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l.—Group phim tat théng dung
1. Man hinh hién thj t6ng quan:

STT Phim tat Mé té chiic ndng
1 F2 Thém mdi
2 Ctrl+F2 Tao bdn sao (Phdi chon item can copy)
3 R M3
4 F8 X6a (dinh chi) dd liéu.
2. bang nhdp

— Pang nhdp tai khodn vé& mat khdu dugce cdp
— Chu y: Chon dung don vi co s&, Khdng cd tfrong danh sdch thi chon don vi

AOT.

CHAO MUNG DEN VOI BRAVO 8

Xin vui long g6 tén va mat khdu dé ding nhap vao chudng trinh:

USERMNAME_HRM

. -
Mat khdu

Al

Bang nhap H

Hinh 1.0: Mdan hinh dang nhép.




[I.-Tao — Theo dbi - Quan ly cdng viéc.
1. Qudn ly tao nhiéu céng viéc cho nhdn vién
— Truy cdp vao man hinh chdc ndng nhu bén dudi.

© Bravo 8:: Lich lam viec

B w700 e o
BRAVO ERPVN Céng viéc thu'c hién trong thing B2
Dan i tinh: mot

< B Lich 1am viéc

theo thung thai gian)

Bdo cdo téng ho g viéc the) phong ban

Hinh 1.1: Giao dién chdc nang
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Hinh 1.2: Giao dién chldc ndng giao viéc hang loat

— (1) : Nh@p ddy dd cdc thdéng tin can giao viéc, chl y cdc trudng:

v Ma: Nhdp ho tén nhan vién dé chon ti danh sdch s xuéng

v Nhén vién: Ty dong tdi theo méa nhén vién

v Loqi coéng viéc: Nnép td khda lién quan dén coéng viéc — Chon tu
danh séch céng viéc sé xudng.




v Phat sinh: Check vao khi day Ia cdc cong viéc phdt sinh. (ndm-ir
muc coéng viéc phdt sinh frong bdng KPI, chi€m 20% KPI)

v C6 ddanh gid KPI: Check chon khi cdng viéc ndy cé dua vao bdng
ddnh gid KPI.

v’ Tém 14t céng viéc: Tdi theo “Loqi céng viec” da chon, C6 thé ghi
thém dé ndi dung dudc rd rang.

v Ngay du ki€n thuc hién + Ngdy du kién hodn thanh: Thdi gian thuc
hién cong viéc. (Ndm trong chu ky tinh luong, thudng 1a 21 thang
trudc dén 20 thdng sau).

v % KPI: Phan bé % KPI (Note: Chu y phan bé cho didng theo bdng KPI
cla bd phdn)

v Chi tiét céng viéc: Ghi chd thém néu can dién gidi rd céng viéc.

— (2): P& nhdp nhanh hon cé thé thuc hién copy (Ctrl+C) - past (Ctrl+v), sau
dé diéu chinh lgi nhdn vién - cdng viéc cho phu hop.

2. Mdan hinh theo déi céng viéc .

— 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 cbng viéc dudc gioo clng sé hién thi tai day.

— Dung “Piéu kién loc” dé€ : loc lai khodng thdi gian - Loai céng viéc -
Trang thai.

— C6 thé kéo thd gil cac khung “Chua thuc hién” — “Pang thuc hién” —
“Pd hodn thanh” v&i nhau.

— Muc “Chua thuc hién” sé hién thj 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 céng: 0 8 Y Quahan: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
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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 2.1: Mdan hinh theo d&i céng viéc
Note:
— Céng viéc cla téi: $é hién thi ma cd nhdn thuc hién
— Céng viéc 16i giao: S& hién thi cong viéc ma ban giao ngudi khéc
3. Thém mdi coOng viéc
— Nhd&n Ctrl + Click chudt phdi hodc F2 dé tao méi céng viéc.

BRAVO ERPWVIN

¢ B Lich lam vige DANH SACH CONG VIEC

Danh sach cong viéc
Chua thu'c hién

Lich ngay Téng cong: 0
K& hoach cong tac

Ban xin nghi phép [ Thém mdi

c} 3
Danh muc loai cong viéc Vnc" =
i 0 Thém mai (F2)

& Quan Iy xe, phéng hoj

an

& Hiéu dinh ngdn ngl giao dién...
7 Quan Iy vin phéng pi

Hinh 2.2: Thém mdi céng viéc

° R




~ Nhdp cdc théng tin dé tao mdi cong viéc
o Luuy chon tt Phdng ban — BAu muc — Loai céng viéc dé& loc lqi
danh sach céng viéc
o Né&u khéng Iuu dudc sé théong bdo 16i bén trdi.
o N&u cdan giao viéc cho ngudi khdc thi chuc 2 muc: “Ngudi gioo
viéc” va “Ngudi thuc hién” — Viéc sau khi dudc giao s& dugc hién thi
bén man hinh cda ngudi thuc hién.
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Hinh 2.3: Form thém mdi cong viéc

4. Theo dbdi danh sach céng viéc trén Calendar
— Theo déi céng viéc dugc sdp x&p trén lich.
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HOA-E-7 GO Phanhe -

Danh séch cdng viéc

Lich ngay

K& hoach céng tac

Don xin nghi phép

Danh muc loai céng viéc
& Quan Iy xe, phéng hoj

= Quan Iy vin phéng pl

Hinh 2.4: Task list trén Calendar

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

Phong ban

L} Danh muc céng viéc

Lb Phan logi céng viéc

== | Cong viéc 1

== | Cong viéc 2
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