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

Huwéng dan sir dung
BASE ACCOUNT

Quan ly tai khoan trong Base Platform

Ha Noi, thang 4/2020



l. Ciu triic phan quyén

Owner Admin Member
1. Thém tai khoan méi, thém tai khoan khéch v v v
2. Chin?h sua thong tin co ban (Ho tén, email, N N
mat khau,...)
3. Thém quan ly truc tiép \ \
4. Thém nhém \ \
5. Chinh stra thong tin quan trong \
6. Phan quyén tai tirng tng dung
- Admin cua tirng tng dung N
- Thém thanh vién cho ting app (Néu sé users
str dung moi app khac nhau)
7. Khoa tai khoan v
8. M lai tai khoan v

Il.  Phin quyén dic biét
1. Phan quyén App Admin cho tirng app

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

Budc 2: Click vao “Ung dung”. Tai day s& hién thi ra toan bo cac ung dung theo goi

dich vu dang ki.



https://account.base.vn/

Chinh sira cong Ty

Base E-Hiring BUSINESS
hiring base.vn Expired 19/01/2020 Quyan xem théng tin

System owners, lynguyen lynguyen

Tich hop vdi bén thir ba

T Expired 14/02/2022

o Base Request REQUEST.STANDARD Lich sir dang nhap

ystem owners, Pham Diém Quinh, Nguy&n Huy, Dinh Nhu Quynh, L& Phueng, Binh Quan ly thiét bi
Nhu Quynh, Trinh Thao, Huyén Nguyen, Nguyén Hudng Mg, B Ninh 1, Mai Phuang, Bach Hung
Kién

Tuy chinh email théng bao
Chinh stra mdi gi&r
Uy quyén tam thoi

Base Inside INSIDE.STANDARD Logo & thuong hiéu
Expired 28/02/2022

ers, Trinh Thao, Tran Thity Duong

A

Uhg dung

Base Office BASIC
office. n Expired 04/03/2022

ers, DB Thuy Linh, Trinh Thao, Huy&n Nguyén, Kim Nong, D3 Ninh 1, Ngoc
Ngoc Hué

Base HRM GROWTH
- ey Expired 29/01/2020

KHONG CO THONG TIN Doi mau hién thi

System owners, Binh Nhu Quinh, Mai Phueng Bao mat hai lap

Chinh sira edng ty

Base E-Hiring BUSINESS
hirin o Expired 19/01/2020 Quyen xem thang tin

System owners, lynguyen lynguyen

Tich hgp véi bén thir ba

Base Request REQUEST STANDARD e AR
I Expired 14/02/2022
awners, Pham Digm Quinn, Nouy&n Huy, Binh Nhu Quinh, L& Phuong, Dinh Quén Iy thiét bj
O Nhu Quinh, Trinh Thao, Huy&n Nguyén, Nguyan Hirang Mo, B Ninh 1, Mai Phirong, Bach Hung
Kién 5 . A
B ' Tity chinh email théng bdo
Ung dung
Chinh stra mui giér
Uy quyen tam thai

Base Inside INSIDE. STANDARD Logo & thuong hiéu
insi wn Expired 28/02/2022

System owners, Trinh Thao, Trén Thity Duong

Base Office BASIC
e.basevn Expirec 04/03/2022

System owners, 83 Thuy Linh, Trinh Thao, Huy2n Nguyén, Kim Nong, 86 Ninh 1. Ngoc
Nooe Hué

Budc 4: Khi popup hien thi, ban @tag username can phan quyen va chon Cap nhat dé
hoan tat thao tac.




MANAGE APP ADMINS

App admins

{@nhuguynh90 @phuonngcs

Bo qua Cap nhat

Ghi chu: Quyén dic biét cua 1 tai khoan khi dugc phan quyén App Admin:

- Base Account: App Admin duoc quyén Deactivated tai khoan, phan quyén cho
tai khoan truy cap vao tirng tng dung Base.

- Base Request: App Admin dugc quyén thiét 1ap/ chinh stra nhém dé xuét.

- Base Wework: App Admin dugc quyén xem béo cdo hé théng, tao Phong ban.

2. Cach phan quyén cho tirng tai khoan truy cip vao app trén Account

Chi ¢ tai khoan system owner, app admin Base account méi dugc quyén thao tac phan
quyén cho cac account truy cap vao ting app. Bé phan quyén cho cac account vao tung
app (wework, request, inside....) ban thao tac theo hudng dan sau:

Budc 1: Truy cap vao trang https://account.base.vn
Budc 2: Tai thanh menu cot trai, chon “Ung dung”.

Pb Mai Phuong

£ Tai khoan
"y  Dia chi email domaiphuong116@gmail.com Chinh stra
S dién thoai 0123456789
Quan Iy truc ti€p D6 Ninh 1 Ngaitngu
D3I mat khau
D8 mau hién thi

Bao mat hai I6p

Dia chi nha énbewuigheuigh

Chinh sira céng ty
Quyén xem théng tin

Tich hop v6i bén thirba
x6a nhém

Lich s(r dang nhap

hello

Quan ly thiét bi
phuong test

Tuy'chinh‘émail thong bao

Budc 3: Tai trang Ung dung s& hién thi day du cac app theo géi dich vu da dang ki.
chon app can phan quyeén va click “Manager members” dé bat dau phan quyeén.


https://account.base.vn/

m Base Message NO INFORMATION

e by System owners, Huyén Nourén

Base E-Hiring BUSINESS
hiing basen Expired 19/01/2020
System owners, mguyen ynguyen

REQUESTSTANDARD.
S .65 Expirea 14/02/2022
s, Priam Dibm Qujnh, Nguyén Huy, Binh Nw Qujoh, Lé Phuong, Trinh Thao, Nourén
10 W90 Ninth 1. Ml Phugng. Bach Humg Kiér
MANAGE VEMES
S @ &

Base Inside INSIDE STANDARD
sice.base.vn Expires 28/02:2022

lew Permission

Orvieave delegation

Logo & Branding

Budc 4: Tai ddy c6 thé @tag theo ting username hoic @tag nhém duoc quyén truy cap

vao app va chon Update dé hoan tat thao tac.

SELECT USERS FOR APP REQUEST

Targeted app

request

Select users (limit 10)

@quynhdnl @thaott2 @lamphuong @quanh @abc123
@hungkien @kien @giangchu @phuonngcs @maiphuong

Or select users by user groups

Type @ to tag

Cancel Update

Sau khi phan quyén thanh cong, c6 thé xem lai ngay cac account da duoc phan quyén

bang cach click vao “Show members”.



Base Entertainment

Base Message NO INFORMATION

Base Account NO INFORMATION

Base E-Hiring BUSINESS
hiring_base:vn Expired 19/01/2020
System owners 0 nly:

ynguyen lynguyen

REQUEST STANDARD
Expired 14/02/2022

arm Didm Qui

ners, Pham Dibm Qujnh, Nguy&n Huy, Dinh
QuinjfNga, Nouyén Huong Mo, Ba Ninh 1, Mai Ph

h Nhs Quinh, LEP
Uong Bach Hung Kier

o

Base Inside INSIDE STANDARD

N A Expired 28/02/2022
System owners, Trinh Thao, Tran Thiry Drong

I11. Danh cho Owner/ Admin

1. Tao tai khoin mdi

Chi c6 tai khoan Owner, Admin méi c6 quyén tao tai khoan méi trén hé thong Base.
Vi tai khoan Owner O thé tao tai khoan Owner, Admin va Member con véi tai khoan
Admin chi cé thé tao tai khoan member. D¢ tao méi tai khoan sé thao tac nhu sau:

- Céch 1: Tao tai khoan truc tiép

Budc 1: Truy cap vao trang https:/account.base.vn/ = Thanh vién - Thém tai khoan
—> Tao tai khoan truc tiép



https://account.base.vn/

9 People and teams - YEAH1 GRO! X +

€ c

2

Thanh vién

Tim nhanh thanh vién

HO & TEN

@ account.base.vn/company

Account Demo
(@demoacc - No title
Admin - Thanh vién tr 01/11/2019

Truong Truong
@truongtruong - Giam D&c Cong Nghé
Owner - Thanh vién tir 08/08/2019

Ly Pang Khoa
(@khoabasek11 - Giam déc ngudn nhan luc
Owner - Thanh vién tir 11/06/2019

Nguyén Minh Thu
@thunguyen - Gidm ddc Van hanh
Owner - Thanh vién tir 30/05/2019

Nguyén Ngoc Quynh
@quynhnguyen02 - Gidm déc diéu hanh
Owner - Thanh vién tir 30/05/2019

QUANTRI(19) DANG

TAT CA (24/30)

ONLINE(5)  DEACTIVATED

THONG TIN LIEN LAC

demo@basecshcm.com
Phone number not set

Birth day not specified

truongtruong@basecshcm.com
Phone number not set

Birth day not specified

khoak11@hcmbase.vn
Phone number not set

Birth day not specified

minhthu baseinc@gmail.com

Phon et

Birth day not specified

quynhnguyen02@basecshcm.com

Phone number not set a

Birth day not specified

PR AR AR R

D& D

Tao tai khoan truc tiép

QUAN LY TRUCTIEP

Export danh sach ra Excel

Upload danh sach tai khoan tir Excel

Xem file excel mau

f 0
B2
D €
..
o =
Lé Nguyén Xuan
Hing
@hangbasek11 - Giam
déc truyén thong o

Nguyén Minh Thu

(@thunguyen - Giam ddc
Van hanh

oan

stra
nggmen NG
D8I mét khau

D3i mau hién thi

© Bao mat hai lop

Chinh stra céng ty

Quyén xem thong tin

Tich hop véi bén thirba

Budc 2: Thiét 1ap cac thong tin rdi chon vao phan Tao tai khoan méi.

Luu ¥: Vi phan Username s& khong thé thay d6i duoc trong qua trinh st dyng tai

TAO TAI KHOAN MO

Ho & tén dém *
Ho & tén dém

Tén*
Tén tai khoan

Username *

Username cua tai khoan sé
khang thé thay ddi - vui long lua
chon username phi hop.

Email *
M@t mat khau tam thai s& dugc

auri dén email nay.

Chirc danh
Chirc danh, chifc vu

trong cong ty

Phan quyén sir dung

Phén quy&n sir dung hé thiing

Cancel

hodc vi tri

Ho & tén dém

Tén tai khoan

Username

Email tai khoan

Chirc danh, chirc vu hodc vi tri

Thanh vién théng thudng

khoan. Phan nay s& chi thiét lap duoc ki tu sé va chit, viét lién khdng dau.

Céch 2: Tao tai khoan bang file excel

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




Buéc 2: Click vao tab Thanh vién = Thém Thanh vién - (File excel mau dinh kém
theo tai liéu)

&« C @ accountbasewn/company B r Incogito &

* Dexust tinh nang Help Center Wl intercom referkH @ APihiing [@ APl Wework ¥ Dashboard - CSTea.. Ul Inbox|Baselnc|in.. 45 WARTIME

Tim ki€m thanh vién TAT CA (200/300) P& Mai Phuong

Tao tai khi

Expo
. .
Binh Phuong paisleytaste@gmail com Upload danh séch tai khodn i Excel  hodn
(@phuongduplicate - Phuong test account dggdfgdf
Member since 17/09/2019 Address not set 1stra

Xem file excel mau

* L& Phuong phuongle461669@gmail.com -5 NG
38 @phuongle - Long’s Buddy ot set D8i mat khau
Owner - Member since 16/09/2019 Add)

Thanh vién L

DAi mau hién thi

e o . S0@ama

- inh Nhu Quynh dinhnhuguynh90@gmail.com

“ Quy . 2-factor authentication
@nhuquynh90 - CS Team et
Owner - Member since 03/09/2019

y  Huyén Nguyén
@huyenham - No fitle
-

CONG TY CO PHA... -QQ

Owner - Member since 28/08/2019
Messages ) Online 10 + New

o Ni 2112@gma

Do Ninh ninhdh.2112@gmail.com - hanh, Phuong, Phuang
¥ @doninh - Cs 0964572112 tﬂ Phuong: abe @

Owner - Member since 08/05/2019 Address not set

.. Nguyén Van Bang
@: D6 Mai Phuong domaiphuong116@gmail com D& Ninh 1 Phuong: i @

(@maiphuong - NV ?"23455#59 @ninh Chu Giang
Owner - Member since 01/03/2019 énbewuigheuigh iang: Ok ma ot A
Bach Hung Kién bhidest123456@gmail.com Nguyén Bao Khanh '_-l”:‘- Bui, Anh, Phuong, Reviewer.
n . PR endirai G >
(@hungkien - php 08967856765 @baokhanh - Lead sales . b Q@
E Member since 05/02/2018 h& chi minh

/B 1ai dditen tigp haha
¥ oo °

Budc 3: Sau khi d3 hoan thién file excel danh sach céac thanh vién rdi, ban vao lai Thanh
vién = Thém thanh vién - Chon Upload danh sach tai khoan tir Excel.

Minh Phuc Owner
TATCA (182500)

Dinh Nbws Quynh i ]
)

Oarer

* Nguyln Quimh Noa Phoong Lim vl
2 qurhngs - No ik R .

Toieh vide Admin - Memte

L Phuong Lim Pham Thi Thanh

Owmer  Marre

Minh Phuc Owner o Phwong Lim

CONG T -Q [

- Chi owner cua hé thong méi c6 quyén thao tac.

- Nhap thong tin theo dung quy chuan cua file mau, khdng chinh sira, thém/ bét
trong file mau.

2. Chinh stra thong tin co’ ban

Cap nhat théng tin tai khoan qua file Excel



Danh cho trudng hop can cap nhap thong tin co ban cho nhiéu thanh vién.

Budc 1: Truy cap vao https://account.base.vn/ = chon tab Thanh vién - Thém tai
khoan - Export danh s&ch ra Excel

®  Khuat Minh Quyén
8 @quyen - No title
N 0 = o Owner
Thanh vién 4/03/20
L
thao member 2
@thao3 - tester
o700
°
thao member 1
@thaot - member
o700
" Pham Diém Quynh
@quynhphames - CS
o1nose Owner - @ O
°
Thao Owner
(@thaopham123 - owner
200010 Owner - @

“" Nhu Quynh
@nhuquynh90 - CS Team

az/sy19 Owner - )

Nguyén Huyén

@huyenham - No title

Owner

TAT CA (260/300)

minhquyen0612@gmail.com
Birth day not specified

phamthao3@yopmail.com '

Birth day not specified

phamthao1@yopmail.com

Birth day not specified

quynhpham207@gmail.com
012345678

Birth day not specified

thaopham@yopmail.com
1234567890
24/11/1998

dinhnhuquy

Birth day not specified

huyen81196+1@gmail.com .@

Birth day not specified

ma\com,ﬂ
X S i

D6 Maii Phuong

Xem file exc
Thao Owi
@thaopham123 - owner

Thao Owner
@thaopham123 - owner

Bach Hung Kién
@hungkien - php

wormét khau
Doi mau hién thi

Béao mat hai I6p

Béo mat theo dai IP
Chinh stra cong ty
Quyén xem thong tin
Logs hé théng

Tich hop véi bén thrba

SAML Single SignOn

Budc 2: Sau khi xuét file excel cAc tai khoan trén hé thong, cap nhat thang tin cho céc
tai khoan theo tirng cot tuong tmg. Luu y: khong thay doi thong tin trong 2 cot Username

va Email

Budc 3: Quay lai man hinh caa Budc 1, ban chon Update users info from excel réi chon
file thong tin da l[am ¢ budc 2.

Tim nhanh thanh vién

° - "
Khuat Minh Quyén
@quyen - Notitle
. Owner
4/03/20
°
thao member 2
@thao3 - tester
wnore
°
thao member 1
@thaol - member
o701

"' Pham Diém Quynh
(@quynhphames - CS

oinone  Owner - @ 0

Thao Owner
@thaopham123 - owner

Owner

“" Nhu Quynh
@nhuquynh90 - CS Team

oa0oris Owner - )

Nguyén Huyén
@huyenham - No title
Owner

TAT CA (260/300)

Birth day not specified

phamthaol@yopmail.com l

Birth day not specified

quynhpham207@gmail.com
012345678

Birth day not specified

thaopham@yopmail.com
1234567890
24/11/1998

dinhnhuguynhgo@gmail.com ,n 2
IRECRNES \

Birth day not specified

huyen81196+1@gmail.com ‘@

Birth day not specified

D6 Maii Phuong

Thao Ow!

@thaopham123 - owner

Thao Owner
(@thaopham123 - owner

Bach Hung Kién
@hungkien - php

ngir
wur it khau
Doi mau hién thi

Bao mat hai lop

Bao mat theo dai IP
Chinh stra cong ty
Quyén xem thong tin
Logs hé thdng

Tich hop v6i bén thir ba

SAML Single SignOn


https://account.base.vn/

3. Thay d0i email tai khoin

Chi c6 tai khoan Owner méi c6 thé thay doi tai khoan Email va chi thay doi duoc email
cua cac tai khoan Member, Admin. Con vaéi tai khoan Owner s€ khong thay doi dugc
email cua tai khoan owner khac. B¢ thay doi email s€ thao tac nhu sau:

Budc 1: Truy cap vao phan Thanh vién cua trang https:/account.base.vn

Tim kigm thanh vién TATCA(101/110) QUANTRI(47)  DANG OMLINE (3 DEACTIVATED Thém thanh vién v

Dao Huong Giang
@giangdh - Trudng Phdng
Member since 23/01/2019

@ *  Nguyen Hai

“ (@hainguyen - Manager

Thanh vién Owner - Member since 20/12/2018 Address not set
Trinh Thi Hanh Nguyén hanhnguyen5895@gmail.com 0 nguyentrinh123
@nguyentrinh - K& todn 0123456789 @ @nguyentrinh123 -
Owner - Member since 22/11/2018 Address not set undefined
Luu Ngoc Anh luungecanh@onenpay.com

(@ngocanhluu - Manager
Admin - Member since 28/01/2019

Nguyén Ding Thanh
(@nguyendangkien75 - Quan li
Member since 26/01/2019

Nguyén Ding Thanh
@datlanhvietbds - Quan li
Member since 26/01/2019

Anh Khoa
(@khoa - No title
Member since 25/01/2019

El & Taikhoan

Dao Huong Giang

@giangdh - Truéng Phong

Member since 23/01/2019 Make @giangdh a regular member Chinh sira
Grant @giangdh admin access Ngén ngr

Nguyen Hai demo.base.manager@gmail.com

@hainguyen - Manager set #  Grant @giangdh owner access D81 mat khéu

anh vié Owner - Member since 20/12/2018
Thanh vién i

Remove @giangdh from this team SR

Trinh Thi Hanh Nguyen hanhnguyen5895@gmail.com

. L 9y . @ setcustom P range 2-factor authentication
@nguyentrinh - K& toin 0123456789 []
Owner - Member since 22/11/2018 Address not set ) Grant special access

Bd  Change user email G DUNG - BAO MAT

Luu Ngoc Anh luungecanh@ononpay.com
@ngocanhluu - Manager t B  setanew password

Admin - Member since 28/01/2019

Bao mét theo dai IP

@' Disable 02-factor authentication
App access tokens

Nguyén Dang Thanh
@nguyendangkien75 - Quén li
Member since 26/01/2019

#  Chinh sifatai khodn cia @giangdh Logo & Branding

#  Chinh sira/ chen direct manager Quyen xem thong tin

@

Nguyén Dang Thanh Deactivate tai khodn nay
(@datlanhvietbds - Quan Ii
Member since 26/01/2019
Danh séch thanh vién
Anh Khoa

@khoa - No title

Member since 25/01/2019

Tai khoan khach hang

Budc 3: Thiét 1ap email mai rdi chon Set Email.


https://account.base.vn/

SET USER EMAIL

User

Dao Huong Giang (huonggiang2184@gmail.com)

Email

User email

Cancel

4. Thiét lap password méi cho thanh vién
Budc 1: Chon "Thanh vién" va tré chudt dén tai khoan mubn set pasword méi

Tim kiém thanh vién TAT CA (48/500)

#L° Nguyén Trang
+§3” @nhtrang - No title

Owner - Member since 27/09/2018

& Nguyén Quang Anh
@ceo - Gidm déc

Thanh vién Member since 06/06/2018

Déng Thé Quyét

(@quyetdt - No title

Admin - Member since 03/10/2018

Nguyén Thii Mo
(@monguyen - CFO
Member since 18/09/2018

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

Ha Anh Son

@sonha - CFO
Member since 18/09/2018

Nguyén Céng Binh
@binhnguyen - No title
Member since 08/08/2018

Pham Quang Tuan
@tuanpq - Trudng phong K& hoach - Tai Chinh

Budc 2: Click vao dau "..."

THONG TIN LIEN LAC

nhtrang26@gmail.com

Ph

demo09@base.vn
0912345683

Addre: set

demo.fpt2@base.vn

monguyen@wework.vn
912223333

Linh Dam, Hanoi

xiem@wework.vn
912323211

Thanh Xuan, Hanoi
son@wework.vn
912223333

Linh Dam, Hanoi

congbinh_demo@base.vn

tuan.tckhgo@gmail.com

Phone number not set

NGUO1 QUAN LY

Nguyén Trang
@nhtrang

. Nguyén Trang
h @nhtrang -

Nguyén Trang

@nhtrang - nhtrang26@gmail.com

& Taikhoan

¢ Chinhsira
Ngon ngir

© Dai mat khau

€ 96i mau hién thi

2-factor authentication

© Béo mat theo dai IP

Messages Online 1

cs

Conversation just started
L Canhan

Conversation just started

10



Tim ki€m thanh vién TAT CA (48/500) O NLINE

" Nguyén Trang nhtrang26@gmail.com
: ~ @nhtrang - No title Phone number not set
e

Owner - Member since 27/09/2018 Al

F Nguyén Quang Anh demo09@base.vn
S @ceo - Giam déc 0912345683

Member since 06/06/2018 Address not set

Thanh vién

Ding Thé Quyat
(@quyetdt - No title P

demo.fpt2@base.vn
Admin - Member since 03/10/2018 Address not set

monguyen@wework.vn

912223333

Nguyén Thii Mo
@monguyen - CFO
Member since 18/09/2018 Linh Dam, Hanoi
Bui Thi Xiem xiem@wework.vn
@xiem - Accountant
Member since 18/09/2018

912323211

Thanh Xuan, Hanoi

Ha Anh Son son@wework.vn
@sonha - CFO 912223333

Member since 18/09/2018 Linh Dam, Hanoi

Nguyén Cdng Binh
@binhnguyen - No title

Member since 08/08/2018

congbinh_demo@base.vn

Pham Quang Tuan
@tuanpq - Trudng phong K& hoach - Tai Chinh

@

\

Nguyén Trang
@nhtrang

Nguyén Trang
@nhtrang

Budc 3: Chon "Set user password" va thay d6i password.

Tim kiém thanh vién TAT CA (49/500)

if"  Nguyén Trang nhtrang26@gmail.com
: @nhtrang - No title Pioieh 6

Owner - Member since 27/09/2018 Address not set

Nguyén Hong Hanh
2 @hanhnh - Nhan vién SQs
e Member since 06/06/2018
Nguyén Kim Phuong
@phuongnk - No title

Admin - Member since 03/10/2018

Pentest Vsec
"" < @pentest - 0x01 Phone number not set
Admin - Member since 24/10/2018

monguyen
912223333

Nguyén Thii Mo
(@monguyen - CFO

Member since 18/09/2018 Linh Dam, Hanoi

xiem@wework.vn

912323211

Bui Thi Xiem
@xiem - Accountant

Member since 18/09/2018 Thanh Xuan, Hanoi

Ha Anh Son

@sonha - CFO

Member since 18/09/2018 Linh Dam, Hanoi
Nguyén Céng Binh congbinh_demo@base.vn
@binhnguyen - Notitle Phone number not set

Nguyén Trang

 Taikhoan

Chinh sira
Ngon nglr

Doi mat khau
Doi mau hién thi

2-factor authentication

Béo mat theo dai IP
App access tokens
Logo & Branding
Quan ly timg dung

Quyén xem thong tin

Danh séch thanh vién

Tai khodn khach hang

Make @hanhnh a regular member

Grant @hanhnh admin access

%  Grant @hanhnh owner access
Remove @hanhnh from this team
@  setcustom IPrange
©  Grant special access
Change user email
| B  Setanew password
o' Disable 02-factor authentication
7 Chinh stra tai khoan cia @hanhnh
/' Chinh stra/ chon direct manager
(D Deactivate tai khoan nay

@

Nguyén Trang

@nhtrang

Budc 4: Cap nhat password mai va chon "Set password".

£ Taikhoan

Chinh sira
Ngon ngir

Doi mat khau
D3i mau hién thi

2-factor authentication

Bao mat theo dai IP
App access tokens
Logo & Branding
Quan ly img dung

Quyén xem théng tin

Danh séch thanh vién

Tai khoan khéch hang

11



& C @ https;//account.basevn/company

People and teal

se - Hiring @ Base x|+

SET USER PASSWORD

Nguyén Hong Hanh (hanhnh)

User password

Retype password

Retype password

5. Thiét 1ap quyén xem thdng tin

Dé thiét 1ap quyén xem thdng tin thi s& vao phan Quyén xem thdng tin trén trang
https://account.base.vn/

HO&TEN

2

Thanh vién

Tim kiém thanh vién

Dao Huong Giang
@giangdh - Trudng Phéng
Member since 23/01/2019

Nguyen Hai
@hainguyen - Manager
Owner - Member since 20/12/2018

Trinh Thi Hanh Nguyén
@nguyentrinh - K& tedn
Owner - Member since 22/11/2018

Luu Ngoc Anh
@ngocanhluu - Manager
Admin - Member since 28/01/2019

Nguyén Ding Thanh
@nguyendangkien75 - Quan i
Member since 26/01/2019

Nguyén Dang Thanh
(@datlanhvietbds - Quan i
Member since 26/01/2019

Anh Khoa
@khoa - No title
Member since 25/01/2019

QUAN TR (47 DANG ONLINE (3)

THONG TIN LIEN LAC

huonggiang2184@gmail.com
Ph

ot set

Ade

53 not set

demo base manager@gmail.com

Phone number not set

Address nof set

hanhnguyen5895@gmail.com
0123456789

Address nof set

luungocanh@ononpay.com

Phone

Address not set

nguyendangkien75@gmail.com

Phone ot set

Address not set

datlanhvietbds@gmail.com

Phone

DEACTIVATED

Trinh Thi Hanh Nguyén
@nguyentrinh - hanhnguyen5895@
NGUD1 QUAN L Lol
& Taikhoan
Chinh sira
Ngén nglr

Doi mat khau
D8i mau hién thi

8 nguyentrinh123 2-factor authentication

@nguyentrinh123
undefined

Bdo mat theo déi IP

App access tokens

Logo & Branding

Quyén xem thng tin

Danh séch thanh vién
Tai khoan khach hang

a - -

Chi c6 tai khoan Owner méi c6 thé thiét 1ap duoc quyén xem thong tin trén trang
Account. Néu thiét lap public thi tat ca cac tai khoan s& xem dugc thong tin sé dién
thoai va dia chi, con néu thiét 1ap private thi chi c6 Owner va Admin xem dwgc cac
théng tin nay.
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QUYEN XEM THONG TIN

Quyén xem thong tin

Private (Chi hién thi théng tin cho nguai quan Iy va admin)

Public (Céng khai théng tin lién hé claa tat ca nhan vién)
Private (Chi hién thi théng tin cho ngudi quan ly va admin)

6. Chon nguwaoi quan ly thanh vién

Budgc 1: Chon “Thanh vién”, tai tén thanh vién mudn chon quan ly, click biéu tuong
“...”, chon “Chinh sua/ chon direct manager”

@ https;//accountbasevn,

@kien - No title
. Admin - Member since 05/02/2018
Giang Chu ThiTra
(@giangehu - tester bugs
Owner - Member since 25/09/2017

Nguyén Hung
@hungbe - Nha chi Mo

Member since 20/03/2019
! N
2 Ngé Chung
‘Thanh vién @ngochung - No title

Owner - Member since 19/03/2019

Phuong CS
@phuonnges - NV
Member since 16/03/2019

Vii Linh
@vulinh - No title
Owner - Member since 12/03/2019

Vii Ngoc Linh
@ngoclinh - No title
Owner - Member since 07/03/2019

D6 Bao An
@baoan - Trudng phong PR
Admin - Member since 07/03/2019

0912233222 (% 7

Address not set

test@true-hr.net
02123453467
Ha ndi

nagashi kusiro@gmail.com

Phone number not set

Address not set w

*

&

linhwu base@gmail.com

Phon:

r ot set
Address not set

linh3linhalinha@gmail.com -
Phom rnot set

Address not set

L 0 @ S

Phon

Address not set

baoan@gmail.com ®
fno

¢ Incognito &) 3

=2 On leave - Delegation

Make @hungbe a regular member
Grant @hungbe admin access
Grant @hungbe owner access
Remove @hungbe from this team
Set custom IP range

Grant special access

Change user email

Set a new password

Disable 02-factor authentication
Chinh sira tai khodn cda @hungbe

Chinh sira/ chen direct manager

Deactivate tai khodn nay

Budc 2: Tag @username cua nguoi quan ly va click “Set manager”.

SET MANAGERS FOR NGUYEN HUNG X

Manager

The direct manager

[Type to select manager

Cancel
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7. Khoa tai khoan
Budc 1: Chon "Thanh vién" va tré chudt dén tai khoan mudn khoa.

Tim kiém thanh vién TAT CA (48/500) AN TR AN JLINE EA ATED m NgUyen Trang

mail.com

Nguyén Trang nhtrang2 £ Tai khoan
@nhtrang - Notitle Phone n
Owner - Member since 27/09/2018 Chinh sira
z Ngon ngir
& Nguyén Quang Anh demo09@base.vn 9on ng
2 @ceo - Giam ddc 0912345683 D3i mat khau
e I Member since 06/06/2018 Address not set

Doi mau hién thi
Dang Thé Quyét
(@quyetdt - No title
Admin - Member since 03/10/2018

2-factor authentication

Nguyén Thii Mo

@ 912223333 S .
e i - Bdo mat theo dai IP
Member since 18/09/2018 Linh Dam, Hanoi

ALS
Bui Thi Xiem xiem@wework.vn Nguyén Trang A
@xiem - Accountant 912323211 @nhtrang e
Member since 18/09/2018 Thanh Xuan, Hanoi cs

Conversation just started

Ha Anh Son

@sonha - CFO
Member since 18/09/2018

Nguyén Céng Binh
@binhnguyen - No title

Member since 08/08/2018

(ﬁ' Canhan

: Conversation just started
@£ Nguyén Trang
h @nhtrang
-

Pham Quang Tuan
@tuanpq - Trudng phong K& hoach - Tai Chinh

Budc 2: Click vao dau "..."

Tim kiém thanh vién TAT CA (48/500) O ANG ONLINE DE c Nguyen Trang )

4 NguyénTrang nhtrang26@gmail.com £+ Taikhoan
o @nhtrang - No title Phone num se
Owner - Member since 27/09/2018 Address not set Chinh stra
z Ngon nglr
& Nguyén Quang Anh demo09@base.vn gon ngf
S @ceo - Gism déc 0912345683 D D3i mét khau

Thanh vién Member since 06/06/2018 Ac o
Doi mau hién thi

@ 2-factor authentication

Dang Thé Quyét
@quyetdt - No title
Admin - Member since 03/10/2018 Address not set

Nguyén Thii Mo monguyen@wework.vn
@monguyen - CFO 912223333 Bao mat theo dai IP
Member since 18/09/2018 Linh Dam, Hanoi

App access tokens
Bui Thi Xiem xiem@wework.vn i3 Nguyén Trang
@xiem - Accountant 912323211 “ﬂ" @nhtrang Logo & Branding
Member since 18/09/2018 Thanh Xuan, Hanoi Quén ly tmg dung
Ha Anh Son son@wework.vn Quyén xem thong tin
@sonha - CFO 912223333
Member since 18/09/2018 Linh Dam, Hanoi

~ Nguyén Trang

@nhtrang Danh séch thanh vién

Nguyén Céng Binh congbinh_demo@base.vn
@binhnguyen - No title Phone num et
Member since 08/08/2018 A

Tai khoan khach hang

Pham Quang Tuan @gmail.com

@tuanpq - Truéng phong K& hoach - Tai Chinh

Buac 3: Chon "Deactivate tai khoan nay"
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Thanh vién

Tim ki€ém thanh vién

Nguyén Trang

TAT CA (48/500)

N LIEN LAC

nhtrang26@gmail.com

Nguyén Trang

@nhtrang - nhtrar

& Tai khodn
@nhtrang - No title Phone nu
Owner - Member since 27/09/2018 Address n ¢ Chinhsira
& Nguyén Quang Anh demo09@base.vn @ Ngon ngilr

@ceo - Gidm ddc
Member since 06/06/2018

Ding Thé Quyét
(@quyetdt - No title

Admin - Member since 03/10/2018

Nguyén Thii Mo

0912345683

Address not set

demo.fpt2@base.vn

monguyen@wework.vn

Make @quyetdt a regular member

Grant @quyetdt admin access

@ Dai mat khau
€ D3 mau hién thi

2-factor authentication

912223333 *  Grant etdt owner access S 5
@monguyen;siCrO equatof U  Bdo mat theo dai IP
Member since 18/09/2018 Linh Dam, Hanoi ~
[ Remove @quyetdt from this team
App access tokens
Bui Thi Xiem it ikl % @ Setcustom IPrange i Logo:2 Brandin
@xiem - Accountant 912323211 g 9
Member since 18/09/2018 Thanh Xuan, Hanoi O Grant special access % Quanly ing dung
54 Change user email - >
Ha Anh Son son@wework.vn £ Quyen xem thong tin
@sonha - CFO 912223333 @  Setanewpassword
Member since 18/09/2018 Linh Dam, Hanoi
o' Disable 02-factor authentication N
én Céng Bil congbinh_demo@base.vn L .
Nguyén Cdng Binh L e Y 4 /'  Chinh stra tai khoan cla @quyetdt 2 < A
" @binhnguyen - No title 4 4. Danh séch thanh vién
Member since 08/08/2018 "/ Chinh stra/ chon direct manager X o
& Taikhoan khach hang
Pham Quang Tuan tuan.tckhgo@gmail.com I (@  Deactivate tai khoan nay 5

@tuanpq - Truéng phong K& hoach - Tai Chinh

Budc 4: Chon "OK".

Phone numt

Deactivate @quyetdt's account? This will be blocked

(@quyetdt's access forever. This action cannot be undone.

IVV. Danh cho member (Thanh vién)

j26@gmail.com

1. Chinh sira tai khoan
Buéc 1: Chon "Cé nhan"
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Nguyén Trang

Nguyén Trang

Email F @gmail.com
Sd dién thoai No phone number

Phat trién ngudn luc

Bui Thi Xiem

Nauvén Céna Binh

% Taikhoan
Chinh sira
Ngon nglr
Doi mat khau
Doi mau hién thi

2-factor authentication

Bao mat theo dai IP
AOD access tokens
Logo & Branding
Quan ly tmg dung

Quyén xem thong tin

Danh séch thanh vién

Tai khoan khach hang

Budc 2: Chon "Chinh sira tai khoan" dé thay doi cac thong tin can thiét

Nguyén Trang

Nguyén Trang

Email rr @gmail.com

SG dién thoai No phone number

Phat trién ngudn luc

Bui Thi Xiem

Nauvén Céna Binh

Buac 3: Click "Edit personal profile”

Nguyén Trang

£ Taikhoan
Chinh sira
Ngon ngir
D0oi mat khau
Doi mau hién thi

2-factor authentication

Bao mat theo dai IP
App access tokens
Logo & Branding
Quan ly tmg dung

Quyén xem théng tin

Danh séch thanh vién

Tai khoan khéch hang
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EDIT PERSONAL PROFILE

First name

Trang

Last name

Nguyén

Email

Username
Your useman

Job title

Job title

Profile image
rofile image

\ Chon tép | Khéng c6 tép nao duoc chon

Date °f bmh - Chon ngay - - Chon thang - - Chon nam --
Phone number

Primary phone number

Current address

Your current address

2. Poi mat khau
Buéc 1: Chon "Ca nhan"

. Duang Thé Phong
Duong Thé Phong - Giam ddc Bigu hanh @Phong

duongthephong

Duong Thé Phong

Tai khodn

Email ol B o .

S6 dién thoai |

Chinh stra

BN o

Ngon ngir

@

D6i mat khau

THANG TIN LIEN HE B6i mau hién th
HONG TIN LIEN HE

a 9

2-factor authentication
Dia chi nha L] ke e h ReT

£} Edit company

&) App access tokens
Team Phong

’ © Quyén xem thong tin
4 thanh vién - Tham gia ngay

Budgc 2: Chon "Dbi mat khau™
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e Duong Thé Phong
. . J 4 Chinh sira tai khoan
Duong Thé Phong - Giam d&c Bigu hanh _ @Phong

duongthephong.tpb@am

Duong Thé Phong NG TIN TA KHOAN

=2 £+ Taikhodn
Email = hps iy £ Chinhsia
SG dién thoai LY |
™

& Ngon nglr

(@ D&i mat khau

- & D3&i mau hién thi

THONG TIN LIEN HE

©  2-factor authentication
Bia chi nha "ERS 0ol om B wla n

43 Edit company
NHOM (DON VI NGHIEP VU

&) App access tokens
Team Phong

> © Quyén xem théng tin

4 thanh vién - Tham gia ngay 1

Budc 3: Nhap Mat khau cii vao 6 "Current password", sau d6 nhap Mat khau méi vao
6 "New password" va "Retype new pasword"

CHANGE ACCOUNT PASSWORD

Current password
Your current password

Retype new pasword

Repeat your new password

Force logout
Force logout from all devices

Natice: Change your password may force you to lagout of every mobile device
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Buéc 4: Click "Change password”

CHANGE ACCOUNT PASSWORD
Current password

New password

Your new passwo

Retype new pasword
Repeat your new password

Force logout

Force logout

Notice: Change your password may force you to logout of every mobile device

3. Thiét 1ap lai mat khau (Quén mat khau)

Budc 1. Truy cap vao trang https://account.base.vn. Chon vao muc “Fotget your
Password?”

&« C & https:/faccount.base.vn

Login

Welcome back. Login to start working

Email

Your email

Password Forget your password?

Your password

Keep me logged in

Login to start working

Login with Google Login with Microsoft

Login with Guest/Client access?

Budc 2: Dién email ding nhap va ma xac nhan. Chon “Recover Password” dé hé thong
guri email reset password lai vé email dang nhap.
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il

Password Recovery

formation. A password recovery hint will be sent to

Email *

Your email

Security code *

Enter the security code below

484\ fe

Login now if your company was already on Base Account

Sau khi nhap dung email va code, hé thdng s& hién thi popup nhu anh:

=

We have sent you an email with instruction about how to
recover your password. Please open your email to proceed.

OK

Budc 3: Truy cap vao email cua minh s& nhan dugc 1 email dén tir Base Platform, click
vao duong link nay @€ doi lai mat khau va chon “Reset password”

Password reset request | Lay lai mat khau &
Base Platform <no-reply@base vn> 11:20 AM (2 minutes ago)  T¢ 4
tome ~

Dear D6 Mai Phurorng

Base platfrom receives a request to recover your password you forget. Please click
on the button below to reset your password. The link will be automatically expired
within 24h

If you cannot click on the above button, copy the link below on your browser.

https:/account base vn/arecover?email=domaiphuong116@gmail. com&state=
ZDVC9290PLYUT624QUHFL5D5Q2Y SZFL B&token=
f022376b3cac640c988ddde0b11f0bfad 77005f8feebe04336349489091
bf70&time=1577247602

4. Thay d6i ngdn ngir hé thong
Budc 1: Chon “Ngon ngir” cua trang https://account.base.vn/

20


https://account.base.vn/

. Trinh Thi Hanh Nguyén
Trinh Thi Hanh Nguyén @hanhnguyen \:;J‘,cn trinh@base.

Trinh Thi Hanh Nguyén HONETI TR

£ Taikhodn

Email nguyen.trinh@base.vn Chinh stra
S dién thoai 0832337385

Ngbn ngir

Managers Ha Phuong
D3i mat khau
D6i mau hién thi

2-factor authentication

Danh séch thanh vién
Tai khoan khach hang

Danh séch nhém

Budc 2: Chuyén sang ngdn ngit phu hop rdi chon “Change Language”

CHANGE ACCOUNT LANGUAGE

Tay chon ngon ngir

Change display langu

Tiéng Viét | Vietnamese v

Cancel Change language

5. Thém nhom méi
Budc 1: Vao muc “Nhom” trong trang https://account.base.vn/. Chon “Thém nhoém”.

Trinh Thi Hanh Nguyén

Tim nhanh nhom TATCANHOM  NHOMTOITHAM GIA 50100 TO GHUT
@nguyentrinh - hanhnguyen5895@
Céng ty TNHH OThéang Long o THONG TIN TAI KHOA
01 (@demo - Khéng cé miduta 3aseiD_em_O
0 thanh vién - B3t d3u tir 18:28 today Glam Boc van Hanh Tai khoan
Chinh sira
CS Team N8N ngi
. gon ngilr
02 @cs - Khdng cé midutd Hoai Thu
2thanh vién - Bat du tir 18:28 today D8i mat khau

Bdi mau hién thi
Nhém Kinh Doanh

03 @kinhdoanh1 - Khéng cé migu 12 Tt\nh Nguyén

2-factor authentication

3thanh vién - Bt dau tU 18:28 today

gq NnomBanHang 0 Base D Bao mat theo dai IP
@nhombanhang - Khéng c6 miéu ta 3557 Aem‘O
3thanh vién - BAt du tir 18:28 today FEmBoevEn mEn App access tokens
Logo & Branding
HC-NS R o
Quyén xem thdng tin
05 @hens - Khong co misuta & phuongny

Athanh vién - BAt d3u tir 18:28 today unes
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Budc 2: Thiét 1ap cac thong tin rdi chon “Thém nhém mai”.

CREATE A NEW GROUP X

Tén nhom *
The group name

The business unit name

Directory *
The relative directory from your
domain

Team directory

MNgudi phu trach *
Please select the business's unit
leader

The business unit leader

Cac thanh vién khac *
People can be added to the
business unit later on.

Type @ to tag and add people to this business unit

Gigi thiéu thém
Short description about the
business unit

Short description about the business unit

Cancel Thém nhém mai

Luuy: Phﬁr} Directory twong ty nhu Username cua nhom, la phé‘n dé dung dé tag nhom
trong mot s6 phan mém cia Base nhu Request, Office. Vi phan nay s€ dé dang viét
lien khéng dau, chi stir dung duoc Ki tu chir va so.

6. Thém thanh vién vao nhdm mai
Budéc 1: Click “Nhom” va biéu tuong nhu hinh
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& C @ https//accountbasevn,

* e xusttih ning -.. Base Inc Help Center ] Inbox | Base Inc | In...

Request group !

Incogito @)

£ Bd Mai Phuong
Team Customer Success @maiphuong - domaiphuong116¢
hn thanh vien
HORTEN THONG TIN LIEN LAC NGUG1 QUAN LY THANG TIN TA| KHOA
X Bach Hung Kién bhktest123456@gmail.com Tai khodn
(@hungkien - php 08967856765
Member since 24/05/2019 h& chi minh Chinh sifa
® P Mai Phuong demaiphuong116@gmail com [z
P @maiphuong - NV 0123456789 D8I mat khau
Member since 24/05/2019 &nbewuigheuigh
D81 mau hién thi
Bach Kien bachkienbk@gmail.com
SQ'A N 2-factor authentication
@kien - Notitle 0912233222
Nhém Member since 24/05/2019 Address not set
° . P P, . UNG DUNG 1AT
Giang Chu Thi Tra test@true-hr.net Nguyén Minh Tri
(@giangehu - tester bugs 02123453467 @tri - Tai khodn test ciia Tri AR
Owner - Member since 24/05/2019 Ha ngi
Quy&n xem thdng tin
Diang L& mocly312@gmail.com Nguyén Minh Tri
@le - Notitle 43534656 (@tri - Tai khodn test clia Tri
Member since 24/05/2019 Address not set TUY CHINH NA
@ Mo Nguyén Huong pema110@yepmail com . Lagin histories
monguyen - No title Phone number not set .
@meng y_ ) . Tay chinh email théng bdo
Member since 24/05/2019 Address not set
) On leave - Delegation
Phurong CS camay_me_to_you@yahoo.com D6 Mai Phuong
= @phuonnges - NV Phone number not set @maiphuong - NV | L ogo'R) Branding
=) Member since 24/05/2019 Address not set
Cong ty
s i Thannbnt imn e il A
Budc 2: Tag @username cu 5i can thém vao nhdm va chon “Invite”
udc 2: Tag Ua nguol ca 0

€ C @ https//accountbasevn

Incogrito &}

F B2 xusttih ning -... Base Inc Help Center [l Inbox | Base Inc | In... Request group: [CS]...

INVITE PEOPLE TO TEAM CUSTOMER SUCCESS

Type @ to tag all people you want to invite
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