USER’S GUIDE

Phan meém: Bravo
Chirc nang: Chung
1. Tao va quan ly céng viéc trén may tinh.

Support teaijn: IT Royal

NOV Version: 1.02
0 1 2024 it@royalgroup.vn

+++ + +




1.

STT Phim tat Mé té chiic ndng

2.

Group phim tat théng dung

Man hinh hién thj t6ng quan:

1 F2 Thém mdi

2 Ctrl+F2 Tao bdn sao (Phdi chon item cdn copy)

3 F3 M3

4 F8 Xéa (dinh chi) dd liéu.

Bang nhap

Bang nhdp tai khodn va mat khdu dude cdp
Cha y: Chon ding don vi co s& da ky hdp déng lao déng, Néu khéng
cé trong danh sdch thi chon don vi A01 (Céng Ty C6 Phdn Tép Poan
Pdu T Hoang Gia Viét Nam).

~ ~ ~ ~ ' 2,

Man hinh dang nhdp Danh muc don vi ¢co sO

ME Tén don vi M3 chia béng diT liéu
. “ . . ﬁﬂ Téng hop

CHAO MUNG DEN VOI| BRAVO 8 201 [J cONG TY €O PHAN TAP BOAN BAU TU HOANG GIA VIET NAM  AD1

Xin vui ldng g6 tén va mat khdu dé dang nhap vdo chudng trinh: A0z L) CONG TY TNHH ANH QUGC 5G Aoz

AD3 0 CONG Ty €3 PHAN XAY DUNG AQCONS ADZ

£04 LJ cONG TY TNHH NOI THAT AQ DECOR AD4

USERMAME_HRM ADS [J CONG Tv €8 PHAN THIET KE - XAY DUNG HCD ADS

Mat khdu 206 [] cONG TY €6 PHAN THIEN ANH SAI GON A06

AD7 L] CONG TY TNHH HOAN CAU LONG AN AGT

o A08 U CONG Tv €3 PHAN BAU T - PHAT TRIEN GOLF LONG AN A0S

Bang nhap A0S [J CONG Tv €8 PHAN LONG AN SOLAR PARK A08

L Al0 [ CONG Tv €O PHAN SOLAR ENERGY LA Al

Kt ndi Al [ CONG TY €6 PHAN VIETMAMSOLAR Al

A12 [ CONG Tv €6 PHAN HOAN VU SAI GON A12

A13 L) cOMG T TNHH UNIMEDIA VIETNAM a13

Il. Tao - Theo dbi - Qudn ly cdng viéc.

3.

Man hinh hién thi t6ng quan:

Sau khi dang nhdp truy cdp vao phdn “99. Céng viéc chung” — “Danh
sdch céng viéc” : Man hinh ndy hién thi cdc danh sdch céng viéc theo
ting frang thai, tién cho viéc theo doi.

Cdc céng viéc dudc giao clng sé& hién thi tai day.

Dung “Piéu kién loc” d& : loc lai khodng thdi gian - Logi céng viéc -
Trang thai.

Cé th& kéo thd git cac khung “Chua thuc hién” — “Pang thuc hién” —
“DPd hodan thanh” v&i nhau.

Muc “Chua thuc hién” sé& hién thi cd céng viéc ma ban tu tao hodc dudc
cdp trén gico




® Bravo 8:: Danh sach céng viéc
A-E-200
BRAVO ERPVN

< B Lich lam viée DANH SACH CONG VIEC

Tuy chon ~

Danh sdch céng viéc
Chua thu'c hién a '
Lich ngay Téng cong: 0 iongeong:0 =)
K& hoach céng tac
Bon xin nghi phép
Danh muc loai céng viéc

& Quan Iy xe, phéng hoj

= Quan Iy vin phéng pl D 3 | Bigu kign loc -

T dén
|01f11f2024 0171172024
. L]

Loai céng viéc

® Céng viéc clia téi

O Céng viéc téi giao

Trang thai
[ Qué han
O Bung han

(00:00:00.000) @ Default & PHAN TAP DOAN DAU TU HOANG GIA 2024 & TESTO2 &0 .

Hinh 1.1: Mdan hinh theo d&i céng viéc

4. Thém mdi cdng viéc
— Nhd&n Ctrl + Click chudt phdi hodc F2 dé tao méi céng viéc.

BRAVO ERPVN

< 3 Lich lam vigc DANH SACH CONG VIEC

Danh sach céng viéc

Chua thuc hién
Lich ngay Téng céng: 0
K& hoach cong tac

Ban xin nghi phép 0 Thém mdi

&

Danh muc loai céng viéc vﬁd —
i ¢ Thém mdi (F2)

& Quan Iy xe, phéng hoj .

% Hiéu dinh ngén ngil giao dién...

= Quén Iy van phéng pl

Hinh 1.2: Thém mdi cdng viéc

— Nhap céc théng tin dé tao mdi cong viéc

o Luuy chon tt Phdng ban — BAu muc — Loqi céng viéc dé loc lai
danh sach céng viéc

o N&u khéng luu dugc sé thong bdo 16i bén trai.




o N&u cdan giao viéc cho ngudi khdc thi chuc 2 muc: “Ngudi gioo
viéc” va “Ngudi thuc hién” — Viéc sau khi dugc giao s& dugc hién th
bén man hinh clda ngudi thuc hién.

[E]otieu - Taychon - D -1 2 WG TG

1. Dif ligu lvu tam
Cap nhat céng viec

15/10/2024 350 AM

5. Theo ddi danh sdch cdéng viéc trén Calendar
— Theo déi céng viéc dugc sdp x&p trén lich.

# A-®-200

BRAVO ERPVN
< B3 Lich 1am viéc
Danh séch céng viéc
Lich ngay
K& hoach céng tac
Don xin nghi phép

Danh muc loai c6ng viéc

& Quan Iy xe, phong hop

= Quan Iy vin phong pl

LIRS () Giao dich céng viée

. Phong ban

1
2. DAUmuc
5. Tém tét cong viec
6, Nguai giao viec

2. Nguai thc hign

PBOO1: PHONG IT v

PB001.08:..0 NGUOIDUNG  ~ 3. Loai céng vigc \PBmm&M:HEtrq khac

H8 tro khac

ROYALOO400: ..g Ngoc Ninh v
ROYALO0828: ..ng Quéc Duy v

()Qua trinh thic hién

b, Ngay phét sinh céng viec
d. Ngay du kién bst d3u thuc hién
1 Ngay du kign hoan thanh

02/11/2024 v

01/11/2024 v

05/11/2024 v

& Ngay khdi tao cong vigc
. Ngay bt d3u thuc hién

& Ngay hoan thanh

04/11/2024
05/11/2024

h. S6 v&n ban lién quan
i Muc d hodn thanh
k. Mt hang dugc danh gia

1 Chi tiét cong viéc

m Tai liéu dinh kém

1 Hinh 2nh

o Kh6 khan/DE xult
p Lydo

10.00%

NGi dung cong vigc clia toi.

Tai file

e —

. Chi tiét cBng viec
L Théi han

.

Lvuvathém méi | Luuvaquayra | Luutam | Hlybd

Hinh 1.3: Form thém mdi cdng viéc

Phanhe ~ : &

Pon vi tinh: mét

: Céng viéc thuc hién trong thing

Thi¥ hai

Hinh 1.4: Task list trén Calendar

2




6--Céc 16i gdp phdi
a. Theo ddi cong viéc dudc sdp x&p trén lich.
b. Bdo 16i “Loai cdng viéc”
Ly do: Chua thém loqi cdng viéc trong danh muc céng viéc. Danh muc
codng viéc chia theo 3 cdp.
Can vao nhdp ddy dud 3 cdp trong danh muc cdng viéc nhu hinh bén
dudi. (Cung cép danh muc céng viéc 3 cdp dé IT dua vao hé théng)

Phong ban

L’ Danh muc cbng viéc

Lb Phan logi céng viec

==) | Cong viéc 1

-> Cbong viéc 2
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