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Lol noi dau
Lam viéc tir xa (Work from Home/ Remote Working) khong con [a mét thuat ngir xa la déi

v&i xa hoi, dac biét |a trong thoi dai 4.0 hién nay. Nhung, liéu ban cé chac chan rang minh biét

cach lam viéc tir xa hiéu qua?

Céc doanh nghiép can cé chuan bj trwéc va xay dwng sdn bd van hda lam viéc tir xa cho cong
ty cGia minh nhdm chid déng rng pho va duy thi hiéu qua cong viéc clia nhan vién bat ké tiv cac
tac nhan khach quan (thoi tiét, thién tai, dich bénh, ...) d&n cac tac nhan chd quan (bénh tat,
cong tac, nguyén nhan bat kha khang khac). Hay danh th&i gian tham khao tai liéu nay dé xem
cach ching tdi xay dwng van héa lam viéc tir xa hiéu qua dwa trén bd cdng cu G Suite - Truyén

théng hop nhét ctia Google.

Vay truyén théng hop nhat 1a gi?

a8

Truyén théng hop nhat 1a khai niém md t& sy tich hop cta cac dich vu truyén théng doanh
nghiép nhw nhan tin tirc thdi (chat), théng tin hién dién, giong néi (bao gdm ca dién thoai IP),
tinh nang mobile, hdi nghi truyén hinh, audio va video, chia sé di liéu va lam viéc cong tac,
diéu khién cudc goi va nhan dang giong néi véi cac dich vu lién lac khéng theo thoi gian thuc
nhw nhan tin hop nhét (voicemail, email, SMS va fax), gan lién véi quy trinh kinh doanh. Trong
do, cac cach thire truyén tin dwoc tich hop, nhwng khéng nhét thiét phai la mot san pham duy

nhat, ma co thé két hop tlr nhiéu gidi phap khac nhau.



G Suite khoéng phai chi 1a mét sdn phdm don & nhw cach mét bd phan ngudi dung hiéu nham
v&i cai tén mail G Suite hay mail Google, ma la truyén thdng hop nhat véi mét bd nhirng cong

cu thiét yéu dap (rng cho nhu cau lam viéc cla bat ky doanh nghiép nao.

| —
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Tai liéu nay xay dwng mot van hoa lam viéc tlr xa mau dua trén bd cdng cu G Suite clia Google
v&i cac ndi dung:

e Lam viéc tlr xa nhw thé nao cho hiéu qua?

e Meo va thuc tién 1am viéc tir xa.

e Cac thac méc thudng gap.



Muc tiéu

Cam nang nay nham cung cap cho cac nha Quan ly t6 chirc/doanh nghiép géc nhin vé (rng
dung mét sé cong nghé hién dai vao Lam viéc tir xa, cu thé:

e Tdng quan céach thiét 1ap moéi trwong dé gidp cho nhan vién va td chirc/doanh nghiép
cling van hanh hiéu qua trong qua trinh 1am viéc tr xa, ma van dat dwoc cac két qua
nhu khi lam viéc tai van phong.

e Nhirng hwéng dan trong tai liéu nay hwdng dén cac td chirc/doanh nghiép da hodc dang
trong qua trinh thwc hién Chuyén dbi sb (Digital Transformation) va mong muédn tao moi
trwdng lam viéc hién dai, dbi mai.

e T6 chirc/doanh nghiép c6 thé chuan bi nhirng kich ban dé luén s&n sang thay dbi va van
hanh bdé may lam viéc khi cé nhirng bién déng bat thuwong co thé xay ra nhuw: tham hoa
thién nhién, dich bénh tran lan,...

e Gilp td chirc/doanh nghiép ng dung hiéu qué cac céng cu, phan mém trén nén tang
dién toan dam may, ma trong tam la nhirng &rng dung trong b6 giai phap G Suite

cua Google vao quan ly va thwc hién cac cong viéc hang ngay.

Nhan biét nhirng thach thire khi trién khai lam viéc tir xa

e Khéng con "mat-doi-mat" véi déng nghiép: Lam viéc tlr xa ddng nghia véi viéc cac
thanh vién trong cong ty khdng thé mat dbi mat dé trao dbi cong viéc, cling nhw cap nhat
cong viéc gilra cac thanh vién nhém va trwdng nhém nhw tai van phong.

e Sw cdch ly xa héi: Thoi gian bat dau lam viéc tir xa c6 thé la nhirng cai thién tich cuc
ddi véi nhan vién khi ho co6 thé thoai mai tw do trong cdng viéc clia minh tuy nhién ciing
can y thirc dwoc rang di kém véi d6 1a mot sw gidm sut vé quan hé xa hoi, nghia 1a sau
mot thoi gian nhan vién coé thé cdm thay chan va cé don.

e Sw mat tap trung: Khdong phai nhan vién nao ciing cé diéu kién nha & véi mot khong
gian riéng cho céng viéc (phong lam viéc riéng), vi vay cé thé cé rat nhiéu tac nhan
khach quan ciing nhw chd quan anh huwéng dén nang suét lao déng ciia nhan vién khi &

nha.






Lam viéc tr xa nhw thé nao cho hiéu qua?

|. Ban hanh céac quy dinh va quy tac thdng nhat khi lam viéc tir xa

1. Bdo mat théng tin dat I1én hang dau

Lam viéc tlr xa déng nghia v&i viec méi nhan vién sé phai tiép xuc véi méi trwdng Internet, day
chinh 1a méi trwéng mang nhiéu tiém an rdi ro vé& bao mat nhung khéng phai ai ciing y thirc
duwoc. Vi vay doanh nghiép can trang bi cho moi nguoi nhitng kién thirc co ban nham giam
thiéu tdi da rdi ro tr an ninh mang, mét trong nhitng cach don gidn va dé tiép can nhat do la

xac thwc 2 bwéc Multi-factor authentication. Multi-factor authentication giip moi nhan vién bao

vé tai khodn ctia minh ké ca khi so y bi 16 mat khau vao tay ké xau, lic nay van sé con mét Iép
bao mat thir 2 can phai dwoc xac nhan truwéc khi cho phép truy cap vao tai khoan G Suite d6 1a
mét trong nhirng cach:

e Nhap ma xac thwe SMS guri vé di déng


https://www.youtube.com/watch?v=zf4ZouTvcp4

e Nhap ma xac thwc tr 'ng dung Google Authenticator trén dién thoai di dong
e Xac nhan trén dién thoai di déng

e Dung khoa bao mét Titan cliia Google - Day la phwong thirc bdo mat tai khodn cao nhat

hién tai ma Google da cdng bb. Trong twong lai gan Google ciing sé& céng bd ban phan
mém cla khoéa bao mat Titan trén dién thoai di déng
Mac dinh méi nhan vién duwoc quyén tw do bat tinh nang xac thyc 02 bwéc cho tai khoan cong

ty clia minh. Néu trong trwéng hop chinh sach cong ty bat budc tat ca nhan vién phai thuc hién

xac thwc 02 budc. Ngudi quan tri hé théng cé thé bat budc chinh sach xac thue 02 budc

(Multi-factor authentication - MFA) cho toan b nhan vién

Néu doanh nghiép can mét mirc dd bao mat cao hon nira nhw bdo mat cho tat ca thiét bj di

dong trong cong ty (Smartphone, Laptop) hay can nhac trién khai Cloud Identity Premium ho&c

nang cap 1én ban G Suite Enterprise dé st dung nhirng tinh ning bdo mat cao cip nhat ma

Google dang cung cép.

2. T chtrc lai bd may lam viéc phu hop v&i mé hinh lam viéc tr xa

Khi méi bat dau lam viéc tir xa, hdu hét moi ngwdi sé trai qua nhirng trweerng hop khong hiéu y
nhau hodc thiéu rd rang khi trao dbi cong viéc. Viéc "bi cach ly" & nha cé thé dan dén nhirng
thdc mac nhw khi gap mot van dé sé khong biét nén tim ai dé gidi quyét hay cach thirc dé lién
lac va hau qua khién cho cbng viéc bj tri tré. Vi vay viéc td chire lai bo may lam viéc giup cho

viéc ra quyét dinh va giao tiép hiéu qua 1a mau chét & day.

Trong trwéng hop nay, mé hinh té chirc véi nhirtng nhédm nhé nhiéu chirc ndng cé thé phu hop.
Mbi nhom sé& dam nhiém mot nhiém vu rd rang va céach thirc bao cao chung gitp cho viéc ra

quyét dinh va giao viéc dé hon.

3. Ban hanh quy trinh lam viéc tr xa m&i

Chuyén qua lam viéc tlr xa sé pha bd nhitng quy trinh lam viéc tai cong s&, c6 thé dan dén
nhiéu sai sét khi lam viéc. Doanh nghiép can ban hanh cac quy trinh lam viéc danh riéng cho

lam viéc tir xa va yéu cau cac nhan vién tuan tha:


https://cloud.google.com/titan-security-key
https://support.google.com/a/answer/9176657?hl=en
https://support.google.com/a/answer/9176657?hl=en
https://cloud.google.com/identity
https://support.google.com/a/answer/7284269?hl=en

e M&i nhan vién tw dé xuat va cam két tién do cong viéc ctia minh

e Chu ddng cap nhat tién dd cho trwdng nhém va cac thanh vién

e Cong bd quy trinh chung khi bao céo 1&n cap trén va yéu cau nhan vién trung thuc va
minh bach trong bao cao

e Nhan vién phai ddm bao ludn sdn sang trong khung gi® 1am viéc

Déc biét nhadn manh tdm quan trong va dé cao tinh than tw giac cia méi ca nhan khi lam viéc tir

xa nham dao bao ndng suét lao déng.

4. Quy tac giao tiép

Quan ly con ngudi tir xa 1a thanh phan khé khan nhat vi moi ngwoi cé thé sé phan héi giao tiép
theo rat nhidu cach khac nhau hay nhirng tac dong tlr méi trworng lam viéc tai nha cé thé gay
nén khé khan nay. Vi vay cac cap quan ly can quy dinh rd cac quy téc giao tiép dé nhan vién

thdng nhat ngay tir khi bat dau lam viéc tir xa. Mot sd quy téc co thé ap dung nhu:

Kénh giao tiép Trwdng hop st dung

e Thao luan ca nhan nhirng van dé khan cép

Telenhone 11 e Xay dwng mbiquanhé 1-1

N\] e ep One : > ~ A ’ > A > N ’ -
e Thao luan vé cac chu dé nhay cam va kho khan

e Khi can mrc 6 wu tién phan hoi gap

e Giai quyét van d& hién hiru va cung thao luan sang tao
bang man hinh chia sé vé&i Google Drawing
_ e Lap ké hoach va danh gia hang tuan
L&) | Video conference L
° Hop quyét dinh
e Hobithdo va dao tao

e  Khi can truyén dat chinh xac théng tin can trao ddi

e Quy trinh cung cép
Chat/Message L s
e Goi mo chu dé thao luan nhém




Tim kiém hwéng dan
Chia sé tai liéu, URL, video,...
N6i chuyén phiém, chia sé cudc séng, quan tam,...

Khi khéng can phan hbi gap

o Video recording

Trinh bay va giai thich céng viéc/y twéng
Hwédng dan cong viéc cho cac thanh vién
Téng két cac van dé quan trong khi khéng da thanh vién

ho&c ngwdi nghe cé thé dé bj sao nhang

Y | Email

Théng bao, cap nhat thdng tin, trang thai cho cac bd phéan,
phong ban, hoac toan céng ty

Giao tiép chinh thirc trong va ngoai cong ty

Khi chuyén qua mé hinh lam viéc méi, cling can phai nhan ra 1a mét sé nhan vién sé phai déi

mat v&i nhivng ap lwe khac khi & nha nhw viéc ho cé con nhé & nha cé thé khién ho phan héi rat

lau vi vay moi ngudi can cé mot sw cdm théng véi nhau. Ngoai ra viéc khuyén khich cac giao

tiép thw gian vai tw cach ca nhan trong nhém ciing rat quan trong, né gitp moi ngudi gidi tda ap

lwe, giam bot sw c6 1ap khi lam viéc & nha cling nhw kich thich moi ngwdi manh dan chia sé

nhirng déng gép co thé gidp cai thién van héa lam viéc chung cla cong ty.




l. Théng nhét vé céng cu lam viéc

Lwa chon céng cu giao tiép phu hop 1a van dé then chét khi lam viéc tir xa, tham khdo bang bén

dwdi dé cé nhixng chon lwa phu hop cho riéng cong ty

S dung khi

Céng cu

San xuéat ndi dung

Tai liéu str dung chung
Chinh stra thoi gian thyc
Van ban théng bao

Tai liéu hoc tap, kién thire

e Google Docs

Hop trwc tuyén

Giai quyét van dé trung va dai han
Chia s& man hinh dé thao luan

Lap ké hoach va danh gia hang tuan
Hop quyét dinh

Ho6i thdo va dao tao

e Hangout Meet

e Zoom

Tro chuyén truwc

tuyén

Héi - dap nhanh
Cap nhat cac thdng tin ngén gon
Tan gau gidi tda ap luc, thé hién quan

tdm va&i cac thanh vién trong nhém

e Hangout chat

e Zalo

Chia sé tai liéu

Chia sé file va tai liéu

Tao kho lwu triy tai liéu cé cau truc
Kiém soat phién ban tai liéu

Thiét 1ap quyén truy cap trong toan
chire

Chia sé v&i khach hang, déi tac

e Google Drive

Quan ly céng viéc

Theo ddi va phan cong nhiém vu
Kiém soat cac cbng viéc wu tién con

ton dong

e Trello
e Confluence

e Asana
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Quan ly hiéu suét
Quan ly dy an
Checklist

Tao biéu mau

Thuyét trinh y twéng - twong tac
Brainstorming va hoc tap nhém

Héi dap twong tac

Google Forms

R . Mentimeter
e Khao séat, danh gia
e B4 phiéu
e Inhop doéng Google Cloud
In van ban ;
e In quyét dinh Print
~ e Sira lbi trén may client UltraViewer
Ho tro tir xa

Cai dat cac ng dung

TeamViewer

11



1. Van dung cac cdng cu dé lam viéc tr xa hiéu qua

1. Quan ly th&i gian hiéu qua véi Google Calendar

Liéu ban c6 chac minh da biét s dung thanh thao Google Calendar? Néu khéng hay tham

khdo mot sé meo co ban dé quan ly thei gian duwéi day:

Khi tao moét sw kién trong Google Calendar, hay sr dung tinh nang See guest availability hoac
Suggested times dé tim khung th&i gian tréng phi hop cho nhirtng ngwéi cling tham gia, tranh

viéc dat lich hop trung gi¢

Hop tién do trién khai product A
Event  Out of office  Reminder Task Appointment slots
Mar 24, 2020 8:30am - 10:00am Mar 24, 2020

Add guests Find a time to meet

Click See guest availability to easily compare

See guest availability A A
schedules and find a free time for all guests.

tdbao@dev.gcloudv
—- Organizer

@ Bao Tran Test

Add rooms

Add location

Join Hangouts Meet
meet.google.com/cjd-vukz-dgn

Add description

@ BaoTranDinh ~

More options

12



Dé bao quat hon véi thoi gian biéu ciia ddng nghiép, tir trong clra sb tao sw kién trén Calendar,
hay chon Find a time va chi déng tim mét khodng thdi gian thich hop nhat cho tat cd moi
nguoi

X Hop tién dé trién khai product A More actions ~

Mar 24,2020  8:30am to 10:00am  Mar24,2020 Time zone

D Allday Does not repeat ~ RSVP:Yes +  Add note / guests
Event Details Find a Time Guests Rooms
Today < » Tuesday, March 24, 2020 Day ~  Allguests -~ Allrooms ~ @ Add guests
TUE Bao Tran Dinh tdbaotest@dev.gcloudvn.com 2 guests
24 PN T T
GMTH07 -8 Bao Tran Dinh
I Organizer
8AM
Dally checkin, 8am | paily checkin, 8am tdbaotest@dev.gcloudvn.com
9 M SUGGESTED TIMES

10AM [rrm— Guest permissions
10-11am

™ [ Modify event

Invite others

12 PM See guest list

Thoi gian 1a vang la bac, mbi nhan vién hay biét cach tan dung tinh nang cia Google Calendar
nham téi wu trong kiém soat thdi gian biéu ca nhan

SUN MON TUE WED THU FRI SAT

22 @ 24 25 26 27 28

5AM
&AM

TAM

BAM
Dally checkin, 8am Daily checkin, Bam Dally checkin, Bam Dally checkin, 8am Dally checkin, 8am

Hop tién d¢ trién khal
3AM product A
8:30 - 10am

10 AM

11 AM

2PM

PM

Néu ban dang nghi phép hodc tam thoi khong sdn sang cho cong viéc, hay tao lich "Out of
office" trén Calendar dé cac thanh vién khac cung nam théng tin. Khi tao sw kién ban hay chon

loai Out of office va nhap khoang thoi gian ban dang nghi phép hodc khdng sén sang vao nhé

13



Calendar

I— Create

March 2020

S M T W
1 SR
8 9 10 1
15 16 17 18
2 n @ 25
29 30 3 1
5 6 7 8
Meet with...

My calendars

Bao Tran Dinh

<

m

Birthdays

HMC-1-BCD-10-PI

Reminders
Tasks

Tarh team

12

26

2

9

<]

Today < > March 2020

SUN MOMN

22 23

GMT+07
7AM

Nghi phep
Event Out of office  Reminder Appointment slots

Mar 24, 2020 8:30am - 5:00pm Mar 24, 2020

Automatically decline new and existing meetings

Message
Xin 16i, t6i dang trong thai|gian nghi phép

Public ~ (@

Availability might be shown in ather Google apps (3

£

Daily checkin, Bam

@

TUE

Nghi phép
8:30am - 5pm

14



2. Hop trwe tuyén mat-déi-mat trén Hangout Meets

V&i Hangouts Meet viéc hop "mat-déi-mat" khi lam viéc tir xa chwa bao gi& don gidn hon nhw
thé&, ban c6 thé linh hoat str dung cho nhiéu muc dich khac nhau phu hop quy trinh 1am viéc cta
coéng ty va tirng bd phan nhw hop giao ban céng ty, bao cdo cong viéc trong bd phan, hop diém
danh hang ngay, ...

Két hop v&i cac cdng cu khac nhuw Google Calendar dé chi ddng tim khung thoi gian trong va
chd déng dat lich cho moi ngwdi tham gia hay Google Keep dé ghi lai cac ghi nhé trong cudc
hop va chia sé lai v&i tat ca thanh vién tham gia.

Hay tham khao moét sé cach thirc nhw sau:

2.1. Hop diém danh hang ngay

Nguwei td chire: Trudng nhém té chivc cac cudc hop nhanh hdng ngay vao dau gio (Khoang 15
~ 30 phut)
Nguw&i tham gia: Tt ca thanh vién nhém
Muc dich:
e Diém danh va phan phéi céng viéc trong ngay
e Cap nhat tién do gira cac thanh vién céng viéc tr hdm truée
Cdbng cu: Google Calendar va Hangouts Meet
Yéu cau:
e M®i thanh vién can gitr y thirc tw giac tuan thi viéc diém danh twong tw nhw khi lam viéc
tai van phong
e Cac thanh vién can y thirc ludn sdn sang twong tac trong subt thdi gian lam viéc

e Tao 1 lich hop truc tuyén Meet 13p lai hang ngay trong cac ngay lam viéc

15



® Daily checkin

Wednesday, March 25 - 8:00 — 8:30am
Daily

meet.google.com/nxg-eueg-geg

Join by phone

Q Join Hangouts Meet
t" +1 727-325-2117 PIN: 504 819 462#

[/ More phone numbers

2 guests
1 yes, 1 awaiting

#p. tdbao(@dev.gcloudvn.com &
% Organizer

Bao Tran Test
1 10 minutes before

E'] Bao Tran Dinh

Going? Yes No Maybe A

2.2. Hop giao ban va hop bao cao dinh ky

Ngudi té chire: Admin/thw ky
Nguw&i tham gia: Cac trwdng nhom/trudng bd phan va thanh vién ban giam dbc
Muc dich:
e Hop giao ban
e Hop chién lvoc véi ban giam dbc
e Hop bao cao dinh ky gilra cac bd phan
Cobng cu: Google Calendar, Hangouts Meet va Keep
Yéu cau:
e Cac thanh vién tham gia can chuan bj day du vé néi dung trwé'c méi cudc hop cap cong
ty
e Phai ghi lai bién ban hop, st dung Keep dé ghi lai bién ban hop va chia sé lai tat ca

nhi*rng ngwdi tham gia

16


https://keep.google.com/

Pin your important notes to the top Got it

Meeting memo a

Ngudi tham gia: Trudng phong dev va thanh vién
Viéc da lam duoc:

+Hoan thanh UI/UX

g co ban

Viéc can lan tiép:

Edited 4:26 PM

<} & @ m] = i Close

e Ghi hinh cudc hop néu phién ban G Suite c6 hd tro

17



3. Cong tac thei gian thwe gilra cac thanh vién trong nhém véi bd
Google Office (Docs, Sheets, Slides)

Ban sé ngac nhién vi kha nang cong tac tuyét v&i ma bé céng cu van phong ctia Google dem lai
gilip cac thanh vién déng thoi co thé twong tac cung nhau trén moét tai liéu giup tdng hiéu suat

A n

lao déng cla ca team, quén di viéc "gidm chan" hay chd dgi nhau khi cing nhau xay dwng tai
liéu.

Hay twdng twong trwdc day khi chwa co tinh ndng cdng tac nhw ctia Google, han ban sé gap
rat nhiéu kho khan khi cung twong tac véi nhiéu thanh vién khac trén bd cong cu van phong
quen thudc la Microsoft Office. Vi du nhw ban sé& khong thé nao nhan biét dwoc ai da thay doi
vé ndi dung tlr trwdc d6 va thay déi nhirng gi, moi ngwdi phai 1an lwot chd doi nhau & tirng
cong doan, hay nhuw phién ban Office gilra may cac thanh vién khéng twong thich véi nhau
cling la nhirng van dé nhirc dau va lam gidm nang suét chung clia nhém. Gid day véi kha nang
cOng tac cua Google ban sé thoai mai twong tac xay dwng tai liéu cung nhém, ngoai ra sé
khéng phai cai dat bat ky phan mém nao khac trén may vi bd cong cu van phong Google chay
web 100%.

3.1. Chia sé va cdng tac trén cung moét tai lieu Google Docs, Sheets, Slides

e Chia sé file cho nhirtng ddng nghiép sé& cuing cdng tac d& hoan thanh tai liéu theo cac
quyén twong ng nhw Edit (quyén chinh stra), Comment (quyén binh luan) va View
(quyén xem).

e Ban c6 thé c6 cho phép nhitng ddng nghiép c6 quyén chinh stra chia sé thém cho nguoi
khac vai tuy chon Prevent editors from changing access and add new people

e Hoac khong cho phép tai, in &n hoac sao chép cho nhitng ngudi chi co quyén binh luan
hoac xem v&i tuy chon Disable options to download, print and copy for commenters
and viewers, day ciing cé thé coi la mét tinh nang bao mat gitp ban bao vé tai liéu cta

minh khéi nan sao chép, dao van, ...
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Sharing settings

Link to share (only accessible by collaborators)

Who has access

- Specific people can access

Bao Tran Dinh (you)
tdbac@dev.gcloudvn.com

Ben Tran
tdbaotest@dev.goloudvn.com

ﬁ Tran Duc Huy
tdhuy@dev.gcloudvn.com

Invite people:

Enter names or email addresses...

Owner settings Learn more

Prevent editors from changing access and adding new people

Disable options to download, print, and copy for commenters and viewers

3.2. Panh dau thay déi trong tai liéu cua cac dong nghiép cung twong tac véi tinh

nang Version history

Tét ca nhirng thay ddi trong tai liéu dang twong tac déu dwoc lwu lai duwdi dang cac phién ban,

khi cuing céng tac ban cé thé dung tinh ndng nay dé& xem ddng nghiép da sira nhirng gi va sira

ltc ndo rat d& dang va trwc quan chi tiét vai mau sac phan biét va nhat ky thoi gian dwoc ghi lai.
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https://support.google.com/docs/answer/190843?co=GENIE.Platform%3DDesktop&hl=en

Bao cao quy /2020
I. Lo néi ddu

II. 86 ligu

Version history

Only show named versions

TODAY

¢ April 3, 4:41 PM
Current version

@ Bao Tran Dinh
@ Ben Tran

April 3, 4:38 PM
® Bao Tran Dinh

STT

Hang Hoa

Kho

}
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3.3. 'ng dung Tri tué nhan tao ngay trén Google Docs, Sheets

Néu da sir dung san pham ctia Google, ban chac chan sé dwoc trai nghiém nhirng diéu tuyét

voi va cbng nghé Tri tué nhan tao dem lai, hay tan dung tinh nang Tri tué nhan tao da tich hop
san trong Google Docs va Sheets mét cach hop ly va cé hiéu qua.
[ ]

Voice typing trong Docs: G& van ban tir chinh giong néi ctia minh, hé tro' ca tiéng Viét
do la tinh nang tich hgp Tri tué nhan tao trong Google Docs:

Trong Tools chon Voice typing hoac td hop phim Ctrl+Shift+S sau dé chon ngbn ngl Tiéng
Viét, nhan vao "hinh Micro" va bat dau noi.
Béo cao quy /2020 +r =

File Edit View Insert Format To&s Add-ons Help
-~ & AT

.l E
All changes saved in Drive g
100% v  Normaltext ~ Arial ~ 1 - B I UA#& o B =~ IE|/iE~vE~EE X L~ | A
E v 1 2 3 4 5 6 - 7
<,,
— Bao cédo quy 1/2020
quy (/)
Bao cdo quy 1/2020
. Loi néi dau
1. S4 liéu béo cao
STT Mat hang Luu kho
1
~

Explore trong Sheets: 'ng dung Tri tué nhan tao vao phan tich di¥ liéu

Vi du v&i 1 bang dir liéu gia dinh théng ké s6 ca nhiém Corona vi rit theo ngay tai My
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https://support.google.com/docs/answer/4492226?hl=en
https://support.google.com/docs/answer/6280499?co=GENIE.Platform%3DDesktop&hl=en

. us-counties
File Edit View Insert Format Data Tools Add-ons Help Lastedit was made 6 minutes ago by anonymous

S 100% 8 % .0‘_ .09. 123~ Arial - 10 - B T & i @, &= =~ |
A B C D E F G H

1 date county state fips cases deaths

2 2020-01-21 Snohomish Washington 53061 1 0 | .
3 2020-01-22 Snohomish Washington 53061 1 0

4 2020-01-23 Snohomish Washington 53061 il 1}

5 2020-01-24 Cook llingis 17031 1 ]

6 2020-01-24 Snohomish Washington 53061 1 0

7 2020-01-23 Orange California 6039 1 0

] 2020-01-25 Cook lilinois. 17031 il 0

9 2020-01-23 Snohomish Washington 33061 1 0

10 2020-01-26 Maricopa Arizona 4013 1 0

1 2020-01-26 Los Angeles California 6037 1 0

12 2020-01-26 Orange California 6059 1 0

13 2020-01-26 Cook lilinois 17031 1 0

14 2020-01-26 Snohomish Washington 53061 1 0

15 2020-01-27 Maricopa Arizona 4013 1 1}

16 2020-01-27 Los Angeles California 6037 1 0

17 2020-01-27 Orange California 6059 1 [}

18 2020-01-27 Cook lilinois 17031 1 0

19 2020-01-27 Snohomish Washington 33061 1 [}

20 2020-01-28 Maricopa Arizona 4013 il 0

21 2020-01-28 Los Angeles California 6037 1 0

22 2020-01-28 Orange California 6059 1 0

Explore sé ty dong dwa ra nhirng goi y phan tich theo thuc tién véi dir liéu ctia ban, cudi cung

ban chi viéc chon 1 phan tich va db thj phu hop voi yéu cau ctia minh

. us-counties  ¥r

= ~ B 8 Share “'\f“j‘
File Edit View Insert Format Data Tools Add-ons Help Lastedit was made 4 days ago by anonymous -
e~ o~ @ P 00% v § % .0 .00 123w Arial ~ 10 - BI;L ¢ H E-ilvlv-Yr oW Y~ 3Z- A
date
A B & D E F G H
1 date llcounty state fips cases deaths
2 2020-01-21 Snohomish Washington 53061 1 0
3 2020-01-22 Snohomish Washington 53061 1 0 O
4 2020-01-23 Snchomish Washington 53061 1 0
5 2020-01-24 Cook lllingis 17031 1 0
6 2020-01-24 Snohomish Washington 53061 1 0
7 2020-01-25 Orange California 6059 1 0
8 2020-01-25 Cook lllinois 17031 1 0
8 2020-01-25 Snohomish Washington 53061 1 0
10 2020-01-26 Maricopa Arizona 4013 1 0
i 2020-01-26 Los Angeles California 6037 1 0
12 2020-01-26 Orange California 6059 1 0
13 2020-01-26 Cook lllinois 17031 1 0
14 2020-01-26 Snohomish Washington 53061 1 0
15 2020-01-27 Maricopa Arizona 4013 1 0
16 2020-01-27 Los Angeles California 6037 1 0
17 2020-01-27 Orange California 6059 1 0
18 2020-01-27 Cook lllinois 17031 1 0
19 2020-01-27 Snohomish Washington 53061 1 0 -
2 2020-01-28 Maricopa Arizona 4013 1 0
+ E us-counties ~ *

B(plnre
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Explore X

For A1:F26200 EDIT
Alternating colors for A1:F26200 EDIT
ANALYSIS MORE
date
2020-04-
01
Z'JZJ-CFE-
H
2020-02-
01

Outlying values for "date” dips to January
21, January 24, January 25, and January 26

date

Explore

Néu theo khuyén céao cliia Explore khong thda man ban hoan toan cé thé phan tich theo cach

cua minh dwa vao cau hadi cé cu phap trong Ask about this data
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R4 Explore X

For A1:F26200 EDIT
ANSWERS

@) Ask about this data

FORMATTING

N . I I .
Alternating colors for A1:F26200 EDIT

AMALYSIS MORE

date

date

2020-02-
01

2020-01-

01

| outlying values for “date”: dips to January

Explore

Th&r v&i cau héi dé tim ra tbng sd ca mai trong ngay 3/3/2020: "total cases in date
2020-03-03", du day la mot cau khéng dung cu phap, Explore Iap trc goi y nhirng cu phat

chinh xac dé ra dwoc két qua ctia ban mudn
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us-counties ¥ = ~ 8 «4,%.
File Edit View Insert Format Data Tools Add-ons Help All changes saved in Drive ad

o~ & P O10% + § % .0 00 123-  Adial - 0 - BISA &H ~ Explore x -
date For A1:F26200 EDIT
A B & D E F G H o]
1 [date .| county state fips cases deaths Outlying values for “date”; January 21
2 2020-01-21 Snochomish Washington 53061 1 0 January 24, January 25, a‘nd January '26
3 2020-01-22 Snchomish Washington 53061 1 0 0
4 2020-01-23 Snchomish Washington 53061 1 0
5 2020-01-24 Cook lllincis 17031 1 0
6 2020-01-24 Snohomish Washington 53061 1 0 Histogram of date
7 2020-01-25 Orange California 6059 1 0 1/1/1975
8 2020-01-25 Cook lllinois 17031 1 0 1/1/1950
9 2020-01-25 Snochomish Washington 53061 1 0
10 2020-01-26 Maricopa Arizona 4013 1 0 /1928
" 2020-01-26 Los Angeles California 6037 1 0 1/1/1900
12 2020-01-26 Orange California 6059 1 0
1 2020-01-26 Gook linois 17031 1 0 ez
14 2020-01-26 Snchomish Washington 53061 1 0
15 2020-01-27 Maricopa Arizona 4013 1 0
16 2020-01-27 Los Angeles California 6037 1 0 date
17 2020-01-27 Orange California 6059 1 0 {}
18 2020-01-27 Cook Illinois 17031 1 0 3 values account for 24.8% of all items: April
19 2020-01-27 Snohomish Washington 53061 1 0 3 T Marchiat, and March 30:
20 2020-01-28 Maricopa Arizona 4013 1 0 o
+ E us-counties ¥ Explore ?

Chon cau hdi "Sum of cases for date of 2020-03-03" theo dé xuét ctiia Explore, ban sé nhan
duwoc két qua nhw hinh, chon Show formula dé& xem thtr cong thirc ma Tri tué nhan tao da st

dung la gi va déi chiéu lai

<« Answers

Sum of cases for date of 2020-03-03 e

For A1:F26200 EDIT

QUESTION
Sum of cases for date of 2020-03-03

ANSWER
Sum of cases for date of 2020-03-03

125

Hide formula

Click to copy or drag to insert

=SUM(FILTER(E2:E26200,TO_TEXT(AZ:AZ6200)
="2020-03-03"))

RATE THIS ANSWER i o
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4. Quan ly cdng viéc va tién dé véi Trello

Néu cong ty ban chwa cé mdt phdn mém quén ly cong viéc chuyén dung, hay thtr qua Trello.
V6i rat nhiéu Template quan ly cho nhiéu nganh nghé khac nhau da dwoc cong déng thir
nghiém va déng gép mién phi, ban c6 thé dé dang tham khao va thiét ké lai cho phu hop voi
dac thu cla tivng nhom. Mot sb Template phd bién cé thé tham khao:

Team Tasks - 5 Things to Workflow

(A (@ Boards

ublic temp on the Inter y.  Create Board from Template

Team Tasks - 5 Things Workflow EZEGRE © I® Trello Templates (BE © PRublic ‘]} y

Mary - PM Chloe - mobile Joe - operations Terry - sales
— —-— — —-—
OKRs Quarter 3 Android v.3.2 release HIPAA compliance Boost Q4 sales by 20%
- — - —
User feedback on new mobile i0S app redesign 2016 burn rate projections Analyze 2014 v 2015 retention rates
experience
App store release notes COPPA compliance Corporate holiday gifts

Projected revenue Q3 spreadsheets

Swipe motion delete 2015 Fiscal review 2015 sales recap
Enrolling new companies in beta
testing program L — e —
Take a picture on phone to app Corporate gym membership 2016 short term and long term sales
E— = = = = projections
Pitch deck redesign

Kanban template

p! ate | teweuate ﬁrl [ TrelloInc Free ﬂ\ & M-r

Design To Do Doing Code Review 413 Testing

2 Code Review

Design & Research Code Review Testing
A = e

n
®

[Example task with designs] [Example task] This list has the List Limits Power-up
enabled, to help the team prioritize
and remove bottlenecks before
picking up new work. The list will be
highlighted if the number of cards
in it passes the limit that the team
determines based on team size.

[Example task]

[Example task]

Tham khao nhiéu Template hon vé&i kho template clia Trello
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https://trello.com/dinhbaotran3/boards
https://trello.com/b/DQDXYzN7/team-tasks-5-things-workflow
https://trello.com/b/LGHXvZNL/kanban-template
https://trello.com/templates

Ap dung Trello nhuw thé nao?

Ngu&i td chire va gidm sat: Trwdng nhom
Nguoi tham gia twong tac: Mdi thanh vién
Muc dich: Ngoai viéc "mat déi mat" qua Hangouts Meet, cap nhat thdong tin trén Trello Ia cach
nhanh nhét gitp cac thanh vién nhém ddng bd théng tin
Yéu cau:
e M&i cong viéc (Task) sé la 1 thé (card), phai cé day da théng tin ttr thanh vién chiu trach
nhiém (Assignee) va thdi gian hoan tat (Due date)
e Mot task I&n cé thé chia thanh nhiéu subtask phu dé tién dd cong viéc ludn dwoc theo
doéi sat sao
e S dung nhan (Tag) v&i mau phu hop dé chia mc d6 wu tién cho cac task
e T4t ca thanh vién can tap thoi quen cap nhat théng tin thwdng xuyén cac task minh dam

nhiém khi cé trang thai méi. Tranh viéc don lai va cap nhat khi da hoan tat hét tat ca
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https://pixabay.com/get/54e3d4404252a814f1dc8460c429367e1037dcf85254794c74267ed69f4c_640.jpg

( [@ Boards

Project Management @

Team A Free

Q

& Team Vislble

To Do

b ad
Danh sach céng viéc can lam va
nhirng thanh vién duoc assign

=
Thiét ké site banner

® @ Mar27 [ 0/2 DT

Chinh email mau

Cap nhat danh sach khach hang

@ (@ Aprz DT
—

Sketch the "Teamy Dreamy" Font

Q@ Apr3 BD
+ Add another card (=]

Pending

SEm—c
Nhirng cdng viéc dang b gidn doan
do mét Iy do khac

Xem xét tinh phép Iy

Théng ké cac cong cu Social media
® =

DT

+ Add another card =]

Invite

Stucked

L

Trello Tip: Nhirng cong viéc bj ket co
anh hudéng quyét dinh tién @6 toan
Team

@1
Hop dong freelancer
Duyét chi phi

+ Add another card a

Done

R
“# Chuc mirng! ban da hoan thanh

Finalize Campaign Name: Teamwork
Dream Work 4

Submit Q1 report
@ Dec 18, 2019

Campalgn Proposal

-+ Add another card
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5. Tao céng théng tap trung cho nhém lam viéc véi Google Sites

Hay twdng twong khi ban phai st dung qua nhiéu cdng cu va méi nhan vién budc phai truy cap
nhiéu noi khac nhau dé lay thong tin cé thé gay ra sw rdi loan va mét thdi gian tim kiém. Trong
trwdng hop nay ban cé thé st dung cdong cu Google Sites d& xay dwng mét cdng théng tin tap
trung cho tirng nhém nhd, gilp cac thanh vién cé thé truy cap thong tin tlr nhiéu coéng cu chi
trén mot giao dién duy nhét.

Google Sites 1a cong cu cho phép ban xay dwng cac cdng thong tin ndi bd (website) nhwng lai
cwc ky don gidn vi khédng doi héi phai biét vé 1ap trinh web ma chi viéc thiét ké kéo tha theo

nhirng layout da c6 san.

Truy cap Sites.google.com str dung tai khoan G Suite cong ty, tao New Site cho Team A

0 & google.com.vn,

B GMS B Training @@ Relax BN GMSTool @M GGTeamSte @M FAQ [ Sosanhtinhning.. [ Baotd-GMS |Trello €3 HowtoUseGoogl. [ EcommerceProj BN GCP

Google

Tim v6i Google Xem trang du tién tim duoc

Google ¢6 cac the tiéng: English Frangais X (%£58)

Ban c6 thé tw do sap xép bd cuc cla cdng théng tin véi nhiéu tuy chon thém céac trwong théng
tin vao céng nhw: Lich nhém, Youtube video, Hinh anh, Google Drive, Nut... , tAt ca chi thuc

hién don gidn v&i cac thao tac click chudt va kéo tha dé dang
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E Team A Portal

o] e 0 o &% @ : Publish A

Insert Pages Themes

T (=]

Text box Images

&

Embed Drive
[ Layouts
= a ia
a
Day la cdng thong tin tap trung tat ca tai nguyén clia Team A Py

T Collapsible text

i=  Table of contents

=

Image carousel

E Team A Portal g D © ¢ b @ & @& i 4

Insert Pages Themes
D3y |a cdng théng tin tap trung tAt ¢ tai nguyén ctia Team A
Z & m Tr [
Text box Images
Tech team .
[Tocay| (EIN BEN Tuesday, Aprl 7 ~ Week Month Agenda ¥ Lichtuan
fls]
Tuesday, Aprll 7 - &
1:30pm  Hop ban giao céng viéc Embed Drive
Wednesday, Aprll 8
10:00am  Meeting véi ABC E Layouts
Friday, April 10
@ 3:00pm  Hop véibanténg [ ] 7 v
= = A
Showing events until 6/15. Look for more A
= . A a
- ==
&
EdGoogle catendar
{ ]
n= [a|= E I Y
T Collapsible text

i= Table of contents

1 image carousel

z 2

Budc cudi cung sau khi da bién soan cbng thong tin xong can phai Publish (Céng bd) dé thanh
vién nhém co thé truy cap ngay.
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B TeamAPortal 6 e o o & @&

[re————

1:30pm  Hop ban giae cang vige R Pages  Themes
Wednesday, April 8

10:00am  Meeting vai ABC

Friday, April 10 Tr =

3:00pm  Hop vdi ban t6ne
p p 9 Text box Images

Showing events until 6/15. Laok f

&

Embed Drive

Layouts
BEdGoogle Catendar [ Lay

TITLE

—— Tai liéu Team N

9:47 pm Bao Tran Dinh = i
a
K Duan
9:46 pm Bao Tran Dinh
Py 2 PUENIENIEN
B Tailieu
9:46 pm Bao Tran Dinh
By Dantan z Collapsible text

Table of contents

101 Image carousel

B Training B d GG te B8 FAQ F Sosanhtinhnang MS | Trello €9 Hor

've gone incognito

can browse privately, and other people who u: € Won't see your activity.
downloa d bookmarks will be saved. Lea

I be visible to
= Your browsing history
« Cookies and site data ol
« Information entered in forms - Your internet service provider

Tan dung Google Sites hiéu qua sé gilp cac thanh vién nhém dé dang bao quat dwoc toan bd

thong tin lién quan dén coéng viéc nhém, qua d6 gép phan lam ting nang suét lam viéc chung
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6. In an tlr xa khdng con 1a tré ngai véi Google Cloud Print

Néu doanh nghiép cta ban c6 di ngl kinh doanh hung hau can in van ban nhw bao gia, hop
ddng va glri cho khach hang cang nhanh cang t6t? Nha quan ly mubn xem xét danh gia ngay
khi ndi dung van ban dwoc in ra, dé kip thdi xac nhan va ky, dong dau? Néu tat ca moi nguodi
cung lam viéc tai van phong thi day khéng phai 1a diéu gi khé khan, nhung néu ca doanh
nghiép cung lam viéc tir xa thi dau la gidi phap trong trwong hgp nay? Cau tra 1&i chinh la giai

phap Google Cloud Print ¢ sén trén Google va hoan toan mién phi!

Google Cloud Print Ia dich vu két ndi may in tai nha va noi lam viéc ctia ban théng qua nén tang
web. Chi can may in cta ban duoc két ndi internet, ban cé thé in van ban tlr moi noi, s& dung

moi thiét bi két ndi Internet, bao gébm PC, Mac, Chromebook, dién thoai hodc may tinh bang.

Céc chlrc nang chinh ctia Google Cloud Print gém:

e In tr bat ky noi nao: Két ndi may in ctia ban dén tai khodn Google chi trong vai gidy, sau
dé ban c6 thé in ngay lap turc.

e In bat ky tr bat ky thiét bi nao: Chi can thiét bi va may in cla ban duoc két néi toi
internet 1a ban c6 thé s dung Google Cloud Print

e Chia sé va quan ly may in: Quan ly may in va cac tac vu in trén may cua ban, chia sé
may in nay cho nhan vién lam viéc tir xa nhw bd phan kinh doanh, hanh chinh, nhan

Suw...
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Google [ a | Ho

Cloud Print ®= c 1-50f 5
m Canon LBP251 - Cloud Print
§=R  [HCM] HP Printer - Cloud Print  Cuned by Dinn B0 Tran
Print Jobs £ :
I Printers §¥  Canon MFA800 Series UFRII LT Guned by me
§%3  Google Cloud Printer  Gwned by me

Google Cloud Print Home

Add a Cloud-Ready Printer ‘ Save to Google Drive

Add a Classic Printer

Phwong thire ap dung:

B& phan hanh chinh & cap quan ly: Truc tiép thiét 1ap va quan ly may in bang tai khoan
Google clia minh, ddng thdi chia sé quyén st dung may in cho cac phong ban khac
Céac bd phan khac: Liét ké cac nhan vién duwoc phép str dung may in clia cong ty dé
duoc cap quyén.
Quy trinh ap dung:

> Nhan vién 1am viéc tai nha chinh slra va théng nhat ndi dung van ban, hop ddng

vGi dbi tac - khach hang.

> G email dinh kém van ban, hop ddng véi cip quan ly dé dwoc xac nhan

> Sau khi c6 xac nhan thi nhan vién gvi I€nh in trén Google Cloud Print

> B0 phan hanh chinh hoac quan ly nhan dwgc ban clrng ctia van ban, sau dé chi

viéc ky va déng dau, gtri cho bén chuyén phat nhanh.
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Meo va thuec tién

1. Néu duwoc hay sdp xép mot khéng gian nhé trong nha danh riéng cho cong viéc. Can
tranh nhirng khéng gian 1am viéc nhw trén giwdng ngd hay vj tri ¢ nhiéu tap am rat dé
gay mét tap trung va gidm nang suét lao dong.

2. Pwng ngan ngai "mat dbi méat" trén Hangouts Meet v&i déng nghiép thay vi email, né dé
dang truyén tai nhivng gi ban mudn trao ddi va giam thiéu téi da sy hiéu lam do tvr ngir.
Phan dinh rd gilba cac kénh lién lac gilra muc dich céng viéc va ca nhan.

4. Tang cuwdng giao tiép nhiéu hon mc binh thuwong, ké ca khéng phai 1a vi muc dich
cong viéc sé gilp ban thw gian va can bang tét hon khi lam viéc & nha.

5. Khi lam viéc & nha ciing can tap thanh théi quen cé dinh twong tw khung gid khi lam
viéc & cong ty.

6. Luc bat dau chuyén qua mé hinh lam viéc tai nha, cac trwdng bd phan/trwdng nhém hay
biét 1ang nghe va khuyén khich nhan vién déng gép y kién cai thién nhdm diéu chinh
thich hop van hoa lam viéc tr xa.

7. Viéc thuwong xuyén gitv lién lac 1& cwe ky quan trong vi vay ban hdy s dung tat ca

nhirng céng cu hé tro' lién lac ma cdng ty dé xuat mot cach triét dé va hiéu qua.
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Céc thac mac thworng gap

Q: Cam nang nay c6 phu hop hoan toan cho tat ca nganh nghé cta cac coéng ty?
A: Cam nang lam viéc tir xa nay do Gimasys dlc két tir kinh nghiém thuc tién ap dung cla

minh, vi vay ban cé thé tham kh&o va diéu chinh lai cho phu hop hon véi cong ty ctia minh.

Q: Lam thé nao dé quan ly biét dwoc nhan vién cua minh cé dang lam viéc?
A: Khéng c6 cach kiém soat hiéu qua nao dé chac chan diéu nay, nghia la ban can tin twéng
nhan vién ctia minh. Vi vay hay nhin vao "két qua thay vi qua trinh" (theo nguyén tic quan trj

Objective Key Results - OKR), hay quan ly tét deadline cho tirng task nhé nhét cia nhan vién.
Q: G Suite la gi?

A: G Suite 1a mét bd cac cong cu duwoc xay dung trén nén tang dién toan dam may ctia Google

mang t&i cho Doanh nghiép cia ban mét phwong thirc lam viéc va cong tac véi nhau hoan toan
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mé&i cd SLA vé dich vu dat 99.99% uptime., & bat ctr dau, trén béat ky thiét bj nao, khéng chi don
gian la email va chat ma con cé cac cudc goi video, dat lich lam viéc, chia sé di¥ liéu, cung nhau

tao va chinh stra cac van ban truc tuyén... va con hon thé niva.

Q: Doanh nghiép t6i c6 nén diing phan mém/nén tang tra phi cho lam viéc tr xa?

A: C6. Bon gian vi cac phan mém tra phi theo mé hinh Phan mém dich vu dam luén dam bao
mot cach tdt nhat cho doanh nghiép ban duy tri tinh lién tuc clia hoat ddng san xuét kinh doanh.
Hon nira, cac phan mém trd phi chinh hang ludn dwoc ddi ngl ky thuat ciia nha cung cip hd

tro trwee tiép va cam két chat lwong dich vu.
Q: Lam viéc ttr xa c6 phai la sw "binh thwéng méi" khéng?

A: Co, khi doanh nghiép cla ban c6 chién lwoc chuyén dbi sb va xay dwng digital workplace va

digital workforce.

CAM ON DA THEO DOI

HAY CHIA SE CUNG CONG DONG NEU THAY TAI LIEU HO'U ic1 O
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Ho Chi Minh: 0974 417 099
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37



