QUAN LY LICH HEN



Quan ly lich hen

Quan ly lich hen la tinh nang gitp nguoi dung sap xép, theo dobi va téi uu hoa cac cuédc

hen moét cach hiéu qua:

e Lén lich & Nhac nhd: Pat lich hen va gui théng bdo tu dong
e Quan ly thai gian: Gilp sap x€p cong viéc hagp ly, tranh trung lap lich
e DONg bd dir liéu: K&t ndi véi email, lich lam viéc d€ cap nhat thong tin theo thai gian thuc

1. Tao méi lich nhac

e Cac cach tao lich nhac :
Cach tao lich nhac

Tao mdi lich nhac tai man Quan ly lich
hen

Tao lich nhac tai Pon hang

Tao lich nhac tai Du én & Quan ly
céng viéc

Hinh danh minh hoa

ﬁe{aund or type unknown

Yaund or type unknown

ﬁe{aund or type unknown

1.1. Tao méi lich nhac tai man Quan ly lich he

e Truy cap : Quan ly lich hen

Budc 1: Click -> popup Tao lich nhac xuat hién:

e Cac trudng dién théng tin:

Truong thong tin

Tiéu dé

bund or type unknown

y

age noffpund or type unknown

M6 ta

La céc lich nhac khach hang khéng
lién quan dén don hang (thuong la do
phong Cham séc khach hang tao)

Céc lich nhac dugc gan vao dan hang
Vi du: Nhac lich thanh toan, Nhac lich
bdo khach sap khéi hanh chuyén di,...

Lich nhac thudng do nhan vién tao dé
nhac lich ddm bao khéng bi quén
céng viéc

Vi du: nhac lich chuyén task hoan
thanh bdo cdo cong viéc,...

age no

bund or type unknown

Hinh anh minh hoa

age no

bund or type unknown

Mo ta

Pién tiéu dé cla lich nhac hen
Vi dy: Cham séc khach hang lan 1
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Truong thong tin

Noi dung

Khach hang*

Thoi gian bat dau

Thai gian két thic

Ngudi phu trach

Nguoi theo doi

Chon thoi gian nhac hen

Ghi chu

Budc 2: Sau khi dién cac truong thong tin trén -> click

Hinh anh minh hoa

ﬁe{hund or type unknown

ﬁe{hund or type unknown

ﬁe{hund or type unknown

ﬁe{hund or type unknown

ﬁezhund or type unknown

ﬁe{hund or type unknown

Yaund or type unknown

Ycund or type unknown

e Lich nhac sé hién thi:

o Xem dang calander:

age no

age no

o Xem dang list:

M6 ta

Dién nodi dung chi tiét hon caa lich
nhac

- Tim kiém khach hang theo tén/ SBT
doi v6i khach hang da cé data trén hé
thong

théng -> Click vao
thuc hién thém mdéi khach hang

Chon thgi gian bat dau : thuong la
ngay/ gid muén nhac lich hen

- Thoi gian két thic lich nhac : mac
dinh sé la ngay da chon & truong Thoi
gian bat dau

- Chon gi& muén nhac lich

Mac dinh la ngudi tao lich nhac (Cé
thé sira)

Chon 1 hoac nhiéu nguoi theo déi lich
nhac

Chon thoi gian nhac lich hen

Vi du: chon 5 phut trudc -> hé théng
sé gui mail théng bdo nhac lich 5p
trudc khi két thac

DPién ghi chd thém cho lich nhac

age no

bund or type unknown

dé thém méi lich nhac

bund or type unknown

bund or type unknown
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1.2. Tao méi lich nhac tai Pon hang

**1.2.1. Lich nhac khach hang

Budc 1 :

age noffpund or type unknown age noffpund or type unknov

e P6i véi don FIT -> Click vao Gilr ché -> Click tap lich nhac :

e bon ha O!,.,ﬁjrbpl{ymmmj DVL/ Visa/ Lich diéu xe -> View chi tiét 1 don hang -

> Click dé thuc hién tao lich nhac trong don hang

age noyfpund or type unknown

e Vi du: Don hang -> GIT -> Chon xem chi tiét 1 toure bat ki :

age noffpund or type unknown

-> popup view chi tiét don hang hién thi:

age nojfpund or type unknown

Budc 2: Click Tao lich nhac -> Popup Tao Lich nhac hen xuét hién:

Budc 3 : Dién cac truong thong tin nhu tao méi lich nhac hen tai man

ich.nhac Luy Vi,

truong Khach hang hé thong tu dién théng tin khach hang dat tour doé :

**1.2.2. Lich nhac Nha cung cap

Budc 1 :

age nogfpund or type unknown

e D4i véi don FIT -> Click vao Gilt chd

o DOI VEi ¢ 5%, @ T/ LapdABopking/ DVL/ Visa/ Lich diéu xe -> View chi tiét 1 don hang -

> Click dé thuyc hién tao lich nhac trong don hang
age nogfpund or type unknown

e D6i véi don FIT -> Click vao Gilt chd

age nof#fpund or type unknown

e Vi du: Don hang -> GIT -> Chon xem chi tiét 1 toure bat ki :
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-> popup view chi tiét don hang hién thi: M

Budc 2: Tai phan chi click Nhac thanh toén:

-> popup Lich nhac hen xuat hién:

age noyfpund or type unknown

age noyfpund or type unknown

Budc 3 : Dién cac trudng théng tin nhu tao méi lich nhac hen tai man Quan ly lich nhac

-> Tat ca lich nhac tao tir don hang sé hién thij tai man Quan ly lich hen

1.3. Tao méi lich nhac tai Module Du an & Quan ly céng viéc

Budc 1: Truy cap : Du an & Céng viéc -> Chon Quan ly cong viéc:

e Tai man Danh sach quan ly cong viéc:

age noffpund or type unknown

méi corgnvieehién thi:

e Tai truon é’égg

dugi day:

Luu y:

khong hién thi trong module Quan ly lich hen

age noyfpund or type unknowimage noyfpund or type unknown

Budc 2: Chon

Budc 3: Thuc hién tao méi cong viéc nhu trong module Dy An & Cong viéc

helsgiap.phac hen -> Chon 1 trong céc lva chon mong muén nhac lich

Lich nhac trong module Du @n & Céng viéc sé chi hién thi tai man list cia module nay,

Né&u chon khéng nhac lich -> khéng c6 théng bao vé email
Néu chon cac truong hop con lai : VD: nhac lich 5 phat truéc -> Théng bédo dugc guii vé

email Trudc 5p khi cdng viéc két thuc 2950

Phai bat phan nhan mail trong cau hinh:

bund or type unknown
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-> bat ON:

2. Stra lich nhac

e Cac cach s(ra lich nhac :

Cach stra lich nhac Hinh anh minh hoa Mo ta
Click vao nut chiric nang age nogfpund or type unknown - Click vao nat chirc nang géc phai
man Quan ly lich hen
- Click Stra
- Man sua lich nhac hién thi -> Dién

thong tin stra -> Click Cap nhat dé
hoan thanh chinh stra lich nhac

Stra tai man view chi tiét lich nhac age no¥fpund or type unknown Tai man quan ly lich nhac -> Click vao
tiéu dé -> Click stra -> Dién thong tin
stra -> Click Cap nhat dé& hoan thanh
chinh stra lich nhac

e Luu y: hé théng chi ghi nhan thoi gian nhac lich ldc tao méi, néu thuc hién thao tac sura
thoi gian nhac => hé théng khong gli vao thoi gian da chinh sira ma gti 1 1an va thoi
diém la 1an dau tao lich nhac hen

3. Xoa lich nhéac

e Céc cach xoé lich nhac:

Cach xo04a lich nhac Hinh anh minh hoa M6 ta

Click vao ndt chic nang age nogfpund or type unknown - Click vao nut chic nang géc phai
man Quan ly lich hen
- Click Xoa

Tich vao & age noffpund or type unknown Tich vao 6 nam & [gg b, thé ehepne
1 hoac nhiéu 6) :
- Click vao nut xoa

Xoa tai man view chi tiét lich nhic age nogfpund or type unknown Tai man ViRWdDhBeRlich ¢ se unknow

Click xod

4. Quan ly danh séch lich nhac

age nojfpund or type unknown

Truong thong tin Hinh anh minh hoa M6 ta
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Téng sé

Tao mdi

Cham séc thanh cong

Cham séc khéng thanh céng

age noffpund or type unknown

age nogfpund or type unknown

age noffpund or type unknown

age noffpund or type unknown

O e

T6ng tat ca lich cham s6c khach hang

Tat ca lich cham séc khach hang 6
trang thai tao méi
age nojfpund or type unknown

Tat ca lich CSKH cé trang thai Cham
séc thanh cong
age noffpund or type unknown

Tat ca lich CSKH cé trang thai Cham
soc khong thanh cong
age nojfpund or type unknown
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