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Dudi day la cac budc co ban dé tao mét du an mdi (Project) trong nén tang Worksuite:

Budc 1: Piéu huéng dén Tasks & Projects

e Dang nhap vao tai khoan Worksuite cua ban.
e Timva chon tab hodc muc "Tasks & Projects" (Nhiém vu & Dy an) trén thanh diéu huéng hoac menu chinh.

Buéc 2: Bat dau tao Du an Méi
e Timva nhap vao nit "Create Project” (Tao Du an) hoac "Add New Project” (Thém Dy an Mdi). NGt nay thudng nam & goc trén clia trang.

Budc 3: Dién chi tiét Du an
Dién cac thong tin can thiét vao form:

1. Project Name (Tén Du an): Nhap tén ré rang cho du an clia ban (vi du: "Chién dich ra mat San pham X").

2. Client/Customer (Khach hang): Chon hoac thém khach hang lién quan dén du an (néu co).

3. Project Manager (Quan ly Du an): Chi dinh ngudi chiu trach nhiém chinh.

4. Dates (Ngay thang): Dit Start Date (Ngay Bat dau) va End Date (Ngay Két thic) cho du an.

5. Description (M6 ta): Cung cap mo ta chi tiét, muc tiéu, hoac pham vi cong viéc clia dy an.

6. Other Settings (Cac cai dat khac): Tuy thudc vao cau hinh Worksuite clia ban, ban c6 thé can thiét 1ap cac théng tin nhu ngén sach, loai du an (Project Type),
hoac trang thai ban dau (Status).



Budc 4: Luu va Hoan tat

e Sau khi dién day du thong tin, nhap vao nut "Save" (Luu) hodc "Create" (Tao).
e Du an mdi clia ban da dugc tao. Ban co thé bat dau thém Tasks (Nhiém vu) vao du an nay.

Tong quan Project (Stra / X6a)

Click icon ba cham goc phai du an can phai xem, chon icon View

=ED>0’

@ View

@ Edit
® inprogies ® Duplicate
%" Gantt Chart
o Tl [@® Public Gantt Chart
[@® Public Task Board

X Pin Project

1. Xem Téng quan Du an (Project Overview)

Sau khi tao, hé théng thudng sé dua ban dén Man hinh Téng quan (Overview) ctia du an. Néu khéng, ban cé thé tim du an trong danh sach Tasks & Projects va
nhap vao tén du an.

Man hinh Téng quan nay la nai ban cé thé thay buc tranh toan canh:

e Thong tin co ban: Tén du an, ngay bat dau/két thic, quan ly du an.

e Trang thai (Status): Phan tram hoan thanh, trang thai hién tai (Bang ti€én hanh, Tam dung, Hoan thanh).
e Tién d6 (Progress): Thudng dugc hién thi qua Biéu dé Gantt, Kanban, hoac dang danh sach.

e Hoat dong gan day (Recent Activity): Cac cap nhat mdi nhat tu thanh vién.



2. Them/Bé&t Thanh vién (Project Team Management)
DE chi dinh ai s& lam viéc trong du an, ban can thém ho vao déi ngt du an:
1. Tim Tab Quan ly Thanh vién: Trong trang du an, tim cac tab c6 tén nhu "Project Team" (P6i ngii Du an), "Members" (Thanh vién) hoac "Ban Du an".
2. Thém Thanh vién:
e Nhap vao nit "Add Member" (Thém thanh vién).
e Nhap tén hodc email ciia ngudi dung ma ban muén thém.
e Chidinh Vai tro (Role) cta ho trong du an (vi du: Quan ly, Thanh vién, Khach hang).
3. Xéa/Chinh stra Thanh vién:
e Trong danh sach thanh vién, ban cé thé nhap vao biéu tugng Chinh stra (Edit) dé thay déi vai trd hodc nhap vao biéu tugng Xoa (Remove) dé loai bo ho
khoi du an.

*Luu y: Chi nhiing thanh vién da dugc thém vao Dy an mdi cd thé dugc giao Task (Nhiém vu) trong Dy an db.

3. Quan ly Tasks (Nhiém vu)

Ban c6 thé quan ly tat ca cac Task cia du an trong mét tab chuyén biét:

Chuyén dén Tab Tasks: Tim tab "Tasks" (Nhiém vu) trong giao dién du an.

Xem va Sap xép:
e Ban co thé xem Tasks dudi dang Danh sach (List View), Bang Kanban (Kanban Board) hodc Biéu do Gantt (tuy thudc vao cau hinh Worksuite).
e SUrdung bd loc (Filter) d€ sap xép Tasks theo trang thai, ngudi dugc giao, hoac thai han.

Thém Task Méi:

o Nhap vao nit "Add Task" (Thém Task) (nhu hudng dan trudc) dé tao nhiém vu méi nam trong du an nay.
Cap nhat Task:

e Nhap vao Task bat ky d& ma chi tiét. Tai day, ban cé thé thay déi tén, mo ta, ngay dén han, trang thai, ngudi dugc giao, va thém nhan xét.
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M6t du &n la mét cdng viéc dugc thuc hién ca nhan hodc cong tac, cé thé lién quan dén nghién cliu hoac thiét k&, dugc Ién ké hoach can than dé dat dugc mot
muc tiéu cu thé.

Muc Du an trong M6-dun Cong viéc chti yéu ghi lai tat ca cac du an ma cong ty da thuc hién cho khach hang, bao gém cac chi tiét nhu thanh vién, thai han, khach
hang, ngay hoan thanh, trang thai va mét vai tiy chon khac nhu chinh stta, xem du an d thiét lap dudi dang Biéu do Gantt, luu trir va xéa duy an.

TU tinh nang cé san & gdc trén bén trai, ban cé thé dé dang thém cac du &n mdi vao danh sach. Chi can nhap vao tuy chon "Thém Dy an", mét biéu mau ducc

tao san sé& xuat hién trén man hinh, trong dé ngudi dung cé thé dé dang dién théng tin chi tiét.
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[m} Project Name Members
[m} Eyeq

[} Identification System

[m} Examination System Project

] Cli-twitter

[m] Restaurant Management

[m} Modify Application

[m] Usar Management
[m} Odyssay

(] School Management
[m} Angkor
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Deadling

22-07-2021

22-08-2021

22-12-2021

22-11-2021

22-10-2021

22-08-2021

22-07-2021

22-08-2021

22-12-2021

22-10-2021

Client

Lawern Bins
McLaughlin PLC

Dr. Dayne Watsica
Bogisich-Metz

Dr. Zelda Gibson
Block-Carroll

Jannie Camall
Buckridge-Zemlak

Jaffray Stanton
Walsh-Macejkovic

Lavern Bins
McLaughlin PLC

Dr. Zelda Gibson
Block-Carmoll

Mr. Modesto Bartell DDS
Shanahan And Sans

Jaziyn Kuhn PhD
Runte PLC

Diego Bailey
Howell-Cartwright

Completions

H L H

Status

# In Progress

# In Progress

# In Progress

@ In Progress.

@ In Progress.

@ In Progress.

@ In Progress.

@ In Progress.

@ In Progress.

@ In Progress.
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Bi€u mau Thém Du an yéu cau cac chi tiét nhu Tén Dy an, Ngay Bat dau, Thai han, Danh muc Dy an, Phong ban, Khach hang, Tém tat Dy an, Ghi chi, Thanh vién

Dy &n va bat ky chi tiét can thiét nao khac c6 thé dugc thém vao trong khi luu cac chi tiét trong bi€u mau dugc cung cap.



Add Project

Project Details

Project Name * Start Date * Deadline *
Vrite a project name Select Date Select Date :'I'hemisnopmjectdeailine
Project Category Depariment Client
- Add - - Add - - Add
Project Summary Notes
Normal 32 = = B I US B« % 9 L Normal 2 = = B I US @+ % o L
Add Project Members *
slecte * Add

v Other Details

Ngay bén canh tuy chon "Thém Dy an", c6 mét tuy chon la Thém Mau Dy an. Tinh ndng nay cho phép ban thém mét vai chi tiét chi bang cach nhap vao mau da
chon thay vi dién thi cdng ting chi tiét riéng 1, diéu nay thuong gilp tiét kiém thai gian. Muc nay yéu cau cac chi tiét nhu Tén Dy an, Danh muc Dy an, Tom tat

Du &n, Ghi ch( va mét vai 6 kiém (checkbox) can dugc chon tuy thudc vao lua chon clia ngudi dung.
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Project Details

Project Name * Project Category
Write a project name -- - Add
\:' Allow manual time logs D Client can manage tasks of this project
Project Summary Notes
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Sau khi ban nhap vao tén clia ting du an cé trong danh sach, ban s& dugc cung cap danh sach cac thong tin sau day ma co6 thé dugc xem tly theo yéu cau va lua
chon. Siéu lién két (hyperlink) trong méi muc nay sé dua ban dén cac trang da chon dé xem.
(1) Téng quan (Overview): Muc nay nam trong du an ca nhan cung cap thong tin day dt dé gitp béat ky ai xem tai liéu cé thé hi€u dy an mét cach tém tat cling

véi k€ hoach, nhiém vu va cac chi tiét can thiét chinh trong mét cai nhin téng thé.
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D Dr. Dayne Watsica
Bogisich-Metz

Project Details

Et dolore et iusto blanditiis et unde quo delor. Recusandae fugit cum vel in a. Impedit eius asperiores reiciendis.

Tasks Hours Logged
2000
1500 —_
1000
R ncomplats 500
To Do ]
[
I Ccing Flanned Actual

N Completed

Planned Overrun

Expenses Paymenis Discussion Notes
Action # @ InProgress >
Project Budget
&0000
52224
40000
20000
o
o
Planned Actusl
Planned OVermun

Q P 0 O 4 0O

Rating Burndown Chart

Activity

gap| Mew Task Added To The

2z | Project.
04:48 pm

sep| Mew Member Added To The
52 Project.

04:46 pm

sep| Identification System Added
22 | As MNew Project.

04:46 pm

(2) Thanh vién (Members): Muc nay ghi lai théng tin chi tiét cla tat ca cac thanh vién/nhan vién lam viéc trong du an dugc giao. N6 téng hop va trinh bay di liéu

tich Ity cho tat ca moi ngudi xem du an cu thé.



QOverview Members Files Milestones Tasks Task Board Gantt Chart Invoices Time Logs Expenses Payments Discussion Notes Rating More.

+ Add Project Members

Members

u Name Hourly Rate User Role Action
Heath Rippin y

! Junior 27 Project Admin | ' Delate |

TU gbc trén bén tréi, c6 mét tly chon dé thém thanh vién mdi vao du an da chon. Sau khi nhap vao tly chon d6, mét biéu mau dudc tao san sé xuat hién trén man
hinh, yéu cau ngudi dung dang lam viéc trén muc nay dién thi cong mét s6 dit liéu nhat dinh. Thanh vién cé thé dugc chon tir toan bd danh sach hoac danh sach

Add Project Members b 4

© Choose Members Choose Department

Add Project Members *

I o

(3) Tép (Files): Muc nay nam trong cac dy an ca nhan cung cap khéng gian dé luu gitr bat ky tai liéu nao quan trong lién quan dén du an, ching cé thé dé dang

phong ban.

dugc luu trit tai day. N6 cling cho phép moi ngudi dé dang truy cap.
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Files

® Upload File

(4) Cac méc quan trong (Milestones): Muc nay ghi lai cdc méc quan trong da dat dugc ma chinh nhén vién da tao ra cho méi du an. Né gilip theo dai ting du

7

an.

Owerview Members Files Milestones Tasks Task Board Gantt Chart Invoices Time Logs Expenses Payments Discussion Notes Rating Burndown Chart

=+ Create Milestone

Milestones

# Milestone Title Milestone Cost Status Action

(5) Nhiém vu (Tasks): Muc nay theo d&i cac nhiém vu dudgc tao ra dudi méi du &n, diéu nay gilp ghi nhat ky céng viéc va cudi cung la hoan thanh du an.
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Task Project Due Date Assigned To Status Action
i ' identification S 13-06-2021 To Do
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(6) Bang Nhiém vu (TaskBoard): Bang Nhiém vu la Dinh dang Kan-Ban cho cac nhiém vu dudc giao. Diéu ndy gilp qua trinh theo déi trd nén dé dang han.

Overview Members Files Milestones Tasks Task Board Gantt Chart Invoices Time Logs Expenses Payments Discussion Notes Rating More .

+ Add Task + Add Column
@® Incomplete © T ToDo 1 T ® Doing o y & ® Completed 0o
Alice 1o herself. [ & Privatc JEEF]
+ Add Task - o + Add Task + Add Task
(ﬁ) O 13-06-2021

(7) Biéu d6 Gantt (Gantt Chart): Mau Biéu db Gantt ciia nhiém vu gilp viéc xem dong thdi gian cho nhiém vu dé dang hon vi né hién thi khoang thdi gian nhiém

vu do kéo dai.



Overview Members Files Milestones Tasks Task Board Ganitt Chart Invoices Time Logs Expenses Payments Discussion MNotes Rating Burndown Chart

<+ Add Task

Assigned To View
Al - Day(s) u
June
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(8) Héa daon (Invoices): Muc nay nam trong tab du &n chla tat ca cac hda don dudc tao cho du an cu thé. N6 gidp cdng viéc theo déi dé dang han cho ca hai

bén.
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Ideniification System

ldentification System

Ideniification System

Identification System

Showing 1 to 5 of 5 eniries

lai tdng thai gian da thuc hién cho toan b du an.

Task Board

Dr. Dayne Waisica
Bogisich-Metz

Dr. Dayne Waisica
Bogisich-Metz

Dr. Dayne Watsica
Bogisich-Metz

Dr. Dayne Watsica
Bogisich-Metz

Dr. Dayne Waisica
Bogisich-Metz

Gantt Chart

Invoices

Time Logs

Total

Total: $28,688.00
Paid: $0.00
Unpaid: $28 688.00

Total: $26 916.00
Paid: $26 916.00
Unpaid: $0.00

Total: $52,183.00
Paid: $0.00
Unpaid: $52,183.00

Total: $25,308.00
Paid: $25,308.00
Unpaid: $0.00

Total: $25 645.00
Paid: $0.00
Unpaid: $25,645.00

Expenses

Payments

17-08-2021

07-08-2021

28-08-2021

05-08-2021

10-08-2021

Discussion Motes Rating

@& Unpaid

@ Paid

@& Unpaid

@ Paid

@ Unpaid

Burndown Chart

Previous . Mext

(9) Nhat ky Théi gian (Time Logs): Muc nay cung cap khéng gian dé ghi lai thai gian cho cac nhiém vu khac nhau ma ho chon vai tu cach ca nhan, tat ca déu ghi
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Status Invoice Generated

Al - All - Q Sta J 1o 56

O Task Employee Start Time End Time Total Hours Eamings Action
Alice o hersedf. Heath Rippin —

D - 4 - : ! i
R N i 07-07-2021 07:47 am 08-07-2021 09:45 pm s ® $999.00 B
Alice 1o herself, Heath Rippin —

o 07-05-2021 08:45 11-05-2021 09:45 96 hrs 592,00 i
Identification System n Junior e pm * £ |_|
Alice to herseif. Heath Rippin —

O 21-09-2021 08:49 am 23-09-2021 09:45 60 hrs 1.620.00 H
Identification System n Junior pm -] $ |_|
Alice to herself, Heath Rippin .

O : : 7554 H
B N 07-03-2021 04:20 am 09-03-2021 09:45 pm B5hrs @ $1,755.00 (1]
Alice to herseif. Heath Rippin —

O : - ) ) i
S [ @ Jyom 30-03-202110:03 pm 08-04-2021 09:45 pm 215 @ $5,805.00 (1]
Alice o herself, Heath Rippin o

O : : 912, i
S N, 25-09-2021 05:30 am 05-10-2021 09:45 pm 256hs @ $6.912.00 (1]
Alice to herself. Heath Rippin —

w [ @ Jyo 27-08-2021 05:30 am 30-09-2021 09:45 pm B ® $2.376.00 B

Identification System

(10) Chi phi (Expenses): Muc nay ghi lai tat ca cac khoan chi tiéu da dugc thuc hién cho viéc thuc hién cac du an ca nhan. N¢ tiép tuc thém cac khoan chi tiéu

trong muc nay vao téng chi tiéu cla té chuic.
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All
C Hem Name Price

Showing 0 to 0 of O eniries

Tasks Task Board

Ganit Chart Invoices Time Logs Expenses Paymenis Discussion Notes
Purchased From Purchase Date Status
No data available in table

(11) Thanh toan (Payments): T4t ca lich s giao dich cho méi du an dudc luu trong muc nay, gilp viéc ghi chép tai chinh dé dang hon.

Overview Members Files

O Project

ldentification System

Identification System

Showing 1 to 2 of 2 entries

Milestones

Tasks Task Board

INVE094

INVE092

Gantt Chart

Amount

$26,916.00 (USD)

$25,308.00 (USD)

Invoices Time Logs

Expenses

Paid On

19-08-2021

20-02-2021

Payments

Discussion Notes

@& Complete

@ Complete

Rating Burmndown Chart

Action
Previous Next

Rating Burndown Chart
Action

Previous . Mext

(12) Thao luén (Discussion): Muc nay ghi lai tit ca cac cuéc thao luan quan trong dugc thuc hién gilta cac nhan vién hoac gilta khach hang va nhan vién dé dinh

hinh cong viéc ti€p theo vé dy an.
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4+ MNew Discussion © Discussion C;negery]

Category

No data available in table

Showing 0 to 0 of 0 entries

(13) Ghi chu (Notes): Muc nay dung dé luu trir mot s6 diém can thiét quan trong can nhd trong khi lam viéc véi du an.

Overview Members Files Milestones Tasks Task Board Gantt Chart Invoices Time Logs Expenses Payments

 Add R

[ Note Title Mote Type

Mo data available in table

Showing 0 to 0 of 0 entries

Discussion

Discussion

Notes

Motes

Rating Bumdown Chart

Previous Next

Rating Burndown Chart

Action

Previous Mext

(14) Biéu d6 Burndown (Burndown Chart): Bi€éu do nay ghi lai su' thé hién bang do thi ciia cong viéc con lai phai lam so véi thai gian, so sanh cau tric céng viéc

ly tudng va cau tric cong viéc thuc té.
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Start Date End Date

01-08-2021 12-10-2021

S Actual Igeal

1.0
0.8

0.6

0.2

-0.2

(15) Xép hang (Rating): Muc nay ghi lai xép hang nhan dugc tir khach hang vé céng viéc ma té chic da thuc hién déi véi du an. Biéu nay cung cap khéng gian

nai tat ca cac phan hai cé thé dugc ghi lai cho méi du an.
Owerview Members Files Milestones Tasks Task Board Ganit Chart Invoices Time Logs Expenses Paymenis Discussion Noies Rating Burmdown Chart



