Huéng dan dinh kém file vao céng viéc

Budc 1: Xem chi tiét cong viéc

e Xem tu Dy an

= cOnsvic Tdng quan  Vicclati  Giao viee Baocda  Thiét lap
q
DU AN )
2Damn.na| Lich  Gantt chart
Dvin Ngui thige hign Tén céing vibe: Han hadn thanh
Dwy din Demo 1/1/2024 22024
Lép bdo gié (5) Check kho hing (2) i Xust kho hang (2) i Giao hang (2)

Thibm ciing viée

Hoan thanh

Thim cing v Thiém cing viée

Thiém céing wibe

Nguyén Thu Nhi

Truting phing Kirth do...

Thiém cing vide

AT T T ST

T ™~

+ Thiém nhém cong viéc

Trao d6i véikhichhbng | 5+ Check kho hiing 1 + Kiém tra hing trudic khi xudt  + Giao hiing + Lip d8t hing +
=
A Trin Quén Minh A L& Thu HiZn A Haéng Thanh Hizn A Holing L& Nguyén Anh A Hoang L& Nguyén Anh
B 25/10/2024 B 2401002024 B 30/10/2024 B 3171072024 B3110/2024
(= 1] a1 L= 11) @0 =1/
[ o TR
Gl béo gid nél b + Check kho hiing 2 + Xust hing + 0611 + Nghim thu dy &n +
& Tréin Quéin Minh A L& Thu Hin A Hoang Thanh Hign A Trin Quén Minh A Nguyén Thu Nhi
B 261072024 B Hn02024 B 30102024 B9 0641172004 B 31110/2024
a2 an a2 =1/] 20
Lip béo gid giri khéchhing  +
A Tréin Quéin Minh
B 26/10/2024
N PN > A
e Xem tu Viéc cua toi
= coNG T THIL I Nguykn Thu Nhi E
= witc ding quan 1s.ae vibe Dy an Bao céo it lap Truting phing Kirh do_ ffn
cONG VIEC Cing e cda 16l
Vide t3l cBn lam (1) Vibe: 18l duge giao (0) Vi ti thec d8i (0)
D din B uu tidn —_— Nhdm chng vidc Mgy bdt dhu Han hoan thanh
1172024 3122024 17172024 31/1272024 m _ @
STT  Dyan Tén céing viéc Nhim cing vigs Tiéndg congvigs ¥ Djwutién  Mgudi thyc hign Mgurii quin trj Mygiy bt diu Han hodn thanh Ngay hoan thanh  Tiénd Thao tic
1 Dur &n Demao Check kha hang 1 Check kho hang 0% ming binh L& Thu Hign Mguyén This Nhi 24M0/2024 24110/2024 e n
2 DwénDema Trao ddi i khach hang Lip bdo gid 100 — Thip Trin Quéin Minh Mguyén This Nhi 25/10/2024 25/10/2024 26/10/2024 4% a
3 DwinDema Girl bdo gld ndl bé Lip bio gld 100% Thip Triln Qudin Minh Mguydn Thus Nhi 26/10/2024 26/10/2024 2BN0/2024 4% a
4 Dy énDems Check kha hing 2 Check kho hing o Thip L& Thu Hizn Mguyén Th Nhi 26/10/2024 29/10/2024 0% 8
5  DuénDemo Lip bao gid gii khich hing  Lép béo gid S0 e— Thiip Trgn Quén Minh Mguyén Thu Nhi 20/10/2024 28/10/2024 ™ a
&  DwdénDema Xut hing Xufit kho hing 0% Thip Hoding Thanh Hign Mguyén This Nhi 30/10/2024 30/10/2024 n
7 DuénDema Kidm tra hang trurdc khi xullt  XuBlt kho hang o% Thip Hoding Thanh Hign  Nguyén This Nhi 30/10/2024 30/10/2024 0% a
B DyénDema Lip diit hang Liip dét 0% Thip Hoding L& Nguyén Anh Mguyén Thu Nhi 31/10/2024 31/10/2024 0% a
9  DuydnDema Giao hang Gilao hiing o% Thip Hoding Lé Nguyén Anh  Nguyén Thu Nhi N4 310/2024 % a
10 D énDema 0611 Giao hiing o% Thiip Trin Quiéin Minh Mguyén Thi Nhi 06/11/2024 06/11/2024 0% a
11 Dy énDemo 1911 Liip bio gld o% Thip Trin Gudn Minh Mguyén Th Nkl 19/11/2024 19/11/2024 0% a
12 DwénDema Céng vide 2711 Lép béo gid 0% Thép Trdn Qudin Minh Mguyén Th Nhi 27M/z024 27M1/2024 % n
, 3
Téng 55 bén ght: 12 1-12 bén ghi 1 15/ trang

Budc 2: Chon “Dinh kem”

&



https://easyhrm.vn/huong-dan-nghiep-vu/phan-he-quan-ly-cong-viec/huong-dan-dinh-kem-file-vao-cong-viec/

THONG TIN CONG VIEC

Tén cang vibo(*) Dy din(*) B im
Traa a8 wi khach hing D i Dema: & Bénhgié
Nmém cng videl*) Cang vidc cha
(=T |
Ll blo gié O Liipvic
Nguai thue hidni*) Han hodn thinhi*)
Tein Qusn Minh 25/10/2024 ST
Ngusi qudn tri(*) Mgy bt dBu(*)
Mguyén Thu Nhi 25/10/2024 R Houdi ken quan
D8 s tidni*) Gids kit thise Q@ Binhlujn
Thip
0 xéa
T & hotin thanh (%) Mgy hadn thanh
100% | en— 28/10/2024
Mb th
Ciing vide con
Tép dinh kém
B 28702024-FlleMaulngVienimport xbsx &
Ve . AY e .
.
Budc 3: Chon file tu thiét bi
& open ®
- = 4+ 4+ TEPC » Downleads v Search Dowsloads 2
Organize = Hew folder - @
Hame Diate moddied Tee Sire. - "
w o Cuick scoess
- , ~Today (13)
B lomionis  w O ———— :
I e ————— & sins
g — g e
B Ficksae R I S — Dénh gid
.
e e L U S——.
— O —y——
WP e o ——
- e g — ey gl S5KB
» o Dnaive - Perpsnal — .
L e a e e Ll O Nncvide
v I Thae - S —— —
B 10 Obimcts : ::-:' . B Nguid lién quan
+ [ Deiktsp
» [ Decuments ~ Last week (34) @ Binh lun
g L — ey = §KB
» B Wi L MEE o X
[, B
> ll den @ e g
» [ viduos B e ——
» e Local Dk (T3 B . ——
b g - - e e S
- — O ey ey ———
O e 28
o Hetwort O e —— e E |
- — gy ERL
@ me e cemm— 1864
O oy phgme 2108 F
- e —— 2968 )
il e | | | ~ &L
Uy

Budc 4: Chon “Luu” hoac “Hay” dé hoan thanh thao tac



THONG TIN CONG VIEC X

Tén céing vidc(*) Dy dn[*) o
Traa a8 wi khach hing Dwr in Dema: | ® iy
Nhom céng videl*) Cang vike cha
nh gl
Lip béo g B Bdnhgld
Waui thue hign(*) Han hoan thirh(*) O Lapwiée
“Trin Qudn Minh 25/10/2024 e
Nguini qudn eri(*) Mgay bt dEu(*)
Mguyén Thu Nhi 25/10/2024 0 Hnde vide
D8 u tién(*) it kit thoc A Ngudt hén quan
Thip
@ Binh hugn
T I& hotin thanh (%) Mgy hoan thanh
T00% | em— 28/10/2024 0 xoe
Mt
Ciing vide con
+ Thém cBng vide con
Tép dinh kém
B e om e e sy m—— o o
B e - &




