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HUONG DAN SU DUNG CHI TIET
I. THIET LAP HE THONG
1. Pang ky tai khoin
Dé dang ky tai khoan str dung phan mém Workplus, ban thyc hién 1 trong cac cach sau:
a. Pang ky tai khoan trén Web:

- Truy cép vao dia chi web: https://app.workplus.vn/register

- bién day du thong tin vao form dang ky:

@orkplus

Tao tai khoan

Luwu y: Dia chi email chinh la tai khodn dang nhdp sau nay. Ban nén sw dung dia chi email con hoat
dong va do minh so¢ hiru dé hoan tat xdc thwc tai khodn va nhdn cdc thong bao cua hé thong

b. Pang ky tai khodn trén App Mobile:
- Tai ing dung Workplus cho cac nén tang Android hodc I0S va tién hanh cai dit:

+ Workplus cho Androi: https://play.google.com/store/apps/details?id=vn.workplus.wp&hl=vi
+ Workplus cho IOS: https://apps.apple.com/app/id 1488285785

- Sau khi cai dat g dung, click Tao tai khoan va tién hanh dang ky mai tai khoan:


https://app.workplus.vn/register
https://play.google.com/store/apps/details?id=vn.workplus.wp&hl=vi
https://apps.apple.com/app/id1488285785

w! Viettel T 14:12 @ @55% @ )

< Tao tai khoan

\morkplus Qorkplus

Ho tén *
4 Nhép ho tén
Quan ly du an, guan ly cong viéc
online Tai khoan *

Tao méi, theo ddi, kiEm soat du an, céng viéc cua Nhap email
ban moi lic moi noi theo cdng nghé truc tuyén.

S8 dién thoai *

. Nhéap s dién thoai

Mat khu *

& Matkhau

Nhap lai mat khau *
& Mat khau
MAat khdu d&ng nhap phai ¢ it nhat 8 ky tu va nhigu nhat 20 ky tu

Tao tai khodn o . o
O Téi déng y v&i Théa thuan s dung nén tang Workplus

®
bang nhap

2. Xac thye tai khoan

Dé dam bao an toan thong tin va nhan day du cac thong béo tir hé thong Workplus nhu cac théng bao thay
d6i mat khau, thong bao don hang, thong bao hé thong email..., ngudi dung tién hanh xac thyc tai khoan
ctia minh nhu sau:

- Click vao Avatar goc dudi cung bén menu trai, chon Tai khoan:

o Taikhodn

@ Ngon Ngir

[+ Dangxuat

- Truy cap vao muc Thong tin tai khoan dé tién hanh xac thuc tai khoan:



CAIDAT TAI KHOAN Théng tin tai khoan

Tai khadn

Thing tin thi khadn
D8 mt khéu

nvaggmall.com

Cai dat chung
4 drh cd nhan Logi i khasn @
Thii gian va ngdn ngir three 1200120
Hy v
Cai dat thing bio
Nodysinh 13/04/7023
Thang bia ciia WorkPlus [
Gidi inh
Bign th
Dja chi
Bingcdp
Hganh gz
Thiing tin khiic

CAP NHAT

- Tai khoén sau khi dugc xac thuc s& c6 thém du tick xanh, tai khoan chua xac thuc s& khong co:

A .
4 Nhan tin

F Viet App
% info.vietapp@gmail.cqm & <j
'{

Nhén tin

Ngoc Thanh
thanhngoc@workplus.vn

Nhan tin

3. Quén mat khiu, lay lai mat khau

Trong mét s6 trudng hop, néu ban bi quén mat khau dang nhép, hiy st dung chirc ning quén mat khau cé
trén phan mém de¢ lay lai mat khau dang nhap méi.

Cac budc thuc hién nhu sau:

- Trén trang ding nhap, click muc Quén mat khau ?



@orkplus

Déng nhap

]

[}

[ Tl khang phi robot

Ban chus co tai khoan? Tao tai khodn

- Nhap dia chi email (chinh la tai khoan dang nhap cua ban) va nhan d6i mat khau. Hé thong sé giri t6i dia
chi email thong tin hudng dan tao mat khau méi.

(Luu y: Pé dam bao an toan bdo mdt, chi nhitng email da xac thuc mdi nhdn dwoc thong tin doi mdt
khau. Do do ban can xac thuc email dé dam bao quyén loi trong suot qua trinh su dung)

@orkplus

Quén Mat khau

2 abc@gmail.com| I

Sau khi elick d51 mt khdu, vul lang ldém tra emall (inbax
hodic spam) d& nhan duging link tao mat khau mait

Dl mat khiu

Hay ban mudn Ding nhap hede Tao t3i khodn

Trangtin  Didukhoin Tailiéu  Liénhé

- Kiém tra hop thu dén (hoac hop thu Rac/Spam) dé nhan thong tin email cta hé théng. Click vao Truy
cap ngay dé tién hanh thay d6i mat khau méi.



@

WORKPLUS PLATFORM

DOI MAT KHAU

Ban hodc al d6 dang yéu cau thay a8l mat khau dang nhap nén tdng phdn mém quan tri Doanh
nghigp - Cang vigc Workplus:

Néu do a ban vui Iong thy'c hign cac budc sau. Néu khong phdi ban vui long bd qua email

nay va tai khodn cla ban vin dugc bio mat:

Burére 1: Truy cip dwémng din sau

Truy cap ngay.

Buréc 2: Nhap lal mat khiu méi va hoan tit qua trinh
Tai ligu:
« Hueng dan ddi mat khau
* Néu click vao auong link knong mé G, vl l6ng Copy va paste vaa trirh duyét
Cai dat ting dyng Workplus trén ANDROID va 105

| T & o

‘9c gii dén ban béi Phuc An Co.,Ltd (hoac can:

4. Thiét 1ap thong tin tai khoan va thong tin t6 chirc
a. Thiét 1ap thong tin tai khoan:

- Click vao Avatar goc dudi cung bén menu trai, chon Tai khoan:

@ noon NoTr

[+ Dang xuat

- Tai trang thong tin tai khoan, click Cap nhat dé bo sung day du cac thong tin cua tai khoan.
(Bo sung day du thong tin tai khoan nhw Anh dai dién, Tén tuoi, gioi tinh... giup thanh vién dé dang
twong tac voi cdc thanh vién khac trong to chirc cua minh)



CAI DAT TAI KHOAN Thong tin tai khodn

Tai khodn
Thong tinti khodn Tai khodn domogworkplus.vm
@ 93 xic thye tai khod
D8 mjt khau Dii tai knodn
cal a3t chung Loai tai khodn o]
D&l dnh ¢4 nhan
Thei gian va ngén ngit [Kich thuie: 120x120 py] Hovaten
Gai it théng bao Noay sinh 01/04/2022
Théng béo cta WorkPlus Giditinh
Biénthogi 12008
Bia chi
Biéng cip
Nganh nghé
Théng tin khéc

CAP NHAT

b. Thiét 1ap théng tin t6 chirc

- Click vao logo trén cung menu trai, chon Cai dat nhém:

(@ Déinhom hoat dong
™.
5%  Thanh vién nhém

8% Caidatnhom

Mai dong nghiég

tham gia nhém .} L.-Q‘"
=) 1

03693
1

Group

Song va lamviec ba

Nén tang quén tri cong viéc deanh nghiép truc
tuydn cta Cong ty TNHH Céng nghé va Thuong
mai Phtic An

@o' BinGTIN NOI BO
Lién hé ®

- Tai trang Thiét 1ap nhom, click vao Chinh sira dé bd sung cac thong tin T6 chire/Doanh nghiép cua ban

nhu: Logo t6 chirc, Tén t6 chirc (nhom), mé ta, thong tin lién hé...

CUAN LY NHGM Thiét Iip nhém

Thiet g phisn mem
Loge nnem (12081207 odi e tags | it eang e einn

—— ID: 20203693 71
Trang i Pﬁ‘(‘)ruup v-

S————
Lich lam wigc -

K tang quan e g vif: doanh nohié e yEn eda Cang ty TNHH Céng nghi v Thiong mai Phie An
Quénlj don hing

udng oo i Khon sk v i (300240 B caver | 5 ang i cinh
0 i 1am vif Bing kN6 minkt min v 1l i ritng phig
Tao don hing = s
Dnth sch dom hang 168 Gidl Phng, M 14g1, Vigt N
Thang tin thanh tadin e
Workplus.im
08006180

C
SUPROI B A

CHINK S0

Thigt 9 mau cho ima cung @




5. Tao don hang tra phi

II. QUAN LY THANH VIEN/ NHAN SU

Thanh vién hay con goi la nhan sy tham gia vao Tb chirc cia ban dé cung nhau lam vi¢c, hoat dong va
tuong tac.

MObi mot tai khoan sau khi dang ky thanh cong trén hé thong Workplus s& duoc gan kém voi 1 Nhom (hay
con goi la 1 T6 chue).

Tai khoan ctia ban c6 thé mdi cac thanh vién (da dang ky tai khoan trén Workplus) tham gia vao Nhom
cua ban dé lam viéc.

Pé moi dugc nhiéu thanh vién tham gia, ban phai ding ky mua cac goi dich vu tra phi niém yét cua
Workplus. Xem bang gid Workplus tai day: https://workplus.vn/bang-gia/

(Luu y: Cdc thanh vién con lai khi tham gia vao nhém khéng can ding ky géi tra phi ma chi can c6 tdi
khoan trén Workplus)

1. Tao Phong/Ban/B¢ phan/Chi nhanh:

- Bén menu trai, click chon muc Thanh vién

) PA Group

ID: W20203693 »

Trang cha

T thanh vién

Luu trir

Tin nhin hom thanh vién
Thanh vién 5)

g giam (12)

da0 12312 (6)

- Tai view Thanh vién click chon Thém nhém thanh vién

= Thanh vién

e Thém thanh vién = Thanh vién yéu cau (1)

Nhém (7)
Tran Nguyén

4 . T test123@workplus.vn
Thém nhém thanh vién | @ @ @ P!

o Tatca (96)

« Ban tdng giam (12)

2, Bantdng gidm (12)

Tai khoén con
2. Banlanh dao 12312 (6) ; ;
taikhoancon@gmail.com
Trudng phong kinh doanh  Quan tri vién  Nhan tin

=, Bophinmdi (3)

&, Congty WPs (40)

Account 5
. e accounttest5@gmail.com
&, Ténbo phan that dai détestxe..  (3)
Phé Ban  Nhan tin

2. Testthémchookedit112333.. (9)

Lam Nguyén
& Khich (23) @
lamnguyen@test.vn
Téng giam ddc  Quan tri vién  Nh#n tin

- Dién day du thong tin hop thoai Tao nhém thanh vién, click Hoan thanh dé tao nhom:

11


https://workplus.vn/bang-gia/

Tao nhém thanh vién

Tén nhom thanh vién «

Phéng Qudn If du ar|

4+ The

2. Thém thanh vién vao té chire/nhém:

bé thém thanh vién vao t6 chirc hoac nhém, ching ta c6 céc cach sau:

- Céch 1: Quan tri vién cia nhom chu dong thém thanh vién

+ Tai view quan ly thanh vién, click vao Thém thanh vién:

= Thanh vién

e Thém thanh vién <: ~ Thanh vién yéu cau (1)

Nhém (7)
Tran Nguyén
) Thém nhom thanh vién testi23@workplus.vn

& Tatca(96)

« Ban tdng giam (12)

2. Banténggidm (12)

Tai khoan con

=, Banlanhdao 12312 (6) ; .
taikhoancon@gmail.com
TrivdAnn nhann kinh dnanh MNuiAn tri uid

+ Hop thoai thém thanh vién xuat hién, khi d6 ban c6 thé thém thanh vién béng cach nhap email cta

thanh vién hodc tao tai khoan con.

12



Thém thanh vién

Thém thanh vién

Thém thanh vién tham gia t8 chire clia ban bing email, s& dién thoai

Q, Nhap email hoac s dién thoai...

Luru y: Ban chi tim thay cac thanh vién da cé tai khoan trén Workplus

Tao tai khoén con

Tao céc tai khoan con trong 16 chirc clia ban va cung cap cho thanh vién st dung

+ TAO TAI KHOAN CON

Ma&i tham gia béng ID nhém

Mai ai d6 tham gia 8 chire clia ban bing céch chia sé 1D sau

W20203693 ||_:| Sao chép ID

(Tai khodn con la tai khodn do quan tri vién cia Té chire khoi tao va quan 1y. Qudn tri vién cé thé dat
mdt khdu riéng cho cdc tai khoan con)

+ Quan tri vién c6 thé tao nhicu tai khoan con cung 1 luc:

13



Tao tai khoan

+ Thém hang TAO DANH SACH TAI KHOAN 4 Téi file Excel

Xoa toan

No Tai khoan Tén thanh vién Bo phan bo

1  taikhoancon1@gmail. | Tai khoén con 1 Ban lanh dao

2 Ban lanh dao
D3 thém: 2/100 (Puogc phép tao t8i da 100 tai khoan cho tirng Ian)
Mat khau dang nhap *

Pat mgt mat khau dang nhap cho tat ca cac tai khoan khdi tao [an nay. Ban hay ghi nha
mét khau d€ cung cap cho cac thanh vién [an dau.
Khuyén nghi: D& dam bao an toan, Ngubi tao nén théng bao t¢i cac thanh vién thay déi

mat khau ngay sau khi dang nhap hé thdng Workplus tir [an d4u tién

& Matkhau

Mét khau dang nhap phai cé it nhat 8 ky ty, nhigu nhat 20 ky tv

bong Tao tai khoan

- Cach 2: Thanh vién chii dong xin tham gia vao To chirc/nhdém:
Céc thanh vién c6 thé ty chi dong xin tham gia vao mot T6 chirc nao d6 bang cach:

+ Bén menu tréi, click vao logo cua t6 chiic va chon P61 nhém hoat dong:

(& Dbinhom hoat déng

= Thanh vii

2> Thanh vién nhém
| « Thanh vién yé
63 Caidatnhom

Mai déng nghi%p .
tham gia nfom .3 2@y Y
gla niom- ¢ L Ti

te

2, Tatca(96)
+ Ban tong giam

2. Banténggidm (12)

Ti
2. Banlanhdao 12312 (6) . 1
a

+ Hop thoai Quan 1y nhém tai khodn mo ra, ban chon + Tham gia nhém méi:
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Quén ly nhém tai khoan X

Hoat dong (3) JEEEREEETH ()] Léimai (0) |+ Tham gia nhom méi

Nhém ban sd hiru (1)

»
: PA Group 0
— Pro ID: W20203693 01

Nhém ban tham gia (2)

’ TD Group

Pro 1D: W20203502 IT)

ﬂ quantran2381

Trial ID: W20223918 [0 H&t han!

+ Hop thoai tim kiém nhom cin tham gia mo ra, ban nhap ID cta t6 chire/nhém gém co 1 ky tu chit W va
8 con s0.

Click,TiM dé hé thong tim kiém T6 chirc c6 ID ban dang mudn tham gia.
Tai két qua tim duogc, click Tham gia dé gtri yéu cau tham gia t6i To chue.

Khi thanh vién xin tham gia T6 chirc ctia ban, phan mém s& thong bao t61 quan tri vién dugc biét va Quan
tri vién s€ dong y hodc tir choi yéu cau xin tham gia To6 chirc cua ban.

Quan ly nhém tai khoan X
Hoatddng(3) Pdyéucdu(0) Loéiméi(0) + Tham gianhém mai

Ban mudn tham gia nhém

Q, wi234567¢

**Cdch thém thanh vién nay gitip Qudn tri vién gidm bot thoi gian va céng sike khi phdi thém nhiéu thanh
vién vao to churc
3. Duyét thanh vién vao nhom

Khi c6 mot thanh vién nao d6 xin tham gia vao Nhoém/T6 chirc ctia ban, phan mém s& g thong bao vé
cho Quan tri vién dugc biét thong qua hé thong thong béo trén App Mobile, App Web, Email.
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Quan tri vién truy cap vao Module Thanh vién dé duyét, Quan tri vién click Déng v dé chép thuin hodc
Bo6 qua dé tur choi:

= Thanh vién n. @
e Thém thanh vién

Nhom (10)

& Thém nhom thanh vién .
Nguyén van A :> _—
= Taca(1d) nvaiggmall.com

2. Banlanhdao (2)

= Thanh vién yéu cau (1)

~ Ban ldnh dao (2)

Bhisnn Wink dnank 1)

4. Gan thanh vién vao Phong/Ban/B§ phan

Thanh vién sau khi vao Nhém/Té chirc s& duoc sip xép vao cac Phong/Ban/Bd phén cua T chuc dé dé
dang quan ly va theo doi.

pé gan thanh vién vao Phong/Ban/Bo phan ban lam nhu sau:

- Cach 1: Nhép va giit thanh vién bat ky rdi kéo tha vao Phong/Ban/Bo phan:

= Thanh vién N .
e Thém thakh ven + Phang Kinh doanh (4)
Nhém (10)
2 Tach(19 4 Nndntin

2. Banlanhdao (2)

. Viet App
2 Phong Kioh doarh (&) q; info.vietapp@amail.com &
Nhén tin

2 quinly dy dn markeling (0)

= Phong KEtodn (1) @ Ngoc Thanh
2. Phong K lodn -
G thartngocpmorkplus.n
v

Nhin tin
2 Dev-Workplus (2)

2 Phong Ky thuat (3)

Pham Thanh Hien
Ddi e~ ST VIELNAm (1) phamthanhhien2002G@gmail com &
2. D6 téc - SPT Vist Nam
Trséng prang  Nhan tin

2 SanxudtVideo (0)

» qudn Iy dy n marketing (0}
2 SaleWorkplus (0)

= Phang Ke toan (1)

P Hoang Duyén
hoangduyen.pa@gmail.com &
Chuyén vign  Nhan tin
~ Dev- Workplus (2)
Nguyén Phuong Anh
e dieptkes@amail.com @

- Céch 2: Click vao Tén thanh vién mé Menu thong tin chi tiét Thanh vién. Click tab bd phan dé chon
Phong/Ban/B¢ phan:

2 Khach (1) @
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= > i I Q - "
Thanh vién Viet App
e Thém thanh vién = Phéng Kinh doanh (4} 7 infovietappeomailcom

Nhém (10)

) Tham gia nhom tir ngay 03/11/2022 v6t val 1 14
Kim Long Pham ! o

q
& Thém nhom thanh vién . Thanh vién trang nhom
mr longpk@gmail.com &
. . Nidn tin
2 Tatca (14)

-

Théng tin €a nhan
@ Ngay sinh

2. ganlanhdso (2) Viet App N _
infe.vietappg@gmail.com & @ Giditinh N
&, phong Kinh doanh  (4)

Nhan tin @ oienthoai 0918008458

2. quinly dy én marketing (0)

Quén Iy
Ngoe Thanh

thanhngoc @warkplus.vn :> [ @ Bophin Phong Kinh doanh

2. PhongKetodn (1)

Nhén tin

2. Dev-Workplus (2) @ Chiie darh Ban lanh dao

© Tinhds Phang Kinh doanh

o Pham Thanh Hien quan Iy du dn marketing

2. Phong K thuat (3)
@ Chuyén nganh

. L phamihanhhienz002@gmail com & Phang K tosn
2. Déitic-SPTVidtMam (1)

Tséng préng Nhdn tin M té céng viec Dev Warkplus

2. sanxuitVideo (0) Plsane i b

» qudn Iy dy &n marketing (0)
Uplozd file hd sa
2 SaleWorkplus (0} Tailieu © Uplozd file hd 50

= Phéng KE tadn (1)
2 Khich (1) @ & e

= Hodng Duyén € Batlam quan tr vién
hoangduyen pa@gmail.com & W X6a thanh vién
Chuyén vign  Nhdn tin

= Dev- Workplus (2)
Nguyén Phuong Anh

ﬂ dieptkos@amail com &

oA A A . \ PN A

5. Thiét 1ap thong tin Thanh vién/Nhan sw

a. Thong tin chi tiét Thanh vién

Quan tri vién c6 thé bo sung cac thong tin lién quan dén Thanh vién/Nhan sy ciia minh nhu: Chuic danh,
trinh d9, chuyén nghanh, mo ta cong viéc, dinh kém céac tai liu...

- Click vao thanh vién mudn b6 sung thong tin, slide quan 1y thong tin thanh vién xuat hién, quan tri vién
tién hanh cap nhéat cac thong tin:

= Thanhvién & vietapp
e Thém thanh viéen « Phéng Kinh doanh (4) 7 ifovietsppmamal com

Nhom (10)
——
Kim Long Pham Tham gia nhom W ngay 03/11/2022 vai vai tio 1

& Thém nhdm thanh vien | Thénh vién trang nhd
. mrlongpk@omail com &
= Hhin tin
5‘/

s

& Tatca(ld) Théng tin cé nhén

@ Ngaysinh
Viet App )
info.vietapp@gmail.com & @ ciéitinh N

2 Banlinhdao (2)
2, Phong Kinh doanh (4

Nhan tin @ ®iénthoai 0918008458
2 quén iy du dn marketing (0} ™
Quén Iy
= m Ngoc Thanh v
& Phing KEtodn (1) PR A rermsocaucnoisin © Bophin Phong Kinh doari
" Nhin tin
2 Dev- Warkplus (2) @ chicdanh
@ Trnhdp
2 Phing kythudt (3) "
Phigm Thanh Hién @ Chuyén ngarh
phamthanhhien2002@gmail.com &
2 pditdc-SPTViBtNam (1)
Truimg pheng  Nhin tin M6 ta cdng viec e
2 Sénxuat Video (0)
+ quan |y du 4n marketing (0)
2 Sale Workplus (D) ! ! ’ Tai ligu © Upload file ht so

= Phéng K& todn (1)
2 thich () @ Khéa

]
= Hoang Duyén ¥ Datlam quan trj vién
hoangduyen paggmail com & W Xoathanh vien
Chuytn vign  Nhdn tin
« Dev- Workplus (2)
Nguyén Phuang Anh
(\ dieptk95@gmail.com &

** Cac thong tin ca nhan do chinh Thanh vién cdp nhat trong muc quan ly tai khoan cua minh, Quan tri
vién khong thé can thiép. Do do dé cdp nhdt thong tin nay, Quan tri vién dé nghi Thanh vién chu dong
cdp nhdt trong muc Cai dat tai khoan.

b. Khoa thanh vién

Khi ban cai dit Khoa thanh vién thi thanh vién d6 s& khong thé hoat dong trén Nhoém/To chic cia ban
cho t61 khi ban mé khoa tro lai.
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Pé khoa thanh vién lam nhu sau:

- Cach 1: Trong Slide chi tiét thanh vién, click vao Khoa:

S ¢ Viet App
/  infovietapp@gmail.com €&

Tham gla nhom tir ngay 03/11/2022 vél val trd 12

Thénh vién trong nhém
Théng tin ca nhan

@ Ngaysinh

Gidi tinh N

© 0ién thoai 0918008458
Quan ly

@ Bgphan Phang Kinh doanh
@ Chirc danh

Trinh 46

@ Cchuyénnganh

Mb ta céng viéc

Tai liéu © Upload file h so

& =]

€  Datlam quan trj vién

W  X6athanhvién

- Cach 2: Click vao button 3 cham cud6i tab Thanh vién va chon Khoa:
I Kim Long Pham
: h mr.longpk@gmail.com [}
‘ 4 Nhan tin

P Viet App
q: info.vietapp@gmail.com @

@ Datlam quantrivién

Ngoc Thanh
thanhngoc@workplus.vn

B Xoathanh vién

s

o

Sy o 9%

-

Nhan tin

Céc thanh vién sau khi bi khéa s€ xuat hi¢n icon hinh 6 khoéa trong danh sach:

Viet App
E 4 info.vietapp@gmail.com @
7 Nnén tin

Ngoc Thanh

thanhngoc@workplus.vn

v Nhan tif B <:
ﬂ Pham Thanh Hién

c. bat lam quén tri vién

Moi mot tai khoan déu gan lién véi 1 Nhom/To chire cia chinh minh va ban chinh 1a Chua s¢ hitu va Quéan
tri vién ciia Nhom do.
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Tuy nhién khi ban moi céc thanh vién khac vao trong Nhém/T6 chtrc cua minh dé 1am viéc thi ban c6 thé

dat ho lam Quan tri vién dé cung ban quan ly Nhom/Té chire ciia minh.
Quan trj vién ¢é gllyén;

+ Quan 1y thong tin Nhém/T6 chire

+ Quan ly don hang, thanh toan

+ Quan 1y thanh vién trong nhém (Thém, sura, x6a)

b¢ dat thanh vién nao d6 lam Quan tri vién ban lam nhu sau:

- Cach 1: Trong slide thong tin chi tiét thanh vién, chon Pat lam quan tri vién:

Ngoc Thanh

thanhngoc@workplus.vn

Tham gia nhém tir ngay 15/06/2021 véi vai trd 1a

Thanh vién trong nhém

Théng tin cé nhan

@ Ngay sinh 15/06/2021

©@ Giditinh Nam

© bién thoai 0978625786

Quan ly

© Béphan Phong Kinh doanh v
@ Chiedanh v
@ Trinh do v

@ Cchuyén nganh v

Mo ta cong viec

Tai liéu © Upload file ho so

B Khoa

e

W Xoa thanh vién

Dat lam quan tri vién I

- Cach 2: Click vao button 3 chim (cai dit thanh vién) dé mé menu cai dat thanh vién va chon Dit lam

quan tri vién:

¥y’ Nhan tin

Ngoc Thanh

thanhngoc@workplus.vn

Nhan tin

Khoa

Vg

Pham Thanh Hién
phamthanhhien2002@gmail.com €&
Trudng phong  Nhan tin

L

Pat lam quan tri vién

Xaéa thanh vién
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III. KHONG GIAN LAM VIEC

1. Gi6i thiéu chung vé khong gian 1am viéc trén Workplus

= (B nhom am vige a o+
Ther vign méu
<% Duge chia s¢ Nhém nha 18 W Nhém Test 2023 @ 1Nh6m cng vide Tinh t @ Group report B PROJECT TEST - 4pm 12. | mn
% Nhom lam vige P+
Nhém nha t6i Chat featurs test Nhom tEp bing test nhom 1 mét nihGm Ml nhat
® Nhom Test 2023
P ——— W Vouee @ Nhém test check deny @ Ban quén If dy dn trong _ @ Nhém123xyz B BanlinhTeD B Noon test
@ Group report
B Adas =D - 1234 B Nnom testmau 1 Test check quyen thanh W Test mau nhom -red
® PROJECTTEST- 4pm
®
W Testmaucam W Nhém 1 @ Test mau nhém 11 W addwdw W Nhém tim B Test maunhém .- 2
Chat feature
test
B Test_Graup W 123456 ® Nhom méi 1 ® Minh W HH6m dy dn kinh doanh .. Béng viés ngud yéu mél
Nham tiép
biing test B2 W NhomH 1@ Ban quinIj duéntrong B NHOm 13m vie a3 bist 23423 B Nhémtest
nhém 1 méi
nhom méi nht abe B Ban quin Iy dy éntrong - - Test W Dy én Bic séng ciim 12312 Tao tir1a0 bing
@ Vuuce
B Hhom test check deny W Tdng cdng ty 369123 W test . @ D3t tén nhom lam vie ... W abc huy test 2
® Ban quén Iy dy an tro.
B Dy én phit irién phisn m.. W nhém2 @ Testlogo group project @ Nhém lam vide rigng B test Test
® Nhom 123myz
® Ban lanh TGD
B Nhém lam vide ndi bd mc @ Nhom NANANZ 8 Banquénlj dy dns5 1 B Test B 23z
® Hoontest
® Adas
NhGm 1t ml 55 I Nhém nhaunhet ® Nhémviée mol nhat 2021 W Nnom am vige mé B Duin bt dong sin B Taothirxem nao 3
a0
- 123

W Thingric

Day 1a mot trong nhiing chirc ning chinh ciia phin mém Quan 1y cong viéc Workplus.

Khéng gian lam viéc cho phép cac Thanh vién trong Nhém/T6 chirc khoi tao cac Nhom 1am viéc khac
nhau hoac Bang viéc nhu: Du an, K€ hoach, Quy trinh, Bang dir liéu...

Trong man hinh chinh Lam viéc c6 cdc nhom chirc nang:

- Thu vién mau: Noi tap trung cac Bang viéc mau do chinh cong dong sir dung Workplus chia sé. Ban c6
thé chia sé bat cir dy 4n nao cho cong dong.

- Pugc chia sé: La muc chira cac Bang vi¢c do cac thanh vién nam ngoai Nhom/To chiic cia ban chia sé
cho ban. Co6 nghia la mac du ban khong tham gia vao mot Nhom/T6 chirc nao d6 nhung ban van co6 thé
duoc ai d6 chia sé du an cung thuc hi¢n (giong viéc chia sé tai li¢u trén Google Drive)

* Thanh vien nam ngoai Nhom/To chuee la thanh vién chua dwoc Quan tri vién chap thudn tham gia vao
to chire.

- Nhém lam viéc: Py 1a danh muc cac nhém lam viée do ban quy hoach pht hop v6i T6 chire cia minh.

Vi du ban ¢6 thé tao ra cac nhom 1am viéc theo tén Phong/Ban hodc theo linh vyc kinh doanh...: Phong
du an, Phong ke toan, Dy an bat dong san phia Nam, Dy &4n bat dong san phia Bac...

- Thung réac: 1a muc chira cac Bang viéc da bi xda, hé théng s€ luu tam cac Bang viéc sau khi bi x6a dé
phong ngura truong hop Thanh vién x6a nham. Néu ban da x6a Bang viéc trong Thung rac thi s€ khong
thé khoi phuc lai duogc.

2. Nhém lam viéc

2.1 Tao nhom lam viée

Ban c6 thé tao ra cac nhom 1am viéc dé phan loai va d& quan Iy.

Nhom lam viée ¢ thé phan chia theo Phong/Ban hoic theo chirc ning, linh vuc nio do.

Vi du cac nhom lam vi¢c: Phong Dy an, Phong Kinh doanh, B§ phan Marketing, Chi nhanh Mién Bic,

Du an dac biét quan trong. ..
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Pé tao nhom lam viéc thuc hién nhu sau:

- Bén menu trai chon muc Lam viéc, trén view Lam viéc tai tab Nhom lam viéc click button dau + d¢ mo
modal tao méi Nhom lam viéce:

Q Tim nhom am viee a Nhém lam viéc

Thu vién mau
«  Dugc chia sé D B Adas @D

o P,
o5 Nhém lam viéc

® Nhém nha t6i frem e @ Testmaucam ® Nhém 1
@ Nhom Test 2023

@ Test_Group B 123456
@ 1Nhoém céng viée Tin...
@ Group report

B 12312 ® NhomH

@ PROJECT TEST - 4pm...

- Tai modal Tao nhém lam vi€c, ban nhap tén nhém, mo ta, chon mau sac dai dién cho nhom, click Hoan
thanh dé tao nhém:

Tao nhom lam viéc

Tén nhom lam viec *

Nhém lam viéc s6 1

“dasaaaas
sasaaees

Trén day la cach tao Nhom lam viéc cha (nhom lam viéc level cao nhat), trong moi nhom lam viéc nay s€
chua:

+ Nhom lam viéc con

+ Bang viéc
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= [ Nhomahatsi N e

() Thurvign mau

[ Nhém nha téi
< Buge chiasé

- Nhém  +
2, Nhém lam vide R+t
W Nhatel 1
W Nhom nha téi
B Nhém lam vige 55 1
v Bing + v

@ Nhom Test 2023

8 1Nhomcong vige Tin.. m Bng Test méi edng 11/04/2023 oD €§20

@ Group report

B Dy an thi cong ndi that nh anh Nam Cau Giy [ 1rng oo § [0

B PROJECT TEST - 4pm.

@ nnn

B Chat feature

B test

® Nhom tiep

® béngtest

® nhom 1 mei

@ nhém méi nht

8 Vuueo

@ Nhom test check deny
B Banquén|y dy an tro.
® Nhom 123%y7

® Banlanh TGD

¥ Thingric

Hay noi cach khac: Néu xem déy 1a 1 thu muc Cha ngoai cuing thi trong thu muc nay s& chira cac thu muc
con va bang viéc.

Cach tao Nhoém lam viéc con nhu sau:

- Click truy cap vao 1 Nhom lam viée cha, click button + dé tao nhom 1am viéc con:

ﬂ Nhém lam viéc s61 ~

Thu vién mau

3 Nhoém lam viéc s6 1
< Dugc chia sé

- Nh6m<:|
o’» Nhém lam viéc R+

Chua c6 nhém nao  + Tao nhém méi

Nhom lam viée s6 1

»Bang + Y

Nhém nha toi Chua co bang nao + Tao bang mdi

Nhém Test 2023 Hodc tham khao céc bang mau Tai day

[

[

e

@ 1Nhém céng viéc Tin...
@ Group report

@ PROJECT TEST - 4pm...
@ nnn

a

Chat feature

test

- Tai modal Tao nhém lam vi€c, ban nhap tén nhém, mo ta, chon mau sdc dai dién cho nhém, click Hoan
thanh dé tao nhom (giong nhu trén)

2.2. Sip xép thir tw nhém 1am viée

- bé sép xép thtr tur hién thi ciia nhém theo ¥ mudn: Nhép gilr chudt vao kéo tha dén vi tri ban mudn sép
xEp:

22



am Vi = uNhém lam viée

Thu vién méu
= Bugc chia sé Nhém nha toi @ Nhom Test 2023
Nhém lam vi...
+» Nhom lam viéc R +
Nhém lam viéc s8 1 @ nnn Chat feature test
Nhém nha t6i
nhém méi nhat @ Vuucc @ Nhom test check deny

@ Nhom Test 2023

@ T1Nhém céng viéc Tin...

@ Noontest @ Adas @D
@ Group report

2.3. Dit truy cap mac dinh cho nhém lam viéc

Néu ban thuong xuyén truy cap vao mot nhom lam viéc nao dé va ban mudén méi khi Click vao muc Lam
viéc thi phan mém s& ty dong chuyén dén Nhom ban mong mudn. Vay hay st dung tinh nang Dat truy
cap mac dinh cho nhom lam viéc.

- Cach 1: Tai view Lam viéc, trén menu trai chon Nhom lam viéc ban muén dit 1am truy cip mac dinh,
click vao dau 3 cham dé m¢ cai dat nhém va click button Bat dé dat nhom nay lam truy cap mac dinh:

am vie = o Nhém lam viéc

Thu vién mau

<, Dugc chia sé Nhom nha t6i Nhom lam viéc s6 1
+'» Nhom lam viéc R +
Nhém nha t6i @ nnn Chat feature

Nhom lam viéc s8 1

Dat mac dinh
. R Vuuce
@ Nhom Test 2023 o . ) _ s
Déat danh muc nay lam méc dinh khi truy -
. . DAT
cap vao Lam viéc
B 1Nhém céng viée Tin...
B Adas
@ Group report Chinh sira
Xoa
@ PROJECT TEST - 4pm...
@ Test mau nhém -red @ Test mau cam
B nnn
Chat feature X )
@ Test mau nhém - 2 B Test_Group

- Céch 2: Trong danh sach cidc nhom, ban chon 1 nhom muén dit lam truy cdp mac dinh va click vao
button 3 cham dé mo cai dat nhém, chon Pat mac dinh:

23



om fam vi aNhémlz‘lmviéc

Thu vién mau

«. Dugc chia sé - = M Nhém lam viéc s6 1

. Nhém lam viéc R+ / Slatén,mota
© Nhém nha 16i ©  Taobéng viec @ Chatfeature
2 Thay dgi mau
0 Nhémlamviécsd 1
R Dé&tlam méac dinh
i T Vi
® Nhom Test 2023 E> | rTe
Di chuyén
@ T1Nhoém cong viéc Tin...
O  Xodanhdm lam viéc T s
@ Group report
@ PROJECT TEST - 4pm...
@ Test mau nhém -red 0 Test maucam

® nnn

B Chat feature

Khi 1 nhém duoc dat lam Truy cap mac dinh thi s xuét hién thém icon hinh 14 c& mau do6 bén canh:

T = BNhémnhétﬁi v

Thu vién mau

[ Nhém nha téi
<. Dugc chia sé
v Nhém +
."» Nhom lam viéc (] YRR
@ Nhatdi1

@ Nhom nha tbi

0 Nhém lam viéc s6 1

» Bang + Y
@ Nhém Test 2023

il T o m Bang test md&i cing 11/04/2023
2.4. Di chuyén nhém lam viéc con dén nhém khac

Ban c¢6 Nhom lam viéc 1 ndm trong Nhom lam viéc cha 1a A, gio ban muon chuyén Nhom lam viée 1
sang Nhom lam vi¢c B, thuc hién nhu sau:

- M¢ menu cai dit cia Nhom lam viéc ban muon di chuyén, chon Di chuyén, hdp thoai di chuyén xuat
hién:
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Thu vién mau
3 Nhoém nha téi
«  Dugc chia sé

* Nhém +
s Nhém lam viéc R+

@ Nhém nha téi

/" Stratén,mota

Nhém lam viéc so 1
[ ] om lam viéc sd @ Taobing viéc
@ Nhom Test 2023 @  Thaydéi mau
@ 1Nh6m cong viéc Tin... B pstlimmacdinn O oung 11/04/2023
@ Group report E> [3) Dichuyén
ng ndi that nha anh Nam C3u Gidy

@ PROJECT TEST - 4pm... O Xo6anhém lam viéc
@ nnn
@ Chat feature
0 test

- Click vao Nhém nao dé dé di chuyén té1 hoac click vao icon mili tén dé truy cdp vao cac thu muc con
phia trong:

Di chuyén nhém

€ Hnomlam vige
Tén
e Nhom nha i

Nhom lam viéc 56 1

'Nhom Test 2023

1Nhém cng vie Tinh test 1

Graup report

PROJECT TEST - 4pm 12/12/2022

Huy Di chuyén dén day

3. Bang viéc
Bang viéc 1a tén goi chung cho: Mdt ké hoach cong viéc, mot du an, mdt quy trinh, mot bang s6 liéu. ..

Béng viéc sau khi tao s€ nam trong mgot Nhom lam vi¢e con (thu muc con) nao do:
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= Nhomnhatoi ~ Q- Hiamews  +
[ Thurvign mau
£3 Nhém nh toi
<2 Bugc chiasé
= Nhom  +
. Nhom am viée R+ &
nha 181 1
Nhém nh i
Mhom lam vige 56 1
- Bing + T
® Nhom Test 2023
@ 1Nh6m cong vige Tin._ B aing rest méi eimg 11/04/2023 €20
B Groupreport
#=1 D anthi céng ndi that nha anh Nam Cau Gisy SLE0
@ PROJECT TEST - d4pm.
® nm

Chat feature

test

Nhom tigp

bang test

nhém 1 méi

nh6m méi nhat
8 Vuucc
® Mhom test check deny
@ Banguén I dy an tro...
B Nhém 123wz

® Banlanh TGO

W Thing réc

3.1. Tao méi bang viée

- Trong mot nhom lam viéc ban muon tao Bang viéc, tai muc Bang, click vao icon dau + dé md hop thoai
Tao mdi bang viée:

= Nhém nha téi Q s Hign menu

[ Thu vien méu
€3 Nhom nha téi i
< Duoe chia s
2, Nhom tam vi + 1 ™ hem
" - FI | / Click Tao béng viee

Nha toi 1
Nném nha tai

Nhém lam viée 58 1
Nhém Test 2023

@ 1Nhém céng viéc Tin. %) Bang test mai cting 11/04/2023 [l ]

Group report

&= Dy én thi cong ndi that nha anh Nam Ciu Gidy [0

PROJECT TEST - 4pm.
& nnn

Chat feature

test

Nhém tigp

bing test

nhém 1 mai

nhém mi nhét

& Vuucc

Nhorm test check deny

Ban quén I dy &n .

Nhém 123xyz

Ban lanh TGR

§ Thingric

- Phan mém chuyén to1 trang Tao mdi bang viéc, c6 2 lua chon dé tao mdi bang vige:

+ Tao méi tir bang viéc tréng: Lua chon ndy cho phép ban tao méi 1 bang viéc chua c6 dit liéu nao (bang
viéc trang)

+ Tao mdi bang vi¢e bang cach su dung mau c6 san tir thu vién: Lua chon nay sé tao ra 1 bang viéc copy
ndi dung tur thu vién co6 san (do cac thanh vién khac chia sé 1én cong dong).
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Tao mdt bang viéc mai

Ban musn bt d8u i thé o

R A
+ é& °
IIM

Béng viée wng ‘Sif dung mot méu

Bt dau tir o2 Chon ti thy vién

- Néu chon tao méi bang viéc tir bang trong thi mot trang mai xuat hién, ban dién day du cac thong tin
cua bang viéc nhu: Tén, mo ta, chon nhom lam viéc. Click Ti€p theo dé dén budc mai:

Tao bang viéc mai

Tén bang cong viec *

D dn dau tur khu nha & x3 héi ABG

+ THEM MO T
Nhém lam vige *

N6 nha 161

TIEP THED —

- Tiép theo phan mém s& hoi ban: Ban muén 1am gi du tién? C6 2 lya chon:

+ Bit dau thém nhiém vy, cong viéc: Phian mém sé& chuyén ban t6i trang tao cac cong viéc, ndi dung méi
sau khi click button BAT BPAU

+ Chia sé véi dong doi: Phan mém s€ chuyén ban t6i trang tao cac cong viée, ndi dung dong thoi mé hop
thoai chia sé bang viéc d€ ban c6 thé moi cac thanh vién khéac tham gia.
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Ban muén lam gi dau tién?

) Bétdiu thém nhiém wy, edng viée
" Cni dinh, a3t ngay dén han va bt d3u lam viee

qf Chia sé véi ddng 4ol
Mui thanh vign tham gia cOng lam viée nhom higu gud

BATDAY

3.2. Biang viéc thé hién duwéi dang danh sich Table List

baéy la mot trong nhimg md hinh hién thi bang viéc thong dung nhat hién nay, quen thudc v6i moi nguoi
(mo6 hinh quen thudc doi véi nhitng ai da tirng dung phan mém ASANA).

Céac nhom cong viée, cong viée duge thé hién dudi dang danh sach (list), bao gdm:
- Hang: Thé hién ndi dung ctia 1 nhém cdng viéc hodc 1 cong viée
- Cot: Thé hién mot truong ndi dung thong tin nao do, bao gém:

+ Céc ¢t co san do hé théng taora

+ Cac cot do nguoi dung ty tao nén

**Tuy thugc vao muc dich, noi dung ma nguoi dung xdy dung bang cong viéc phu hop voi cac hang va
cot cua bang.

= e Dur én dau t khu nha & x& hoi A... % = bang lam (%) & m e Henmens
Téng quan Kanban Gantt Chat Bdocdo
én céng vige T

Tén céing vige vang thai Tigndo Batda Kt thic Hedn thnh Ui tign Thanh vign +
+ Nhém mac dinh ﬁ
céng viée 1 [ ozng cna ] 1 Ngay 14/04/2023 14/04/202% oD &
0éng viée 2 [ oang cna ] 1 Ngay 14/04/2023 1870412023 oD -]

+ Thém nhom viée
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Workplus x4y dung tinh ning twong tic tryc tiép trén bang nén viéc tao méi hay nhap dit liéu vao bang rat
tién loi. Nguoi dung chi viéc click vao doéi tugng dé chuyén sang trang thai nhép liu (néu dugc phan
quyén).

a. Tao moi nhom cong viéc trong bdang viéc

Trén trang Bang viéc, click chon + Thém nhém viée dé thém nhém viée méi:

ety

=1 =8

Tén cong viéc

Dy an dau tu khu nha & xa hdi A... ¥t = Danglam (0%)

Téng quan List Kanban Gantt Chat Bdocdo

Trang thai Tign d&

+ Nhém méac dinh

Céng viée 1 1 Ngé
Céng viée 2 1 Ngé

+ Thém nhom vige

-

Dy 4n dau tu khu nha & x& hgi A... ¥ » Danglam (0%)

Tong quan List Kanban Gantt Chat Bdocdo
Tén cdng viéc — Trang thai Tién do
» Nhém méc dinh
Cong viéc 1
Cong viéc 2

| v Nhémviécss 1 |

+ Thém nhém vigc

** Khdc voi cdc phan mém khdc hién nay trén thi truong, cach nhdp liéu cia Workplus nhanh gon nhe,
tryc quan, dé thao tdac...giong nhu khi ban lam viéc trén bang tinh Excel

b. Tao cong viéc maoi trong bang viéc

Trén trang bang viéc, click chon + Thém dong dé tao cong viéc mai:

Du an dau tu khu nha & xa hoi A... % e anglam (0%)

Téng quan List Kanban Gantt Chat Béocao
Tén cong viéc T Trang thai Ti&n do
+ Nhém méc dinh
Cong viéc 1 Dang chiy TN
Cong viéc 2 Dang ch& TN

+ Thém dong @

» Nhém viéc s6 1
+ Thém dong

+ Thém nhom viéc

Phian mém s& thém 1 dong va chuyén sang ché d6 nhay chudt dé ban nhép tén cong viéc. Nhap xong nhan
enter hodc click chudt ngoai viung nhap dé update dir li¢u:
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— e Dy an dau tu khu nha & xa hoi A... Y  Danglam (0%)
Téng quan List Kanban Gantt Chat Béocdo

Tén cong viéc Trang thai Tién do Bat dau

« Nhém mac dinh

Céng viéc 1 Bang chd 1 Ngay 14/04;
Cong viec 2 BDang chd 1 Ngay 14/04
Nhap néi dung t o chitét> <:

+ Them dong

+ Nhém viée 56 1
+ Thém dong

+ Thém nhém viéc

** Dé chinh swa ngi dung Nhom viéc hodc cong viéc, chi can click vao tén phan mém sé chuyén sang
trang thai chinh swa (luu y ban phai dwoc phdan quyén ché do chinh sira moi thuc hién dwoc)

¢. Sao chéo nhom viéc

Neéu ban c6 cac nhom vigéc giong nhau, dé tiét ki€ém thoi gian ban c6 thé s dung chitc nang sao chép
nhoém viéc:

- Ré chudt t61 nhém viéc muon sao chép, click vao dau 3 cham d€ m¢ menu cai diat nhom viéc, chon muc

Sao chép nhom viéc:

Dur an thi cong ndi that nha anh ... % « panglam (11%)
Téng quan List Kanban Gantt Chat  Bdocdo

Ten cong viéc Trang thai Tién do Bt dau

~ Giai doan bdo gid

Tiép nhan va phan tich yéu cau kh...
Ky hop dong
Khéo sét hién trang foua hen ] 1 Ngay 12/04/2023
Bio gia khach hang 1 Ngay 12/04/2023

Ll

Giai doan chuan bj

2" Chinh sira

£
£

Chuén bj mat bang thi cong

I3 sac chép nhom viéc
ket mae vy L0 [

@ Thém cong viéc

O Xéa nhém
- Thigtke
Thiet ké j tréng
Thiét ke chi tigt Dang chy

ém do

- Hop thoai sao chép nhém viéc xuét hién, dién dﬁy du cac thong tin va lua chon dé tién hanh sao chép:
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Sao chép nhom viéc

Tén nhém viéc maéi

Copy Giai doan chuan bi
Cai dat thanh vién
(@ Giir nguyén thanh vién
(O Xoa toan bé thanh vién

Moi hoat dong thao luan, tai ligu trong nhom s& khong duoc sao chép

boéng RGELRGEL]

d. Tao trwong dit liéu mdi trong bdang viéc

Trong bang viéc ¢o cac truong dir liéu mic dinh khong cho phép nguoi dung x6a bo, gom:
- Tén cong vige: bé nhép tén nhom viéc va cong viéc

- Trang thai: Dé chon trang thai cho cong viéc (Pang chd, dang lam, hoan thanh, tam dirng)
- Tién do: Nhap tién dd thuc hién cong vige (gio, ngay, tuﬁn, thang, quy, nam)

- Bat dau: Nhap ngay bat dau thuc hién cong viée

- Ké thic: Nhap ngay két thiic cong viée

- Hoan thanh: Nhap murc 6 hoan thanh cong viéc theo tién d6 (vi du 50%)

- Uu tién: Chon mirc d6 wu tién cho cong viéc (Thap, trung binh, cao)

- Thanh vién: Gan thanh vién tham gia cong viéc

Ngoai cac truong mac dinh do hé théng tao nén, nguoi dung cod thé tao méi cac truong dir liéu theo nhu
cau quan ly ciia minh:

- Kéo chudt vé cdt cudi cung cua bang viée, click vao dau + dé chon tao truong (cot) dir liéu mai:

Mg

-w B E Dur &n dau tr khu nha & x4 hdi A ¥ « penglam (0%) a Hign m
Téngquan - List Kanban Ganu Chat Bdocdo
Tén céing viéc Trang théi Tiénda Bt dBu Két thic Hodn thanh L tién TnarnwE>
~ Nham mac dinh Thitm tnrong di liu
Conguige 1 D 1 Moty 140442073 1441703 - Thip ® @ Danh sich chgn
A DiF lidu vén ban
Cong vide 2 Dang chi 1 Ngay 14/04/2023 1470472023 & -
[ Thoi gian
céng vide D Iz @
4 Consd
Them dang
% Phin tram
v Nhém viecsg 1 $ Tiénte
+ Them dang 3 Céngthic
+ Thém nhom vide B chon tirthu visn

- Hé thdng cho phép ngudi ding tao cac loai cot sau:

31



Thém truong dir liéu

TAO MGI CHON T THU VIEN

Tiéu dé trudong Loai dit liéu

(® Danh sach chon

+Thém mé ta (® Danh sach chon
A Dir liéu van ban

i@ Luachon — .

it @ Luachon2 (™ Thaigian

+ Thém méi # Consé

T Céng thire
|:| Thém trudng ndi dung nay vao thu vién

+ Danh séch chon: Tao mét ¢4t vai dir liéu 1a danh sach Iya chon cac phuong an

+ Dir liéu van ban: Tao mot ¢ot voi dir liéu 1a ghi chép dang van ban (nhu ghi chu, thong tin khéac...)
+ Thoi gian: Tao mot cot voi dit liéu dang ngay thang nam (thoi gian)

+ Con s6: Tao mdt cot v6i dit liéu dudi dang con s (s6 nguyén, %, gia trj tién té...)

+ Cong thirc: Tao mdt ¢t véi dir lidu dudi dang cong thirc (thiét 1ap ham cong thirc dé tinh toan cac gia
tri)

- Ung v6i mdi loai cot s& yéu cau ngudi dung nhap dir liéu khac nhau trude khi Hoan thanh tao cot méi
trong ban.

e. Doi tén cot

Tat ca cac cot trong bang dir lidu (bao gém ca cot mic dinh cua hé thong va cot do nguoi dung tao nén)
ban déu c6 thé doi thanh tén khac dé phu hop véi ndi dung ciia Bang viée

- Ré chudt vao tiéu dé cot, click vao button _down va chon Déi tén truong:
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Dy an dau tu khu nha & xa hdi A... % « panglam (37%)

Téng quan List Kanban Gantt Chat Béocdo
[ Thrvign méu Tén céng vige v | Trang thal Tién 60 Bat du
<. Pugc chia sé = Nhém méc dinh B4i tén trwong |
s Nhém lam vige [~ B Céng viéc 1 1 Loctang dan 1 Ngay 14/04/20:

T Loc giam dan
@ Nhém nha 1ai Céing viéc 2 1 Ngay 14/04/20:
£, Hiy sép xép

@ Nhom lam vigc s6 1 Cang viéc
canle >
@ Nhém Test 2023 Céng viée tao méi
En trrimg
@ 1Nhém céng viéc Tin... + Thém déng
@ Group report ~ Nhém viecsé 1

PROJECT TEST - 4pm... e

hém dong

non + Thém nhém vige

W Chat feature

- Phan mém chuyén sang trang thai chinh stra (edit) tén cot, nhap lai tén theo ¥ mudn va nhan Enter dé
hoan thanh:

Tin am vié Dur an dau tu khu nha & x& héi A... ¥ = banglam (37%)

PO Sttt Béo céo
Thu vién mau | Tén céng viéc chinh strg v | ang théi Tién do
«  Dugc chia sé ~ Nhom mac dinh
s Nhém lam viéc R+ Cong viéc 1
@ Nhém nha 1éi Céng viéc 2
Nhém lam viéc s6 1 Céng viéc
Nhém Test 2023 Cong viéc tao mdi Dang chd
1Nhém cdng viée Tin... + Thém dong

Group report « Nhém viéc s6 1

PROJECT TEST - 4pm... + e don

f. An/hién va sdp xép, di chuyén thir tw cét trong bing viéc
Trong bang viéc, ban c6 thé an/hién cot hodc sép xép lai thur ty ¢t theo y muén:

- Tai view List, click vao button ...Hién menu, slide menu xuét hién click vao Quan Iy bang dir liéu:

= e Dur 4n dau tr khu nha & xa hi A... % s banglam (37%) 2 @
Téngquan - List Kanban Gantt Chat Béocdo

Tén cang viée chinh sira Trang thai Tién d& Bat dau Két thuc Hoan thanh Uu tién Thanh vié
Menu x

~ Nhém mdc dinh

Céng viéc 1 1 Ngay 14/04/2023 14/04/2023 12% ["hap ] & List

Cong vige 2 [ 02ng lam ] 1 Ngay 14/04/2023 14/04/2023 3% Thip $ I Quiny

Céng vige [[Hioan thanh } 100% [1ha ] -] & Xudtdiligy

céng viéc tao méi - & Bing viéc

+ Thém don #  Chinh sira bang vigc

~ Nhém viéc s61 &2 Thanh vién bang viéc

T ! ] Lichlam vige

hém dong

+ Them nhém viec % Cai ditbang vige
& i bang viée
[ saochép

A Chia sé thu vién

W X6abingvide

- Click vao button cong tac bén phai ¢ An hoic Hién cot ra ngoai Bang viéc:
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2 m o Hnmen

Menu X
4087073 & S Danh séch cot +Them cot
14/04/2023 [ ] &
Ten cong vige chinh sta
@ e wx |
T )
@ : ©
Tien 40

o)

U

la o »

Hign d{ ligu t8ng hop ¢la bang vige

- Nhép va kéo tha dé sip xép tht tu cot hién thi:

a e it Mo

Menu X
w @ 12% Danh séch cgt +Thém oot
s @ aan
Ten céng visc chinn
@ 5%
Ed th
Thip @ 34% L L o]
nds
& fita [ o)
|:> i faue ©
030 tharh
u @©
i ©
& e hoan thank o©

3.3. Bang viéc thé hién duwéi dang thé viéc — Kanban

Ngoai ché d6 xem dudi dang Table List, ngudi ding co thé ‘chuyén Bang viéc sang ché d6 xem duéi dang
Kanban (md hinh quen thudc cho nhiing ai da dung phan mém Trello).

M6 hinh Kanban phu hop v6i cac bang viéc dudi dang quy trinh xu ly. C6 tinh chat xir 1y theo giai doan.
Truc quan va dé theo doi.

Céc nhém viée va cong viéc dugc the hién dudi dang cac thé viéc sap x€p theo tung cot, moi 1 ¢t 1a mat
nhom viéc:
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— Dy an thi céng ni that nha anh ... 7 « oanglan (11%) a JE——
Téing quan List Kanban Gantt Chat Baocdo

Giai doan bao gia i Giai doan chudn b i Thigt ké i Thi céng H Ban giao i +Thém nhém
s081 el 8280 ® 1 Ngay #2080 808000 @ 0Nty ®2 000080 80 © 0 hgay 180808080 © ONgay ®28000 8080 @ OMNgay

Ti€p nhan va phan tich yéu cau

khdch hang Tap k&t mdy mée, vat tw Thiét ké § tubing Thi edng tran thach cao Nghigm thu eéng trinh
@ DemoTest @ DemoTest @ DemoTest @ DemoTest @ DemoTest
DA £3p Nhat mue 4 hoan thanh dén 100% Da tham Thai Khie Diép Da tham PHAM QUANG HUY D tgo 0¢ 12/04/2023 DA tge 10¢ 12/04/2023

Lt €0 o @ €020 y @0 e L] K (] ) gy @ )
Ky hop dong Chuéin bj m3t bang thi cang Thiét ke chi tigt Thi eéng cira kinh Ban giao céng trinh cho khach
@ DemoTest @ DemoTest @ DemoTest @ DemaTest @ DemoTest
D ¢80 nhit mi 06 hoan thanh d&n 23% B3 o lic 12/0472023 B tan 6c 12/04/2023 B tao e 12,

® Danglim i @ . . @ S @ [ ) @ Gy e @
Khio sat hién trang + Thém céng vige +Thém céng viec Thi edng san g& +Thém céing vic
@ DemoTest @ DemoTest
D cdo nhit mic 0% hoan thanh dén 22% D4 Lao e 12¢04/2023

@ Gushen2ngty (2% @ »‘ ® beng @

Bao gia khach hang Thi ¢dng ndi that roi
@ DemoTest @ DemoTest

B cdp nhit mie 0% hoan thanh dén 5% D tao i 12/04/202
@ cutnzmy s @ h ® sangen @
+Thém cong vige + Thém cong vige

Nguoi dung cé thé thém, stra, x6a Nhom viée, cong viée trén md hinh Kanban rat thuan lgi. Moi thtr duoc
thao tac truc quan, chi can click vao doi twong mudn chinh stra 1a phan mém chuyeén sang ché d chinh
sua.

a. Sdp xép thé viéc trong view kanban

- Nhép giit vao tiéu dé cot dé kéo tha cac cot:

_ Dy &n thi céng ndi that nha anh .. % « Denglam (11%) @ o —
Téngguan - List  Kanban Gamm  Chat  Bdocdo

Glal doan béo gid H Thigt k& H Thi cong H Ban giao +Thém nhém
— Giai do, .

081 8182 80 © 1ngay 2N chusin by 1 ®0 80 @0 © ongay ®4 8080 S0 80 @ 0ngay ®2 8080 80 S0 © 0ngay

) ®2000000 4 -

Tiép nhdn va phan tich yéu cau Crhilke § twong Thi céng trén thach cao Nghiém thu cang trinh

khach hang

@ Demo Test Tap két may méc, Vattr o Test @ DemoTest @ DemoTest

D4 £4p Nhat miFc &6 hoan thanh d&n 100% & Demo Tegy 1 PHAM QUANG HUY D4 130 lic 12/04/2023 DAt luc 12/04/2023

e CED B8 thém Tha Khde pigp .o [ ({0 1] iy @8 @ ey @E (]
" o
fce0 . . . .

K hop dong ké chi tiét Thi cong cira kinh Ban giao cong trinh cho khdch

& oenotest Chuén bj Mt béing thi cong ema Test @ DemoTest @ Demo Test

e anat e 6 hoin 1 0 255 @ Oermo Tes e 12/04/2023 D tao lic 12/04/2023 D tao e 12/04/2023

P @ 08130 lic 12/04/2023 @ Dang ch & g ® D= -] Ngi, ® D= [}
. .o
@ .
Khdo sét hién trang + Thém céng viée Thi cbng san g6 +Thém cong viée
@ DemoTest # Thém cing vige @ DemoTest

3 tao lic 12/04/°
D4 cap nhat mifc & hoan tharh dén 22% B3 tao lic 12/04/2023

@ Qui nan 2 ngay ] oy L @

Bdo gid khach hang Thi cong ngi that réi
@ Demo Test @ Demo Test
itac lic 12/04/2023

B4 cép nhat mirc dé hoén thanh dén 5%
® Cui e 21 ® o ® o (]

+Thém cong viée +Thém céng vige

- Nhap giir cac thé viéc dé kéo tha sap x&p cac viéc trong cdt hoac di chuyén viéc sang cot khac:
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Téng quan

Giai doan bdo gid

6 Dur an thi eéng néi that nha anh .. ¥  Danglam (17%)

List  Kanban Ganmtt  Chat

8do chio

Giai doan chuan bj

Thigt ké

Thi cang

Ban giao

< X

e Hignmeny

+ Thém nhom
081 81 82 80 @ 1 Ngay ®2 80 #0 80 80 ® 0 Hgay ®2 8080 @0 ®0 © ongay ®2 80 80 80 80 @ 0Ngay ®2 80 80 80 &0 @® ongey
Tiép nhén va phan tich yéu cau Chuin b mét bng thi cong Thigt k& § twéng Thi cong trin thach cao Nghiém thu cong trish
khach hang
@ DemoTest @ Demo Test @ DemoTest @ DemoTest @ DemoTest
DA cap nhat mie 66 hoan thanh A& 100% B4 tho c 12/04/2023 B3 them PHAM QUANG HUY B3 taolic 120472023 3 tao c 12/04/2023
b e GEe wl - @ [mfe L) . @ woe
Tap ket may mac, vay 1
@ Demo Tes stk chi tii i
K§ hep dong h emo Tost i€tk chi tigt Thi edng cfra kinh Ban giao cdng trinh cho khiach
8 them Thai ks,
&t them Thai knsc nigp Defro Test @ DemoTest @ DemoTest
P& cap nhat mic 46 hoan thanh d&n 23% Y @ ‘c. {130 fie 12/04/2023 B tao lic 12/04/2023 D tao lic 12/04/2003
o .
. @~ oo @ . @ .
Khao s&t hién trang + Thém ciing viéc +Thém céing viéc Thi cong san g +Thém céing vigc
@ DemoTest @ DemaTest
D@ cap nhal muc 49 hoan thanh dén 22% D tao i 12/04/2023
® cine ) * (=]
BAo gid khich hang Thi edng ndi that rai
@ DemoTes @ DemoTest
D cgp nhat mue 49 hoan thanh 6&n 5% Da t4o e 12/04/2023
® Quhanznoy(sh @ o m e @
+Thém coing vige +Them cong viec

*% Mot s6 tinh nang khac twong tw thuc hién nhu view List
3.4. Bang viéc thé hién duéi dang so dd Gantt

So d6 Gantt la so dd quen thude dbi vai nhiing ai can lap ké hoach va theo ddi tién do cong viéc truc quan
(so d0 Gantt rat quen thudc cho nhitng ai da dung phan mém Microsof Project).

So dd Gantt cho phép nguoi dung theo doi dé dang tién do cong viéc cia dy 4n hodc 1 bang viéc nao do.
Khi chuyén qua View Gantt, cac thong tin tai View List tu dong hién thi du6i dang so 6 gantt gdom:

- Bén trai I phan thé hién ndi dung cong viéc

- Bén phai 1a phan thé hién d6 hoa (cac duong gantt tién do)

— g Du &n thi cong néi that nha anh . ¥ » fenalam (115

'gquan - List  Kenban Gamt  Chal Béocdo
Ten cang vige + BaLdau Kat thic Tign 4o Hoan thanh oz
06 07 08 09 10 1INMGAREUZNN 15 16 17 18 19 20 21 22 23 24 25 26 27 23 20 3 01 02 03 04 05 06 07 0B 03 10 11 12 13 14

@ TONG TIEN DO 12/04/2023  25/M4/2023 14 NGAY 2% 12/04/2023 25/04/2023 Tang tién dis
- Giaidoanbao gia + 1200472023 18042023 7 Ngay 6% 120412025 187042023 Giai 0090 bdo gid

Tiép nhan va phan tich yéu cau | @8 o s 2 Ngay 100% 14/0a2023 M 15/04/2023 Tidpnhan v phan tich yéu cdu khach hang

K3 hop adng { burg iam €  w0az03 16802023 3 Noay 66% 15002023 N 16/04/2023 Ky hop aBng

Kho sat hign trang oD & o403 18442023 3 Ngay 55% 16/04/2023 N 18/04/2023 Khdo salhien tang

Bao gid khach hing @O v wnasms 5Ngay 12/04/2023 [N 16/04/2073 Réo gié khach
> Glaldoan chugns| + 140472023 250472023 12ngay an 0042025 250472023 G

Chusin bi mat bing thi cang D O woumn  swamns 12 Ngay 26% 14042023 N 25/0:4/7023 .

T4p ket may moc, vt tu D @ € 50472023 240042023 7 Noby 58% 180472023 I 24/04/2023 Tap ket mdy
- Thiake 4+ 042023 20042023 7 Noay s 12087073 20/04/2023 Tl ki

Thist ke § néng D @ @ 4003 1704003 ANgay 03 140472023 RN 17/04/2073 Thidt ké j neng

Thit ka chi tist D @ & oy 20m4002 7 Ngay a5 1oqz02z N 20/04/2023 Thidl ke chi Gl
- Thicong 4+ 1apa023 16042023 3Ngay 12 140412005 [ 16/04/2023 Thi cng

Thicéng trén thach ca0 D &  w0a2023 160472023 3 Nody 5% 14/04/2023 NN 16/04/2023 Thi ctng trin thach can

Thi cang cira kinn (=] o

Thi cng san gb [rX =i ] 0%

Thi eng ngi that ron oD @ 9 o
- Bangia + ox

Nghigm thu cang Tinh [raX =1 ] oy

Ban giao cBng trinh tho khich [ =1 on

a. Thiét Igp thanh gantt ciia tirng cong vigc
- Kéo dai hodc ngin cac thanh gantt cua timg cong viée dé ting giam thoi gian thuc hién

- Kéo tha di chuyén céc thanh gantt clia timg cong viéc dé thay doi thoi diém bat dau, két thuc
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- Kéo mure ty 1¢ hoan thanh trén thanh gantt cia tirng cong viéc
b. Thiét lap truc thoi gian

Ban c6 thé thay dbi truc thoi gian hién thi khac nhau pht hop véi tién do cua timg du 4n:

_ Du an thi cong ngi that nha anh ... % « penalom (115 G Q e Hign menu
Téngquan - Lisl Kenban Gantt Chal Bdocdo
Ten cong viec + Batasy Kt thue TiEnag Hoan thanh bz |
06 07 08 09 10 1 5 16 17 18 19 20 21 27 93 24 95 26 37 28 29 30 01 02 03 04 05 06 07 OB €9 10 11 12 13 14
© TOHG TIEN DO 120042003 25/04/2023  TANGAY 2% T TR g T an
= Glai doan o gid + 12042023 18/04/2023 7 Ny 6% 12/02/202% | W, 16/04/20; Goan bdo gid
Ti&p nhan va phan tich yéu cau | @B vz smaes 2 Ngay 100% 14/04/2025 BN 15/04/2023 TiEpnhan va phan tich yéu cau khach hang
K3 hop dbng D @ oy ez INgay 6% 14/04/2023 NN 1670412023 Ky hop dong
Kido sst hign trang [ 6 im @& covzzs 1smai2023 3 Ngay 55% 16/04/2033 NN 18/04/2023 Khéo 55t hien teng
B0 gld khach hing @B ovns s 5 Ngay 5% 12/04r2023 NI  16/04/2073 Rio gié khach hang
> Giaigoan chugns| + 140472023 25042023 12Ngay a 14/04/202% | 25/4/2023 Gial doan chudn b
Chudn bi mit béng thi céng D @ woums  oseee0s 12 Ngay 2% 14/04/2023 I 25/04/2023 Chudn bimit bing thi cing
Tép kit may mos, vat @ 042023 2400402023 7 Ngby 8% (180472022 N 24/04/2023  Tap kit may moc, vit
- ThEkE 4+ 1aoa0es 2042023 7 Ngay 5% 140402003 I  20/04/2073 Thiél k&
Thigt k& § wdng D@D wvownsn e 4MNgay 63% 1470472023 NN 17/04/20%5 Thig ke y wuong
Thist kg chi tist D @ €& sovms wmams 7Ngay 34 12082023 N 20/04/2023 Thiét ki chi Uit
- Thizang 4+ 42023 160442023 3 Ngiy 2% 140472023 NN 16/042023 Thi céng
Thi g 1 thach €ao OID @ 6  soa20  16ma02023 INgay a9 14042023 N 16/04¢2023 Th 1N thach can
Thi eang el kinh [=1] o
Thi cong san g8 foerg ol mi ) =1 0%
Thi cbng ndl thaft 1 @ o
- Bangen + o
Nghigm thy céng trinh [l =1 ] 0%
Ban gian cong tnh cha khach (=] o

Dé thiét 1ap truc thoi gian, click vao ...Hién menu, chon Thiét 1ap truc thoi gian

@ | At

- Hom nay 04/2023
Tién do Hoan thanh
06 07 08 09 10 11 WRAUEEWERY 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 01 02 03 04 Menu X
3 14 NGAY 32% 12/04/2023 25/04/2023 Tong tién do
3 7 Ngay 56% 12/04/2023 | NN 18/04/2023 Giai doan bdo i .
antt
3 2 Ngay 100% 14/04/2023 MM 15/04/2023 Tiép nhan va phan tich yéu cau khach hang
3 3 Ngay 66% 147042023  |NGEEEIN  16/04/2023 Ky hop dong E> | [ Thist lap truc thoi gian
3 3Ngay 55% 16/04/2023 RN  18/04/2023 Khio st hién trang Thigt 1ap giao dien
3 5Ngay 5% 12/04/2023 [N  16/04/2023 Béo gié khach hang
) [>  Tign ao dén ngay hom nay
3 12 Ngay 42% 14/04/2023 | N 25/04/2023 Giai doan chuan bi
3 12 Ngay 26% 1470472023 I 25/04/2023 Chuan bi mat béng thi cong ¥ Xudtddlieu
3 7 Ngay 58% 18/04/2023 SR 24/04/2023 Tap k&t may moc, vat tu
Béng viéc
3 7 Ngay 48% 14/04/2023 | I WO 20/04/2023 Thigt ke
3 4 Ngay 63% 14/04/2023 RN  17/04/2023 Thigt k& y wong /" Chinh stra bang viéc
3 7 Ngay 34% 14/04/2023 SN 20/04/2023 Thiét k& chi tigt 22 Thanh vien bang viec
3 3 Ngay 12% 14/04/2023  |HESINNNNN  16/04/2023 Thicéng
(=) Lichiam vigc
3 3 Ngay 49% 14/04/2023 | NESEEEN 16/04/2023 Thicong tran thach cao
0% % Caidat bing viéc
0% .
& Anbéngviéc
0%
[[] saochg
0% [m] ao chép
0% A Chiaséthu vién
0% _
B Xoabang viéc

Lua chon cac cach hi¢n thi truc thoi gian phu hop véi du én cia ban:

Vi du: n€u du an ngan thi chon cac don vi thoi gian ngan nhu giod, ngay. Néu du an cua ban co6 tién do dai
han thi chon cac don vi thoi gian nhu: Thang, quy, nam
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Q e Hienmend
Hom nay 04/2023
08 09 10 1TIPMELEEIFERS 15 15 17 18 19 20 21 22 23 24 25 26 27 28 29 30 01 02 03 04 [¥ TIENDO X

12/04/2023 25/04/2023 Téng tién do
12/04/2023 | SERIN | 18/04/2023 Gial doan bao gis Thiét Iap truc thdi gian
14/04/2023 | 15/04/2023 Tiép nhan va phan tich yéu cau khach hang Lua chon tryc théi gian cho so dd gantt
14/04/2023 |GEEEIE 16/04/2023 Ky hop do
/04 y hop dong O Gie
16/04/2023 |EEEEEII 18/04/2023 Khdo sat hién trang
@ Ngay
12/04/2023 I 16/04/2023 Bao gid khach hang
] [ (O Thi trong tusn
14/04/2023 | . 25/04/2023  Giai doan chudn bi
14/04/2023 I 25/04/2023 Chuzn bj mét bang thi cong O Tuan
18/04/2023 NN 24/04/2023 Tap két may mac, vat tu () Thang
14/04/2023 | N 20/04/2023 Thigtke O au
14/04/2023 I  17/04/2023 Thiét ké y tudng Lich hi&n thi
14/04/2023 NN 20/04/2023 Thiét ké chitiét Lua chon lich hién thj so' d6 gantt
14/04/2023 RSN 16/04/2023 Thicong
Lich méc dinh A

14/04/2023 |EEEEEIE 16/04/2023 Thicong tran thach cao

- Ban ¢6 thé lya chon lich hién thi cho tung du an.

Vi du: Ban ¢6 1 du an chi thyc hién cac ngay tur thir 2 dén tht 6, nghi thir 7 va cht nhat. Vay ban co th‘é
tao 1 lichq lam viéc 1a: Lich dy an A. Khi d6 n€u ban chon Lich hién thi 1a “Lich dg 4n A” thi trén phan do
hoa s& the hién duoc 2 ngay nghi (th 7+CN).

** Xem phén tao lich du 4n & muc dudi day
c. Thiét lgp giao dién hién thi

Trén menu chon Thiét 14p giao dién:

& o Hienmens

21 22 23 24 25 26 27 28 29 30 01 02 03 04 Menu X

N 25/04/2023 Tong tién do
2023 Giai doan bdo gid

Gantt
n va phan tich yéu cau khach hang

\op dong ¥ Thietlap truc thai gian
2023 Khdo sat hién trang E> | (@] Thistlap giao dién

| gia khach hang

| 25/04/2023 Giai doan chudn bi
I 25/04/2023 Chun bi mat bang thi cong ¥ Xuatdlieu
B 24/04/2023 Tap két may moc, vt tu

»  Tién do dén ngay hom nay

Béng viéc
20/04/2023 Thigt k&
Thigt ké y tuéng #'  Chinh sira béng viéc
20/04/2023 Thiét ké chi tiét P

22 Thanh vién bang viéc
cong

) Lichlamviec
cng tran thach cao
% Cai détbang viéc
= An bang viec
[} saochép

A Chia sé thu vién

Xo0a bang viéc
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Ban c6 thé lya chon va thiét 1ap céc cai dat lién quan dén giao dién cho phﬁn dd hoa va phﬁn ndi dung tai

day:

Hom nay 04/2023
6 07 08 09 10 TINRRASEAEERN 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 01 02 03 04

25/04/2023 Tong tién do

25/04/2023 Giai doan chuan bj

25/04/2023 Chuan bj méat bang thi cong

24/04/2023 Tap két may méc, vat tu

‘ien do Hoan thanh
4 NGAY 32% 12/04/2023
' Ngay 56% 12/04/2023 | 18/04/2023 Giai doan béo gia
2 Ngay 100% 14/04/2023 NI 15/04/2023 Tigp nhan va phan tich yéu cau khach hang
} Ngay 66% 14/04/2023  |EEGEEEEEE 16/04/2023 Ky hop dong
} Ngay 55% 16/04/2023  |ESEEEMM 18/04/2023 Khdo sat hién trang
5 Ngay 5% 12/04/2023 AN  16/04/2023 Bo gié khach hang
2 Ngay 42% 14/04/2023 |
2 Ngay 26% 14/04/2023 | —
" Ngay 58% 18/04/2023  EEEEEEEEE
! Ngay 48% 14/04/2023 | 20/04/2023 Thigt ké
| Ngay 63% 14/04/2023 SR  17/04/2023 Thiét ké y tuéng
" Ngay 34% 14/04/2023 RN 20/04/2023 Thiét k& chi tigt
} Ngay 12% 14/04/2023  [H 16/04/2023 Thi cong
3 Ngay 49% 14/04/2023 ISR 16/04/2023 Thicong tran thach cao
0%
0%
0%
0%

0%

0%

d. Bt /tit tién d¢ dén thoi diém hién tai

& Ll

GIAO DIEN X

Bang dir lieu

An / hién sap xep truong d i ligu
Tén céng viéc
Bat dau (ngay bat dau)
K&t thic (ngay két thuc)
Tién do

Hoan thanh

So d6 gantt
Téng tign do ]
Nhém cong viéc
Cong viéc [ ]
Hoan thanh ]

Ngay nghi lam
Ludi so d6 gantt

Hién ngay bat dau/két thic trén so
ds gantt

Hién t&n cong viéc trén so do gantt

Hién tién do hoan thanh trén so 4o
gantt

Tién do dén ngay hom nay

Nhan

Trang thai

Phan mém cho phép ngudi dung bat hoac tat tién do du an dén thoi diém hién tai. Khi bat chire nang nay

1én, phan mém s& phan ving tién d6 thanh 2 ving:
- Viing hién tai trd vé trude

- Vung hi¢n tai trd veé sau

Qua viéc phan 13 2 ving gitp nha quan 1y thdy duoc lat cit thoi gian va danh gia duge mirc d6 cham tién

do hay dam bao tién dg cua dy an.

Trén menu chon Tién d¢ dén ngay hom nay:
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@ S

o Hdm nay 04/2023
Tién do Hoan thanh
06 07 08 09 10] 1ELLELEERY 15 17 18 19 20 21 22 23 24 25 26 27 28 29 30 01 02 03 04 Menu X
14 NGAY 32% 12/04/20) 25/04/2023 Téng tién do
7 Ngay 56% 12/04/2023 |G Giai doan béo gia
Gantt
2 Ngay 100% 14/04/2023 N 15/04/2023 Tigp nhan va phan ticheagau khach hang
3 Ngay 66% 14/04/2023  [GEEEI  16/04/2023 Ky hop dong [ Thietiap truc thai gian
3Ngay 55% 16/04/2023 NSRS 18/04/2023 Khdo sét hién trang Thigt 1ap giao dién
5Ngay 5% 12/04/2023 NN  16/04/2023 Bdo gia khach hang
) |> Tién dd d&n ngay hém nay
12 Ngay 42% 14/04/2023 | 25/04/2023 Gial doan chuan bi
12 Ngay 26% 1470472023 I 25/04/2023 Chuan bi m3t bing thi cong ¥ Xuatdilieu
7 Ngay 58% 18/04/2023  SEEEN  24/04/2023 Tap két may moc, vat tu
Béng viéc
7 Ngay 48% 14/04/2023 | 20/04/2023 Thiét ké
4 Ngay 63% 14/04/2023 | 17/04/2023 Thiét ké y tuéng /' Chinh stra bang viéc
7 Ngay 34% 14/04/2023 NI 20/04/2023 Thiét ké chitiét 22 Thanh vien bang visc
2
3 Ngay 12% 14/04/2023  [HI) 16/04/2023 Thi cong
) Lichiam viec
3 Ngay 49% 14/04/2023  |ESEENEE 16/04/2023 Thicéng tran thach cao
0% % Caidatbang viec
0% .
& An bang viéc
0%
[ saoche
0% U P

e. Xudt bdng tién dp ra file PDF

Phan mém cho phép ngudi ding xuét bang tién do6 ra dit liéu PDF dé thun loi cho viéc chia sé hodc in
an.

** Lyu y: Nguoi dung co thé dung chirc ning chia sé¢ bang viéc dé chia sé cho bét cir ai (da co tai khoan
trén Workplus) déu co6 thé xem duogc

Trén Menu chon Xuat dir liéu:

+ Céc truong nhap liu tir Noi dung 1 dén Noi dung 6 1a céc vi tri trén bang dir li¢u sau khi xuit ma ban
muon dién thém (néu khdng can cé thé dé trong)

+ Click Luu thong tin dé luu lai cac truong nay cho 1an sau khi xuét file.
+ Chon khoang thoi gian tién d6 can xuat

+ Click XUAT FILE PDF dé xem trudc khi xut:
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& ki

Hom nay 04/2023
09 10 TEARENEEEE 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 01 02 03 04 XUAT FILE PDF X

12/04/2023 25/04/2023 Téng tign do
12/04/2023 | 18/04/2023 Giai doan bdo gid Thiét lap n6i dung Luu théng tin
14/04/2023 | 15/04/2023 Tiép nhan va phan tich yéu cu khdch hang Néi dung 1
14/04/2023 | 16/04/2023 Ky hop dong
16/04/2023 [ESEEEIMNNNN  18/04/2023 Khdo séthién trang NGi dung 2
12/04/2023 [N  16/04/2023 Bdo gid khach hang Nol dung 3

14/04/2023 | 25/04/2023 Giai doan chuén bi
14/04/2023 N 25/04/2023 Chudn bj mat bang thi cong Noi dung 4
18/04/2023 ST 24/04/2023 Tép két mdy moc, vat tu

N&i dung 5
14/04/2023 | 20/04/2023 Thiét k&
14/04/2023 NN 17/04/2023 Thigt ké y tudng N6i dung 6
14/04/2023 N 20/04/2023 Thiét ké chi tiét
Khé giay
14/04/2023 | 16/04/2023 Thi cong
Thai gian
14/04/2023 |ESEENMEME  16/04/2023 Thicong tran thach cao
Toan bg thai gian v
5 7 : A
Xem thtr trede khi xuat file:
DU AN THI CONG NOITHET NHA ANH NAM CEU GIEY x

= AAARAApIbmRzAHIIYWOGZWSkb2JqCgoxMyAwIGSiaiABPAOGICIUEXBIICIGEZS0RG VY pcHRVcgoglCoGh25ITmEL ' 0% + | @

042023
Tén cong vite Bat 05u Kt thic Tién 05 Hodn thach
06 07 08 09 10 L 15 16 17 18 18 M 21 2 23 M 5 26 27 W 9 3

TONG TIEN 8O 120042023 250042023 14 NGAY % 120042023 250412023 Tinn

Giai goan biv gid 120042023 180082023 7 Ngay 1zo4z02: 1810472023 Gia

i shan va i i you i1 CEED) D @D enemom  isowmm 2naky o0 NN 15042023 T

K hop dong @ ows oy angy . 1oazo NS 150472023 K

Knso 8t hidn rsng 16042021 18082023 ™ E 16040073 N 181042023 K

Béo gls khich hang 12042023 160042023 SNgsy 12042023 SN 1610472023 B0 g ¥

Giai Goan chusn bi 14042023 25042023 12Mgay 2 1osz0zs 2500412023 Gl o
Chuin b mét bing thi céing 14042023 29042025 12 Mgy 14042023 I 750417073 C
Tap ket miy bz, vt b ) 1B042023 24042073 TNghy s 1a042023 R 24/082025 Tip kit
Thitt ké 14042023 200042023 7 Ngdy 14042023 20042023 Triét ké

it v § g . 14042023 17042023 angay 5 14082023 NN 17/0472023 Thiét K § tiing
Tk k8 eni it song 3 Thig 14042023 20042023 Trgly . 1404202 N 0/04/2073 Tt kS

i eting 14042023 16042023 3Ingly 2 14042023 1IN 1600472023 Thi cing

Thi céng trén thach can 14042023 16082025 3ngay 14042023 NN 160412023 Thi cing trin thach cao
Thi g ci kinh

Thi cong san gb

Thi eAing g that rai am o

Ban gao.

Nghiém tnu chng trinn [ 020 o1 [ ]

B giao céng trinh cho khich o e

3.5. Bang viéc thé hién duéi dang twong tic thao luin — Chat Work

Chat Work 12 mot trong nhitng hinh thtrc xtr Iy céng viéc dwoc nhiéu ngudi st dung trong nhitng nim gan
day.

Thong qua cac nén tang cho phép chat tryc tuyén dé moi ngudi co thé tuong tac va xir 1y cong viée.
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Nim dugc wu diém cua giai phap, Workplus trang bi tinh ning Chat Work tich hop trong timg Bang viéc
dé moi thanh vién co6 thé thao luan, trao doi, chia sé moi thong tin nham quan Iy va thyc hién cac nhiém
vu trong Bang viéc dé dang, dong bd.

Gidng nhu céc nén tang Chat ndi tiéng hién nay nhu Messeger Facebook, Zalo Chat...ChatWork trén
Workplus dugc trang bi day du tinh ndng chuyén biét dé thao luén va quan ly cong viéc hi€u qua.

— ™) Dy an thicéng ndithat nha anh.. % » banaim (33%) aQ m e Hign menu
L T B4 cho

dng quan List  Kanban Ganii  Chat
Q Thio ludn chung T 2 Thao luan a g
Danh sdch cng viee DU AN THI CONG NOI THAT NHA ANH NAM CAU GIAY o
+ Phan o3 AN Du én thi cong ngi that nha anh
THEM THANH VIEN Nam C3u Gidy
Cng vike v Danh ciu da d
«Phinlos D
Gial doan bao gid (s vies) o a
ra & = -
Tigp nhin va phan tich y... sesess S B
@ @ Demo Teatupdtsd - € ? - Thanh vién -
< o hanh
. e - 22 7Thanh vien +
wd) K9 hop déng s
@ Demo Test updated M 7o HAD LUAN QUAN LY CHIA SE
© f-e820. g
., Khao st hign trang
@ Demo Test dd cap nhit
Damo Teat Thim 1 . ! g €0 Danh sach nhac hen (0)
. Bdo gid khach hang 6 qui nan Thal Knde Digp
@ Demo Test a8 cap gt 3 rgay () Denh séch i tri chia sé (0)
Demo Tast
Gial 60an chusn bi 7 viéc) @ Nauén Hou Thinh L
Anh/Video -
o) Chudhn bi miit bang thi cé. S
@ Demo Test 03 ¢ip 3L . 3ngay &% Thai Knic Duong
N . - Thém énhivideo
s Tép ket may moe, vat tu Demo Test Thm th 09:s
@ Dema Test d4 cap nhit 3 ngay @ HgaThéBang
File -
Thigt ke (2 vige) Demo Test Thes i
Chura o6 file duro chis 56
@ VoTungChien trong cusc ho! thosi néy
Thiét
.
@ Demo Test a8 cip nhin 3 ngay om0 Tast Them thanh vié ! Them files
. M PHAM QUANG HUY
an Thigt ké chi tigt
@ Domo Test a3 cip 3ngy @ Link -
Thi céing ¢ @ # @ B ) @
o 6ng tran thach cao  [esa@ma) | Nhap @ goi ¥, ndi dung tin nhan -
B i T 47 e 2 e T xodbinaviéc

Cac tinh nang co6 trén Chat WorkPlus
- Géan nhan thanh vién trong Chat:

+ Gd @ hoidc nhap chudt vao icon @ dé chén tag Thanh vién vao Chat

on
o) K9 hop dong 5 g har
@ Demo Test updated M
G
o Khao sat hién trang =
@ Demo Test dd cap nhét 3 ngay s
S
e = g @
Béo gia khach hang o qus har -] -
5% _ e
@ Demo Test a2 cép nhat 1 3 ngay r3 = o= T Q
T s | (LIRS
Glal doan chudin bl (2 viec: e Dermo Test =
Anhy
268 Chudn bj mét béng thi cé... Thal Khdc Digp e
@ Demo Test dé cdp nhit 3 ngay =
c Nguyén Hiru Thanh =
sou ) 18P két mdy méc, vét tur {q Thl Knéc Duong <: SIS T
@ Demo Test da cap nhat 3 ngay
Nod The Bi6ng
{} Thigt ke (2 vic) O Vu Trung Chien
Q o Thigt ké ¥ turdng i qud ha PH  PHAM QUANG HUY
@ Demo Test da cip nhét 3 ngay File

I #eu@@

" Thiét ké chi tiét
@ Demo Test 63 cap nhat &0

- Gén cong viéc trong chat:

+ GO # hoac nhép chudt va icon # dé chén Cong viéc vao Chat
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. Ky hop déng o6 qui g .

Demo Test updzted M: g
@ Dema Test updat [ Link tham gia

wp frontend 57e1t €29

<]

Khéo sat hién trang
EN

@ Demo Test 03 Gip nhit . I ngay

€0 Danh sach nhac hen (0)
Béo gia khach hang 4 qué nan
@ Domo Test 03 cap nnat L. 3003y | g knao seihien ieng € Danh séch vi i chia sé (0)

Giai dogn chuan bi (2 viée) #Bdo gid khach hang

#Ti& nhn v& phan tich yéu cu khach hing

%\ Chuan bi mat bang thi c...
a0

@ Demo Test da cap nhat .. angay | # K hop dong
= T ket mdy moe, vat tu gLy wwing <j

5

@ Oemo Test 04 cip nhi 30009 | o rhint e ohi st
i Thiét ke (2 viéc: #Tap két méy méc, vit
W
i e | #Crusnbimat bing thi cong
Ol ... Tt ke wing »
@ Demo Test 03 cap nhat . 3 ngdy File -
* e[#Eem o w
- “'q Thiét k& chi tiét s cra ot
. ngi o ny

- Gui Sticker:

wip-frontend-57e1 1529

.) Khéo st hién trang
sy
@ Demo Test 03 cap nn ngay
9 Danh séch nhde hen (0)
Bao gia khach hang 04 qui g
@ Demo Test da cap nhat 1. 3ngay ) Danh séch vi tri chia sé (0)

Giai dogn chugin bi (2 vi¢e)

%\ Chuan bi mat bang thi c...
26

@ Demo Tes 03 caip nnat . Ingay

9 Tap két may méc, vat tw ugpm-l]ﬂ-l 1 Al 0
@ Dermo Test ¢ cép b 3 ngay y j =/

v IR E/ ,{T TéT :xinl&‘ = z ., Xem tt ¢4
- :9 :‘f:-k,éril\u?rf nhit . T hoan thanh RA Emdaﬁgbénchlit!: mT W w File hd

@ #lelm s o

i , néi dung tin nhan Y

\ Thigt k& chi tié!
an

@ Demo Test 08 cap s 3 ngay

- Chen media (file anh, video):

@ Demo Test da cdp nhat .. 3 ngay

s Tap két may mac, vat tu
G Demo Test d& cép nhat .. 3 ngay

ﬁ Thiét k& (2 viec)
Q

oA > T
63% Thiét ké Yy tLrO’ng 3 qua han

G Demo Test d& cép nhat .. 3 ngay
Lo @ # o|ml i ®
; '\ Thiét k€ chi tigt
34%

@ Demo Test da cép nhat ... 3 ngay Nhap @ ggi ¥, ndi dung tin nhan...

+ Ngoai ra ban co thé chyup man hinh hoac kéo tha file vao ving chat dé gui anh
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S I e Dy an thi cdng ni that nha anh ... ¥ « oangam i33%)

Kanban

Tongquan - List

9 Thao luan chung Y
Danh sach cong vige
» Phan loai
Cong vigc v nhom vigc = Dénh déu 0 doc
Giai doan béo gid (4 viec)
@ Tiép nhan va phan tich y... weeme
@ Demo Test d3 thém 2dnh 1 phit
‘ 5 [Epe
s ) K hop 8ang
@ Damo Test updated M 7o
<o) Khéo sat hign trang
@ Demo Tost a3 cip hat Ingay
Béo gia khach hang o
@ Demo Test 43 cip nht L. 3ngay
Giai doan chugn bi 2 viéc)
“'h Chudn bi mét bang thi e6.
@ Demo Test 43 cap nhi Ingay
oy Tép két mdy moe, vat
@ Demo Test a8 cdp b 3ngdy
Thit ké (2 viéc)
- Thiét k& y tuéng o quinan
@ Demo Tost a3 cap nngt Ingay
Thigt k& chi tiet
s
@ Demo Tost 43 cdp nhat Tngay

L+

THA FILE VAQ DAY

T Conr

+re Hignmenu

Du &n thi céng ndi that nha anh
Nam Cau Giay

s QITEID D

Thanh vien -
22 7 Thanh vien +
& Linkthamgia o

wa frontend 57¢1f 0821,

0 Denh sach nhic hen (0)

() Danh sach v tri chia sé (0)

e chia sé
cudc hii thoai néy.

- Chen tai li€u (file):

TAI TAI LIEU TU MAY TiNH

‘Tai ligu méi tir méy tinh cia bgn

CHON TAI LIEU T(F KHO LUU TROF

Sir dyng ti gy luv Wi tap rung trén dém méy cia
hé thng Wark Cloud nhanh chong va tién lgi

+ C6 thé chia sé tai liéu tir may tinh (thiét bi) ctia ban hodc tir kho luu trit chung trén Workplus

+ Ban c6 thé kéo tha file tai liéu vao ving chat

- Giri duong link

- Tao nhac hen:

+ Tao cé4c nhic hen nhic nho cong viéc trong Chat
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Tao nhic hen

Loai nhac hen *

Nhic hen theo thai gian

Ngay nhic * Gl nhde ~ Nhac hen dinh ky =

17i0ar2023 (3 00:00 - Nhae 1 lan

NBi dung hie hen *

hiip ¢

- Chia sé vi tri (dinh vi):
+ Chi chia sé vi tri trén app Mobile
+ C6 thé xem vi tri chia sé trén cac nén tang

- Quan ly thanh vién da xem ni dung chat:

Thanh vién d& xem

Nguyén Hir Thanh
it

- Loc ndi dung thao luan theo Tag Thanh vién hodc Tag cong viéc:

+ Str dung bd loc ndi dung theo nhém Tag nhanh chéng dé dang
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Dur an thi cong ngi that nha anh ... @ » vanglam

< - e

Téng quan List  Kanban Gamt Chat Baocao
Q Trisnchina l:> E :0 Thic lufn . @
Loc thio lujn theo tag ang

Du &n thi céng ndi that nha anh
Nam Céu Giay

o QTEID CED

Tag céng viec ~

#Khao sat hign trang

#Ba0 gid khach hang
4Tiép nhdn va phan tich yéu c2u khadn
hang Thanh vien v
Ky hop dang
52 7Thanhvign +
#Thidt ke § tadng
s Link tham gia
#Thigt ké chi tiet =
« ‘wp-frontend-57e1f.2629. o

#Tap ket may méc, vattu

#Chun bj m3t bing thi cong

a

Danh séch nhéc hen (0)

£Thi cong tran thach cao

(c]

#Thi cbng cifa kinh Danh sach vi tri chia sé (0)

#Thi edng san gb
#Thi eng ndi thilt réi Anh/Video -
#hghiém thu céng trinh

284 giao cdng trinh cho khich

Tag thanh vién ~

@Demo Test

Xem tét cd

File -

@ # &m0 ©

Cwra £6 fle due chia s¢

rong cucc hi thogi iy
Nhap @ g ¥, ndi dung tin nhén &

3.6. Cai dat bang viéc
Nguoi dung c6 thé thiét 1ap mot sd cai dit cho Bang viéc:
- Click ...Hién menu, chon Cai dit bang viéc:

— Du an thi céng ndi that nha anh ... ¥ « vanglam

= Q
Tongquan - List Kanban Ganu Chal  Bdocdo
Ten cang viee Trang thai Tién do Bt dau Kt thic Hoan thanh U tizn Tharh vien Miic hoan tha +
Menu x
~ Giai doan bdo gid
Tidp nhian va phan tich yéu ¢au khé... 2Ngy 1617 18/0472023 1617 15/04/2023 100% oD SCED 15% List
Ky hap dang kinh 1€ mai INgdy 1617 14/04/2023 16:17 16/04/2023 66 % [ 7hio 8% Quén If bng 61 lidu
Khao sét hién trang o han | INgay 000D 16/04/2023 00:00 18/04/2023 55% [ This § ] 3 Xudt o g
Béo gid khach hang [ ang lim ] SNgdy 0000 12/04/2023 00:00 16/04/2023 5% oD & Bing viéc
+ Thém dong #  chinn sira vdng viec
- Giai doan chudh bj 22 Thanh vién bang vide
Chusin b m3t bang thi ciing D Tokgdy 161714002028 1617 2504/2023 %% o & - B Leniomviee
déit b v
T D SR W [ T— o D w2
& Anbangviec
+ Them dong
[n] chép
v Thigt ke
A Chiasenuvien
Thigt ké  tuing ANgay 1617 14/04/2023 16:17 17/04/2023 63% [ hio SETO
W xabingvige
Thiét ké chi tigt [ ang lem THody  161714/04/2023 16:17 20/04/2023 34% & -
+ Thém dang
~ Thicong
Thi caing tran thach cao [ Deng 1am ) dNgy 1617 18/04/2023 16:17 16/04/2023 9% o & -
Thi cong cira kinh Deng chit oD &
Thi céng sén 6B CID - oD @ -
Thi céing ndi thit réi [ ©ang cha § &
+ Thém dang

- Hop thoai cai dat bang viéc xuat hién, mgt so cai dat nhu sau:
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Cai dat Du an
Tién do Du an
Thiét 1ap cach nhap tién d§ méc dinh khi tao céng viéc méi cua Dy an

@ Ngay va gid (nhdp day du ngay va gid) (méc dinh)

O Chi nhap ngay (khéng nhap gid bat dau va két thic)

O Khéng yéu cau (danh cho céng viéc khéng yéu cau tién ds)

Sao chép Du an
O Khéng dugc sao chép (mac dinh
(® Duoc sao chép

Ché dd xem Dy 4n mac dinh

Thiét 1ap khung hinh méc dinh khi click vao mét du an: dang danh séch cong viéc
(Table), dang so do gantt (Gantt), dang thao luan (Chat)

(® Béng danh sach cong viéc (Table) (méc dinh)
(O Théo luan (Chat)

(O Sodd gantt (Gantt)

(O Bang thé viéc (Kanban)

Théng béo

Bat/Tat thong bdo day trén dién thoai 16i céc thanh vién tham. Céch 16t nhat Ia ban
nén bat théng bao dé cac thanh vién khong bé 18 cac théng bao quan trong

Thoat

+ Tién d0 bang viéc: Thiét lap ché do nhap tién do mic dinh ddi véi nhimg bang viéc ¢6 yéu cau nhap
tién do cong viéc. Tuy vao ting du an cua ban c6 don vi tién do phu hop.

+ Sao chép bang vi¢c: Cho phép cac thanh vién tham gia bang viéc dugc sao chép bang viéc ra thanh
nhtrng phién ban khac nhau.

Vi du ban c6 1 bang viéc la quy trinh ban hang cia 1 mat hang. Dé tiét kiém thoi gian, phan mém cho
phép ban Sao chép quy trinh nay ra ap dung cho nhiéu mat hang khdc.

+ Ché d6 xem bang viéc mic dinh: Cai dit nay cho phép ban truy cip va ché do xem bang viéc theo y
muon khi ban truy cdp vao bang viéc.

Vi du ban muon xem 1 bang viéc o ché dé Gantt khi truy cdp vao bang viéc vi ché dé xem nay phu hop
voi du an. Vay ban chi viéc lva chon cai dat nay

+ Thong bao: Cai dat bat hoac tat cac thong bao cua bang viéc dén cac thanh vién.

+ Ghim vao bang ca nhan: Cai dit cho phép ban ghim bang viéc vao muc Yéu thich cta ca nhan dé truy
cap nhanh (Bén menu trai truy cap vao icon hinh sao vang dé vao muc yéu thich)

3.7. Thanh vién bang viéc

Dé quan ly va thuc hién bang viéc, ban can phai moi cac thanh vién trong T6 chire/Nhém tham gia vao
bang viéc.
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- Click vao button Chia s¢ d€ chia s¢ bang vi¢c voi cac thanh vién. Hoac click ...Hién menu va chon
Thanh vién bang viéc:

|:> +2, Chiasé | EEECIEEN

Menu X

K&t thic Hoan thanh U tién Thanh vién Murc hoan tha... +

4/04/2023 16:17 15/04/2023 100 % ECEO 15% List

4/04/2023 16:17 16/04/2023 66% & 25% 2% Quan 1y bang dir liu
6/04/2023 00:00 18/04/2023 55% & - ¥ Xutdligu
2/04/2023 00:00 16/04/2023 5% ] - Bang viéc

#  Chinh stra bang viéc

¢ | 22 Thanh vién bang viéc I

4/04/2023 16:17 25/04/2023 26% & _ B Lichlam viec
@y  Caidat bang viec
8/04/2023 00:00 24/04/2023 58% €Ca0 - @

o An bang viéc
|_|:| Sao chép

A Chia sé thu vién

4/04/2023 16:17 17/04/2023 63% (20 ] _
B Xdabang viéc
4/04/2023 16:17 20/04/2023 34% & _

- Hop thoai thanh vién bang vi¢c xuat hién, nhap tai khoan (email) ctia thanh vién ban mudn moi tham gia
vao bang viéc:

Thanh vién "Dy én thi céng néi that nha an... X

Nhiing ngutbi 6 quyin truy ep

Chid 56 hitu

Chixem -
dieptxaspgmail.com

Nguyén Hiu Thanh N
Chixem ~
husdthanhxd @gmail.com
Thii Khéc Duan: "
s Chixem -
W tkduongdE@gmail.com

Ngé The Dand
e o 9 chixem -
ngothedong8 7@l com

Vu Trung Chien
ehenvu neon+3022210Ggmal.

Chixem -

@ Sac chép dudng lién ket

+ Thanh vién dugc moi ¢6 thé 13 thanh vién ndm trong Nhom/Té chire cta ban, hodc

+ Thanh vién duoc moi 1a bat ky ai d6 c6 dia chi email, khong phan biét da co tai khoan hay chua c6 tai
khoan trén Workplus (nhiing thanh vién nay dugc goi la khach)
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Ghi chii: Viéc chia sé bang viéc trén Workplus rdt thudn tién, co ché chia sé giong Google Drive. Khdc
voi nhiéu phan mém khdac bat buoc nguoi dung phai mua thém tai khoan dé chia sé va lam viéc thi
Workplus cho phép nguoi dung chia sé khong gioi han bang viéc.

Du an cia ban c¢é thé hop tac voi rat nhiéu bén, nhiéu thanh phc”in khac nhau mot cach thuan loi thong
qua co ché chia sé bang viéc linh hoat va khoa hoc cua Workplus.

+ Ban c6 thé phan quyén cho Thanh vién tham gia bang viéc: Quyén xem, chinh stra, cha so hiru.

+ Gén vai tro cho thanh vién trong bang vi¢c (vai tro nhu: Gidm sat, thuc hién, bdo céo...): Click vao icon
banh rang, gan vai tro cho thanh vién.

+ Ban c6 thé chia s¢ bang vi¢c tdi thanh vién bang cach Chia sé lién két cua bang viéc (gui lién két cho
nhitng ai ban mudn chia sé)

3.8. Sao chép bang viéc

Dé nhan ban (coppy) bang viéc, ban str dung chirc ning sao chép bang viéc.

- Click ...Hi¢én menu, chon Sao chép bang vi¢c:

+ Nhép tén bang viéc mdi

+ Chon nhém 1am viée dé luu bang vi¢c

+ Cai dat thanh vién: Gitr nguyén toan bo thanh vién nhu bang cii hay 1a x6a hét dé gan lai

+ Chon ngay bat dau tién do cua bang viéc méi: Bang viéc maoi s€ dugc tinh toan lai tién d cac cong viée
theo moc thoi gian bat dau moi.

Sao chép Bang viéc

Tén Bang viéc méi *
Copy Dy &n thi ¢dng ngi that nha anh Nam Cau Gidy

Nhém lam viéc *

Cai d&t thanh vién
(Q Gir nguyén thanh vién

@ Xoatoan bo thanh vien
Chon ngay bat dau tién dé *

18/04/2023 |

Moi hoat déng thao luan, tai liéu trong bang sé khong dude sao chép sang bang méi

3.9. An bang viéc

Ban c6 thé an bang viéc, khi d6 bang viéc s& tam thoi khoa lai, cac thanh vién s& khong thdy bang viéc
nira (ngoai trur thanh vién 1a Chu s¢ hitu bang viéc)
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3.10. Chia sé thu vién

Pay 1a tinh ning chia sé tai nguyén 1én cong dong. Néu ban c6 1 bang viéc khong mang tinh cht bi mat,
ban c6 thé chia sé bang viéc cho cdng dong tham khdo va sir dung.

Tinh ning chia sé thu vién s& dugc Workplus nang cap dan 1én trong twong lai dé tao thanh kho thu vién
c6 gia tri cao.

- M& menu bang viéc, chon Chia sé thu vién va nhap cac ndi dung yéu cau dé hoan thanh:

= E Dy 4n thi cong ngi that nha anh ... & « banglam (33%)
H

Téing quan List  Kanban Ganit  Chst  Bao

B Tiwrvién miu Bat dau Kt thic Haan thank Ut i Tran vi
Menu X
<. Buge chia gé
&' Nhom lam vige R+ & /& i khi., [ Hota thann § ZNgdy 1671714042023 1617 1570812023 100% Thap SCEC U
Nhém nha téi Ky hop dong kinh t& mdi foui hon ] 3Ngay  16:1714/04/2023 16:17 16/04/2023 66% [ T
Nhom lam vige 56 1 Khéo sat hign trang D CED 3Mgay 0000 16/04/2023 00:00 18/04/2023 55% [} 3
B Nhom Test 2023 Bia gid khach hang I D Shgay  00:0012/04/2023 0000 16/04/2023 5% Thip [} Béng vige
B INhom céng viés Tin.. net /' oninn sira bing viee

@ Grouprepon ~ Giai doan chuin bi

® PROJECTTEST-4pm

Ghugin bi mat bang thi cong [ ang lam T2Ngay 167 16:17 25/04/2023 2%
® - . P p on
T ket may méc, vit [ arg lrm § Thgzy 0000 18/04/2023 00:00 2/04/2023 8%
Chat feature
test X
- Thiét ké
Hhom tidp
Thiét ke uing bus nan Y oang lom aMgay 16714082023 1617170452028 @%
bing test
Thigt ke chi tigt [ g iam THGaY 16117 14/04/2023 1617 201082023 34%
nhém 1 méi
nhom méi nhat
= Thicéng
8 Vuuco
Thi odng tran thach cao D SNewy  16TTIG0N0N 1617 160400 s D @
B Nhom test check deny
Thi céng cira kinh @
@ Ban quan Ij dy &n tro
Thi cdng san gb ]
® Nhom 123xyz
Thi cbng ndi that ri Thip @

@ Banlanh TGR

W Thingric

3.11. Lich lam viéc

Lich l1am viéc duoc ap dung cho timg bang viéc. Dbi véi cac du 4n yéu cau khat khe vé thoi gian lam
viéc, lich biéu thi lich 1am viéc s€ gitip ban tao ra lich biéu lam viéc chi tiét theo tirng dy an.

N6 duoc thé hién rd trén ché d6 xem so d6 Gantt.

Phan mém luon c6 san lich l[am viéc mac dinh. Néu ban muon tao ra cac lich lam viéc theo y muon hay
thuc hién nhu sau:

- Truy cép vao Cai dat nhom, chon Lich 1am viéc:

—
(3 DGinhém hoat dong = B
2} Thanh vién nhom Tén cong

X

M dong nghig ) i il

tham gia niigm L)

By K
Nhém lam viéc s& 1 Kt
@ Nhém Test 2023 B¢

- Tai muc quan ly lich Iam viéc, hé théng da tao san Lich mic dinh (khong thé x0a). Ngoai ra ban c6 thé
tao moi thém cdac lich lam viéc theo y muon:
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. v a:
< LICH LAM VIEG +  Lichmicdinh

conn st
WM& TA

Qw i
Lich mac dinh 13 lich duoe tao tw ddng cho mai nhém, Ngubi ding £6 thé chinh sira nhung khong duge xéa lich nay

(3] Lich mée dinh THIET LAP LICH

[ Lich ngay Thi bt d3u trang uan

£ Lichduan1 Th 2

Ngéy lam viée trong tuan
= = = =
Thar 2 Thir3 Thar 4 Thir 5 Thiré Thir 7 Chii nhjt

Thém ngay lam viec / ngay nghi

Nhigungdy - 18/04/2023 o)} 10/04/2022 (3 ®Lamvige -
® Lam vigo ® Ngay nghl
24/05/2020 25/05/2020
28/05/2020 - 02/06/2020 04/06/2020 - 09/06/2020

14/07/2022 - 15/07/2022

14/09/2022 - 15/09/2022

CAl dat giér13m vide

Thé gian Gitrlam vige
Morning 0800 -12:00 s
Toan bé thai gian Afternoon 13:00- 17:00 sim
+Thém ca

+ Thém thei gian

- Sau khi da tao cac lich lam viéc méi r6i. Ban quay lai Menu bang viéc va gan lich 1am viéc cho bang
viéc nhu mo ta & budc trén:

Gan lich cho bang viéc

Chen lich d€ gan cho bang viée (lich méc dinh luén duge gén)

D& chon: 1 lich

Tén lich Mé ta

Lich mac dinh Ia lich dwo tao ty dong cho méi nhem. Ngudi
dng ¢ thé chinh sira nhung khéing dugc x6a lich nay

O Lichngay Lich ngay

O Uchduan1 Lichdy an 1

3.12. Bao cao

M&i bang viéc déu c6 muyc Bio cdo riéng theo bang viéc do.
Workplus chi trang bi ché d bao céo theo bang viéc

Béo céo bang viéc phan ra thanh 2 loai:

- B4o c4o mic dinh do hé thong tao sin

- Bao c4o do nguoi dung tao nén (theo y mudn)
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Dy an thi eéng ndi that nha anh ... ¥ s dangm (33%) a

+es Hign menu

Téngquan - Lst Kanban Gantt Chat | Béoca

Thuvién mau

< Bugc chia sé

&4 Nndm lam viée R+ i

BAO CAO GONG VIEC -
Tiing hop cde bido cio cong vide

B Nhém nha i

Nhom lam viés 56 1
B Nhomlam vigs 56 Nhém vide Thanh vién

5 7

W Nhom Test 2023
W INhém cong viée Tin...

W Group report

® PROJECT TEST - 4pm.. Tiende
® Bét diu Tign d5 K thiic
12004/2023 13ngay 25/041202%
B Chat feature Keé hosch 35 ngay (19%)
e 18 36500y (333
B test Thure noay (3331
~ Hom nay: 187412023
B Nhémtigp
B bingtest
Két qua lam viée
® nhém 1 méi
Thanh vien Céng Bang chiy Dang lam Qua han Hoén thanh
® nhém mdi nhat @ DemoTest 1 5 3 5 1
o Vuuee @ ThaiKnic Diep 3 0 1 1 1
@ Nawén HouTh., 2 o 0 1 1
B Mhémtest check deny
& IhdiKnlc buong F [ 0 1 1
B Bangudn Iy dy dntro. @ NgaThaping 1 0 1 0 0
B Mhém 123xyz @ vuTrung Chien 1 L] 1 0 0
o PHAM QUANG 2 0 0 2 0
@ Banlanh TGD
i Thingric
U U] Bigu d5 téna hao nhém vide Bigus d5 t8na hao céna vide

a. Tao nhom bdo cdao
Trudc khi tao cac bao cdo mai, ban phai tao cac Nhom bao cao dé chira n6.

- Click vao button + Tao nhém béo co, nhap cac thong tin ddy du va click Pong ¥ dé tao nhom bao cdo:

Tao nhém bao cdo méi

Tén nhém *

Bdo cdo doanh thu

MG ta

Téng hgp céc bao céo lién quan d&n doanh thu cda dy an|

b. Tao bdao cdo mo rong
- Nguoi dung cé thé tao cac bdo cdo mo rong theo y muon rat chuyén nghiép.

* Tinh nang tao bao cao mo rong duoc trang bi trén Workplus la mot trong nhitng tinh nang vuwot troi ma
nhiéu wng dung khac trén thi truong chwa lam dwoc!

- Tim dén Nhom bao cdo, click vao biéu tugng dau + dé tao bao cdo cho nhom:
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Dy &n thi céng ndi that nha anh
Tongguan  © List Kanban Gantt
.

Pang 13 33%) "
wo W @ Danglam { Q +2), Chia sé «e Hign menu
Chat  Béocdo

BAO CAO MU' RONG DU AN ~

Céc bao c4o mé réng trong du én

Bio cdo cong viéc

Céng viéc clia thanh vien (toan thal gian)
Téng cong 25
Demo Test 14
Théi Khic Diép 3
12
Mguyén Hiru Thanh 2
8%
Thai Khac Duang 2
g
Ngé Thé Bong 1

Vu Trung Chien 1

PHAM QUANG HUY 2

BAO CAO DOANH THU ~

Téng hop céc bdo cdo lién quan d&n doanh thu cla di &n

r

- Trén hop thoai tao bdo cdo, ban lya chon cac thong so:
+ Bén trai la muc Tén bao cao, mo ta va ban xem trudc
+ Bén phai 1a cac thiét 1ap cho bédo cao, bao gom:

e Nhém béo cdo: Lua chon Nhom chira bao céo can tao

Loai biéu dd: Con sb (bao céo dang tong hop s6 liéu), Bang (bdo cao dang bang s6 liéu chi
tlet) Bang (tong hop) (bdo cao dang bang tong hop sb licu)

Déi tuong: Lya chon ddi tuong can téng hop béo cao

Gia tri: Lya chon gia tri duoc tong hop béo cao

No6i dung: Lua chon ndi dung duoc téng hop béo cao

Pham vi: Béo cao dugc tong hop theo pham vi nao

Loc: Bao cao tong hop theo khoang thoi gian nio

+ Sau khi thiét 1ap ddy du cac thong tin, phan mém s& hién thi ban xem trudc dé nguoi diung xem thr.

+ Click Hoan thanh dé tao bao cdo
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Tao bao cao

Cong viéc tat ca Thanh vién theo trang thai cong viéc Loai bidu da

m Béng

Bdo céo cong viéc Déi tuong
= " - . Thanh vién
Dai tuong Tong cong Dang che
Demeo Test 14 56% 5 Néi dung
Trang thai
Thai Khic Diép 3 0
Nguy&n Hiru Thanh Gia tri

SG lugng cong viéc
Thai Khac Duong

Ngé Thé Bong Pham vi
Tatca
+ Xem thém néi dung
Loc

T4t ca thoi gian

¢. Qudn ly bdo cao

Tai phan dau cta view Bao cdo, click vao icon hinh banh rang dé truy cdp vao phan cai dat bao cao:

Dy an thi cong ndi that nha anh ... 7 e pang lam (33%) % e Hién menu

Téng quan List Kanban Gantt Chat Bdocdo

i
o

+ Tao nhém béo cdo

BAO CAO CONG VIEC ~
Téng hop céc baa céo céng vise

Nhém vige

5

- Trong phan quan ly bao cdo cho phép ngudi dung: Thém, stra, x6a va an/hién bao cdo ra ngoai:

** Luu Y- Chi ¢6 nguweoi dwoce phdan quyén méi dwoe thue hién cdc chire ndng quan 1y nay.



= Dy an thi céng ndi that nha anh ... ¥ » Denglam (33%) a wer Hign menu

Tadng quan List Kanban Gantt Chat Bdocdo
Téng hop cac béo céo cong viec i‘nglien

Tdng hop cac bao cao cang viee

Béo cdo md& rgng dyr én - l&fl)«lién +

Cac bdo céo md rgng trong dy an

Ten bao cao Srten
i Bdo cdo cong viée
Béo cdo doanh thu ~ En/Hien
o *

Téng hop céc béo céo lién quan d&n doanh thu cua dy &n

Tén bio cdo An/Hién

4. Cong viéc
4.1. Tao cong viéc mé6i

Truy cdp vao mdt trong cic ché do xem (List, Kanban, Gantt, Chat) ban déu c6 thé tao méi dugc cong
viéc (xem chi ti€t cac ché dd xem néu trén)

4.2. Xem chi tiét cong viéc

Tuy thudc vao tung ché d6 xem khac nhau (List, Kanban, Gantt, Chat) s€ c6 cach m¢ chi tiét cong viéc
khac nhau.

Click vao tén cong viéc hoac ré chut vao tén cong viéc va click vao nat Chi tiet d€ mé poup chi tiét cong
vige:

["hoanthanh | S

Ti&p nhén va phén tich yéu cau khach hang

Thanhvign Gﬂ‘@ " >

Tién 86 2 Ngay (16:17 14/04/2023 - 1617 15/04/2023) ¥

Béng viée © o én thicong ol thst nha anh Nam Gau Gisy

Nhém cang vide Giai doan bdo gid ~

Mire i tién =

Mo 1 Thém md 18

Haan thanh 2ngy W 100 >

Nhae hen Onhic hen >

Tai ligu Sdnh dfile  Olink >

Chia sévjui >

Cbng vige con 0/0 han thanh >

Binh lugn .

a Thér @
@ & m I ® A Tatthong bso

4.3. Thong tin chi tiét cong viéc
- Tén cong vige:

+ Click vao tén cong viéc dé chinh stra

55



[ Tiép nhén va phan tich yéu cau khach hang

Thanh vien ECEO = ﬁ >

Tién & 2 Ngay (16:17 14/04/2023 - 16:17 15/04/2023) v

Bang viée e Dy &n thi cong ndi that nha anh Nam Cau Giay

Nhém cng viec Giai doan bdo gia ~

Mic wu tign

Mo ta Thém mo 1a...

Hoan thanh 2nghy N 100% >
Nh&c hen 0 nhiic hen >
Tai liéu 94nh  Ofile Olink 5
Chia sé vitrl >

Céng viéc con 0/0 hoan thanh >

Binh luan

G Thém binh luéin cho céng viéc nay @

@ e m 0 @ A Tétthéng bdo

- Thanh vién cong viéc: Gan thanh vién vao cong viéc d€ phan cong nhiém vu cho thanh vién theo cong
viéc

** Lwu y: Thanh vién gan vao cong viéc chi co tac dung chi dinh giao viéc, khong co tdac dung vé mat
phan quyén. Tuc la cac thanh vién khdc van xem dwoc thong tin cong viéc nay khi dwoc gan vao Bang
viéc (hay noi cach khac phan mém khong phan quyén thanh vién toi cong viéc)

- Tién dd cong viéc: Cap nhat tién d6 thuc hién cho cong viéc

- Bang viéc: Bang viéc chira cong viéc

- Nhom cong viéc: Nhom cong viée chira cong vige

- Mtrc uu tién: Pat muce vu tién thyc hién cong viée

- M6 ta: M6 ta thém vé cong viée (Click vao Thém mé ta... dé nhap dir liéu)

- Hoan thanh: Mtrc d6 hoan thanh cong viéc theo ting thoi diém (ngudi dung phai cip nhat)
- Nhic hen: Quan 1y céc nhéc hen trong cong viée

- Tai li¢u: Quan ly cac tai li¢u chia sé trong cong viéc

- Chia sé vi tri: Quan ly chia sé vi tri trong cong viéc

- Cong viéc con: Quan ly cong viéc con trong cong viée

- Binh luan: Thao luan thong tin trong cong viéc (ddy du tinh ning nhu Chat Work trong Bang viéc)

- Trang thai cong viéc: Cap nhat cac trang thai cong viéc (Pang cho, Pang lam, Hoan thanh, Tam dirng):
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IV. LUU TRU (WORK CLOUD)
LY TAI LIEU Gan day ,WE::V

Tén tailigu T, Chia s¢ Noi lwu i Ngay tao Ngudi & Kich thudc
vide m 5396511925333.doc o8 Tai ligu cia (i 20/04/2023 [~ 61.5K8
@ 395283176955 (1).paf 0 ‘ Tai ligu clia ti 20/04/2023 G 3383 KB
v 151
i m [Mau] Xac nhan lam viec -dic: folder 123 200412023 (] 30.5K8
m BANG MO TA CONE VIEC docx Thu muc 3 20/04/2023 G 15.46 KB
a Brag-gia Wexlsx Thirmue 3 2010812023 & 1054 kB
T m [Mau] Xac nivan lam viec - dic: Cang vige 3 20/04/2023 ] 30.5K8
m 5396511925333 doc. Bang du &n mdi nhat nam 20/04/2023 G 61.5K8
B ED67751B-778E-4630-BA0AD... 200412023 & 428.03KB
m 5396511925333 doc. Badng dy &n mdi nhdt nam 20/04/2023 G 61.5K8
635252964025, Bang che dn méi nhdl nam 2010412023 & 3403 KB
395283176955 (1) pdlf BAng duy 4n méi nhdt nam 2070412023 @ 3283K8
E App.Lam-viec-chon copy. png 20/04/7073 [ 464.06 KB
m 1. Thu chao web tin tue.6ocx BAng test moi nhat AU nam 2.. 2070412023 @ 237.3K8
u workplus-sanphamsg1 png Bang 2 2010812073 @ 26121 kB
PR cacvn e knson musin it Bana 2 200412023 & 1255 KB

Workplus trang bi chirc nang luu trir theo cong nghé dién toan dam may.

Toan bo tai liéu dugc luu trir an toan trén dam may théng qua cac nén tang dich vu luu trit uy tin trén Thé
gi61 dugc Workplus st dung nhu: Google Cloud, Amazon Cloud

Toan bo file, tai li€u cua ban dugc luu trir va truy xuét truc tuyén nén khong chiém tai nguyén cua thiét bi
st dung (may tinh, di€n thoai, may tinh bang).

Khoéng phai sao luu hay backup khi ban thay ddi thiét bi st dung. H¢ théng tuw dong cap nhat cho ngudi
dung theo cong nghé dién todn ddm may — an toan — tién 1oi.

C6 thé mé rong khong gian luu trit vo han bang cach mua thém dung luong luu tri.
**Luu y: PHAN MEM KHONG CHIEM DUNG LUQNG THIET BI NGUOI DUNG
1. Gan day

- Danh muc gan déy 14 noi tong hop céc tai liéu do nguoi dung sir dung gan day (mé xem):
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(5] Tallibu lam vige
[ oachiasé

3 ouge chia sé véi 181
[ Tailiéu ciiatéi

4% coogle Drive

[ Thing rac

& Borhé

Tai liéu lam viéc

QUAN LY TAI LIEU

D sir dung 1.1 6B trong téng 6
10068

Ten tai igu %

5396511925333.doc

305283176055 (1).pdf

[Mau] Xae phan lam viec - dic.

BANG M TA CONG VIEC docx

Bnagrgia WRalsx

[Mau] Xac nhan lam viec - dic.

5396511925333.doc

EDE77518-77EE 46308464 3

5306511925333 doc

635232064025 pdf

3952837176955 (1) pdf

AppLam-viec-chon copy.png

07, Thu chaa web tin tuc.docx

workplus-sanphambg1 png

Cac viin di khach mudn xir 1.

oe

oe

Mot luu trir

Tai ligu cda 101

T2 lidu cla 161

folder 123

Thu mye 3

Thu mye 3

Cong viée 3

Béng du &n mai nhat nam

Bang dur &n mdi nhat nam

Béng dur 4n mai nhat nam

Bang du 4n mdi nhat nam

Béng test méi nhal daw nam 2.,

Béng 2

Béng 2

Ngay tao

20/04/2023

20/04/2023

20/04/2023

20/04/2023

20/04/2023

20/04/2023

20/04/2023

20/04/2023

20/04/2023

20/04/2023

20/04/2023

20/04/2023

20/04/2023

20/04/2023

20/04/2023

Nguwi 10

@

T ® ® ®» ® ® ®

® ® ® 9

® ® &

Kich thisge

61.5KB

3383 KB

39548

1546 KB

10.51 KB

39.5KB

61.5K8

498,03 KB

61548

34.03KB

33.83KB

464,96 KB

337.3KB

26121 KB

12.55KB

2.2.

- Danh muc nay chtra céc tai li€u trong nhém lam vi€c, dugc phan loai theo ting nhom lam viéc, bang

viéc:

Gan dy

[ pachiasé

[ Dugic chia sé voi 15
[ T ligu eda 161
4% Google Drive

M Thingréc

& Brhe

3. Da chia sé

- Danh muc nay chura céc tai liéu ma ban da chia sé cho thanh vién khac:

QUAN LY TAI LIEU

[ @@

D4 st dung 1.11 6B trong tong 55
10068

éu lam viéc

Ten %

Durdnss 1

Dy dn test

Test tao task khi da co nhém viée

project test

testa

Durn JST

DuansT

Test copyyy

Testep

Testcps

Test op1

Test 7

Coppy dy dn xGa thanh vién

Copy du &n gilr nguyén thanh vin 1

ittt

T

Test phan quyén chi 56 hitu nhém

Test Quy tinh

Tesl tao quy trinh

Q

T KIEM
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PR . Q
QUAN LY TAILIEU [ Dachiasé .

Gan day Tén tai ligu Chiasé Ngay chia sé Chi 94 hilu Kich thuie
[E] Tailiéulamvige Thu muc 1.1 -] /0772022 6 H
D chia sé
Burge chia sé v tBi
abc oY) 1401072022 & B
5 Tailigucta toi
45 Google Drive 114G_20200530_161608.jog @ 19/06/2020 ﬁ 32630 KB H
[ Thingréc R
avatar-userjpg (X~} 14/07/2020 @ 83KB H
Banhg
& oo 635232964025, pdl ed0 06/08/2020 & 3403 KB B
D sir dung 1.1 GBtrong 16ng s6
10068 VTASKVIDED MUA MANG.mpd =] 19/08/2020 6 11.05 M8 H
338212707885.pdf Y. ] 08/05/2021 ] 3507 KB H
635232964025,pdl @80 09/05/2021 @ 3403 KB H
305283176955 (1) pdlf o 21/06/2021 & 33,83 KB H
305283176955 (1), pdf 0@ 22/06/2021 & 3383KB :
5396511925323.doc: o 22/06/2021 G 61.5KE H
Untitled.png @0 11/07/2022 ] 326.8 KB H
Screen Shot 2020-06-08 a1 14.59.34,png -] 14/10/2022 @ 608.81 KB H
DE320EE3-2ECH 4300 AB35 TFDS7608AFF jpg o 141012022 & 000.54 KB H
5396511925333.doc: o 14/10/2022 @ 615KB H
4 . 2 Y-
. Dwgc chia sé voi toi
Danh muc nay chira cac tai liéu do cac thanh vién khac chia sé cho ban:
PP, Q
QUAN LY TAILIEU Bugc chia sé vai 16i . TAILEN
Gan day Tén 1 ligu Chis sé Ngay chia sé Cha 54 hilu Kich thude
[E Tailidu lam vige E Screen Shot 2020-06-08 a1 14.59.34.png ed 11/06/2020 @ 608.81 KB H

[% Dichiasé
[ Bugc chia sé vi thi
T Tailigu cia toi
42 Google Drive
[i] Thing ric
& Banhg

B 5t dung 1.1 GB trong 18ng 56
10068

5. Tai liéu cua toi
- Danh muc nay la noi chira céc tai li€u riéng cia ban.

- N6 giéng nhu mot 6 dia cing may tinh. Ban c6 thé tao cac ciy thu muc theo ¥ mudn, tai cac tai lidu tir
may tinh lén dé quan ly va luu trit:
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AN LY TA ai lidu cha toi a 3 k4 o
QUAN LT TAILIEY 5 Tai ligu cua t6i S

Gan day Tén Chi s¢ hiu Chia sé Sura ddi lan cudi Kich ¢ tép
[E] Talliéulam vise Thumue 1 e [+] 28/09/2022
D& chia sé
G s (=] o@ 14/10/2022
[ Buge chia sé véi téi
_ folder 123 @ 0510112028
[ Tailigu cha téi
45 Google Drive He somat & 0410412028
@ Thingréc m 5396511925333 doc [=] 0@ 13/04/2023 61.5K8
Ba nha'
S n 395283176955 (1).pdf & =Y 117042025 3353 KB
i st dung 1.1 GB trong t6ng 5
10068 395783176955 pdf [~] 02¢10/2022 3383 KB
338212707885 pdf @ @ 24/00/2022 3507KE
635232964025.pdf G @eno 26/09/2022 34.02 KB
n noti_white png -] 2410042002 711KB
E g & 25/09/2022 199.39 KB
n ads_6s.prg @ 2410972022 805.64 KB
il April- 2021 csv & 0540342022 210 Bytes
B Stepitipg & 13/07/2022 86,96 KB
B Stepl.jpg & 13/07/2022 188.46 KB
a Step10jog -] 13/07/2022 169.35 K8

5.1. Tao thu muc méi

- Click vao button + THEM MOI, chon muyc Tao thw muc, nhap tén thu muc va click Tao méi dé hoan
thanh:

Tao thu muc

Nhap tén thu muc méi

( Thu muc s8 1|

5.2. Tai file 1én thuw muc (Upload tai li¢u)
Dé tai file hodc 1 s file 1én mot thu muc nao do, co cac cach sau:

- Cach 1: Click vao button +THEM MOI va chon Tai tép 1€n, file tai Ién s& dugc luu vao thu muc ban
dang truy cép hién tai:
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e Q
[ Tailigu cua toi Tina ki

Ten T, Chis 56 hitu Chiasé Stra d8i fan cusl Kiche [2 Teothwmyc
Thir mue 1 @ =) 28/08/2022 E>
abc & 0 14/10/2022

folder 123 & 05/01/2023

Ho somat =) 04/04/2023

- Cach 2: Ban kéo tha céc file vao vung thu myc muon tai 1én:
= QUAN L TALIEU © Tailigu cia tai o
& Gan day
[E] Tailigu lam vige
[ pachiasé

[& Bwoc chiasé vél 61
= Tailigu chatoi
4#X Google Drive

[ Thingric
&y Banhd

D4 sirdyng 1.11 GB trong téng 58
10068

5.3. Di chuyén thw muc, file:

- Pé di chuyén 1 thu muc hodc file bat ky t61 mot vi tri méi, tai Thu muc/File twong ing ban click vao
icon 3 cham va chon Di chuyén téi:

N A A wR Q
[ Tailiéu cua téi B

Tén Chi s& hiru Chia sé Sira déi fan cudl Kich cd tép

Thurmyc 1 6 [ =] 28/09/2022
abe =] o 14/10/2022
folder 123 @ 05/01/2023
HO so mat [ 04/04/2023 EI
42, Chiasé
m 5396511925333 doc & 0@ 13/04/2023 E> P
305283176955 (1).pdf & 0@ 11/04/2023 & Baiten
W Xoa
305283176955 pdf & o2r102022
338212707885.pdf & @ n 24/09/2022 35.07KB
635232964025.pdf & @ean 20/09/2022 34.03KB
& noti_white png @ 24/09/2022 711k8
E 1584324288-470-anh-12-1584088794-wiclth650neightB67.ipg @ 25/09/2022 199.39 KB
- -

- H@p thoai di chuyén xuét hién, ban click chon thu muc ban muén di chuyén. Click Di chuyén dén day
dé hoan thanh:
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Di chuyén tai liéu X

Tai ligu Chon thu muc ban mudn di chuyén dén
Tén

Tai liéu cla t6i

Di chuyén dén day

5.4. Chia sé tai liéu/thw muc
Ban c6 thé chia sé 1 tai liéu hodc 1 thu myc bat ky cho bt ky thanh vién nao trén Workplus:
- Chon tai liéu muén chia sé, click icon 3 chAm va chon Chia sé

- Hop thoai quén 1y chia sé xuat hién, click vao button Chia sé cho nhitng thanh vién nao ban muén:

Chia sé tai lidu
DANH SACH THANH VIEN THANH VIEN BUTC CHIA SE

Thanh vien Ngaychiass  Chiasébéi

Dema Test

Thai Khac Bigp demogworkplus rm
clepx9S@gman.com

Chis s& Ny

Thi Khiic Dueng
wduongdt@gmail.com

Nguyén Hiru Thanh
huthanhxd@gmail com

g Ngb Thé Dong
ngothedongg7@amall.com

Vu Trung Chien
chienvuneon+3022210@gm.

Chia sé

Chia s¢

Chia sé

5.5. Thong tin chi tiét tai liéu
- Click véo tai liu dé mé trang chi tiét tai liéu

- Ban c6 thé cép nhat cac thong tin cho 1 tai lidu:
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+ Ngay phat hanh

+ Phién ban

+ Nguodi soan

+ Ky phé duyét

+ Noi luu trir (ta luu vat 1y)

).pdf

43396426-395283176955 (1).pdf

i THONG TIN TAILIEU ﬁ [

Téntai liu
395283176955 (1).par

Email: info@redboxsa.com
Phone: 920033259 Phién bén

FROM Riyadh 0533508522

Tooth Booth DLV
Riyadh, KSA
https://www.toothbooth.net/

TO : Riyadh +966561300681

Dalal Ibrahim
RedBox 102 - AlYasmin
Aljazera Express - AlYasmin - Prince Abdullah Bin Saud Bin Abdullah
Snatan Al Saud

Trk # 395283176955

RN

May 18, 2020

** Ly y: Tity vao tirng thoi diém, chi ¢é mét s6 dinh dang tai liéu (dudi file) nhw: PDFE, Anh, video, Word,
Excel...ho tro xem truc tuyén. Cac tai lieu dinh dang khac can tai vé may tinh hodac thiét bi khac dé xem

5.6. Binh luén, ghi chi thém cho tai li¢u

Click vao tai liu dé xem chi tiét tai liéu. Tai view chi tiét tai liéu, click vao + Thém méi dé bo sung thao
luan, ghi chu:

395283176955 (1).pdf o * i x
Demo Test - 33.83 KB - .
= 1591843396426-395283176955 (1).pdf r E THAD LUAN ﬁ P

RedBox Damo Tast
oz 30 Thém Kie 10:09 ngay 15/04/2022
RUH

Email: info@redboxsa.com
Phone: 920033259

FROM Riyadh 0533508522

Tooth Booth DLV
Riyadh, KSA
https:/jwww.toothbooth.net/

TO : Riyadh +966561300681

Dalal Ibrahim
RedBox 102 - AlYasmin
Aljazera Express - AlYasmin - Prince Abdullah Bin Saud Bin Abdullah
Snatan Al Saud

Trk # 395283176955

May 18, 2020

1
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6. Google Drive

Workplus cho phép nguoi dung két ndi t6i toan khoan Google Drive dé lién thong voi hé thong luu trir
trén Google Drive. Di€u nay giup mé rong khong gian luu trit ma khong mat phi hodc néu ngudi dung
thich sur dung Drive cua Google lam khong gian luu trir riéng.

**Liy y: Ddy la 1 dang két néi chia sé thong qua API, dwoc Google cho phép va quan ly mot cach
nghiém ngdt, bao mdt. Workplus khéng cé quyén va khéng thé biét cdac mat khau dang nhdp khi chia sé
nén nguoi dung hoan toan yén tam.

Ban c6 thé tim hiéu thém vé giao thirc két noi: https://developers.google.com/drive

- Click vao Pang nhap va chap thuan cic budc tiép theo theo hudng dan ciia Google dé két ndi tai khoan
Google Drive véi Workplus:

GUAN LY TAI LIEU 43 Google Drive
Gan day
[E] Tailigu 1am vige
[ Dichiasé
[ Buge chia sé véi 61
Tai ligu ciia toi
43 Google Drive

[ Thang rac Chia sé file tir Google Drive cda ban véi ede thanh vien mt edeh

nhanh chéing va an toan

&Y Banhd

DANG NHAP

D sif dung 1.11 GB trong téng s
100 6B

7. Thung rac
Noi chira cac file hodc thu muc da duoc xo6a

Céc tai lidu trong thu muc Thung rac chi ton tai 30 ngay ké tir ngdy x6a. Trong thoi gian nay ban c6 thé
khoi phuc lai tai liéu (néu muon):
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https://developers.google.com/drive

P, T Thing rac
QUAN LY TAI LIEU Thang ric 5@ ty dong xda vinh vién sau 30 ngay!
‘Gan ddy Tén tailigu 1,
[E] Tailigulam vige E

[ bachiasé

Duoe chia sé véi 101
[ Tailiéu cia toi

43 Google Drive

[ Thing réc

&Y Bynhd

4 st dyng 1.1 68 trong téing 55
100 GB

Chil 56 hilu

@

Ngubi xéa

@

Ny xéa

20/04/2023

¥ vinh vién

30 ngay

a

T s

Kich thuse:

71KB
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V. TRUYEN THONG NOQI BO

La module bang tin ndi bd ctua T6 chic/Nhém.

Céc thanh vién c6 thé dang tin, dang bai viét, chia sé cac thong tin, thong bao ctia T6 chirc/Nhoém/Doanh
nghi¢p nham truyén thong téi tat ca moi thanh vién trong nhom.

- Truy cdp vao menu Trang chii dé xem trang truyén thong ndi bd cua T6 chire/Nhom:

1D:W20203693
PA Group

11 céing vide doanh nghié nve
@ty TNHH Cong nghd va Thong

httpsi/Ap

Sdng va lam viec bang khai 6¢ minh man va trai tim nong nhiét
0:~ BANG TIN NOI BO Q

Tao bal viét

G Thong bao

Demo Test Tiéng giam a5c - Ban lann Gao 12312
B9 5 ding Thing bk 8 thang trus

Test ddng bai

O testiv @ Testinna

Chao céc ban

#Thing bé

QO vemoTe:

Nouyén Hiu Thanh & Binh ludn
- v oy Thich & Binh luin

Xem 1

@ o

Tkl Xéa §ngay

Mai dong nghiép tham gia
lam viéc nhom

Téi app Workplus
danh cho dién thoai

% TINNGIBAT

Tiéu 08 31 001
7 i Théng bio

ol mét Ha NGl ruc ndng, C4 tip daan hao hic chay dy an. C& lén anh em of

A

1. Cap nhat thong tin tai trang truyén thong ndi bd

- Truy cép vao Cai dat nhom, chon myuc Thong tin nhom:

(& Ddinhom host dong A

2, Thanh vien nhom

@@ calgatnhom

Mdi dong nghigi®
tham gia nhiom

Quén If don hang

Néng cap 1ai khoan

Danh sach don hang

Théng tin thanh todn

Tao don hang =

Thiét 1ap nhém
1D: W20203693 T
én nham
PA Group
Neén ting quén trj céng viéc doanh nghiép tryc tuyén elia C

Sdng va lam viéc béng khéi 6c minh man va trai tim néng 1

168 Giai Phang, Ha N§i, Viét Nam

Tai day ban co thé cap nhat cac thong tin li€n quan dén nhom va dugce hién thi ra ngoai trang bang tin,

gom:

+ Tén nhom

+ Mo td nhom

+ Slogan ctia nhom
+ Dia chi

+ Website

+ Dién thoai

+ Email

+ Logo nhom
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+ Anh cover

QUAN LY NHOM
Thiét Iip phan mem
Thang tin nhém
Trang tin
Lich lam viée
Quiin Iy don hing
Nang c&p tai khodn
Tao don hang =0
Danh séch don hang

Thiéng tin thanh todn

2. Quin ly thé loai bai viét

Thiét I&p nhém
Loga nhém (120¢120px) Bilénhlogo S dung mic dinh

ID: W20203693 T

Tén nhom
PA Group

I'H

Nan téng qudn tri céng vie doanh nghiép true twyén clia Cang ty TNHH Cong nghé va Thuong mal Phic An

hom Anh cover nhom (1200x400p%) i dnh cover 81 dung mékc dinh
S6ng va lam viéc bang khai 6c minh man va trdi tim nong nhigt

168 Gidi Phéing, Ha N, Viét Nam
D

Workplus.va

Dien

0918006160

SUppOrt@Workplus v

CHINH $UA

Thiet Isp ma cho g duna (@)

z

- Truy cdp vao Cai dit nhém, chon myc Trang tin. Tai ddy co thé quan Iy (thém sira x6a) thé loai tin
dang trén trang bang tin:

QUAN LY NHOM

Thiét Iap phan mém
Thang tin nhém
Lich lam viéc
Quan If don hang
Mang c4p tai khodn
Tao don hing =
Danh sach don hang

Théng tin thanh todn

Thiét I3p trang tin

Quén Iy thé logi dang tin
Thigt I3p the logi dang tin trén trang tin

O mangnao § O Testiw  Test @nnia @ cradema & vahaha @ cn

© Them

** Lipu y: Chi ¢6 nhitng thanh vién dwoc phan quyén méi quan Iy cdc thé logi dang tin

3. Piing bai viét

- Tai view Trang tin, click vao ...ban muon dang gi? dé tao bai viét:
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ID:W20203693

PA Group

quan tri cong viéc doanh nghiép tryc
1Cong ty TNHH Céng nghé va Thuong
An

Gidi Phong, Ha Ngi, Viét Nam
kplus.vn
3006180

Yort@workplus.vn

datnhom
héi thuong gap

ing dan st dung

Song va lamviec bang khoi 6c minh'man va trai tim nong nhié

':‘ BANG TIN NOI BO

Tao bai viét

a Demo Test oi ban mudn dang gi ? | @

& Thong bao ™ Test1w ™ Testian niva

Demo Test Tong giam ddc - Ban Ianh dao 12312
2 D& dang Théng bao 8 thang trudc

Test dang bai

Chao cdc ban

Mai dong nghiép tha
lam viéc nhom

Tai app Workplus
danh cho dién thoai

P> Google Play

S App‘ Store

- Nhap tiéu dé, noi dung, chén thém file anh/video/file (néu c0O) va chon thé loai dé dang bai viét:

Tao bai viét trén bang tin ndi bd

Tiéu dé bai viét...

NGi dung bai viét...

Chon thé loai muén ding

@ Chon thé loai

DANG BAI
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VI. NHAN TIN NOI BO

Chtrc ning nhin tin ndi bd dugc tich hop trén Workplus cho phep cac thanh vién nhén tin trao doi voi
nhau theo hinh thtrc 1-1 hodc theo Nhom (khong han ché nhom) rat tién lgi nhu cac ung dung chat hién
nay trén thi truong nhu: Zalo, Messeger, Viber...

Chirc ning nhan tin ciia Workplus c¢6 ddy du cic tinh ning nhu nhimg tng dung chét hién nay. Ngudi
dung c6 thé sur dung dé dang va tién lgi do dong bd hoa trén cung nén tang Workplus:

Tin nhan

[ i i (175) JRECRECO N EE]

& NHém chét mai cong 2023...
O ® Demo Test Hni

@ Nhém méitinh ok

SO @ Nouybn Hou Thanh a3t

Nguyén Hiu Thanh
& o

Nhém 2023 [ cee— |
b+ ~ &
|

-

_—

[»?

Bui Quang Tuan
@ DemoTest:Fa 2 than,

Thai Khic Digp
@ Demo Tes
Chat ngi bg Workplus Messenger

buituan Déy 4 gia dinh clia ban. Hay ludn gir lién lac va chia sé théng tin
@ oe st 45 them T4 thang vai nhau bang cach gui tin nhan, tae nhém chat ngay tir bay gic!

TAO NHOM CHAT
buituan

@ Damo Tes! g3 tham 3.4 hane

testaa
@ Demo Test: Fafafa 4thing

Tran Van Linh
@ DemoTest: 1 Gthing

test demo 1313

- Test?

1. Nhin tin ¢4 nhin

Khi cac thanh vién dugc tham gia vao T6 chire/Nhom thi thanh vién d6 duoc xuét hién trong danh sach
Nhin tin

Click vao tén thanh vién d€ nhan tin cho ho.
2. Nhiin tin theo nhém (chat nhém)
Ban c6 thé tao ra cac nhoém chat khac nhau theo y mudn. Workplus khong han ché sb lvong nhom chat.

- Click vao icon tao nhém chat, dién thong tin nhém chét: Tén nhom, chon thanh vién va click Hoan
thanh dé tao nhom chat:
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Tao nhém chat

én nhom *

Chon thanh vien *

o Thai Khc Digp
Téng glém a8c - Ban I2nh dao 12312

- Théi Khéc Duong
§7 Ban lanh dao 12312

Nouyén Hiru Thank
Pho Téing giam a5c - Tén b phn thit dai 02 test xem nhus thé ndo
Nga The Bang
Téng giém ddc - Cang ty WPs
. Vu Trung Chien
Téng gism d5c - Cang ty WPs

Account 1
Congty WPs

I Hoan thanh

VIL. PHAN QUYEN
1. Phin quyén chung cho Nhém/Té chirc

Chu s¢ hitu nhom c6 thé phan quyén thém cho cac thanh vién khac dé cing minh quéan tri chung ciia
Nhom.

Quan tri vién ctia nhom c6 cic quyén sau:
- Thém/stra/x6a Phong ban trong to chirc
- Thém/x6a Thanh vién trong t6 chirc
- Quan 1y cai dat Nhom/Tb chic:
+ Thay d6i thong tin Nhém/T6 chirc
+ Cai dat trang tin
+ Quan 1y lich lam viéc
+ Tao va quan ly don hang
- Quan ly (Thém / sura / x6a) cdc Nhom lam viéc do minh va thanh vién khéc tao.
Dé phan quyén Quan tri vién, thyuc hién nhu sau:

Tai view Thanh vién, click vao button more (ddu 3 chidm) 1 thanh vién nao d6 ban muén phan quyén va
chon Dit lam quan tri vién:
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« Phong Kinh doanh (7)

test12

test12@workplus.vn
Nhan tin

test13

test13@workplus.vn
Nhan tin

Hoang Quan
hoangquan@workplus.vn

Nhan tin L]

[-]

Cai dat tai khoan con

Khoa

Kim L Ph
im Long Pham :>I P

mr.longpk@gmail.com &

D3t 1am quan tri vién I

Nhan tin

o~ Viet Abn

Xda thanh vién

Hoic click vao 1 thanh vién dé mé slide thong tin chi tiét thanh vién. Sau d6 chon Dt lam quan tri vién:

Tim kiém Q
Hoang Quan

hoangquan@workplus.vn

Tham gia nhém tir ngay 15/05/2023 vdi vai trd |2

Thanh vién trong nhém

Loai tai khodn

Tai khoan con Cai dat
Théng tin ¢d nhan
@ Ngay sinh
@ Giditinh
© bién thoai

Quan ly

@ Bbphan Phong Kinh doanh hd
@ Chirc danh -

@ Trinh do -

@ Chuyén nganh e

e Mo ta cong viéc 7/

Tai liéu © Upload file hd so

B Khoa

S Cai d&t tai khoan con

E> | @ Datlam quan trj vién

W Xodathanhvién
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2. Phin quyén thanh vién trong mét Bang viéc

Dbi véi mdi bang viée, Chi s hitu c6 thé phan quyén cho cac thanh vién khi gan ho tham gia vao bang
viéc do.

Thanh vién trong 1 bang viéc co cac loai quyén sau:

- Chu s¢ hiru:

Chu s¢ hitu 1a thanh vién tao bang viéc, c6 toan bd quyén (Thém, stra, x6a) cua tat ca cac hanh dong trong
bang vi¢c do.

- Chinh sira:

Thanh vién dugc gan quyén Chinh sira thi duoc phép Thém, sira, x6a bat ky ndi dung nio co trong bang
viéc nhung khong dugc x6a bang viéc.

- Chi xem:

Thanh vién dugc gan quyén Chi xem ma khong duoc chinh sira hay x6a bat ky ndi dung nao trong bang
viéc
- Khach:

La nhimg thanh vién dugc chia s¢ bang viéc nhung chua dugc moi vao Nhom/Té chie. Thanh vién 1a
Khach c6 quyén tuong trng nhu quyén Chi xem.

Dé phan quyén Bang viéc, ban tién hanh nhu sau:

Click button Chia s¢ d¢ mé modal quan 1y thanh vién bang viéc, tai mdi thanh vién click vao muc phan
quyeén deé dat quyén cho thanh vién.

Thanh vien "Test bao cdo cong viec 2023"  x

Thém thanh vién

Nhiing ngudi cé quyén truy cip

Nguyén Hiru Thanh

Chisihtu &
huuthanhxdg@gmail. com

Nguyén Phuong
Anh

chixem - | g
etk
Phan quyen thanh vien

¥ Chizem
@ Saochdg h

Buce thio lun

Chinh stra

Dat lam chi s¢ hiy
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