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I DANG NHAP VAO kintone

Duéi day chung téi sé gidi thich quy trinh tlr khi dang ky st dung thlr dén khi dang nhap vao moi
trwdng kintone.

1. Mail x4c nhan [Chao mirng dén vé&i cybozu.com]

Sau khi hoan thanh dang ky phién ban dung tht hay truy cap
vao URL dinh kém trong mail [Chao mirng dén véi cybozu.com]

dwoc glri dén dia chi mail ctia quy khach. CYbOZU.Com

¥URL dwoc glri qua mail sé tr& thanh moi trwong ste dung  S0EHOBRRSATZIAESTE!
riéng cla ban. Dé c6 thé truy cap vao kintone bat ky lic nao,

ban c6 thé danh dau va thém vao trang yéu thich. MTOBREFNDY NCOIA YU TIRE

https:/ /v v 5. com/k/

2. Nhéap password va ID dang nhap DA B e @cybozu.cojp  TEN truy cap

Tén dang nhap cda ngudi quan ly (Admin) da dang ky dwoc ST R dAsIc AN UE/CRD—f Password
thdng nhét theo dia chi mail. Vui long nhap password da duoc RRR: 2014-11-29
thiét 1ap khi dang ky diing ther. \

% CO thé thay dbi tén dang nhap cta nguoi quan Iy (Admin)
bang mét tén mai c6 st dung chir s6 va ky tw tir man hinh quan ly sau khi dang nhap.

Tén truy cap

Password

QU4 AERITL

|
— y




TRINH PO SO’ CAP

~ TU TAO NG DUNG PEN BAT PAU SU DUNG ~

S DUNG THANH THAO CAC CHU'C NANG CO BAN CUA kintone

[ gTo;d =T I ¥ a o o [V Vo TR P5~P10
Dang ky ngudi dung KINTONE...........ooii i i P11~P14
ISTU N (V] To IV To o [0 o ' £- I =T J SRRSO P15~P18
Chire nang bINh TUBN ..o P19~P20
T LTIV 1= 1V Lo OO P21~P22
WU GIEM KNi ST dUNG KINTONE ...ttt e e seeeee e e P23
Tao (NG dUNG DANG fIl@ EXCEI ......oveieeiee ettt P24~P27
Thém (rng dung t Thw VIEN UNG AUNG........cveeeieeeeeeeiecee e P28~P30

Trong muc nay, chung toi
sé& hwéng dan cach tao ra
mét (rng dung co ban, cach
thém nguwoi str dung, cach
str dung cac chlrc nang co
ban cla Kintone trong
[Diéu can lam dau tién khi
dang nhap Kintone].




KHOI TAO PNG DUNG

Trong muc nay, ching téi sé tién hanh khéi tao trng dung dwa trén mét tng dung mau. Lan nay, chang
t6i sé& thtr tao (rng dung quan ly nhan vién st dung chung cho cd nhém bang Kintone.

[ Cha ad )

T6i muén quan ly céng viéc trong nhém mét cach dé dang nhét c6 thé

T6i hoan toan khéng thé nadm bat dwoc tinh hinh cong viéc trong\
5 nhém nhw thé ndo... Du da giao nhiém vu mai nhung t6i khdng
§ Pl thé theo sat dwoc tién do cong viéc, tham chi con phat sinh nhiéu
~a> hiéu I&m va khiic méc trong cong viéc. Tdi mubn quan ly céng viéc
Kintone Promotion Team | trong nh6m t6t hon, tuy nhién, néu str dung Excel thi rét phién toai
Ami va khong thé cap nhat thwdng xuyén. Toi biét lam sao bay gio?

(’'NG DUNG GIAI QUYET VAN PE QUAN LY NHOM LAM VIEC

Dwéi day chang t6i sé gidi thiéu cho cac ban mét ng dung trong dé cé thé gitp ban quan ly déng
thoi cac thong tin Tén cdng viéc, Ngay hoan thanh (Deadline), Ngwoi phu trach, Trang thai xt ly...
(Yng dung nay ngoai viéc gilp ching ta c6 thé quan ly va ndm rd cdng viéc va trang thai hoat dong
cla tlrng ngwdi trong nhom, con gitp chang ta cé thé lwu gil lich st cha nhivng céng viéc da dwoc
thwc hién trong qué khr.

Records 1 - 8of 8
Tén cong viéc Ngudi phu trach Deadline Trang thai
Flyer design creation Kana Masuda Feb 02, 2018 Not yat 4
Web page recreation Kana Masuda Jan 19, 2018 Not yet rd
Event planning and management Yuta Sasaki Feb 01, 2016 Not yet 4
Tanaka pharmaceutical company Yuta Sasaki Feb 10, 2018

Poster for advetisement Yuta Sasaki Jan 11, 2016 Not yet rd

Yamamoto corporation case coverage Yukako Suzuki Jan 15, 20168 Not yet e

e © © © © ©

1. Lap danh sach cac muc can thiét

Kiém tra cac muc can thiét trwde khi tao tng dung quan Iy nhém lam viéc.

Lan nay, &ng dung dwoc tao sé bao gébm 5 muc sau day:

Chu d& cong viéc Nguoi phu tréch Han xu ly Trang théi xu ly Noi dung chi tiét




2. Click vao nut chuét vao nut tao wrng dung

+

Click chudt vao dau tai trang cha kintone.

u HH5E K ' Spaces

Velcome to kintonel
kintone is web database for specialized to use for team working. N App creation space ‘

This i useful for work which share the data in the sales department, support department, information system department, human
resource department and cooperative project with another department or company.
= s

For the beginner, we create the basic operation guide of kintone.
Firstly, please look at here.

» Look the basic operation guide
‘ Team Task Management

17:54  Nanasawa = New Aep

:,4' . Notifications

() A e
=) Stock Management

y i ' Case Management
a Calendar plus app

I J Daily report

No notifications to show

3. Chon phwong phap tao rng dung

Lan nay, ban sé chon [Tao ng dung tir dau] (Create App from Scratch) tai muc sé 4 tir trén
xudng.
Day la phwong phap gilp ta tao &ng dung t dau.

Create App

-

Create from Existing App



4. Nhap tén goi cho trng dung

Nhap [Quan ly nhém lam viéc].

= [Cuan iy nhom Bmvige |
Form Views Graphs App Settings

P Lo Text (single-line)

[A] Aien e [E] 7o Box imuti-ine)

tomes f cacues Drag and drop fields here.

(®) Rscio Bumon [ Crack tox 7

B mut-choics B oree-down

[2) o=t © e

[5) Dete zna time 0 Anacomen:

& L 3 serseiection

A, croun seiection [ AeazaRecorss

B e

5. Thiét lap mau nhap

Form Views Graphs
Thiét 1ap mAu dung dé dang ky cac cong viéc trong
nhém. Trong kintone, cac ban cé thé kéo va tha cac A Tex Box muttine
phan (part) can thiét dé thiét 1ap thir tw va vi tri cta
cac triong (field) tai kintone. St

@ Calculated
1 Dhoc
Thiét 1ap mau nhap Click gitr chuét tai vi tri icon trén man hinh,

sau d6 nhan gitr va tha tai vi tri mong muén

Text (single-ling) x , . N N ~ >
(= BO tri icon vao trwdng bén phai

bang viéc kéo va tha.

Thay déi tén goi cac Part

102

Click chuét vao icon phia bén phai dong 1 chudi ky tw, dong chir [Settings] sé hién ra.

Form Views Graphs App Settings

‘ o ‘ Text (single-line)

FL_| Duplicate

Q Labef Taxt (single-ling) -

£J Delete
E Rich text E Text Box (muiti-line)
Number @ Calculated

@ Redio Button Check box




Nhap [Task Tittle] (Tén cong viéc) vao muc [Field Name] (Tén mién) va click chuét vao muc [Save]
(Lwu).

Field Settings X

Name *
Task Titlg|
Hide field name
Calculate automatically

Required field

Prohibit duplicate values

Bé tri cac part theo thir tw twong tw [5-1], [5-2]

L, > . User selection N A b L Y N . <. N1z > a
Kéo tha icon 1 sang trwd'ng bén phai bang viéc click vao icon va kéo tha chudt.

Click chudt vao nut [Settings] (Cai dat), va thay ddi tén trwdng thanh tén [PIC] (Ngwei phu trach).

< o) Ti N z N
BO tri icon © rime sang trwdng bén phai bang cach nhan gilr trén icon rdi kéo tha.
Click chudt vao nut [Settings], va thay déi tén trwérng thanh tén [Deadline].

E Drop-down

Bé tri icon sang trwéng bén phai bang cach nhan gitr va kéo tha.
Click chudt vao [Settings], va thay ddi tén trwdng thanh tén [Trang thai xd ly].

Nhap [Hoan thanh], [Pang thwc hién], [Chwa thwc hién] vao muc [Options](Muc va th tw) & gitra
man hinh thiét lap.

Mé&c dinh ban dau chi c6 2 hang muc. Tuy nhién, ta c6 thé tdng thém sbé muc bang céach click vao nat

Options
¥ | Mot yet O
- Dioing
¥| Fir

Default Value




[£] Text Box (mutt-ine)

B4 tri icon sang trwong bén phai bang cach nhan gitr va kéo tha.

Click chudt vao [Settings], va thay ddi tén trwdng thanh tén [N&i dung chi tiét].

Form Views Graphs App Settings
‘ Label Text (single-ling)
] v e s
Number E Calculated 2017-02-10 Not yet N
@ Radio Button ¥y Check box

E Muiti-choice E Drop-down
E Date @ Time

G Date and time @ Attachment
@ Link 1 Uzar selection
;’1 Department selecticn 1’. Group selecticn
la Related Records a Lookup

1 Blenk space —— Border

'|_-| Field group

Hoan thanh thiét 1ap cac muc tai day.

Néu khéng c6 van dé nao trong ndi dung thi hay click chudt vao [Save Form] & phia trén bén tréi.

Form Views Graphs App Settings

o ABSIgnee

Q Labe! Text (single-ling)

—_— —_— Do cilie, Stah,




Click chudt vao muc “Activate App” va bat dau st dung

Trén day chung ta da hwdng dan ban cach hoan thanh nhirng cai dat co ban cta ng dung.

Click chudt vao [Activate App] (Kich hoat trng dung) va bat dau s dung.

App creation space > Team Task Management > Settings Last Updated: ] Nanasawa 17:02
a Team Task Management Discard Changes Update App

‘ Form ‘ Views Graphs App Settings ‘

e e

@ L= Text (singlerling] .

[A] mien texe B renBox imuting Bsedibe Status

Numoer [ cacuea i 2017-02-10 Not yat v

Redio Butt M ceckoox

© Federaen : 8 o Detail

B mut-choice % [ prop-down

=) oe= Y =

[) Dete endime © ) anechmen

® L 3 userseiecion

&% Depanment sezcton A, Group seiecrien

[@ Pesteapecoss [ Lookue

Tao [(’ng dung quan Iy nhom 1am viéc]!

Day la trang thai sau khi d& hoan thanh tao mét “Hoép” (Box) dé quan ly nhém lam viéc. Trong (rng dung
nay, ching ta c6 thé dang ky cong viéc, phan bd nguoi phu trach, va chia sé thdng tin, va quan trong
hon 1a gitp moi ngwdi cé thé ciing nhau theo ddi tién d6 cong viéc.

Chon ng dung st dung thwéng xuyén bang chirc ning ﬂ “Add App
into Favorites” (Thém ng dung vao muc yéu thich).
Click chon vao icon Els tay trai cia application, bang cach nay ta cé thé dwa appli vao muc
yéu thich. Khi d&ng ky xong U'ng dung vao muc Yéu thich thi chi nhizng (rng dung dwoc thém
vao myc nay méi hién ra & trang chinh.

=g

BREADDTFTY
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PANG KY NGU'O'| DUNG kintone

Sau khi tao xong [Png dung quan Iy nhém lam viéc], tiép theo chiing ta sé& dang ky nguoi

dung wng dung.
Lan nay ching ta sé& thém 5 thanh vién cho cuing nhém (B6 phan Marketing).
M Co thé dang ky ngudi dung trwée khi tao tng dung.

Céc thanh vién sé dang ky |an nay (Bé phan Marketing)

2082

Noboru Sato Tomomi Koyama Kana Masuda Yuta Sasaki  Yukako Suzuki

1. Mé& [Cybozu.com Administration] (Quan ly céng théng tin cybozu.com)

Khi click chudt vao icone = phia trén bén phai man hinh, menu céac lwa chon sé hién ra,

chung ta chon muc [cybozu.com administration].

m working. vr'ﬁ"ﬁ App creation space Users & System Administration
rtment, s o epar ¢

support department, information system department, human

Epartment or company.

T—8 ApDpS

2. Thém phong ban ttr muc ngw®i dung/ phong ban

Sau khi man hinh hién ra [Cybozu.com Administration], chon [Department and

Users] (Phong ban Ngwoi st dung) ttr menu phia bén trai.

cybozucom G O W =

& Administration Home

Service Usage

Domain: aya-yamawaki.cybozu.com Domain ID: c188498
Departments & Users

Departments & Users

- Departments New Department Users New User | | Profile Settings Ijl
Services & Users

Job Titles 4 Marketing

Groups (or Roles) 4 Event [4 Josephine Kars josephine Active
Bulk Actions ALL 4  Aya yamawaki yamawaki Active

10



Click chudétvao muc ¢y [New Department] (Thém phong ban) nhw thé hién trong phan
khung t6 mau dé trong man hinh bén duwi. Sau dé nhap tén phong ban tuy y vao hang tén
hién thi tai muc [Display Name*]. Sau khi nhap xong di liéu, hay click vao muc [Save

0 Form].
[obericn 6 000 |

# Administraton Home Domain: aya-yamawak

Sarvioe Llspoge
Departments & Usars
| Ugar Administration

Departiments S Usars
epartments c LisErs Moo Llnar Pl Stsings ':l

Sarvices B Users

Job Titles 4 Harkuting v
Groups [or Foles) ¥ Evern [ Maaphing Ken bt Acthen
Bulk Actions O AL 5 &0 vamawek ik Aitiow

Service Usage
New Department
| 1 User Administration

Departments & Users Name |Display Name *
Services & Users ]Marketing
Job Titles :

Localized Name

Groups (or Roles) (Engiish_~ |—

Bulk Actions
Import from File

Export to File

Delete Users Depasinent [
Code
Administrators
Tentative Reorganization
Dept Access Control parent |[e
Department Root)
e . \ J
1 System Administration
Customize Description |
Header
Login Page
Security
Login

Access Control
Session Settings ﬁ O:oncel

Client Certificates

3. Thém ngwéi dung tir muc Department and Users

Click chudt vao tén phong ban da tao tai muc 2.

Departments & Users

Departments Hew Department Users Mew User| | Profile Settings - Cl

I i Marketing I M * g
8 Event

11



Click chudt vao muc [New User] va di chuyén sang man hinh d&ng ky ngwéi dung.

Departments & Users

Departments | New Department Users INchut | Profil Settings | | Q|

43 Marketing Display Name Login Name All Users v @
43 Event

Sau khi thiét 1ap théng tin can thiét, click chuét vao nat [Save].

MNew User

e

Pictire
[ Browse | Paimum: B00KE)

Available ) nmmn

Hame  Display Narme * Sarviees
- @ [ cybozu Office
# & kintone
Enter thee narms io B displiyed i e8ch sendce
O B Mailwise

Grven Narme Surname W @ Client Certificate Authentication
Department | T3 | Marketing |
LagNome *  [emonioyoms | Fy— o
u Awailatie
Ender e kgin name bo B used when the wser logs in D‘F’m m
AL

Dén day |a hoan tat thao tac dang ky nguoi dung.

v,

D

" Céc thong tin lién quan vé man hinh va dia chi lién hé ctia cac user c6 thé dwoc cai
dat bé sung sau dé6.

2. EB R 2015-11-18 2:39 PM

@HE R
TETY. £5L{BMVWLET,

» &R




Cac thanh vién khac cling dang ky theo mét trinh ty twong tuw.

Departments & Users

Departments New Departmect
$ Marketing

& vt

0 Al

4 ADMINISTRATION

© New Department

Users New User | Profie Settingn Q
“ e Actoe a
# Ma Act »)
o s Act g
[ ' -
(& A -

Néu ban da dang ky toan bo user can thiét thi xem nhw da hoan tat viéc cai dat.

Departments & Users

Uger Adeninistration

Dt & Ui
Degartanent s Pitr [gpariment
Joib Tithes o ety
Badk, AT O ALl
T Fila B ADRIRISTRATION

- 3 Mew Dopartmant

- Tl

=

] Sywtwna Adminsstration
F T
[ RS R IEe

& ANl Users

Lisers v Unr Frodile Seeings.

DooDo

Click vao biéu twong ctiia dam may phia trén cling bén trai ban sé quay v& man hinh chinh kintone.

13




St dung cac wng dung da tao

O day ching ta sé thtr str dung cac (ng dung da tao dwoc trong muc truéec.

Trwdc tién, ta s& lam rd nhiém vu hién tai cta tng thanh vién trong phong Marketing dé tién hanh

dang ky.

Lap Catalogue cho

kintone

e Tao qua tang cho
khéach

e Viét new release (ban

thao dé hop bao)

Tomomi Koyama

Tao poster quang cao .
Téng hop théng tin t

Yukako Suzuki

e Lap S6 tay hwéng dan cho
ngwoi méi str dung kintone.

e Thuyc hién diéu tra nguoi dung.

e Tdng hop théng tin tr khach
hang céng ty Yamamoto Shoji

R v .
e DOi méi trang web.
e Tao thiét ké t& bwdm.

khach hang Tanaka

Seiyaku. }
Lap k& hoach va tb £
chire sw kién trién 1&am.

@ .
ad .

Sasaki Yuta

Kana Masuda

1. Cach dang ky mét ban ghi nh& méi (record).

Click vao biéu twong [Quan ly cong viéc nhom] trén trang chi kintone (phia dwéi bén phai man
hinh)

d Spaces
\A Notifications B

No notifications to show

ACCOUNTANT

a Apps

B B céo FILE FORMAT

IQuén ly cdng viéc nhém I

QUAN LY NGUON vON

Trang &ng dung quan ly cdng viéc nhom sé hién thi, click vao “+” phia trén bén phai man hinh dé
tao Record mai.

k1

‘ T p—braren
O

s I
-0 [(Hew]
Fary E8E HTEE aRER
FoTFEOER A,
0.0 (4

14



Dién vao lan lwot nhu tiéu dé cong viéc, ngudi phu trach, ngay hét han, tinh trang x& ly, ndi dung chi

tiét.

D ‘T

Quan ly céng viéc nhém

Tén cong viéc Ngwoi phu trach
Tao catalogue Kintone Q
NI+ X
Deadline Tinh trang céng viéc
2016-01-08 RETF v

Néi dung chi tiét

Tao catalogue huéng dan méi cho Kintone
Khoang 20 trang, ngan séch 800.000 Yén (bao gom phi in 4n)
Céc chd chinh sira thi ban bac vé anh Yoshida phong kinh doanh.

(/) Cach sir dung cot “Ngwoi phu trach”

Trong ct “Nguwoi phu trach” ta sé sir dung part “User Selection”. Part User Selection gitp
ban tra ciu va chi dinh cac user duwgc ding ky trong Kintone.

Chi can dién tén vao, két qua tra ctu
(ngwoi str dung) sé nhay ra ty dong.

Nguwdi phu trach c6 thé 1a nhiéu nguoi
cung mét ldc.

DPang ky cong viéc twong tw cho cac thanh vién khac. Lan nay chj Sato sé& dang ky cho toan bo thanh
vién, tuy nhién céc ban ciing c6 thé tw dang ky céng viéc cho minh.




‘ ¥ Quan Iy céng viéc nhém

Quan Iy cong viéc nhom

[©

Tén céng vigc

Tén cona viéc PIC Deadii p)c Deadline Trang thai

e © ¢ ¢ © © 0 0 ©°o ©

Danh sach sau khi dang ky thanh cong.

2. Phwong phap diéu chinh, thay déi cac néi dung da dang ky.

Trwdng hop mubn thay ddi ndi dung dang dwoc dang ky chi can diéu chinh record. Lan nay, ban

thay déi Trang thai tr Chwa bat dau sang Hoan tat.

Tén céng wigc PIC Ceadline

Trang thai

e © 9 9 9 © 9 o o ©

Chuing ta sé tién hanh thay déi tinh trang xt ly cdng viéc mang tén [Thwc hién diéu tra nguwoi

dung] cta anh Suzuki.

Click vao biéu twong B bén trai tén cong viéc, man hinh chi tiét sé dwgc mé ra.

16




Click chudt vao biéu twong [4 ndm & phia trén bén phai ctia man hinh chi tiét.

Khi d6 'ng dung Quan ly céng viéc nhém sé chuyé&n sang trang thai cé thé chinh stra néi dung, ban
chon c6t [Tinh trang xt ly] va chuyén sang ché dé [Hoan tat].

N :} T E
n Filnde your oomment hene

Cancel
¢ 2
Task Title Assignee u T ——
Usar questionnaire Yukako Suzuki
Deadline Status
201a8-01-22 Finish '

Detal | 7
Chuwra thuwe hién
DPang thwe hién
v D3 hoan tat

Click vao [Save], khi Man hinh danh sach Record xuét hién thi xem nhw da hoan tat thay doi.

C6 thé diéu chinh tryc tiép va thay d6i tir Man hinh danh sach.
Khi click chugt vao nit ge & tay phai, chiing ta chi c6 thé diéu chinh, thay doi cac
hang muc dang hién ra ngay trén man hinh.

AR FHBOSE, W RUEAKHEER 20160201 RME o x
TR HBERAR B REAKER 20160210 R#F 7 0

RERRRS— RELKER  201601-11  REF 7 0

ARY HROGE. R RERKREXR 2016-02-01

RBHERR FORS gy 2016-02-10
R Exxwx
BERRAS— R LK K 201 sm=

i v fERE
®T

PES LHTR WO 8 8K BT 20

L S




Chirc nang binh luan (comment)

Mét trong nhirng chirc nang dac biét cha kintone la chirc ndng giao tiép co6 tén goi [Chirc nang binh
luan]. Khéng chi giup dang ky, thém hodac bién tap cac record vao cac rng dung, kintone con gidp xau
chudi ndi dung céc record lai v&i nhau dé gitp viéc thwe hién cong viéc cé thé thwc hién moét cach thuan
loi hon.

Co6 nhd lién
hé vai khach
hang nhé

Vang thua
sép~!

yntone Y

Trinh tw viét comment (binh luan) cho Record

1. M& man hinh chi tiét va bat cét binh luan
Mé& danh sach man hinh hd so, click vao biéu twong [ bén trai va mé man hinh chi
tiét. Click vao [Comment] (Binh luan) bén phai ctia man hinh chi tiét.

e © o o o ©

Toarusden ot Yuts Sanaki

5|

xRy SR SO G

Fab 10, 0% Doimg

120 it

e e e S T T e
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2. Viét binh luan vao cét binh luan

° E Néu click vao phan [Mention] man hinh
N sé hién thi dau @, dién tén cla ngudi
= S ma ban muédn binh luan.
CIMOCIMI Fodfama 5
Khi ban nhap tén, man hinh sé hién thj
danh sach user twong rng, khi dé ban
c6 thé click chon tén phu hop.

Mo comments are available

® Nhap binh luan va click chon [Post] dé&
: . dang bai.
@ Thuz is first :-M.e ':f. Mr.Sasak to go coverage

- T L PG U [ Sy a———
=0 peegse o 10Qethner Gl Check NS Wore |

=

Mo comments are avalable

Binh luan cla ban sé& duwoc giri théng bao dén cdng cua kintone. Néu binh luan gri dén
anh Koyama, thi tai man hinh cia anh Koyama anh sé nhan dwoc thong bao nhw bén
dudi.

me 10 Kintone

kintone iz web database for specialized to use for team working.
This is useful for work which share the data in the sales department, suppon dapartment, information system department, human
resSource depa':r:".e'ﬁ and cooperative project with angther d&pal"ll'r"él"[ oFf Company

For the beginner, we create the basic operation guide of kintone.

Firstly, pleasze look at here

»Look the basic operation guide

d Notifications

19



Lich str thay doi

(ng dung kintone dworc trang bi tinh nang [Lich str thay déi] tw dong ghi nhé lich st v& cac muc dwoc
thay ddi va ngudi thay déi muc twong &ng. Trwdng hop cac ban lwu triv cac théng tin nay bang file Excel,
sé xay ra tinh huéng khéng thé biét dwoc dau 1a phién ban cubi cling va diém nao / muc nao da dwoc
thay déi.

Chtrc nang lich st thay dbi khéng nhirng gitp tranh dwoc tinh trang nay ma con gitp khéi phuc lai di
liéu cii ngay lap tire trong truérng hop mét ai do & ghi dé 1én théng tin cii (overwrite), cé thé ngan chan
rac réi thwong gap truée khi xay ra trong viéc chia sé div liéu.

Trinh tw hién thj lich str thay doi

1. M& man hinh chi tiét va hién thi lich st thay débi
M& man hinh danh sach hd so, click vao biéu twong ‘ & bén trai man hinh va mé man hinh

chi tiét. Click vao biéu twong nam bén phai ctia man hinh chi tiét.

B  Flyer design creation 2016-02-02  Not yet 7 0
B Web page recreation 2016-01-19  Not yet s 0
‘ [ ] ’ Event planning and management 2016-02-01 Notyet < @
B Tanaka pharmaceutical company case coverage 2016-02-10 Doing ,/ ‘
B Poster for advetisement 2016-01-11  Not yet s 9
B Yamamoto corporation case coverage 2016-01-15 Notyet < @

Winte your comment here.

Task Title Assignes
Web page recreation Kana Masuda
Yuta Sasaki 2: Noboru Sato Feb 25, 2017 14:52
@Kana Masuda
Deadline Status Itis ok.

Jan 19, 2016 Not yet

Detail Reply

1: Kana Masuda Feb 25, 2017 14:50

@Noboru Sato
| would like to request Mr. Sasaki to support
this task. Is it ok or not?

Reply
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Kiém tra lich str thay déi va tré vé phién ban trwéc néu can thiét

. History
Q@
Show Latest Contents

.! 5: Kana Masuda Feb 25, 2017 1457
Status: Changed from "Not yet" to "Doing”
B> Show Update Details

) Restors Previous Version

4: Kana Masuda Feb 25, 2017 14:50

Assignee: Selected the following users:

|f\;; a Masuda
¥y ita Sasak

P Show Updats Details

) Restore Previous Version

Khi click vao [Show Update Details] cua
khung mau dé trong hinh bén trai, nhirng vi tri
ma ban diéu chinh s& hién thj.

Trwdng hop mudn huy bd thay dbi nay, ban
click vao [Restore Previous Version] nam
bén dwai 1a c6 thé tré vé phién ban truwéc dé.

Tén cong viéc PIC

Web page recreation Kana Masuda
Yuta Sasaki

Deadline Trang thai xi Iy

Jan 19, 2016 Dang thyc hién

Noi dung chi tiét
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Wu diém khi str dung tng dung kintone

Dén day, chung ta da hoan tat quy trinh co ban vé tao va st dung (rng dung.
Dwéi day, chang ta cling tém tat lai cac wu diém va mot vai vi du thuwe té trong viéc str dung (rng dung
da tao.

jntone
KA
Phong Marketing
e ___________________________c & |
Anh Koyama trong -
c6 V& ban, toi sé Cam on Q
gitp anh lam céng
Viéc nay
g Hiéu roi .
Da hoan thanh xong! 2 . w ow i
Xin hay kiém tra gitip — -3 -
t"' H > A 2
@ . - . Xin chi cho toi vé
& L[—— van dé nay

~d

Nhin vao Kintone ban s& ndm bat dwoc tinh trang céng
viéc clia méi thanh vién trong thdi gian thyc. &

ICINRCERIENBEN 6 thé theo dBi dwoc cong viéc cda tieng thanh vién trong nhom

Trwéc day, cac trwdng nhom chi nhan dwoc lién lac va théng bao tai cac cuéc hop, tuy nhién, nho st
dung rng dung quan ly céng viéc, trwdng nhom co thé theo ddi cong viéc cla tirng thanh vién trong
nhom cling nhw khéi lwgng cong viéc cta tirng nguoi.

IE MR R 2 Dé phong tinh huéng bé sét cong viéc

Chung ta thwong c6 xu hwéng hoan lai dé lam sau nhirng coéng viéc nhw “Lam thi rat nhanh nhwng
khéng gap” va vi vay rat dé bé sét nhirvng cong viéc dang nay. Trong tinh hudng dé, chi can dang ky vao
hé théng &ng dung l1a ching ta c6 thé dé dang theo dbi cong viéc tdn dong ma khéng bd sét.

IR RGN Giup ting cwong giao tiép

Trwdng hop ban giao (assign) cong viéc, ban cé thé lwu lai cong viéc dwi hinh thire
van ban thay vi néi miéng truc tiép c6 thé dé lam sai léch thong tin. Ngoai ra, st dung kintone gitp ban
c6 thé lién lac ngay lap tic khi can thiét, nhér d6 gidp viéc lién lac gitra cac thanh vién trong nhom tré
nén thuan lgi va dé dang hon.

That tuyét voi, chi trong vai phat cai dat ng dung cho Kintone ma
chdng ta c6 thé gidi quyét hang loat nhirng van dé nhw vay!
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Tao tng dung bang file Excel

Trong Kintone, ngoai cach tao rng dung bang viéc kéo va tha chuét nhw néu trong muc 1. Ta cling c6
thé tao (rng dung bang cach tan dung nhirng mau san co6 trén Excel.

UNG DUNG TAO MG UNG DUNG DANH SACH KHACH HANG

Trong phan nay, ching ta sé tao thir mét (rng dung “Danh sach khach hang” dé gitp quan ly thong tin
khach hang dé dang chi trong mét Danh séach.

Day la mét tng dung c6 nhiéu tinh nang vira gitp ching ta tim kiém thong tin ctia mét khach hang cu
thé nao do, vira gilp ching ta cai dat va thu hep cac diéu kién can thiét dé tim kiém.

' DANH SACH KHACH HANG
ID A v ? 1] 3
Records 1 - 20 of 38
No Ten Phién am Dia chi GiGi tinh Ngay sinh parr iad Nhém mau Tinh thanh Dign thoai

B 38 Takahiro Kitou takahiro_kitou@example.com  Man 38 Feb28,1974 Unmarried A Kanagawa 090-8649-2874 /s 0
B ¥ Satoshi Fukada satoshi_fukada@example.com | Man 46 Jan09,1967 Unmarmied O Aichi 090-1828-8844 s 0
B 36 Mituru Matuoka mituny_matucka@examplec...  Man 38 Dec03,1976 Unmaried A Fukushima 090-5391-8878 -
B 35 Nagisa Kawabe nagisa_kawsbe@example.co.. Woman = 43  Aug10,1969  Married B Kanagawa 000-7870-3612 /s 0
R 3 Yui Kasai yui_kasai@example corr Woman 23 Nov11,1989  Mamed A Tottori 080-9537-38 N ]
B = Nanami Etou nanami_etou@examplecom  Woman = 58 Jun19,1954 Mamied A Kumamoto 080-6160-6789 7 9
R 3 Rie Iwatani rie_iwatani@example.com Woman 31  May29, 1981 Married AB Shiga 090-9371-8444 s 0
B 3 Hikari Tajir tajiri_hikar@example.com Woman 43  Nov20,1989  Maried o) Chiba 080-5495-8937 P ]
B Kazue Shimoyama shimoyama_kezue@example... Woman 31 Dec?23,1981 Mamied AB Tochigi 090-3498-5072 P ~ ]
B 2 Tatsuhito Shimoyama shimoyama_tatsuhito@exan Man 21  Sep01,1991 Unmaried A Gifu 090-5684-8243 P ]
B Jun Mori moni_jun@example com Man 54 Nov05,1958 Maried B Saitama 080-3089-1377 s 0

1. Click vao nut tao tvng dung sé dwoc chuyén dén man hinh thiét lap
Click vao dau + trén trang kintone.
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2. Chon phwong phap tao wrng dung.
Lan nay ta chon muc th(r ba tr trén xudng [Create from Excel/CSV] (Tao (rng dung t file Excel
hay CSV).

Create App

Lan nay, ching ta sé& st dung mét file Excel c6 théng tin nhw bén dwéi dé tao (rng dung.
Trong cling mét danh sach sé cé day du thong tin ctia cac khach hang nhw tén, gidi tinh, tudi...
(Lan nay ching ta st dung file Excel nhwng ta ciing c6 thé import bang file CSV.

Ten WA ASLOF  EX 75 wM ER

e
g;mt?m MS Py T cax = FroELTemRATs B T B B OFEEE z’”SUM A |
Emap- - M -

B ooy BT U E- D A- E- S EuEsUTRRR - - % 0 W EHIRTIIAT o B wE B \1;1; T e
BRIR-F ] Tt ] nE = s = A5 o BE

433 - f

A B C D E F G H I ] K L M N

1 |Name Wail address Gender  Age Birthday Marriage  Blood type Prefucture Phone Wohile phone

2 | Takeshi Kawasaki kawsasaki takeshi@erample.com Man G0 1952/7/15 Married AB Tochigi 020-703-7 090-8148-6792

3 Kenichi Kawagoe kavagoe kenichiBexample.com Wan a4 1978/12/3 Married A Saitama  034-884-1 090-2435-353

4 Riko Toduka toduka rike@example.com Woman 24 1988/4/12 Married 0] Shizuoka  043-763-2 080-3336-3392

5 Jur Kodera kodera juriexample com Woman a0 1962/5/30 Married A Kanagawa 041-488-4 000-7408-5778

6 Magatoshi Hoshinc heshino nagatoshifexample.com Man 44 1968/12/12 Married O Gunma 082-650-2 080-B884-60532

7 Yudjirou Usne uehe vuujirouB exampls com Man 29 1983/10/18 Married A Osaka 034-691-5 080-3225-4303

g Manami Mzutani mizutani manami@example.com Woman 59 1953/4/15 Married  AB Nigata 044-234-3 080-1888-5888

o Hikaru Mighioka nishioka hikaruexample.com han 26 1986/2/3 Unmarried B Fukuoka 0 3-271-4 080-9450-3638

10 |Yu Maechara maehara yulexample.com Woman a2 1980/4/20 Married O Hyougo  038-536-9 080-4447-1025

11 Rie Kase kase rie@example.com Woman a7 1995/2/4 Married A MNagano 034-388-6 090-213-6724

12 Tomoya Iwasawa wasawa tomoyva@example com Man 4 1971/11./4 Married A Tokyo 022-193-1 080-4807-6357

13 |Ami Matsuno matsuno ami@example.com Woman 2 1991/7/18 Unmarried A Tochigi 078-758-2 080-2638-6443

14 | Tkahire Ozaki czaki tkahiro@example com Man 39 1973/4/2 Married B Tochigi 034-852-3 090-3805-5020

15 Shidou Yoshizawa voshizawa shidou@example.com Wan 58 1954/9/11 Married  AB Shizuoka  085-541-T 080-4557-840

16 Sachie Yonezawa vonezawa sachie@example.com Woman 39 1973/3/18 Married B Kanagawa 047-178-3 080-6342-1318

17 |Eiichi Hamamote hamamgto eichi®example com Man 43 1965/1/11 Married AR Miyazaki ~ 028-160-3 080-8727-5587

18 |Chiemi Harada harada chiemi@example.com Woman 36 1976/9/26 Married O Kyvoto 032-530-5 080-8242-6002

19 |Seiichi Kiyota kivota seiichil example com Man 23 1989/4/10 Unmarried A Tokyo 048-144-5 090-8180-3528

20 Juri Sasaki sasakl jurilesample.com Woman 59 1953/12/28 Married A Hyogo 084-680-8 080-3883-1050

21 Maho Kaneke kansko maho@examplecom Woman 34 1978/12/4 Married 0] Osaka 013-971-3 020-6434-2616

22 Misaki Machida machidz misaki®example.com Woman 34 1978/11/22 Married A Aichi 033-323-2 080-1526-7685

23 Hideki Shiraighi shiraighi hideki®example.com han a0 1962,/10/11 Married A Hiroghima 023-790-4 080-6380-6703

24 Wiki Nagatomo nagatomo mikifexample corm Woman 28 1984/5/28 Married B Akita 020-213-1 080-5084-8157

25 Yoshino Takacka takacka voshino@example com Woman 46 1966/4/28 Married A Kumamoto 072-208-6 080-4507-5317

26 Riho Kurckawa kurckawa rihoPexample com Woman 47 1965,/3/14 Married A Oita 056-175-7 080-5263-8225

27 uri Suenaga suenaga yurillexample.com Woman 21 1991/6/13 Unmarried A Kanagawa 016-841-5 080-5185-3335

28 Yukiva Merioka moricka vukiva@®example.com han a0 1962,/10/11 Married A Chiba 036-936-2 090~ 444-6821

29 Jun Mori mori jun@example.com Man 54 1958/11/5 Married B Saitama  018-558-0 080-3889-1377

30 Tatsuhite Shimoyama  shimovama tatsuhit mplecom  Man 21 1991/9/1 Unmarried A Gifu 024-283-6 000-0664-6243
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I 3. Click vao tham khao va doc file Excel
Khi click vao nut [Browse], man hinh chon file sé hién ra.
cung lwa chon file danh sach khach hang than thiét truéc do.

e Creecy from Caw o OV

New app _ cancet

° Pregare to Import Excel or CSV File
umu Excel: Up 10 1 MB with 1,000 rows and 50 colrmrs. C5V; Up t 100 MB with 100,000 rows end 50 <olmns.)
The first row of the file is nterpeated 05 Held rames, aed the second 68 sbsequent rows ane interpreted o cata,

T the file & Catnl fle, you can sekct the worksheet of an Excal Sle to mmport,
Refer 10 @ Velp for detals sbout the supported Se foomat,

I 4. Kiém tra ndi dung file va cac trweng (field) dwec import vao
O cot [File Content] hién thi mét phan noi dung cua file da dwoc dwa vao.
N&i dung dwoc dwa vao véi ndi dung dwoc dang ky trong Excel toan bod gibng nhau.
[Lwa chon loai di¥ liéu] & bén dwéi cé thé chon loai dir liéu ctia méi hang.

Impart Bangs Torel Recorda: 31
Hame Mail address Gender Age Blrthday HMarrlage Blood type Prefuciuee Phene Mabile pk
Tahii®s KEaadaki Iebrieasalin_Eakadi S armbrph. SO L2 ] OF15/0082  maaived B Tochigi R0 T03-7  OB0-ALaS-E
itrichn Kives legrwagpoe i Qe com ian 34 IH04/1FTE  Manred L Lperama D bi-Ofed- 1 Obh-3458-5
Ry Toschuhis ik il ey 0T AR Fo e18/1988  Manmed [+] Shunin D 3-T65-2  ODO-5536-1

50 S 1962 L] O -AEE-4  ODD-Tai-T

H 1L 1588 [+] rRd-650-2  OGD-S884-{
Herch Fiald Types & . & -

Moi dungfile o hign thi.
i These iinrs vl DT [ alter cormaerting.
Flald Hame Fleld Type Chon loai treeng
Hama | Tt dinghe-res) -
Mad pkrers Link 1o (E sl ackdvess) - == H T H=
e : ® Thaydodiloai dirlieéu
Gamer ( Frwso Button .
o S . Khi mét file dwge doc vao trong Kintone,
Slrthdey Duee . Kuntone sé tw déng doc ndi dung cic file d&é
Marrisge | Raic Buton . phan bé cic trrong cho phin hop.
o type Drup-dowm . Chiang han: Muc [Blood Type] (Nhom mau)
—— (o fobediodt . chi gém co 4 loai A, B, AB va O. Thi trong
S Tpr—r— . muc [Drag Down] (S6 xubng) (ruong dang
S (Foc geont 8 chon dit liéu, di liéu s& dugc chon tw ding).
Nhitng trrong div lifu niay co thé thay doi

tiry theo muc dich tao ing dung.
Céc tnréng nay sé khing thé thay doi cai dat
sau khi d3tao xong ung dung.




Néu két thac cai dat click vao nat [Create]
Néu xac nhan, thay dbi cai dat thi click vao [tao] d& quay vé phan bén trén man hinh.

Danh sich khich hang = - \ —

Prepare to Import Excel or CSV File

kintone excel p24.xlsx 13 KB

Hoan tat tao trng dung tir file Excel
Phia dwdi bén phai man hinh hién thi biéu twong ctia rng dung da tao méi.
Pua file Excel va trng dung kintone d& hoan tat.

App creation space Feb 10 17:32

Apps Tr
Customer List
X

o To Do
App addea!
D Document Library

" Lost Articles

File imported successfully! X

%‘M N - . : ~ ‘e v 4
A ation .-”| T ' i Any 3 . v
{ 0) e 1 i .
I\ : " B A il ’

App creation space > ¥ Customer List

B v "

Records 1 - 20 of 31

Record number Name Mail address Gender Age  Birthday Marriage | Blood type = Prefucture Phone Mobile phone
R 3 Hiikari Tajir tajiri_hikari@example.com Woman 43 Nov20,1989 Maried O Chiba 045-10-5
. 30 Kazue Shimoy. shimoyama_kazue@example.com Woman 31 Dec 23, 1981 Married AB Tochigi 053-389-4
r
N A
. 29 Tatsuhito Shim. shimoyama_tatsuhito@example.... Man 21 Sep 01, 1991 Unmarried A Gifu 024-283-8 Hoan tat
,
ung dung
. 28 Jun Mori mori_jun@example.com Man 54  Nov05,1958 Married B Saitama 018-559-9
27 Yukiya Morioka  morioka_yukiya@example.com Man 50 Octi1,1962  Married A Chiba 036-956-2
B 26 Yuri Suenaga Woman 21  Jun13,1991  Unmarried A Kanagawa 016-941-5
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Thém tr danh sach wng dung

Trong kintone, ngoai cach tao trng dung béng cach st dung hinh thirc Drop and Drag (kéo va tha) dé

tao &ng dung tr dau hay nhap tir file Excel, ching ta ciling cé thé tao trng dung béng cach s dung cac

template s&n co.

(’NG DUNG TAO MO PNG DUNG QUAN LY CAU HOI KHACH HANG

Trong muc nay, chiing ta sé tao mot rng dung dé quan ly cac cau héi ctia khach hang. Chang ta sé

tién hanh dang ky cac cau héi ctia khach hang, va quan ly dwéi dang lich st cau hdi cta khach.

@ Inquiry management

¥ Inquiry management i
El o Y e
Records 1 -50f5
Customer name Type of inguiry Status  Deadline Assignee Detail
B Kusakari company Order Notyst Feb28, 2017 [ Yoshiko Tanaka P ]
[ ] Okazaki coporation Gustomer support  Notyst  Feb 28,2017 ¥ Yoshiko Tanaka N ]
[ ] Kanato transportaion Order Notyst Feb 28,2017  FYNaoki Kudou s 0
[ ] Ninomiya corporation Product Notyst Feb28, 2017 Y Kouhei Matsushita N <]
[ ] Medical corporation bozukai Product Notyst Feb 28,2017 [ Yudai Shibutani N <]
. \ - ” R R pY S -
1. Click chon vao nut tao tvng dung de chuyén sang man hinh tao tng dung
. BN - A > .
Click chon vao nat + trén trang Portal cta kintone.
~ s L
u Announcement # Spaces 55

Jo Spaces
Welcome to kintone!
kintone is web database for specialized to use for team working. W App creation space

This is useful for work which share the data in the sales department, support department, information system department, human
resource department and cooperative project with another department or company. 5
a Apps
For the beginner, we create the basic operation guide of kintone. I
Firstly, please look at here. All Apps v
» Look the basic operation guide
\a Customer List

3:49 Nanasawa T zi To Do

ificati ) oocument Library
n Notifications o 2
\ I
A 4 5 . Lost Articles
m Inventory Management

Tj Team Task Management

No notifications to show
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2. Chon phwong phap tao vng dung
Chon phuwong phap tao (rng dung. Lan nay, chdng ta s& chon muc dau tién.

Create App

Create from Marketplace

3. Chon muc Customer Service trong cac phan muc dwoc sap xép & tay trai man hinh.
Céc &ng dung dwoc khuyén khich s dung sé duwoc xép theo tivng hang muc twong (rng nhuw
trong man hinh tay trai bén dudi.

kintone Marketplace ,1

All Featured Apps
*By Department = ARTEEEE 7 L5 s 4. B
YAROX A S m‘,,‘” PAROZGASH /;_1) BAROIGASH
Sales @ A0d This App @RS Ao s Anp I" V' ;dd This App
7 S B Y Lh—F (J EEZIBEFA/IY Y e
Human Resources HAROL SR e | BaRonRen \: i]i HAROZ LT @
¢ \ Add This App Add This App ! Add This App Pack

IT & Administration

Research & Development

2|

==
HELE ) REREFE s BESHIE
BARORBRER gé' BARORBRET B oxmsten “

Marketing

Legal & Finance

— q EEgEE (=L =PE BWEHEEE $o0
el R BARORBREH Sl vrroxEten Y bomoxERet I I \;
dd This App Add This Aop i Add This ~op C
*By Industry a1 dd This App
Service = T =1 &
rvic =ER oy ZEEE EBR oA
N s BAmOARR SR | vomRoRnRSt YAROABRER |
Aedical & Welfare s o ® ol B Veud
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4. An nat “Add this app” dé thém ng dung
Nhan vao nat “Add this app” nam phia dwéi tén cia rng dung ban muédn thém.

Sales
HiR— FFAG H— MEVA—ICL < BESNAEMEE LOETIUTT. EEQERSBEEETHETEIET. SHVSHE CRRCHE TSI LN TEET.
d This

Human Resources

IT & Administration IEERE~ T T E Ok DHEETBFIUTYT. *BREEITIZ1=F+ eybozucom developer network) TABEL TS Javasenpt HF)La— Kz
FHADTET, AT —HAEELE 7 - BEEEEPEHT BNV ANT

Research & Development -

Marketing

Legal & Finance SRRt ity

Add This App
Gompany-wide

*By Industry

ZEHFIBFTUTT. F—J— PR BEFOFFTORDAS, YA POCSVARNIENTRETT. #HRSRTIZ1=70
TWND FSHA A0, Javascrot B0~ BE

Y BEUZ b SHE, BEEL. BB
Aot Teybozu.com o

Service

L

Medical & Wetfare

ISEEE DET = = S Tt OiEEE 2

Information communication lFa=2=F+ leybo:

Add This App %

@ I VEyN-=; ] DL—LABE, HEER - ABORRETOFIUTY. BESCHL—LREERELELD. HEHR - REABERABLLEZDTEI LT, RECHBPRREEZESC
e =
as
\ii!

Real estate

Lodging

- ! Q HAROARRET
Construction
P

Do you want to add this app? PrERERS. 2

e “

5. Hoan tat teng dung quan ly cau héi khach hang
DPén day chung ta da hoan tat 'ng dung quan ly cau hdi khach hang théng qua st dung
danh sach quan ly cac biéu mau san c6 (Marketplace). Tuy nhién, khi thém vao mét biéu
ma&u nao do, cac thdng tin trén biéu mau van hoan toan chwa cé dir liéu, ching ta hay cing
thém céac recore méi bang dau + dwoc khoanh tron nhw trong hinh bén duéi.

Inqiry management i

©

Records 1-50f 5

Customer name Type of inquiry  Status Deadline  Assignee Detail
B Kusskaicompany Order Notyst Feb28,2017 e
B Okazakicoporation Customer support  Notyet  Feb 28,2017 e
B Kansto transportaion Order Notyst Feb 28, 2017 e
B Ninomiya corporaticn Product Notyst Feb28,2017 [ Kouhei Matsushita rd
B Medical corporation bozukai Product Notyet ~Feb 28,2017 Yudai Shibutan I




TRINH PO TRUNG CAP

~ C6 thé tuy chinh tuy theo codng viéc ~
Str dung thanh thao cac tinh nang cua kintone

Ve a1 o= ol U o To [ [0 o o SRS RPRS PP P32~ P35
CACN A0 DIBU (0.t P36 ~ P39
Cac tinh NANG KhAC CUA KINTONE ........eiiiiiiiiee ettt Bia sau

Phan dwéi day sé hwéng dan cach
théng ké dir liéu bang biéu do
trong kintone va phwong phap
hiéu chinh néi dung cac trng dung
ciing nhw cach ap dung kintone &
mot trinh dd cao hon.
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Hiéu chinh &ng dung

M6t trong nhirng déc trwng tiéu biéu cda kintone d6 1a kha ndng c6 thé tao cac (rng dung va hiéu chinh
&ng dung d6 mot cach dé dang. Trong qua trinh st dung cac (rng dung da tao, c6 rat nhidu trwedng hop phat
sinh cac y&u cdu méi nhw “Téi mudn thém hang muc A,B,C...”. Tlr qua trinh 1ap kintone dén khi tuy chinh
déu c6 thé thuc hién mot cach dé dang ma khong can 1ap trinh, vi vay, ngay ca khi ngwoi l1ap (ng dung nghi
viéc hodc thuyén chuyén cong tac, thi nguwdi ké nhiém tiép theo ciing c6 thé dé& dang tuy chinh lai cac ¢ng

dung mét cach dé dang...

Tuy chinh don gian (Thém cac hang muc)

Dau tién, ching toi sé gidi thiéu vé cac tly chinh co ban. Lan nay, ching ta sé tht tly chinh (rng dung
“Quan ly cau hdi khach hang” duwoc download vé tir Marketplace nhuw mé ta trong trang 30.

1. Mé& man hinh quan ly tng dung

M& man hinh quan ly trng dung c6 tén “Quan ly cau h

> ey

di” khach hang va click chudt vao dau... géc trén

bén phai nhw hinh bén dwéi (Tham khdo phan dwoc khoanh tron mau dé nhw hinh bén dwéi). Khi ta
nhap chudt vao day, mét vai menu sé hién thi, chiing ta chon muc “Change apps settings”.

[

|

Customer name

Kusakari company

Okazaki coporation

# per Page
v H
Type of inquin Status Deadline | Assignee Detail
Order Notyst Feb 28,2017 [ Yoshiko Tana )
ings:
Gustomer support  Notyst  Feb 28,2017 | [} Yoshiko Tanaka —

Q Inquiry management

Form Views

a General Settings
Appearance
Color Theme

Process Management

A riotications
General Notifications
Per Record Notifications

Reminder Noatifications

Graphs App Settings

’ Customization and Integration

Discard Changes

'lb Advanced Settings

Plug-ins Categories
JavaScript and CSS Customization Localization
AP| Token Title Field
Webhocks Misc Settings

Actions

ﬁ Permissions
App a Management
Records Preview
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2. Chon thé “Form” trén man hinh quan ly trng dung.
Lan nay, ching ta tién hanh bién tap cac Biéu mau (Form)(Danh muc).
Néu click vao khung mau dd [Form] nhw hinh bén dwéi, man hinh bién tap cac biéu mau sé hién ra.

Phwong phap thiét 1ap va thao tac ciing twong tw nhw cach thye hién trong muc “Tao tng dung tir dau”

nhw mo ta tai trang 05.

Q Inguiry management

Form Views

a' General Settings
Appearance
Color Theme

Process Management

A notifcations

General Notifications

Graphs App Settings

’ Customization and Integration
Plug-ine

JavaScript and CSS Customization

AP| Token

Webhooks

& Permissions

"ar Advanced Settings

Categories

Localization

Title Field

Misc Settings

Actions

Discard Changes

Per Record Notifications App & Vianagement
Reminder Notifications Records Preview
a Inquiry management Discard Ghanges
-
e Geene pp Setines
- Customer name Customer assignes
Labal [ Text (single-ine)
* N Assigree Reception date and fime
Richtext Text Box mut-ine)
E E Q 2017-02-28 v
Numoer [ cacusiea
(®) Recio Button Chack box Type of inquiry
[} mus<roce [ ores-coun @ Product Order Customer support
5] o= @ e
Detail
[5] Date enaime ) Anscamen:
® o= 3 usersaieciion
&Y, Department seecton A8, Group seiscton
[& mested Recorss [Q ook
Deadline
s Blenk spece — Border
2017-02-2
V] Fedgrow 20770228
Cormespondence date Contents
Record numoer § creeony i
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3. Thwec hién bién tap cac Biéu mau (Form)
Lan nay, ta tién hanh thém hdp Checkbox (hdp danh d4u) cé tén la “Dich vu héi dap”.

Ta chon muc Chon vao hép thoai Check box &ewe ttr danh muc man hinh bén trai va kéo sang man
hinh bén phai.

@ |I’]qun’y management Discard Changes

views NG GEDEZEIE
Gustomer name Customer assignes

@ Lo Text (single-ling)

[A] Renten [E] v sk mut-ing
Q ‘& 2017-03-08 1243 Notyet W
Nurmber [ cocumes

Assignee Reception date and time Status

(@ recioBuron Chack box Type of inquiry fo3
[E] muieheice =] croo-goun @ Product Order Customer suppart Other
[5) o= © mme

Detail
[%) Dete and tme @ Anachmen
[SJES 2 Usersecin
&% Deparnment seection 2% Crouo seiecton
[@ reates recoras [Q wooem

Deadline
s Bk specs — Sorder

2047-03-

E P group 2017-03-08

Correspondence date Contents File
Record numper 3 creaeany =

Khi ta dwa chudt vao gan nat {}, dong chir “Settings” sé hién ra, ta click vao day.

Q Inquiry management Discard Changes

Form Views Graphs App Settings
m Costomer rame Customer assiges

Labx Tent el
P e EE] Yot e Assignee Reception date and time Status
Rich tex Test Sox (multi-ine)
&l B Q 2017-03-08 1243 Notyst ™
2] Humosr [ c=cus=a
@ Radic Buttan Checx box Check box el

=P [P i -

E — U — 15 Dupiicate

Type of inquiry 3 Delete
[) pate anaeme ) Ancoment
@ Link 1 e @ Product Order Customer support Other
Department sslaction Group selection
‘,‘ o Detai
[ Best=d Recows [ Lookn
o, Blenk space — Border

¥ Fedgro
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Sau khi nhap tén cla trwong, ta nhap cac hang muc
Iva chon vao muc “Options” rdi bAm nit “Save”.

Field Settings x

Name *
Inquiry management
Hide field name
Required field

Options

v Office
v Garoon

- Mnail wise

7

Layout

@ Horizortal Vertical

ceesl

Sau khi chon muc “Save Form”, ta click chon “Activate App” & goéc trén tay phai (Tham khao hinh dwai).

ﬂ Inquiry management Discarc Granges  [RCSRTeS
-
Form Views Graphs App Settings
m Customer rame Costomer sssignse
Lbel ] Text (single-i
* e Assignee Reception date and time Status
Aic text Text Box [mut-ine)
E E Q 2017-03-08 12:43 Not yet ~
Number [ cacuetea
(®) medio 5uton I Check box Inquiry management
(& vawonsice [ 2reesoun kintone Office Garcon Mnail wise
(=) o= © e
Type of inqui
[5) oete encome ) Anachmen " i
@ Link 1 User selection @ Product Order Gustomer support Other

Khi ta click chon “Activate app”, man hinh s& quay tré lai trang cht ctia Ung dung quan ly cau héi.
Khi d6, méi khi dang ky Record méi, cac hang muc duoc thém (Nhw “Dich vu héi dap”) sé thay doi.

\ Y A 4 K - 4 Inquiry management
Nh¢ vao viéc sap xep co chon @ _
loc cac danh muc ma cac ung .
dung vira ¥ déu thyc hién dugc. Cancel

Customer name Customer assignee

[

Assignes Reception date and time Status

Q 2017-03-08 13:37 Not yet

Inquiry managsment

kintone Office Garoon Mnail wise

Type of inquiry *

Hang muc dugc thém

@ Product Order Customer support

bang TUy chinh.

Detail
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Thirlap bidu d&

Cac rng dung trong kintone khdng chi gidp Iwu trlr cac thdng tin dang ky ma con hé tro’ 1ap biéu d6 don
giadn cho cac thong tin dé. Tai muc nay, chiing téi sé giai thich cach lap biéu dé don gian.

Customer support: 1(20.0 %)

Order: 2 (40.0 %) ~

— Product: 2 (40.0 %)

Assignee

*foshiko Tanaka

Meoki Kudou

Kouhei Matsushita

‘udal Shibutan

5}

025 05

0.75 1 125

15

Number of Records

175

-

225

Chtrc nang “Biéu d6 thuan tién” giup tw déng tao biéu dé chi qua mét cu click chuét.

Phuong phap tao biéu d6 duoc chia thanh hai loai. Lap biéu d6 trirc tiép dang thi cong bang cach nhap liéu
truc tiép bang tay tirng didu kién théng ké mét, va phwong phap thi hai la stv dung kintone dé phan tich cac
di¥ liéu da dwoc dang ky.
Phuong phap 1ap biéu db tw dong duoc goi la chire ndng “Biéu do thuan tién” (Recommended Graph) trong
kintone. DAu tién, chiing ta sé cuing tim hiéu vé cc thiét 1ap cac diéu kién trong cAc biéu d6 thuan tién nay.

1. M& céc trng dung muén |ap biéu do

M& cac (rng dung dai 1ap bang Kintone. Lan nay, ta sé& lap céc biéu db dya trén “Ung dung quan ly cau
héi” d lap nhu mé ta tai trang P31. Ta click chon vao vi tri c6 khoanh mau dé nhw biéu twong trong man
hinh bén dwdi.

@ Inquiry management

¥ Inquiry management

T ()

Gustomer name

Kusakari company

Ckazaki coporation

Kanato transportaion

Ninomiya corporaticn

Medical corporation bozukai

Type of inquiry

Order

Customer support

Order

Product

Product

Status

Not yet

Not yet

Not yet

Not yet

Not yet

Deadline

Feb 28, 2017

Feb 28, 2017

Feb 28, 2017

Feb 28, 2017

Feb 28, 2017

Assignee

Yoshiko Tanaka

Voshiko Tanzka

¥ Naoki Kudou

¥ Kouhei Matsushita

E Yudai Shibutani

Detail

Records 1 -50of 5

~
e 6 6 © ©
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2. Chon nhirng théng tin can thiét ttr biéu d6 dwoc tao mé&i
Bang céch nay céc biéu d6 sé duoc tao mét cach tw dong bang rét nhiéu diéu kién.

Create Graph

Design a Graph Starting from Graph Type

= i @

Bar chart Column chart Pie chart Line chart

Use a Recommended Graph

Count(Status)
5

3

3

Count(Status)

= B

Pivot Table Others.

Count(Type of inquiry)
3

L

Gount(Type of inquiry)

.

Count(Type of inquiry)

Customer support: 1 (20.0 %)

Count(Type of inquiry)

Product

Order

Type of inquiry

Customer support

’. —— Order:
/

Jan 14, 2014 9:00

Jan 07, 20148

Jan 14, 2014 9:00

Jan 07, 2014 €

Reception date and time(Weekly)

Reception date and time(Weekly)

Product: 2 (400 %)

0

05

15

Count(Type of inquiry)

- Not yet - Order  =#= Product Gustomer support M Count(Type of inguiry)

Néu c6 céc biéu d mudn str dung, hay chon céc biéu dd do.

L&n nay, ching ta sé& stv dung biéu dé hinh tron “Sé lwong record (Tinh trang xd ly)” & tay phai cdia hinh.
Phan mau dé & phia dudi man hinh bén tréi 1a cac diéu kién dé ap biéu dd. Khi thay dbi cac diéu kién lap
biéu dd nay, thi phan biéu db sé dworc diéu chinh cho phii hop véi nhirng diéu kién méi. Trwong hop khéng
can phai thay dbi cac diéu kién théng ké, ta nhan vao nat “Apply”.

Create Graph
hraph Options

Preview

GChart Type
Gustomer support: 1 20.0 %)

Pie chart
— Product: 2 (40.0 %)
Group by

Level 1. Type of inquiry ~

Order: 2 (40.0%) ~
Function

Gount v

Filter

New Graph

Back Save as Apply

Cancel
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3. Lwu cac biéu dé
Trén man hinh thiét 1ap diéu kién thdng ké, néu ta nhap chudt vao muc “Save” & phia dwéi bén tréi, thi ta ¢d thé Iwu biéu
dd véi cac diéu kién twong (rng. Cac bidu dd nay vo cuing thuan loi khi ta can kiém tra thuc trang déi tng.

Create Graph
raph Options

Chart Type

Pie chart

Group by

Level 1 Type of inquiry ™

Function

Count ™

Filter

Cancel

Preview

Customer support: 1 (200 %)

Order: 2 (40.0 %) ~

— Product: 2 (40.0 %)

Apply

Mét hdp thoai sé hién ra, cac ban c6 thé nhap tén biéu dd ty y
vao 0 tréng rdi nhan OK. Lan nay ching ta sé& dét tén cho biéu
dd nay la “Biéu do theo ddi tinh trang quan ly cau héi”.

Khi d6 trén danh sach pulldown (sd doc), phan biéu db tron nay

sé dwoc thém vao.

* Trong mot sb trueng hop download tng dung tr Marketplace, co thé ngay tr

dau céc tng dung da duoc dang ky.

Q 1 QUAN LY CAU HOI KHACH HANG

Quan ly cau héi khach hang

Biéu db tinh trang giai quyét cau hoi cua khach I ?

Biéu do tron v

Biéu dd dugc thém vao.

Name *

Status pie charﬂ

Cancel

Save as New Graph X
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CACH LAP BIEU PO TU’ DO

Tiép theo, chiing toi sé giai thich cach lap cac biéu db tw do tir 0.

1. Chon loai biéu d6 muén lap
Nhap chon vao biéutwong |,  dé hién thi man hinh lap biéu d6.

DAu tién, ta chon loai biéu dd mubn I1ap tlr muc “Design a Graph Starting from Graph Type”.

LAn nay, ta cai dat dé c6 thé lap cAc biéu dd gidp thé hién cac cau hdi chwa tra 16 theo tén ngudi phu trach dudi dang

cac biéu dd cot.
Tl danh séch biéu do, ta click chon “Column Chart”, dé cai dat cho “Graph Options”.

Create Graph

Design a Graph Starting from Graph Type

= i @ < E B

Bar chart Column chart Pie chart Line chart Pivot Table Others

Céc hang muc phan chia: Tiéu muc Ion “Ngwei phu trach xte 1y, diéu kién duorc thiét 1ap 1a “Tinh trang xtr ly, Bao
g6ém mét trong nhirmg muc sau day: Chwa xtr ly”. Bang céch nay ching ta cé thé ndm bét trc quan nhirng van
d& nhw ngudi ndo phu trach phan viéc nao. Twong tw, thdng qua viéc lwa chon va ndm bat cac diéu kién, chiing ta co

thé lap cac biéu db tuy y d& phii hop véi muc dich st dung.

Create Graph

Column chart v Clustered

[Group by

Leval1:  Assignee v

Assignes
Func

I 1umber of Records
Count

Filter

Status V' includes any of »
+ Not yet
Carrespondence
Finish

“osniko Tanake Kouhei Matsushita.

Cancel Back Save as New Graph Apply
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CAC TiNH NANG TIEN LQ'I KHAC CUA kintone

Ngoai ra, trong kintone con nhiéu tinh nang tién loi khéc. Viéc str dung thanh thao nhiéu tinh ndng trong
kintone sé hd tro’ ching ta rat nhiéu trong cong viéc, cac ban co thé tham khao thém mét sé tinh nang tién
dung khac nhw bén duwaéi.

B Thiét lap va gi®i han Quyén truy cap
Céc ban c6 thé cai dat gidi han vé quyén truy cap cho nguoi siv dung theo (ng dung, record, hodc cac
trwdng.
Vi du : Ban c6 thé cai d&t cac (ng dung médt cach linh hoat dé& phii hop véi muc dich st dung nhw : cai @&t
dé toan bd cac nhan vién ¢ thé truy cap cac (rng dung lién quan dén théng tin khach hang, tuy nhién chi co
phong kinh doanh 1a dwoc quyén chinh stra, hodc cai dat d& phan dia chi mail va tén ¢ lién quan dén thong
tin c& nhan chi hién thj déi véi mét bd phan nhirng ngudi str dung nhéat dinh.
¥ Phwong phap thiét 1ap quyén truy cap

https://help.cybozu.com/ ja/k/user/app_rights.html

B Look up (Tim kiém)
Khi cai @&t tinh nang Look-up (tim kiém), chiing ta c6 thé tan dung théng tin ttr cac tng dung khéc dé dang
ky. Vi du, chi can lién két cac cot thdng tin nhw tén cdng ty, ten ngwoi phu trach, sb dién thoai, dia chi mail
trong tng dung quan ly khach hang véi trng dung quan ly cong viéc kinh doanh, ching ta cé thé tan dung
nhirng théng tin d& dworc dang ky trong muc Théng tin khach hang cho trng dung méi. Bang cach nay ta
c6 thé gidm thiéu I6i khi nhap liéu cling nhw cét gidm dworc thdi gian nhap liéu.
¥ Phwong phap thiét |ap tinh nang Look —up

https://help.cybozu.com/ja/k/user/whats_lookup.html

Théng bao

CO6 thé thdng bao céc thong tin mai nhat vé cac tai khoan, hodc cac comment dwoc ghi lai trong record cho
ngudi str dung trng dung. Mt khac, truerng hop céc record dap ting mét sé diéu kién quy dinh, thi chire
nang thong bao ciing sé dwoc kich hoat. Vi du, mét ngay triwdc han chét mét dy an nao dé, thong bao
“Hém sau la han chét” sé xuét hién. Ta ¢ thé str dung chire ndng nay nhw mdt cong cu reminder (nhac
ViéC).

V¥ Phwong phap thong bao va cai dat reminder

https://help.cybozu.com/ja/k/user/notification.html

I Quy trinh quan ly
Day la tinh nang gitip quan ly quy trinh cdng viéc phii hop véi nhitng quy dinh trong kinh doanh. Gidp thiét
lap quy trinh hay nguoi phu trach déi véi tirng cong viéc dworc thwe hién trén (ng dung. Tinh nang nay
khéng nhirng gilp quan sét tinh trang thye hién nhiém vy clia tirng ca nhan, ma con gidp ndm bat toan bd
quy trinh téng thé trén thdi gian that théng qua viéc biéu dé hda dir liéu.
¥ Phwong phap thiét 1ap quy trinh quan ly

https://help.cybozu.com/ja/k/user/process.html

CHI TIET VETINH NANG KHAC CUA KINTONE VUI LONG THAM KHAO TRONG USER HELP

(HUONG DAN CHO NGUOI SU DUNG)

https://help.cybozu.com/ja/k/user.html
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