to San xuét - Ban hang

Webhook jontreated # Enter webhook URL and press Enter

Webhook [jobDene # Enter webhook URL and press Enter

Webhook jobFailed & Enter webhook URL and press Enter

Webhook | jobForwarded & Enter webhook URL and press Enter

Truong hop chuyén dit liéu ty dong khi hoan thanh mét nhiém vy, copy doan url “Create
API endpoint” cia Wework vao muc Webhook jobDone.
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MANAGE WEBHOOKS

Linked to San xuét - Ban hang

Webhook | jobCreaced Enter webhook URL and press Enter
Webhook | jobDone Enter webhook URL and press Enter
Webhook |jopFailed Enter webhook URL and press Enter
webhook cbForwarded

Enter webhook URL and press Enter

- Truong hop chuyén dit liéu tu dong khi mot nhiém vu that bai, copy doan url
“Create API endpoint” cua Wework vao muc Webhook jobFailed.

MANAGE WEBHOOKS

Linked to 5an xudt - Ban hang

Webhook Enter webhook URL and press Enter
Webhook FERESTE Enter webhook URL and press Enter
Webhook R Enter webhook URL and press Enter
Webhook jobForwarded

Enter webhook URL and press Enter

- Trudng hop chuyén dir liéu tu dong khi mét mot nhiém vu duoc chuyén tiép,
copy doan url “Create API endpoint” ctia Wework vao muc Webhook
jobForwarded.
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MANAGE WEBHOOKS

ook URL anc

ook URL anc

ook URL and

Linked to San xu&t - Ban hang
Webhook Erter wak

Enter webh
Webhook E

Enter webh
Webhook Enter weak

Enter webh
Webhook

Enter webh

ook URL and

Sau khi thiét 1ap Webhook tir Workflow sang Wework xong, khi tao mot nhiém vu, mot
nhiém vu duoc hoan thién (chuyén sang trang thai done) hoac that bai (trang thai fail),
hé thong s€ tu dong tao ra mot cong viéc sang Wework:

Tén cong viéc gitr nguyén theo tén nhiém vu.
Nguoi tao viéc gitr nguyén thong tin.

Miéu ta cong viéc gitr nguyén.

Nguoi nhan viéc gitt nguyén thong tin nguoi thuc hién nhiém vu.
Truong hop tao truong dir liu theo budc 1, hé thong sé chuyén ca cac truong dix

liéu do.

Céc thong tin khac trong dé xuat s& khéng chuyén tu dong sang Wework.

Cac truong hop khac can thiét 1ap nang cao hon, cai dit thém budc 3.

Budc 3: Thiét lap cac truong dir liéu s& thay d6i khi chuyén dit liéu tir Workflow sang
Wework biang Tranformer bang cach dién cac ma key vao phan Tranformer trong
Webhook cua Workflow. Tranformer trong case nay thuc chat Ia trich dan théng tin tur
Workflow tu dong chuyén sang Wework.

Co hai truong dix ligu trong Tranformer:

- Final key: ma key di liéu s& duoc tao ra trong Wework khi ban di liéu tu

dong qua Webhook

- Original key: ndi dung va ma key lay trong Workflow dé ban tu dong.

C6 3 nhém théng tin co thé chuyén dugc véi Tranformer caa Webhook:

Nhém lién quan dén thong tin Infor (name, content).
lién quan Following (username,

Nhom lién quan dén nhiing nguoi

create_username, followers).
Céac Customfield.
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= Truong hop Customfield chuyén thanh Customfield thi dam bao céc
Customfields phai giong nhau nhu hudng dan budc 1 va khdng can sir dung
Tranformer.

= Truong hop chuyén néi dung trong Customfield thanh théng tin infor thi s& sir
dung bién dat trong “{ }” vai dinh dang {custom_input_key}

Vi du: Muon lay ngi dung cua truong thdng tin Hang héa mua (input key la
hang_hoa_mua) trong Request thi sé dién {custom_hang_hoa_mua}

Transformer 1: "name" dai dién cho tén cua cong viéc & Wework, "{name}" la sir
dung tén caa mot nhiém vu trong Workflow.

[Chuyén tir Workflow] 14 phan noi dung mudn tao tu dong sau khi sinh ra mot task
mai trén Wework.

Transformer 1 name [Chuyén tir Workflow] {name}
Transformer = Final key Original key
Transformer = Final key Original key
Transformer 4 Final key Original key
Transformer = Final key Original key

Transformer 2: "creator username" dai dién cho nguoi tao task & Wework,
"@huyenntt" 1a username dugc chi dinh s€ tao task tu dong, néu khdng sir dung
transformer nay thi mac dinh ngudi tao request la nguoi tao jobs.

Transformer 1

name [Chuyén tir Workflow] {name}
Transformer = creator_username @huyenntt
Transformer = Final key Original key
Transformer < Final key Original key
Transformer = Final key Original key

Transformer 3: "username" dai dién cho nguoi thyc hién cong viéc & Wework,
"@duongtt" 1a username dugc chi dinh thyuc hién cong viéc.
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Transformer 4: "followers" 1a danh sach nguoi theo dbi cong viéc, "@ninhlv” 1a
danh sach nguoi theo d6i dugc thém vao céng viéc.

Transformer

Transformer

name

[Chuyén tir Workflow] {name}

creator_username @huyenntt
Transformer = username @duongtt
Transformer 4 Final key Original key
Transformer = Final key Original key

\

Transformer 1 name [Chuyén tif Workflow] {name}
Transformer creator_username @huyenntt

Transformer = usarnamea @duongtt

Transformer 4 followers @ninhh

Transformer = Final key Original key

Transformer 5: "content” Ia md ta cong viéc & Wework, "Quan ly khach hang:
{name}" sir dung {name} la tén caa nhiém vu trong Workflow.

Transformer 1 name [Chuyén tif Workflow] {name}
Transformer 2 creator_username @huyennitt
Transformer =
username @duongtt
Transformer < followers @ninhlv
Transformer = 3n Iy kha :
content Quan ly khach hang: {name}

Két qua s& chuyén nhu sau:

Khi nhiém vu dugc hoan thanh trong Workflow:
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| Nokia - Bon mua thiét bj mai | » Chuyéntip [ETNSTIOWOR -
iai doan: Done
B hoén thimn

Nokia - Pon mua thiét b| méi A~ Nguyén Than...

M Tén thigt bi: Thi€t bi bdo hanh s3 a Chi phi du ki€n: 500000 . Ly do d& xudt;
© Dead ozn: Mo deadline - SLA: Om Tao bdi Mo Nguyén Huong at 16:25
05/12/2019

Giai doan hién tai: Done

Chuyén gian doan luc 16:25 05/12/2019

THONG TIN NHIEM VU

TRUGNG TUY CHINH Hem té ca . )
NGUJI THEO DOI
Tén thiét bi
Thiét bi bdo hanh san phdm Q )
hi phi
500, 000
TONG THOI GIAN Used 0.01 of 0.00h
A bl A ~ A .
H¢ thong tu tao ra mot nhiém vu trong Workflow:
0 Cham sdc khach hang THEMNLL T e —
Lwa chon
Tim nhanh cBng vige [Chuyé&n tir Workflow] Nokia - Don mua thiét bi méi
Ngay tao Filver: Tétca O Todo - Trong Cham séc khdch hang » Chus phén loa

Chon ngay bat diu Deadline: C

Chura phan loai

. i Tran Thily Duong

MIEU TA CONG VIEC

X Nguyén Thanh Huyén

f20: 16:29 05/12/2019

nhat: 16:29 05/12/2019
= Quin Ij khach hng: [Chuyn tir Werkflow] Nokia - Ban mua thigt bi méi

Ethi Thigt bj bao hanh sén pham
Chi phi du kign 500,000

Luang Vin Ninh
ATTACHMENTS
Tran Thiy Duong
" . N i Mguyén Thanh Huyén
KET QUA CONG VIEC -

upload file - upload from Base Drive e 4 T e

3.15.2.C4ch thiét Idp chuyén di liéu tw dgng tir Request sang Workflow

Trong truong hop Tao mot dé xuat, xét duyét mot dé xuat hoac tir chéi mot dé xuat,
mudn tu dong chuyén va tao mot nhiém vu sang Workflow.

Luu y: Khi cai dat jobs sinh tu dong, phai cai dat nguoi tao jobs va dugc giao job cd
trong danh sach nguoi tao jobs va Stage workers (nguoi thyc thi) trong Workflow nhan.

Budc 1: D¢ cai dat mot Webhook ty dong giira hai phan mém c6 nhiing truong thong
tin tuy chinh giong nhau, dau tién can tao ra lién ket cho céc truong thong tin c6 trong
hai phan mem.

- Thiét lap cac Custom fields (truong dit liéu tiry chinh) cua Request va Workflow
giong nhau ve type (loai dir liéu), required (trwong bat budc) va input key (méa
key cua dir liéu) dé chuyen dir liéu.

(Trong truong hop khong gid lai custom fields khi chuyén diz li¢u tu d@gng thi khdng can
thiet lgp custom fields o Workflow va bo qua buoc 1)

Vi du: Khi chuyen dit ligu tir dé xuat mua hang sang nhiém vu cho luong cong viéc San
xuat - mua hang, c6 cac truong dir liéu “Tén thiet bi, Ly do d€ xuat, Chi phi du kién”
thi thiet lap cac truong dir liéu d6 trén hé thong.
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TRANG CHU Dé xuat mua hang
- v Khdng cé miéu td chi tiét
r D& xudt tuyén dung (Co.
¢ Xinlam thém theo ngay Mau form d& xudt

Tr Xin nghi theo gie

¢ Xin nghi theo ngay Tén thiét bi
MUATHIET BI v L
Ly do de xuat
¥r DE xudt mua hang

¥r DE XUAT MUA THIETB] chi phi dur kign

PHONG NHAN SU' v
fr DB xust ting luong Nguoi xét duyét

TUYEN DUNG v

# Chinh sira o - N
Deé xuat mua hang
Ma Nguyén Huong (Owner)
+ Thém Mua thiét bi
&(h)
text
textarea 0 0 0
int
Duyét déng thai (parallel)
+ Thém

Khéng xac lap

San xudt - Ban hang

Trudng tuy chinh

TRUONG DU LIEU KHI NHAP MO

Truéng tay chinh

Tén thiét bi

Chi phi dur kién

Ly do d& xuat

textarea

Luu y: Kiém tra lai tén truong dir liéu,

licu ciia Request va Wework phai tring nhau thi méi c6 thé chuyén duoc dir liéu.

bién bat budc va input key cua cac truong dit

Pé xuat mua hang

Khd

>0 miéu ta chi tigt

Mau form dé xuat

Tén thiét bi

@ 2[E]x ~ v
Edit input key

Ly do d& xudt

Chi phi du kign

Ngui xét duyét

# Chinh stia

+ Thém

text

textarea

int

+ Thém

Pé xudt mua hang
Mo Nguyén Hurong (Owner)
Mua thiét bi

8 (h)

Duyét déng thai (parallel)

Khéng xac lap
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»{ Sanxuat- Ban hang -

Home Nhigmwu Hoatddéng Thanhvién Bdocdo Trudngtiy chinh  Miuin  Chinhsia

Trudng tuy chinh

TRUGNG DU LIEU KHI NHAP M1

Tén thiét bi ® &£ x KHONG BAT BUGC text
. - Edit input key |
Chi phi dur kién e BUGE int

Ly do d& xuat KHONG BAT BUGC textarea

CHINH SUA MA INPUT

TEN TRUGONG DO LIEU *
Tén thiét bi
MA TRUONG DI LIEU *

ten_thiet_bi

Huy bé

CHIiNH SUA TRU'GONG DU LIEU TUY CHINH

TEN TRUGING DI LIEU *
Tén thiét bi
D TRUGING DU LIED *

ten_thiet_bi

Budc 2: Thiét 1ap Webhook trong cai dat cua Request va Workflow dé co thé ban ty
dong trong nhitng thao tac sau nay. O day, chuyén dir liéu tir Request sang Workflow
nén str dung “API endpoint” cua Workflow dé két noi vai dir liéu cuia Request.
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- Vao myc Manage workflow Webhooks tir Workflow dé lay “API endpoint”

Quick edit workflow
Manage workflow tags

Edit workflow's failed reasons

Add more stage

Set forwarding workflow

Manage workflow webhooks

Export Jobs to Excel

Close the workflow

Remove the workflow

Copy doan url “Create API endpoint” trong Workflow.
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MAMAGE WEBHOOKS

Linked to

Webhook

Webhook

Webhook

Webhook

joblone=

jobFailed

jebForwarded

Shared URL secret

5an xudt - Bin hang

Enter webhook URL and press Enter

Enter webhook URL and press Enter

Enter webhook URL and press Enter

Enter webhook URL and press Enter

MNEVBSBEUBSATYXLYIGISEPKMWIAKTEXAD

Create APl endpoint

URL endpo

hittps:/fworkflow base wnSwebhook/create,/FMpM)3 _tyDcobVyGtbDE14CqMjT
a0TamTHYmgAHywiVekh_s8-

kyi AR nrEsYgWPFEW M hZMRTWYIGhy FuWsrFZvraGh Ufol)SgMe_KwdoSstzs
CAWExBy T3 1 LYK R

Hiy b

- Vao Request va Chinh stra Webhook.
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Xem dé xudt
Danh séch cédc dé xu#t trong nhém

Tao dé xudt mai
Tao d& xudt mdi trong nhém nay

Nhan ban nhém dé xuat
Nhan ban nhom d8 xuat

chinh sira théng tin
Chinh sira théng tin

chinh stra mau in
Chinh sira méu in tir file Word (do

Chinh sira webhooks
Webhooks API

Export dif liu ra Excel
Export toan b cac dé xudt

Danh ddu quan trong
Panh diu quan trong

Trudng hop chuyén dit lidu te dong khi tao mot dé xuat mai, copy doan url “Create API
endpoint” ctia Workflow vao muc Webhook request Created.

MANAGE WEBHOOKS

Linked to

D& xudt mua hang

Webhook

requestCreated

Enter webhook URL and press Enter

Webhook
requesthpproved

Webhook

requestRejected

Enter webhook URL and press Enter

Enter webhook URL and press Enter

Trudng hop chuyén dit liéu ty dong khi chip nhan mot dé xuit, copy doan url “Create
API endpoint” cia Workflow vao muc Webhook request Approved.
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MANAGE WEBHOOKS

Linked to D& xudt mua hang
h‘ff;!tihgosk_ o Enter webhook URL and press Enter
wft{hto,k_- m— Enter webhook URL and press Enter

WE_!bhOOl( Enter webhook URL and press Enter

Truong hop chuyén dit lidu ty dong khi tir chdi mot dé xuat, copy doan url “Create API
endpoint” ctia Workflow vao muc Webhook request Rejected.

MANAGE WEBHOOKS

Linked to DEé xudt mua hang

""::E:“:‘;k_ S Enter webhook URL and press Enter
M_Jiljl(ik-.:-.u:::'--“f Enter webhook URL and press Enter
Webhook

L Enter webhook URL and press Enter

Sau khi thiét 1ap Webhook tir Request sang Workflow xong, khi tao méi mot dé xut,
chap nhan mot dé xuat hay tir choi mot dé xuat, hé thong s€ tu dong tao ra mot nhiém
vu sang Workflow:

- Tén cong viéc gitt nguyén theo tén dé xuat.
- Nguoi tao viéc gitt nguyén 1a nguoi tao dé xuat.
- Ngudi nhan viéc gitr nguyén 13 ngudi tao dé xuét.
- Trudng hop tao trudng dit liéu theo budce 1, hé thdng s& chuyén ca cac truong dit
liu do.
- Céc thong tin khac trong dé xuat s& khdng chuyén tu dong sang Workflow.
Céc truong hop khac can thiét 1ap nang cao hon, cai dit thém budc 3.

Budc 3: Thiét lap cac truong dir lidu s& thay d6i khi chuyén dir liéu tir Request sang
Workflow bang Tranformer bang cach dién cac ma key vao phan Tranformer trong
Webhook cua Request. Tranformer trong case nay thuc chat Ia trich dan théng tin tir
Request ty dong chuyén sang Workflow.
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Co hai treong dit liéu trong Tranformer:

- Final key: ma key dit liéu s& duoc tao ra trong Workflow khi ban dit liéu tu dong
gua Webhook , o

- Original key: noi dung va méa key lay trong Request dé ban tu dong.

C6 3 nhém théng tin co thé chuyén duogc véi Tranformer caa Webhook:

- Nhoém lién quan dén théng tin Infor (name, content).

- Nhom lién quan deén nhiing nguoi lién quan Following (username,
create_username, followers).

- Céc Customfield.

= Truong hop Customfield chuyén thanh Customfield thi dam bao cac Customfields
phai giong nhau nhu huéng dan buéc 1 va khdng can sir dung Tranformer.
= Truong hop chuyén noi dung trong Customfield thanh théng tin infor thi s& si dung
bién dat trong “{ }” vdi dinh dang {custom_input_key}
Vi dy: Mudn lay ngi dung cia treong thdng tin Hang héa mua (input key la
hang_hoa_mua) trong Request thi s¢ dien {custom_hang_hoa_mua}

- Transformer 1: "name" dai dién cho tén cua jobs ¢ Workflow, "{name}" la sir

dung tén cua dé xuat & Request.

[Chuyén tir Request] 1 phan ndi dung muon tao tu dong sau khi sinh ra mot task mai
trén Wework.

Transformer 1 name [Chuy&n tir Request] {name}
Transfarmer 2 Final key Original key
Transformer = Final key Original key
Transformer < Final key Original key
Transformer = Final key Original key

- Transformer 2: "creator username" dai dién cho ngudi tao jgbs o Workflow,
"@huyenntt" 1a username duoc chi dinh sé tao jobs tu dong, néu khéng sir dung
transformer nay thi mac dinh ngudi tao request 1a nguoi tao jobs.
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Transformer

name [Chuyén tir Request] {name}
Transformer |2 creator_username @huyenntt
Transformer = : - - -
Final key Original key
Transformer 4 Final key Original key
Transformer = : . - o
Final key Original key

- Transformer 3: "username" dai dién cho nguoi thuc hién ijs o Workflow,
"@duongtt” la username duoc chi dinh thuc hién nhiém vy, néu khéng sir dung
transformer nay thi mac dinh ngudi tao request 1la nguoi thuc hién.

Transformer 1 name [Chuyn tir Request] {name}
Transformer = creator_username @huyenntt

Transformer = username @duongtt

Transformer 4 Final key Original key

Transformer = Final key Original key

Transformer 4: "followers" 1a danh sadch nguoi theo doi task, "@ninhlv” 1a danh sach
nguoi theo doi dugc thém vao task.

Transformer 1 name [Chuyén tir Request] {name}
Transformer 2 creator_username @huyenntt

Transformer = username @duongtt

Transformer < followers @ninhly

Transformer = Final key Original key

Transformer 5: "content” la mé ta nhiém vu trén Workflow, "Quan ly mua hang:

{name}" stir dung {name} la tén cua request & Request.
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Transformer 1

Transformer 2

name

[Chuy&n tir Request] {name}

creator_username @huyenntt
Transformer = username @duongtt
Transformer 4 followers @ninhlv
Transformer content Quén ly mua hang: {name}

Két qua s& chuyén nhu sau:

- Khi mot dé xuét duoc chap nhan & Request:

Mua thém thiét bj cho don hang SJ54623 ~
Thai han x(r Iy: 22:45 today - Thai gian con lai: 07:59:
Chap thudn

THONG TIN DE XUAT MA BE XUAT: 218098

MNgudi tao Mo Nguyén Hueng @admin (Owner)

Nhom dé xuat Pé xuat mua hang (Duyét déng théi)

Théi gian tao 14:45 taday

Ca 3 few seconds ago

THENG TIN KHAC (MAU BANG KV DE XUAT)

Tén thiét b
Thiét bi cho méy bom céng nghiép

Ly do d& xudt

Chi phi du kign
500,000

Bon hang SJ65423 dang thiéu thigt bi cho giai doan san xudt may bom

Hé théng tu tao ra mot nhiém vu trong Workflow:

NGU XET DUYET
Q Mo Nguyén Huong °

{@admin - Owner

NGUEN THED DO

%: 34"5 o Request created
' Mo Nguyén Huong createc

DEets Mo Nguyén Huong
14:45 o approved the request
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&« !Chuy.e_n tu Ffeq:.les?::] liﬂf.la thém thiét bi cho don hang 554623 » Chuyénticn T LT - N HIEN TAI
[1/2] Bao gia

lIChuyén tif Request] Mua thém thigt bi cho don hang 5154623 | | TN Ty Duc.. | R e R e

M Ten thit bic y bam céng nghiép - Chi phi dyf ki 0- Ly do % xuit: Don hang SI65423 dang thiu thigt bi cho gi..

L e

S = GIAI DOAN SAL- Dt hang (Om)

MIEUTA Uplo

KY VONG: 0.00h DA SU DUNG: 0.02h

ong gi : No deadline - 5LA: Om

o THONG TIN NHIEM VU
Quan I§ mua hang: [Chuyén tir Request] Mua thém thiét bi cho don hang SI54623 In T30 bédi Nguyén Thanh Huy®n at 14:43 05/12/2018 I
Cap nhjt gin nhit lic 05/12/2019
TRUONG TU¥ CHINH HemtStcd
01 Tén thiét bi

[=)

© Gisi oan hién tai Bo gid
© Chuyén gisn doan loc 14:45 05/12/2019
n

Thiét bj cho may bom céng nghiép |
Nogu&i quén tri gisi doan: @admin
Chi phi du kién
500,000

R

HD HOAN THANH CAC NHIEM VU TRONG GIAI BOAN
03 Ly do dé xudt

Ban hang $J65423 dang thi€u thiét bj cho giai doan san xust may bom

NGUGH THED DOI + Add followers Follow

DANH SACH CONG VIEC Thém céing viée ¥

3.16. Xoa mét workflow

D¢ x6a toan bo mot quy trinh 1am viéc, truy cap https://workflow.base.vn/ hoac bicu
tuong Workflow trén thanh app. Lua chon quy trinh can xé6a va lam theo hudng dan
sau:

Budc 1: Chon biéu twgng déu "..."
1 Quy rinh cip nhit thong tin sén pham én web [_——] = « = EEETE

08 ngh| Cap nhitsinf 772 +  Done > Falled

sl 0% 831G phich nute trén wed thay 63 gid mét 33 sdn phim tén

e
e N b pdin i b S
e 94t

© oo

T30 Sha pdm trén Sapo + Website
TS o D LID Ormaright QAT
11D 4000 400 LED Oy
AT ST 0K, #500C Db LI

O v

hém mai sdn phdm wetsite +500
TS P O LED Wi R LED TTH
29W 1WA g e i 27300 LD
g T 2072596 1000 WL ik

TV T @ i
i wia g s phlem
Vo o e O
O TR W 10 WOt
520000 o O LD iy mé 0.
© i

[ -

€p gt sin phim mé n Sapo

renistesnioenpryren
) Piev i

S gl i phéim @ée bin clen img
-2

S P Dl s LED o g -
s Wl e g G

Budéc 2: Chon "Xba workflow"
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.
o
@ "
-
]
& x
4 X
.

Buéc 3: Chon "Confirm to delete" dé xac nhan x6a

DANGEROUS ACTION

d data) WILL BE

- Chi Owner/ Owner cua workflow méi c6 quyén x6a 1 ludng cong viéc.
- Luong cbng viéc da xdéa khong thé khdi phuc dir lidu.

IV. Giai doan (Stage)
4.1. Thém giai doan diu tién trong workflow

D¢ thém 1 stage dau tién trong 1 luong cang viéc, ban truy cap https://workflow.base.vn/
hoac bi¢u twong Workflow trén thanh app va thao tac theo hudng dan sau:

Budc 1: Tai giao dién 1 ludng cong viéc, chon “Thém giai doan”
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(& oinh Nhur Qujnn 5( Quy trinh xuat hing kho VC = -
Board Jobs Actuties Members Report Customfieids Printtempiste £t wondlo

Done - Failed

CONGT...

Budc 2: bién théng tin
ADD A NEW STAGE TO THE WORKFLOW

[
WORKFLOW

Quy trinh xu&t hang kho VC

STAGE NAME

Nhan yéu cdu xut hang

@ThanhPham

Or quick select workers by teams ...

Keep the assignee from previous stage

EXPECTED DURATION

Time (hours) to complete jobs H Deadline not adjustable
NSERTED AT

Before the done stage

- Stage workers: Nguoi thuc hién nhiém vu c6 thé 1a 1 nguoi hodc 1 nhom
- How jobs are assigned: Cong viéc ¢ budc nay duoc giao nhu thé nao?

Quick filter jobs Alljobs m =

-aB
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+

Keep the assignee from previous stage: Giir nguyén nguoi nhan viéc nhu ¢ budc
truge do.

Reassign to the first assignee of the job (first stage): Giao lai viéc cho nguoi nhan
Viéc & budc dau tién.

Unassign the job - let the stage managers decide: Khdng giao cho ai ca, dé nguoi
quan ly caa budc nay (Stage owner) quyét dinh.

Let the current assignee reassign: Dé cho ngudi nhan viéc hién tai cua céng viéc
giao lai cho nguoi khac.

Reassign to a random person: Giao cong viéc cho 1 ngudi bat ky (Phai thuoc
trong muc Stage Workers)

Reassign to a person with least number of jobs: Giao céng viéc cho nguoi dang
c6 it cdng viéc nhat (Phai thudc trong muc Stage Workers).

Reassign to a person with least number of active jobs: Giao cong viéc cho nguoi
dang c6 it cong viéc chua hoan thanh nhat (Phai thudc trong muc Stage Workers).

Sau khi thiét Iap xong, chon "Save" dé hoan tat thao tac.

4.2. Thém mot giai doan méi

Dé thém 1 stage mdi trong 1 ludng cong viéc, truy cap https://workflow.base.vn, chon
1 luong cdng viéc can thém Stage va thao tac theo hudng dan sau:

Budc 1: Tai giao dién 1 ludng cdng viéc, chon "Edit Workflow"

Quy trinh Mua hing

Maa trung thu

(2 o s Qo

Tip hop yéu clu mua hing if b
phdn kinh doanh

Base Inc =08

Budc 2: Bién thdng tin vao muc "Create a new Stage”
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Mua hang Chuyén ké toan Xt ly théng sé Tén giai doan Done

a0 000 Enter th er of 0.00

REQUIRED, including panding tod * NOT REQUIRED v REQUIRED todos of current stagl

Keep the assignee from previous : ¥ Keep the assignee from pravious : ¥ Reassign to the first assignee of t v Keep the assignee from previous | * Kesp the assignes from praviou

Trong do:

do.

+

+

Bt buoc hoan thanh céng viéc dugc quy dinh san?

NOT REQUIRED: Khéng yéu cau

REQUIRED todos of current stage: Yéu cau hoan thanh cac dau muc cong viéc
ctia budc hién tai trude khi chuyén sang budc moi.

REQUIRED, including pending todos of previos stage: Yéu cau hoan thanh cac
dau muc cdng viéc cua budc hién tai va ca cac dau muc cdng viéc cia cac bude
trude do6 trude khi chuyén sang bugc méi.

Nhiém vu duogc giao ty dong nhu thé nao?

Keep the assignee from previous stage: Gitr nguyén nguoi nhan viéc nhu ¢ bude trudc

Reassign to the first assignee of the job (first stage): Giao lai viéc cho nguoi nhan
viéc & budce dau tién.

Unassign the job - let the stage managers decide: Khang giao cho ai ca, dé nguoi
quan ly caa budc nay (Stage owner) quyét dinh.

Let the current assignee reassign: Dé cho ngudi nhan viéc hién tai ciia céng viéc
giao lai cho nguoi khac.

Reassign to a random person: Giao cong viéc cho 1 ngudi bat ky (Phai thuoc
trong muc Stage Workers)

Reassign to a person with least number of jobs: Giao cong viéc cho nguoi dang
c6 it cdng viéc nhat (Phai thudc trong muc Stage Workers).

Reassign to a person with least number of active jobs: Giao cong viéc cho nguoi
dang c6 it cong viéc chua hoan thanh nhat (Phai thudc trong muc Stage Workers).
Position: Vi tri cia budc nay trong ludng cdng viéc.

Stage Guideline: Hudng dan, yéu cau dé cd thé hoan thanh dugc budc nay dé
cong viéc co thé chuyén sang budc mai.

Budc 3: Sau khi thiét 1ap thanh cong, chon "Submit" dé hoan tat thao tac.
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4.3. Chinh sita nhanh mégt giai doan

Pé chinh stra nhanh 1 giao doan ban truy cap https://workflow.base.vn/ hoic biéu twong
Workflow trén thanh App.

Buégc 1: Chon dau miii tén trén dau Giai doan

Quy trinh cip nhat thng tin sin pham kén web s =

thay 881 gid mdt 53 sin phiem trén
et

Budc 2: Lua chon cac tinh nang chinh stra

- Chinh stra giai doan: Chinh sura thong tin chung cta giai doan
- Tuy chinh cbng viéc tao san trong tirng giai doan: Chinh stra hoac thém todo
trong giai doan

Luwu y: Todo s& xuat hién ¢ cac job sau khi tao. Céac job da tao trudc khi tao todo s& k
hién thi.

- Quan ly tay chon kéo nguoc:

MANAGE STAGE BACKWARD OPTIONS

o ”_}‘-.".\_l:. 'H-T .-\.Ir
DbV AN L B L b

Can move back ONLY to the closest stage

Cannot move backward

Can move back ONLY to the closest stage
Can move back to particular stages (to be chosen)
Can move back to any previous stages
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Can move backward: C6 thé chuyén job Iui lai

Can move back only to the closet stage: Chi chuyén job vé dugc budc gan nhat
Can move back to partucular stages (tobe chosen): Chuyén job vé stage lya chon
Can move back to any previous stages: Chuyén job vé bat ki budc nao

Tuy chinh nang cao

+ 4+ + +

CHIiNH SUA GIAI BOAN

Mua hang

Allow assigners to update deadline when maving next

Duration to deadline is skipping Sundays

NCT REQUIRED

« Allow people to add more todos at this stage

Cance' —

+ Allow assigners to update deadline when moving next: cho phép nguoi de giao
cap nhat deadline khi chuyén tiép

+ Duration to deadline is skipping Sundays: Thoi lugng tinh deadline bo qua chu
nhat

+ Require completing Todos before moving jobs next: Yéu cau hoan thanh Todo
truéc khi chuyén tiép nhiém vu

+ Allow people to add more todos at this stage: Cho phép moi ngudi thém todo ¢
giai doan nay

- Xoa giai doan

- Add stage to the left: thém 1 stage bén trai (thém budc phia trudc)

- Add stage to the right: thém 1 stage bén phai (thém budc phia sau)

- Manage webhook: quan ly webhook

4.4. Tuay chinh cong viéc co sin trong tirng giai doan

Budc 1: Chon icon "miii tén" & dau giai doan can chinh sira
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€ C & workflow.basevn/qu

o

gdug @ Nen g thég . loc elp Center () Pitorm Start g

c Dinh Nhu Quynh »( Quy trinh Mua hang

"
) Home

Tim nha cung cBp &~ | Muahing € a5 chuyenketoin “©-

Dam phan mua hang (Copy) Thie phiim khé. Thc phim tuol

desdine

9 Do N Quinh %

4 Bioh N Quinh

Thuc phim tudi sng

Sadin S0 3 Dam phin mua hing

€8 Dioh Nbw Qujnh o s,

4 Dinh N Qujnn

Mua Cookle Tét

Quy trinh Mua hing deadine. (T 59 Yl ok 0 S 411
phin kinh doanh

4 Bich N Quimh

Tim nhi cung cip cho tifng sin Bioh N Qi
phim

v

& o

€ C @ workflowbasen/quytrinhmushang-262

jngdung ) Némting thing e () Base nc Heip Cemmer [ Platform Start gui Gashboard - Base C

d (2 Oinh Nhrcujon 3( Quy winh Mua hing

Home
Tim nha cung cip & - Muahing & ® - Chuyénkétodn -

Chinh sira giai dosn
Nhigm vu ciia 161
am phan mua hang (Copy)

deadline:

Thue phim i
deadline: 31/10/2010 1529 Ten rivd cung
cipTans

‘Qudn by tiy chon kéa nguac

4 Dinn Mk Qb

Tiy ehgn ning cao 8 01 v Qe

Thijc pham tici sng

uy trinh nha hdng ¢ deading: 31/10/2019 1329

X&a giai doan
Bim phan mua hing

Kndng o midu th
4 01 s add 3 stage on the left

4 Sioh Nhu G
Mua Cookle Tét Add a stage on the right
Quy trinh Mua hing deadine:

4 Dk Hrwr Qs

Quin i webhooks
Tim nhi cung cip cho ting sin "

BAn giao khich hing
uy trink xit 1f doin b iher Qo

Quy trinh xi?  don D5 trang tri

X Iy théng s6 L

€4 Dion Nne Quinh

Xir Iy théng 56 L

5. Ténnhs cung

8 £inh M Qujri

Mua sin phim

Kindog cb miu th

Q. Bich N Quinh

ABC
Kihding <6 mada th
S Oin Niw Qusjnh

v @

D8l trang khic

mohashnhigmuy | TmkiEmningess > @ B [ERECATECA

Done - Failed -

Mua sin phim
Knéing c6 midu th

(& o N o

ABC
Khéng c6 mitu th

(2 ik s e

Budc 3: Tai ddy, c6 thé thém cong viéc mai, chinh stra tén/ ngudi dugc giao/ thoi gian
Ki vong/ md ta cong viéc va chon "Save" dé hoan tat thao tac.
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EDIT STAGE TODOS

# TODO * ASSIGNED TO

01 ol tai liéu Type @ to tag

02 cap nhat théng tin Type @ to tag

03 Todo #3 Type @ to tag
Cancel

DURATION (HOURS) DESCRIPTION

Duration (hours) Description

Description

Duration (hours)

Duration (hours)

Description

4.5,

Thiét 1ap danh séch cdng viéc (todo) mic dinh cho tirng giai doan

Pé thém danh sach cong viec mdc dinh cho tung giai doan truy cap vao
https://workflow.base.vn/hoac bi¢u twong Workflow trén thanh app, chon luong cong

viéc can thém va 1am theo huéng dan sau:
Budc 1: Chon "Chinh stra™

€ 3 C @ workflowbasevnquytinhmuahang-252/home *
© Bse i Help Cemter [ Pitform Start i Dashbosrd - Base . () Requests - Qi
»( Quy trinh Mua hing B : . =
Hame 1
Tim nha cung cip &+ Muahing &€ @+ Chuyénké todn &~ XUl théngs6 &0+  Done +  Failed

Thuse phim tuei séng

B Quy rinh Mua hing

& ik N Qe

Dsutrang

081
desdline: 24/10/2018 1715 Tén nha cung
i BCA

Mua sin phim
Knéng cé mig ti
{2 Dinis N oo

Dim phan mua hang (Copy)

- deadiine 9 Bink Hiws Quimh
& 5o N Gujnn
aBc

[—
(2 Dok e e

Budc 2: Bién cdng viéc vao timg Giai doan >> chon "Submit"

khic
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€ C @ workfiowbssexn/quytrinhmushang-262/edit

@nhuguynhd0

Quy trinh Mua hang

1+ Khdo sst chdt lugng

1200 @lamphuong
Enter descrip

Quy trinh Mua hang 2: Gid
10.00 @thuminh123

2. Thei gian cung cip

800 @thao3

@ninh2 @phamthac

DANH SACH CONG VIEC
1. Kndo sit chit lugng
1200 @huynguyencs

Chst ugng tidu chudn

500 @hathuhuong!

Gis trung binh

3 Thai gian cung clp
400 @quynhquymih
Nhanh ehéng

4 i

f hour T

QUY TRINH MUA HANG

@ranghuocbinh Tag to choose people

Budc 3: Cac cong viéc sau khi thém vao sé& hién thi ¢ cac nhiém vu sau d6

« G @ workflowbasewnyjob/ 16550

& Thue phdm twai séng

Thuc pham tudi séng

31/10/2019 1329

Quy trinh Mua hing

&4 oo v

171212019

it NHA CUNG CAP

Thasi gian cung cip

1o pham thas3 - Des

Gid
o Nguyén Thu Minh - Desdline: 2329 10/1

Khaa sat chit luong

o Phung Lim

a Binh Nhu Quynh

Viét théo lugin cia ban

4.6.

» GIAI DOAN SAL: Mua hing (shm)

HONG TIN NHIEM v
3 T30 b4 Dinh Nhu Quinh st 1329 101222018
3 C3p nhat gan nhat l6c 10/12/2015

Gisi Goan hidn i, Tim nhi eung cip

Chuyén gian Goan lic 1323 10/12/2019

M tigus quén T gisi Sean Srhuquynhd

HD HOAN THANH CAC NHIEM VY TRONG GIAI BOAN

“

Base Inc. -a@

0k 7 DYNG: 140.26h

GG THEY GIAN 14026 o1 16500
SROGAESSION I STAGES
@) 7imnha cung cip
16000 ez

2 Muahing

500
3 Chuyén ké toan -

a0 Base Inc -an

Quan ly thy chon kéo ngwoc nhiém vu vé giai doan truéc

Trong qua trinh thuc hién nhiém vu, nhitng nhiém vu phéat sinh s& can kéo nhiém vu lai
Ve giai doan trude do. DE cai dit tuy chon nay truy cap https://workflow.base.vn/hodc
biéu twong Workflow trén thanh app, va thuc hién theo huéng dan sau:

Budc 1: Chon ki hiéu diu miii tén & dau giai doan can thiét lap
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¥ Dinh Nhw Quynh 3( Quy trinh Mua hang
h o S

Click to edit

Tp hop yéu cau mua hang tif b

Thigc pham tuoi
phan kinh doanh e 31/10/2019 15

Dam phan mua hang

Kndng c3 midu th

€ 01 Wi Qujon

Quy trinh Mua hing

I Fisform St guid Gasbboard - Bose C.. () Requests - Quin

c Binh Nhw Quynh 3{ Quy trinh Mua hang
Home t
Tim nh cung cip % - Muahing € @ - Chuyénke todn & - X Iy théng s6

Chinh si gisi doan

Tiy chinh cic céng viéc t30 sin
trong gial doan

w[ QAN Iy tiy chon keo nguoc

Uy chon ning cao

éa giai doan

Add 2 stage on the ket

£ News Qi
Add a stage on the right

Quy trinh Mua hing Quiin Iy webhooks

Tim nha cung cap &[] Muahing € @ - Chuyénkeé toin %+ Xilythong s6

€8 9i0h Nnus Qujnn €4 010n Nhs Qb

4 ich Nrw Qo

Tim nhanh nhigm vy

Done

Mua sin phim
Yhing ot miu 13

(2 o o e

Failed

Base Inc

Dam phin mua hang (Copy)
deadline:

&4 Do Nk Qb

Budc 3: Tai ddy, c6 thé lra chon 1 trong 3 tdy chon:

MANAGE STAGE BACKWARD OPTIONS

BACKWARD OFTION

Can move back ONLY to the closest stage

Cannot move backward

Can move back ONLY to the closest stage

Can move back to particular stages (to be chosen)
Can move back to any previous stages

Trong do:

Base Inc

-ar
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- Cannot to backward: Khong cho kéo nguoc

- Can back ONLY move to closest stage: Chi cho phép kéo nguoc vé giai doan
trudc gan nhat

- Can move back to particular stages (to be chosen): C6 thé quay lai giai doan ty
chon (Luu ¥: Budc nay phai chon lai giai doan cho quay vé)

- Can move back to any previous stages: C6 thé quay vé bt ctr giai doan nao

4.7. Xoa giai doan
Pé x6a 1 giai doan bar] truy cap https:\//workflow.base.vn/hoac biéu tugng Vyorkflow
trén thanh app, chon luong cong viéc can chinh sira, sau d6 lam theo hudng dan sau:
Buéc 1: Chon "Chinh sira™

€ 2> C & workflo
i Ungaung @ Man tin

3¢ Quy trinh Mua hang

e :] hanh nhid @ = RS

Tim nha cung cip +  Chuyén ké todn & - XUljthéng s6 €0 - Done ~  Failed

Thyc phim tuoi 0516 Mua sin phim Dam phin mua hing (Copy)
eadiine 191529 Ta Khdng c6 metu th desdine

(& o N o PR 6 61t v Cuion
€4 ik N Quinh - Q

ABC

m phin mua hang Dbegasamt
G (2 O Nt Qo

€ oo Nnw Qujnn

§
phan kinh doanh

(& e N ot

Base Inc -a
9 \
Budc 2: Chon bié "G glaid an x6a >> Chon "Delete stage"
udc 2: Chon biéu tuwong "..." ¢ giai doan can xo0a on "Delete stage
<« C @ workflowbasevn/quytrinhmuahang-262/edit * O :
0 Fe
QUY TRINH MUA HANG
Quy trinh Mua hang Tim nha cung cap Mua hang Chuyén ké toan Tén giai doan
@nhuquynh90 160.00 500 000
YES v NO v NO NO
NO v NO v NO NO
°
NOT REQUIRED . NOT REQUIRED v NOT REQUIRED v REQUIRED, including pending tod * NOT REQUIRED
@nhuquynh90 @nhuquynh30 @nhuquynh%0 @nhuguynh30
Unassign the job - let the stage m v Keep the assignee from previous : ¥ Keep the assignee from previous : ¥ Reassign to the first assignee of tt v Keep the assignee from previous
@nhuguynh%0 @ninh2 @phamthao Tag to ch people @tranphuocbinh
At the end of the workflow
1 Kndo sat chst lugng 1 Khio sit chst lugng

1 1. T
R 20 s omamguns | eetheus 1 o6 cotrers 1 o | [

Chit lugng tiéu chusn

Budc 3: Chon "OK" dé x6a


https://workflow.base.vn/

Luuy:

- Dt liéu xda khoéng khoi phuc duoc.
- Chi x6a dugc giai doan khi khdng con cong viéc thudc giai doan do.

V. Tao lap va xir ly nhiém vu (Jobs)
5.1. Thém nhiém vu méi

Truy cap vao https://workflow.base.vn/ hoac icon Base Workflow trén thanh app. sau
d6 chon workflow va thao tac theo huéng dan sau:

Budc 1: Chon "Thém nhiém vu" hoic dau cong trén man hinh

Quy trinh cip ahit thong tin sin phim lén web - s = | B

©énghi Capnhitsinpf 12+ Done

150 chn g RO
20160 8 gl M s e Gk
oS o 316000

Q) 5 T e Mo

. Sau khi dién théng tin, chon "Tao
nhiém vu mai" dé hoan tat thao tac tao mai.
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TAO NHIEM VU MG

Tén nhiém vy *

Lloh name

Please select tags

Ngudi thifc hién -- Please select one member --

M6 ta nhiém vu B I U =

nhiém vu

Job description

5.2. Xwly 1 nhiém vu
Budc 1: Chon mét nhiém vu xir ly trong mot workflow cu thé

¥ Binh Nhu Quinh 3{ Quy trinh Mua hang
" e B

Tim nha cung cip Done - Failed

Asc
Khéng c5 hang tn m t

(2 i N Cain

Mua sén pham

&4 0ok Niwr Quinn
Quy trinh Mua hang
Dam phan mua hang

1 zin phim, hap S6ng, hia San b

4 9ich Now Quinh o deadline

Tim nha cung cp cho tiing sin
phim

i
80 0h N Cugrn stine

Tap hap yeu cu mua hang ti ba
phin kinh doanh

o BP Kinh doanh- Téng hap

&4 5ich N Gujmin fine

Aljots

Budc 2: Chon nhiém vu can xu ly
Xt ly cac cong viéc trong Danh sach céng viéc

CONGT...
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o (@ oo (RO [ v ree JRUCTOS

[2/3] Mua hang

Bam phan mua hang &4 oinn v

R han NCE phi hop v8i timg sin phdm- ¥8u ciu céc gidly t3 lién quan 161 sin phdm, hop dBng, héa don ti N

usé: 0.03h

9 Des  No dedline - SLA: Om
PTION Upload file  Edit description
s v " s JOB INFORMATION

- Khaa gid va hia chon NCC phi hap wéi tiing sdn phim- Yéu cBu cic gidy 1 lién quan 1i sin phim, hop déng. hda don tir NCC- Hean thanh gidy & lién quan ) Job crested by Binh Nhy Quynh st 09:06 07:03/2019
) Last update at 07/09/2019

EXTRA FORM DATA Show al 5 Cument stage: Mua hing
@ Last moved at 09:06 07/09/201%

ANH SACH CONG VIEC add todo M stage owners @nhuquynhso

TiM NHA CUNG CAP
STAGE GUIDELINE

NCC nuéc n 2
NCC trong nude & FOLLOWERS Add followers. Unfolo

v TOTAL TIME Jsed 048 of 0.00)
a inh Nhu Quynh s

PROGRESSION IN STAGES.
Viét thio ludn cia ban

@ i oha ang cip

000 08
THAC LUA © muahing
a Binh Nhv Quynh Bam phan mua hing S o
5 Chupén ké toin
Comments 0 - ik Like " 050

Cap nhat két qua cong viéc va trang thai cho tirng cong viéc:

# QUY TRINH MUA HANG DAM PHAN MUA HANG

NCC nudc ngoai

[0 Tao bdi Binh Nhu Quynh - 31 minutes ago

© Mo deadline

D3 hoan thanh —

Giao viéc
DESCRIPTION ¥6a Chinhsia Thém tailiéu

Chua c6 mé ta cho cong viéc nay

+ Add followers + Follow

Deliverables

Cap nhat két qua céng viéc hoac upload file

Comments (0)

Comment and press Enter to post
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Budc 3: Sau khi cap nhat xong, chon "Move Next" dé chuyén giai doan tiép theo

< Pam phan mua hang

3 = 3 &9 Bink Nhw Quy..
bam phan mua hang inh N Quj.
M - Khio gid va lua chon NCC phit hop véi timg san phim- Yéu ciu cic gidy t& lién quan téi san phdm, hop dbng, hda don tir NCC- Hoan t.

@ Deadline in stage: No deadline - SLA: Om
DESCRIPTION Upload file  Edit description

- Khio gia va Iua chon NCC phu hgp vdi titng san pham- Yéu ciu cic gidy td lién quan tdi san pham, hgp déng, héa ddn tif NCC- Hoan thanh gidy t& lién quan

EXTRA FORM DATA Show all

DANH SACH CONG VIEC Add todo

TiM NHA CUNG CAP

5.3. Téng quan nhiém vu trong 1 workflow

Pé xem tong quan cong viéc trong 1 ludng cdng viéc, truy cép https://workflow.base.vn/
sau d6 chon mot quy trinh cu thé. Tai day ban c6 thé xem dang bang hoac dang danh
séch:

e Cach 1: Xem dang bang:
Ban chon "Home" trén menu diéu hudng hoic chon biéu twong bang nhu anh sau:

<« C @ workflow.basevn/quytrinhmuat

v @

0 9 . e (@ Platform Surng ashoosrd - Base D trang khi
c Dinh Nhu Quynh 74 rind an Tim nhanh nhiém vu i kidim niog €20 EEE + THEM NHIEM VU
im nha cun: - 3 N

~  Chuyén ké todn & - Xily théng s6 €0+ Done «  Failed

Thwic pham tuol D51

€4 9i0h Nrs Qujnh €4 Dinh by Qujrh

Dam phan mua hang

S trar Tip hop yéu ciu
0 Quy trinh Mua han
e phén kinh doanh

Base Inc -Q@3

e (Cach 2: Xem dang danh sach

Ban chon muc "Nhiém vy" hozc chon biéu twong hinh list nhu anh sau:
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< C @& workflowbasevn/quytrinhmuahang -2

* @ :

e [ Plotiorm St g Dsshbaard - Bsse C D rang kiic

ngdng ) Nanting thingen. ) Baseinc b

(& ©iohtinecuien 3¢ Quy tinh Mua hing & - seprserpre | Eeram— ; pre—

HHIEM VU
Thue phém ol ace Bink Niuf Qumh Kintng co Binh Nt Quimh 141 n
Tiuje pham kho e {59 oon i auimn a1 [ 4 oo s i o n
Khang cb midu th Mus hing osnz/zng N
B 1é AT ‘Dinh Wi Guinh Khéng e - inh N Qujnh 141 n
Ratg s ik ez “ T “ i
Mua trung thu acnwe g Don i auien 30 g oo N i 1430
Quy trinh Mua hing Khing cé midu B ey ) oy
Mia Cookle Tat nee Bink N/ Qujmh 0639 Sdays Binh Niws Quimh 1439
Khéng 8 migut Tim b cung < “ 18122018 L oanzsx
T4 hop yéu cau mua hang b bo phan e 5 ©nh b Qujmh g o i cuih na
kinh doanh M hing BNy
newe g o s cuion os:d1 (1Y) Binh Niws Quimh
Tim s cung cBp 297172008 L)
acvt g o v auimn Khéng ci - 5§ o v vih 1025
Chugén kétoin deatiee 3010

Muasin phim BT g omanamn  Gdge - ° &g oo @
Khing e midu t Done deadine oTisrat
ABC [ _oom | “ Dinh Niwf Quynh Khéng c& - o “ Dinh N Quynh 177

Khing c8 midu 13 Done seacine o092t

Tai day, c6 thé st dung:

- Thanh cong cu dé loc nhiém vu theo tung trang thai nhu: Da hoan thanh, Dang
xur ly, That bai, Qué han, Danh dau.

- Thanh cudn ¢ cuoi trang dé xem duoc toan bo cac treong thong tin trong 1 nhiém
VUL

< C @ workllowbasevn/quytinhmuah

« @ :

e [ Platiorm Sart g Dashisaard - Baze C Dl tang ki

e Binh Nhu Quynh »{  Quy trinh Mua hang ot . . =
N v 1
[[rn v |

i Ungdmg @ Nintingteingrn. Q) Esselnc

Thy phim tiai acve g o s i Knéng cé g o uiin 141 !
Khéng cb miéu ti Chuyén k# todn deadine oanA
Thue pham kha Acive g o b uiny 1841 - ‘inh Nhu Quimh 1241 ”
Khdng o6 m th Mua hing oanzzom “ ez
DB IE g o i i Kndng c6 - Dinh Nhw Qujnh 1441 y
Khang cé migu th Xty thing s6 deadine “ 081271
Mua trung thu ACTIVE “ Binh Nhuf Guynh 839 “ Dinh Nhy Quynh
Quy trinh Mua hing Khsng c6 midu th Hus hing 1272018
Mua Cookie Tt ave inh Ny ujnh sdaps ‘inh b Quimh 1439
T4p hop yéu ciu mua hing i b phin e g o i w3 - g o auin 1333
ki Mua hing o3z ownnl
Tim nha cung cap che ting san pham AcTve “ ©inh N Qujnh 0541 - [ 1 ) "‘ Dinh Nbw Quimh
- Chia phéen cc 530 phém cin Bm mua- Us 1 Tien b cung <80 2miaon
Dam phan mua aeve G ©nh Nt Quynh Knéng ca - ‘Dinh Nhw Qujnh
Ko gid v Iya ch Chuyén k toin e deacine “
ham vl s - . s )
D5 wang tri acve Binh Nhut Quinh o823 Dinh Kh Qujnh 123 y
s vén 1€ t4n, nhdp liéu
Mua sin phim oo | Q Dinh Niw Qujnh Khdng 5 (] “ ‘Dinh Nhw Quynh 032
Khéng b medu th Done desdine o7merat
apc BT gy o ugen Kning ca ° g i i i
Khong co mitu th Sone deacine 06872

5.4. Tim kiém nang cao

Truy cap https://workflow.base.vn/ hoac bi,éu tugng Base Workflow trén thanh app,
chon 1 workflow chira cdng viéc can tim kiem

Budc 1: Chon "Tim kiém nang cao” & giao dién Board view
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DS trang khae.

uuuuu g T i smg iy i

Niur Quinh N desdline

4 pioh Hhu Quinh

Base Inc -ag
« @ i
s trang kv
(@ oinn s cuynn 5( Quy trinh Mua hang ey T g | Advanced filters
Home m Hoatddng T E T c
Tim nha cung cip - +  Chuyén ké todn & - Done +  Failed
Alljoos

Tim nha cung e#p cho fiing sin 5 1E Dam phan mua hang
phim néng uth

Quy trinh Mua hing

: - - B

- My role: Lya chon Cdng viéc giao cho toi (Assigned to me)/ Toi tao (Created by
me)/Following (T0i theo doi)

- Created date from: Tao tur ngay
- Created date to: Tao dén ngay
- Created by: Tag nguoi tao
- Currently assigned to: Nguoi duoc giao hién tai

Budc 3: Chon "Update™, hé thong sé tra két qua tuong tng theo diéu kién tim kiém
5.5. Xuat file excel cac nhiém vu trong 1 ludn cong viéc

Truy cap https://workflow.base.vn/ hoic biéu tuong Base workflow, chon ludng cong
viéc can xuat file excel
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Buéc 1: Chon biéu twong 3 cham "

5 Quy trinh c3p nhat théng tin sin pham kén web D

8 nghj C3p nhitsinpf 772 +  Done > Failed

thay 831 gié mét 53 sin phim trén
web
i s sk prdn- G i S phde

e i 4 0 bl

Q) e Lo

790 50 phim trén Sapo + Webite

T TaaviaTin

(A LRSI

Thém Mi SKU

[ N

Thém 1p ¥én web
Tin St A g i ks g

Crin s0m enaon
Quén i ple wortom
Crirh 338 4 g0 thit byl

Toéee gisidown

Quin 1} weonosk worfiow
Xt ahsb v 2 excel

Xt caen sk g 60 4 s exce

Muting ain rrip eiém s 8 exces ko Warkfiow
Nrde i worfiow

6ng worktow

Téy enien nikng 30 (N €0 quin tr 1 théng)

i, %o Caibii Ano-aw = General - | Normal fad
Past B Copy - Condtional 1!! Check
= Fomst it BT 27 [ [ O $o% 0 i [E e~ ORI v
s = pra (== @
A3 v £ | Created Date
A s c | o . .
All jobs
Rapor from 01082018 o 0512 2015
asignee Name Content Fobowers suge
25/10/2019  Phuong Phuang (@phuongl) [Forwarded] Tim nhi cung cip cho timg sin phim Dinh Nhy Quinh (@nhuquynhao) Nhip hing
25/10/2019  Phuong Phung (@phuongd)  [Forwarded] D018 Binh Nhus Quynh {@nhuguynhd0) Nhip hang
06/03/2019  Phuong Phuong (@phuong?) Nhip hang Whip hing. Binh Ny Quynh (@nhugquynhao) Done

EEGESEGEEEREBe S~V ewe -

" cudi tén lud

ng cong Vviéc

Input ink

Status.
Active
Active
Done.




5.6.

Thém cbng viéc trong 1 nhiém vu

Dé thém danh sach cdng viéc trong 1 nhiém vu, truy cap https://workflow.base.vn/ hogc
icon Base Workflow trén thanh app, sau d6 chon 1 Workflow = chon 1 nhiém vu can
thém danh sach cong viéc:

Budc 1: Tai Danh sach céng viéc, ban chon "Thém cbng viéc"

h ﬁ“ B4 Mai Phudng

Céng ty thiét ké thai trang SA

Cong ty thiét ké thai trang SA

Quy trinh nha hang o.. TRUBNG TOY Chin

custom field 1

123

DANH SACH CONG VIEC

Quy trinh xtr b don h.. KHOI TAO HOP DONG

Tham kham va tri liéu

Tu vin Ié tan, nhip ...

@ D6 Mai Phuong

Viét thio luan etia ban

13:03 11/12/2019 - SLA: 2h0m Due in: 01:38:05

that bai

& none

DEADLINE: 1303
Thir4, 117122019

Upload tai liéu

Xem tit

Chinh sira

GIAI DOAN HIEN TAI
[1/4] Khéi tao hgp dong

DEADUNE: 1303 11/12/2019 B3 bt dbu 21 minutes ago

-—
K¥ VONG: 200h DA U DUNG: 0.36h

» GIAI DOAN SAU: Phé duyét g6 dich w (12h0m)

THONG TIN NHIEM VY

Tz0 b&i DG Mai Phuang at 11:03 11/12/2019
C3p nhdt gin nhétlic 11712/2019

G @ 6i tao hop dong
Chuyé 11:03 11/12/2019

Ngusi an: @maiphuong

Budc 2: Bién thdng tin céng viéc vao pop-up sau:

CREATE A NEW TODO

Todo name: Tén cbng viéc
Assign to: Tag nguoi duoc giao cong viéc
Description: M6 ta cong viéc
Deadline (time): Thoi gian can hoan thanh céng viéc

Budc 3: Chon "Create" dé hoan tat thao tac tao cong viéc.

Thém cang vigc

HD HOAN THANH CAC NHIEM V1) TRONG GIAI DOAN

NGUGI THEO DAI

g

TGNG THOI GIAN Used 036 67 41,000
I

PROGRESSION IN STAGES

O xrsisatop a3
—

Base Inc
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5.7. Thém/ x6a ngwoi theo ddi trong 1 nhiém vu/ cong viéc

Trong qua trinh theo d&i workflow c6 sy luan chuyén nhan su nguoi theo doi trong cac
nhiém vy, truy cap trang httpg://workflow.base.vn/hoac biéu twong Workflow trén
thanh App va lam theo hudng dan sau:

1. Thém/xd6a ngudi theo ddi trong 1 nhiém vu
Chon nhiém vu can chinh sira

& Thyc pham tudi sang

c Dinh Nhu Quynh

31/10/2019 13:29

Quy tinh Mua hing

Thai gian cung cap

1o pharn thaod - Desdine: 21:29

Gia

ed 1o Nguapdn Tha M - Desdiine

a) Thém nguoi theo ddi: Chon "Add Follower"

@ workflow base.vn/job/ 16550

€
< Thye phim tugi séng

c
Uing dung
c Dinh

Thuc pham tudi séng
n

Phung Lim - Dea

a Binh Nhut Quinh

@ Bace I Help Comter [ Pitform Start guid

Bace . () Requests - Quin .

4 i s ..

[1/4] Tim nha cung cép
' 272010

Thuic pham tugi séng 8 orma -
n 0828
o 0520 171212019 S oo e 43418 [

Gemidkch

@ Chuyén gian do
M gus quén ri gisi dosr: ©nhuquynh§0

(Y]

- Tag tén ngudi mudn thém

o 0529 17712/2019 - LA 61600m 03d 15h T 3, 1771272018
" THONG TIN NHIEM WU
3 Tao 64 Bin N Quynh at 13:29 10/12/2015
Toutne iy i temtirch 3 Cap it gin nhit i 101242019
acdlime Giar doar cip
31/10/201913:29 Chuyéngi 1329 10/1272018
M tigues quin i gii Goan: Snhuquynh90
D HOAN THANH M ) TRONG Gkl BOAN
Thai gian cung cip I:I
o MU THED DB
“ Add followers
Gid
Khdo sét chit luang @

PROGAESSION IN STAGES

@ 7imnha cumg cip

16000

2 Muahang
5,00+

5 Chuyén ki todn

]

Khio sat chit Iuging @ T6NG TH GIAN 340716500
1o Bhugg Lien
PRCGAESSION 1N STAGES
a Dinh Nhw Quinhy © vim oha cung cip
5000
e sl b 3 Muahing
S0

5 cumesiion

000 Base Inc -a

Boin Nga
Pham Kim Thu Thu

quynh quynh
Vi Ngoc Linh

Nguyén Phi Beer

b) X6a ngudi theo ddi trong 1 nhiém vy: Click vao tén ngudi mubn bo theo ddi & Chon

"Remove follower"
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€« C @ workflow.basen/job/ 16550

dung ) Nemtingthing . @ Base

nc Help Center [l Platorm Star g, Dashbosrd - Base .. () Requests - Quin

& Thyc phim tudi séng

Thuc pham tudi séng

0529 17/12/2019 - SLA: 6418n0m

cunG cie

TRV T Gt

i
31/10/2019 13:29

Tin NHA CUNG CAP

Thaf gian cung cip

pham thac3

15 NguyE Ty Minh - Desdi

Khao s3t chat lugng
Phusang Lim - Deactiog: 0126 .

Q, Dinh Nhu Qujnh

&9 oinh Hhw Qv

0520

2019

[1/4] Tim nha cung c&p

o @

D trang khic

‘o S0 Duwg: T2-34h

TIN NHIEM Wy

3 Tao b1 Bink Nhy Quynh at 13:29 10/12/2019
€ Cip nhit glin ohst lic 10/12/2019
Giat Boan hién ta: Tim b eung eip
Chupén gian doan ki< 1229 10/12/2018
M Riguis quin i gisi doan: Snhuguynh90

NHIEM VY TRO! DoAN

BE b em profie

@ » ouosenm

3 Chuyén ké tadn

Néu muén tu x6a minh >> chon "Unfollow"

550

« G @ workflowbasewnyjob/

Quy tinh Mua hang

o [ d 05:29 17/

Ungung @ Ménting théng ri. Q) Bose nc p Carnee () Parform Sart guid Dshsoard - Base C. ) Reguasts - Quin

Thue phim tuai séng

Thuc pham tudi séng
n

12/2018 - SLAc 6d16h0m 03d 15h

TR T eHin

31/10/2019 13:29

Tit NHA CUNG cAP

Thai gian cung cip
Asigne to pham thao3 D

Gid
e to Ngupdn Thu Mich - D

Khdo sat chét Ivgng
ed o Phusang Lim - 0

a Binh Nhu Quynh

Viét thio luin cia ban

&4 o ..

o523

1711212019

2. Thém/xo6a nguoi theo dbi trong mot cong viéc:

Chon cdng viéc can chinh sta

[1/4] Tim nha cung cap

DEADUNE

THONG TIN RHIEM
) Tao boi Binh Nhut Quinh 2t 1323 10/12/2018
© ciprhitgin nhit kic 1001272019

Giai Gozn hién tax Tim nhi cung cip

Chuyén gisn dogn kic 1329 10/12/2018
W Nowbi audn tr gizi dosn: @rhuguynh9d

NGUGH THED DI

“

G THO GIAN

PROGRLSSION IN STAGES

@ vim oha cung cip

Y5000
2 Muahing

s00
3 Chuyén ké tosn

000 Base Inc

M

165,00

nw

o TN |

* @

Dl trang khi<

M

18500
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Thdi gian cung cap
T30 bai Binh Nhw Quinh - 3 days ago
fine: 2129 10/12/2019 - Qi han

pham thaoz

Dang lim

MIEUTA

Khéng cb migu th

Két qua céng viéc

Cap nhit kit qud ciing vide Or Upload ti liéu

Binh ludn (0)

Comment and press Enter to post

a) Thém nguoi theo ddi trong mot cong viéc:

- Chon "Add follwers" d¢ thém nguoi nhitng nguoi khac
- Chon "Follow" @é tu thém chinh minh

« C @ workfowbasevn/job/165502t0d0=20530 * @

Hi Ungdung @ Nintingthdngan. @) Baseinc Heip Center [l] Platiorm Start guid. Dashbosrd - Base €. ) Requests - Quin ¥, D trang khic

QUY TRINH MUA HANG » THUC PHAM TUD SGHG

Thdi gian cung cap

pham thao3

Keét qua céng viée

Cap nh3t ket qua cong viéc Or Upload 13i 6éu

Binh ludn (0)

Comment and press Enter to post

b) X6a nguoi theo dbi trong mot céng viéc

Chon vao tén nguoi dang theo doi >> "Remove follower"
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Théi gian cung cap
Tac b Dink Nhu Qujnh -3 iy

© _Remove faliowe
Binh ludn (0)

Chon "Unfollow" dé tu x6a minh

Thdi gian cung cap
Ta h s Qs - 3 days ago

Két qua cong viée

Binh luén (0)

Comment and press Enter to post

5.8. Chinh sira thong tin cong viéc trong 1 nhiém vu

Truy cap vao https://workflow.base.vn/ hoac icon Base Workflow trén thanh app. sau
do6 chon 1 workflow - chon 1 nhiém vu can chinh stra thdng tin cdng viéc va thao tac
theo hudng dan sau:

Budc 1: Tai danh séach cdng viéc, chon 1 cdng viéc can chinh sira:
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€« C & workflow.basewn/job/1638

Ungaung @ Nentingmengrn. @ Base nc belp Cencer [ Pratiorm Stor gus Dnshnnsea - Base €

" \: Binh Nhu Q <« Tlm nha m,"g, Cav‘("ﬂ i"f's Sa"rpha"‘ chuyén ticp [T TIRUCTC N
Quy trinh xtt 1§ dan h. N - N N 2 i
Tim nha cung cap cho tling san pham 4 oo
n 0541
o &l Soan: 0541 23/11/2018 - SLA: 6 16AOM: i 6, 2071372000
MIEUTA pload tai lié Chinh sia
- Chia nhém cac sin phim c3n tim mua- Uu tién lua chen nha cung c3p trong nudc- Lua chon cic san phdm tif nha cung c3p nudc ngeai phi hop
TRUGNG TUY Coire emiftcd

2 Tén nha cung cip

DANH SACH CONG VIEC o

MUA HANG

winh-ban. ‘Hang thue phim

Assigned o Trinh Thao - Dead

8:31/10/2010  Duein

trinh-ban
TiM NHA CUNG CAP

@ NCC nuéc ngoai ®

Assigned to -No deadin

@ NCE rong ®

Acsigned to -No desdiine

Q Binh Nhu Quinh 0 add file

thig lusn cia ban

[1/3] Tim nha cung cip

OEADUNE D5:41 2
oA sirDYNG:

WUz hang (shder

THONG TIN NHIEM vy

3 T30 bei Oinh Nhw Quynh 3t 09:04 07/09/2019
€ clp nhit glin nhdt ke 227112019

© Giai doan hién 12k Tim nhi cung edp

© Chuyén gian doan lic 03:04 07/08/2018

M Hguei quin tn oiai dean: @nbuguynh9d

HD HOAN THANH CAC NHIEM VU TRONG GIAI BOAN

NGUE) THED DI : Unfolle
TONG THO! GIAN 420 212030 of 16

PROGRESSION IN STAGES

© rmohaamgc >
—

ong: 160.001 Thue 1€ 145190

Bl Lam, Linh, Q.

Budéc 2: Chon "Chinh sira™

<« C @ workfow.basevn/job/1698%tado=10059

Ungdung @ Nentiogthbngrh. @

ase Inc Help Center  (Il] Platform Start guid, Dashboard - Base C.
& QUYTHINHAAHANG + TiM NHA CUNG CAP CHO TUNG SAN P
Hang thuc pham

0 bdi Binh Nhu Qujnh - 37 days ago
Deadiine: 1348 31/10/2019 - Qus har

oangtam (@) TnThe

followers  + Follow

Két qua cong viéc

Cap nhat kit qud cdng viéc Or Upload tai fié

Binh luan (1)

a Dinh Nhw Quynh created todo Hang thuc phim
e Like 1348 0ct 28

Comment and press

Tai day ban c6 thé thay doi tén va md ta cua cong viéc.

v @

D rang khic
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EDIT TODO

Hang thuc pham

Budéc 3: Chon "Save" dé hoan tat thao tac.

€« C @ workflow.basewn)

g @ Nint - @ SomineeipConter [ Platorm Start guid Dashiscard - Base .. O trang e

Tim nha cung cdp cho tiing sdn phdm m Banh dd thak bai
. . . . 2
Tim nha cung cép cho tiing san pham 8 oo an ut
o 5 . [1/3] Tim nha cung cép
PR < o 0581 2971172018 504 616h0m w6, 291018 DEADUINE 05:£1 26/11/2019 5 b du B8 days g

XY VONG: 160,006 0k ST DYNG: 1451.90h

= GIAI BOAN SAU: MU3 hing (shOrm)

- Chia nhém cac sdn phim cin tim mua- Uy tién Ia chon nha cung cép trong nudc- Lus chon cac sin phim tif nha cung c3p nude ngoai phil hap

et HONG TIN NHIEM Yy
g cif Taa bei Binh Nhw Quynh 3t 03:04 07/09/2019

s GNG TH GIAN 212030 01 16500 A

PAOGRESSION IN STAGES

- Tim nhi cung e
“ Binh Nhu Quynh e O- acw

160.00 o

i oo Beene o

5.9. Gin nhan (tags) cho tirng nhiém vu

Truy cap vao https://workflow.base.vn/ hogc icon Base Workflow trén thanh app. sau
d6 chon 1 workflow = chon 1 nhiém vu can gan nhan va thao tac theo huéng dan sau:

Budc 1: Chon nhiém vu can gan nhén
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« C & worklowbassvn/quytrinhbanietaish

© o

‘: Binh Nhy Qujnh #{ Quy trinh bin & tai Showroom = Tim nhanh nhigm vu = > 0@
Home u

Nhip hing

@om-26 * @
: ling dung wing i Q) Baselnc Help Certer [ Plaform Stat guid.. [ Dashooard - Base € Dt ki

Trung by €0+ Binsin phim €0+ Baocéo ton kho €0« Done *  Failed -

Nhip hing gidng sinh

Kntng 4 mid t3

Bhuang Pruang

[Forwarded] Tim nhd eung cip che
3 hang tifng sdn pham

[Forwarded] D5 1&

@ Fruong Prucng

Budéc 2: Chon ki hiéu miii tén >> chon "Chinh sira nhiém vy

<« C @ workflowbasevn/job/9210 = @

Ungding @ Nentiagthbogno. @

se Inc Help Center  (Il] Platform Stant guid, Dashbeard - Base D trang khéc

h Nhu Quinh < Nhip hang gidng sinh Dinh di thit ba

v xem nhiém vy

AN HIEN TAI

[1/4] Nhap hing

Nhap hang giang sinh 2 em & trong tals i
@ Deadline tro a1 de 14:33 05/12/2019 - SLA 1hOm Due in:

=

NEU TA B Chuyén tiép dén workflow khac

.
K¥VONG A5 DUNG: 0.02h

THONG TIN NHIEM Vi)
Quy trinh i .
futa & wiuin .

. e ) T30 bdi Dinh Nha Quynh st 1333 05/12/2019

TRUGNG Tife CHiNH Hihan bin nhigm vy ) Cip nhat gin nhit Kic 05/12/2019

; © Giaidoan hién tai Nhip hing
i thet b

® oinl

Chuyén gian doan ¢ 13:33 0571272019

6a nhigm vy

g quin tri giai doan; @nhuguynhsd

HDHOAN THANH CAC NHIEM VY TRONG GIAI DOAN

Tham k

NGUBI THED DB - Ak

TONG THOI GIAN Used 0,02 of 15.001
e. Binh Nhut Quynh crealed o job Nhip hang giang sinh
Nghién olu 53 : PROGRESSION IN STAGES
. Comments 0 e Like

Quy winh ban lé & @ nhiphing
trinh dai nat e 10D o0

h 2 Trung bay

< phés: 1400

Budc 3: Chon "Please select tags”
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EDIT JOB

Budc 4: Chon tag di c6 hodc thém céc tag mai (co6 thé lya chon mau sic dé phan biét
cac tag) > Chon "Save"

EEEEEEEEN

Budc 5: Sau khi gén tag s& hién thi nhu hinh
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(g Dinh N Quinh < Nhp bang giéng sinh . » chuyintien L ——
[174] Nhap hang
Nhap hang giang sinh Phucng Phuang DEADUNE 14 19 B b
o e :' VONG: 1.00h A SUDUNG; 0.02h

o =

adline © foan 1433 05/12/2019 - 5LA: Thom 00:51:55 hi 5, 05/12/2019

[ riararc )

= GIAI BOAN SAU: Tring by {14h0m)

%I

. THONG TIN NHIEM VL)
Quy trinh nh hang . ItV TA Upload tii | chinh sira

3 Tao béi Binh Nhu Quinh 3t 13:33 05/12/2018
© Cap rhit gin nnt hic 05/12/2019

TR T e emiitc: © Gzl doan hizn ta: Nhap hang

O Chuyén gian doan IGe 1333 05/12/2018
M Nguti quén tri giai doan @nhugquynh0

HO HOAN THANH CAC KHIEM VU TRONG G1AI BOAN
Q Binh Nhy Qujnh ia

Tham kham va tr igu NGUI THED DOI add
Vit thio lujn cha ban N

Tuf vén IE tan, nhip lgu “

HAO LUA TEHG THEN GIAN 002 011500
a Binh Nhw' Quynh created 2 job Nhap hang giang sinh ROGATSSION N STAGES
Quy trink bin 1 ti .. Comments 0| - i Like © nniphing
o 02
2 Tingbay
00

4 gansin phim
00 Base Inc -0

5.10. Nhan ban nhiém vu

Pé nhan ban nhiém vy ban truy cap ht'gps://workflow.base.vn/ hoic biéu tuwong
Workflow trong thanh app, chon quy trinh can nhan ban céng viéc

Budc 1: Chon ki hiéu ddu ".." caa c6ng viéc can nhan ban = Chon "Nhan ban nhiém
Vu"

& C @ workflowbasevn/quytrinhmuahang-26 * @ :
ogdung @ Nintingthéng rh.. @) Base inc Help Center (Il] Platiorm Start guid. Dashboard - Base C Dés trang khic

‘z Dinh Nhu Quynh »( Quy trinh Mua hing Tirn nhanh nhigm Tim ki néing cs0 0 = B
Home
Tim nha cung cap &+ Muahing € ® - Chuyénkétodn &~ Xitlythéng s6 €0 v Done v Failed

Thuc phém tuoi séng Thutc phém tuci [ e
deadine: 31/10/2019 1329 deadine: 31/10/2019 1529 Ténnha cun [ Thuc phém two Khang c deadline | View: 1| Managed: 11Status: 1 |
cipTens

4 ik Now Quijnn (& Dinh Nhw Qujmh

8 s i

ABC
Knng c6 midu th

(2 6o N Qi

Mua Cookie Tét

Dim phin mua hang

8 Dioh Now Qujrh

€4 Dioh Nhu Quinh

Tim nh cung cip cho tifng sén
Quy trinh Mua hing phia Tip hgp yéu ciu mua hang tif bo

phin kinh doanh workfiow khi

LN ]

v
o v

Qe
05 trang tri

X63 nhsém vy

0
el [
Budc 2: Chinh sira théng tin nhiém vu can nhan ban = Chon "Nhan ban nhiém vy"
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NHAN BAN NHIEM VU

Tén nhiém vy *

Dam phan mua hang (Copy)|

Houdshix: e inh Nhy Quynh (CS Team)

deadline 1232

B I U® = | &+
- Knao gié va lya chon NCC phi hop vdi tifmg san pham- Yéu cau céc gis

iy
1 lién quan tdi san pham, hop ddng, h6a dan tis NCC- Hoan thanh gisy to
Tién quan

‘: Dinh Nhy Quynh »(  Quy trinh Mua hing = I
Home
Tim nha cung cip > Chuyén ké todn &~ Xirly théng s6 €0+ Done > Failed

Thue phim tuoi 03 1&

(Q Bioh Nt Qujnn &4 2ich Nhws Qo 4 5inh Nnw Quinh

Mia trung thu

(& e Wi o
£ Tép hop yéu cu mua hing tif bo.
trinh Mua h
Quy vang phdn kinh doanh

@ entowcion

Luuy:

- Véi danh séch cong viéc cd san trong nhiém vy, néu nguoi dugc giao di thiét
Iap mac dinh trong tuy chinh workflow, khi nh&n ban s€ gitt nguyén nguoi dugc
giao cua cong viéc d6. Néu khong thiét 1ap mac dinh thi hé thong sé iy theo
nguoi dugc giao cua chinh nhiém vu do.

- Nguoi theo ddi nhiém vu s€ khdng thuc hién dugc tinh nang nay.

5.11. Xdba cong viéc trong 1 nhiém vu

Dé x6a mot cong viéc ban truy cap https://WO(krow.base.vn/hoac biéu tuong Workflow
trén thanh app. Ban chon 1 luong quy trinh can x6a céng viéc

Budc 1: Chon nhiém vu can x6a cong Viéc
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@ workflow.base.vn/quytrinhmuahang-

© Esxcinc e Center [

) Faquests - Quinly

iorm Start gud

© Ve ting théng o

»{ Quy trinh Mua hang
Home t
Tim nha cung cip “-

Mua hing € @ - Chuyénkétodn

YED Thuc phim tuoi

4 Dink N Quinh

€4 500 Nhw Qujnb

Thuse phim o s6
91329

Dam phan mua hang
4 Dinh Nonwr Qi o E s
&4 90 Nbw Quinh
(. Dioh N Cugro
Mia trung thy
Quy trinh Mua hing
e
Tip hop yéu ciu mua hing tif b
phin kinh doanh

“ -

Xi Iy théng s6 €0+ Done

9 1715 Tén ok cung

4 5oh N o

v Failed -

Dam phan mua hang (Copy)
a

€4 0icn N Quinh

Budc 2: Chon ¢ong viéc can xda

< c

@ workfiow.base.vn/job/26668

t Ungung @) Nintingtidng o Q1 B i elp Center [ Pitform Start g Dashionrd - Baze €. () Requests - Quin ..

< YED

o o u an: 0147 2312209

616hom Dus ir: 06d 15h

TRUGNG T O
deadline
31/01/2020 09:46

Quy trinh Mua hing

Tib NHA CUNG cAP

4 i v Qi

2301272019

Thai gian cung cip
Assared to pham th

© Ngupkn Thu Minh - Desdir

Khao sit chit luang

to Phusang Lam - Deadine: 2147 16/12/2019 - Due in 11h50m

a Binh Nhuf Quynh

Vit thao lugn ciia ban

* 0

D trang khic

[1/4] Tim nha cung c&p

DEADUNE 0147 23/12/2019

QHG: 160000

N NHIEM VU
3 Tao b Dinh Nbu Quynh 81 0:47 16/12/2019
€3 Cap nhat gin nht lie 16/12/2019

Giai Goan hidn i Tim nhi eung cip

Chuyén gian Goan Hic 047 16/12/2018

Ngu quin ti gisi Goan: Snhuquynhg0

165,00

HE1 GIAN

PROGAESSION IN STAGES

@ rimnha cung <ip

160,00 &

2 Muahang

3 Chuyén ke tadn
000

Budc 3: Chon "X6a" >> "OK" dé x6a cdng viéc
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€ @ workhowsbasenjoby

gding @ Ninting thingnh Q) Base lnc Help Cemter (] Plaform Stact guid

Dasbboard - BaseC. () Reque

A CUY TRINH MUA HANG - YED

Thdi gian cung cap

Binh Khwr Quinh

1747 16/12/2019 - Con 07:49:21

Dwg i pham thao3

inh ludn (0)

d press Enter

C @ workflowbasevn/job/268687t0ds

" 8

Dashivoard - Base T () Requests - Quin . Déu rang khic

Ungdung @ Nen

thing nh. Q) Base Inc Help Center () Platiorm Stant guid,

0 Please confitm to remove this tado? This cannot be undane.
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