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Budc 1: Chon My Plans --> chon New plan --> chon Simple Plan Templates c6 san hoac chon
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Budc 2: Chon Use Template
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Chuc nang trong plan.

(1) Backlog: Day la nai chra tat cd cac y tudng hoac céng viéc chua dugc uu tién thuc hién ngay.

Giong nhu mo6t danh sach "dé lam sau"

Khi nao thém task vao day?

e Khi ban m&i nghi ra mét céng viéc nhung chua xac dinh thoi diém thuc hién.

e Khi chua c6 du thong tin hoac chua dugc phé duyét dé bat dau.

(2) Up next: Day la danh sach céc cong viéc da duoc uu tién va sé thuc hién sém (thudng la

trong sprint hoac tuan tdi)

Khi nao thém task vao day?

e Khi céng viéc da ro rang, cé deadline, va ban du dinh lam trong thai gian gan.

(3) In Progress: Cac cong viéc dang thuc hién ngay lUc nay.

Khi nao thém task vao day?

e Khi ban bat dau lam viéc thuc té trén task.

(4) Blocked: Cong viéc bi tam durng vi gap van dé hoac phu thubc vao ngudi khac.

Khi nao thém task vao day?

o Khi ban khéng thé ti€p tuc do thiéu thong tin, chd phé duyét, hodc gap 16i.
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Budc 4: Dat deadline va assign nguai thuc hién dé theo doi.

(1) Assign: Day la noi gan nguoi thuc hién cho task. Ban c6 thé chon mot hoac nhiéu thanh vién

trong nhém dé chiu trach nhiém

(2) Progress: Trang thai cong viéc:

e Not started (chua bat dau)
e In progress (dang thuc hién)

e Completed (hoan thanh)

Start date: Ngay bat dau céng viéc (c6 thé dé tréng néu chua xac dinh)

(3) Priority: Mic do uu tién:

Urgent (khan cap)

Important (quan trong)

Medium (trung binh)

Low (thap)

(4) Due date: Han chét hoan thanh task

Bucket : (Up next, Backlog, In progress, Blocked): Chon ding cét theo trang thai cong viéc
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(5) Checklist: Liét ké cac hang muc nhé thuc hién va tick chon hang muc trong danh sach céc

budc nho can thuc hién dé hoan thanh task.
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