Huéng dan sif dung Daily Report Tool

1. Gigi thiéu

Daily Report Tool 13 web tool diing chung cho ca team dé soan ndi dung "CORE DAILY REPORT" dang
lén Slack mdi ngdy, thay vi tu gd tay dinh dang Slack (emoji code, dau phan cach, gach dau dong).

Truy cép tai: https://daily-report-tool-mu.vercel.app

2. bang nhap

M@ link trén, nhap mat khau dung chung cla team. Sau khi ddng nhap, trinh duyét s& nhé phién ding
nhap cho 1&n sau (khéng can nhap lai mdi Ian ma).

Mudn ding xuat: bam icon cira ra & géc phai trén cua trang ch.

3. Trang chu (Lich str)

M& app |1&n sé& vao thdng trang chu, hién danh sach céc report da Iuu, nhém theo tifng Sprint (sprint cé
report mai nhat 1&n trén cling).

M®i report trong danh sach cé 2 nut:

« Diéu chinh: m& lai ding ban nhap cla ngay dé dé sira tiép.
e Thém ngay méi: copy toan bod section/group/task ctia ngdy dé sang ngay ké tiép (+1 ngay), md ra dé

tiép tuc dién sd li&u m&i. Néu ngay dich da cé san report rdi, tool s& hoi xac nhan trudc khi ghi dé.

NGt "Tao report hdm nay" & géc trén bén phai: m& report ctia ngay hém nay. Néu hdm nay chua cé gi thi
tao méi (gilf nguyén cau tric section/group ctia ngay gan nhat, task dé tréng). Néu hdm nay da cé dif
liéu réi thi chi m3 ra xem/s(fa tiép, khdng xda gi ca.

4. Man hinh soan report (Form)

4.1. Thong tin chung

« Sprint: 6 nhap s, tu do sifa.

o Ngay: bam vao sé& hién lich chon ngay. Cé thé déi ngay néu can (vi du ngay tinh tu déng bi rai vao
thir Bay/Chl Nhat, déi sang thif Hai). Néu déi sang ngay da cé report, tool sé hoi xac nhan réi mé
report clia ngay doé (khong ghi de).

o Nt "Trang chl": quay vé& man hinh Lich s.
4.2. Cau truc Section - Trang thai - Task

Report dudc chia 3 cap:


https://daily-report-tool-mu.vercel.app/

1. Section: muc 18n, vi du SAVINGS ACCOUNT, OVERDRAFT. Méi section cé t&n va 1 tag ngén (vi du
OD, CM) dung dé hién trong CHANGE LOG.

2. Trang théai (group): vi du Done, In Progress. Mdi trang thai c6 t&n va 1 ma emoji Slack (vi du

:large_green square: ).

3. Task (row): 1 dong cdng viéc cu thé, gébm céc 6:
o Label: nhan trang thai chi tiét (STG, UAT, DEV, In review...), g& tu do.

o Ticket#: s6 ticket Jira.

o M6 ta: ndi dung cbng viéc.

o Ghichl (b&m nut "+ note" dé hién thém & nay): xuat hién sau mé ta, dang "mé ta -> ghi cha".

o Ngéi sao (danh dau CHANGE LOG): tick vao sé& dua task nay 1&n phan CHANGE LOG dau report.

C6 thé kéo-tha (gitf vao biéu tugng Iusi cham & dau moi dong) dé sap xép lai thif tu section, trang thai,
hodc task.

Dung nat "+ Thém task" / "+ Thém trang thai" / "+ Thém section" dé tao mdi. NGt dau (x) mau do dé
x6a.

4.3. Link ticket tu dong

Khi g6 s6 Ticket#, tool tu ddng sinh link Jira dang
https://galaxyfinx.atlassian.net/browse/VWCBT-{sbd ticket} . O link ndy chi dé xem, khong stfa
tay dugc.

4.4.Luuy

Moi thay déi trong Form déu tu dong luu (khdng can bam nat Luu dé gilf ban nhap) - chi 13 ban nhap,
chua xuét hién trong Lich sif cho dén khi bam "Luu".

5. Sao chép report gtri Slack

Bén phai man hinh la khung xem trudc ndi dung dang Slack, cap nhat ngay khi ban sifa 8 Form.

Bam "Sao chép report" (hodc nut Copy trong khung xem truéc) dé copy toan bd ndi dung, roi dan vao 6
nhan tin Slack.

Ba&m "Luu" dé chét 1 ban chinh thic (danh dau day 13 ban d3 guri 1&n Slack), Iuu vao Lich sif va tu déng
quay Vé trang chii. Néu chi stra nhap ma khéng bam Luu, thay déi van dudc gilf (autosave) nhung sé
khong hién trong danh sach Lich st.

6. Luu y quan trong vé dinh dang khi dan vao Slack
Ban céan bat 1 tuy chon trong Slack dé cac ky hiéu in ddm, gach dau dong, link... hién ding dinh dang
thay vi hién nguyén ky tu tho:

1. Vao Slack, bam biéu tugng workspace/avatar.
2. Chon Preferences (Cai dat).

3. Vao muc Advanced.



4. Bat checkbox "Format messages with markup".

Sau khi bat, ndi dung dan vao sé tu déng hién ding dinh dang (in dam tén section/label, gach dau dong
theo cap trang thai/task, link ticket bAm dudc).

7. Cac cau héi thudng gap

T6i khong thay report clia 1 ngay nao dé trong Lich sir? Lich sif chi hién nhirng report da bam "Luu".
Néu ban méi stfa ma chua bam Luu, report s& khéng xuét hién & day (nhung dif liéu van con, mé lai qua
"Piéu chinh" tU 1 ban Luu gan dé, ho3c lién hé ngusi quan tri dé kiém tra truc tiép dif liéu).

Bam vao link ticket trong Slack ra sai URL (dinh thém ky tu la)? Kiém tra lai d3 bat "Format
messages with markup" trong Slack Preferences chua (xem muc 6).

T6i 18 x6a nham 1 dong/section? Hién tai x4a la xa ludn, khong cé undo. Néu ban nhap d3 tirng dugc
"Luu" trude dé, cé thé vao Lich str bam "Biéu chinh" ban Luu gan nhat dé |y lai néi dung cii, roi sifa
tiep.



