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Tasks - Quan ly cong viéc
Lap ké hoach, phan cong cac nhiém vu hodc cong viéc cu thé cho tiing thanh vién hodc nhdm thanh vién trong mét khoang thai gian xac dinh.
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Trudc khi tao Task, ban can tao mét Du an (Project), vi cac Task lubn nam trong mét Dy an cu thé dé dé dang quan ly.

1. Diéu kién tién quyét: Tao Du an (Project)
Néu chua c6, ban can tao Du an trudc:
1. Diéu hudng dén tab Tasks & Projects (Nhiém vu & Du an).

2. Chon tuy chon dé Tao Du an Méi (Create a new project).
3. Dién thong tin va luu Dy an.

2. Cac buéc Tao Task

Khi ban da & trong Dy an mong muén, hay lam theo cac budc sau dé thém mét Task:

Budc 1: Chon tuy chon "Thém Task"

e Diéu hudng dén Dy an ban muén thém Task.
e Tim va nhadp vao ndt "Thém Task" (Add a task). NGt nay thudng dugc dat & goc trén bén phai cla clia s6 trinh duyét (trong giao dién Dy an).

Buéc 2: Pién NGi dung Task Ban sé dién cac thong tin can thiét va tly chon cho Task:



e Task Name (Tén Task): Tén ngan gon clia nhiém vu.

e Task Description (M6 ta Task): Chi tiét cong viéc can thuc hién.

e Start/End Date (Ngay Bat dau/Két thic): Thiét 1ap thai han cua Task.

e Assigned Talent (Ngugi dugc giao): Chon thanh vién hoac nhan sy bén ngoai sé thuc hién Task.

e Task Managers (Ngudi quan ly Task): Chon cac ca nhan trong déi ngti néi bd clia ban dé quan ly Task.

e Théng tin khac (TUy chon): Ban c6 thé thém cac thong tin bé sung nhu chi phi (Fee information), ki nang can thiét (Necessary skills), hodc cac trudng tuy
chinh (Custom fields).

Buéc 3: Thém Milestones (Méc quan trong) - Tuy chon
e Né&u Task I&n hodc can chia thanh céc giai doan nhd hon, ban c6 thé thém cac Milestones dé theo déi ti€n d6. Mbi Milestone c6 thé co tén, mo ta va cac
hang muc giao hang (deliverables) riéng.

Budc 4: Luu Task

o Task sé dudc luu & trang thai Ban nhap (Draft) cho dén khi ban san sang va dat né thanh trang thai Truc ti€p (Live) dé bat dau trién khai va theo déi.
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1. Diéu chinh/Stra Task (Edit Task)
Truy cap Task:

e Trong danh sach Task cia Dy &n, nhap vao tén ctia Task ma ban muén chinh sta.
e Thao tac nay s& md ra mét cla s6 hodc trang chi tiét ciia Task do.
Thuc hién Chinh sira:
e Ban co thé thay déi bat ky thong tin nao clia Task:
e Title (Tiéu dé): Nhap va sua tén Task.
e Description (M0 ta): Cap nhat chi tiét cong viéc.
e Due Date (Ngay dén han): Thay déi thai han hoan thanh.
e Assigned To (Ngugi dugc giao): Giao lai cho thanh vién khac.
e Priority (MUlic dé uu tién): Thay déi tir Thap sang Cao hodc ngudc lai.

1. Luu Thay dai:
e Sau khi hoan tat, hay dam bao ban nhap vao nut "Save" (Luu) hodc "Update" (Cap nhat) dé ap dung cac thay doi.

2. Cap nhat Tién do Task (Update Progress/Status)

Viéc cap nhat tién dé (trang thai) la cach chinh dé theo dai cong viéc:

Thay déi Trang thai (Status):

e Trong giao dién Task List/Kanban: Hau hét cac hé théng nhu Worksuite cho phép ban thay déi trang thai truc ti€p tir danh sach bang cach nhoé vao menu
tha xuéng bén canh tén Task hoac kéo tha Task qua cac cot trang thai (néu duing Kanban Board).

e Trong clia s6 chi tiét Task: S& c6 mét trudng Status (Trang thai). Ban nhap vao do va chon trang thai mdi (vi du: Draft, To Do, In Progress, Under Review,
Completed).

Cap nhat Phan tram Hoan thanh (Percentage):

e M0t s phién ban Worksuite cho phép ban nhap phan tram hoan thanh (vi du: 50%, 75%) trong ctra s6 chi tiét Task. Diéu nay gip quan ly du an cé cai nhin
chinh xac hon vé tién do.

3. X6a Task (Delete Task)
Thao tac nay thudng chi danh cho Quan ly du an hoac ngudi cé quyén tuong duong:

Truy cap Task: MG clia s6 chi tiét ciia Task ma ban muén xoa.

Tim nuat Xoa:

e Tim biéu tugng ba dau chdm doc (...) hodc nit "More Options” (Tuy chon khac).



e Trong menu hién ra, chon "Delete" (X6a).

Xac nhan:

e Hé thdng sé yéu cau ban xac nhan lai hanh déng xda. Nhan "Confirm" (Xac nhan) dé xda Task vinh vién khoi du an.

Canh bao an toan: X6a Task la hanh déng vinh vién, hay can than dé khéng lam mat dit liéu cong viéc.

Phé duyét Nhiem vu (Task Approval Feature)

Tinh nang phé duyét nhiém vu cung cap tly chon dé mét nhiém vu phai dugc Quan tri vién (Admin) hodc Quan tri vién Dy an (Project Admin) phé duyét trudc khi

n6 dugc danh dau la hoan thanh. Nhan vién sé gui mot yéu cau phé duyét cho nhiém vy dé, sau dé sé dugc Quan tri vién hodc Quan tri vién Dy an giam sat.

Cach hoat dong:
e Trong muc Dy an (Project), c6 mét tuy chon dugc cung cap (Nhiém vu can dugc Admin/Project Admin phé duyét) dé bat hoac tat tinh nang phé duyét

nhiém vu.
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e Khi tiy chon dugc bat, nhan vién khéng thé truc ti€p danh dau nhiém vu 13 hoan thanh trong du an doé. Trudc tién, nhan vién can gui yéu cau phé duyét cho
nhiém vy, sau dé Quan tri vién hoac Quan tri vién Dy an sé giam sat (néu dugc chon la thanh vién du an).
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e Sau khi yéu cau phé duyét dugc gui nhiém vu sé& chuyén sang trang thai chd Quan tri vién xem xét. Trang thai clia nhiém vu dugc thay déi thanh Bang chd
phé duyét, trang thai nay sau dé chi cé thé dugc thay doéi bai Quan tri vién hodc Quan tri vién Dy an. Quan tri vién sau dé cé thé phé duyét nhiém vu va
déanh dau n6 la hoan thanh hodc c6 thé thay déi trang thai clia nhiém vu theo yéu cau kém theo ly do.
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e Né&u nhan vién thay déi trang thai nhiém vu thanh hoan thanh mét clra s6 bat Ién (modal) sé xuat hién théng bao rang nhiém vu can c6 su phé duyét clia
quan tri vién trudc khi dugc danh dau la hoan thanh.



\

Are you sure?

This task requires approval from the project administrator before being
marked as complete. Please send the task for approval to the project
administrator.

Yes No

Ngoai ra, con c6 mét tab cu thé cho cac nhiém vu dang chd phé duyét dé ngudi dung dé dang va nhanh chdng giam sét tat ca cac nhiém vu dang dugc

xem xét.
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Tai day, ca Quan tri vién va Quan tri vién Dy an déu co thé diéu chinh trang thai ciia nhiém vu véi su trg gilp cla trinh don tha xudng trang thai (status drop
down). Nhu da néu & trén, tai day Quan tri vién c6 thé phé duyét nhiém vu bang cach danh dau né la hoan thanh hoac thay déi né sang trang thai

khac (dang lam, chua hoan thanh, v.v.). Khi thay déi trang thai khac ngoai hoan thanh, mét clia sd bat Ién sé hién thi trén man hinh, trong dé Quan tri vién
6 thé giai thich ly do thay déi trang thai nhiém vu. Néu chon hoan thanh, nhiém vu sé dugc danh dau hoan thanh truc tiép.



Status Change Reason

w

Reason

This task is still incomplete.

e Ly do thay déi trang thai sé dugc hién thi trong binh ludn nhiém vu

Files Sub Task Comment Timesheet Notes History

@Add Comment

Tabitha Thompson minute aoo

This task is still incomplete.

(o] [0

Chu thich Giao viéc (Task)
Trang Nhiém vu trong Mé-dun Cong viéc xir ly thong tin cho tat ca cac nhiém vu dugc giao cho nhém hoac ca nhan tuong (ng. Muc nay téng hap tat ca di liéu
cho cac nhiém vu va do do, bao quat toan bo tién do clia du an da chon. N6 ghi lai dif liéu dugdc trinh bay dudi dang bang, trong dé luu trr Tiéu dé/Tén nhiém vy,

Du an lién quan, Ngay dao han, Thanh vién dugc giao, trang thai ctia nhiém vu va mét vai tly chon bé sung bao gém ché dé xem mé t3, chinh sifa va xoa.
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Nhap vao tly chon cé san & géc trén bén trai dé thém mét nhiém vu sé& hién thi mét biéu mau dudc tao san, yéu cau mét s6 thdng tin ca ban dé thu thap di liéu
cho mét nhiém vu cu thé trong cét nay. Cac chi tiét yéu cau thong tin sau:

@

(2) Danh muc Nhiém vu (Task Category): Tuy thudc vao nhiém vu da chon, ching c6 thé dé dang dugc dat vao cac danh muc riéng biét va c6 thé dugc chon tir
d

Tiéu dé (Title): Khoang tréng nay ghi lai tén/thé ma nhiém vu sé dugc thay va co thé truy cap.

Q>

y.
(3) Du an (Project): Muc nay ghi lai thdng tin chi tiét vé du an ma nhiém vu nay lién quan.

)

(4) Ngay (Dates): Ngay Bat dau va Ngay Dao han dugc ghi lai tai day.

5) Giao cho (Assigned to): Thanh vién dugc chi dinh nhiém vu dugc chon tir 6 nay trong biéu mau.
)

(
(

6) M6 ta (Description): Phan nay chta mét phan thong tin lién quan dén dy an va nhiém vu can thiét khi lam viéc trén nhiém vu.



Add Task

Task Info
Title * Task category Project
Add
Start Date * Due Date * Assigned To *
12-10-2021 12-10-2021 Nothing selected - Add
Description
Normal s E = B I UGS @ % 4] Tx
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(7) Nhan (Label): Phan nay cta biéu mau gan nhan cho cac nhiém vu dugc dé cép trong danh sach.

(8) Cac méc quan trong (Milestones): Cac nhiém vu cling c6 thé dugc thém vao cac méc quan trong riéng lé, diéu nay sé ghi lai tién dé khong chi cho du an ma
con cho moéc quan trong ma nd dugc thém vao.

(9) Trang thai (Status): o} nay trong biéu mau danh dau xem nhiém vu dugc thém vao la chua hoan thanh, dang tién hanh hay da hoan thanh.

(10) Mirc uu tién (Priority): Cac nhiém vu c6 thé cé cac mic uu tién khac nhau tly thudc vao tdm quan trong clia chiing. Diéu nay dudc chi dinh bang cach st
dung 6 nay trong biéu mau, bang cach dé cap dén miic uu tién cta né la Thap, Trung binh hoac Cao.

(11) O kiém (Checkbox): C6 mét s6 6 kiém dé chon trong biéu mau nhdm thém céc tinh ndng vao nhiém vu da thém, nhig tinh ndng nay c6 thé tly chinh va tuy
thudc vao lya chon clia ngudi dung vé nhiing gi ho uu tién.

(12) Tép (Files): O nay cho phép thém céc tép can thiét cho cac nhiém vu riéng Ié trong muc nay, gilp viéc truy cap sau nay dé dang hon.



A Other Details

Labe Milestones Status
] selected ~  Add - Incomplete -
Priority
Medium -
|| Make Private @ Billable @ | Settime estimate
| Repeat || Task is dependent on another task
Add Files
Choose a file

Viéc xem xét tiing nhiém vu riéng 1€ sé& hién thj théng tin tlr tat ca cac chi tiét co ban dén di liéu moé ta dugc thém vao. N6 cling trinh bay théng tin vé cac nhiém
vy dugc chi dinh ma thanh vién phai xem xét khi thuc hién. Muc nay cung cap thong tin day du ti chi ti€t nhiém vy, chi tiét dy &n, mé t3, trang thai uu tién, trang

thai cong viéc, ngay thang va thai gian da ghi nhan cho dén khi hoan thanh. Diéu nay gidp viéc hiéu va chi tiét hdéa nhiém vu tré nén thoai mai.



Task # 44

Pigeon, but in a.

v Mark As Complete e @ Incomplete
Project ® Eyeq Start Date 23-03-2021
Priority ® Medium Due Date 30-03-2021
Assigned To ﬂ Hours Logged 1505 hrs

Description | hadn't to bring but one; Bill's got to grow up again! Let me see: I'll give them a rallway
station.) However, she got to the puppy; whereupon the puppy made another rush at Alice as
it was looking.
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- No comment found. -

# Add Comment

- No comment found. -



