1. Cong viéc
1.1 Gidi thiéu

DAy l1a céng cu giup nha quan ly té chirc va van hanh bé may kinh doanh theo mot
quy trinh nhat dinh. Ttr cong doan nguwdi quan ly giao viéc cho nhan vién, nhan vién nhin
viéc sau d6 thwc hién roi bao cdo tinh trang, két qua cong viéc...Str dung chirc ning nay
nham gidm sat va kiém soat cac cong viéc dang thuc hién, d3 qua han mot cach chat ché va

khoa hoc.
* CONG VIEC
- Cong viéc gi?
- Ai la nguwoi giao viéc
- Ai la ngudi xtr ly chinh?
- Ai 1a ngwoi tham gia phéi hop xt 1y?
- Ngay bat dau, ngay két thuc cong viéc?

- Két qua da thuc hién?

- Tién d6 thuwc hién céng viéc

- Trang thai cong viéc: Pang thwc hién, da qua han, da huy bo, dang tam dirng

kién cuia ngwoi phu trach vé két qua da thwce hién.
* DU AN

Tap hop nhiéu cong viéc don 1, do nhiéu ca nhén, bo phan phu trach thanh méot hé
théng thdng nhat gitip nha quan ly dé dang kiém soat dwoc tinh hinh chung clia cac

céng viéc chi trong m6t man hinh duy nhat.
- Ai la ngwoi phu trach
- Ai dwoc quyén truy cap
- Cac nh6ém cong viéc cia du an
- Cac cong viéc thudc du an

- Thovi gian bat dau, thoi gian két thic



- Tién do du an
- Tién d6 cac cong viéc thudc duw an
- Két qua cac cong viéc trong dw 4n

Chirc nang tw giao viéc: Moi thanh vién c6 thé tw giao viéc viéc cho minh va tw cap
nhat két qua céng viéc minh da lam sau d6 gan quyén cho can bo quan ly vao theo
dai va cho y kién.

Chirc nang giao viéc: Chirc nang danh cho can bo quan ly giao viéc cho cac thanh
vién thudc quyén minh quan ly. Céng viéc giao c6 thé dwoc gan cho nhiéu ngudi, cac

thanh vién nhén viéc sé bao cao lai két qua thwc hién qua cong viéc minh dwoc giao.

Nhém céng viéc: Ho tro ban phan loai cac cong viéc th anh nhiéu nhém do nhiéu bd

phén khac nhau quan ly trong cing mét dw an: Tai chinh - K€ toan, Xay dung...

Chirc nang chuyén cong viéc vao dw an: C6 nhiéu cong viéc ban dau hinh thanh tir
nhirng cong viéc don 1é. Chirc nang nay cho phép nhém cac cong viéc don 1é nay va

thanh Iy nhém dé thwc hién quan ly cong viéc theo du an.

Quan ly dw an: Dy 4n dwgc dinh nghia bao gom nhiéu céng viéc khac nhau va dwoc
thwc hién béi nhiéu nhém thanh vién khac nhau, t6 chirc phan quyén thwc hién cong
viéc cho tirng nhém ngwoi tham gia. Kiém tra, danh gia tién do cac cong viéc trong

dw 4n mot cach nhanh chéng, dé dang.

Bao cdo cong viéc: Chirc nang nay d€ moi thanh vién bio cac cong viéc minh di lam
trong ngay. Chirc nang nay chi cho nhan vién bao cio hoic thay déi bdo cio cong viéc
cia minh trong vong 24h. Nguwdi quan 1y chi can truy cip vao phan Xem bao cao
cong viéc 1a c6 thé biét dwoc cong viéc da lam cda bat ky thanh vién nao trong co

quan.
* MAU DU AN
Tao ra cAc mau dv 4n c6 sdn dé khi c¢6 nhitng du 4n c6 nhirng buéc xtt Iy, qua trinh

thuwc hién twong tw thi nguoi str dung cé thé 1y nhirng dw an d6 ra. Giup giam thoi

gian thyc hién



Nguoi quan ly c6 thé Iwa chon xem cac céng viéc theo tiéu chi: dang thwc hién, da

hoan thanh, d3 qua han dé c6 thé nhic nhé nhan vién 1am viéc theo dung tién dé. Co

thé xem két qua, trang thai cua tit ca cac cong viéc minh di giao chi thong qua mét

man hinh.
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1.2 Hwéng dan stx dung

Cdc biéu twong c6 trong chirc ndng Qudn ly cong viéc
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Cdc déi tworng trong mét cong viéc

- Ngwo'i giao viéc: Ngwoi Khéi tao mot cong viéc va giao viéc cho cac thanh

vién khac tham gia cong viéc

- Ngwoi xir ly chinh: La ngwdi cip nhat ndi dung, bao cdo tién do va thay déi

trang thai clia clia cong viéc

- Ngwoi tham gia: 1a nguwdi tham gia cong viéc va phéi hop thwe hién, cip

nhat néi dung cong viéc.

- Ngwdoi theo déi: Chi c6 quyén xem ndi dung cong viéc.



Céng viéc 2 by chinh (D)

C:ong viéc tham gia (D)
C.ong viéc giao (2)
Cdng vigc theo doi (8)
Cong viee wiF iy VB
Céng viéc chwa xe Iy
Tt cd cong vide
Théng k& cong vise
Cép nhat tién 85 céng vise
Thém cdng viéc
Tim kiEm
Ty chon
* Bao cao theo nguedi ding
® Bao cao theo don i
Cay dir an - cong viec
B0 AN CONG TY (42)
£33 DU AN NHA MAY (0)
30U AN P RAD (4)
3 DL AN PCUNG UING (D)
() DLE AN PKE TOAN (1)
(=3 DUF AN PNHAN SLF (2)
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Chirc nang trong phan Cong viéc
1.2.1 Thém céng viéc maéi (Giao viéc)
Trén menu Cong viéc, chon nut Vb thém cong vise moi hé thong sé hién thi 1én man hinh

chirc nang Giao viéc.
Phin giao viéc bao gbm cac thong so cin thiét sau:

- Ngwori giao viéc: nguoi khéi tao mét cong viéc va giao viéc cho cac thanh
vién khac tham gia cong viéc. Néu c6 ngwoi tham gia, ngwdi theo di danh dau

; N Mguriri tham gia Mgl theo dii
tich chon vao N gia [N



- Ngwori xtr ly chinh: 1a ngwoi cdp nhit ndi dung va bao cao tién do va cap

nhit trang thai cong viéc. Néu can cip quyén b sung thanh vién va thay déi
An hi ) - i = h . Ijl: . ) .
trang thai tich chQn vio | Quyen b0 sung thanh vien [¥ Quyen thay doi trang thai .

- Ngwori tham gia: 1a ngudi tham gia cong viéc va phéi hop thwe hién, cap

nhat noi dung cong viéc.

- Ngwori theo doi: chi c6 quyén xem ndi dung cong viéc.

- Tiéu dé cong viéc

- Ngay bat dau thuc hién

- Han két thic cong viéc

- Mirc d6 wu tién: lva chon mirc d6 binh thwong, mirc d6 cao hoac thap.

- Trang thai cong viéc: chon trang thai chwa bat dau, dang thwc hién, tam
ngwng, da hoan thanh.

- Nhic bao nhan coéng viéc: khi chon muc nay, hé thdng hién thi thong tin lya

chon danh sach nhirng ngudi nhan tin nhan bao cong viéc.



Thém cing viéc

G Mowdi giao vide: |mdmrin (43 Chon Ngursi tham gia Nguwrdri theo dbi
P Chon
f Mowdd aiF Iy chinh: — - -~ C - — ) Cho
# Quyen bo sung thanh vién 5 Quyen thay Joi trang thai
Tigu de:
ki ) . e s L - E— “!
Ngay bat dau: [pis/2n18 = Aanket thie: [i0isi2018 | &5
B wru tin: Binh thuéng  ~ Trang thai: [Chua bAtddu = |
Thang bao nhan: # Tin théng bdo [ Tin nhin Email [0 M5
Mhac dén han: i tin nhin bdo céng vise 42n han trode 1 {ngay )
Tiy chon: Nhom cong viéc, phong ban tham gia thie hién Thudc mat dir dn dang trién khai

N&i dung cong viec:

B 7 U § & X 3 B firhdang~ BDeanvan~ Phing~ Kich thudo phing =
¥ o R == E M & & F R o AT @
By — L lx ¥ D& -8 3 % %=
P TiED,
Bira vao lich cong tac: Bira vao fich cong 1ac olba 161 [5 Bwa vao lich cong tac cia nhirng nguwai lién quan

§-3Tai ligu kém'theo: | Chan tép | Khing o6 tép néo duos chon

Giao dién chirc ndng giao viéc

- Nhic cong viéc da dén han: chon muc nay, hé théng sé hién thi lwa chon s
ngay glri thong bao cong viéc cho cac doi twong tham gia nhw nguoi giao viéc,

nguoi xt Iy chinh, nguoi theo déi cong viéc va ngudi phdi hop thwe hién.

GUri tin nhan bdo cong viéc dén han trwee 1 (NG3Y)

- Tuy chon
+ Tich chon Nhém cong viéc phong ban thwc hién dé chon cong viéc

do6 thudc nhém cong viéc nao va do phong ban nao tham gia?



+ Thudc mot dw an dang trién Khai dwa cong viéc vao trong dv an

dang dwoc thyc hién.

7| Mhém céng vige, phbng ban tham gia thure hign [ Thude mét du 4n dang tridn khai
Ché pha:m sinh hoc |Z| Phdng ban tham gia: | Phong Ké hoach |Z|
[ Shon
- N6i dung cong viéc
- Pwa vao lich cong tac:
+ Dwa vao lich cong tic cla toi: lwa chon muc nay, hé thong sé chuyén
noi dung céng viéc vao lich ca nhan.
+ Pwa vao lich cong tac ctia nhitng nguwdi lién quan: lwa chon muc nay,
hé théng sé chuyén ndi dung cong viéc vao lich ca nhan ctia nhirng
nguoi cd lién quan tdi cong viéc.
- Tai liéu kém theo: Tai liéu lién quan céng viéc keém theo.

Sau khi nhip diy da théng tin, chon nut Giri di, hé thong sé lwu thong tin cong viéc
va chuyén néi dung céng viéc dén nhirng ngwdi lién quan.

1.2.2 Xem, xoa, stra cong viéc
Click chon mét cong viéc bat ki nao ma nguwdi str dung c6 lién quan, man hinh sé hién

thi nhw sau:



Nang cao chat lugng dich vu (2)

Quaylai  Buavaoclichcéngtac~ | Danhdduddxdly = Tacwukhac- Bang thyc hién v m% Cap nhat |
(Tién dd wBang thuc hién 0% ) Céip nhét b&i YenNTK lic 8/4/2015-10:22 AM
Bat dau: 25/9/2015 Han kétthic: 14/10/2016  Bat dau thip t6: 9/4/2016-10:21 AM  Ngay hoan thanh: 197/385 (51%) I:l

Ngurévi giao vigc: Nguyén Tredng H3i Owner: Administrator
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Hiép EA4Tran Birc Hai EPhan Gudc Anh ELé Tudn Phong igNauyén Thi Minh Tuyén EgNguyén Cang Nguyén EgNoguyén Tri Nam 5B8 Ba Hing

N&i dung cong viéc:

Lén churong trinh khuy£n mai nhim tang 1 1& giao dich trong thang

Danh sdch cong viéc chuyén tiép té:

Céng viéc 1-2 trong 2 Bau| =Trude |
Nguréri dang Noi dung trae @bi cong viéc
Tra I¥i: >>Nang cao chat lrong dich vu (9/4/2016-10:22 AM) v
Em d3 I3m xong k& hoach ting thé Tralivl
Nguyén ThiKImYén  __ Tin gée —
- Lap k& hoach @& xuat
Nang cao chat Iwrorng dich vu (9/4/2016-10:21 AM) v
Administrator - Lap ké hoach @& xuat Tra livi
Ghi ngi dung | Cang vigc 1-2trong 2 Bdu| <Trude | Sau=| Cudi

Chi tiét cac cong viéc gobm co:
Tac vu khac -

{F

[y}

1]

x03

¢+ Thanh vién

| Chiém quyén

Xuatra Excel
Chuyén tiép cdng vide
Chuyén dy an
- Stra cOng viéc giao: Chi ngwdi tao cong viéc mdi c6 quyén nay
+ Click chon cong viéc can stra
+ Click Stra
+ Thwc hién nhw phan thém céng viéc maéi.

- X04a cong viéc: Chi ngudi tao cong viéc méi c6 quyén nay
+ Click chon cong viéc can x6a
+ Click X6a, man hinh hién ra thong bao



demo.dieuhanhtructuyen.com:8085 cho biét:

Ban chic chan xda cha?

+ Click OK dé x0a.

- Quan ly thanh vién tham gia: Chi nguwoi tao cong viéc méi c6 quyén nay.
+ Click chon cong viéc can thiy ddi thanh vién

£ Thanh vién

+ Click hé thong sé hién thi ra man hinh nhu sau:

Cap nhat ngudi tham gia cong viéc "T6 chiic I€ dén nhan Huan chudng lao déng hang hai"

€ Owner: lequochao [ Chon
7 Mourdi giao viec lequocbao [y Chaon

) e {Eho
€ Ngui xie 1y chinh: dothaithinh Gy Chon

Mgtriritham gia, phdi hop thuc :
'ﬂn,g ERE B tranhonganh, tranminhtoan, caonhuphuc, ngoguangbac| [[{Chon
7 Mouwdi theo ddi lephuonglinh 3 Chon

Quay lai Cap nhat |

+ Tai man hinh nay, nguwoi giao viéc c6 thé bé sung hodc loai bo nhirng
nguoi tham gia cong viéc bao gom: nguoi giao viéc, ngwoi xi 1y chinh,

nguoi tham gia phoi hop thwe hién hodc ngudi theo déi cong viéc.

- Ghi ndi dung céng viéc: Tai man hinh chi tiét n6i dung céng viéc, nhirng
thanh vién tham gia c6 thé ghi ndi dung cong viéc ma minh thwc hién, cling

nhw héi dap lai cong viéc ctia thanh vién khac. D€ ghi ndi dung céng viéc

tham gia thwc hién, chon nut [@Ghi ndi dung , hé théng sé hién thi man hinh

Cap nhat ndi dung cong viéc nhw sau:



Cap nhat noi dung cong viéc

Caéng viéc: Nang cao chat lwong dich vu

Tiéu dé*: INang cao chét lrong dich vu

Noi dung: B 7 U &5 = = = =

fBinh dang~ $Boanvan~ Phdng
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ﬁNhﬁntin TG LanhDao, YenNTK, NhungPTH, anhltk, Phudp, -

|[nhungnth, cannt, hungvhs, hieppt, haitd, Anhpq, . [EJchon [ Glitin nhan

([j-2 File tai ligu: | Chen tép | Khéng cé tép nao duec chon

Quay lai Cap nhat |

Tai man hinh nay, cAn nhip liéu cac thong s6 nhw sau:
- Tiéu dé cong viéc thwc hién.
- N6i dung cong viéc thyc hién.

- Pwa vao bao cdo: chon muc dwa n6i dung céng viéc vao bao cao hay

khong? Trong bao cdo cé dwa dwong lién két téi cong viéc hay khéng?
- Nhan tin cho nhitng ngwdi tham gia cong viéc
- Tai liéu kém theo.

Sau khi nhap théng tin, chon nat Cap nhat dé lwu théng tin, hé thong hién thi

man hinh chi tiét cong viéc.



1.2.3 Trao déi ndi dung coéng viéc

Tai man hinh chi tiét céng viéc, moi céng viéc dwoc thuwe hién dwoc lwu rat chi tiét theo tirng

ngudi thuc hién va dugc sip x€p theo theo thoi gian thuc hién gan nhit. Moi thanh vién

tham gia c6 thé trao déi cong viéc tai day.

Ngwéi dang

N#i dung trao déi cong vidc

Tra I&i; >>Nang cao chat leong dich vy (9/4/2016-10:22 AM)

Em 43 Iam xong ké hoach ting thé
Nguyén Thi Kim Yén — Tingdc —
- Lap k& hoach & xuat

Néng cao chat lwong dich vu (9/4/2015-10:21 AM)

Administrator - Lap ké hoach d& xuat

Trd I

D€ trao ddi cong viéc, ngwoi tham gia c6 thé chon mot ngudi twong tng véi moi cong viée

trong danh sach bang cach chon nut Tra 1o, hé thdng sé cung cAp man hinh thuc hién nhw

phén Ghi ndi dung cong viéc tham gia.

1.2.4 Qudn ly dw dn

Du an trong cong viéc dwgc dinh nghia nhw la mot nhém coéng viéc 1é6n bao gom cac

cong viéc con. Viéc thuc hién chuyén cong viéc vao du an dé thuin tién cho quan 1. cic cong

viéc phirc tap. Chi cé ngwdi dwoc phan quyén quan ly dw &n méi dwoc tao cac dw an méi va

cac nhom duw an.

Dy’ an téi tham gia (12)

¥ Chi hién thi di an téi quan ly va theo doi Chi hién thi du an xi Iy van ban

Ngwreri quan Iy { xir Iy chinh
Huynh Thi Thiry Trang, Nguyén T
Administrator
Pham Thé Hiép
Naguyén Trudna Hai, Administrat...
Administrator
Nguyé&n Thi Thanh, L& Thi Phii, P.
Nguyén Thi Hing Nhung, Bang ...

BDéng Binh Tué, DAng Van Hiéu

Administrator, L& Hitu Sang, Huy...

Nauyén Hoai Duy, Phan Thi Hon_.

Pham Nguy&n Héng Hanh, Phan

Phan Dudn, Hujnh Thi Thiy Tran...

Dir @n | Céng viéc
CAI TIEN AUTOCLAVE
DU AN CAI TAD TRAN NHA
GIAM DENSITY TAM 3.5mm
E-Ways project thong qua ap dung VSS ¢
Du an mau
QUAN LY HE THONG KHO SPARE PART (C2)
GIAM BAU CAT CHUYEN NHO
Cai thién hu héng chuyén lgn
DU AN KAIZEN -NANG CAO HIEU QUA HOAT DONG MAY NGHIEN CAT
DU AN KAIZEN NHGM SKILL MATRIX
DU AN KAIZEM NHOM 10- EAWAY CHO TUING KHU VUG TRONG NHA MAY

LEGEND

Giao dién chirc ndng Qudn ly dw dn

Xem DA: | An DA d3 hoan thanh & Hiy b v

Dyan1-12trong 12 Bau| <Trude
Trang thai  Bat dau-Han két thic
v 35% 11710 - & 11172014
8/4 - 042016
« 0% 12/ - 4 31HD2014
o 67% 108 - 4300412014
2072 - 217212014
& 93% 1110 - & 10/172014
« 100% 6/9- 4121212013
& 100% B/10 - 311212013
o 52% 10/10 - 4301212013
¢ 10% 10/9 - & 1111212013
& 95% 1010 - & 15172014
« 94% 9/9 - 491272013
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Cap nhat
Hém qua
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12972014
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141102013
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7102013



Thém dir an

Thém du an tir m3u
Dur an tdi tham gia
Tim kiém

Menu chirc ndng Qudn ly dw dn
1.2.4.1 Thém dw adn maéi

Click b= Them duw an Ml +18n menu Du 4n, hé théng sé hién thi man hinh chirc

nang Thém méi dw an

Tao du an mdi
Nhom du an: (DU AN CONG T~ | M3 dir 3n
Teén dir an: [
Nasy bit dau prazais | L2H Hankétthic:  [5aa01s |
B 1ru tién: Binh thudng 7 | Trang thai: [Chuws bitdsu = |
Chii dau tw: |
Bia diém: |
Dign tich xay dwng: [
Ghi ehu:
B F U 5§ E X B B Onhdang~ Ooanvan~ Phong~ Kich thuoe phong «
¥ OB B SE-E-mm 6o P8 o A-E-
=- — L X QO B-® &% IT B
P TI:FZ{!‘_
€ Ngwed quan 1§: |2drmin | aaxChon
g theo déi: [ | machen
Thong bao nhin: @ Tin théng bdo £ Tin nhdn &) Email £ SMS
Hhac dén han:

Quaylai | Thém

[} Giri tin nhan bio cng vide den han trwrde [1 |1ngé'y:-

# Tin théng bao 10| [ phit = |
1 Tin whin 10| [ghit 7|
5 Email 10{ | phat * |
T} SMS [ 10|[phdt = |




Thong s6 ctia dy an m&i
- Nhém dw an: Pwgc cip nhat sdn béi Quan tri hé théng hodc Quan tri Module
- Cong viéc
-Maduv an
- Tén du an
- Ngay bat dau
- Han két thic
- PO wu tién
- Trang thai
- Cha dau tw
- Dia diém
- Dién tich xay dwng
- Ghi chti: Tém tat thong tin dw 4n
- Ngudi phu trach dw an

- Nguwoi c6 quyén truy cap dw an
- Sau khi nhip day du théng tin ciia mot ho so dw an, chon nit Thém dé két

thac thém du an méi.

1.2.4.2 Chi tiét dw an

Trén danh sach Dw 4n, chon mo6t dw 4n bat ky, hé théng sé hién thi chi tiét dw 4n do.



Cap nhit bdi admin lic 8/4/20168-4:27 PM

CAI TIEN AUTOCLAVE (10)
Quaylei | Sia | Xéa | Thénhwién | Chiémquydn | Técwvu ki - Thém nhom méi | Thém |
(Tién 85: , Dang thue hién : 35% )
Mgay bét ddu: 117102013  Han két thise: 11/1/2014 Ngay hoan thanh:
Ngwiri quan Iy Huynh Thi Thiy Trang, Nguy&n Thi Héng Nhung, Béng Dinh Tué, Lé Binh Thanh, Phan Dudn Nguwdi theo doi: Nguyén Trwéng Hai, Lé Hivu Sang, Administrator, Pham Nguyén Hang Hanh
Muc dich:
T4m ra khéi autoclave co G6 &m < 10%, khéng cén sdy.

Bat dau tir: “sj Xemov | Xem CV: [&n C/ 88 hoén thanh & HOy b3 v

§Xik Iy chinh %  Batdau - Han két thic

Cong viéc ciia nhom nay

= 1. THANH LAP NHOM (4) Thém céng vife

|5 2.CHON DE TAI(4) Thém cong vite

=) /3. THU THAP D{F LIEU (1) Thém céng vt

= 4. PHAN TiCH VAN BE (1) Thém céng vige

= 5. THIET LAP MUC TIEU (1) Thém ebng vige
[ Thigt kip muc tigu Hujnh Thi Thiy Trang Chira bt du 0% 28/10- g, 2610/2013

= 6. TiM KIEM GIAI PHAP (1) Thém céng visc
[0 B4 xut gidi phap Hujnh Thi Thizy Trang Chura bt diu 0% 04/11- 4 771112013

= 7. CHON LUA GIAI PHAP (1) Thém cong viec
Huynh Thi Thuy Trang Chua bt dau 0% oaM1- 47112012

[5} Chon gidi phap

Chi tiét mét dw dn

Tai Chi tiét mdi dw 4n, bao gdm céc chirc ning:
- Stra thong tin du an
- Xoa duw an
- Quan ly thanh vién
- Chiém quyén quan ly dv an (cho Quan tri Module Cong viéc hodc Quan tri
hé théng)
- Quan Iy nhém cong viéc
- Cap nhat ty 1é % thwc hién cong viéc
- Tac vu khac

Quaylai | Sra = ¥0a = Thanhvién | Chiemguyen | Tac vu khac -

* Stra, x6a dw an
- Chi c6 nguoi dwoce phan quyén quan ly dw an méi thyce hién dwoc chirc nang
nay
+ Chirc nang stra dwoc thuwe hién nhw phan thém céng dw an.
+ Chtrc nang xoa dwoc thuc hién khi dwoc xac nhan la c6 xoa dw an
hay khong?



Ban chic chan xda chi?

OK ][ Huy bé

Click OK dé x6a hodc Huy bé dé khong xéa
* Quan ly thanh vién
Chi c6 nguwoi dwoc phan quyén quan ly dw an méi thwe hién dwoc chirc nang
nay. Chon nit € Thanh vien ¢.ap menu chi tiét dw an. Hé théng sé cung cdp man

hinh “Cap nhat ngw¢i tham gia dw an”.
Cap nhat ngudi tham gia du an "CAI TIEN AUTOCLAVE"

C&p nhat nguedi tham gia x0F Iy cong viée thude dyr an néy  Cipnhat
7 Nowei quan ly: 'ad_min. TrangHTT, ThanhLD, DuanP, TueDD, nhungnth | machon
i Ngwiri theo dai: hanhpnh, Sanglh, LanhDao | &iChen
Quay lai | Cap nhat

Giao dién chirc ndng Qudn ly thanh vién

Tai man hinh nay, dé cip nhit théng tin Ngudi phu trach dy an hodc nhitng nguoi
truy cip dw an, chon ntt Chon dé lwa chon cac thanh vién trong hé thong tham gia
vao dw an. Sau khi chon cac thanh vién, chon nat Cap nhét dé lwu thong tin va quay
lai man hinh chi tiét du an.

* Chiém quyén quan ly dw an
Chirc nang nay chi c6 Quan tri Module Cong viéc hodc Quan tri hé thong méi thuc
hién dwoc. Khi chon nit 8 Chiém auyen ha thgng sé thong bao Ban da dworc dwa vio
danh sdach ngwoi quan ly dw dn nay .

*Tac vu khac

- Nhém cong viéc Nhom cong viéc & trong dw an dwoc dinh nghia nhw cac dw an con, trong

moi nhom cdng viéc bao gdm cac cong viéc nhé khac. Trong chi tiét dw 4n chon Tdc vu

khdc/ Nhém cong viéc hé thong sé hién thi nhu sau:



Quan ly nhém céng viéc du an "CAI TIEN AUTOCLAVE" = Quay lgi dipan. B8 Thie ty nhom S8 Them Nhom mot
|| Nhom céing vige
1. THANH LAP MHOM {4)
CHOM BE TAL(4)
. THU THAP DU LIEU (1)
 PHAN TICH VAN BE (1)
. THIET LAP MUC TIEU (1)
. TIM KIEM GIAI PHAP (1)
- CHON LLEA GIAI PHAP (1)
8. LANH BA0 CHAP THUAN (1)
& THLIC HIEM (1)
10. THU THAP DU LIEU (1)
11, %0 LY KET QUA (1)
412, CHUAN HOA QUI TRINH (1)
13. THEQ DOI (1)
14. BAO CAD {1}

L]

= ok

Giao dién Qudn ly nhém céng viéc

+ Click Thém nhém méi

+ Chon nhém cdng viéc d6 thuéc nhém nao
+ Nhap tén nhom

+ Click Cap nhat

+ Muon x6a cong viéc click vao nut X6a

Cap nhat nhom céng viéc

Thudc nhém: | — Khéing thudc nhom nao - v

Tén nhom:
Quay lai | Noa | Cip nhit |
Giao dién Thém méi nhom céng viéc
- Tilé ty 1é % ctia moi cong viéc trong dw an

Chi c6 nguoi phu trach dw an méi thywe hién dwoc chirc nang nay. Trong Tac

vu khac chon Ti 1é % coéng viéc hé thong hién thi nhw sau:



Cap nhat ty I& % cda mdi cing viéc trong dur an

Cong viec Bét dau - Han két thic Ti 18 (%)
1. THANH LAP NHOM (4)
[ Chon thanh vign nhomy 1411 0-17HD2013 [ 24
[E} Chon nhom tnsdng, this ki 15/10-16/10/2013 1|
[} Bz ra guy dinh nhém 1S AT 02012 [ 1
[} 4t t&n nhém, slogan cho nhém 15M0-1710/2013 [ 1
/- 2.CHON BETAI (4)
[ D ra céc 08 t3i 14/10-21/10/2013 [
[ Thiét Ip céc figu chi kea chon 48 tai 21M0-221002013 [ 4
[} Chon d& t3i 211 0-22/10/2013 1
[5 Béing ki 54 tai voi Gidm Déc Nha May 21M0-22M10/2013 [ 1
3. THU THAP DU LIEU (1)
[ Thidt 13p ché 36 hép mai vé Thu thip a5 4m & ché 35 hdp méi 211 0-23110/2013 ét_if
i 4. PHAN TICH VAN BE (1)
[E} Thise hién phén tich vén 48 21/10-27/10/2013 [ 14

Nhdp ti 1é % vao méi cong viéc sau dé click Cdp nhdt

- Thir tw cong viéc
+ Vao Tdc vu khdc chon Thit tw cong viéc
+ Chon nhém cong viéc
+ Chon cdng viéc can sap xép
+ Click miii tén 1én xudng theo y

+ Click Cap nhat



Cap nhat thii ty’ céng viéc

Dw an: CAI TIEN AUTOCLAVE

Nhém céng vige: | 1. THANH LAP NHOM v

Biattén nhom, slogan cha nhom
Bra ra quy dinh nhom

Chon nham truedeng, thur ky
Chon thanh vién nham

Quay lai | Cap nhat

Giao dién Thir tw céng viéc
- Van ban lién quan

G E

La noi lwu nhitng van ban c6 lién quan téi cong viéc, dwoc thém khi nhirng

ngwoi nhin dwoc vin ban c6 quyén quan ly céng viéc dwa van ban do vao.

+ Vao chirc nang Cong van trén menu ngang

+ Chon van ban can thém (trong van ban dén hodc di)

+ Click Tdc vu khdc
+ Chon Thém vao dw dn

+ Chon dw 4n can dwa van ban vao

Quan ly van ban & tai liéu

Duw an: CA/ TIEN AUTOCLA\

CLAVE

i

- i Ching Van idn quan (2) Cong vidn lién quan (2)

Xbatailiéu = Thém van ban &tai liéu

Tai liéu Ban hanh Cép nhat
=) tai lidu ¢ T4
=) Phan héi viéc rén vdo nha may Hiép Pha 24/10/2014 74

4/ Ghi chii guyén:
« Bancaquyén Duyét, Xoa, Chuyén cac tai liéu cia thu muc nay

Giao dién Van bdn lién quan

- Tai chinh

Tai tai ligu

Quay lai

Lién két
Truy cap

Truy cap

Quan tri thu muc

Kich thirdre
0KB

DKB



Danh muc P & L ciia dy an

Dy an: CAl TIEN AUTOCLAVE

STT  Noidung
DOANH THU

1 Bt
DOANH THU TONG

GIA VON HANG BAN
1 [=Gia Kes

11 [Z1Kiém tra chat lwong edna trinh
TONG GIA VON HANG BAN

LOINHUAN TONG

CHIPHI
TONG CHI PHI

LOINHUAN THUAN

Tyle

+ Thém doanh thu

Thém doanh thu

Thudc nham:
*Tén hang muc:
Gia fri;

Loai:

Ghi chu:

+ Thém

Gid tri (VND) Ghichi

100.00 % 000

900
100.00 % g0a
100.00 % 099

299
11.00% 89
11.00 % 99

|DOANH THU v |

Quay lai
Sira Xda
[i2 Thém doanh thu = Th&m nham

® X

[ Thém gia vin = Thém nham
B X
¥ X

[ Thém chi phi = Thém nhom

| | vnD)

id von

Thém gia von hang ban

Thudc nhom;
*Tén hang muc:
Gia tri;

Loai:

Ghi chi:

| Doanh thu (Revenue) v |
i
Hiybé |  Thém |
| GIA VON HANG BAN v |
| | (VND)
| Gid vbn hang ban (Cost of Sales) v |
P

Hily bd Thém




+ Thém chi phi
Thém chi phi
Thude nhom: CHIPHI v
*Tén hang muc: |
Gia tri; r NE)
Loai: Chi phi (Expenses) v

Ghi chu:

Hiybé = Thém

Loi nhuén thuin = Doanh thu - Gia von - Chi phi
- Phan quyén

Phan quyén truy cap

Dw an: CAJ TIEN AUTOCLAVE
(I Nhom 7 Nowdi ding
Tai chinh Tai liéu
Xem  Quantri Quantri
3 Administrators iy iy e

+ Quyén quan tri tai liéu: Ngudi c6 quyén nay thay doi, b6 sung
nhitng ngwoi dung dwoc truy cap hay cdp nhat théng tin trong muc
"Van ban & tai liéu lién quan" cha dw an
+ Quyén quan tri tai chinh: Nguwdi ¢ quyén nay thay doi, b6 sung
nhéom, doanh thu, gid vén va chi phi cia dw an.

1.2.5.1 Giri bdo cdo céng viéc
Modi thanh vién tham gia cong viéc déu c6 quyén giri bdo cdo téi lanh dao tién do
cong viéc thyc hién. Chon nat Gi bao cao CV tai menu trén cung clia Module Cong
viéc, chon Ghi bdo cdo tai menu bén tradi man hinh, hé thong sé hién thi man hinh

“Bao cao ndi dung cong viéc”.



Bao cao ndi dung cong viec:

Trong vong 24 gid, ngudi cap nhit b the chinh sirz l5i thing fin bao cdo.

Cang vigc:*
(i) Chon chng viee bao cao
Nhom cing viée: Bao cao cing viec ¥ Tinh trang thure hign:
! i e wiF o
Npay thwre hien: 1110412018 | = ¥ Hoan thanh: 100
Thid gian thee hign: [ |: [0 | Gie:phit) Ghi chil thés gian: Bh-10h0

Woi dung chi tiét:

B Ff U 5 &K X = B | oOnhdang~ Doanvin~ Phong~ Kich thioo phing =

& B =+ = 1 m F 82 o A~ HEH~-
B — L x X686 -2 8 3 8% =
p Tir O,
ji.3Tai liéu kém theo: _I:_h:-n_t_gjl_: Khang oo tép ndo Juoc chon
G thong bao téi:  |admin _ 1 giChen
Tin théng bdo- (2 Tin whin Email [JSMs
o

Giao dién Bdo cdo ndi dung céng viéc
Lwu y: néu bao cdo cong viéc c6 san & trong chirc nang quan ly cong viéc click chon

céng viéc bdo cdo, néu khéng nhap trwc tiép tén cong viéc minh lam.

1.2.5.2 Xem bdo cdo céng viéc

Chirc nang xem bao cio cong viéc bao gom:
- Xem Danh sach bao cao ctia chinh minh (Chon nit Gtri bao cido CV tai menu trén

cung cua Module Cong viéc, chon Bao cdo cta t6i bén trai man hinh)



Bdo cdo cong viéc cua toi (Pham Thi Mai)
@) Thang 10 (Tuan tir 14/10 dén 21/10) (%) Thang 10[=] [2013[+] (Go)

Thévi gian

Cong viec Nhom céng viéc Tinh trang % hoan thanh {oieephin

Chi tiét Hoay Stra
14 Thir hai, 141012013

15 Thir ba, 15110/2013

16 Thir tie, 1611012013

A7 Thir ndm, 1711012013

18 Thir séu, 1811012013

19 Thir bay, 1911012013

20 201102013

Tong s6 gicr lam: (Giér : Phit)
Bdo cdo céng viéc ctia mdi cd nhédn
- Xem bao cao cda cac thanh vién khac : chon nat Xem bdo cdo CV tai menu trén
cung cua Module Céng viéc, chon danh sach thanh vién theo phong ban bén trai man

hinh (chi ap dung vé&i lanh dao phong ban hodc co quan).

IE] XEM BAO CAO Béo cdo cbng viée cda L& Qudc Bao

Danh séch nhiing nqudi ma ban

c6 thé xem bo co Bao cdo tir ngay: | [Elv] aén = 75&@23&371
& . = . = = = - -
& 208 Group Lid.. ~  (4) Thang 10 (Tuan tir 14/10 dén 21/10) (¥ 8jintrang nay [Thang 10 [+ ] [2013[+] (Ga)

EHEH6I ding quén tri L e p— T
E minnicig - s m goranin) |
© L6 Hodi Anh

+ff L& Qube Bao

€ Boan VigtVuong
Ban Téng Giam Béc Théng 10/2013
-2)Van phang

L2 Phang Hanh chinh
4E3Phbng Téng hop
{2Phong KE hoach 15 Thir ba, 151012013

i

14 Thie hai, 1411012013

16 Thirtir, 161102013

17 Thir nam, 1711012013

-Z3Phéng Phap ché 18 Thir sau, 1811012013
2Phbng Nha dat
{S)Phong Céng nghé — 19 Thirbay, 191012013
{2 Phong IT .
e eI ot Wl ¢ (o L T
e m ] b

Tbng sb gislam: (gidr : phiit)

Giao dién Xem bdo cdo céng viéc ctia cdc thanh vién khdc



