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Budc1: Saukhiding nhap vao Odoo, truy cp vao phan Dy an / Project nhu hinh dudi:
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Chon vao muc Dv an / Project [T

Budc2: Chon tiép vao phan muc theo Phong ban muén tao Task

VD: click vao phdn muc M64 - IT Helpdesk dé'tao Task cdng viéc cho bé phan IT Helpdesk.
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Chon tiép vao phan muc theo Phong ban mu{Sn tao Task
VD: click vao phan muc M64 - IT Helpdesk dé tao Task céng viéc cho bd phan IT Helpdesk
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Budc 3: Giao dién cac Task dang hi€n thi theo tung giai doan nhu hinh dudi.
- Cothé&dung tinh nang loc dé€ loc tim cac Task theo y muén.

- Dbé&tao Task, nhan chon nut Create.
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Budc 4: Nhap cac thong tin vao dé€ tao Task:
- Tiéu dé nhiém vu: tén Task.
- Ngay két thuc: deadline cuia Task.
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- Task Category: phan loai task dang tao, task lién quan b phan nao thi sé tick chon vao

phong ban do.

- Phéan cdng cho: chon ngudi thuc hién Task (mac dinh la chinh tai knoan tao Task).

Nhan nut Thém dé tao Task.
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Budc5: D& thém nguditheo déivao Task, gui tin, cdp nhat ndi dung, tién dd Task, ...
chon vao muc Sura 6 Task can thay d8i nhu hinh dudi:
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Budc 6: Giao dién thay ddi, cap nhat néi dung Task nhu hinh dudi. Sau khi cap nhat
xong, nhan nut Luu dé€ luu lai cac thay déi.
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Trong phan cdp nhat ndi dung cua Task:
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- Checklist: tao danh sach cac cong viéc can hoan thanh cua task. Mot s6 task co tinh

chat céng viéc Iap lai nén tao checklist miu sé tién va tiét kiém thai gian hon.
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