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TRUONG DAI HOC Y DU'QC CAN THO'

KANBAN

Cin Tho, 12 - 2020
(Lwru hanh noi bo)



QUAN LY CONG VIEC
HIEU QUA VOI KANBAN




2 BAI TAP 1:

Anh, chi hdy nh& va ghi ra it nhat 10 cong viéc
cua don vi cua minh da lam, dang lam va sé
lam trong nam hoc?




3 BAI TAP 2:

V&i rat nhiéu cong viéc phai lam trong cung
mot théi diém anh, chi cé bd sét cong viéc nao
khong? cam giac anh, chi nhw thé nao?




4 GIAl PHAP LA GI?

Chung ta can phai cé cong cu va phwong phap dé
quan Iy cong viéc ca nhan va tap thé (cong viéc
chung va viéc ca nhan).




5 VI SAO PHAI QUAN LY CONG VIEC

“ Ngay nay, khoang thi gian kéo dai 24 gi» ma phan Ién bi
st dung mot cach thiéu sang sudt”

-Ambrose Bierce-




6
KAN BAN LA GI? VI SAO CHON KANBAN

“ Hay ndi voi tol cach ban danh gia toi va toi sé noi cho ban
cach hanh x&r cua minh”

-Eliyahu Goldrait-




.
KAN BAN LA GI? VI SAO CHON KANBAN

- “Theéi gian 14 thir ching ta muén nhat, nhwng ciing 1a
thir chling ta s dung té nhat.”- William Penn

» “Kanban — quan ly cong viéc hiéu qua.” — Dominica
DeGrandis

- “Kanban bién nhirng rac réi tré’nén ré rang.”- Taiichi
Ohno




8
| - LICH SU KANBAN

- Kanban la thuat ngir cé nguon goc xuat phat tir cdng ty ché
tao xe hoi Toyota vao nhirng nam 1940. Mot ky sw cong
nghiép & Toyota |a Taiichi Ohno da phat trién Kanban dé cai
thién hiéu qua san xuat.

- Dich nghia tiéng Nhat, Kanban |a cé nghia Ia thé thj giac, voi
tlr “ban” l1a thi giac va tir “kan” la thé. (hay con goi la thé card)




II- KHAI NIEM KANBAN

- Nhirng nha lanh dao da dung thé Kanban nay dé nhac nhé
nhan vién ctia minh vé céng viéc can 1am theo quy trinh.

* Phwong phap Kanban dwoc dung nhw cong cu trwwe quan hoa
dé chi rd nhirng nhiém vu ma mdi bo phan can lam dé téi wu
hda hiéu qua cbng viéc trong cung mét khoang thdi gian.




Il - VI TRI KANBAN TRONG MO HINH QUAN TR|
'0° THEO MUC TIEU @&

B Cong cu duoc sir
dung dé danh gia

muwrc do hoan thanh

so v&@i muc tiéu dé ra
cua cac giai doan

ngan han

Cong cu duoc sw

dung trong qua trinh
trién khai ké& hoach
ngan han

Cong cu duoc thiét
lap & dau méi ké
hoach chién luvgc

- Chi s6 hiéu suat cong

viéc (KPls)

- Chi s6 muc tiéu va két

qua then chét (OKRs)

Biéu do6 Gantt
Kanban
MBP

Pé an vj tri viéc lam
Thé diém can bang
(BSC)




Il IV- NHO’NG Al CAN VA NEN SU’ DUNG KANBAN

« Can bo lanh dao, quan ly

* Nhan vién Trweong va Bénh vién




12 V- NGUYEN LY QUAN TR| THEO KAN BAN

» Trwc quan hda cong viéc
» Gi¢i han viéc dang lam

» Phan ra cong viéc
» Hoan thanh
> Cai tién lién tuc




13 1. Trwee quan hoa cong viéc (NL1)




1. Triee quan hoa cong viéc (NL1)

| 4
Truc quan Tinh gon Linh hoat
v Khéng can nhé nhidu; v’ Gia tri cGia san pham v" Chu ky phan hoi ngan
P A ) ‘/ A 2¢ ,0 K oA
han ché quén v Téi uu héa hoat déng tHQC tap, cai tién lién
X \ 1 A R A UC
¥ Deldang sapxepicheidod v" Loai b hoat dong v’ Thich &ng vdi thay doi
uu tién cho cong viéc thira, I3ng phi cGia moi trudng

v’ D& theo ddi tién d6 v Cai tifn lian tuc v’ Giam thiéu rdi ro

v Minh bach théng tin

v Tranh I3p viéc

v Kich thich sang tao




15 2. Gid&i han cong viéc dang lam (NL2)

* Lam sao dé chon viéc wu tién?

Eisenhower phan nhiém vu thanh 4 mirc d6 uvu tién

1. Quan trong va Khan cp: tw thurc hién

2. Quan trong nhung khéng Khan cip:deadline, tw thuc hién
3. Khan cap nhung khéng Quan trong: giao nguei khdc lam
4. Khéng Quan trong va khdng Khan cip: bé qua




16 2. Gidi han cong viéc dang lam (NL2)

* Vi du: Cong thire tinh d6 vu tién:
PO UU TIEN = GIA TRI X KHAN CAP + UA THICH

it LG L kinc et i

Soan bai giang mén A 3

Lén Thu vién tim tai liéu 3 4 3 15
Stra may in 3 3 3 12
Di du lich ba Lat 3 3 3 12




17 2. Gidi han cong viéc dang lam (NL2)

PO UU TIEN = GIA TRI X KHAN CAP + UA THICH
 Congviec | Gitri | Khincip | Uathich | Uutien_
cong viéc 1
cong viéc 2
cong viéc 3

* Bai tap 3: Trong cac cong viéc da liét ké ¢ bai tap 1. Anh, chi hdy xac
dinh do wu tién va chon ra 03 cong viéc 0 d wu tién cao nhat? Giai thich?
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Pua mot codng viéc qua 1on
|én Kanban sé khéng phan
cdng duoc cho nhiéu ngudi

Pua mot cdng viéc qua Ion
|én Kanban sé khéng giam

. : sat duoc tién d6 cong viéc
CAN PHAI

PHAN RA
CONG VIEC



"7 3. Phanrid coOng Viéc

- Str dung cac cau hoi 5W2H?

What? Can lam dwoc gi? Cac bwdc, mo ta

Why? Tai sao phai lam cai d6? Li do?

Where? O chd nao, khu vuwc nao, dé & dau, gri & dau?

When? Khi nao xong? Ngay thang nam gioi.

Who? Lam cho ai? Ai chiu trach nhiém

How? Lam bang cach nao? Phwong phéap, quy trinh, céng cu?

How much?  Chi phi bao nhiéu?




20" 3, Phan rd coOng Viéc

3.1. Phan ra cong viéc theo quy trinh

VD. Nop bao cao quy

Ra soat lai
dix liéu
bao cao

Thu thap Tong hop Viét
dir liu dir liu bao cao
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3. Phan ra cong viéc

3.2. Phan ra theo th&i gian
VD. Té chtrc sinh nhat cho thanh vién Phong trong thang 12

’~

Bo: Nguyét: An:
10/12 20/12 25/12




2 3, Phanrd coOng Viéc

3.3. Phan ra cong viéc theo thanh phan

Vd. Chuén bj béao céo téng két ndm hoc va phwong huéng
ndm hoc tiép theo:

- Dao tao
- Tai chinh

- T6 chirc can bo




>3 3. Phanrd coOng Viéc

3.4. Cach té chirc
VD. Nop bao cao quy

Ra soat lai

~ 1en Gui
dir licu

bao cao

Thu thap Tong hop Viét
dir liéu dir liéu bao cao

(#1.1) (#1.2) (#1.3) bao cao (#1.5)

(#1.4)




** 3. Phan rd coOng Viéc

3.5. Lo ich cua phan ra cong viéc

v Loai bo hoat déng thira

_oai bo cong viéc lap

v
v Loai bd san pham thwa/|bi
v

_oal b6 cong viéc ndi dung khong rb rang




2> 3, Phanrd coOng Viéc

Bai tap 4. Anh, chi hay lwa chon va phan ra mét cong viéc
cua don vi ma anh, chi da liét ké & bai tap 3?
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4. Dinh nghia hoan thanh




/" 4. Dinh nghia hoan thanh

Nguyén tac “xong la xong”

Nguyén tac “hét gio 12 hét gio™”




8 4. Dinh nghia hoan thanh

“Done IS Better Than Perfect”




274, Dinh nghia hoan thanh

4.1. Nhirng tinh chat/cong viéc can c6 dé mét san pham/cong
viéc xong




04, Dinh nghia hoan thanh

4.2. Yéu to anh hwéng Pinh nghia hoan thanh:

Pac diém cla san phdm dang xay dwng

Cong nghé va ki thuat dang stru dung

Céac quy dinh cua té chirc

Trinh d6 cGia nhdm Phat trién/ca nhan
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4. Dinh nghia hoan thanh

4.3. PDinh nghia hoan thanh dwéi dang checklist

-~

"

Buoe 1:
- Cong viec A
- Cong viec B

~

-~

Buoe 1:
- Cong viec A
- Cong viec B

N
—

p
—

"

Bwoc N:
- Cong viéec A
- Cong viéc B

~




324, Dinh nghia hoan thanh

4.4. Pinh nghia hoan thanh dé giao viéc

Vi du: Lap ké hoach tap huan Kanban cho can bé

v | Thanh 1ap nhém bao céo vién dé bién soan tai liéu

v | LAp ké hoach tap huan chi tiét

v | Tap huan

Céap chirng nhan

Kiém tra, giam séat hoc vién, don vi sau tap huan




33 5. Cai tién lién tuc

+ Cai tién nhg, lién tuc — “tich tiéu thanh dai’

- Cai tién, thay déi 1on

- Bién cai tién thanh théi quen
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LAP KE HOACH THUC THI

roorore RN

O —

s AR AAMAAAARAAAN SO

féucaucongviéc ~ Vigccan lam

CALTIEN

Dura vdo hanh dong

-~
PO




35 VI- BIEU KIEN TRIEN KHAI KANBAN

Sw déng thuan
- Chap nhan sw thay dbi

Kiém tra va ché tai: sy phan cong va giam sat tlr cap lanh
dao
Piéu kién vé CSVC dap trng cho trién khai Kanban




36 VII- U DIEM CUA KANBAN

» Moi ngudi déu & trén cung modt mat phang: Tat ca cac nhiém vu déu dé dang
nhin thay, dieu nay mang lai s minh bach cho toan bd qua trinh lam viéc. Mai
thanh vién c6 thé cap nhat nhanh vé trang thai cia moi dw an hoac nhiém vu.

» Gidm tryc tiep chi phi va lang phi: Hé thong Kanban cai thién lvu lwgng va quan
ly hang ton kho bang cach truc tiép hc*)‘tro’ cong ty theo dudi cac hé thong hién co
cua cbéng ty, dam bao van hanh hang tén kho tron tru hon.

- Kanban tiét 16 nhi¥rng vwo’ng mac trong quy trinh 1am viéc: Khi ban xay dwng mot
bang kanban va ban Iap day nod v&i cac thé, ban sé thay rang mot sd cot sé bi
qud tai v&i cac nhiém vu. Diéu nay sé giip ban lam noi bat cac tac nghén trong
quy trinh 1am viéc cta ban va giadi quyét chung dung cach.




37 VII- WU DIEM CUA KANBAN

- Hé théng,do’n gian, dé hiéu: Kanban d&c biét linh hoat & chd co thé dé dang st
dung & bat ky d6i nhdm trong nganh nghé hay quy mé nao vi né dé st dung.

* He thdng phan (rng nhanh nhay: Kanban giup chiing ta dé dang dap (rng cac yéu
cau thay dbi lién tuc ctia khach hang. N6 cho phép thay dbi cac wu tién, té chirc
lai hoac chuyen nhiém vu trong tam thwc s nhanh chong.

» Yéu cau tap trung vao cac nhiém vu hién tai cho dén khi hoan thanh: Diéu nay cé
thé nh& vao khai niém gi®i han céng viéc dang x& ly. Gidi han WIP thuc day cac
nhom céng tac dé hoan thanh cac muc cdng viéc nhanh hon, mat khac giup loai
bd cac phién nhiéu nhw da nhiém.




38 VIII- NHPO'C PIEM CUA KANBAN

- Kanban thwéng tap trung vao cac tac vu hang ngay, né thic day viéc thuce thi
nhiém vu, nhung c6 thé gay rii ro cho birc tranh I&n hon Ia chién lwoc va nhirng
két qua quan trong nhat. Cac nhiém vu nhé dwoc hoan thanh, nhwng két qua cudi
cung chwa chac da dat dworc.

- Khéng cé khung théi gian cda tirng giai doan: Vi cac cot chi dwoc gan nhan VO
cac giai doan (phai thwc hién, dang thwc hién, hoan thanh), nén co thé kho thay
khi nao moi viéc sé duoc thuc hién.

» Phai cap nhat bang: Cac nhém phai nhan manh tdm quan trong cda viéc cap
nhat bang, néu khéng, ho cé nguy co lam viéc vadi théng tin khong chinh xac.




39 VIII- NHPO'C PIEM CUA KANBAN

. Kanban sé tr& nén rat khod ap dung néu cé quéa nhiéu hoat ddng hoac nhiém vu
lién quan dén nhau trong mét hé thdng. Piéu nay la do cac hé thong nhw vay
tang cuwdng kha nang chuyén giao hang hoa va chuyén mén gitra cac nhiém vu
khac nhau qua thwdng xuyén va lam tang kho khan dé theo kip tat ca cac hoat
dong nay.

- Dau ra co6 thé khdng dam bao chat lwong: Kanban hoat déng gidng nhw mét cau
tric giam sat gidp cho cac ludng cdng viéc tréi chdy hon. Néu bat ky céng viéc
nao duoc thwe hién la khéng théa dang, yéu cau lam lai c6 thé lam tinh hinh toi
té hon vi doi hoéi nhiéu théi gian va ngudn Iwc hon dé hoan thanh




40 IX- CAU TRUC KANBAN

* Bang Kanban : La bang cht’fa nhfmg viéc can lam cia mot dw an hodc quy trinh lam viéc,
trong cong cu quan ly truyén thong thi day la “dw an” hoac “khéng gian lam viéc’.

« Danh sach Kanban: M6t danh sach chira mét tap hop cac thé, thu’,(‘)’ng la nhirng thé trong
cung mot gi‘ai doan cua quy trinh; céng cu quan ly dw an truyén thong goi day la "danh
sach viéc can lam" hoac "danh sach cong viéc".

 Thé Kanban: Nhw dwoc dinh nghia & trén, thé chira ndi dung lién quan dén bang va danh

sach, chéng han nhw mét nhiém vu phai hoan thanh hodc mét san pham sé duoc thuc
hién; thé Kanban cdng cu quan ly dw an truyén thong goi la "viéc can lam" hoac "nhiém

vu".




4] IX- CAU TRUC KANBAN

Bang Kanban




42 X- HINH THUC KANBAN

*Vat ly,
* Online.




43 CHAN THANH CAM ON




BOY TE ‘
TRUONG PAI HOC Y DUQOC CAN THO’

KANBAN
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Khai niem
Kaban vat ly la bang kanban dung cac nguyén liéu nhuw

bang (c6 thé ghim nam cham) va nhirng t& giay ghi nhé
cd mau sac khac nhau nham trwc quan hda céng viéc.
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- Dé& dang setup, chi phi thap.
- Trwec quan héa, dé dang theo déi.

- Dé dang thay doi cau tric hodc thém, bét cac thong
tin (v&/viét).

- Cé nhiéu cach thé hién bang.

- Khéng phu thudc vao céng nghé.




- Khéng thé truy cap bat c& & dau, bat c lic nao.
- Dé& bj mat bang di¥ liéu, mat stickies.

- Khoéng thé tich hop v&i cac cong cu khac dé quan
ly dé dang hon.
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Bang Kanban chi tiét




{¥) Bang Kanban truyen thong

ry v ¥ \.h

WATING Fot TELEATED ) amd’

= (oLoy (DD[
PROIEU *-

 OGANLZEBY
PRIOTTY

- Q‘.

Bang Kanban chi tiét



Bang Kanban cai tien
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Bang Kanban theo chiéu kim déng hé




Bang Kanban theo hinh luc giac




WIP

Bang Kanban theo hinh kim tw thap
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1) Phong BDTDH: ra soat chwong trinh dao tao dai hoc
2) Phong BDTSDH: I& tot nghiép sau dai hoc
3) Phong HCTH: Ié khai giang

4) Phong TCCB: thi tuyén vién chirc

5) Phong QTTB: kiém ké tai san
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6) Phong BBCL: lay y kién phan hoi ngudi hoc

7) Phong NCKH-HTQT: hbi nghi khoa hoc

8) Phong TCKT: lap dw toan kinh phi hoat ddng nam
9) Phong CTSV: danh gia diém rén luyén sinh vién

10) Phong CNTT: nang cap phan clrng server
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11) Phong Khao thi: t& chire thi hoc ky |

12) Phong Thanh tra phap ché: thanh tra-kiém tra ndi bd

13) Trung tdm dich vu va dao tao theo nhu cau xa hoi:
mo m&i chwong trinh dao tao lién tuc

14) Thw vién: mua sach méi bd sung cho thw vién

15) Huan luyén ky nang: thi két thiic hoc phan
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11) Phong Khao thi: t& chire thi hoc ky |

12) Phong Thanh tra phap ché: thanh tra-kiém tra ndi bd

13) Trung tdm dich vu va dao tao theo nhu cau xa hoi:
mo m&i chwong trinh dao tao lién tuc

14) Thw vién: mua sach méi bd sung cho thw vién

15) Huan luyén ky nang: thi két thiic hoc phan



) Bai tap-Giang vién, ky thuat vién

1) Giang vién: nghiém thu ngan hang cau hodi hoac
giao trinh.

2) Ky thuat vién: du trd héa chat, CCDC, thudc...
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Bai tap-Bénh vién

Ty o e g

1) Phong KHTH: xay dwng/ bé sung danh muc ky thuat
kham chira bénh.

2) Phong TCHCQT: thi tuyén vién chirc; Dy tri trang thiét
bl BV nam 2021

3) Phong TCKT: stra dbi/ bd sung quy ché chi tiéu ndi bd

4) Phong QLCL-CTXH: kiém tra chat lwong BV

5) Phong CNTT: thay d6i phan mém quan Iy BV

6) Phong BD: t6 chirc kiém tra tay nghé cho diéu duwén
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7) Bac si: xay dwng quy trinh ky thuat (pht hgp moi
chuyén mon)

8) Diéu dwdng/ KTV: duv tri héa chat, CCDC, thubc...



PHUONG PHAP KANBAN ONLINE
3.1. Khai niém va vat li¢u

- Khai niém: Str dung cac phan mém dé 4p dung phuong phap Kanban nham (1)
minh bach hoa qua trinh giao viéc - nhan viéc gitta quan ly va nhan vién, tir 6 minh
bach héa trach nhiém; (2) giup nha quan 1y 1én ké hoach va gitip nhan vién cong tac, lam
viéc tap trung trén mot nén tang duy nhat. Cong viéc ca nhan hay tap thé déu c6 thé quan
1y, luu trir ddy du, xtr Iy nhanh chdng va kip thoi bat ky lac nao, bat ky noi dau.

- Lgi ich mang lai:

+ P6i v6i nhan vién: Nhin théy dugc tt ca cong viéc cua minh, khong sot viéc;
Biét dau 13 nhitng viéc can uu tién; Tinh toan va sip xép duogc thoi gian lam viéc hiéu
qua; Cong tac vai dong doi dé hoan thanh coéng viée véi chat luong tot nhat.

+ P6i v6i nha quan ly: Thiy duoc tong quan cong viéc, ké hoach thuc hién va du
an cua tat ca bo phan; Ra quyét dinh va xir Iy cac van dé phat sinh mot cach kip thoi;
Sép xép, phan bo nguén luc (nhan luc, vat luc, tai luc + thot gian) mot cach hi€u qua;
Tét ca cong viéc déu duoc hoan thanh ding thot han voi chat luong tdt nhét.

- Thiét bi can c6: PC, laptop, may tinh bang, thiét bj dong c6 két ndi mang

- Nén tang/cong cu: Trinh duyét Windows, Android, I0S

- Cac phian mém/ting dung c6 thé trién khai: Trello, Asana, Base WeWork,
Microsoft Teams, Wrike, Xjira, MyXTeam, Monday.com, ...

3.2. Ky thuat Iap Kanban online
3.2.1. Tao Kanban don gian véi phan mém Trello
Budc 1. Tao Bang (Board) cong viéc (tén cong viéc)
- Xac dinh bang cong viéc can tao cho ca nhan hay nhom thyc hién
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THIET KE WEBS11E

& PHONG CONG NGHE THONG
TIN & Béng C4 Nhan
& sUKEN BAN XAY DUNG VA Bai bio hdi Nghi Fair

Trn Bich Phudng

Tao bing méi

M Bing & Thamhvien(® ¢ Caigst  [E) Nangcip

Tao bang mdi

- Chon Bang cong viéc can thiét 1ap cac danh sach tinh trang cong viéc (list), chon

muc Thém danh sach,
# @ [ Bing o}
HOI THAO QUAN TRI THEO MUC TIEU | &

=+ Thém danh sich

# @ [0 Bing Q

HOI THAO QUAN TRI THEO MUCTIEU v | SUKEN (Free A Hién véi nhém

Danh sach céng viéc Pang lam Hoan thanh

+ Thém thé + Thém thé + Thém thé

SUKIEN ' Free

-e

& Hién v6i nhém

+ @4 &,

o Mai @ Butler <+ Hién Menu

=+ Thém danh sach khic

- Tao thé (card) cdng viéc trong mot bang danh sach céng viéc: Trong List danh

sach céng viéc bam muc “Thém thé”
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Danh sach cdng viéc Dang lam Hoan thanh

Biang tai ligu tai vao website + Thém thé

+ Thém thé
Tao ma QR diém danh va khao sat
Tao ma QR nép bai tap

Danh sach tham du, chia nhom r4

Dén danh sdch nhém, m3 QR

Bwéc 2. M6 ta chi tiét cong viéc

- M&i tén cdng viéc chinh can c6 chi tiét thuc hién cong viéc d6 (check list), tai
mdi tén cong viéc trong List cong viéc nhap md ta chi tiét bang cach nhap chudt vao
muc chinh stra tai tén cﬁng@

\p

Tao ma QR ndp bai tap

Nhap md ta, ¢ thé dinh kém thém tai liéu (file) vao ting cdng viéc

Dang tai liéu tai vao website

trong danh sach Danh sach céng viéc

THEM VAO THE
Mo ta

& Thanh vién

Mhan file tai liéu tir cic Thiy, Cé tham gia bao cio tai hdi thio, chuyén thanh & MNhin
File PDF, dang file vao muc hdi thao tudn sinh hoat cdng dan ngay tha 5

B Viéc can lam

(@® Ngay hét han

x Trg gitp dinh dang

‘= Hoatdéng Hién chi tiét & Anh bia




- Pé cy thé va do luong mirc @6 hoan thanh céng viéc, trong phan mé ta can tao
thém céac check list cong viéc bang cach nhan chon muc “Viéc can 1am”, thém chi tiét
tirng noi dung. Trello hién thanh % do lwong muc do hoan thanh.

w ve gan . . X
& Ding tai liéu tai vao website
trong danh sach Danh sich céng viéc @
DA GQI ¥ o
= Mota Chinhsia LT
Nhan file tai liéu tir cic Thiy, C6 tham gia bao cao tai hdi thao, chuyén thanh File Phan h5i
PDF, dang file vao muc hi thdo tuln sinh hoat cng dan ngay tha 5
THEM VAO THE
B e . . . . i & Thanh vién
[ Pang tai liéu hdi thao trong muc Pao tao trén Website Trudng ~ Xéa
@ Nhin
Tao muc hédi thao tudn sinh hoat céng dan trén Web trudng & Vige cnllam
Nhan file tif cic bao céo vién chuyén PDF .
® Ngay hét han
Bang tin website
@ Dinh kém
Gfi mail huéng dan thuc hién tai tai lidu
2 Anh bia
Thém mét muc
TiINH NANG MO RONG
— + Thém Power-Ups
+= Hoatdodng Hign chi tiét

Buwéc 3. Thanh vién thuc hién

Thanh vién cé thé thém vao cho tung bang (Board) cong viéc nhém, ca nhan hay
trong tirng viéc chi tiét. TUy theo yéu cau cuaa cong viéc co thé thém thanh vién thuc
hién.

- Bé thém thanh vién cho Bang do nhém thuc hién, tai man hinh Bang cong viéc
chinh, chon muc “Mai1”, nhap email thanh vién va gui 161 moi

i# @ (@ Bing Q Tolly

HOI THAO QUAN TRl THEO MUC TIEU | & | | SUKEN (Free A Hién véi nhém

Mdi vao bang

Pang lam Hoan thanh

Danh sach céng viéc

Dang tai lidu tai vao website + Thém thé + Thém thé

tvxo@ctump.edu.vn

o tran viet xo

Tao m3 QR diém danh va khio sat

Tao m3 QR ndp bai tap

Danh s&ch tham du, chia nhém

Dan danh séch nhém, m3 QR

=+ Thém thé khac

' GUfi L&si mdi I ‘
1\
———————



- Pé thém thanh vién cho cong viéc cu thé, tai tén cong viéc chon “Thém vao

thé”

&d Dang tai lieu tai vao website

trong danh sach Danh sich céng viéc

DA GOI Y

= Mota Chinhsia 2 TEmeE

Nhan file tai liéu tif cac Thay, Co tham gia bdo cdo tai héi thao, chuyé’n thanh File Phan hai

PDF, dang file vao muc héi thao tudn sinh hoat céng dan ngay thi 5

THEM VAO THE
P .. A . . . i & Thanh vién
4 Tao muc héi thao tuan sinh hoat céng déan trén Web truéng Xoa
Thanh vién x
Thém mdt muc | Tim ki€m céc thanh vién
THANH VIEN CUA BANG
4 Nhan file tir cac bo cdo vién chuyén PDF X6a . o o
Tran Thi Bich Phudng (tranthibichp...
N  nvbinh (nvbinh1)
Thém moét muc
@ tran viet xo (tranvietxo)
= Hoat déng HiGn chi tict Hién thi cac thanh vién khac trong nhém
r
Luuy

Céc thanh vién thugc Bang (Board) cd thé xem va thuec hién tdt ca cac hoat
déng trong Board theo quyén da dwoc phan trong Organization. C4c thanh vién thugc Thé
(Card) ciing ¢6 day dii quyén nhw trong Board, tuy nhién khi ¢é thay déi trong card thi chi
nhizng thanh vién thuge Card mdéi dwroc guri Email théng bao.

Buwéc 4. Thoi han hoan thanh
Pé thiét 1ap thoi han hoan thanh cdng viéc, trong phan chi tiét cong viéc, bam
chon muc Ngay hét han, thét Iap thoi gian cho cong vién hoan thanh

0

Dang tai liéu tai vao website

trong danh sach Danh sich cfng viéc

THEM VAO THE

Mé ta 2, T

Nhan file tai ligu tif cic Thay, Cé tham gia béo co tai hdi thao, chuyén thanh © Nhan
File PDF, ddng file vdo muc héi thdo tudn sinh hoat céng dan ngay thir 5

4 Viéc can lam

® Ngay hét han
m x Trg giup dinh dang @ Dinh kém

Hoat déng Hin chi tidt & Anh bia




Trello s& nhic nhé ngay hét han dén tat ca thanh vién trong nhém cuing thuc hién
cong viéc.

Buwéc 5. Kiém tra va danh gia

Khi mét cong viéc hoan thanh, tén cong viéc sé dugc kéo sang muc hoan thanh,
ngudi quan 1y can kiém tra, danh gia viéc hoan thanh céng viéc. Bé thuc hién kiém tra,
trong danh sach cac viéc hoan thanh, chon “Thém binh luan”, ¢é thém nhan xét hoic
thay d6i y&u cau cong Viéc.

& Tao ma QR nop bai tap X
trong danh sach Hoan thanh
DA GQI ¥ O
= M&td Chinhsira A Tham gia
Thiét k& trong mail it@ctump. hk nop bai tap, phan quyén phai sif dung Phan hdi

mail CTUMP dé nép bai tap _
THEM VAQ THE

& Thanh vién

Hoat déng Hién chi tiét

@ Nhin
@ Thiét 13p thém digu kién trong file Excel khi xust
B Viéc can lam

m Theo dai & @ ® &
@

& Dinh kém

MNgay hét han

= Anh bia

3.2.2. C4c tinh niang dinh dang khac trong Trello
3.2.1.1. binh dang trén Bang (Board)
Trén man hinh chinh Trello, chon mét bang céng viéc, tiép tuc chon “Hién

Menu”, mot menu s& xuat hién nhu hinh bén duéi

Menu
V& bang nay
Thém mé ta vao bang cla ban
Thay déi hinh nén

Tim kiém thé

QLo B B

Cac nhan dan

++ Thém

- Vé bang: C4 thé thém, x6a thanh vién, thiét 1ap quyén quan tri, mo ta vé bang,
d6i nhoém



- Thay d@6i hinh nén: Thiét lap thay d6i mau nén cho bang (boar) cong viéc

- X06a bang (Board): dé x6a bang, tir thanh “Menu”, chon muc “Thém” tiép tuc
chon “Poéng bang”. Mot man hinh xuét hién xac nhan viéc dong Bang.

- Tao bang méi tir mau cd sdn: Tir man hinh Trello ban dau, chon “MAau”, mot
danh sach Bang mau xuat hién, chon mau theo chu dé can tao nhu hinh bén dudi.

(@ Bing Q = Treller
@ Bang Céc tinh nang nai bat PgnEs | Tim mu Q
0 Mau

N e [

-0 - e '
Thigt ks my E M pu—y rou &
S - . el ; ‘
b i ) >
Business Thiét K& Giao Duc Ky Thuat Marketing Quan Ly Dy An Lam Viéc Tir Xa

Kir thuat o =
Mau mdi va dang an tudng
Marketing
ha 8t Digu ha
Cénha [
- . \ |
. L4 ‘ ———
Hiéu sut P } ] \ \ y 4
= A . i —
Quan Iy San p
Speaker guide for online events Team Focus Board Software Development [Web App,
Quan Iy du én bdi Josip Lisec, Head of Produc otMe le, Project Manager @ UK iOS App, Android App]
Prep for you ith bdi iLyas Farawe, CTO @ Techbam
3m vié a precision! Make our weekly team meetings more visual Manage tasks and deadlines for software

Tiép tuc chon mau trong nhém chu @&, chon “Str dung miu”, chon nhom dé luu
trit va nhin “Tao méi” dé tao bang
W Trellr ] B

Thu vién Miu  Gido duc  Learn A Language Phan héi Tim mau Q
Learn A Language Chia sé St dung méu
Bugc tao bdi Luis von Ahn, CEQ of Duolingo
0 18,3 N Céc ban sao @ 83,7 N Lugt xem Tao bang tif mau x
@ Hoat déng tt nhét vdi Business Class
Tiéu d&
Ve msu néy Learn A Language
Learning a language takes time and patience, but most of all it takes consistent practice. 6}
Nhém
With a Trello board | try to break everything | do into small, achievable tasks that take at most a few hours t |(khdn ) -
great at keeping me motivated, because | feel accomplished every time | complete one, 2
khd &
| use the "doing” list to account for cards that | am actively working on. Once completed, | move them to “c (khong <o)
The "to learn” and "learned" lists allow me to track items for study lessons, and | use checklists to keep trac PHONG CONG NGHE THONG TIN
find it helpful to add due dates to cards to stay on track. SU KIEN
This board helps me track my progress as | learn a language and keep tabs of important steps along the We  Hoat déng va cac thanh vién s& khéng dudc
sao chép sang bang mdi.
Learn A Language MAU Trello Templates ® Céng khai




- Thiét 1ap Lich trong Bang: Tai man hinh chinh cia Bang chon muyc “Lich”
(Calendar). Tai day, co6 thé tao thé céng viéc trén lich dé quan ly hiéu qua thoi gian thuc
hién cong viéc.

~ v thang 9 2020 e g o X

T4 T3 T6 T

Soan tai liéu Poll trong

PowerPoint

i 8 9 1muc 10 11 1 muc 12 13
Hoan chinh cic céng cu Dang tai lidu 1&n
khao sat trong cdm Website
nang
14 15 16 17 18 19 20 1 muc

Thiét ké Video bai giang
Trello

3.2.2.2. Pinh dang trén Thé (Card)
- Thay d6i mau sic trén thé: Ngoai viéc co thé chén hinh anh 1am bia thé, c6
thé chon mau cho thé bang cach chon muc “Anh bia”.

& Dan danh sich nhém, ma QR %
trong danh sich Danh sich céng viéc
DA GO1 Y O
o & Tham gia
Phan hi

Thém mé ta chi tiét hon...
THEM VAO THE
& Thanh vién

+= Hoat dén Hién chi tiét
at dong © Nhin

@ Viét binh lun B Vigc cin lam
(© Mgay hét han

@ Dinh kém

& Anh bia

Tiép tuc chon hinh anh hodc mau sac cho thé. va chon cac tiy chon kich ¢& khac
nhau cho thé nhu hinh bén dudi



& Dan danh sach nhém, ma QR

trong danh sach Danh sich céng viéc

= Méta

Thém mé t3 chi tiét hon...

‘= Hoatdéng

a Viét binh luan...

Hién chi tiét

Anh bia

x

. . &
KICH THUOC l

E]
Xo3 anh bia
. <
MAU SAC i

CAC TEP DINH KEM
Téi 1én 3nh

Meo: Kéo nh vao thé d& tdi an

bia

h d6 lén.

P
UNSPLASH <

Sl
| il &

Chon
Kich thudc

Chon
Mau sac

Chon
Hinh anh

- Gan nhan cho thé: Dé thiét 1ap muc d6 wu tién cho cac nhiém vu, sir
dung Nhan dé tryc quan héa ching trong bang Trello. Bé tao nhdn cho bang, chon vao
thé bat ky va chon “Nhan” hoic nhan phim “L”, chon mau mudn hién thi va chinh sta
tén cua tirng mau. Trong mot thé cé thé ¢d nhiéu nhan.

&

@ i

Tao ma QR diém danh va khao sat

trong danh sich Danh sach céng viéc

NHAN

M6 ta

Thém mé ta chi tiét hon...

Hoat dong

Viét binh ludn...

Hi&n chi tiét

Mhan *
Iﬁm nhan...
&
&
&
Viéc gip midc 1 &
Lién hé phong CTSV &
Lién hé phéong NCKH F
Tao nhan mdi
B&t Ché& Da HA Trg Ngudi Mi Mau

- Loc nhan thé: Biéu nay gilp ban tap trung vao cac nhiém vu hoic chu dé can
cha y. Cac thé da duoc lién két vai mot nhan nhat dinh, nhan phim “F” va mot menu s&

xuat hién, chon mau nhan muén loc. Khi ban chon mét (hoic nhiéu), chi nhiing thé duoc
lien két v6i nhan dd chon s& duoc hién thi trén bang hién hanh.



- Sao chép thé, thay déi thanh vién: Tai thé cong viéc, nhan chudt phai vao thé
dé thuc hién chic niang chinh stra nhan, thay d6i thanh vién, di chuyén, sao chép,...theé.

& Chinh sifa nhin
ao ma QR ndp bai tap & Thay déi thanh vién
- Di chuyén

& Sao chép

(® Thay ddi ngay hét han

B Luu triy

- Di chuyén 1 thé (card): Bé di chuyén mot thé cong viéc chi can chon thé va
ré sang vi tri khac (trong cung list hoac sang list khac)

/

Moving a card

- X6a thé: Chon thé can x6a, ma thanh menu dinh dang thé bang cach nhan chuot
vao thé, tiép tuc chon muc “Luu trir” va chon “Xo6a”. Mot man hinh xuét hién théng bao
nodi dung mudn xda the, chon Xoa dé hoan tat.

Ban mudn xoa thé? *

T4t ca hoat déng trén the sé bj xo0a khoi
bang tin hoat déng va ban sé& khéng thé md
lai thé nifa. S& khéng cé cach nao d& hoan
tac. Ban c6 chic khéng?

- Tao nhanh thé cong viéc tir file Excel: Chirc nang nay giap tao nhanh thé cong
viéc tir file Excel dd nhap sin danh sach cong viéc véi ting 6 riéng biét. Bé thuc hién




chtc ning nay, sao chép cic 6 cong viéc trong file excel, m¢ Bang cong viéc can tao
the, dan vao thé (card), Trello s& xuat hién 1énh x&c nhan viéc tao thé cho mdi dong cong
viéc thé hién nhu hinh bén dudi.

Danh sach cong viéc Dang lam
+ Them the
Thiét ké Video bai gidng Trello

© 20thang 9

Soan tai liéu Poll trong PowerPoint
[

Tao mdi b4

MNéu ban mudn, ching téi c6 thé tao mét thé
cho mdi déng mdi (7 déng). Ban cling cé thé
tao mot the vdi tiéu dé dai.

Tao 7 Thé

Chi mét thé

LUTIL AL T o
Cong viec thir 6
Cong viec thar 7

Luuy N AT S U J SRS TN
v Tai bat ky ciza s6 nao cua hé thong, nguoi dung muon trg vé man hinh

chinh ban dau, chi can nhan vao @7 EE nat Trello

3.2.2.3. Lién két Dropbox va Trello théng qua Power-Ups

C6 thé str dung Dropbox trong giang day, hoc tap va 1am viéc nhdm rét hiéu qua.
cac tap tin Dropbox hién thi dudi dang hinh thu nhé phong pht, do d6, thong tin d& dang
nhan dang. Dé dinh kém tap tin tir dropbox vao Bang cong viéc caa Trello, tir chon man
hinh chinh cua Bang chon tinh ning Power-Ups\ Dropbox, chon muc “Thém” dé cai
dat Dropbox, tiép tuc tién hanh cai dat Dropbox theo céc yéu cau cua Trello. Khi cai dit
thanh cdng, trén menu cua Bang, phan Tinh ning ma rong s& xuat hién Dropbox tung

tu nhu cac Power-Ups khac.


https://trello.com/power-ups/55a5d915446f517774210002/dropbox

Power-Ups Hol K2

Menu X

:: Dropbox

9 Dropbox

@ 250000+ {f Thudng

&= Lién hé Hé trg (® Chinh s&ch Riéng_tu

Vé bang nay
Thay dgi hinh né&n

Tim kiém thé

Q o8 B

Cac nhan dan

Mest your team where they are working. View rich thumbnails an

*++ Thém
The Dropbox Power-Up for Trello helps you keep your teams in s
now easily stay in context with their content, while managing thei E] Butler
* Easily browse through your Dropbox files right from Trello an Ty dong hoa cic thé va hon thé nifa..
* View any file format supported by Dropbox previews directly |
installed, <7 Tinh nidng md réng 2

Lich, Google Drive va nhigu hon nifa...

i
L+3

Dropbox

Chen tap tin Dropbox vao thé cong viéc, tai muc tinh nang mé rong cua thé chon
Dropbox, chén link hoic File. Tiép tuc chon file can chén tir Dropbox vao thé.

& Ding tai liéu tai vao website X
trong danh sich Danh sich céngviéc @
DA GOl ¥ Lol
= M6ta Chinhsis & Tham gia
Nhan file t3i liu tU cac Thay, C& tham gia bio cdo tai hdi thio, chuyén thanh File Phan hdi

PDF, ding file vao muc hdi thao tuin sinh hoat cdng dan ngay tha 5 o )
THEM VAO THE

. e a basis . . . . A & Thanh vién
(4 Dang tai liéu héi thao trong muc Dao tao trén Website Trudng  Xéa
0% @ Nhan
Tao muc héi thao tudn sinh hoat céng dan trén Web trudng & Viec can I3m
Nhan file tif cic bao cao vién chuyén PDF
@® Ngay hét han
Biéng tin website
@ Dinhkém
GUii mail hudng dan thuc hién t3i tai lidu w
@ Anh bia
Thém mét muc
TINH NANG MU RONG — Paste 3 Dropbox link here
— %# Dropbox
+= Hoatdéng Hién chi ti€t
+ Thém Power-Ups Attach hink
e Viét binh luan.. _

Choose a file or folder




3.2.2.4. Thém tién ich khéac tir Power-Ups trong Trello
Trello ¢6 tinh nang, tién ich khac lam cho viéc quan ly thém hiéu qua tir Power-
Ups, tai thanh Menu chon muc “Thém Power-Ups” dé chon thém tién ich theo nhu cau

can str dung nhu hinh 28.

Power-Ups
N8i bat

Kich hoat 2

Phan tich & Bao cdo

Duge lam bsi Trello ([ ]
L ]
. ]
L]

Tu déng

Tién ich Béng

Truy&n théng & Céng tic

. . o Téng cuding phat trién phan mé&m cla ban 15 ¢ Fields ! Boards connected and synced
Céng cu cla nha phat trign béng cic cong cu béo cdo agile, cac 18 trinh Eg - smart Flelds - with Unito
hét trién san phdm v& scrum dudc tich hg)
Nhan suf & Bigu hanh Custom Fields on steroids - Use formulas to Sync multiple Trello boards together to
: & Jira Software update Trello cards just like in Excel! simplify collaborative workflows or to build a

CNTT & Quaén Iy Du an Trello master board.

y » . @ 1000+ @ 25000+
Marketing & Truy&n théng X3 hai Tim hiéu thém Bo qua

3.3. Ping ky tai khoan va cai dit Trello trén cac thiét bi di déng
3.3.1. Pang ky tai khoan Trello
Truy cap dia chi: http://trello.com, chon muc ding ky (Login), tiép tuc chon

Login with Google, nhap dia chi mail ciia minh dé hoan tat dang ky tai khoan

W 7rellr 7rellr

Create your account

Bang ky cho tai khoan cia ban

Email address

bmtinhoc@ctump.edu.vn

omtinhoc@ciump.edu.vn Full name
B& mén Tin hoc - CTUMP
_ dang ki, ban xac nhén ban d& C_Cf & chdp nhén By creating an account, | accept the Atlassian Cloud Terms
&n dich vy va Chinh sich riéng tf cla ching ti. of Service and acknowledge the Privacy Policy.



http://trello.com/

Q @ relle

Chao mirng dén véi Trello! i C4 nhan & Riéng tu BC | M

Pang lam Hoan tat
4+ Thém thé (=} 4+ Thém thé =]

@ ([ Bing

Nhifng viéc can lam

Cép nhat Website bé mén
& 0M1

Ra sodt may tinh cic phéng may

Hoan tit hé sd nghiém thu GT

Gop y mé ta cdng viée, nang luc GV

=+ Thém thé khac

3.3.2. Cai dit Trello trén thiét bi di dong

Trello ¢6 ngdn ngir tiéng viét rat dé ding, cai dat trén dién thoai rat tién dung,
thém cong viéc nhanh chéng, di chuyén cac thé d& dang va dong bd moi viéc gitra dién
thoai va may tinh. Khi dién thoai khdng c6 két noi internet van cd thé thém cong viéc
va quan ly cdng viéc. Khi 6 két ndi mang trello ludn thdng bao cac hoat dong dang dién
ra, quan ly céng viéc tién lgi, tim nhanh cdng viéc thanh vién khac,....

Nguoi dung tai App Trello vé dién thoai va sir dung qua App

< trello ® Huy

Trell
m S;ix(é)p moi thi, cling nhau NHAN m TRELLO Add Widget
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